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Part One
Basic Knowledge And Techniques For Making English
Telephone Conversations
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Section One Domestic Telephone Calls
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Unit One Opening Telephone Conversation
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Conversation 1

Hello. Foreign Languages Department. Wang speaking, can | Help you?
Yes. May I speak to Prof. Smith please?

Who shall I say is calling¢

This is Li Ming of Tianjin University speaking.

Just hold the line a minute, Mr. Li. (To Smith)Prof. Smith, Mr. Li of Tianjin Uni-
versity wants to speak to you.

C:  Good morning, Mr. Li. This is Smith speaking.

rEEEe
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HOENENE

Good morning s Prof. Smith. I have a few questions to ask you about the lecture you de-

livered yesterday---
. XiE—

EF, XBERIMNER. REE. REHLEFY?
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B RSBk, REEER.
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Conversation 2

Hello. 331—4495. _ .
Hello, Fred Cook Speaking. May I have a word with Linda please?
"1l just see if she is in. '

Right.

I’m afraid she’s not here.

Would you tell her I rang?

1’d be glad to.

XHE=

B, X BB L 3314495, .

T REBER - FER FHARTUMME LD IEG?
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Conversation 3
Interr‘hational Affairs Office.
Mr. Zhang, please.
I’m sorry. Mr. Zhsng is not in.
When do you expect him back?
He said he’d be in around eleven.
—_ 2
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All right. I’ll ring again at about eleven thirty.
Very well.
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RIWIKAEEVIE.

XARE, KRERTE,
bttt 4 R BE ] K 2
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e, B+ — A ERBETEIETE.
REF.

Conversation 4

Hello Zhang residence.

, Is that you Zhang Jie? Jack is here.

Good afternoon, Jack. How are you?

I’m fine, thank you. And you?

I’m all right.

Look, .Zhang Jie. What are you up to?

Nothing particular. What’s on your mind?

Could you come over to my place this evening? I’d like you to meet some of my friends.
We’ll have a small party.

OK.
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Conversation §

Good morning| Is this ABC Industries?

Yes. It is. What can I do for you?

I’d like to speak to Mr. Zhang Ming.

Speaking. Who is this calling, please? .

This is Mr. John Isherwood of DEF Corporation. Well, 1”d like to make an appoint-
ment with you sometime tomorrow.

What time are you thinking of?

How about 2:00 p. m. ?

That’ Il be fine with me.

OK. I’m looking forward to seeing you then.

HiER
B F 47, 45X B ABC TAbA G2
Ry, TH H 4G '
AR FII B A P

LRI, BRWE—L?

&‘%DEF’\‘]B‘J*’]@ - FEESELE. REAGAHEERRMELE.
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AT,

YR, R ATEIBHMR

Conversation 6

Hello. Is Miss Zhang Ping in?

This is she. Who is this?

This is Mary. Listen, there is a concert in the Music Hall this evening. Would you like
to come with me? '

Let me see. Idon’t have anything planned tonight: OK, I’ll'be happy to come. I’ ve
been pretty tied up these days. 1 think I should have a little relaiatiqn.

That’s great. Let’s meet at McDonald’s. I’1l buy you dinner.

That’s nice of you. And the time? ‘

What about five—thirty? You see the concert starts at seven.

Mmm:-- OK, See you then.

See you.
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T, RERNZEE—TFT.
H: KXEBT,.RIMKERZLT LEE, RIFKRIZHE
Z: RESER IRLHLwEE?
H: HAREELE,.FRELEFE.
Loz oo AT, BIBHR L )
H: HERL.
New Words and Expressions
unit n BT, ' What are ypu up to? HRIEEFH A2
department n. (KZHHEDE particular a. 1%.35[]&9
Simth S #H(AZ) industries =n, T 2AH :
university a2 K% John Isherwood #9%y « ﬂ*‘%{ﬁ%(AZ)
lecture =a. PERE corporation n. AH]
Frank Burns 323 « ABHT(A4) look forward to ¥A%%, 8
Linda Hik(A %) . concert n. FHKE&
international a. EFRHY to be tied up FEKEIL . BEFZER
International Affairs Office ShEHANE relaxation . ﬂ(EQﬁ% %
residence n. N0, " McDonald’s iﬁ%‘ﬂ&%lﬁ

tobeupto fR(E), F&E&E)

Notes
1) Hello, Foreign Languages Department, Wang speaking. May I help you?
WXRRINEA, RBI, BAH2FD? \ |
RAERFEREP— R RATL HEREREE YRS E N EFOR
. MREENETE EHIEEARBALRK. AW,
Hello. This is GHI Construction Company. Mg ,iX H & GHI &%\ F].
WAMNEEHIE BEELERTBREHAIREEANE. i,
Hello, 3363120. M%,iX BLfy5 52 3363120,
Hello, Smith residence. M8, X ERTHITR.
EEMEEMER RESEREREARZ G EREERS YR —TECHRE. Fm.
Hello, GHI Construction Company. Mr. Smith speaking.
,XEE GHI BRAF, RE ST FHTEE.




Hello, 3363120 Zhang Ming speaking.

4T X EA TSR 3363120, RRKH.

ATRFALS EEMBF.THIE EBEH RICIT AT, 1 Hello”, “Good
morning (afternoon ,evening) "4 , 24 4% , ZE1R £ HEiH W% o , 2 15 2 0 T 5 4 B[R] M 4T
A, EERH BHFHSHE, WO ESR —EIERFET IFHERAZFIELAFE RGP, A
N R FIEPHE Hello, MRS HRAR. 82 BBIENITHEN 8 R XFHAFTHET
Al SURT H g — T
2) “Hello”RFFBETRE HORAEE LS TFILEPH R, TREBERIEEEIFEL
RATHIEE R RE, A —F O EEHER Hello”, # A“Hello”HHFHEABEEE:
B DUBK “BA LI B, LA TR, T 21 #Y “Hello” & — M AE 5L F IR GEE & , Hello
HH AR K LR, ERELRT IR ERAEERRRREFEFANEELER
“Hello? Hello”, #i#mn.

Mary: What? What did you say? I can’t hear you. Hello? Hello?

Bai:  “ftar Rriftar RFRRL, |®/,R”.

Frank: Hello? Hello? Mary? Operator| Operator' We’ ve been disconnected.

' BEF. MR R? BE? BARBRARR RINMBRIEWT "

B, T RERIBEARR , B35 o A W “Hello” 5 BLIE B A A9 B 0FE “Hello” ER ¥ LB T X
Bl HiE Y Hello" 8 B H RS A E4 L i The’ louJs [ho' | o], FIRF EEATR 352
KECAEVTHREE, UERFARY O HERS T TLERE. KL EETERE
“Hello”fy AN F W T E RN T E ou], —EELH, REEM he' b]. . \
3) BIES M HE —RE PR, —FRAT YRR AR RR— R g . W
0 A[E A “oh”[ou], tL 7] M “zero” ziorou]., i FHE4R Y F1-MAH R B 2R , F] 1 “double”
HHF. Hlim 2394407 XS R LR - '

(1) two three nine four four zero seven

(2) two three nine double four zero seven

(3) two three nine four four oh seven -

(4)two three nine double four oh seven
7 —FE BTG 5 R e O 2R B 67 9 AL kb &, 8 4, 231742 &ﬂE twenty — three, seventeen ,
fourty—two, MRSHBEELMUKF WA= FB—— N Hik, 5 UL FH ML, 5
1 : 3363120 SEE : three three six thirty—one, twenty , 4 ;200 F[{£4E two zero zero W%
fE two hundred. #R7ES AT EHIX 5, 40 K HA i X 2 022, — &5 1 (022) 239 —
4407, {HEFS“—"R%iE, ¥E“hyphen”, L EEFH— T,
4> May I help you? h M A H 2 ¥ 42

XREHRIEN— J‘J"Eﬁi’ﬁﬁﬁ’“&ﬁ%ﬁﬁ‘ﬁﬁ‘gﬁﬁﬁiﬁéﬁ —AEEREHE R
HEATUFERE. HRAMKELE:

Can I help you?

What can I do for you? A

In what regard are you calling? ﬁnﬂ”ﬂ%ﬁﬂéﬁﬁz%lﬂ,?

What is your problem (question ,complainnt) , please? TE fr 4l Eg e

Who are you calhng? mkE?

g —



B 2 (A AT LR “What’ s on your mind?” 38?7

NiZEBHR, EFEX—BE, VR E#%i%“What is your business?” (#fRH f+ 4
FH2)EE“What do you want?” (fREETH LD ZRKARAKERBIHE.
5) May I speak to Prof. Smith? # 5| 3 8 #& % 2759

XREIFEEPREAMELAGAZ - BE—MHEFESWIHE EHTEREE.
FIEXMFAIEERN . HHE“May "7 LA “Can”; “to” BT LA “with” SR . #idn.

Can I speak with Prof. Smith? UM FZXZFRIEE . '

May I have a word with Prof. Smith? %] LI 5 %5 # 2L 529U /a) 60 2

. I’d like to speak to Prof. Smith, please. FRA83R 52 By IS HiE.

1 wish to speak to Prof. Smith. FZFH[E] = FHr ¥ ikiE.

I wonder if T could speak to Prof. Smith. V[ LLFI & 858 252 5D 2

Let me speak to Prof. Smith please. {#it M1 & & BT #2H5 .

Will you call Prof. Smith to the phone please? J&il: 5 % ¥ #1% k %ﬁ‘ﬂ“—‘%?

I want to speak to Prof. Smith. FREM £ HIHEFiHiE.
ﬂFE‘JﬁA’—J@E EREAREREXATEAER ﬁﬂ‘]%A;‘ZJ:?;&QA—F—KTTW g, BN
—REBREA.

E.I::@’_JEQE ALA A talk SEAREF speak , (HEHF & talk F1 speak ﬁatﬁﬁﬁ@ﬁ&ﬂﬁ
. BB speak to sb. (YR BR“RERBE LKL —NIEE”. R talk to sb. MEHF
ERANERREENR, RUBER A" MR D, BHEE, MREX.

BLsh, fE Rk R — & B, E%ﬁ?@lﬁq’ﬁﬁ—*‘*fﬂﬂﬁﬁ Jﬁfﬂ?ﬂ»AZlﬁﬂ'\‘ﬁl?Lﬁ
HIFEXBIFEHREFR, Hlm,

Is Frank in? B

Is Frank there? Bh 2 T IED e

Is Frank at home? B ERG?

Is Frank available? BZTEAERTE? (available Y& ﬁﬁ“TU #37)”,
Is Frank around? BTG

1 R 0 R B A P B . P X PR RA T R R A — MR A AL AR
LR LB IES, Aﬁ]z‘f%ﬁ“fﬁ%‘-&%k%%ﬁ”ﬁ — BB EMRETR
FHEBE, BERGTHE:

I’ m calling for Mr. Frank Burns. ' RWFHLLRT - HEHEE.
I’m trying to get hold of Mr Burns. ' RERMBEEEE .

I’m trying to reach Mr. Burns. - RERMGBHEAE.

I’m trying to track down a Mr. Burns. C RER—A BRI kL.
I’m trying to get in touch with Mr. Burns. = - RERMABEA.

I need to talk to Mr. Burns. ' | RERMBEH L.

6) Who shall I say is calling? ] #5 2 9 — —f27

XRAT IR B D 7 R — A E A RE TR, %&Eﬁﬁ%Kﬁﬂ%rﬁ‘%%%
Bt G H AR AT IR F B A S b iR, WHERARXASTRAE. BILETS
W AT LA - “ YR DT 27 (8 F 355 ﬂ%ﬂz‘ﬁ*ﬂxﬁﬁﬁ Who are you?”, *ﬁ%%f?ﬁk#ﬁ%
. BRFA—BEHaRLE . .
— 7 —




