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Unit 1  Are you hiring now?

EANF BBAETREAT  coovvrererrmriin. (4)
Unit 2 I am calling about your ad in the paper.
REEHRNER LW ERATRER, oo (9)
Chapter 2 TP -ooeevvrmrrmm (15)
Unit 1 I am calling to confirm that you received my resume.
RITEFERRFACE KB TR E T eeeeeeeee (15)
Chapter 3 *m%iﬁiz% ....................................... (21 )
Unit 1 It’s nice to meet you.
BT LN o weeverrrrmmmerrnniiriin s (21)
Unit 2 It says here you just graduated.
X EERAR R E AR coeereorercemiiecin. (24)

Unit 3 I graduated from National Taiwan University.
RELERFHIE, cooeveerr, (29)




Unit 4

Why are you leaving?

PR L BIY  coovvmnnucwnuns swnsammnsnnsias sommmesrasmsses (34)
Unit 5 Why do you want to join our organization?
W HH 4 BERABRAIAFG ocoreeccrcescesovesisnies (40)
Unit 6 What are your strengths?
R B B A D  sovvsestucsvens sossismusons snnnuneansnons (45)
Unit 7 How much do you make now?
RERHE S DB cvreeerrriiieeiiineeieiiin e e, (51)
Unit 8 It was my pleasure.
WRBEIFETE, ccevvrrrriiiiiiiiiiiiie (55)
Chapter 4 [HIRIEIESLERES - oo, (57)
= B TRBEEREIE o cmmmmmnorsss s ssvnonsnsis sms conns (57)
C B ERTEITIE corveeerrrririiiie e (58)
SR BEEEIE e (58)
L NG B TR 2 S (59)
A BATHHA R T RIEIE coovovverermrminniiiiiiiiiieeenenen, (60)
N ZBHETETEIE ceeecrrritnottntnniiiiiiiritiiiisieiorernneerannes (60)
£ AT ITA R TRABIETE: wioar sonsvwssonsess easmess sinesins soiios (61)
ANARARERIEIE cooeeerserersrnrmioniiniiiirioiionsisiomene. (62)
s AR F TR IEIT  covmvomeramn conmspwsiams sons ssomasmssssisns sisn s (63)
FHEBEARTRIET corerrrniircniiceresieieesnseneraeeieenes (63)
T BB EAR TR IIE crrvrrrerrerrieeeneenareaniennaiinnnns (64)
SVEHBREARTREIIE coreererrrorminnnniniiiiieieni. (65)
FEZ A E IR coresersnosussrsorassrssissisconnnosenorsennnons (66)
T BREBLEATRIIE cocoerermrnrniiiiiiiieeeeee . (66)
Chapter 5 ﬁﬁéfﬁ?ﬂfﬂﬁlﬁ‘ ....................................... (68)
Unit 1 Thanks letter FLAF M ceveerremeromerrneernieernannnns (68)
Unit 2 Further communication £k ZEHEE & «evoveveerenrencnnnne (74)
Chapter 6 RIFEEIR --cocooieiieiiiiiiiiinninnncnnnriesnsones (80)
Unit 1 Telephone notification 5 JH 18 &1 «++eevrveeeerereeeeennn (80)




Unit 2 Accept an offer % % E}J\ /ﬁ‘[_ .............................. (83 )

Unit 3 Reject an offer 4 4 BX {j ................................. (86)
Unit 4 Asking for further consideration

TE X B JE ceevrrrrrenrrnttetiiiiiiii i (92)

Chapter 7 %i}kmﬂﬂ %%iﬁ?ﬁ ................................. (98)

o FE BRI B T - ovs rrnssevsey s s s <ames Ry AR RO S s (100)

L R T AR LB B 5 ccerrvvenraress s ivens sunrsrianersass (100)

W e ' b T T L1 T ORI RR—— Ty (100)

JETETE «oooveerrmr e (104)
Chapter 1 RIEFTRIE v (106)
Unit 1 Good morning, Mr. Lin.
et RE , seeeeeeerrrn (108)
Unit 2 How are your sales looking?
PRE A BUE A AET  weevrerennnrnsnnmennnnensnennennens (110)
Unit 3 How did the meeting go?
SPTFBE AT ceerrernniniiiiini s (114)
Unit 4 Did you hear about the marketing department?
FABEET R EI [T BT oo, (116)
Unit 5 Have you seen the new job posting?
MAEBEERNF TR LT oo, (119)
Unit 6 The company is laying off people.
AT R R coorrrerrerrmmermi . (121)
Unit 7 What is the new policy?
BT E B AT coreerrermmnnrrnni, (124)

Unit 8 How is business in your department?

PRATED [TH A BB ARET  eeerereeeniins (126)




Unit 9 Could you work overtime tonight?

PRA BT BUABEID 2 eeveennenniniece e enerneenas (129)
Unit 10 Do you own any company stock?
{gﬁ;ﬁ@\ﬂg@ﬂ&}g%? ................................. (131)
Unit 11 What do our medical benefits cover?
BANHETRBAIETFE? o, (133)
Unit 12 Are you available this afternoon?
PRTLEAT BRI MLY ceesasanosnssns ivsiasionrtnnns onennomnanes (135)
Unit 13 How may I help you?
BRIZELATURBYICIRT  ceverererorntivasicrenisinronans (138)
Unit 14 How is the project coming along?
HEBMBEARET coorevniiiiiiiiiiiiiiiiiiienee, (140)
Unit 15 Could you cover for me?
PRAT A BRARTEIL D eevvernrenniiiiniinceceneenennens (142)
Unit 16 Good-bye.
FE D, cececroronanncnrnensneruitiencntasasiornnnnncnsnsaennss (144)
Chapter 2 fBfFHIE oo, (147)
Unit 1 Mr. Lee is expecting you.
Eh B ELREU, o ssoimseiensrivsransanssnnnns snmons (150)
Unit 2 Do you have an appointment?
PRAGIFIEIE] THEP  vveeneeermemmnneeeeeennnnnneeennenns (152)
Unit 3 How may I direct your call?
BRERIEEFEELBIR?  cvvvrvreereeneeeneeereeninianann, (155)
Unit 4 How may I help you?
BT HIRIEL DT cveeererrnneneeeeernnnnneennnenns (158)
Chapter 3 FBEIEE - cccoovrnvnrmniiniiiiiiiii e, (161)
Unit 1 Can I get you to update these files?
{,ﬁ:quﬂﬁ%%%i%‘fu_ﬂj7 ........................... (164)

Unit 2 You have a 10 o’clock meeting with Mr. Chen.
PRFOBREE T E A NS, ceeveverrereorerrnnnnnn. (166)




Unit 3

I need you to arrange a staff meeting this afternoon.

REERZHETFAARIEW, e (168)

Unit 4 Can you type a memo for me?

BB BAT — BB TEILT  ceererrererenininennnns (170)
Unit 5 Please distribute this memo to the department.

BEREXBESKLSBZAIMITER A, oo (172)
Unit 6 I need you to make some travel arrangements for me.

REERERM— LR LW ZH, oo (174)
Unit 7 1 need you to book the flight for the weekend.

REERBREZIMARITAMAL,  coovveeeeeeee (176)

Chapter 4 RGOTHEIE -voverremremsmme s (179)

Unit 1 I have a project I need you to work on.

RA—ANTFTEBEEREM,  eerrrmemmrereerreeneenns (182)
Unit 2 How’s that assignment coming along?

i{{{@f&mgﬁ»f&ﬁfgz#? ........................ (184)
Unit 3 This project has to be finished by the end of the week.

RAARLU, IATE —EBERR, oo (187)
Unit 4 It’s time for you quarterly review.

ER| TX—FFHWBE T o coereeermeerreennennnens (187)
Unit 5 1 need a raise.

RBEE N, ceevverrerrr (191)
Unit 6 Mr. Lin might be promoted.

M TR MR T, covveeeermressnrssniisenninnns (194)
Unit 7 The deal wasn’t finalized yet.

AR BRI BGW IR, woererrrennnnnnnnnens (196)
Unit 8 I would like to take a vacation.

BAAREEAR ,  sororrrrerrerr e (199)
Unit 9 You need to get here on time.

PREFE BB X Lo roreeeererreeesssssnnnneseees (201)

Unit 10 I'm taking a couple of days off next week.

BTEBEEJLFR B, cooeerrerrereerrereenesnsnsenns (204)




Chapter 5 ﬁigﬁi’é ................................................ (207)

Unit 1 Hello, John, how are you?

) g@%’ﬁ:ﬁ@,? ....................................... (209)
Unit 2 Did you find our office all right?

&ﬂ‘]g@jj\z\iﬁﬁ&ug? .............................. (211)
Unit 3 Mr. Young, it’s nice to see you again.

MEE ,REXLBIB R, coorereerrrreronneernnnennnnn. (214)
Unit 4 T have to go.

BB T o Sriordonimars bt obedoms b it svsss on (216)

Chapter 6 S oo (219)

Unit 1 I may have to fly to Tokyo tomorrow.

ﬁ%iﬁﬁﬁﬁ%ﬁﬁ?ﬁo .............................. (221)
Unit 2 We’re touring the company headquarters.

RMNEZANTHEBESN,  coovvercreeenvnennnnnnns (223)
Unit 3 This is my first time to attend this conference.

ﬁ%ﬁ%—&émﬁ%’%o ........................... (225)
Unit 4 Thank you for inviting us to visit.

BB EERAIEIE G . ceerrrerneernrrnneennennnnns (228)
Unit 5 How did the trip go?

PP WATE L AEY - wvommesamvssnnssibosi ssiesbnonnanns (230)

Chapter 7 JpASHBNEIEIE oo, (233)

Unit 1 Do you know Word for Windows?

PR %238 Windows B9 2k 2 Word P37  «eevvenvennnnnnnn. (235)
Unit 2 It’s all done on computer.

WEEB B L rorommmsrssosrstinmsaioizosaenes e (237)
Unit 3 Transfer the file to me via modem.

TR AR B XL R, oeveeerreeenieannannns (239)

Unit 4 Could you e-mail the message to me?

WU FEHBEFEBED?  crvrreeninenennnnn, (242)




Unit 5 Just fax the form to this number.

RERFZBEELB LN B, coeeeerrrnneenennns (244)
P .
eERE
B
B TATE «oovverermrmnni i (248)
B HIBRTEIBAL e (250)
B TEEEFTHLIE e (252)
B FTEBRERHLIEIUR - ovoevereeeeermerensmrannnnnnns (254)
MU SCRIHIBIETE oo (256)
Chapter 1 HLBIEIEE oo (257)
Unit 1 The desired party answers the phone. «:ecreeeseeeeeees (258)
B iE Wl ARENSTERE A
Unit 2 The desired party is available. ««ereeeeeeeerereneeeceees (261) "
BRI AR E. %
Unit 3 The desired party is Ot i, «eseeesesssssnneeecessesnnnns (264)
7t o7 B AT
Unit 4 The desired party is not available. —«-receeeeeeeceeeeeees (266)
tHERHARE
Unit 5 Wrong DUMber. «-seeeeessssseseessinneesmnnnnissinunneens (268)
THeE,
Chapter 2 PR IE BB e vvvererrrrrereereeeneenneiinins (271)
Unit 1 The operator of a company answers the phone. - (272)
NEWELRETEE
Unit 2 The secretary answers the phone. ««tecereereeereeeeeeees (275)
B EEE,
Unit 3 The secretary checks with the desired party. —«e------ (278)

REEERTERNARTAZ,
Unit 4 Picking up the line after keeping a party on hold. ------ (280)




EEMTRBEZE, BERE,

Unit 5 The desired party answers the phone. ««««++sssseeeenee. (282)
XA ERARERE,
Chapter 3 @iﬁg‘é‘ ................... eseince miviel waisie s A S (285)
Unit 1 The caller would like to leave a MESSAZE.  +vreverees (286)
TREXFREYGE,
Unit 2 The caller wants to call back later. «----=eesseeeeeunnnn. (289)
TREZFBHERN,
Unit 3 Leaving a message in an answering machine or voice
$117:1) TSR SRR e i el T et o (290)
EEFZNREEEHEYE,
Chapter 4 %ﬁﬁ ................................................... (293 )
Unit 1 The desired party is on another line. +-«+-+eeseeeeen (294)
NTERWAEET S -,
Unit 2 The desired party finishes with one line and answers
the other ONE. svccsccesssnscesssssssessseassessssscnsssane (296)
NTERWABER T —MEEERBEEAEIE,
Chapter 5§ LFEEHLIEIETTED)--<---oeoeoereerernnrinirncncsannon (298)
Unit 1 Hold my callS. ............................................. (299)
KT BEEMTHIE,
Unit 2 Any calls for me? ....................................... (301 )
HRH B Y
Chapter 6 ZRIERMLARSFRIRIHIEL - vvvvveenennnennn (303)
Unit 1 Can you send a cab to pick me up?  «eeeeeeeeeseenn (304)
GENY S S A
Unit 2 Can you tell me how to get to your office?  «--e----- (306)

PR L4 7 A 7 B AR Y A 0D 7




Unit 3 Where is your store located? — sreceresrerserereeeeenens (307)

WA EAERE?
Unit 4 1I’d like to leave a wake-up call. e-eveveereeerereceeenes (309)
REEMERS,
Chapter 7 BB AFH oovveerrmrmrmmeeeeen s (311)
Unit 1 Calling the DOOKStOrE. +++sessssseessssssinnessinnsssenes (312)
THELH)E
Unit 2 Calling the bank. «eeeesseeesseeessrremmmneisnmni (313)
THEHRAT.
Unit 3 Calling to see if a repair is finished yet. «=-e-eeeeeeeees (316)
THRENREBEF T RHA
Unit4 Calling to check Show time. +-«+essseeessesesssinnsnsnees (318)
TG E R R F] o
Chapter 8 FHIB T «oovvvvrrrermrrmmmmr s (320)
Unit 1 BuSINEss apPOINmMEnt, s««++sssnessnnessssnsssiunssennnss (321)
EELWAS
Unit 2 DOCOr’S apPOINMENts. «++++w++sssssseesssssmnessssnnnees (322)
BE & A E
Unit 3 INVItAHONS, +++ssevesssrrnsessrosesseenssressssesnnnsssuasss (324)
WF o
Chapter 9 HLETTEE JTRL wovveeeeerememmssisninies (326)
Unit 1 Making reservations on an airline flight. ««:eeeeeeesees (327)
FATHLR
Unit 2 Reserving a hotel room. — «:rseeeeessessesesrennenniennenes (329)
BT IR 5 H o
Unit 3 Reserving a table in a restaurant, «--:oceccecesesemeeseees (330)
FATHE T £ AL
Unit 4 Making reservations for special events. — ceerereseeceee (332)

K7 e Bt 7 B BT B AL




UHHE S R SV P, senansins ssisjassgmsosnmyppsnsioss s s sdomsn e (334)

WEA,
Chapter 10 ﬁﬁ;)\}ﬁg/g ............................................. (336)
Unit 1 Cancellations' ............................................. ( 337 )
R4,
Unit 2 ConfirmationS. ......................... 3 St e ee 0 Eeisle oo ( 339 )
FATITRHL
Unit 3 Postponements. ............................................. ( 340 )
| N,
A Chapter 11 @iﬁm%ﬁ ............................................. (342)
Unit 1 Speaklng to the IMNANAZEL. ++vvrrerrrresrerantettnainianna., (343)
REFEKIE,
Unit 2 Complalnlng about SEIVICES., t+svresrencesasaseencacacnnnns (345)
xR &3 44,
- Unit 3 Complalnlng about goods .............................. (346)
\ - éﬁ /’& ﬁ‘ l% o
\ Chapter 12 JFEPEHLIE - - cooooreeemeeeiine e, (348)
Unit 1 The hotel operator- ....................................... (349)
RIEEL R,
Unit 2 A caller wishes to speak to a hotel gUESt.  sreeeeeeenes (351)
5 HEBERKANEA,
. Unit3  Can I meet you at your hotel?  «++vevveeseerrervennnnn. (353)
‘ BT LB dE & ARG
Unit 4 Hotel SCIVICES. *eceecersescessasscscncnscsncsonessssncnssons (355 )
" ol 8
o Chapter 13 @iﬁggiﬁ .......................................... (358)
" Unit 1 Line talk. ossssesendssipsemesmnsosressbmonvesnyeanslssidssods (359)
¥ B K E R




Unit 2

Sorry I didn’ t return your call last night.  «=eeeeeeeeee (361)

AR, RERZEREEE,

Unit 3 T’ 11 get back 0 you. «=--resereessnssessnsnneessiieneesns (363)
ReHBHEEIE,

Unit 4 Sorry to call so late at night. —«eeeeceeeeeereeseeeeeee (365)
## X L BAT R E R R

Unit 5 I’m glad I finally got hold of you. «=«reeeereeeeereese: (366)
BRRBEABRETERKRALT

Unit 6 1 recognized yOUT VOICE, «wwewwsvesessssssssssnenunnunnens (368)
RFHEWEFT o

Chapter 14  HLIBIRST -ooeeerermmers (370)

Unit 1 Long distance calls. ««-+ssessseesssesmmeesnssssssnnns (371)
KigwiE

Unit 2 Asking about charges. «s««++sssesssssessonneesnnessnee: (374)
][5 5% il o

Unit 3 DIrectory assiStance. ««---ssseeesssseessmnenssemuneneeses (377)
EE 8,

Chapter 15 HRRATEY -oooerrrrrerrrmrrrer (379)

Unit 1 How are you doing, Mr. Wang? — «oreeceeereneereeees (380)
EhE,FED?

Unit 2 Everything is offered at a discount. ««:+coeeeereeeeeeee (384)
AR EAETH

Unit 3 We’ 1l do everything over the phone. «cerecerereceeeee: (387)
FMBERFFRE

Unit 4 Thank you for your time. ««----sssseessssseeessssnenesses (389)
BWRAR,THT -

Unit 5 What offer do you have again? — «:-ereeereeeeereeenees (391)
REH—&, KA LHRE?

Unit 6 Please send me more information by mail. «--ceceeeeee (393)

EhEH - FHERF LR

4
N,



Unit 7 Do you take credit cards?
AT £ 7
Umts I am not interestedinit. eetsesssaneiennvonsssisesiane

B ERANE,

(395)

(397)




