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This is Mei Du from XXX Ltd.
%t%A@fé ..........................................
I'd like to speak to Yan Fang, please?
Could you put me through to the Sales Department,
please?

VS BHFT L 1B B JEL K] ceccervervovencrcanncanccancnnns

I'm calling to see if we could set up a meeting.

E&ﬁgg (a['% tﬁﬁq—) .................................

Good morning, XXX company, YYY speaking. What

can | do for you?

1@ r,;,H:]* t@.lﬁ%ﬁ@ﬂ .................................

May | just ask what it's about?

1%;}(%% .............................................

Please give me extension number 1008.

EEEHH TE ceeereerettectcnntiiiiiiienniiccniiancencenes

Let me put you through.



Would you wait a moment, please?

S B AR IE D soosonsrsnnsnrorvasssopare

Mr. Johnson isn't in the office today.

The number is engaged.

L%jzﬁ%}ﬁﬁj:]‘ EE-L—EE ..............................

Would you like to call back later?

PLAL L ABIEIE A ceecerrercenerecnericcacnncenns

Would you like to speak to his secretary?

I'll make sure that he gets the message.

Sorry to have kept you waiting.

% s ) /ﬁ% ................. e —

Hello, How are you?

R HOI GG T eeevmecncnnncenienacanneeienanaeeinnaannes

How was your holiday?

oy = 1 . R P

There's something wrong with the phone. Let’s

hang up. I'll call you right back.

Sorry, could you speak a little bit more slowly, please?
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Sorry, | think you have the wrong number. There is

no one of that name.

PETETABAT  svcsnsevsonasanos cavespnansoristarevesnes
Thanks. Speak to you later.

[E] ’E ;%-L—EIJ: .............................................
This is Mei Du returning your call.

%*ﬂlﬁf{f .............................................
My battery is low. We might get cut off, I'm afraid.
Test yourselfl «+«teseemeeeimimiiii...
Test yourself! ZE A Z cerrerermreiiriinnnne
iR RIAT B SR cseosonssosenssssasansasnes

12 &tk if
SRR, cxonesossreesvsvesonsnve sesapases s s STRETS

I'm calling about the order you faxed us yesterday.
The address written on the fax_isn’t very clear, and |
just wanted to check it.

FLERHBAR ] ovevemmrnnenmrr e,

What was your question?

Could you tell me what the price would be?

Would you like me to spell that for you?

PR BT sconsimbnsssnmstnsnsesshisnans
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A: The new name is Johnson Consulting Ltd.

B: Johnson Consulting. Right?
FIS B——F RHIIA ceeereverorerecncesennennn

A: Our new address is 30 Zhongshan Street.

B: Sorry, did you say 30 or 13?
FAAS B —— TR cecerevrrrmrcmececiiiaiciiiaens

A: My phone number is 83413885.

B: Let me just read that back to you. So that's
83413885.

Eﬁﬁ)\‘f%,@ ﬁ%‘*ﬁﬁﬁj& .....................

Could you just read that back to me?

ﬁ%ﬁ{}fi&f; S e NN P EeEe08000000088008000se e eens e

My cell phone number is zero zero eight six, one

three nine two, two seven double six, double five eight.

SERFHGERIE coeseesrnsenrenroersessssscercsansnnsnns

That's spelt C-H-E-N-G-D-U.

That's L for Lucy, O for Oliver, E for Edward, S for
Sugar, U for Uncle, N for Nellie and G for George.
TSR seeveererreecnnnteniiiiiiiiiiiiineacen.

W W W dot ABC hyphen XYZ hyphen 123 dot com

Tom dot Johnson at ABC dash consulting dot com

Test yourseIf! ..................................... i
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Test yourse|f! %%%%E% .......................

I'm afraid Mr. Johnson has someone with him just
now. Would you like to leave a message for him?
Could | leave a message for him?
TETFE S Bl ceecececccrsccnisartianctnncicaccnccsensnons
Who shall | say called?

Let me just make a note of that.

ﬁﬁﬁ\’%@x .............. sieusvbsssesebssnsesesise sennns
Can | just go over the details again?

FEFRBRE vevrrovecorverasasontobensesabonsasssonassnse
I'll make sure she gets your message.

EE AME—— B IR AL coeeereerrrronccccninnnnns
Hello. You've reached Johnson Consulting Ltd.

B R ——TC NJENT L ceeverormnmnrerennnns

Unfortunately no one is available to take your call at
the moment. Our normal office hours are 9 to 17, Mon-
day to Fridays.

BRI cvereevensnccensarsenessnseses

Please leave a message after the beep and I'll get

back to you as soon as possible.
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4.

HIE T B S IR eeverrrrrrrerneenen

Hello. This is Tom Johnson calling for Jerry Brown.

LT SR

—1::'.‘7_3']" Eﬁiﬁﬁj‘j H H/‘J ...............

I’'m calling about the Fax you sent me yesterday.

HIEREH S

Maybe you can get back to me as soon as you've

I%EEK ...........................

confirmed the date and time.

Eﬁ.lﬁi%% g_}ﬁgiﬂi/g‘ .....................

| think you have my number already, but here it is

again, just in case. It's 021 8246 7963.

Test you rSE|fl ceeceecercerantsenitecieieneccccnnnens

Test yoursem TR AT veeeniniie i

20 2 HE

RN -

Could we schedule an appointment?

lllllllllllllllllllllllllllllllllllllllllll

I'd like to invite you to visit our stand at the trade fair.

HAZ 2z -

..........................................

| think so. But let me check my schedule.

H HHZZHEFRE Y seovvreerrreenernnerniiiiiiana...

Would Friday be convenient for you?

IS A1) F 3R 38
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How about 10 o'clock?

It's the twentieth of April, two thousand and eight.

TS A BRI AN AR] evevvecescoreerncenmeseriiiinncnacaees

I'm flying in on Wednesday morning.

Hh S22 HE R Y eevcevrenrenrereiiretiiiiiiiiiiinen

Why don't we meet in the canteen?

That's fine. Monday suits me very well.

I'm afraid | can’t make Monday. I'm tied up all day.

I'm sorry | have to cancel our appointment, but

something’s come up and I've got to fly to Shanghai.

| wanted to ask you if we could meet a bit later in the
morning.

Could we possibly postpone the appointment?

The traffic is pretty bad. | might be a few minutes late.

Test yoursem e eeseeeeeneenaas

69

70

71

72

74

75

76

78

79



Test yourself! - LT LT R PP PP PRPPPITPPD éie

5. FIF5H PR R

HIZE coeeremninnniiiiiiiiiniiiiiiieiieinnan. sssissenes

I'm calling about the email you sent me. You seem

to have forgotten the attachment.

Excuse me. I'd like to make a complaint.

i%i&ﬁ% .............................................

First of all, I'm so sorry about that.

N - 3 R

What seems to be the problem?

Could you explain a bit more about it?

| can understand the reason for your complaint.

FRFATTAT covvevvmreeerermniiiiiiiiiieiiicaen,

There seems to be an oversight of our production

department.

ﬁgﬁl‘ﬁjﬁmalﬁ)ﬁ .......................... onesesane

It appears a mistake has been made.

TEBSTHIREIL sesvsssseassiivisoivisesinssshisnsnons
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That sounds like something we could do for you,
but | need to make sure. May | ask my manager about
it and call you back?

VLB UNAAT R vevvrenererennnsinceieciierinnnnncnnee

This should be resolved by the end of today.
%f%ﬁ{ﬂﬁ@ 6@73% .................................

If this solution does not meet your needs, then | can

suggest a refund as an alternative.

I'd like to go over this once more to make sure we

agree.

B BB R onsvusscenossmmssimasunbassionssie

| want to make sure this never happens again.

LETIRIE correrrernsernnecennns T P .

| hope you are satisfied with the outcome.

el yoranlfl SRR et
Test yoursem %ﬁ;‘%%ﬁ% ...........................
35783

%l Hj i‘é—%@ ...................................... eeencse

| looked over the catalog you sent me this morning,
and I'd like to discuss prices on your mechanical com-

ponents.
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FEHLZR IS veeeerenrnnncintiitiiiitiiiiiiiiniicennannens

| wanted to make a suggestion.

ST EE I JRAE coevvovensreasensenersreraseencsannans

| don’t think that would be possible.

If you weren't able to give a discount, we would
have to go to another supplier.

NEVRIET DL veeveeeenseereeeetettticiiiiicncnncicnnnnnnns

What do you think?

Sorry for interrupting, but there is actually one
problem.

TR sonrensavensnonisrsroion sassinsess sansnnmnsmsnsnn

Let me think about it and call you back later.

BUISTHIET wonsuvios senomsrmitas sRAmavtst EEavssasoisnsnn

Sorry, | would need to check it again. How about if |

call you back later?

Test yourself! .......................................
Test yourselfl S22 28 veeeniniiiiiiiiniiinen.

Eﬁiﬁ‘{ﬁiﬁéﬁﬁﬁ/@ﬁ .................................
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put me through / extension / ask / speak / hold on / catch /

calling / speaking / bad line / available / call back
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This is Mei Du from XXX Ltd.
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