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Please put my call through to William.
i 1 T 1 U
2. BRI

May I speak to Mr. Black?
F AT LAFN AR 3e 3 S A 18 17 g

3. NHEEIE

Sorry. He’s tied up right now.
Xt AR fth B AR %
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4. TR
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Sorry, you’ve got the wrong number.
XAE, RITHT .

5. iBAF&

Hold on, please.

%ﬁ%o
6. B5

May I leave a message?

AT LI H
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The line is dead.
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Examples

He Is Attending a Meeting

scerctary: Good  afternoon,  Marketing
Department. May I help you?
athyv: Could 1 speak to Mr. Smith,
please?

retary s I see if he is available. Who
shall T say is calling, please?
Cathy: Cathy.

‘ury: Hold the line, please... Mr.
Smith is in a meeting at the moment. Can
I help you?
¢ athye I owant to discuss with him the new
contract we signed last week.

Secretary: Shall T ask him to call you
when he is free?

Cathy: Yes, thank you very much.
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Background

AN AT IS 45 B Al A BT, BTG IE

& Leave a Message AT R A, ASTEER AR
L‘ Jaclk: Hello, is Peter in? This is Jack e el i e S bl e PR Y P N
; speaking. I e no8 o 1
| -I}‘l. |13 -3 ]
- Seeretary: He is not in now. Do you want : ekt !
to leave a message for him? : s R AR AR FREA G, :
Juck: Well, if he comes back, please tell IR Al B A, A 4 IR :
him that the cargo has already been sent : fihy i 9 1
to our warehouse. If he is available, he I e Sl 0]k S G A R fib B :

|

' may come and check it. 1 WO 4E T, mRkhsag |
Secretary: I see. It is about the cargo. : A ] F4) 3 | T R A U, :
Jack: Thank you. LR RAXSEHGRE KT,
KT BBT, I
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Hold the line, p!ease'.‘]
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14i1l: This is Bill speaking. Is Peter in?
seeretary: Hold the line please. I'll call him
now.

Peters Sorry to keep you waiting. This is Peter
speaking.

1111l: How are the sales for computers?

Ucter: They are satisfied with the specification
and quantity, but for the unit price of it, we need
to discuss this with Mr. Clark.

12i1l: When do you think you can settle it?
Ucters Tomorrow afternoon, I'm going over to
his office 1o have a talk about it, but I'1l try my

best to settle it.
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j@)(xdﬁg round

BIREE I AT S N (LS TN PR (57 % - A= LR
I 1len - Hello, this is Ellen. BT R R,
lLate - Hi, I am looking for Albert Kerk. S ARAF TR R - R
Illen . I'm sorry; there is no Albert Kerk at this AT AR, aX AT Y S KA - )
office. LA
liate . Isnt this Mr. Kerk’s number? AL AN S AT B S A R S i g 9
I'llen - There must be some mistake. . HERFMT .
fate - Is this 876xx3207 24 X M5 876xx320 147
illen - No, this is 876xx220. il AR 876xx220,
late: I'm sorry. 1 dialed the wrong number! s AR R T S IRH KT
Sorry for disturbing you. w®T,
i en: It doesn”t matter. . mMER,
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Sentences

10.
1.
12.

Could you put David on?

message?

. Could I talk to Mr. Jefferson?
. Who would you like to speak with?

. I’ll put her on the phone. Just a second.

. He cannot take your call right now.

. Would you like to leave a message?

. He’s not available right now. Can I take a

L FR AT AN 9 b ol Az T i g o
ey ¥ VA

. PREEARNBELE K TL0T L iE 2
LRSS, RS-,
At B A AN R R B LR

CRE A TE
LR A TR AT LLES R AL i g o

N O AW -

. We were cut off. Could you reconnect me, 8. FATAYHL TG WT T, o LA TR o B 44 5m g o

please?

. 1'm sorry; there’s nobody here by this name. 9. Hui X XA A
I think I must have dialed a wrong number. 10, AT — @ RATHBIE T .
Is there anything else I can do for you? 11 A fHa 3] DUH ey e o
I'1l make sure he gets your message. 12. & — 78 25 1ol 4t % 35 B3 145
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1. In the U. S. , most people answer the phone like this: at home with a simple “Hello”; in
the workplace by giving their names or telephone numbers. The same is usually done in a busi-
ness situation; personnel are trained to identify the company, the extension number and to offer

their help.
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2. There are some common expressions in talking on the phone. Usually you can firstly

. greet the person on the phone, then give him your name, your workplace, and the purpose for

your call. If you want to talk with somebody else, say his or her name directly, avoiding making I
people feel confused about your purpose. We are supposed to pay attention to two points: 1. Be |
|

polite; 2. Be brief.

1. 75 SR, K 20 MO A 3 B e rL T < A 2 T S 1 P g R 2 A B, il 7]
LS R R O PR AL 1 R AT RN 55 RS R O T RN e
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P AT 3 B R Qo SRR AR A e W b 3 R 5 i/t ) 47, R RS O e i
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1. RAR 3. ZHERtiE
May | have an appointment with you? Whal time would be best for ynu?
F T LA AN 24 A ] UL rr ey ook A 2 I ] fe 5 3
R SE=1:) ‘Aﬁgﬁﬁ
1'd like to drop by this afternoon to talk over I"m sorry, but | have too heavy a schedule to-
my plan. day.
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Could we put it off to the next day?
FEAT AR 25 — K b

o,

i 5 52 1)

Examples

Arrange an Appointment

Seeretary: Xing Hua Corporation, good
morning. What can I do for you?

lenny: Good morning. Could you put me
through to John?

++ Hold on a moment, please.
lenny: Thank you.

Johin: Hello, John speaking.

Secretar

[eriny: Hello, T am Jane from Sunshine
Corporation. Could I meet you sometime
this week to talk about stocking the gym
things for 2008 Beijing Olympics?

Julin: Oh, 1 see. | really appreciate that
you’re interested in our products. But I'm
pretty booked up these days.

Jenny: Could you let me have an hour or
807

b Is next Monday OK?

Jenny: Sure. What's the accurate time?
lohn: 9:00 next Monday.

Jonnye I really appreciate your answer.
See you next Monday.

John: See you.
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Fix an Appointment

Lony: I’d like to fix an appointment with
Mr. Yang. Would 9:30 tomorrow be all
right?

Secretary: 'moafraid not. He'd got a
rather full day tomorrow.

i ony s Could T possibly make it Thursday
then, still at 9:307

sccretary: No.o That’s not good either.
But please give me your number and 1’11

call you if somebody cancels.

Exercises

Business Communication
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