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1. Duncan Anderson ( Sales Director, responsible
for developing the company’s sales)

BE - RBHEPHEFE  ARLAHELS)

Main Characters

2. Nick Delwin ( Sales Assistant, responsible for a
number of projects)

BT - WURSC(HEBHE, AT A RIFLHENH)

3. Susan Pritchard ( Secretary, supporting the Sales
Director and the Sales Assistant in their work )

A - BEERRS, BN E ETEMHEHE
#EATITAE)

4. Jenny Brookes( Personnel Manager )
BIE - HBEE (ANRELH)



Unit 1 Looking for a Person
IR A

ARG GBESIFN T L RE S
AR EXTEENSHE, VERNEARSHRESS
. BREAFEOH —BAHTam...” W2
“This is...” B “... speaking”,

FAZEFTHERTEEE . (1) BARRBARG B IE
SHAMETHREIESE. Q)REBEZERERMANS
SLHERAAL, 3) BB ARZRERNE®. (4) B
PRIR BN , A5 anfar F REXT 5 ,

FT45 58 75 B 136 “ Sorry, my mistake. ” [ %} 75 i
AR AR SR W s, BRI AT B
NE&RFEERHSE, BEIFT TS T,

B2 RIE B AR, FIITH BRI &, 5 EE
HEZMES, MBEARE, TFHENAHES,

BFHRRBRITEMBERE, FTREBEITARTHE

“Do you have a dress code?”

Phrases and Words #HXifiE

1. connect me to Room 416
[ ] 2 »



10.

11.

12.

HHIEE 416 5 5H]

hold for a moment

TR
put me through to ...

BPIEE - HBE
go through the operator

HaL Sl

local information
T 15 B
phone booth

7~ i ]
pre-recorded message

BeRFHET

public telephone / pay phone

7N Li:Rn

put him on the horn
1At R T B 3
white pages

— M P T S
yellow pages

B

be tied up at the moment

IETTR AT B



Talk 1 SRITHORRFBFEMVSEE

A.Hello, 86545621.
PRIF , X R 86545621

B. Hello. This is Walt calling from Commercial
Bank. May I speak with Duncan?

R, B BT RIRT . AT RS #HE
iy ? ‘

A:Hold the line, please.

H%—T,
Talk 2 SEHHBFITATREHH
NE

A.Hello, is this Mr. Duncan Anderson’s office?
WX E - ZERLCENDAEG?
B:Yes, it is. May I help you?
R, REE NSS4
A.Yes, 1°d like to speak to Duncan, please.

R, WL E
B:May I ask who'’s calling?
- AR R 7
A:This is Smith.

4.



KR LER
B.Just a moment, please.

LEEiE

Talk 3 $% /235 E 4 ch E 80 75 47 (9150

B:Who is this calling please?
E R ZE UL IE
A.This is Jones. May I speak to Nick?
R . A LIFE i g
B.I'm sorry, he is in conference right now.

M, AR EF .
A:Well, when will I reach him?

AREAT 4 BHEREFMlER & 7

B:Well, I am not sure. What's your business with
him, sir?
AR E ., BHRMETLFE?

A.T'd like to talk about market in China of this year
with him.
WEMMIRA X455 E T R

B.0h, well, if you leave your number, I'll have him
call you back when he’s available. .
A, MREETRESHE, SMET TRILMEES
EERE,




A:.That’s fine.
SRS

Talk 4 [ESRMEERBAEBER/D
FHi IS
A:Hello. To whom do you wish to speak?
SR AUEEIAT
B:I would like to speak to Miss Pritchard .
REMLEEERE/MABE.

A:There are two people with the same last name of
Pritchard here. What's the first name of the lady
you want to speak to?

XEAR N ABEEHER, ZERNANAF
RAT A7

B:Her full name is Susan Pritchard.
il - WEAER,

A:And you are?

BRI

B:This is Dannie Tyler speaking.
BREFHE - TH,

A:OK. TI'll put her on the phone.

grey , FR I e U




Talk 5 SHMIEERIE

A.I am calling for Duncan.
RERAE UL,

B: He is participating in a video tele-conference
meeting.
it IESI— AR TS,

A:How long has the conference lasted?
SWEIFEAT

B:It just started. The conference call will be going
on for a while.
SRR, B ESEFTF—S LT,

A.I can’t disturb him during the conference. Well, I
will call him later.

EHSHMBEAEITHAM . RLUSERBIEE,

Talk 6 FAIESWTHPBEER

A.Is Nick there please?

B R ETEG?
B:He is in meetings all day.

I —ERM S,
A:What is your business with him sir?



SeE R IR A (] 5 17

B:.I have business to discuss with him.
REMMMRIF

A:You may have to catch him between meetings?
78R LR TS RRER i,

B:Right. My telephone number is 68665163. He may
call me when he is free.
5. A IES R 68665163, fib 7] LIEHA =5 i
FTHIERARR.

Talk 7 AibFT#E

A:Can I have Nick Delwin in Purchasing?
REBBRWERH BT - BRLHEG?

B:He is not available for he is with someone right
now.
i EF— P ASHEFFURERST .

A: Would you please ask him out to answer the
phone call for a few minutes?
YRET LAkl Y SR LA Bhi B 7RG

B:He has an important visitor. He asked not to be
disturbed. May I take a message for you?
EMEEEX ARG . MERFETHM. R
LA R B & 152
. 8 .



Talk 8 —RIARBEFERE

A.Is Duncan in the office?
XRE 7

B:Well, he is talking with a client at the reception.
Could you call back later?
b IER— B P BERFERIE. RGBTk
L ?

A:Will his talk last long?
bR R IESTRA NG ?

B:I suppose so. It may be over after 4.00 p. m.

RMRE. TR RS,

Talk 9  Xt5% Bk % Bt B B 1E e T U3k

A:Hello. This is Susan speaking. Were you trying to
call me?
R, BENTH, REFERRD?

B:I'm so glad that I got hold of you at last.
RENATFRIKRT .

A:Please excuse the late time of my return call. I
had a meeting the whole day.

HREARX 2B EHE, B—RXHBTL.




B:No need to apologize. It was the right thing for
you to do.

TR FRK AR RIS R o

Talk 10 FRTERIERITIR T M5

A.Td like to talk to Chuck in Accounts Receivable.
A5 WA E LT

B:His division was transferred to another location.
R TR IT ET .

A.Would you please tell me his new address and
new nurnber?
PR A] LA VR R A B B H i FE H TR S A5 00

B:His present address is 208 West Washington. His
new telephone number is 22688495.
il BE7E B i ik 2 4R BRI PG 4 208 5, f BT TE

A0 R 22688495
A:May I confirmn the address and phone number a-

gain? His address is 208 West Washington. His

phone number is 22688495.

Fo] LIEH A — T H kM 355 R 0o fib i) H bt

RPN 208 5, AV E SR 22688495,
B:That’s right.

EW

« 10 -




A:Thank you.

- BHEHMR.

B :My pleasure.
AERo

Talk 11 $HHEHEEFTEI THBRE

A:Hello. Susan Pritchard speaking.

REF , AT - AR,
B:Hello. This is Catherine from London. I'd like to
speak to someone about an order.

Wi , R H TR, RABIRAMABIT
A.Just a moment. I'll put you through to Customer

Sales.

S, RERZADHER

Talk 12 FEEDHED

A. Communication International. How can I help
you?

XREERCH . REFEMST A7
B:Could you put me through to your Sales Depart-
ment?

FERARBEDHERFE?
.11 -



