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Chapter 1 Make an Appointment

v 7 Y

Talking on the telephone in a foreign country reveals some interesting cul-
tural differences. Of course, making or réceiving a telephone call in a second or
other language can be difficult, not merely because of the language itself—It is
a very intensive way of communicating, especially since there is no opportunity
to observe body language. Some cultural aspects of greetings, apologies, ask-
ing a person to wait, leaving and taking messages as well as ending a conver-

sation—all show that there are variations in what to do when telephoning.

HEEARERRSEZE-—EFBNXUER. SR HEZ
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Telephone Calls
FBiE AiE

€} hello, (thisis)... = fR4F, X ~

Hello. This i< John Smith speaking.
{ #i%F , &2 John Smith.

Hello. This is ABC company.
{ R4F,iX )L ABC 23]

Hello. This is 390 —8762. Wu Yuan speaking.
{ fhdF, X 252 390 -8762, HEEHE,

# hellois... = fR4F, & ~ 13
Hello,is that 981-0039 , please?
{ R%F, #1912 981-0039 v ?
Hello,is George Clinton there?
{ hIF, BARE - LHMD?
Hello ,is that Mary speaking?
{ wRIF, EABDWG?
Hellois John Smith in?
{ 4T, 2988 - L EMAED?
Hello ,is this Beijing Trading Company?
{ RIF, X ERITH Hosl D7

€ canl/mayl... =» HfiE ~ g

May | speak to Mr. Cowley, please?
{ wRE A AR S,

May | ask who’s calling?

{ T 7] 48 R4 ?

Unit 1 Bi5MAE
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May | take a message?
R AR = A

Can | have your name and number, please?
HE SRR RETEES Y

Can | help you?
AL h=oh?

{( an | have extension 3456, please?

A KA 3456 HHUIFL?
May | ask why you’re calling?
A 2 FG7
Vay | leave a message?
ETAGA 13757
May | know when he’ll be back?
R AR AL 4 BHE = R ?
[\Ixz_\ I have a word with Mr. Harison?

2R T VA Foob A #5 56 & L &) 35759
O yes,... » BAR, ~

{\ s, please.
R#E, H
Ves. Who's speakmg there?

{ KA, HFERA

Y es. Who's calling, please?

{ KA, PG R ALY

Yes. Which company are you from?
{ AL, A RTRAN 3] 697
{\. <, this is she(he) please.

KA,
Yes. Who is this, please?

m

4
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BHE W R &

£} can/could you... = f5fiE ~ 14
I can’t hear you well. ((41 vou please speak slower(louder) ?
{ RFEARFHR, GREEHD(KREE)?
ou hold the line, please?
{ ?E‘##i':? AREHWIE,
wld vou please take a message for him?
{ ERB R 21557
‘ould vou please tell him I called?
{ Lt R 57
il you please ask him to call me at 372 — 85067
{ M2 A 372 - 8506 B A w45, 47757
‘ould vou ring/phone/call back later?
{ BT A—LFITERD?

Could you put me through to extension 3456 , please?

WA AR 3456 AL, A5G 7

Could vou give John a message?

BT ALY HE =57

Could vou ask John to call me when he gets back?

Y e R E S AL RS YD

ould vou tell John TI’ll call back later?

LR FOB/A R LR L D7

you give me some idea what time he’ll be in?

18 S 1B AAT B =7 R D 7
ould vou ask him to call me back? This is Xiao Gang and number is 728 -

l3275
AR ML R B B 1E 4F57 K DR, &5 5 A7 728 -3275,
{I’m sorry I can’t hear you clearly. (in vou hang up and call back?

SRR, KT RF, LT R Riridk, TAD?

Could vou like to leave a message?

2G5
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0O hold... w iSRS

{ Hold/hang on, please.

( =Just a minute/moment/second , please. )

A A,
Hold the line, please. I'll put you through.
WA EN, KA B,

I'm afraid his/her line’s engaged. Do you want to liold?
R/ Wt €18 E & R, BEF—LD?
Hold on,please. I'll call her.

AR, R Em R,

AR, M Bk,

; 900 English Sentences for Business Negotiation

I'm sorry you have the wrong extension. HHold the line and I'll transfer you to Mr.

You Yonghai.

R, B S IT IR, R, RIe B HL LS LA,

I will hold for a while.

{Please hold the line. She’ll be here in a minute.

£F—2IL,

& put through /connect firansfer wp #5431 1%

I'm putting you through now.
{ KB £,
I’'m connecting you now.
{ PYes
I will transfer your call to him.
{fﬁmaﬁ%ﬁ@%&o
Il put him(her) through.
{ Ao A ERBEE,
£} get the wrong number = 7% %
It seems I got the wrong number. Sorry to have bothered you.
{ KAFGATH BT, BBITRET,

o
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It seems you’ve gol the wrong number.
{ BITAEEIET
I'm afraid you've got the wrong number.
{ BT ATRARE,
Sorry,I must have got the wrong number.
{ HARR, KT RIETHKET
What number did you dial/call? I'm afraid you’ve got the wrong number.
{ IO R ATHE? KBITHEFTE,

) take/leave a message = ¥
Would you kindly take a message?
{ BTN KE D2
Can I leave a message?
ETAGF5?
would Tike i Jeave a messape:

{
(s
I hate to trouble you,but it is urgent. Please lcave a message to him.
{ WEERRET 2R FH KRS, HHFXNREAE XL K,
Would you like to leave a message?

{ BTG ZG7

Can I take a message for him?

{ BT ARG 57

{We are required to write down the number when we take a message,

NEBEREMEREBENE FRiETa,
il I'm callingto... = HATHWITL K T ~

I'm just calling to say hello.
{ HKRABITEEFE—T,
I'm just calling to touch base.
{ AT O E ARSI R

Unit 1 &i5AE
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el 500 Engiish Seniences for business Negorinion S

yl"m calling 1o ask about the questionary.
{ BATFERFXTRLRAENF,
I'm calling 1o let you know the details of it.
{ BT EREFRLTEHFOET,
I'm calling 1o tell you about the exam.
{ RATTRFELFRXTHRGF,
i} call...back fretum. .. call = [H
Would you have him ¢ull me [ack? My number is 1234567.
{ BT AR L7 Ko EFHR 1234567,
I would like him to return my call. My number is 1234567.
{ RABRTAD Y, K55 1234567,
No,thank you. It’s not urgent. I'll cull Lack later.
{ TAT H#,EH2eF, RF2FITER,
I'm sorry it’s a bad line. Please hang up and I'll «all Luck.
{ RBR,RBAET, AL ERT  KAFLETT £,
Please ask him to call me ack when the meeting is over.
{ SRR R = i,
Could you ask him to call me buck?
{ Gt ik R = B 157
Thank you. I'll ¢all you huck later.
{ Wit, T—2INKRLEEEE,
Il call you back at 4:30.
{ £ 4:30 &= 815,
I'm returning Mr. Johnson’s call.
{ RELHHBREDGIE,
I'll have her c:ll you when she comes |
{ —Ek, Rt RL E= b E,
Let me call you buck later.
{ — S RBLEEEE,

Chapter 1 4y
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A.Good morning! Beijing Trading Company. May | help you?
 ORLH RSN RN CRED? |
B:Good morning! This is Mr. Smith of King Electronics Company. I'd like to -
| speak to Mr. Zhong, please.
: BEHF REFRALNANEEN, RERGEL,
- A:We have two Zhongs here. Is that Bob Zhong,or John Zhong?
 ORMREAFRLERS. REENY - 4, TEAH - 47
. B:Bob.
TE
- A:ls Mr. Bob Zhong in the Overseas Sales Division?
 REREAR BN KR - D
- B:Right.
W,
A.I'm sorry,he’s not in the office now.
- RAKGAETEALE,
: B:Do you have any idea when he’ll be back?
 REERAE E R
A :He should be back at any moment.
 MHEALEX.

Bl wonder if you could give Mr. Bob Zhong a message for me?

: BRI AHT - HAEHIRE?

- A:Yes. Certainly. Just a minute. I'll get a pen. ( Pause) OK. Please carry on.

OBATH. ST, REXE. (),

- B:There will be a very urgent meeting at three o’clock and | would like Mr. Bob
Zhong to attend it.
ZEHA-ARRLW RN - HEESM,

&
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900 English Sentences for Business Negotiation

A.OK. An urgent meeting. . . three o’clock. . . May | ask what it's regarding?

N L L Oy T NP P by £ T |

- B:Yes. It's regarding the foreign exchange market and our sales strategy this
year. |

R ERRTAHLCTH RN A F &R AW,

5 A:Shall | tell Mr. Bob Zhong to prepare any material?

 BTRELERHY - HhARRE LR

- B:Yes, thank you.

W R

- A1l let him know ,Mr. Smith.

R ENALE REBEW.

- B:Thank you very much. Bye.

 RERW. B

- A:You're welcome. Bye. :

. FER, Bl |

A

10
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