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@ Good morning, sir. Can | help
you?
I have an appointment with your
manager for 9:00.

@) Sorry, Mr. Smith is having a
meeting.
Well, I'll wait.

@ Would you please wait for a mo-
ment?
All right.

BEE. B4, RERNTHFNT
K FethNBZREYFLERLG,

MR, PBEAREEERS
ARHF, K FE,

BEHE—S) L3087
ﬁ"a c

@ Would you like something to
drink? Tea or coffee?
Tea,please.

® Good morning, sir. Can | help
you?
Yes, I'd like to see the manager.

Here’s my card.

® Do you have an appointment?

B &4 BB AR
R EARL—NEE XZENHL
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No,I'm afraid I don’t. Is it possible

for him to see me now?

' Do you want to make another
appointment?
Yes,I suppose that’s the best thing
I can do now. I'll be here on Thurs-
day morning, 10 o’clock. Is that all
right?

(8) Excuse me. Is this Modern Of-
fice Ltd?
Yes, that’s right. Can I help you?

(9 My name’s John Brown. I've got
an appointment with Mr. Smith,
the Production Manager.

Right. I'll just let him know you’re

here.

VAR, R LED?

AR SRS
ey, KA BEX R BN RFOHOHIET
JFlwa L& 10 S4P &R A RZIL,HF57?

IS, ERAX2MRANABRA
02?
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BREER TR,
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10 Is that Mr. Smith? Mr. Liu is
here. .. He’s expecting you in
the workshop. Il walk you
there.

Thank you.

=

11 I'm the sales manager's secre-
tary. Please come this way. Il
take you to his office.

Thank you.

42 Do you have an appointment?
Er... No,I haven't. You see, I only
arrived back in the country this

morning.

ELBRTTER? XEEEREEE
FIE BAHEEIDLE,
it
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@3 Mr. Smith will be free about half | SPEREFFEAE KL 12:30 B, ITEE|
past twelve. Can you wait? Fh03?
Oh, that’s fine. I'll wait. ey, KFH

44 Here you are, Mr. Li. This is the | 818, &4, XSINBAE. W
cream and this is the sugar. If | RIFEEZH A, BIES.
there’s anything else you'd like, | 3k % & ift!
please don’t hesitate to tell me.
Thank you so much.
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= Receiving Guests Who Had an Appointment  Z#AFHZ9EFA
Mr. Brown will come down to see you in a minute. A #4264 & E3t F R LI&,

Would you please go up to his office? # 1 &4 &4 A/ F 45757

Mr. Smith is expecting you. & A& 4 EEF &,

Please follow me,and I will take you to his office. k&% & . &4 /& F1bthy
BAE,

Please let me take you to the manager’s office. it K FE L L2 HH AN T,

I'll tell Mr. Chen that you’re here. K& 3£ AL E LT,

I'll tell the manager’s secretary you are here. % iX 3tif 40 Z 2 A H  HLIEC
Z2%7,

I'll come and fetch him now. 3% 372 3t & 4848

Oh, good morning ,Mr. Li. How are you? =%, % &% 4  F E4F! H4F759

= Receiving Guests without Appointment AT M489 F A

I have to refer to my appointment book. 3%« 4f £ & F &K 92 X H

I have to ask my boss. #5447 9] 18] £ 3]

Let me see if he is available. &% & A H# 2 & 518 .
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My boss wants to know if your business is urgent. % # £ 3] 28 403l fE 69 F 2
TR 5%,

Would you please have a seat and wait for a moment? #4454 F 4% —2&)LiF5?

I am sorry. He is in conference now. fR 33k, #o iE & F- &

I’'m sorry. She is occupied at the moment. f&36.#k , W I AR 1=

I am sorry to have kept you waiting. o # ik X F 7 .

Can I ask what you wish to see him about? # 5] & A H 4 F& L4L?

I'm told to get that information from every caller. & #4149 4235 69 k&,

= Refusing the Guests JEAIFE

Would you please leave your business card? # % F & K 45757

I’m sorry ,but my boss is not available now. f& 3.3k , &% #9 £ 8] AR,

I don’t think my boss can allow you much time. % 48.4% # £ 8] T 4% = JULAE,

I will be happy to pass along your message to my boss. &k F ER ML G
THAM LS,

Could you make an appointment on some other day? %y 5 — X IF"5?

Perhaps he can arrange an appointment for some future date. & #4824 &
XAutiE2HR G L&,

I'll make a note of that and ask Mr. Jackson to confirm the time. 3% & %e & i%
Tk, BEA LI LA H R,

w o 53 v
CAUAad ila

““Sample Conversations.
, LEBERR

A :Good morning,sir. Can | help you?

B:Yes,| would like to see your manager about a new product our com-
pany has developed in a short time. '

A :Have you made any prior appointment?

B:No,| haven't.

A :I'm sorry,our manager has a full schedule this morning. Could you
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write a note to him on the matter you wish to see him about or make
an appointment?

:Well, that’s right. I'd better make an appointment. How about this af-
ternoon?

:OK,, if he has time, I'll call you.

:Thank you. This is my name card.

B EWF, eE. AT LED?

R, BEMENEERKRBNAAREFRG—FF~ &,

EEEATTAG?

(R A

REK,RNEBELS R EFAIHEARLHFT. CRTEEECERMN
FELHM, RAEN—T?

R RE, REREA—T, 4 XTFELHE?

HF e, I RAA R, KRB,

B: G, XREWAL Ao

B

A:

B
A

:Good morning,sir. Can | help you?

:My name is John Smith. I'm with Computer Company. | would like to
see Mr. Zhang.

:Do you have an appointment?

-I’m afraid not.

: Let me check whether he is free or not. I'm sorry. Mr. Zhang has a full
schedule today.

:When is it convenient for him to see me?

| think you’d better leave your card here,and | will contact you later.

Is that OK?

: That's OK. Goodbye.

: Goodbye.
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AR LoF, 4k, REAGHAL?
RETHENAT AR - 2 FH, RELKEL,

RAEREEF-THREEFAZ. REK, KELEASREZ L,

RBERFETENL R , RERBERBEFAERR, ZIHTUDG?

service[ 'sarvis | ik %

this way iF # X i1

direction|[ di'rek fon ] #§ & , 45 5|
occupied| 'okjupaid ] f=- &
appointment[ o'pointmont | £ & , T
inform[ in'form ] % & R &, & %
engaged| in'geid3d ] 1T &Y

- & A B
schedule[ ’ fedjuzl ] B 5] %

personal[ 'pazsonl ] M A B, FA A By
reception room # £ E

meet somebody ¥ A

get the chance A&

office hours 7/ Bt [d]

make a note it & T %

AARaARa
Interesting Reading

Q

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

Very Pleased to Meet You

sttRessadtiane

lot of men,officers and soldiers.

803408

TR

During World War II ,a lot of young women in Britain were in army.
: Joan Phillips was one of them. She worked in a big camp,and of course met a

One evening she met Captain Humphreys at a dance. He said to her, “I’m
going abroad tomorrow ,but I'd be very happy if we could write to each oth-

: er. ”Joan agreed,and they wrote for several months. Then his letters stopped,

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

..........................................
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®
: but she received one from another officer, telling her that he had been woun-

¢
¢ ded and was in a certain army hospital in England.
Joan went there and said to the matron, “I’ve come to visit Captain Hum-

“Only relatives are allowed to visit patients here, ” the matron said.
“Oh, that’s all right,” answered Joan. “I’m his sister. ”
“I’'m very pleased to meet you,” the matron said, “I’m his mother. ”
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Ny P | 2
“Questions and Possible Answers,

(1) Can | speak to the manager?
May I ask who's calling, please?

HhRYE-
WG EERS?

A8 R AR —AL?

@) I'd like to speak to Ms. Mary.
This is Tom.
One moment, please.

@) I'm calling about tomorrow’s
meeting.
Meeting?

BRABWEZLTHE, RBHE.
HF

@) I'm returning your call.

Please call me ten minutes later.

REGEOBRIE,
10 24b /6 4 K = b 5ve

®) Could | speak to Mr. Wang?

I'll transfer your call.

(8 Sorry,she is on another phone.
All right. I'll try again later.

) May | speak to Jane?
I'm sorry, she’s tied up at the mo-

ment.

@) Is Mr. Smith there, please?
I’'m sorry , Mr. Smith is out.

WL EREEBIEEE?
ER AR EN T SV N

NARE, WIEEFTEIE,
ﬁé{, o ﬁﬁ&ﬁ"’%}L'ﬁ'hc

iEEEER?
sRR, WILEBR T H

SRR BATEEAEID?
MR, X EMEERET
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Green.
Yes, speaking.

@ Hello. I'd like to talk to Mrs. | ¥4 BRERBHKFE A
&ﬁ){o

@0 Hello. Would you ask Mrs. White | I8, &5k AR EIFFIE?
R R ST &

to step to the phone?
She’s just coming into the room.

@1 Hello. Could you ask Ms. Li to
step to the phone?
Hang on, please.

42 May | speak to the Sales Man-
ager?
Just a minute please. I'll see if he
is in his office.

43 Carter Company. May | help
you?
Yes. Could you connect me with
the reservation office?

83, BEF/\BREBIFEIE?

HHF

BROUUFHESLEBEIE?
HHF, BRAEARRELEINE,

ERAT, BEREMFHID?
A ETRITER

44 Hello! May | speak to Mr.
Smith, please?
Hold on a minute. I'll see if he’s
in. .. I'm sorry, but he’s out right
now.

4% Hi, Mr. William, how are you?
Very well, thank you. Mr. Jack-
son, I am returning to England this
afternoon and I am calling on be-
half of the whole group to thank
you for all your help and for all the
time that you’ve spent on our ac-

55 RB|RPBATCEEBIE,

HF—RI, RAARRTG L,
st RAL A ILE R

08, BIERSEE , REFIDY?
FEFF,MME, AABEE, 4K
THREAEZEMER L, AELARAK

1448 5% R %15 37 & 1%, #3815 =t
BN, AXILAMANE, & A
T &5 % af e,

count during our visit here.
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16 May | talk with Mr. Watt? Is he
available now?
Unfortunately, Mr. Watt is not a-
vailable at the moment. Would you
like me to put you through to his
Assistant Manager ,Ms. Brown?

47 Hold the line, please... Mr.
Smith is in a meeting at the
moment. Can | help you?

I want to discuss with him the new
contract we signed last week.

18 May | take a message?
No,thanks. I'll call back later.

49 Would you tell Mary that Mi-
chael called?
No problem. I'll give her the mes-

sage.

20 | wonder if you could give Mr.
Brown a message for me.
Sure. Just a minute, please. I'll get
a pen.

RESESRNEEEE, WES
22059

BARG RFLEALAEREE, &
BRBEHEBIHEZER AL+
w5 ?

WHEM - PBHEEEER
=, BYURBRICID?

HASRA I i — F R L BT
TSR,

‘BERITOEET
FAAT M, A—2ILETid 4k,

ESIRBW, BR/RIEBIET .
B, ReLifid,

EREBREHHEES T
&9
BRI, HHF, REFLE,

21 Mr. White is out now. Shall |
take a message?
No. I need to talk to him personal-
ly. Can you ask him to call me
when he comes back?

22 Will you call back later or should
| leave word for him to call you?
Leave word for him, please.

IREERERE. BESE?
FRAT . HAF A F i, @k
B AE AL R AT B 5D ?

RIEOLITEER, E2REREBTO
SiBhITEBIEEITT?
HLEHG AN o fEe,
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