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&P Inquirying about hours
FABEE 68

© Could you tell me your hours, please?
ARRESTRINEYEED :

dl. /////

‘//////////54

E)
J \ ,,) =

(@ RiEBEi&H H %50 (Business Center) , BATRLETEBIF
AR =8, TRESTONRSERL FEREEMBRSHREANE

REKER.

Words & Phrases

$A5848 & S
1.inquiry [in’kwaisri] n. e T A&
2.business ['biznis] n. 48 B BS
3. center ['senta] n. TR
4. How may I help you? BREBEMMH 4/ BREH T AED?
5. daily ['deili] adj. SHKN: BEY

adv. SRt HEH

6. You’re welcome. rEXR.



Using Stage , S 360

A: Good morning, Business Center.
B: Hello, do you speak English?
A: Yes, | do. How may | help you?
B: Could you tell me your hours, please?
A: Yes, we are open daily from 7:00 a.m. to 9:00 p.m.
B: Thank you.
A: You’re welcome.
B: Goodbye.
A: Goodbye.

h}j A RS, BE P,

- B fREF. fREEVHIIED?

BH. REHIE. BOBHHAEDE?
C REESIFRRARMNAE AL B (8]
8. BNSXNELHBEENE L7 HEBR LI,
rES.
BR.
BR.
Useful Sentences - BR93

() _This is the Business Center. I'll transfer you to the Sales
and Marketing Department.
X AR D, RO EHEGE T E .

@) __I'm sorry. Could you hold a moment, please?
AR, BREEFE—-2IL?
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&P Taking a message
B o=

0

eak to Sheila, please?
eila i#HEG?

EATUBIFHSEPOMEABMBERR. MRITEIETEREE
A8 AXA, TRULHSFONRSARBYECHES . HEr—&

L.
Words & Phrases
£B5EE 25
1. take a message =
2. speak to sb. 55 A\ 3HE
3. be away &
4. be off EHRE
5. page [peid3] n. Tt
vt. BRI B £
6. leave a message BE=
7. as soon as possible - R
8. be with someplace FEREATREFE
9. as soon as S g
10. make sure : BiR: 1RiF



A: Good afternoon, Business Center.

B: Hello, may | speak to Sheila, please?

A: I'm sorry, she’s not here right now. Is there anyone else
who can help you?

B: No, thank you. | need to speak to Sheila.

@ »

Would you like to leave a message?
: Yes, please. This is Lynn Turner from Parchment House.

Could you ask her to call me as soon as possible?

> W >

: Certainly. Would you spell your name for me, please?
: L-Y-N-N, Lynn. T-U-R-N-E-R, Turner.
And may | have your phone number, please?

B: 2835-1440.
A: 2835-1440. And you're with Parchment House?
B: Yes, that’s right.

A: Okay.

[y A
B:

AR, hRERE. BERAERHMBBA?

P ARAT . R, R\WEM Sheila HiE.

: BEEE?

: B/, FE8R, 2 Parchment House #j Lynn Turner, R

o> o>

@® >

I'll have Sheila call you as soon as she returns.

RE., HEFLD.
fR%F. BLREF Sheila HHED?

REERFBRARAEREBIED?

D HRT., BRARHE-THEHBRG?
: L-Y-N-N, Lynn. T-U-R-N-E-R, Turner.



kBB oo

A BRI ENBIESBES

B: 2835-1440,

A: 2835-1440, #&EZM Parchment House 3Tk, X
TN, K.

A: #7f), Sheila —[EXR, HBMiLMLBEITHIE,

A: Hello! Is this Business Center?

B: Yes. Who's calling?

A: This is Andrew. May | speak to Mr Brown?

B: I'm sorry he’s out. Can you leave a message for him?

A: | called to ask whether it would be all right for me to visit
him tomorrow morning.

B: Would you like me to have him call you back?

A: No. I'll call again later. Thank you. Bye.

B: Bye, Andrew.

m AR REFHOG?
B: 2. REi?
A RRRES®. THLEEEWSREIED?
B: R, A&, REBANOEG?
A BITHIEREPEX LFRESFH.
B: HiLthGRITRIE, F5?
AL FHT. BRE—SJLBFIkR. Bk B!
BB, 6 <Es.
UsefulSentences = 893

@)__Could you tell her to give Jim a call when she gets back?
She has my number.



A 2 S i o) R 5 5 R it £ Jim TSRS, A RIS 5.

@) _Would you ask her to call Larry at 936-2563?

ik absy Larry STANHLTRAFD? HUE SR 936-2563.

(:2 I’'m afraid she is not available now.
Bib B AE ik RIE .

@ __I'm sorry, she’s still tied up.
SRR, Wl EAEITERIE.

® Do you mind if | leave a message?
KA F LA ?

®) Kateis away from her desk right now.
WL A 22 b P i L o

@)__She is off today.
A KAk B .

(8) Would you like me to page her?
BN BERALVT b

@ 'l make sure she gets the message.
RRIEMERR®S.

?
(~
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@D Putting caller on hold
BITBIENAFS

Oﬁ 'm sorry, she's on another line. Couldyouholda
- moment, please?
W, NEE, ﬁE’Eﬁ%ﬂ‘-’f‘Eﬁlﬁ RS —2 LG

MREFANEHNLTEZBRIE, REARNEITHBIEN—TTIRHA
iR B, TUEHEANFEBSRCR—EMBXELS. UERT

BKR,

Words & Phrases

48584 gs “
1. on the line : EEHIE
2. hold a moment wE
3.tie up G H: 4iF
4. continue [kon'tinju:] vi. & vt. 4k%k
5. actually ['=ktfusli] adv. EX Lk XhFLE

" 6. have one’s name BlEAEE

7.textile [teks'tail] n. SR

8. corporation [ko:pa’reifenln. AT W

8 o



A: Could | speak to Rachel, please?

B: Just a moment please. Oh, I'm sorry, she’s on another
line. Could you hold a moment, please?

A: All right.

B: ...I'm sorry, she’s still tied up. Do you want to continue to
hold?

A: Actually, no. Could you ask Rachel to call me back?

B: Certainly. May | have your name, please? And your
number? ...All right. I'll make sure Rachel gets the
message.

1) A: FX#EFN Rachel $HiE D2

B: BIEHE. B, ¥AE, ®hEAEII—IBRIE, BES
—&)Lg?

A tF IR,

B: - XWAE, HEFFEFIRBIE, EERBAEFT?

A: BAREFST . ReEik Rachel AH|ITiT kT2

B: YRR, BaERgE SHBESERE? - FE, BiR
i EEEZRIES.

A: Hello!
B: Hello! May | speak to John Smith, please?
A: Who shall | say is calling?

B> 3o @l



L

g B: Zhang Hong from Guangdong Textile Import & Export

1 Corporation.

. A Hold the line a minute, Mr Zhang. (to Smith) John, you're
wanted on the phone. It's Zhang Hong from Guangdong
Textile Import & Export Corporation.

2 48 > 3 BiLd

& ‘f"- 3
Ly A ™

B: iR BFERAY - LHEHWBIA.

A: Ea B2\ —Ar

B: Mk, BIrEGAKFLOLIM.

A kEdE, BE—SIL(NERE) 4%, FRIERE. B
IERGAG# L OATKBITRAE.

A: Good morning, Business Center.

B: Would you connect me with room number 2357

A: Hold the line, please.

(ringing, but no answer)

A: Hello. No answer. Shall | take a message for you?

B: No, thank you. Instead, could you make a paging? He must
be sticking around in the lobby. His name is Mr McCoy.

A: Just a minute. I'll put you on to the bell captain.

C: Hello. Hello? Bell captain speaking. May | help you?

B: Yes. Would you get me Mr McCoy on the phone? He is
supposed to be around the lobby.

C: Yes, sir. Hold on, please.

D: Hello. This is McCoy speaking.

— 10 @



([ A=z BEH0.
B: fRAERRIE 235 SHL?
A BRBEN,
(#4108 {23 AREOF)
A TR, AR, REFEBER?
B: K. WM. BIREEME—T7 h—REBEATA. fb
MEERE L,
 AME 2L, REREWE.
DO, W MBI, REEHRKHD?
D R, IRIEEESREERIBIEG? MhRI%E A FTHIE.
L. k. KN,
B REEEK.

“FWSIREAReL

OO wOo »

Useful Sentences Loes o BR9R

(1) __Excuse me... (when call is finished) I'm sorry. (if you
can’t remember exactly where you left off) Now let’s
see, where were we?

AR - (BIETSE TR, (AREEAERIA RIEREIWEIL)
BELLRBEE, RAONARSIWILT?

@ __Hold on/ Hang on, please.

@ __He's just gone out. Would you like to ring back later?
et 2. PREEARERFS LT R?

@ _Can | take a message?
RAEAH R ES?

&) __Thank you for holding. I'll transfer you now.
i Er . RAELEHETL K.

e 11w



