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public telephone 2 A #, &
pay phone ff % & 3

on the phone # 37 #.3%
local call 77 ¥ . 3%

long distance call & i &, 3%
overseas call & §7 &, 3
person-to-person # A 3%
station-to-station | & 3%
bad connection £ % 7 &
crossed lines ®,i%

R

€ Naking a Phone Cal\ - FrigiEiE
1. Connect me with Rose Hotel, please.

HABRBEBRRIE
2. Please put my call through to Washington.

H B,
3. Hello, is Peter in?

", e ?
4. Hello, get me Mr. Brown on the phone,

please. W8, AL B ACLE TRl
5. Could I speak to Tom, please?

€ Receiing a Phone Col  #EHiE
1.7 put you through. BRETEHEFEHRIE,
2_The line is busy. HiEHZ,

3. This is he/she speaking. IR,

4. Who's calling, please? #JWR{L?

area code X% & &

telephone book &, £ #

telephone message #. i 2 &

urgent] ‘ordzont] E AW

extension[ iks'tenfon] 24l

signal 'signl] 15 &

telefacsimile[ ‘telfzek’simaliz | & 34 X
switchboard[ ‘sweitf,bo:d] 3% 44
receiver( ri'sizva] W

dial[ ‘daial] & &

RATLUE G B 1E w7

6. Hello, may I speak to Mr. Smith, please?
WE, AT LA s AT SE AR YA 7

7. Hello, Peter speaking. I'd like to speak to Betty.
"R, BB, R FVIE

8. Hello, this is Mary speaking. May I have a
word with Helen? W& , BREHEH., R LI
BRULIEG?

5.7l just find out if he’s in.
REBEMERLE,

6. He is tied up right now. {BRIEBSS,

7. He is not available right now.




HARED LRI,

8. He is on another line right now.

fIEAEITHIE,
9. Don’t hang up, please. THANEIENT,

€+ Te\ephone Messages HFEER

1. Could I take a message for you?
RAKHA OEHFG?
2.Do you have any message that I can pass to
him? fRA A4 OfEERES MG
3.May I take a message? B O{E5HFE7?
4.7 see that she gets the message.

LS

Conversation 1

A: Hello, this is John from the trade company
speaking.

B: This is the Bank of Germany.

A: Could you get me through to your CEO Mr.
Wang?

B: | am sorry. He is out unexpectedly.

A: Well, when he comes back, could you fell
him to call me back?

B: The trade company? | got it.

A: Thanks a lot. |

Conversation 2

A: Hello, this is the accounting department.

B: Can | takk to Mr. Hou?

A: Hou Ming? Sorry, he is in the general depart-
ment. I'm afraid you called the wrong num-
ber.

B: | can't get through to the general depart-

10. I'm afraid you've dialed the wrong number.
BAHIRITEET -

11. The line is bad/busy.‘ BiEELR/IET,

12.71 couldn’ get through. BITHEEE,

REFEME,
5.1 tell her that you will phone later.
REBE RS FTRIER.
6.7 tell her that you called.
BEGURBIRRT RIS,

AR BREHAZNE AR,

B: X B REEZHAT,
ARBERBELEFED?

B: XAt AR, ELEERTHHT,
A TR e, B E R A RIT M EIED?

B:REAERE RUET,
A:

AL B RO,

B: R G RAELTEED?

ARERERD? REMLEL S B, &
BRT#ELT,

B: R4 HWHEFE, RAKFEL LA

e
T
o
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ment. Can you do me a favor? | have some-
thing urgent to talk to him about.

A: Well, hold the line please and | will ask him
to come here.

B: That's great! Thank you.

A: Don’'t mention it. Hold the line please.

Conversation 3

A: This is Bill speaking. Is Peter in?

B: Hold the line please. Il call him now.

C: Sorry to keep you waiting, this is Peter speak-
ing.

A: How are the sales for computers?

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

A: When do you think you can settle it?

C: Tomorrow afternoon, I'm going over to his of-
fice to have a talk about it, but I'll try my best
to settle it.

Conversation 4

A: Good morning. This is ABC Company.

B: Mr. Li, in the Export Department, please.

A: 1 beg your pdrdon.

B: | want fo speak to Mr. Li of the Export Depart-
ment.

A: I'm sorry, but we have two Mr. Li here. What
is his first name?

B: Li Tong.

A: He's on another line at the moment. Is it ur-
gent? .

B: Yes. Please ask him fo call me back later.

A: Can | have your name and phone number?

R, REFHFRD?
A SF Rl B, RE A LR,

B: %Bkﬁy! ﬁWO
A RER, EAERE,

A BERLR. HBRESD?
B:RE EptExm, AERE,
CLEAFT,REUR,

A oy B LR AT R R 7
CHARUBRELLRIAMNTHATT ,ERE
hRFRERRE T EETE T,

A: ft 4 BHR BE 9 BOF R T
CHATH RERAAERBLE ERR
RRABZRHEH,

A: 2 b, X B R ABC A1,
B: R O FE L AWHIE,
AP —E,

B:REBR N o#&E44HE,

AARR, BMXILAELE L, B 1H4
4 F?

B: &,

AEEFTE —MEFE. HITEHELD?

B: Riy, WAL LILALRENEE,
ATERRETELRRESTE?




B: My name is John Hamilton and my number
is 82157021.
A: Mr. Hamilton at 82157021. Thank you for call-

ing. Il give him your message as soon as

possible.

Conversation 5

A: Good morning.

B: Good morming. This is Alex here, I'm calling
from Los Angeles.

A: How can | help you? _

B: May | talk with Mr. Watt? Is he available
now?

* A: Unfortunately, Mr. Watt is not available at the
moment. Would you like me fo put you
through fo his Assistant Manager, Ms.
BroWn?

B: Yes, please. You are very helpful.

A: My pleasure,

Conversation 6

A: Hello, this is Public Relations Department.
Manday Simpson speaking.

B: Hello, I'd like to speak to Ms. Cathy Wills.

A: Who is this?

B: Brooke Watt, a friend of Cathy’s.

A:I'm sorry, Ms. Wills is not in the office right
now. Would you like to leave a message?

B: Please tell Ms. Wills that | called and that she |
can call me back at 3 p. m. today.

A: OK. Does she have your number?

B: Yes. Please make sure that she gets the
message.

A: Of course. Good-bye.

B: ¥ 4% - WHARY, 5B R 82157021,

A:B21STO2L S B AR A6 o WK R,
RERMIHRNEEF ., ‘

A B H4F,

B: 2 Lbif, RETA LI, RERAHBIITR
M,

A REWEH A RD?

B RMF L EM AL EE? MAEAET?

ARTG  EREEAEELH. CERFE
REBENHELEA YR L 3D

B: S8, WM. B TR AN,
ARERY,

A ST X ERAXT. RER - FEH,

B: i , BRI - BAH L+,

A: 3 [ 4 B AL

B:A#3 - B, RENEHNNA,

A REK BRI L TAETESINE, R
BT

B: i AR M &+ RIT T ER R, T
ARFTH3ELREE,

A ey, fE &S gD,

B: Bth, H—g#h#&os,

A4k, B,




Conversation 7

A: Hello, this is Ellen.

B: Hi, | am looking for Albert Kerk.

A: I'm sorry, there is no Albert Kerk at this of-
fice.

B: Isn't this Mr. Kerk's number?

A: There must be some mistakes.

B: Is this 876543207

A: No, this is 87654220.

B: I'm sorry. | dialed the wrong number! Sorry
for disturbing you.

A: It doesn't matter.

B: Thanks. Bye.

Conversation 8

A: Hello. This is David Browning. May | speak to
Mr. Liu, please?

B: Just a moment, please.

A: Thank you.

C: Hello, Liu speaking.

A: Hello, this is David Browning.

C: How are you, Mr. Browning?

A: Fine, thank you. | hope you are well.

C: I'm fine.

A: The reason | called is to make an appoint-
ment with you. | have some business which
may interest you.

C: | see. Well, I'l be in my office all day today.

A: Good. Can | call on you at about 4 o’clock?

C: Certainly. | look forward to seeing you.

A & 5F , RRRR
B: &, RRARME - Mo
A RHEH A AEREHXRMORE  ALH,

B: X ARMEEEWNEFETE DT
ABEERFET.

B: X E Wy & 4 & 87654320 57

A: R, 2 87654220,

B: xt A, REHEFET ! RAKITHRET

AZXFR,
B: #f#, BN,

AR, REAT - HidiT. BRAELETE
EHG?

il

LR REX,

L RRAL - AR T

D AT AT

(RRE M. RFLEHRE

t RREF o
RITRERRRBREANRE LT, A
BERETROEXA,

> 0> 0> 0> ®

ChT, B,RAXRBRBLBESINE,
A XKFT, WEAFEFED?
CI&F’]EO ﬁm%ﬁ@/m‘ﬁo .



Business Telephone Manners

1. Business felephone manners differ from home telephone manners in several ways. When

answering a business call, an assistant or secretary gives his or her employers name: “Miss
Green's office( Kate Green's office) . May | help you?”If people answer their phones directly, they
usua||y identify themselves: “Hello, this is Kate Green, ”or simply, “Kate Green. »

2. The caller identifies himself or herself in this case, as with a personal or social call: “Hello.
This is Tom Price. Is Miss Green in?”or “Hello, Miss Green. This is Tom Price. I'm with the Brown-
stone Company.

3. Although it is not courteous fo tire up a telephone line for long at home, it is particularly to
be avoided in the office. Long personal conversations are not only out of place, but also wasteful

of the fime that belongs to the company, not to the employee.

B % & 8 FL4L

1 BBEIENEN T ES R ESIEINERE, ERABBIEN, IFTWBEBRN
BETHDBT: “BRENDAR (TN - BEODAR) . RIUBRBH LIS R e
REEBIE, BRERECHZT: TG, RBYE - B, IS BEM, “Y4s - B,

2. W FRAATAIREBIE, FEXMER THBIERNASREECHEZ “IMB. REP
1 - BT BWIEEIS?" RS, BWIVE, BB - SRR, REFHEIAT.”
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BUSIN

i

appointment] s'poitmant] #&

put off 3R

inconvenience[ inken'vimjens] 7 ¥ 1€, &K M,
FEZL

note[ nout] 4

diary[ 'daieri] it # &

look forward to 4%

memo[ 'memau] £ &%

office hours 7/ bt |8

DS

€ N\oking an Appointment  Fi£y
1. Will Mr. Carl be able to see me next Sunday?
FIRFAETHAE RERRERG?

2.1 wonder if it would be convenient for Mr. Li to

meet us tomorrow.
Az W RET T EREN.
3.1 wonder if it would be convenient to meet you
at 9: 00 tomorrow morning.
AREEI S AERE T E .
4.7I'd like to drop by this afternoon to talk over
my plan. BESKTFRERRBHKTTR.
5. May I have an appointment with you?
AR R L 7

L84 8

postpone[ jpoust'paun] iR , ZE K

rearrange [ rira'reindz] & $7 % #

timetable[ 'taim;teibl] Bt %% , B [ &

to one’s convenience } 7 ¥ AWK E

unexpected[ ;aniks'pektid] % 3% # # &, 3 #
G

situation[ sitju’eifon] 1 ¥

effective[ i'fektiv] # 3% &

6.1 wonder if the manager could spare me ten
minutes. RNREBEERHE A BhETE o

7.1 don’t know when would be most covenient for
you. BAFE ARRMNRBAIE o
8. Any time tomorrow could suit me.
B RAEMTOHRARAT Ao
9. Could you let me have an hour or so in the
morning? LA RZHE—AN/NZE A TT LA 7
10. I'm looking forward to seeing you tomorrow.

BB R LB,

& Cnanaing of Canceling an Appointment s EUE A2

1.I'm pretty booked up these days.
HXILREHR T o

2. That's all right, we can make it some other

time. BERER,BATALAS L1t 1E] o




3.I'm afraid we’ll have to change our appoint-
ment. BRIV REL XN HE ,

4.1 wonder if you could change the time.
AAYRREB R — T B E],

5.1 have something urgent tomorrow, so the ap-

DS

Conversation 1

A: Could you arrange a meefing with your
boss?

B: Of course. I've arranged for your luncheon
meefing with my boss.

A: Fine.

B: And here’s your schedule for tomorrow.

A: Thank you.

B: You're welcome. You'll be spending most of it
touring a factory. And you'll be having dinner
with my manager in the evening.

Conversation 2

A: Xing Hua Corporation, good moming. What
can | do for you?

B: Good moming. Could you put me through to
John?

A: Hold on a moment, please.

B: Thank you!

C: Hello, John spedaking.

B: Hello, | am Jane from Sunshine Corporation.
Could | meet you sometime this week to talk
about stocking the gym things for 2008 Bei-
jing Olympiad?

C: Oh, | see. | really appreciate that you're inter-

pointment will have to be cancelled.

RAXF /T A HBRNET .
6. 'm fully occupied tomorrow. I'm afraid I can’t
manage it.

PARRCEHWRT . BHABELHT .

A: % B AR R LA TG ?

BYSATYN, RELZHTERLHELIRL @D
*.

A: R

B: A, R K AT

A:

BREK, HRAHAMHARSATS,
RERAMBE R RA,

AR, XERNENT, REWFA L
7

B: ¥ biF, B RE-THRD?,

A BIH#R,

B: i} 34!

CHhg, 248,

B: R F, RRKEMAAT WS, XAMNEH
FEA Bt RA AR — T % F 2008 4
AFRELRXBUETR R BHD7

CR,ARVET. FHERMELRNY > HR




ested in our products. But I'm prettylbooked
up these days.

B: Could you let me have an hour or so?

C: Is next Monday OK?

B: Sure. What's the accurate time?

C:9: 00 next Monday.

B: | really appreciate your answer. See you next
Monday.

C: See you.

Conversation 3

A: How do you do? | am from China Textile Im-
port and Export Company. | am John.

B: How do you do? Paul once fold me about
you.

A: Our company is considering establishing a
branch department in America.

B: Well, Paul once mentioned it before.

A: | want to discuss with you about the branch
department. If possible, can you tell me the
time available to you?

B: How about next Tuesday? | am quite busy
this week.

A: Well, I'll come to you next Tuesday.

Conversation 4

A: Excuse me, I'd like to make an appointment
with Mr. White. Can you fit me in on his
schedule?

B: Let me see. Oh, the whole moming is booked
up, but he is free this aftemoon. Is that all
right with you? )

A: Well, Il have an appointment at that time.

Maybe another time would be better.

X, EERXNLANHEABCEHERT

B: fRAE 4 R ZH ALK —A/NE iy B 5 7
CTAEH—-KE 4R

B: HAT Lo RUEKEAMAEFER?
CTMEH R AR,

B: k¥ RUEHEL, TAEH— N,

CHEL,

ALF RETFESL RSB R o AN, RE
He,

B: 44F, RZPA4LBRRULTL,

ARMNATREEEX£ERILH,

B: 8, RV R P £ A YT,

A% FRBNFREFEFERR, F oG
Bt F B 7

B: TAMEH K487 XARRE,

AW, TEH-_RBEXFW,

AT#R-T,REMFRELITAL S, Y

ARLELRZHD?

B: it KE—To BMLFHBLHHT, AT
FAHEE, HESED?

AR BANHERAE NS, UHFANHEE
B,




B: How about 9 on Tuesday morning?

A: I'm sorry, | won't be free until 12 on Tuesday.
Can | see him at three in the aftemoon that
day? |

B: Let me see... No problem. 3 p. m. Tuesday
then.

Conversation 5

A: Mr. Mo, therere several points about our
draft confract that I'd like to discuss with you
as soon as possible. Will you be available
this afternoon?

B: Let me check with my memo. .. I'm sorry,
today's all filed up. What about tomorrow
morning?

A: Thatll be fine, but | have another appoint-
ment at 11: 00.

B: Well, then, suppose we meet at 8: 00 tomor-
row in your office?

A: Okay. Il be expecting you at the office first
thing tomorrow. See you!

Conversation 6

A: Mr. Brown, | hope I'm not disturbing you.

B: No, not at all.

A:1 must make apologies. I'm afraid | have to
cancel our appointment. My flight to Europe
has been rescheduled. | had not been in-
formed of the arrangement by the airline un-
til @ few minutes ago.

B: Oh, that's all right. I's understandable.

A: 1 suggest that you talk the matter over with
my colleague Miss. Li, if you like.

B: Sure. That would be most helpful as the mat-

B:EH_LEF9 KEAH?
AR R, REHZ 12 AL HRE, TUUAT
ERXTHHI KG?

B:RKE T REMAREH_-T43
R,

ALEE EFRNNARER, £#AHE
RBRRERE R, SR FERED?

B:il REFLEFLA TR, HSREHWH,
WA EFELH?

AR EFHAT, TR 1L RREF -4,

B4, RNWELE 8 KARAAELTE
LAt
AZ ﬁa aﬁi_'?&éw‘/l}iﬁﬁ%o E-ﬁ'.-!

ARG E  FERATRE,

B: BA, %X Ko

A BRHEK. BHRFRBFIRBRNN A2,
RITHRERN WML RE T, EAT
a4 EmR,

B: ok , X R, WM,

ABRERE, REVLEFRNEES M E
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B: L, XAMRAF, B xR KW,
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