"
A

1-""'4—':0_’
F5XaE
L WEE s

OR[N AZAEMRA




Z_/f //77 EEQZD

s RiE
BjFHEZ

H31f
XA Eé'*' ‘ A




B 8 R4 B (CIP) #11F

HIEEEMELES / X h¥Em. —dtm . hR
7% e AR 2 AL 201409

ISBN 978 -7 - 304 - 06719 - 9

T. O T. QX M. OEFE-OEH V.
(DH319.9

[ R A ] 50 CIP B 4% 5 (2014) 55 194394 5

RRAL BT A , B ED A 5K o

BT R
BIERIENIELAEH
X L

HAR « 4T rbode 3 sl K2 At

BAE: YA h.G 010-66490011 ME 010-68182524
Rg ik . http: //www. crtvup. com. cn

Mgk db T E X P R i 45 5 BBER: 100039

8. B RIS K AT

REIME: B SRS B A
BERE: K

ENR . dtssrhRLERRIA BRA 7]
MR : 2014 42 9 HE 1 0k 2014 59 A& 1 WED kil
FZA: 185mm X 260mm  1/16 ENdk: 13.5 FH# . 356 TF

HE. ISBN 978 -7 - 304 - 06719 - 9
EM: 27.00 T

U G o0 0B, A4t 51 SR 0



Preface

TEZ IR TE  TEWAN . REER T 8. T4 EF L2 7EENEY
A A AR, IR B F S M iE 3] — 5%?kﬂlT‘ﬁEﬁ/\/\%ﬁfhﬁ‘Ifﬂ?ﬁ*ﬂiﬂlmé
NB|EBERAEITF ERNTUAAEMY " GEEEFRE " TEAFIXE,. #7845, 5
BE TR EABRBEORE ELEAXEHEFEH W,

R4 EEFI AL LR BRGZTELERIARES R EAHLSA A R K
Bl %3 X F HAMATUR LA EREA LM EXR. TEH L EA A ESMAH#TEE W
BEHNB XRFERNERXEOEALA ERAXEFEARNTRENER, ¥ I XKEL
—MNEFHSN AR FERANIRAEANR S EEFE KBt RiEF I F
P E. AR AR E AR NEERERR PN ERAE, H B RE
HatshREWE —F,

AERE D EME NFHA"NEUNECAE  ERNENEHELHAUT AL

1. 28&4

NE-—BEFLEFHEANIRAENAR AL EAEAI R BL X . R E LS. ET
%3] faR iz .

2. FREITE

PHEAERETER 2N AEAERBEEL R R E. L EH S RN
HEEHBERNE LT OE,

3. 3EEE R

FlEXFEEHMXNALC. Y iEHFe 8 gz aAAE,

4. X HiINE

NEEEHHAX  REELEPHANAE B ARXBER IS EET LA FRR
tE s,

AV ARELE R EET EFAFREFE TR EF AXELF BEEE. RFRES.E
EHE FARENANB AL BE TR FENANFARBE . WEETE . ET¥IH£%
7.

WERARAM NN EANAECLIRE, AEFE TP . TR ERFAERANETRX




HECHEEPHE - NRANER EBFLFY . RNALIRENE, Bk ABHA B F
AR M, DM X¥EEAN AROTEEFTEREFELEN., WAL ENEFAERE
MW ARERGFEEHE AATEZH ABITANAEERTUMER R, B, BEZ LA
Fa AN AR FE TR LR FHELEN. AFEAEHLS AF . THNEANATE. N
EANBFEANINEFNAEAFRR BE IR LNBASRERRERE . BETHFHETAH
ERONBHARAFEXABH TR EEXEIARBRAERMEE (R FERIFUEL
FEVEATHXIRARP AXBEIF NEAFELA.TUABRER AN ¥ L
TEFIRPHANREOE FHRANFILARAFSETEL HHER . URME XH
AR BRI WEEXELENE,

b *



10.

1.

12.

13.

14.

15.

16.

5

. Making Telephone Calls to Friends

B PARA ST BIGE osereessnsesmasnensss (1)
. Answering Telephone Calls

FEO B JE ceverecnnrenenencins - (2D
. Returning Telephone Calls

BB T bewmnamemsenenissvees TR
. Dialing the Wrong Number

;—J-%E.eﬁig- sein Sesiuien sEisieee RuelEE e 00 (6)

. Transfering the Wrong Number

S

Installing a Telephone

B BT e s smessm amenes (19)
Telephone Conversation

B IERPE ceeeerenrenninisneiecns (20)
Telephone Contact

BTEME G oiinins s vt e saess (D)
Telephone Note

B TE MR KD seveassmmmsnenssoresnses C2L)
Repairing an Ammeter

B3l ) K waraavsessisanasiene (25
Repairing Pipes

522 B crvovs senene cananssennnn (27)

Calling a Taxi

LA BT

17

18.

19.

20.

21.

22

H % A i LS

%%%Egi-g- siniaieen sEisee s pareibieis WEIN e Hale (8)
. Leaving a Message
®IEZF = (10D
. Asking for Telephone Number
18 Jal & 1E 5- 1 « (125
. Taking a Message
L= - (14)
. The Line Is Busy
LR - (17
m{ djﬁ_i_;_ sieinis e 5 aine in Bibliaie e S 0ie s Bae (28)
Ordering by Telephone
TTEE cevrerrnnennnnnns ¢« (31)
Sending Take-Away
Bl casresssatesissiarse (G
Booking Tickets
Booking Seats
FATT P, ssvomssuasas sommommnonms (38
Confirming Seats
B TIARE, oot s wuitons voumons wsonste 040
Appointing with a Doctor
Shigls omuis samtms donnan s vewmee GAD)



23.

24.

26.

27 .

28.

29.

30.

31.

32.

33.

34.

35.

36.

34

38.

39.

Confirming the Appointment
qﬁ—i)\ggi? sueies 4 neTeien SRR SeB A (44)
Telephone Fault

B=%
Confirming an Interview
BRIGR TG Pk wenssamssrenenmamasnavs ((40)
Telling Work Experience
IEREFEIERE winome swsawworwiss. (B
Asking for Interview Results
I TTTRELE R -evvreenesnsnnees (53)
Informing the Interview Results
i Jo T IR & - (95)
Receptionist Telephone
?‘ij;—ﬁ"ﬁ EE'-i—g- ess esesse sesoss sse ses (56)
Getting Someone over the Telephone
Tk 1, SRR URRE R ¢ - -
Two Mr. Zhong
TR AN Bt s ssiuind semis wisens (60)
The Boss Is Absent
BAE R v ey (GBD)
In a Meeting
EHETF2 - (64)
Explaining the Reason for Calling
REAITHRITEHRE ---veeeeer (66)
Proposing an Appointment
AT L 20 smmes soman s momnas iont CHB)
Trade Appointments
B LS EE s s suisieins saion s e O L)
Making an Appointment
FTIFEY MBFJAl covvvvvenennnennen (73)
Discussing the Meeting Time

29.

E@_iﬁ'#ﬂ?ﬁ S

Bad Connections

TAEHLE

40.

41.

42.

43.

44.

45.

46.

47.

48.

49.

50.

5.

92

FETF A IXBFJE] vrveenenrnnnenns

(46)

47)

(75)

Changing the Appointment Time

BRI DBFJEl ceeeveneennnenenes (77)
Canceling the Appointment

B P2 csiiusmmsmnsamnnisonnes (O
Business Telephone

BB TH e smanasasiatagere (C81)
Making a Call for the General Manager
BB BT BIE oo (82)
Foreigners Call

FNBTRGE cvvore sanviovsomsonannss (84)
Inquiring About Products

TEJOU PR, svessiessusnssnssvnswnss (87
Ordering Products

BT oD, res semeninimimnantansins (RO
Inquiring About the Order

T AT B somesesanonmamwasmsmssies (92
Foreign Trade Telephone
ShRPETE o savuene saivwss stimnres (03
Insurance

Talking About the Contract

TR AT sosvvinnsnivansivons somens (O8)
Asking for Leave

| e P €012 )
Complaint Telephone

IRF R IE - (101)



23.

54.

55.

56.

b7.

58.

59.

66.

67.

68.

69.

70.

71,

72

Inviting for Dinner

#5 K L IR

Inviting for Report
HAE IR E

Inviting for Party
HIERS
Congratulating Someone
# T

Announcing Good News
76 B

Announcing Bad News
FRYL

Apologizing to Someone

- (103)

- (105

- (106)

- (108)

- (109)

« (1109

BhE

Group Reservation
EiRESyiEny

Reserving a Table

AT &1k

Reserving a Room
INAT B JE

Accepting a Reservation
R FAT

Changing a Reservation
B 2R FRAT

Cancelling a Reservation
BRH FAT

Asking the Room Number

~ (125)

- (127)

- (128)

+ (130>

« (132)

- (133)

60.

61.

62.

63.

64.

65,

MBS o vemes b ben s mesene 011D
Comforting the Patient
BEGSIPE A, wao sonmsmsasmns comone (14D

Comforting the Unemployed
MGl dbds  ceseseensssninscse (116)
Appreciating for Company

ML IRFBERE  cutimeiiih ssmmnmenves (118
Appreciating for the Interview
TR ceeemssanrmnvasases (119)
Complimenting Someone

IS ccsmewne sipees soumseesnay (1209
Saying Goodbye

WU Gen ssnin prwen eniene semmes (123)

)5 WIS

73.

74.

458

76.

i

78.

AL BTl B cerecrcrecaceneees (135)
Room-To-Room Call

BEBIEF ceeeeviiiinieans (137)
No Response in Guest Room
BETABL  ceceecereneees (139)
Hotel Message

IR E  semenn sseimmn smemes sam (141)
Laundry Service

S B ARS  censimmese ey (143D
Dinner Service

SRARAR B ssatmsiescitnammnenne C1ABY
Wake-Up Service

S BE AR B semswsmnsmmsmmonanns  CLAT)



79.

80.

81.

82.

83.

34.

85.

86.

95.

96.

97.

98.

99.

gNEL WIGRSS

Inquring About Telephone Numbers
B9 & 3% 50D - (149)
Dialing Wrong Telephone Numbers

e B IE 55D - (150)
Inquiring About Extension Numbers
EW 550 . (152)

Inquiring About Weather Conditions
BT R BRI e s s
Inquiring About Traffic Conditions
I KRR - (157)
Inquiring About Directions
5 8B Lx - (159)
Inquiring About Final Exam Scores
F39 AR A K K Gt

Inquiring About the English Test

Score

&35 FE K K Gt

Looking for Target Clients

FHBEmAEP - (178)
Market Research

FiHIAE = (179)
Inquiring About Price

18 Jjal 3B 17 - (182)
Bargaining

—ij- Tﬂ\ &‘ﬁl\ ..................... (184)

Agreeing to the Price

87.

38.

89.

90.

91.

92.

93.

94.

Consulting the Recruitment

598 2 8% - (164)
Answering a Collect Call
HAFFIFRERIE oo (167)
Making a Collect Call

T3 F TR LIF - (168)

Inquiring About the Rate for US
Calls

FWITHELEESEIFRA - (169)
Making a State-To-State Call
ITE A MHBEREIF ~ (172)

Making an International Call

HL T

100.

101.

102.

108.

Eag eIl Sha = €173)
Digital Receptionist
BKFIEERS - (174)
Agenting Call Service
KEBBITARS -+ (176)
R WS - (186)
Discount

Sk i st (C1RED)
Telephone Order

i JETT I sesaamsmvmsasesmisses (190D

Asking the Delivery Condition

S0 A TR MR cesmesmeannesss (1091)
Consulting for After-Sales Service
BN E SRR S cereerreneneee (192)



104.

105.

106.

107.

Client Review

BN
Meeting Robbery
The Car Was Stolen
FIRB T vovvvwven vvasanvenans (197)
Food Poisoning
B4 B ceeenevievisieionece. (199)

BRI TE ceeeereernrenrneanees (194)

SIS

108.

109.

110.

Reporting a Neighboring Fire

B EH M K K e (201)
Reporting a Fire
SE - 5 R & 1 7))
Paging the Guest
T B R BLAL ceereenenennnes (204)



Making Telephone Calls to Friends
YSRARFTEE

1. Microsoft Corporation. ix B 2 # #% A & ,

2. Can I help you? FEH Byvg 2

3. Would you please speak louder? & fig A & — &% ?

4. Would you please hold on for a second? #4% — T #7472

5. Would you please check your number? & % # ik — T %t &, 3% & &0 47 75 2

T FRAEE

Mg 1

A.Hello, may I speak to Jack? AR ERAS TS,
B.This is he. Who is that speaking? B:. & E. HRREME?

A.This is Jenny. I'd like to invite you to A.FKREBIR. 4 Kp A IRILH ML,

dinner this evening.

X}i& 2

A.Hello, is that Jack speaking? AR, BARTEG?

B:No,Jack isn’t home, Tom speaking. B:ARBEAER . KEZH.
xti& 3

A.Will you take a message for Jenny? A BRBARIE A 55 R 2 IR 105 9

B.Sure. I will tell her at the first chance. B.¥4#k. 38— UL%) it 5 5% 45 b
*tiE 4

A:Hello, Tom, this is Jenny speaking. AR .5l . FKEZLR.
B:Hello,Jenny, glad to hear your voice. B: R . 2R .BEMFTEIRME S .




(D mEzmEnmazs

X 5

A :Hello.6587976. AR, X B2 6587976,

B:Hello,Jenny. Tom speaking. B: R4 208 I BiH .

A:.Hi,Tom, so glad to hear your voice. AW, HM, TR URE S B Y,

B:Me too. I am just calling to see how you B:IRWHE M., RITHIEHEEE IR EK
are doing. B4k,

A:I'm fine. Thank you for your calling. A FRAR G L AR BY BRI

L ASC SR .

corporation 7\ 7] invite #i
hold on %I #E4& message & 5 . {5 B
HAEIEITHRIE
R EEFEITRIE, T4 IT4EF 69 F — AN i91E 2 Hello, — A& % — kst &
T. BFFXLZARBL, FLFsrF4hBEEH A, Hello 9 € F — %

HES -AF¥LE, BF4LiEP . Hello F A m X EE['ha'lou], A2 A
ARTIEA AN S5 ARt FeiEE,

Answering Telephone Calls

BT EE

R —~

1. Never answer a cell phone while it is being recharged!
FTFAEEFH L & B 89 &3
2. I have something urgent to consult Mr.Smith. # HF A FE X ¢ F i L 4 .
3. He has been transferred to the head office. 4 &2 # | % A5 £ 7T,
4. I'm sorry. She is away on business at present. R 1 & , M A H A F £ T .
5. Would you like to leave your company’s name? & E ¥ T &8 8 4 2
! 6. I'll be waiting for her call. Thank you. # %t 4 #b 84 & 1% . %4 . ;




T dRERHE |

& 1

A:Hello, is this 98566347

B:Yes. you have the right number.
:Please connect me with Mr. Lee.
: Who is calling, please?

: This is Dave Kennedy.

w > T >

:One moment, please. Hello. Mr. Kennedy?
Are you still on the line?
: Yes.

: I'm sorry, but he has a visitor right

o B

now. Could you hold a little longer? Or
shall I put you through to his secretary?
A:No, thanks.
:Shall I tell him you called?
A:Oh,no.no. Well,actually,I'd rather call

los]

back later. When is a good time to call?
B:Why don’t you try again in an hour? He
will be free then.
A:OK. Thanks a lot. Goodbye.
B:Goodbye.
xfi& 2
A ; United Development Corp. May I help you?

B:I'd like to speak to Mr. Halley, please.
This is Nancy.
A:I'm sorry, but Mr. Halley is not in at
the moment.
: When will he come back, do you know?
.1 suppose he won't be back until 4 p. m.
:May I leave a message?

: Certainly.

o o ® o ™

.Please ask him to give me a call as soon

as he returns. He has my number.

OO REFEHD

R4 L i A) & 9856634 17
X L.

O REEA.

1 0] SR 7

FREEK - Hel.

FHERZ . BEF,HREL, EEG?

w e o m

>

AE.
B: Xt A& MBAERNIE BREFEFE—2
JLNG 7 B 4 A b O Bl 5 2

ARHT i,

JR B U M AR AT LS TG0

AME AT, HAE IR A EAT FOE, 4 B
4 18 W 2

B: —AN/Nf BT R SR AT AR At ¥

=

ABFIY A oI DL .
B:#HN.

AXRBRGREAF. A a®ER D
g 7
B ARG A SRl TS RER A .

>

AR B R e I R ANEE .

A2 B 2 8] 5k , B E G 7
TR ERI T 4 A EK.
ARTTLLE F g

4R,

At — [0 e B 1A fth 45 3R I e 15 . At JE R
(SRRRE TN

o> > W
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RIERIENELAES

A:Very well, I'll do that.

B:Thank you. Bye-bye.

Xti& 3

A: I'm calling to get some information
about your company.

B:Go ahead. What can I tell you?

A:May I ask how big your territory is?

B: It covers almost all the provinces in China.
Can you tell me why you're interested in our
company?

A:I'm looking for a general agent in China
for our new product.

B:I see.

A.Can you please tell me who is in charge
of distribution?

B: Our distribution manager is Ms. Beth
Brown. Would you like to speak with her?

A:Yes. If it’s not too much trouble.

S AT R

on the line 7F £k
visitor 1j %
call back T [1] 3¢

A:—ﬂ{/) ?ﬁ—%%%o
B it 4s, 0,

RATHIGE R E - F X BAFN
f5E.

B: &, RET B4R

: REARES IR IR AMRNTA AR BN K I8 K7
B:HATWE WXL FHET PENFA
H. BEARERFRENHAMEITAA
RESLERTE 7
HRIEFERBATOF =S IF R —FREPHE
SRR .

B:HAET.

EE HIFRHERIRINIHER O EE?

HINHERTHEEENE - iM%
+. BERMIHEG?
A HF B IR 2 KRR BTH 35

try again F-§]3k
territory [X i

EITRE

RO BESE —FHAAZEIPET . EARPESNFZE L ELHIRE
2B RAEATT L ARVAR B T4 &, 4w :Good morning. ABC Company. This
is Mike. How may I help you? (% _E%,ABC A&, % & %, ,i#5 9§ EH
L8171 B E AL & 3539 : Who do you want to speak to? (/£ E?7) R
H ARAECFOAZTEZLEAMEHETAMBRERE LLUART

LA
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Returning Telephone Calls
@ 8 &

1. When would you like me to call back? 178 & + 4 Bt 1& [ W, i % 1R ?
2. Shall I have him call you back? & F & E o { [& ¥, 3F £ 117
3. Please call him back later. HR ®FH | & 3% 4 ..
4. Tell her I'll call her right back. £ F#&K LD F AW EEEFH.,
5. We'll answer as soon as we can. # 114 R B % F EwiE.
6. Please tell him to call me back./OK. No problem.
Hik e h R EBiE, /FH,REMA,

FREXE
A:Sales, David Young speaking. How can A:85E#.KE KD - . LI iHfE?
I help you?
B:Yes, this is Mike Jones. Is Leo in? B.RER . KBEE W « i, HNEHAEL?
A:You're in luck! He just got back. Hang A.%fRZEZ! MKl EI k., FRH%E, R HFE

on, I'll transfer you. B,
B:Thanks, David. B, KT,
C:Leo Lee. C:3€5 « %=,

B:Leo! Mike Jones here. I can’t believe I B.:3 5! REE® « . EABMAEL
FHERODAZREMRT .

C:.I know. We've been playing phone tag C.Ef. M T —1TEPNHIEERIF

finally caught you in your office.

all week. Every time I call you, I got
your administrative assistant.

:And I always go your voicemail when I
tried to call you back! Well, I was just
calling to ask if you've received my
email about the year’s sales projections.

I'm hoping that after you check your

. BWHGIRIT R, SRR B F
®H .

B:HEBKAIREIHE LS RIEREEEHF!

TAITHRERE R —FFRRTELEE X
TAEMHE TR E T HRCF . RE T B
e IR R B KR SR B 4
CIE R 7N
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email you'll call me back if you have any

trouble with the report I set up.

SRR

hang on i 4% play phone tag Hii% B % 7 %%
transfer 5% 3%

E R EREEEER

LEAAF—REGIT L EEARINGKATE AL E0 , ATHIA
HNEHE UEREETEHFH, 90 #H  LE2LAAHETHEN. A5 S
HERFITLHAF, FRIN SN AT L EOAETEE, FIAE G, MM F
Z P,

Dialing the Wrong Number
188 B &

1. Are you sure the one you want is Emily since no Emily works here?
e EERLKWE? BHRMNXIILBRAXDA

2. I am afraid I have the wrong number. R HITHEET .

3. I'm sorry I have the wrong number. # # KT £ F 7 .

4. I'm sorry. I think I must have dialed the wrong number.

Ri#. RER-—TRATHBET .

> s,

HiE 1

A:Hello. I'd like to speak to Mr.Mailer. A fRGF, IR A .
B:Mr. Mailer? B. Mg #h e 7



A:Yes,Mr. Bill Mailer.

B.There is no one here by that name. I'm
afraid you've dialed the wrong number.

A:Oh, I'm sorry.

B:It's OK.

& 2

A:Hello. Can I talk to Miss Anne, please?

B:I beg your pardon? Miss who?

A:Miss Anne.

B:I'm sorry. But I don’t know that name.
You must have the wrong number.

A.Come on. I know Anne is right there. Let
me talk to her. I'm her fiancé. We had a
quarrel yesterday. And we are facing bust-
up. I need talk to her. It's emergent.

B.I'm sorry to hear that. But there is still

no Anne here. Are you sure you have

the right number?

It is 9673456. Isn't it?

:No. Itisn’t. It's 9633456.

:Oh! I'm so sorry to have bothered you.

w o> &

:Not at all.

dial {5
quarrel WhZE 535 s Bk 5l

A:

B

o]

= > ® >

= > W

OO0 WmEHD

B, HR -t A

XILBEAEX A BAREEBRES
wmT.

L X AR

RER.

RS V5 O 3K HE 8 YR /NH B
HHK L R AZ /N EH 2

LY/ NH .

SEARER , AN AN AR —E K
ST,

JEFE, AE T AEAR L, 1k 3 A0 it 3@

I, HORMARGE R RITERWRT,
HE 4> F B . 3RE 8T E MR
ROXHERZ.

XF FARATT A TR BRI (H X B

WA LY XA N ARBE RIS T 2

:9673456 , A Xof 1 7
AN X HLRE 9633456,
JHR Y ERRANE TR T
ERR

emergent 'Z 2 (1)

IR B IR

I AL IE ANKE D LRIARPA. L EZRAEG  XRAHA
kAR bt 5 AT A A X4, EFE L. fEARM L ERLET S
HLEAX(:Z2 . AN .FFLBBEIEATHEEXEAHA, B, 2778
ER, R E AT CEAARFILR. FERFOETEE.,



