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UNIT 1
@eginniry

| a call
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&% VOCABULARY (L)

N W N = g e W N

[NRCV RN\ B

CONTACTING SOMEONE

call (someone)

ring (someone)
phone (someone)

get hold of (someone)
speak to (someone)

busy f

not available PN 21N

not here/free R/ HE

not at his/her desk AENAE

on another line &4
B

6
7
8
9
10

(GRAGR)
e (A

BE (FAN)

5 (XA &if
discuss something with (someone) 5 (FA) i$iERS
put someone through to (someone) {E¥ A#IHIFHEE -

NOT AVAILABLE (FREHIE)

ina meeting
out at lunch
on holiday
on sick leave
has left for
the day

CLARIFICATION (###)

understand
repeat

Eil=
HH

EREF2
A 3
iR
iR
THT

catch something (a word, an idea) ¥ii#% : B}

say something again

Bit—®&



$% EXERCISE 1

Match the pictures with the sentences you hear on the tape. (¥f5%#&
R A €] 1 G LT B A )

o% | EXERCISE 2

() There are three expressions meaning ‘to contact someone’.
These all use the verb ‘get’.
(HENER “HEABR™ 0RET . EFSAIE “get” o)
Listen to the tape and complete the expressions you hear. (1845 BT
RE AT EIR iR o )

a) Getth to Ms Li.
b) Geth o Miss Wang.
¢) Getint w Mr Chen.

(I1) There are several ways of asking someone to say something
again.
(A LA A E R — KBTI )
Listen to the tape and fill in the blanks.
(RIFPFUT R EHE o)

a) Canyou that ?
b) I'msorry, Ididn't______ that.
¢ Pardon?Couldyou________ the number?




¢% | USEFUL PHRASES (% RiAi§)
GREETINGS (Jif#iE)

1 Good moming./Hello./Hi there!
fR./ RHF ./ B

INTRODUCTIONS (/F%H)

2 Hello. This is Mr Wang speaking.
® RREXLE
This is Mrs Li. I'm calling from Yong An Ltd.
KREFAK « NRZRGERLQ TR .
Hi. This is Michael.
18, R Michael.

SAYING WHO YOU WANT (& E#ITHIE)

3 Would it be possible for you to put me through to Mr Li?
ERERNBFRIZALERE, 7652
Could you put me through to Mr Li?
BIRCRNB FRIBAERE .
I wonder if I could speak to Mr Li?/May I speak to Mr Li?
RESTFEERED?

I'd like to speak to John, please.
S5 John iHiFE .

John, please.

HY John BT EBE -

Is John there?

John 18 ?

NOT AVAILABLE (Fg82i%)

4 Oh, I see. Thanks anyway.
|, RHH o BHELER o

* The phrases are listed in order of formality, starting with the most formal.

(AT A G AR IR IEEEHY, UREHHE )



Good morning. Chen and Associates.
B4z . iX B & Chen and Associates »
Hello. Chen and Associates.

R4 o 3% B & Chen and Associates -

Hello, Mr Wang. Who would you like to speak to?
e, EHA . R 2

Hello, Mrs Li.

e, EFKK .

Hi, Michael.

ME. Michael «

I'll just find out for you, sir/madam.
REAEBRELRE

Certainly. Just putting you through.
HE), BEBGHE .

Of course. Just a minute, please.
g1, WE 2.

Hold on a moment, please.

BN .

Okay, just a moment.

bR, H% .

Sure, hold on.

7, Pl .

Unfortunately, Mr Wang is in a meeting.
RAE, EEREEEN2 .

[ can’t seem to find him.

RFEEREME .

You're welcome.

LS




o% | EXERCISE 3

Listen and fill in the blanks. (RIEFFTFEHE )

A: Good morning. Joyful Corp.

B: Good morning. Mr Li
I'm Hitashi Co in Japan.

A: Howecanl__________ you?

B: I'm trying to get Mr Wang,. Is he

?
A: for you, sir. ... Hello, are you
there? ,MrWang

is not availableatthe . Would you like me to
put you Mr Tan?

B: Yes, please. Thatsvery _________ ofyou.

A: You're welcome.

&% EXERCISE 4

Match the two halves of these phrases and then put them into the correct
order as you hear them. (¥ LA T idiFMFEBSH——XIhL, RRIGHR
B F T R AN MFIEETIERER - )

Modern Company.
Good morning ® savailable?
Good ¢Can [ help you?
Would you like me to ¢ emorning.
ThisisMrLi* eput you through to Mr Tan?
I'm trying to * chere.
Unfortunately, ¢ «find out for you, sir.
I'm calling, * svery kind of you.
Ishe s swelcome.
You're ® «from Hitashi in Japan.
Yes, please. That's ® estill there?
Hello, are you *he’s not available at the

moment.
I'll just ® +get hold of Mr Wang,.



3% ' CONVERSATIONS (%&i%)

ASKING FOR SOMEONE  (#%A)

Formal (1£:{)

1

Good mormning. This is Mr Wang speaking, from Tai
Koo Investment Company. I wonder if I could speak
to Miss Lin?

By all means, sir. I'll just put vou through. (Pause)
Hello? Are you still there?

2%, &R Tai Koo Investment CompanyfI L %% .
BRI .

by ERE L JRO SR . (RIRG MR fREHER
g >

Yes, I'm still here.
Unfortunately, Miss Lin is not available at the moment.

e, BB
AT AR, M/NHBLE S REHE LS -

biformal (i)

2

Hi. Mick here. Is Tom there?

If you'll just hold ona minute, I'll see if he’s here. (Pause)
Hello. Are you still there?

B, HR Mike. Tom &EH ?

EE-2)l. REEE. (WE) R, KEWEG?

Yes.

Tom's just popped out for a minute. Can you call back?
Sure. Bye.

2 .

Tom Wit % o it -2 JLEITRE .

B, Bl .

l\l



Standard '(ﬁ?E)" o

3 Hello. It’sMnunhem l'mcalling&omluékyCard
Company in Seoul. Could you put me through to Mr
Li, please?
- Of course. Just a minute, please. (Pause) I'm afraid
- Larry’saway on business this week. Would you like me
: toput ou through to Mr Wang?
a:&#kﬁ: MR Lucky Card Company$T
@.ﬁ* WABRETRE .
ﬁa ﬁ%“é)ln ° (HF) ﬁ?gm La.ny H‘/\i'f °
ﬁéﬁﬁﬁi%ﬁiﬂ@ ? :

I'm sorry, I didn't quite catch the name.
Mr Wang. He's Larry’s assistant.
Hre, BRATERRENET .
EAE, MR Lay MBF .

~ Oh, yes. That would be very helpful. ©
W OFN.

-Standard (P )

4 Hello. I'm trying to get hold of Miss Tan. Is she free?
. I'lljust find out for you. May 1 ask who's allmg?
w RmRwiE, w8
i ,“i lﬂlﬁlﬁ‘ﬁ"‘fﬁ 2

%3 My Li here. S
Just a minute, Miss Li. (Pause) I'm sorry but Miss Tan
on ano 7;:' liﬂs at?thr ‘moment. Shall I pnt you

‘15*".

| {’gﬁl ik, mma:m_

No. lt’s okay Tlunh anyway
*ﬁ? Wil .



COMMON ERRORS (% Mgi#)

1 Afraid
x 1afraid he isn't here right now.

V' I'mafraid he isn’t here right now.
Afraid AREE, TREEAWE, L5 4E tobe EH -

2 ‘Back’ and ‘i’

x Sorry, she’s not back yet.

v Sorry, she’s not in yet.
WA ABRRBLL A4, FEk 3T, AT DU
) RS KIERARIAALE, HEERR 5 .

3 On another line
x He’s in another line.
N He's on another line.
Telephone #ii F /1 i3 . on . il - He's on the telephone.

4  Gone to lunch

x I'msorry, she goes to lunch.

N I'msorry, she’s gone to lunch.
Goes MIRIEREE T . —BBARH FRABFEFHES . H:
She goes to lunch at 12:30 every day -



10

TELEPHONE TIPS (#T®i%#5/)

REGISTER (if#k)
(See Glossary p. 109)

TR (R A8 5 A Y E AR  — WS, e
KRESHRER . Rk, REGKELBMENRER .

EORIE IR R i = R ey ¢
1. Who are you in relation to who you are speaking to?
(RSN HRA2KXR)
- subordinate? (%)
- boss? (E#)
~ colleague? ([7]¥¥)
- adult/child? (A /%)
2. Who are you talking to? (% /i &iff)
- subordinate? (F4)
- boss? (£#)
— colleague? ([]¥¥)
- adult/child? (A /&)
3. What are you requesting or talking about?
(PRER 2 8higieft 2)
- a difficult/delicate topic? (—/NEERT,/ MibHE
o)
- an everyday or common idea? ( H # #9580 86015
)

- a big favour? (#AH")

U RARATVESR e BORBRAE 1 ALV, — BRI i
AR .

% | EXERCISE 5

Classify the phrases you hear into formal (1) and informal (2). (¥
VT E|8yia 5 5 RIEL[Y MFEX2] )

a)
b)

<) e)
] 5 ] b ]
3 4 ]



UNIT 2

Waiting and calling

back
SR5HHE




