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1. Answering Phone Calls
(] 3%

@ Getting Phone Calls

g
A:Hello. This is ABC Inc. B:Yes, I'd like to speak to
May [ help you? #8,X your sales  manager,
& ABC 2 1), REEN R please. R, REFHL
C ) A8 % 2 Eikg,

A:May | have your name, B:Yes. My name is Jerome
please? i Al {7 ¥ ok K Dudlley f2#&, HE® %4t
Z? ¥H,

1

(1)1 can’t hear you very well. Please speak a little louder.
R AERERIE, FAF — &,
{2)Please speak a little more slowly. #Mii18— 4.

@ When the Person Cannot Answer the Phone

T EBITERIE
A:I'm sorry, he's on anoth-  B: Well, then I'll cail again
er line at the moment. in a little while.  #F#y,
MAE BEARFHGH  HARMEHITR,
W,

(1)I'm afraid he’s in a meeting now. R B0 (b B L ELEFF

%0

(2)She has someone with her right now. MBEEHEEA.

IDJIUNLIO) X0J UOTIESIAAUC) YsTiSuq
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(3)I’'m sorry. He's not at his desk. #5E, B RFEHAL L

(4)I'm sorry, but he’s out of the office now. Xt AR#,{E4b
REREDDNE,

(5)She’s not here now, but she should be back by 3:00.
WHRAEREXE , HMSE 3 KPR,

(6)I'm sorry, but he’s gone home for the day. XAz, s
EEET,

(7)She’s out of wwn on a business trip. She will be back
next Monday. i HERTT, AT B —E%,

@ Connecting Phone Calls
¥EmiE
B:Could you give me the in-  A:Hold on a minute, please.
ternational division? % HERRE,
80 R B B B ] g

(1)I'll connect you. KB/
(2)T1l put you through to Mr. Chen. B2 HEIRE
4,

(3)T'll get him for you. Rt Fises,

@ When You Are Speaking
HiRiRiEat

(1)This is Mr. Chen. REBEK4.

(2)Speaking. .

(3)Thisis he. HEf,

@ Asking the Caller to Call Again
BER™AEITHR

(1)Could you call back in 30 minutes?  ### 30 NS E
TR FGT



AWERERIS

(2)Would you call again tomorrow morning? — ##REH X
TR G?

(3)Would you mind calling back in the afternoon? F4H
TR EG?

@ Notifying the Caller of a Wrong Number
SR FITEESE
(1)I'm afraid you have the wrong number. RENI#RITE
SBT,

(2)You must have dialed the wrong number. R—EATeE 2
BT,

2.Taking a Message
BAafs

@ Taking a Message
Bos
A:I'm afraid she’s tied up at  B:No, thank you. I'll call a-
the moment. Shall I take gain. K, iR, RLH
a message? RBHR Tk,
EXERS B, HKATUHEOE
g2

(1)He’s in a meeting right now. Is there any message?  ft
REEEFS. AEERY?

(2)Would you like to leave a message?  HRED O

(3)Would you like me to tell her anything? (RERM &M
— g7

(4)1'll tell him that you called. R4 % Fifls % ik,

VIR0 I0] UOHBSIAUC) YSI[Bury
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@ Asking for Spelling of the Person’s Name
ERBEZF
A: Could you spell your B: It’s J-E-R-O-M-E D.U-
name, please? D-L-E-Y. £ JERO-
REFHE— Fing? M-E,D-U-D-L-EY,

(1)How do you spell your name, please?  #RA#HH% S %
Y E®R?

(2)Could you please tell me how your name is spelled?
HREFRIKH G FERGIT?

@ Asking for Phone and Fax Numbers
ERGBIEMENSD

(1)1’il have her call you. May I have your phone number?
REBEMITH IS AR, H RO RiESm
(2)I'll ry to contact him. Does he know your number?
RETRBREEM, Mo e 2 mngy
(3)1'11 have him fax you. What’s your fax number? =~ 2
M AR, R RSB L8

@ Having a Person Return Communication
EARN BT

(1)I'll have him call you when he’s available. ftb £ 8y B 4%
RAMMITR IS5,

(2)Shall I have her call you as soon as she’s back?  #i— [
S BB f 3T R 3F 4 {5 dp g 0

(3)1'1l tell him to fax you as soon as possible. #EthEm
REBR,

(4)1f it’s urgent, you can call his cellular phone. tBE#H A
¥ BT s i,
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(5)He carries a pager, so I can have him call you back. 4t
HAFPOBL, B7 LR TT LA o] ftb (B 4

(6)I'll have Mr. Chen email you the information. R#X
BORHE R A W TR IR A BR R

3.Making Phone Calls
FTRIE

@ Asking for the Person
B AT
A: May I speak to Mr. B:I'm sorry, he’s in a meet-
Green?  ###ksLE ing at the moment. %A
W7 B fEMEEFS,

A:All right. ['ll call back in  B: He never seems to be in
an hour or so. M, R the office. How do 1 get

—A et I AT, in touch with him? 4
HRAEDLZE, RERN
fil B 2 8

B:Let me give you the num-
ber of his cellular phone.
HREAN BB ESE
B,

(1)May [ have extension 123, please? &% 123 4 4-HL4F087
(2)Would you please connect me with the Sales Department?
BRI 55 3o

@ Asking to Be Called Back

ERERIE
A:Would you ask him to call B:Yes. Let me confirm your

J0JIBUIUID)) JOJ UONIBSIIAUO)) YsTjduqy
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me back? ¥ # & VR ik name and phone number.
Bl b E AT 7 B, bR A—THN A
FHHIE S,

A:Tll be going out, but he B: All right, then, would
can get me through my you give me the number?
cellular phone. H @ = G, B4, BRARED
HE EBibor LB ST fyag 9
ERIR,

(1)Please tell her to call me at work. W& PFi4T 4 i5 %
BITENT .

(2)T'll be in my office if he’d like to get hold of me. W%
AR S ROt DT,

(3)Please have him fax me when he gets in.  fh# ko, #
s HA#R,

@ Asking How to Contact a Person
AR %

(1)Does Mr. Smith carry a pager? SR S A R AR
LU Y

(2)Does Miss Jones have a cellular phone? B /NMAHB
S iggy

(3)What is the number of his cellular phone?  fhiwEshe
WESEEELR?

(4)Is there a phone in his car? % - % R iE g o

(5)Would you let me know his Internet address?  HiRIE
ik 8 TEEE D £ P A 45 R R T 2

@Leaving a Message
sl
A:May | tatk to Mr. Chen? B:I'm sorry, he is not in the



BVREES

£ 48 1k g s office right now. %R
B, EAEREPLER,

A Please tell him to schedule
the meeting for next
Thursday at 4:00 p.m.
BEHEFALEHTENNT
F 4 KEEU, :

(1)Would you mind taking a message for me? %A ENR
B4 O fEng 9

(2)Could you take a message? #1488 11 {2 tFng 9

(3)Please tell him I called. #&FMTR K it Hi%,

(4)1'd like 1o leave a message. A @14z,

(5)Tell him the meeting tomorrow has been canceled. %
ViR S WE BN T .

(6)Did Miss Jones receive my fax? B /NMEB B TRNE
g

(7)1 will leave a message on her voice mail, then. 4R
BRIEREREBHBERE®E,

@ Making an appointment
b E)

A: I'd like an appointment B:I'm afraid I have another
very soon. How about appointment at that times
Thursday tomorrow? How about Friday after-
REGHREY . IXED noon instead?  REMAIE
mektr HNRABHA, BPWATSH

ERR?

(1)1'd like to have an appointment with Mr. Brown to dis-
cuss our overseas sales promotions. 88 BB 45 B 54 Fi4Y
Wit —TRITEE L%,

IIUM) J0] UOYESIAUC) Ysi[Suy
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@ Apologizing for Misdialing
HEESEAN
A:May [ speak to Mr. Ruth B: There’s no one here by
Smith? REFEF & that name. XE®AA
W e E A 7 B E

A:T'm sorry, 1 must have
dialed the wrong num-
ber. MAE,R—BHE
SHlBT,

(1)I'm sorry to have troubled you. 1've got the wrong num-
ber. MEREITHAET,RITESHT,

(2)Sorry, I've dialed the wrong number. W, REESH
To

4.Conducting Business

[GE 203

@ Answering an Inquiry
EXiqE
B:Do you have any FED'HS  A.Yes. we do. How many of

copiers in stock?  #Kfi1E them would you like?
# FED---H5 % 5 5 #1157 R, BRATE, R E 20
.2

B: Can you deliver two HL- A:1'm afraid they are out of
120 color printers?  fit stock at the moment.
AW A HL-120 ¥ & NI AN BRI LR,
BLIFIG 2
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(1)We expect the product to come in next week. RfI#HH
EaHTHRED.,

(2)We have at least 100 in the warehouse. R{IEBENEE
100 o

(3)I'm afraid we no longer manufacture that model. R%
HXMBUESRINAFHET,

(4)The model you are inquiring about will be on sale starting
next week. #RIEIHIE S KE T TG #E,

@ Receiving Orders
EZITH
B:I'd like to order the HD99  A:TI'll call the warehouse to
color monitor. R EiTH see if there are any in
HD99 R % 0, WA 0R 38, stock. RMITRED 4

R EEEHER.

(1)May I take your order? AT LA 3% Ay iTHI NG 9

(2)Please tell me the item number if you know it. IRk
MEREFRYE,

(3)How many of the items do you want to order? {RAEE
ITME 5 G R

(4)Please give me your name, address and telephone num-
ber.  FHERRIZES i FHIE SRS R,

(5)Shall I send it to you by overnight delivery service? &
BRE-XBRES AT

(6)Let me repeat your order for confirmation. LR E H#H
IARBYITEL,

@ Responding to the Delay of Shipment
ENREHRANER
B: The merchandise we or- A:I'm sorry. I'll check it
dered two weeks ago has out immediately. X R

PWLC)) 10] UOIESIIALC)) YSI[Sus]
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