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' Daily Business

BEES

; 33 1) e S ————
' Linit ] } Business Calls

: P -
EEEA o o it
3 § A: Good morning. This is ABC Company. What can | do for you, please?
. B, XBR ABC AT, BEREHATURENT?

o B: Good morning. Is Mr. Liu here?

. 8113, WRNEEER?

A: Please wait for a moment. |*Il put you through right now.
EHE, RS LBIERYE.

(A moment later)

@ 7=/

C: Hello. This is Liu Ming. May | know who's speaking please?
1843, BB, BEERBI?

A% |1



| omER

put through 2§ incharge of R

sfoff training BT 24| submit gy, FAX

feedbock  p, AR holdon  BUENT
leave o message B check the number  #CE8

o i Ml

W This is .. of
This is Sarah of South Textile Company.

RERSHRADNFEAL,
W This is ... calling from
This is Billy calling from ABC Company
BRM - FTRET e
- BEMACAZIRMHEH, 0

] ‘ I,"LILE'I‘Z.\

VHARBEBS OIS

— S - =

. J\"FEL,” 2

\

AHello. ThisisLin Feng of the Sales Department. May | speakto Billy, please?
1845 RRHEBINOME, RTURLFESGe

B: I"'m sorry, but he is not here right now
R, IR

A: When will he be back?
i ABHEDISR?

B: I'm afraid | don 't know.
AERR, REAE,

A: May | leave o message please?
BEB TSRS

B: Of course. Wait a minute, please. I'll get a piece of paper (pause ) OK,
please carry on
=R, BT, RESHA. (BIDSB T, &,

A: Our new client Mr. William will arrive in Beijing at 5:30 p.m. tomorrow
and | would like Billy to meet him at the airport
BNOHNBCBREESTERTF 5 : 30 KR, RBLLLA
ENIZEA,

J
|
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Daily Business

BEES
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Unit 1 lBusiness Calls

Eﬁ%?&l‘a“#’ %Lﬁ/@ﬁ-f-ﬁﬁi# ?T%lﬁmﬁ%&lhﬂ‘]ﬁ D
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® i g5 it L
A: Good morning. This is ABC Company. What can | do for you, please?
BB, XERZ ABC AT, BRBEATURBEIGe
B: Good morning. Is Mr. Liu here?

B 5, BaXEEER?
A: Please wait for a moment. I’ll put you through right now.
BHEE, RE LSBT X,
(A moment later)
& 5T—=/0)
C: Hello. This is Liu Ming. May | know who’s speaking please?
B , REXH, B2 EL?
B: Mr. Liu, my name is Sally and | am in charge of staff training. | have rung
you before, and 1’d like you to submit the feedback sheet of the staff

training.

NEE, RRARR TBIINFERN, QASRINEE, BB LR

2 | IRMEBASOBE



RTBIIBRIRER,
C: Oh, I was very busy these days, and |I’m sorry that | totally forgot this
thing.
B, XEXRERIC, & T XHSE, WREeld,
B: Well, please send me the feedback sheet as soon as possible.
B, BRRERREZZEGRE,
C: OK. | will send it to you via e-mail right now.
B8, RXMGHMRBH,
B: Great. Goodbye, Mr. Zhang.
ABT . BI,KEE,
C: Thank you. Goodbye.
HHEHR, B,

put..through & in charge of AR g
staff training & Tl submit . EAX &
feedback n. IR hold on BT E:D
leave a message 8BS check the number #&3XSH ‘5”
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, g

® i)l

W Thisis ... of...
This is Sarah of South Textile Company.
BB 1 -

BEEAOHRNTINGTAL,
M This is ... calling from...
This is Billy calling from ABC Company.

Completely Conquer Spoken English for Business | 3



B2ZM e oo TSR -
FZM ABC A TFTRBILLF o
Il Could | speak to...?
Could | speak to Mr. Brown?
FILURD--- - FHHEIB?
FOURREAT LTSS
Il Could you connect me with the person who...?
Could you connect me with the person who is in charge of overseas
orders, please?
BERBRERSG - - BAL?
REERRERSRARBINTREIAIL?
Il Who'’s speaking?
ST VA
Il What’s the matter?
BOBEHAS?
Il Please hold the line, and I’ll put you through.
1B ENT, RERBRE X,
Il Hold on please, I’ll go and find ... for you.
BB EERT, RABME -
Il I’ m sorry ... is not here right now, could you please ring back later?
REBMR, - - MER, AR LB B BT KB
Il May | leave a message?
REBTERIE?
Il Could you tell ... to ring me back later?
mEell- - - 5 ROBIBIE?
Il That’s part of our service. I’m glad to be of some help.

X2EMNADAZE, 8HELICHREI

4 | IRBEBS OB



Il I’ m ofraid you have got the wrong number. Will you check the number
again, please?
ABRR,BIEBG T, LEBZX—THIESBIBe
Il There must be something wrong with the phone. | can’t hear you clearly.
BIE—ERBLE THAER., RITRNBMRH A,
Il Could you speak louder?
REERRAIRIB?
Bl Could you repeat please?
e E —Eiee

® b2l
A: Hello. This is Lin Feng of the Sales Department. May | speak to Billy,
please?
s, BB HEBI MR, FO AR EER?
B: I’m sorry, but he is not here right now.
RIEM, WIMERE,
A: When will he be back?
ot ABHEDR?
B: I’'m afraid | don’t know.
ABRR, HBARE,
A: May | leave a message please?
REBTERE?

B: Of course. Wait a minute, please. I'll get a piece of paper. (Pause) OK,

O
Q
<
o
=
@,
=]
(4]
n
7]

please carry on.
HR BRES, BEEXKSL. (B BT B,

A: Our new client Mr. William will arrive in Beijing at 5:30 p.m. fomorrow
and | would like Billy to meet him at the airport.
BRMNOFBERLERTFEXTF 5 : 30 HRILR, HBILLER
ENIZ AL,

Completely Conquer Spoken English for Business | 5



B: OK, to meet Mr. William at the airport ... 5 : 30 p.m. ._.Anything else?
&, BV E - T+ 5:30- - AT INBB?

A: Ask Billy to bring relevant materials with him.

OUEERITE AR,

B: Yes. I’ll let him know.

B, B SFME,
A: Thank you very much. Bye.

FERE, B,
B: Bye.

BN,

6| IRBEASOBE



Unit 2 l Business Faxes

mELESEFRER.

GESNEFREFARERREARANRBRENT, BEE TR
EERSHN,

F—% LELEN A RRABTRAZENF,

BH KRS AERIEER,WH“B"EFRE, RRECENR. FER
YE R “send”BI T IEIEEB T, FHEMNLEZETER, FWE
‘BT —EM S, EAERE M. MRWETE, BIERRFMT,
mEE.

ﬁ%l&f’r‘iﬁ?&?ﬁ,ﬁ

.B,Tﬁﬂ(OO)+.§ﬁ55(ﬁﬂ“P.E 86)+i‘lﬁ|X|Z“'5(|X“5'"IEE’]
‘0% 18)+E E BT |

O
Q.
<
o
c
@,
5
®
n
7]

® it sain
A: Lisa, Could you please fax the invoice to me?
D, MR BRERERIRE?
B: OK. May | have your tax number?
B, ESIRRIEUERESHEIE?
A: (010) 6754302X.
(010) 6754302X,

Completely Conquer Spoken English for Business | 7



