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1-1 BEERATRNEE

Secretary(S) : Good morning, Mr Brown’s office ,Li Ying is speaking.
Jackson(J) : Good moming. This is William Jackson.Can [ speak to Mr Brown for a
moment, please?

S: Morning, Mr Jackson. Just a moment and I’ 1l connect you.

(¥ M 4) Mr Brown, Mr Jackson is on the line.

Brown: All right.

1-2 HAEEATRYEE

S:Good morning, BBK company, Li Ying is speaking.

Ford: Good moming,I’d like to speak to Mr Brown, please?

S:Who shall I say is calling, please?

Ford: My name is Hugu*ford and I work for SSE LTD of Shenzhen.

S:Can you tell me what you wish to speak to him about?

Ford: We want to import computer into China, and we want to know if you are interest-
ed in?

S:1 see. Thank you very much ,Mr Ford. Just a moment, please.

(¥ %) Mr Brown,a Mr Ford of SSE company is calling. He says he want to know if

you are interested in importing computer into china.
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Brown: I see.Put him in.
S:Yes, Mr Brown. (To Mr Ford)Mr Ford, I’ am very sorry to have kept you waiting.

I’1l connect you with Mr Brown.

1-3 HEHE

S:Good morning, BBK company,Li Ying is speaking.

Mack: Good morning, This is Shanghai YHE company. I am calling about that your
company can suppy us tin.

S:The tin is handle by the Sales Department. Shall I transfer your call?

Mack: Yes, please.

S: May I know who is calling, please?

Mack : My name is Karl Mack.

S: Thank you very much , Mr Mack. One moment , please.

(% V5 & Hl) Please transfer this call to the Sales Department , a Mr Mack of Shang-
hai YHE company is calling about the tin.

1-4 ZHHLWEE

S: Good morning, BBK company, Li ying is speaking.

Cabell : Good morning. My name is Cabell and I work for FEH company of Beijing.1'd
like to speak to Mr Brown.

S;T am sorry .1" m afraid Mr Brown is not here at the moment. Can [ help you or would
you like to speak to someone else in the office?

Cabell : I'd like to make an appointment to see Mr Brown sometime next week.

S: Just a moment.I'll just check Mr Brown’s diry and see if I can arrange an appoint-
ment for you. Yes , Mr Brown does not seem to be busy on Tuesday afternoon, Wendes-
day morning and Thursday afternoon .

Cabell; Could I make an appointment for Thursday afternoon, please?

S:Would 2:30 be convenient?

Cabell: Yes ,that will be fine.
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S:1"1l make a note of that, Would you like me to confirm the appointment?

Cabell: Yes, please, you cen contact me any day at shanghai phone number
66385429 .

S: Fine,I'll do that.

Cabell: Thank you very much.Good - bye.

S: Good - bye.
1-5 LEAFAERN LA EEHWE
1-5-1 #—

S:Good morning, BBK company, Li ying is speaking.

Mass: Good moming , Miss Li ,my name is Mass , Can I speak to Mr Brown, please?
S:I'm sorry, 1" m afraid Mr Brown is at a meeting now. Could you tell me what you
wish to speak to him about?

Mass: I want to speak to Mr. Brown.

S:I’m sorry, Mr Brown is tied up at the moment. Would you like to talk to someone
else in the same section?

Mass: [ only want to speak to Mr Brown.

S:I'm sorry, Mr Mass, the meeting is scheduled to end at 11:30 a.m. May I ask Mr
Brown to call you as soon as the meeting is over? May I have your phone number? or
may | take a message so that he can call you?

Mass: The telephone number here is 64897367. Thank you,Miss Li.Good - bye.
S:Good - bye.

1-5-2 #=

S:Good morning, BBK company, Li ying is speaking.

Nathan: Good moming, My name is Nathan and work for HSH company,1'd like to
speak to Mr Brown, please? -
S:I’m sorry, Mr Brown is tied up at the moment . Could you tell me what you wish to
speak to him about?

Nathan: About a urgent matter.
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sorry, Mr Brown is on another line. Would you please hold the line for a mo-
ment , or shall I have him call you as soon as he is through.

Nathan: Well, the telephone number here is 65487935, thank you. Good - bye.
S:Good-bye.1-5-3 # =

S:Good morning, BBK company, Li ving is speaking.

Bill; I'd like to speak to Mr Brown, please?

S:May I ask who is speaking there?

S:Mr Brown is being occupied at this moment. Could you tell me what you'd like 1o
speaking to him about?

Bill : I want to speak to Mr Brown.

S:1'm sorry,sir, Mr Brown has someone with him at this moment.If you can not tell
me who is calling, it might be best for you to write him a letter and make it personal.

I’1l bring it to his attention at once.
1-6 ®FLXMEF

BERERYBEATERAGRAER AR BTFLULR. ERN
AREEEQA Y BE REALS B it BESBRANANLE
Tk BRI ESERER,ITREME LR H, URRICRER
TR REHCRBEFEBFADLEL ik — ERRERLI .

1-6-1 ®i#&Z

S:Good morning, BBK company,Li Ying is speaking.

Robinson(R) : Good momning. My name is Robinson and work for YAH company,I’d
like to speak to Mr Brown, please?

S:I'm sorry. Mr Brown is out right now, but he should be back in the office by 4:30
P.m. Can I take a message?

R:Yes. Please ask him to call me as soon as he get in, please.



S:certainly . May I have your full name?

R:Back . Robinsen.

S:Sorry, I didn’t get that,would you please repeat that?

R:Back . Robinson.

S:Thank you, your name spelt B~ A - N - K?

R:No,B-A-C-K.

S:Did you say you work for YAH company?

R: Yes.

S:Can I have your telephone number, please':?

R:It’s 84679365,

S:1’m sorry,but I didn’t catch what you said, would you please repeat that?
R:8-4-6-7-9-3-6-5.

S:Thank you,Mr Robinson,now shall I say again so that you can check and see if I'v
got it right?

R:Go ahead , please.

S: Mr Back Robinson of YAH company, telephone number is 846793657

R:All right! I']l be expecting his call.

S: Of course, Mr Robinson, now you can be sure that 1’11 tell Mr Brown about this call,
ask him call you as sonn as he get in. Thank you for calling. Good - bye!

1-6-2 ##FREXGTAEX

#i1
Telephone Message
For: From:
Date:: Tel No. :
Time: Company Name:

Urgent/Non - urgent Address:
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Message:
Taken by:
#i 2
Telephone Message
For
From

Telephone No.

Came to see you Urgent
Telephoneed Ring him
Called will come again
Wants to see you will write
Message :

Taken by:

Date: Time:
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# 3

Telephone Message
Message for

While you were out
Mr Robinson of
Telephone No

Telephone . . Will call again
Returned your call Come to see you
Please phone Wants to see you
Message:

Date: Time:

Received by:
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1-7 BEPrwE

BHRBEFERITERKERE N TREFRRENHL BT
MW AYE. BFRK 28155 Personal to Personal Call( ™ A B 3H ) . Station to
Station Call(5 #8815 .M B 817§ ), Collect Call (¥ 77 fif $8 B 3 ) . (Credit Card
Call) {5 i £ #.15 . (Direct Dialing Call) Bk B M E - MAIL, E&BENS
EERYEHARSBERERAKEANTENX, FAFEEE-MAL t
AiBiER, BR MIHEREELEREH, U, BARERNET
L EEN A BRI, :

1-7-1 Personal to Personal Call(™ A & % .48 & il #%)

i E@EARTNEREE, TRXAFELARBEFEF AL Per-
sonal to Personal Call, REEH M HFHRESHMMSL, EFRBHFEMAR
A2, st 97 R E, BT G SR X K LIS S A0 X O HR T AL O, U A SR T B 5F
WHIT R, AT AR BT TR ERFELITUSEERRE,

LT
Secretary(S) : Good morning. Would you put me through to the International Operator,
please?

Operator; Certainly,I’ m putting you through now. . .. .. It’s ring now.
S: Thank you.

0:Good moming. I am International Operator,can [ help you?

S: Good moming,I’ d like to book a Personal to Personal Call to New York, please.
This is Shanghai BBK company, the telephone number here is 58943867 .
I; Shanghai BBK company, 589438677

S:That's right.

I: What number in New York, please?

S:New York 05 685 - - - 54397.

I: New York 05 685 - - - 54397 ?

S:That’s right.

1; What name?
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S: Mr Johnson.

I: New York 05 685 - -~ - 54397 , Mr Johnson?

S:That’s right. Can I book the call for 10:00?

1:10:00...... ves, that should be all right. 1’ Il ring you hack when the call is expect-

ed.Can I know your name?

S: Certaintly, My name is Li ying.

I: Thank you very much.

I:Good morning, Mr Li. Your personal call to Mr Johnson in New York is expected

within a few minutes.

S:Thank you.

I;:Hello...... Is that Mr Johnson?

Mr Johnson: Mr Johnson is speaking.

I:T have a personal call for you ,Mr Johnson, from Shanghai. Hold the line please.

(To Li ying) : Mr Johnson is on the line.Go ahead. Spesk up.

S:Hello, Mr Johnson. .. ...

1-7-2 Station to Station Call( 5 4%, & .= 5 &, % )
BiEEMHTEESEAITHERRE, TXXEETEREN @

EEWBEREL R, H UL B 2 Station to Station Call, A X J # 07 i FF 31 9% .
EHMT

Miss Li: Is this the overseas operator?

Operator; Yes, it is . May I help you?

Miss Li: Yes , I want to place an overseas call.

Operator: Where are you calling?

Miss Li: I'm calling New York , U.S.A.

Operator: Is the Station to Station Call or Personal to Personal Call?

Miss Li: Station to Station Call.

Operator: May I have the number in New York?

Miss Li: Of course . Area code 05 ,telephone number is 685 - - - 54397.



Operator: Area code 05 ,telephone number is 685 - - - 54397, -
Miss Li: That’s right. .
Operator: May [ have your telephone number ?
Miss Li: Shanghai 65798438.
Operator: Shanghai 65798438 .
Miss Li: Right. Could you tell me the time and charges after this call 7
Operator; Certainly .1’ 1l call you back after the call . Would you hold the line ,
please 7
Miss Li: All right ,thank you .
1-7-3 Collect Call( 3+ F 4% % &.45)
HhEr XM aERMEREE, TXXEELEREREFR, X
R Collect Call, RIFE MM HFHMESHAKE, EFRE/BXM T AEH
BEAFUER, XLXBRENHEHR ER KBETREERERLMA
BUETHE,
International operator(I): This is United States operator.Is this Shanghai 65798438 ?
Secretary: Yes,it is. May I help vou?
I:I have a collect call for Mr. Brown from Mr. Johnson of New York.
S:Just a minute, please.
(To Mr Brown) ; Mr Brown , you have a collect call from Mr Johnson of New York . Will
you accept the call?
Mr Brown: Well, I'll take it, but please tell the operator to let us know the time and
charges after the call.
S:Yes, Mr Brown.
(To operator) : Well, we accept the call. Will you let us know the time and charges af-
ter the call?
I: Yes,I will.
S:Thank you.Mr Brown is on the line.
I: All right. Just a monent, please.
(To Mr. Johnson) : Mr Johnson, Mr Brown is on the line. Go ahead, please.



Words, Expressions & Notes

Shenzhen oSl

for a moment -2 L

just a moment St

connect(with) v  ##E &%
tin n 5 Wk

sale n HE hE
department n B R 4 M
handle v e hE
transfer v. % A
appointment n WA AL
convenient a FEER
contact v MR

tied up L3 NP IR &
scheduled V(2 HE)RKH
certainly a YR~

full name 2%

repeat v BE AR

taken by weRA

Received by LR A

operator n EHR EER
international operator BiE % R
overseas a oM B
area code X &

go ahead  H i

accept v X AE

1.Li Ying is speaking.



