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(S aaydy

Hello, thisisMr John Black speaking .May/ Could I speak to
Miss Wang, please?

I'd like to speak to Mr Smith.

IsMrWang in?

Thisishe / she speaking.

Who iscalling, please?

Just a moment, please. He ison another line now and will be

right with you.

7. I'llsee if she isin.

8. Hold the line a minute.

10.
11.
12.
13.
14.
15.

Hold on.

Who isthat?

Anna isnot in right now. She isout.
John isnot available at the moment.
He istied up at the present time.
Pllcallherback later.

Tom hasbeen / stepped out forlunch.



16. Could you please leave Mary a message forme?

17. 'm sony. Idialed the wrong number.
18. Extension 215, please. 215

%

Dialogue 1

Annie
Smith:
Annie

Black:

Smith:

Black:

Smith:
Black:
Smith:

Black:
Smith:
Black:

Hello.

Hello. May | speak to Dr Black, please?

Hold on, please. Dr Black, it’s for you.

Hello. This is Dr Black. Who is that speaking?

Hi, Black. This is John Smith. Could you have dinner with me
tonight? I have something to tell you.

Couldn’t you tell me on the line?

No, I also want to introduce some friends to you.

OK. When and where?

I'll pick you up at about 7 30, and then go to that Italian
restaurant.

You’d better come here a little earlier.

How about 7 157

Fine. Bye-bye.

Dialogue 2

Alger:

Boon:

Alger:

Boon:

Alger:

Hello. Is Manager Ma in?

Yes, but she is in a meeting at the present.

Could you leave her a message for me?

Certainly.

This is Alger from the financial department. Tell her we have
received the L/C for that lot of goods. I’ve already faxed the



L/C to her office.

Boon: T’ll give her the message as soon as I see her.

Alger: Thank you.

Boon: You’re welcome.

Dialogue 3

A: Holiday Inn, front desk.

B: This is Mary Wang from the Electronic Import Company. I want
to speak to one of your guests, but I don’t know his room number
and extension number.

A: What’s his name?

B: His name is Robert Bruise.

A: Let me check. Mr Robert Bruise’s room number is 1718 and the
extension number is 718.

B: Can you connect me to his room?

A: Hold on a minute, please.

B: Thank you.
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this is... speaking

I want to speak to...

ring n.

call n. w.

give sb a call / ring

call back

hold the line / hold on

right now

at the moment

take sb’s call

dial .

dial the wrong number
the line is  busy

put the call through

be on another line

be tied up

long distance call

local call

collect call

connect sb to the room

hang up

extension N.

extension number

public telephone

pay phone

toll call

toll free call

receiver n.

telephone booth



overseas call
bad connection
crossed lines
area code
automatic telephone
operator
speak up alittle
pick sb up
2.

could would

Could you please show your passport?

Would you please take amessagefor Lisa?

I would like very much to go with you, but | have to stay at home
to expect an important call.

” “ ”

“ Good morning! Booking office of Northwest Airlines. May | help
you?’
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“ Hello! BBC Company. Thisis Mary.” BBC

“ Thisis...
of ... ”
“ This is... speaking” “ My name is...” “Tam...”
“ Who are you” “ Who is this?”
“ Who is that?” “ Thisis... speaking ”
“ IsMaryin?” “ Iwant Mary
to hear the call” “ May I
speak to...?” “ Could I speak to...?"
“ IsMaryin "
5235781 five two three five seven eight one
522 five two
two double five double two
“ 0 Zero
oh o 978-5625
nine seven eight five six two five

7

1. Complete the following dialogues in pair work:
1 Man: Hello?

Miss: Hello. Could I to Cory, please?
Man: There is no one here

Miss: Sorry. I must have a wrong number.
Man: What were you dialing just now?

Miss: 555-2202.
Man: But ours is 555-2203.
2 Nancy: Hello?



Beth: Hello. Is Roger ?

Nancy: No, thisis Nancy speaking. Roger _ out afew minutes
ago.

Beth:  Oh, hi, Nancy. I didn’t your voice.

Nancy: What do you call Roger for ? May [ you?

Beth: Thanks. Could you him a message for me? [ am at
the airport now and want to meet him for an important
matter at the cafeteria 6 pm today. Would you
telling him?

Nancy: OK. It’s my pleasure.

3 Customer: Excuse me. May I speak to Mr Manager, please?

Manager: Hello. ______ is Manager speaking. What can I do for
you?

Customer: I would liketo_____a complaint.

Manager: Is there any ?

Customer: [Iam unhappy____the slow service in your restaurant.

Manager: I am sorry about that. What can we doto ______ forit?

Customer: I would like them to make an

N

. Substitution exercise:

—

Couldn’t you tell me on the line?

2 Excuse me, I want to make an extension call.

w

He would like to give her a phone call.

w

. Interpret the following into English:
A, ?
B:



w>w>w>w>
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Read the following sounds, wordsand sentences aloud:

1. /i:/ we he she be me see eat free tree three
‘weekend ‘even ‘reason ‘’teacher ’people ’'meeting
ateam leader the Chinese people apiece of meat
Please read it.

Please keep it a secret.
Do you see the green leavesin the trees?
A friend in need isafriend indeed.

2. /il fit it is bit big give live kiss ill st fill
‘city ‘busy ‘vist begin delay return desire
abigcity givehimsix bit by bit little by little
Timisasthinasapin.

Finish it quickly.
It isn’t difficult.
This fish in the river swims quickly.

3./e/ let tell best check get yet wet bed egg ten
'‘any 'many 'very ‘never 'seven ‘ever for'get
ten desks 'twenty cents 'very well get ready



4. lee/

10

Well, let’s get everything ready.

Better late than never.

Ben is wet with sweat.

East and west, home is the best.

cap map fat hat bad mad back gas match
catch man hand bank thank

‘carry ‘'happy ‘'pattern ‘salary 'marry ‘battle
A fact is fact.

Catch that mad black cat.
Hand the bag to your manager.
He is angry but the others are happy.



10.

11.

12.

(S aaydy

Do you have an appointment ?
May | have your name, please?
Mr Miller iswaiting for / expecting you at his office.

MrLambertison hisway to the office, please wait a minute.

Would you mind waiting for a while?

May lask / Can Iknow / Could you tell me what you wish to see
him for?

Sorry. Mr Carterisbusy / occup®d atthe m om ent.He can’tsee
you now .

Il see if he could meet you right now.

Mr Chen iswith someone right now.
Helen’soffice isjust through thisdoor.

Would you like to schedule an appointment thisafternoon?

Mr Thomasisunable to meet you now.

1



