
EMPLOYEES IN FOREIGN ENTERPRISE 

PRACTICAL DAILY-ENGLISH TALKING

外 企 人 员 实 用 日 常 英 语 会 话 
MAKING TELEPHONE CALLS

1. Dialogues:
PART ONE
(Travel agent Linda Wang has a conversation on the phone with receptionist Maggie.)

M:  MOELLER ELECTRIC EUIPMENT, can I help you?

L:  Good morning! Can I speak to Mr. Carl Smith?

M:  May I ask who is calling？
L:  It’s Linda Wang from ABC Travel Agency.

M:  Just a moment, Ms. Wang, I’ll put you through… Sorry, he is not available at this moment.  

L:  Is he in today?

M:  Yes, but he is in a business meeting. Can I take a message?

L:  Yes, please ask him to call me back ASAP.

M:  Can I have your telephone No. please?

L:  65432198, my office No., or 13338691305, my mobile phone No.  

M:  Thank you, Ms. Wang. We’ll let him know.

PART TWO

（Carl returns Linda’s call.）
C:  Hello, can I speak to Ms. Linda Wang?

L:  Speaking.

C:  Hi Linda! It’s Carl. How’ve you been?

L:  Pretty good! 
C:  Did you call me this morning?

L   Yes, I was calling for your business trip to Beijing.

C:  So, what’s new? 

L:  We need to confirm your flight with both leaving and returning. 
C:  No problem. I will be leaving on October 31st and back in Suzhou on November 7th. 
L:  What airline do you want to fly with?

C:  I’d like to fly with China Eastern Airline. 
L:  What kind of hotel do you want to stay in Beijing?

C:  Any hotel with five-star will be fine for me.
L:  Ok. Then I’ll make reservation for a President Suite Room in Beijing Hotel.

C:  Are you killing me? It will cost me more than ten thousand yuan a day and I can’t afford it.

L:  I’m just kidding. Actually, you may stay in a single room with 500 yuan a night. You know, I’m trying to save costs for you.

C:  It’s really nice of you.  

L:  My pleasure.

C:  By the way, would you like to have a dinner with me before I leave?

L:  I’d like to if I have time.

C:  Thank you Linda! I sure will give you a call by this weekend.  

L:  Any time.
    PART THREE

（Hank Zeller talks with Assistant to Purchase Manager Ellen for an appointment.）
E:  Ellen speaking.

H:  I am Hank Zeller from Fredriksons Contract Manufacturing. I’d like to make an appointment to see your Purchase Manager.
E:  Yes. Could you tell me what business you want to talk about?

H:  Well. We’re approaching a number of companies with a view to placing cooperation with them.

E:  I’m sorry. I didn’t quite catch you. 

H:  I said that we are interested in building cooperative relationship with your company.

E:  Now I got it, and you would like to meet our Purchase Manager?

H:  That’s right.

E:  When would be convenient for you?

H:  Friday 28th June would suit me, in the afternoon.

E:  Just a moment, I’ll check it with my manager.

H:  Yes, appreciate it!
E:  Ok, that’ll be fine. Our Purchase Manager Mr. Jack Wang will meet you at 2pm, Friday 28th June. And your name is Hank Zeller, your company is Fredriksons Contract Manufacturing.
H:  Exactly.
2. New Words and Phrases:
conversation [             ] 谈话
receptionist [            ] 接待员
travel agency [            ] 旅行社 
moment [          ] 一会
message [         ] 信息，口信

China Eastern Airline [            ] 东方航空公司           
to confirm [            ] 确认   
reservation [           ] 预订                 
President’s Suite Room [            ] 总统套房
be kidding [            ] 开玩笑                 
to afford [            ] 付得起
cost [            ] 成本，开支
single room [            ] 单人房
leaving and returning 离开和返回    
flight [            ] 航班
actually [          ] 实际上
contract [            ] 合同，精密
to manufacture [              ] 制造                
to approach [            ] 到达，接近
view [       ] 观点，意图
to place [        ] 放置，安排
cooperation/cooperative [             ] 合作，合作的
relationship [            ] 关系
exactly [            ] 准确地
3. Sentence Patterns and Expressions
to have a conversation on the phone 电话交谈

can I speak to 我能与。。。谈话吗

may I ask who is calling? 请问您是谁？
to put you through to 把你的电话转道。。。

be not available 没空

in a business meeting 在参加商务会议

to ask him to call me back 让他给我回电

… speaking. 我就是

What’s new? 有什么新情况？
to make reservation for 预订。。。
I’ll be leaving on … 我将在 。。。离开
be back in 回到

are you killing me? 你要我命啊？
I can’t afford it 我付不起

it’s really nice of you 你真好
it’ my pleasure … 很高兴为你服务

would you like to have … 你愿意 。。。吗？

I’d like to … 我很愿意 。。。

to give … a call 给 。。。打个电话

by this weekend 靠近周末时

any time 随时恭侯
to make an appointment to 约会去做。。。

could you tell me … 你能告诉我 。。。吗？
with a view to doing … 意图是 。。。
I didn’t quite catch that 我不太明白

be interested in 对。。。有兴趣

building business relationship 建立商务关系

be convenient for 对。。。方便

it’ll suit me fine那很适合我

appreciate it! 非常感谢
4. Text Translation in Chinese

打 电 话
第一部分：

（王林达与前台接待员麦吉在电话上谈话）

O：墨勒电器公司，需要帮助吗？

W：早上好！我可以跟卡尔。史密斯先生谈话吗？

O：请问您是谁？

W：我是ABC旅行社的王林达。

O：稍等片刻，王小姐，我给你接过去 。。。对不起，他现在没有空。

W：他今天上班了吗？

O：是的，但是他在参加一个会议。需要带个信吗？

W：好的，请让他尽快给我回电。

O：请问您的电话号码？

W：65432198，我的办公室号码，或13338691305，我的手机号码。

O：谢谢，王小姐。我们会转告他。

第二部分：

（卡尔回林达电话）

C：喂，我可以与王林达通话吗？

W：我就是。

C：嗨，林达，我是卡尔。别来无恙？

W：很好。

C：你今天上午给我打电话了吗？

W：是的，我打电话是为你去北京出差的事。

C：那么，有什么新情况吗？

W：我们需要确认你来回的航班。

C：没问题。我将在10月31日离开，然后在11月7日回到苏州。

W：你想乘哪一家航空公司？
C：我想坐东方航空公司。

W：你想在北京住什么样的旅馆？

C：任何五星级宾馆都行。
W：好吧，我给你预订一间北京饭店的总统套房。

C：你想要我的命啊！那要花一万多块钱一晚，我可付不起！

W：开个玩笑！实际上，你可以住500元一晚的单人房。你知道吗，我尽量帮你节省费用。

C：你这样真是太好了！
W：很高兴为您服务。

C：顺便说一下，你愿意在我出发前与我共近一次晚餐吗？

W：如果有时间我很愿意。

C：谢谢你林达！我肯定在本周末给你一个电话。

W：随时恭候。

第三部分：

（汉克。蔡勒与采购部经理助理爱伦谈约见的事）
E:  我是爱伦。
H:  我是弗雷德里克森精密机械公司的汉克。蔡勒。我想约见你们的采购部经理。

E： 好的。你能否告诉我你想谈哪一方面的业务？
H:  好的。我们正在接触很多公司，其意图为实施一些合作。
E:  抱歉，我没有听明白你的意思。
H:  我是说我们有兴趣与贵公司建立商务关系。
E:  现在我懂了。你想见一见我们的采购部经理是吗？
H:  是的。
E:  你什么时候方便？
H:  6月28日，星期五对我合适，是在下午。
E:  稍等，我跟我们经理查对一下。
H:  好的，谢谢！
E:  好了，可以的。我们的采购部经理将在6月28日星期五下午2点与你见面。你的名字是汉克。蔡勒，你的公司是弗雷德里克森精密机械公司。
H:  没错。
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