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Placing a call.

[ rlas AN

Introducing yourself.  EH T/,

1. This is Dave Van York from Metro Trading.
Metro Trading ® Dave Van York & 1 L £,

2. Hi, my name is Paul Drucker and I'm from Faster Network.
H L b L, Faster Network @ Paul Drucker & H1 L &9,

3. This is Kenny Clinton calling from the Law offices of Hanson and King.
NI &F U TIERERBITIOr =— - 7V P EHRLET,

Calling on behalf of someone. {LEECEZET D,
4. Hello, my name is David Austin from Metro Trading, I'm calling on behalf of our President Mr.
Johnson.

ZAZHBIE, FAIA MBSO TEY R A —AT7 4 ERLET, BHEREOTYa v 0T
ROV ELT, BEFEL LT E LT

5. Mr. Kim, the President of our company, asked me to contact you regarding our new product line.
M ARROF DIRDOVEL T, BREBDOH LWL T A oW T ZHfEEL BiF72< BE
REWTZ LE LTz,

Asking for someone you know. 15 72 W A& RIS 5,
6. Hi, Can | speak to Peter Kennedy?
Peter Kennedy S A Z BFAVVTE £9 7> ?
7. Hi, May | speak to Jennifer Gonzales?
Jennifer Gonzales S A ZBAWNTE ET 0?2
8. Is Jennifer available?
V=T 7 —3AFNE 5 L WNET D,

Asking for someone you don't know. 1572\ AR5,

9. May | speak to someone in your international sales division?
S D B RENWTEE T VDTN,

10.Can | speak to the person in charge of your steel purchasing department?
AF— VIR O ZHYERRE BEETEEEATL X 9Dy

Receiving acall. #EiEx=T 5,
11.Good Morning, Good Afternoon, Good Evening.
BIIEH>TI0ET, ZAEBIE, ZARAL
12.Platinum Corporation. This is Jeff Barrow, may | help you?
Platinum Corporation TZ &\ ¥4, Jeff Barrow L E4, THMZED £,
13.Who's calling please?
EHLHLIETTN?
14.May | ask your name?
EHLLIETTN?
15.Who would you like to speak to?
ERTATBHITTLE I N
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Transferring acall.  EFEZHY &<,
16.0ne moment, I'll transfer your call.
ML DTHRS T3,
17.Please hold while | transfer your call.
M DHDTHRFS>TFIW,
18.Let me see if she is available.
RV LETOTLIELLSBRLITEI N,
19.She’s on another line, would you like to hold?
BOBEFEIZHTE LD THEHLIZRD £ 2
20.Let me transfer you to an English speaking representative.
K TR CTE2HYFICBEET LET,

Explaining why the call was transferred to you. &FE2NELY IR 272> 2B 2 # T 5,
21.My name is Miho Nakamura, I'm in charge of correspondences with our international clients.
IR T HLTERLET, WHDOBERRE DHEEEZHY LTk £7,
22.My name is Miho Nakamura, | handle our English speaking clients.
IR T LT ERLET, HELBHE LICRD2BEMKROELEZ LTEBY £7,
23.My name is Miho Nakamura, I'm the head of International sales.
IR T HLTERLEY, FEREESZARSETWIERZNTEY £,

Explaining that a person is unavailable. R{ETH D EEIEZ D,
24.I'm sorry, he’s not in right now.

HLRZSWETEAN, ZEWEAHLTEY £
25.I'm sorry, she’s in a meeting.

AR T,
26.I'm sorry, she’s not available at the moment.

AL AT IR TR,
27.I'm sorry, he’s off today.

W L IIAH BIRATT,

Asking for and receiving information. Bz ROD, ZITHD,
Asking for Information. 1E# %155
28.Can you say your name again please?

b O —EBARZFE S THEE LT N?
29.What company are you with?

DA BV W LET ?
30.May | ask what this is in reference to?

RAD ETH, THHEZBFERNVLTHEALWTL X 9D,
31.Could you fax us your brochure?

N7y b7 7 97 AL TWERITEEATL X 9D
32.Do you know what time he'll be back?

P DMATRFIZ R D D ) £372 2
33.May | speak to Kevin Jefferson instead?

T Y 12 Kevin Jefferson & A& BFEWVLTE 90
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Explaining Relationships. Bt & &3 5,
34.Hi Mr. Stein, we met about 3 weeks ago at the convention in New York.
ARAL S . 3BERIC=2a—T—7 Dar Ry g U TEBEREIChD) - TUETT,
35.I'm an associate of Mr. Tanaka, he suggested | call you to discuss our new product line.
FNTZ T I ORETT, LW T A O TEFHEL LTI E I e, ¥ T TOMIATERE
L BT E LR,
36. Mr. Kronish introduced us at the Japan America association dinner last week.
B, BRT AV IHEOIBOFETr/ o=y a2 ZADDL TR W WEETT,

Giving Information. &R DL
37.I'm calling because I'm interested in your new product line.
EFEOF LWL T A 2O TEREEZ AW BEREEL RiTE L,
38.My company produces springs for use in heavy machinery.
WAHII KB DO AT PR EFEL TR £,
39. My company is based in Tokyo, but has branches in 10 countries including the US.
FLE S DOAFLITHIL T2, KENZS 10 DJEN TS WET,

CD2

Making and changing appointments. 7 RAL e ELD, BHET5,

Making an Appointment. A& & 5KIRET 5 I KREZTDH

1. I would like to meet in person to explain the products in more detalil.

LRIZOWTEHE LS BEE LIEWVWD T, BEEBEWTEEEAN,

2. Could | come by some time and give a presentation?
BETEORIfHE ST, VBT =2 a 2SI TWERTEEALN,

3. May | make an appointment to see you next week?
KEBENTEEHEATL X ID,

4. Could we get together sometime next week?
RABEZNLTZWD TR, ZHG IV DD T D,

5. How’s 3:30 on Tuesday the 25th?
25 H K H D 31 30 731XV TL X 97D,

Confirming an Appointment.  FIH OHER
6. I'm just calling to confirm my appointment tomorrow.
HHDOBRIROMETIREFWZLE LT,
7. | have an appointment tomorrow at 3:30, | would just like to confirm.
I H O 3K 30 DT BRIRE NN TNDEOTTR, THERIZTBENTEETTL L 9 b,
8. Great, see you tomorrow then.
EO9bHVNEITINET, TNTEHHHE, E2FXLALIEBBEVLET,

Canceling/Postponing an Appointment.  FHE[ D 7= T/ L & Thd

9. I'm sorry, | have to cancel our appointment tomorrow. Could we reschedule it for next week?
REBH LIRS Y FEALNR, HHOBKIHRITBIMYIELIET £, REKD TEEWTHZ &
ILTEEHATL X 9D

10.1 have to fly to New York tomorrow, can we reschedule our meeting when | get back?
EHOLTEHH=a2—a =7 ~mNn) 2 LIZRVELT, EVELTOLLEUDTBENWTEE
AN
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Leaving and Taking a Message. &%/ . %1%
Leaving a message. &S %&5%T
11.May | leave a message for him?
EEEBEWNWTEET?
12.Please tell her that I'll be in Los Angeles next week, and would like to meet with her.
RS BN RIE ) IR ELTZOT, FOB2WVWLIENEBELAL IV,
13. My phone number in Japan is 81-01-3694-4494.
HARTORDOEFEE 1L, 81-01-3694-4494 T,
14.He can email me at k-yamamoto@jjitrading.co.jp.
FLOD E A —/LT KL A% k-yamamoto@jjitrading.co.jp T,
15.Can you ask her to call me back?
ANCERBET DLW LICE > TS NETN?

Taking a message. f&nE %% %,

16.May | take a message?
fPBEA LTESZEITHD T2

17.Would you like to leave a message?
Mo x TRBEEL L O0?

18.Can you spell your name please?
AHTD AN Z R ST ZE0,

19.May | have your name and phone number please?
BAHIEBAEFETZHATHEIWD

20.Would you like me to tell him to call you back?
ZHHIENTET LI, IUBXEL X D0

Placing and Changing Orders. {EX%&7 %, AHE 75,
Placing an Order. 3% L TW5%
21.Hi, I'd like to place an order.
FIEL WO TN,
22.Can | place an order please?
FIELTWDO TN,
23.Do you deliver to Japan?
AARIZHEIE L TET D,
24.How much is shipping to Japan?
HAE CTOERHINS HTT 2 ?
25.When should | expect delivery?
WO TARLESNETN?

Taking an Order {£X %% \T 5
26.May | take your order?
FAN T H 7K £3
27.How many units would you like?
AT BN 27 SC T,
28.Can | have your billing and shipping addresses?
TRERG EBRIT O ZHEREBBEWVL £,
29.Would you like to order anything else?
UETEALWTL X 90
30.May | suggest our new TNT line, it fits in nicely with your current order.
FLESDHF LN INT -G TN T, BUED THEXARICSH, REE L TWD &N ET,
31.Can | fax you an order form and payment information sheet?
THXT7 =L EBIWER— &2 77 v 7 ALTHEALWTT M,
http://BusinessEigo.com © 2004 iKaiwa.com TR DXt CD 121%,2 Kokl CD¥ 1980



mailto:k-yamamoto@jjitrading.co.jp
http://www.eigolistening.com/listmail/link.php?id=bcd

Changing an Order {E L &# A ¥ 3%
32.Hi, | placed an order yesterday for 12 TNT units.
ZATHIE, MER TNT % 12 B2 L72F TT,
33.1 would like to change my order.
THEEAN, BEXEZEETEETTL L ID%
34.Could I change the blue model to a green one?
HFWET AL E TV = DbDOIZEE L TWeET ET0,

Canceling an Order =% % v > &9 %
35.1 need to cancel my order.
FTHEEAN, EXEF YLV TEETTL L DD,
36.1 have to cancel part of my order.
W E—H ¥ ¥ 'L LIZ0OTTNR,

Problems with an Order. i —ERIZOWTERF L =9

37.1received the order today, however there is a problem.
HEXLTEbDOERBNWETE W o TEN, BERH Y £,

38.1 don’t think you shipped our entire order.
EXL7ZZbOR—EENTWARWE H TT,

39.We received an incomplete order.
HEXL7bDEDLES L5 TT,

40.When should we expect the rest of the order?
FROITNOZITH D Z LN TEET D,

41.The invoice price is different from what we were quoted.
FRSREADS AR L E S L5 T,

General Problems. — &% 72 [/,

42.I'm sorry, could you repeat that?

THERA, b —ERYIRL TWZZITE T,

43.Did you say that you will be in Tokyo next week?
FITHITITWD Lo Lo WE Lz,

44.I'm sorry | don't think | can help you, can | have my supervisor call you back in a few minutes?
HLARH D EFEAN, RTEBFEWTHZENTEERTA, LEINLT IV IRLISER
ZLEFTHEEALNTL X DD

45. Could | call you back tomorrow morning?

HElE =B E AL EIFTHLALWTL X 90

46.1'm sorry, | must have the wrong number.

THETA, FLEHELE L,

Ending a call. #EiGE#& 2z 5,
47.Sorry, I'm tied up right now. Can | call you back in 10 minutes?
TOARIV, BB Lo EFRHFERVATT L, 26600 10 0%IZNTET LN 2 & T
XALWTTN?
48.Would you mind calling back later today?
BIFEBHTE LW =T ETN?
49. Thank you for taking the time to speak with me.
BEHEEIDLHOVNE S TSN E LT,
50.1t was a pleasure speaking with you.
B TETETHLRAERTLL,
51.I'm looking forward to seeing you next week. Have a safe trip.
RKEBEZNTLOZEK LRI L TVWET, BXZ2T T2 THo LR,
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