VAL 1T )
HLb L, OOTT,
Hello, OO.

Good morning, OO.

Good afternoon, OO.

ELLEETTN?
Who’ s calling, please?

May I have your name, please?

WL b W= ETn?
Can I have your company name, please?

BOEHZ TCONEETET N
How do you spell the name?

May I have the spelling, please?

Could you spell the name for me?

HlzBTFTTMN?
Who (m) would vou like to speak to?

Who (m) are vou calling, please?

BREBLZEW,
Hold on, please.

Hold the line, please.

Just a moment, please.

One moment, please.

BELZETW-ZLE LT,
Thank you for waiting.

Sorry for keep yvou waiting.

TREEB O PRV TEE TN
(May I ask) What is it concerning?
(May I ask) What is it about?
(FLIRHY FHAD) (I'm afraid /I’ m sorry,)
HE, FEiITLTB 9,
She/He is not available at the moment.

HAe, MOBFHICHTEY £77,
She/He is on another line right now.

B

S
0>

g T,
She/He is at a meeting right now.

S

A, BT TEY 9,
She/He is not in the office now.

HIRIZIT> TR Y £,
She/He is on the business trip.

{AJBFIZ R 5 b B 720D T A,
I’m not sure when he/she will be back.

ARBIZROLBWVWTEILR->TEY £7,

He/She won’ t be back today.
TEEIEHD ET

Would you like to leave a message?

Can I take your message?

OO X AIT, EEEWTZLET,
I’ 11 put vou through to Ms/Mr. OO.

I’ 11 transfer your call to Ms/Mr. OOQO.




