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Communication Of

(Group

3} (Person-to-Person Talk),

(Business

Discussion), & (Face-to-Face Interview), 21F&2

IH
ol
o
&1

Meeting), *

(Business

9l

H 1 (Business

0
T

o

=
o ©
SEoL =g

or Briefing),

Presentation
Reports) 10 [t

(Questions &

=
—



Answers), M7tE Sot= (Getting/Obtaining
I.

=
Approval), 74 o o

=
o
o> Mo

F(Price Negotiation),
A E(Persuasion), & Ao ME  go
(Agreement on Terms & Conditions)e O U1
Communication Tool EA ALl AS2, Lt
HM3l(Telephone), JHLHE™3F (Mobile Phone,
Cellular Phone), Fax (Facsimile), 2tC| 2 (Radio), ¥
7| E7|(Walkie Talkie), At (Electronic Mail, E-
Mail), HMX| (Letters), A&F (Commercial
Correspondence), 0|2 (Memorandum),  ZX|
(Notes), A 2AM(Contract, Contract Agreement),
O|gkA (LOI: Letter of Intent; O|ZHELCE M CHAOf
£ & AU A2 Expression of Interest ), szt
M (MOU: Memorandum of Understanding )& 0|
ULE O] SOME EIRHSHA ALEE|7| =20 7t
o 5aA oA H3| L7|5t0{oF & RE0| Taly
SOE Fofolct.

1 d=tE 25 MiME &
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ZX|E F[oHOF SHCE 40|
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Any kind of formal and official appointment such
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as business meeting or personal interview should
be prearranged through E-mail in advance. After
that, you follow it up with the person in charge.
When you make a phone call to the person you
want to talk to, in most cases, you would go
through receptionist or his/her secretary and you
will be asked about your name and company (51)
in advance: AFEO)|, D[2[, X, prior notice A
S5, without prior notice: AIM EE gl0| at
short notice: &5t (F2) follow something up

(with someone)=follow up with someone on
something £010] sl F=ToIA Eolsict 3



ZXIE FHSICEH (F3) person in charge EEXL
Manager in charge EY O{L|X| Director in
charge ©Y O|AHZ ), Department in charge &
FEN (T4) make a phone
call=telephone=ring=call=give a ring= call
someone up M 3}SICH
HEzlE & 8R0= oC
o

o =13
T o

2{5t0{OF ot, Yol 2&d0[Lt = ATl H
7t %
~
A
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H

ox rIr

2d= flol ®otxp ot= LHE

2
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(point by point=bullet points)
down=put down=jot down=take down) &2}5l=
& Zo{Of ot} d2| efy Xpa0reh ¢

J

Joigel Het #Hizs RS E9, e T
(Hunting Line)S SoliM EBEAt S=tE #Y 8
7, fElket AES2 §40] 97| 2o



gt SME HnX HA YAt HZ0| &
|2t Oj=0|Lt 73, OfAlOt & CHF=2 =_1*7f01|
Mz ugo| g|Al o|FH O|FS & =0 &

CEAl BIMOA| HEEE BROE E =
m2of eltjao] Eci Easict.

>

0127|

ME0M Hetote LZE2r2 AIH, Smith ME
HHY FHAIR

Good Afternoon. This is Nicholas Kim calling
from Seoul, Korea=I'd like to speak with Mr.
Smith (= May | speak to Mr. Smith? = Can | talk
with Mr. Smith, please? = Would you put Mr.
Smith on the line? = Would you put me through
Mr. Smith? = Could you transfer me to Mr. Smith?
= Could you connect me to Mr. Smith? =Could
you get hold of Mr. Smith? = Mr. Smith, please.
(%) Mr. Smith, extension 007, please = May |
have extension 007, Mr. Smith, please? = Could
you get me extension 007? (7L HZE & 4

%)



Ao X2 FFA[E?

May | know who is calling? = Who is calling,
please? = Who is this, please? = May | know who
is on the line? = Whom (Who) do | have on the

line? = Whom (who) am | speaking to?

EMS 3|AFC| Nicolas Kim® L|C}.

This is Nicolas Kim of EMS company & | am ---

Ol2td SFH Otz 1 &4 This is --- 2 A|&g A,
My name is --- = F&S}ICY

Name(O|£)dt  2&3}0]  Real name(X3H),
Common name(&3) Fictitious name(7t'#), Nick
name(2d), Short name(2d), Pet name(0f &),
Stage name(FCH F), Screen name (OF)
Alias(2 %), Pseudonym name=Anonymity(2d),

Incognito(2 H 2 2), nameless(0| S 8l &),



namely(=that is to say=i.e.=%, CtA| E3s}H),
Name Card(&%), Name Card Holder(Eg H),
Name & Fame(O|E1t HA), First name & Middle
Name= Christian name=Given Name, Family
Name(=Sir name), Catholic name(®F1 ),

the name of the father, and the son and spirit(‘d

= 884 0|5,

Name it, please! (2X| ZH5{EH ) How do | name

you ? (&S OEA =¥ & 7tK?)Did |
misname you? (W7} 4l O|F§2 EX =RILt
27), name after=name for(-+T2| O0|E2 A
T FH St

to name but a few (20| €A & = g2 TS
H2) ID(Identity card, MEZF, FUSEF),

o
Social Security Number ( ¢, 2|8, ¥E2AFS

oloh Al2|2F R 2),

Unidentified (4 0]42]), UFO(Unidentified Flying



ObjectH|ATHAl 22 0|22l HIASH))

ot " F= 27 o nel SFR0 25HH
" Ol2t BYI2=AM  "According to high-ranking
government officer, who asked for the anonymity"

o SAISHA SAIZ0| AhF A0l ASE

n

"who spoke on condition of anonymity" "who

declined to be named "" who did not want to be

identified ""who spoke on condition that he

(should) not be named "S0| US.

CHA| 22 SIEAIAS LN

Pardon! = Beg your pardon= | beg your
pardon=Could you repeat it, please? = May |
have it again, please? = Would you say that again,
please? = Sorry, | didn't get it. Please tell me
again=Sorry, | didn't catch it. Please tell me one

more time.



MF W4 47| Foj: o| Mt
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Do you hear me? =Can you hear me | & &2l
L|?

Sorry, | don't hear you clearly =1 don't hear
you well=l don’t hear you clear. Would you
speak (a little bit) slowly and louder? & ¢t &
g|=0 ¥ IA I FAMAL? & clear

£ 2L

How do you hear me right now? Is it OK now?
Xa2 oA SelL? E S2L?

What number is this? s} HS 7} R HO|x?

What number are you trying to reach? M3}t
T R Ho| S5t StMa?

Lt= Ljmet2 Zoj2ta gfLct



My name is Nicolas Kim

*_LEEOOI OfEA ElAlz=?

ow do you spell your name, please?

N2 November2| N, I= Indial| I, C= Charliel|
C, O Oscar?| O, L2 Limall L, A& Alphall A,
S& Sierra 2| S, Nicolas LTt d2|1 d&2 Kim
20|12, Ke Kilo2| K, I= Indiall |, M MikeQ|
M LTt

N for November, | for India, C for Charlie, O for
Oscar, L for Lima, A for Alpha, S for Sierra.
Nicolas, that is my first name. And, my family
name is Kim. Kilo's K, India’s I, and Mike's M.
F1) 220A =2l o|F0] Wi AMH, 1
=& 22e Oo|F0 =opx| 1, aAso
Kim O|Zt 0|2 Kimberly 2t O{X}0|E2| Of%
o=z ¢ QL (Kim Besinger, Kim Nobac &
Hollywood 02 O|&), E|3tLt, Kim 0|2 O|F
O] 4 (Famliy name)?l AZ YHFE, LHFLE

B2 Kim M goj o & stu ASZ

mjo

Rl

=
T



HEZECE  (F2) O D[=9| S 2|E (House
Speaken)= X[t AFE2| Family name 2 Mr.
Gingrich(d2|X[) o|Z, &¢I0| 1998,1999H =0
2 & Xty PH5tE O/= Consulting Firm(d Q¥ Xt
23|AHe| Legal Consultant(BlE At2) 9o H2
Mr. Gingerich (Z72|X[)O|C}. EEBF Nicholas,
Nicolas, Nick2 EXl O|FO0|X|Zt Nicole 2 O{X}
o|So|ct oF, X|H S8 R 422 2 & O
= 59| F9o 35Io0F =0 Air Line, Hotel,

Information &2| Telephone Operator L

Receptionist, =& Secretary &=1f Travel,
International Business Y&= £3| Ct31t &0|
MAXCzE S8&= TALHE 221 UOC{OF
2 =20 & Ao|CL

—

dH H 7| Fof: o|AU2 & 2K

A; Alpha, B; Bravo, C; Charlie, D: Delta, E; Echo,
F; Foxtrot, G; Golf, H; Hotel, I; India, J; Juliet,
K; Kilo, L; Lima, M; Mike, N; November, O;
Oscar, P; Papa, Q Queen R; Romeo, S;



Sierra, T; Tango, U; Uniform, V; Victor, W;
Whisky, X;X-ray, Y; Yankee, Z; Zulu

Ligt Ol§& At8di= FYSICH0<l:
o

1S4
_."E
x
$0
N
1
=2
]
L
HU
>
oo Trr

A; Australia, B; Brazil, C; China, D; Denmark, E;
England, F; France, G; Greece, H; Hong Kong, |;
Italy, J; Japan, K; Korea, L; Lebanon, M; Mexico,
N; Norway, O; Oman, P; Panama, Q; Qatar, R;
Russia, S; Singapore, T; Thailand, U;USA, V;
Vietnam, W; Wales X; X-ray Y; Yugoslavia , Z;

Zimbabwe
ot He HIEH%% At 0] Lnslo] 2=ot
X| QoM "X, x5 0|5 E2toiL; G0

Me do{9| first name 2 AR50 Ofzfet ZO|
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JCE First name& ZX}7t |
2 MEs AUS 8i5|H, M3t oA 250 MY

=7t 90 X727t £0ISt= first name 22 Hf
=

>
0

r

A; Andrew, B; Brian, C; Carol, D; Daniel, E; Eric,
F; Frank, G; Gloria, H; Helen, I; Isabel, J; James,
K; Kevin, L; Linda, M; Maria, N; Nancy, O; Olivia,
P; Peter, Q; Queen, R; Robert, S; Susan, T;
Thomas, U; Ursula, V; Victoria, W; William X;

Xavier Y; Yvonne , Z; Zelma

2 (HEX] 22 7|Che[M e

One moment, please! =One second, please!
=Just a moment, please! =Just a minute, please!
= Hold the line, please! =Hold on, please! = Do
not hang up the phone, please (3=1) Don’'t hang
up (on me) ! M2} BX|0p (XIZ2ot A0 ALR)
(F2) dat X ZASLL You have the wrong
number=You dialed the wrong number=You've

got the wrong number= What number are you



calling? , | am afraid that you pushed the wrong
button (33 )There is no one by that name 1
H O|F 7T AME BlsUCh

Na s= & U

He is on the line = He is on the phone =He is
on the another phone=He is on the other
phone=He is taking on another telephone= Line
is busy = The number is busy=Line is engaged
(B=GO]) (F1) He is still on the line OtEZ S}
S YLICE (32) Extension is busy: T+L{410] &=}
= YLICH (33) Thank you for waiting=Sorry to
keep you waiting=Sorry for your waiting=Sorry to
have kept you waiting 7|Ct2|A|A| SiA Z|&gL
Ct.

Se7t gLte U2 HZAAEZ S

As soon as the line is free, let me put him on
the line=When the line is free, | will give you a
return call= | will put him through when he hangs

up the phone () You will be automatically



connected shortly &3t7t ELIH X522 AHZ

ILiCH (585 Lo 242

AZHSLICH

You are connected = You are through=Go
ahead, please! =He is on the line=Your party is
on the line & I've got him on the phone=I've
got him on the line2 0| FO{0ME XIZ5A|
23]8 O XpF 220|= ®EBO|LCL

AS ELAEENR? HIAMZF 2HA Smith Af
A 2L}

Hello, William Smith's office. How may | help
you? =What Can | do for you? & X%, 24
OS2 XISHX|AH EZ|O{M Direct Tel Number(2E ©
ot H2)E & &+ U E=® Hunting Line(CHEZ
2he AKX ot E|L} HEXCZ O e
Of AtF &ojLty| IZ0| AFHEES Ediz 1
Oz Moddt= AoILh(mBol & = = AKX
Z 3 CHA| XH7| o|ES 7t2X F{OF TtCh

40 4o

o oFz
= =



—

AnjAMet ottt A wol X Mgl L
B4 Kim Ol2Hs AFRIQILICH S3i8 & 27t

tOﬂJH

?

This is Nicolas Kim calling from Seoul, Korea to
confirm my meeting appointment with Mr.
Smith. Can | talk to him?

g =9 S0 UL

He is in a meeting=He is at the meeting= He is
in a session=He is in a conference=He is
attending a meeting now & He is presiding over
a meeting now 1= X3 2|°|& FX T YLLCH
preside over something 2|2 &2 FAHSICH, 2
YotLk

M "4 o] Yoi: o|HeS B QLFH
He is not in the office how=He is not at his
desk now=At this moment, he is not at the

station(&2) X5 ALEAOf(Xt2|0fl) SIS LICt



He is somewhere around the office AFF4& O{El
7tof| A= FLch

He went out for lunch E4& AlAbSiE] LIZiSL

Ct

He went out for an appointment outside 2|%

%% A LEZEELICH

He just stepped out of the office W3 X}2|E
s

He is washing his hands now =He is in the rest

room now $}&HAl ZHESL|CH

o>

He is on the way to the office &2 &0 Y&L|
Ct

=

He is on vacation &7} S¢L|C}



He is on annual leave 99Xl 7} ZQAL|ICt &
monthly leave X} §7I, maternity leave &4t

77t

He is off today @& H|tHO0|2} oF LtFL|C}

ml>

He is not working today 25 ZFo1X| 2&L|

c}

He is absent today 25 ZAZYL|Ct

He did not come into the office yet= He is not

in yet OF% =2 ¢t JSLICt

He is out now ZEt & QIL|C}t

He is not available now X & ¢lL|C}

=

He is out of town for the business trip 2% &
L|ct



He was transferred to New York office ‘=2 A}

BME M3 ZBUL

He did not work here anymore 0{7|A C| 0|4
=5 ¢ gLct

He resigned himself=He left the office AI%I3}
Ut

He has gone home=He has gone for the
day=He already got away from the office E|Z
ALt

I have no idea of his whereabouts 17} o{C| !
=X R2ASLCH

He is avoiding your call on purpose 2|=Ho =2

el HatE mstn QLU

Sk O
g &

i}

0] USB YBFAAlL!



Any message (to him)? = Is there any message
to him? =Do you have any message? = Can |
take your message down (for him)? = Do you
wanna(=want to) leave a message?=If you have
any message, please let me know= Can | take a
message for him? () Will you take a message?
= Can | leave a message? =I would like to leave a
message =Will you pass my message to him,
please? HE & TolF AlASLIM?

Nicolas Kim2tE|A Mot ZAD, CHA| M=t oo
A EHFHAR

Please tell Mr. Smith that there was a phone from
me and | will call him again (=1 will call him back

later)

HE FE: AMEQ AlZE F517]

later, again O|2t1 9fAHS| O|OF7| St= A EC}
= in two hours (5 AlZt Z0i) within 15 minutes
from now (A|Z£E 15& O[L{0f), 5:00 PM by



your time(d & AlZt 2% 5A|) Tomorrow 9:00
o'clock in the morning by New York time (L & O}
A FEA|ZE 9A]), same time tomorrow(L{ Y &2
AlZh), about this time tomorrow(LI & 0| A|ZHE)
s THHEQ AZtS YEFE= Ao| L}

(Z=1) Initial contact OlM= 3| A, fIX|A,
Aol EofHez Re[ot dfE HMstis -
Please ask him to call me back(H3} & LISt
st2ta s JL|’""°1-E?-" ") 2 B2 MX| 2=
20| EC} il 2N S27t ks X| 227
uf 2o HlAofA ’Hﬂf HAS FEo= A2 7
WstCt.

() When he is back (=free=available), would
you connect me to my phone number at 822-
777-7777=When he comes back, would you call
me back? My phone number is 822-777-7777=
As soon as he comes back, please give me a
return call. You can reach me at 822-777-7777 -1
7b SOtB, UF0 HF F of FAUSLIR



| F3t Hs= 822-777-7777YLICH(E2) 827-
7777 HZE GO Z ZE ) double seven

double seven 827-222222 triple two triple two

OIME St 7ts & K2

What time should | call him back? =

When do you think | can speak with him over the
phone? =

Do you have any idea when he will be back to
the office? =

What time is it possible for me to talk to him
(over the phone)? =

When is he available for me to speak to him? =
Do you know what time he is available? =

Could you figure it out the right timing for me to
talk to him? =

What time it will be free (or convenient) for him
to speak with me? =

Could you check when he is available?



(Z=1) Could you see if he is able to talk to me in
a couple of hours(f%F AlZt 20 LIQt &% & =
AKX LOtE FAZS L)

(F2) What time (2782t A|ZHS LIER "3 A[0f")
When (Z2 A Q1 X}, AlZE S2| "AHA")

_

2 ZEsUoil O S0es Uz EF E
| A& LI
| have no idea (=l cannot figure it out= | am

sorry | don't know =I can't say), but | will tell him

that you called.

Mr. Smith! 30270l Nicolas KimO|Zt AMZfEHH|A
M3t ZAELICE Mr. Smith, You were wanted on
the phone by Mr. Nicolas Kim half an hour ago =
Nicolas Kim wanted you on the phone half an

hour ago

M3 fH=g gob BA|ASLIR (Mr. Smith
of H{IM7} 20{E= &



Another phone for you from him= You have
another call from him. Do you want to talk to him?
(3) For you: LiTHE| 2 HZIOK(317|E U2 At
gol 2% Y & u)

=2 (A8 o)) det AZsH
Sure, put him on=Sure, put him on the line =
OK, get him on the phone (F) Tell him that |

am not here=Tell him that | am not available §}
Cto Jef..

#2H H 7| Fof: ojAT

rlo
il

Q| X}

Will you take care of it for me? TH410| L{CHAl
s =2y

Tell him that | am terribly busy. FZI% Hf#C}
0 A o



| know your boss is there, put him through
immediately &4 AFE0| AH7| A= X| .} OfL
L, Xe 3 v EE B2 m):

Ask Albert to answer the phone! (= Make
Albert pick up the phone) and handle it nicely.
THEOA Tt Hodtn siM E AMElstetn

ol

William Smith & L|C}

William Smith speaking

otESHM LT, Mr. Smith. CHEO| ofL2t LFY
HOll e-mail 2H L|Z2t2A ZO|2t= AR QIH LY

b HOE S0tk 29U %&0f| i3t ol
Xt MBS ERSLICHL YHO| WEONHSLITN

Good afternoon, Mr. Smith. How are you? My
name is Nicolas Kim. | sent you an e-mail a week
ago. | am calling to confirm our meeting
scheduled next coming Wednesday. Is it all
right with you? (=Is it OK with you =Is it

convenient for you?)



=

=
D AMEEZ HX OIS EZE. ofC| EX}, O}
s

12]7b = AL, 2% 1A BHOA 3A|7HK| =

Are you Mr. Nicolas Kim? | am so glad to hear
your voice. Sorry, | should have confirmed earlier.
| just returned from my business trip, so |
couldn't review all the e-mails yet. Let me check
with my business calendar (business
schedule=business diary) first. Well, Mr. Kim. In
the morning, | have two meetings, but | will be
available from 1:30 to 3:00 o'clock in the

afternoon.

Of, =R 08 ® A2 &7tQ?
That's great. Then, what time shall we make it?

(=What time will be most convenient for you?)



Mz 4 &7t A|ZHo|H off I L F2L, g4
O] FotA|2,
Any time in between will be fine (=OK) with

me. Up to you, Mr. Kim

A0 il AFF20M 2 OfE7tR?

How about 2:00 o'clock at your office?

OfF B&LICH JH ] AIRY KB Y2 Y
=L

That's perfect. By the way, do you know where
my office is located? (Do you know the location
of my office?)

N MR OHALL. BOF 2 4 9

- O

= 4Lt LA
of R & JHEeLnt ¥ HEXls BSLUICh

Never mind! (=Don't bother! =You don't have
to= No, thank you). | think | can find your office
(= | know where | am going). | had been to Los

Angeles several times before. | am a little bit



familiar with that area (=1 am not total stranger
there)

R SLCE 2 40l East A AL

Oh, | see. Anything else you need?

Nothing else! Thank you very much for your
concern. Let me mark down on my business
calendar 2:00 PM, Wednesday. See you then and

there.

J3E. M FHM DBSUCL FL o2 =
INEN
OK. Thanks for calling. Have a nice day!

St otAl ElofM EHUSLICH 2 SR E[4A
2



Nice talking to you over the phone. Have a nice

day too.

A3 " 27| BO: Thank you

(F) GOE & slHH EB| A=siMoF & HE
2; Please, Thank you, Excuse me, Sorry & M
+

OF & [ & M= ZO|C} Thanks (you) for

AL E = g7 BYES;

Thanks for calling =It was nice of you to call
H3} nopRof

Thanks for coming=Thank you for being here
ot FAM 1oty

Thanks for your timing =Thanks for sharing
the time with me A|Z} LA 10p<]

Thank you for seeing us LR A 1109



Thanks for reminding me 47| A|Z{FA 10OS)

Thanks you for asking 20{2} FA 1n0Org, A
SHFAM 10pY

Thanks for your concern ¥2{s{iF A 0%

Thanks for your advice 31 1O (EE idea,
suggestion, recommendation, help, assistance,
cooperation, coordination, arrangement,
generosity: L|12{&, present, guide, hospitality:

29|, Christmas card, etc)

Thanks for everything you did for me= Thanks
for everything & 2I8ll sjE 2
Thanks for the update M22 AMEE YIHFE
M 10h

1%M 2ot

OF

Thanks for saving my life 358

2



Thanks for the tipping T & i A D0ORS]

Thanks for volunteering X8l F A 10O+

Thanks for having me to dinner X4 AA} 2=C{

il g

Thanks for correcting me %l 0§7|& HHAIHA
FHAM nopg

Thanks for flying with us 22| H™7|& 0|83l
FMM ZArELCt

Thanks for banking with us 22| 2% 0|83}
FMM ZrApEL C}
Thanks for helping me out =2}F A 1019

(31) Thanks a million=Thanks a lot=Thank you

very much =l am so grateful for that 0§< 10}

!



(32) You are welcome= Don’t mention it!=My
pleasure=Not at all=Sure=Sure thing H20j 2

(S0 ZALSiCrn 2re mjo| &)

(33) No problem=It's no bother 1) H2toQ 2)
HEor (Hrio| ojotsictn g mjol ThtH)

=48 A

N
Jr
ojo
rin

re

AR

/7N

A
rat
=1
iRl

Lp LIZ22A0F HAIX] AR, LS Hete A



Hi, this is Nicolas. Leave a message, | will call you
later & leave a message! HA|X|E E7|Ct leave
someone a message=leave a message with
someone FTO|A HA|X|E H7|CH

HAIXKIE H7|H A2t E2|ZELICH Leave me a

message and | will get back to you

HIE ORE WS 4 goU HAXE €A F
M8 No one is available. Please leave me a

message

Xa Hstl Hos= G270 AFBERX @& U
&LIC} The telephone you are dialing is

temporarily not in service

XNa2 2z & YLCh i 22[7F & = 0AX|
£ HY7FHUAI2 | am out, please leave a
message after the tone= | am not available right
now, please speak after the tone= Leave me a

message after tone= Please leave a message after
the beep & beep H|St= 22|, beeper HH|t|



XNz ™ot X HoH HAIX] A FH(EYA: H|7f
FAE offofF St=A| YELOf Eoh BLRO) | am
not here. You know what to do

a9 StA o= S RFOUE2 oM HaE
2= = s X9 ASUCHRW HE). b &
2|7t B T HAXIZE @74 FHAIL The cellular

phone you are trying to reach is currently out of

range. Please leave a message at the tone

4 = 27| Fo: JLiEO|L T30
=8 HAX HZ

As soon as you pick up my message, please
call me back=Call me when you hear my
message HAIX] E= CHE HSISHH

Call me when you get in! EH{2H H3}sf F!

Hi, This is Michael. Will you call me when you
come in? L} Of0|20[0f. SO{H Halsl =aff?



When you come back, give me a ring! =When
you come back, call me back! = Give me a call

when you are back! S0}2H H3}siH



1 HEE SFEMNAR
Customer service press 1 and s ton & star
H

r but
button F3}7|Lt FCHE0] _*|5| tH mof

[

7 MHAE 1#Z F2

T HBS BEAB 0M2 L2HAQ DEY
O Tat= ZOf Qruisf E=FLCE If you don't
know the extension number, dial 0. Operator will

take your call

;

A 23 J[CREAE &2 EAEZ| WS LG

Please hold, we will be with you shortly

=22 YSHAIY 1%, =5 HILE 28, N =2
2 3Mg EATNL FY S22 HAX 252
ASHAIR 18, HE 2SS ASHAIR 282 52

=
FTHREMH H=t7| 4 HAIX] MH[A QL) If
you want to record your message press 1, listen
to your message press 2, if you want to record
your message again press 3. if you want to send
your message with normal delivery, press 1, If you
want to send your message with urgent delivery,

press 2



HAIXIE 2 = &g BALL 1S +28
CHE MEH AFYO| LEZLICH After the message,
you may hang up the phone or press 1 for more

options

MEZLE Z|ArYLICE FIote| FtE HS S

Al Flojof =X #&5 =8 FHAR
Welcome to XYZ Card Company. Please enter
your card number followed by the hash key (F1)
followed by FI0|O{A, SQI=HOlN (F2)
hash=pound key=sharp button H3}7|L} FLHE
of ZAE LEEX #

= waotk| sl S Ol =9
FAD 8 BE =9 ?’SAIE(._JWE g|Ah) |
am sorry this number is not valid, Please reenter

a current number and press star button *

There is no reply. For voice mail, press

operator, press 2



Ct
=]

0/0
o

ZSSLILE HoPAA dEfet He e SHA|
2L
=

—
O_l_

LICE | am sorry the number you have

selected has not responded

Na A Hestis= ZHYULICE The number

you have reached is out of service

Na AHd Hettis= AZO0| AHSLICE The
number you dialed is not connected=The number

you dialed is disconnected

XNa A detizs= SESHA| ESUCH |
sorry the number you have selected has not

responded

S35 Yot AEol U #BE £2YAlQ,
L 0E S20 WsHR0| ZQEZIL|CE Please
enter the extension number you wish to contact,

or press O for operator assistance

Setot{= AMEel Ul #= S OfA[H 5AE| =

~

€ S2M2 If you know the extension number



of the person you are calling, press 5 digit

number

N
w
ot

Z

=
9| o|§= unEx7t & =0 2Cf o] F2 E9|
O|F& ¥=iFoF HZo| ECt

Fstel MBS message centerOf| A BHEL|CH
QEILAE E=40| HtE e + RleL
22|17 LHH messageE HI7|AAL Od o4
A2 You reached messaged center. Unfortunately,
the guest you are calling is not available. Please
leave a message after the beep or simply hang
up & 20| H=pofM ELE AFRY Ot AHE
oA H=tlis I =L H=ts & 2= 8

2 L= Answering Machine

L

= = =7/t ASLICE W 227
T EEOHUAIR. nghRoA =22 E d HE
=

MAIL The hotel guest you are trying to



reach is not available right now. If you want to
leave a message, please speak after the tone. If

you want to transfer your call to operator, please

2 520 8 HZE FEMAR | am
sorry. There's no reply. To leave a message press
1 and room number & XIFLt £HO0| 2F F0|
ot Hets o S I s 29 HAIX]. # &
o7 LB e Z7|18 &

4 message centerO|A Hote| TotE B QU
LICE 1240] Hats #E &+ fley # 227t
LI messageE H7|AIE7} 0 HE =2 ueg
E22 WO MAIL Your calling is answered by

hotel message center. The guest you are calling is

lo = o) fot

unavailable. Please leave a message after the tone

or press 0 for operator assistance

MM HE : Wake-up call



=2 FOE0| X717t Log AMUSS YEot=
Z0| Hotn aubMo[Zl otX|E, ngot ER0=
W A2[7F A 100% LT SIE = = U
Ct.

ey £ XQ/AFete] MY XEoM oE
= B0l =5 EO| OAA == E27t 7] o
HOICy 59 O o= & ofY I8¢ 08 €3
O & RAALL OFH ¥ HAY|S EfOF dt=
BR0l= X7 JOEO| alarm AlZH &2 0]2(0f
27tR| @Ol RULE

r

1) S® oM wake-up cal(®&OIA LA Bt=
HohE Tetugt+E SoHA| il o 2X &
of &Y YY" M L= OA|X] Please
push the time you want(®lst= A7t FE2M ).
Your request has been recorded(2 & & A& LICH
You may hang up now(37|E W& £2AM L)
(2) Yol HLE chH[SH M (just in case) g
OlA = wake-up callg HEISt= Al £

Ct=22 O|E ofdof|l HIMI[E E}Of 3PEE1I

dim JIIII
OF

Ot



oj=oltt REMUME AMAZ Qg I|Z(jet leg)
20 1520|Lt 302 7t

[N |
up callg FES= A0| EC}

(0l) Hello, will you give me a wake-up call at 7
o'clock and 7:30 two times? €= A} YT Al

A 20| 2'H wake-up call 2 FEMHLICH

Certainly=Sure thing=Sure. Have a good night!
== QUL 2E5 =2 Me

3 Mzt St

Zo| ot Zoh /& 2t S2{ Lousy connection! / |

don't hear you well (3=1) | am losing your voice



=227F SRIC e SR 22

NIA QL Hetof, XE|E F HIFAZE? This is
personal call. Wii you give me some privacy?
Mot 2= M X2[& T HASH? & Why don't
you go to restroom for a few minutes? &7t H|[7
A EEa? (A o2t s ZHR] g L?)

a4 Eo Matet HL|? You are calling for
that?

d 89 Mx o] 23HTto|of(F A It's been
a long time

(31) Long time no see=I have not seen you for
a long time 22 ZI2HOJOF(EE H= 21 0f7]
g )

(32) Long time no talk=Long time no hear=I
have not talked to you for a long time= | have

not heard from you for a long time 22 ZH2to]|
Sstotu|(Het S3t & of)



(F3) ZtTHS| It's been a long time 2 Al83stH
XY o cHat g oLk, d3t 83 g o, oo
2 S0 2F & £+ AS

7¢ M3t th7| B0 A&EHCH S8 F | got

him on the line/ Put him through!

dA F£& 22|L? What are you saying?

JE CHAl HHYF! Put him back on the phonel
%k #20{0f 3ff. I've got to go=I have to go &
M3l &3t 50 | have to go & 2t =20} &

of “7t 2topgh ofi"2 xpF HZ HIHE|=H|, ofmj
HelS Hofoft of LIct = ol gool X

rlo rir

finish &L= stop 2| &£ ¢

=% CHA| ety A=t ZA| | will get back to
you right away & get back to (2|2H]) +7L0il
Al CiA] HESICH (H2H, X §)



2 M37b EHR You have urgent phone

call=You have urgent call

UM 9 HEE CHA| ™3 2 | will hang up

and call you straight back

=Xl 1 7|CkH! Hold on, please! =Hold the
line, please () Hold on! =Hold it! =Freeze!
=Stop moving! &% O =2 0[X|Of

= X|0F CHE H3t7F 240 Hold up! Another call is

coming in=Hold on, another call came in

Lb LZEta0yAR[A 1 A7 AL? This is

Nicolas. Chris is there?
L}OF It's me

LSl ofZIZAl 2) LSl A=rgA (Mt S=t

Al) 1 will talk to you later

LISt M2t 2 74 QUL|? Did anyone call me? =



Any phone call for me?

7|4 L29? Can | take a message? =Do you

want to leave a message?

i & =2{? Do you hear me? =Can you hear
me? (1) How do you hear me? {2 E2|L|?
(32) | hear you loud and clear O}F 3A & &

=

L & oY 21 A= L2 & E1 AN Are
you still there? | am still here

Lf M2 THofstH ofi=U H=z= AESSIH &)
You can reach me at my number

L7 HetChn 20A Zoi0 LA H=tst
2t 5! Tell him | called him and ask him to call

me back!

2 M3t Est ot7] @ =+ You are a hard



man to reach

H =22 s2L ZFCh, Y719 Glad to hear

your voice

4 SA2|7F XM #A Your voice keeps cutting
out

4| 3ok = T30 It's for you=You are
wanted on the phone

F7L? (=H2t st E FTFMIR) Who is this?

£ 1 Y22 M3l Call me at the regular place

LmafAM otd =t & + UAS7er/Luers
ot= AE O] X0 gloje. Tt X AMOR
May | speak with Nicolas?/There’s no Nicolas here.

You have the wrong number

CHE AMEt HHY EH 8 | will get someone else

o olfgs He2 20 H=E 25 =213



&LICt Right after | read your e-mail, | will get
back to you & OOl O|HeS Hijn, =2l
OLZ] O|HYZ Xl Zot MEHO|A Ofzte &

o
—
o
e

HEHE HZ8H Put the president through!
Get me the president! @ getSAle HOE £
B B2 SACL B2 AES2 getSAIE 2H
NE5F0{7} ofLatn ‘Mzista UX|PE MEXHO
=

HotA| Bho| 20|n QUrt

=1 AL|? Are you there? =Are you listening to
me? (F) Are you still there? L & O}% 1 Q!
L|?

=1 dojag u = 1 A0{) I am with you

MEAAM M=tz =0 FZ2s =E27h8? |
have your daughter on the phone. May | put her
through? (F) put someone through: +=+2| Mz}
= AZAA|Z|CtH (Of) Put me through to law firm!

=
HEAIRLAE Hot A ol



EE LEOR(LHZF £ 23 0]) It's me again

EE HL{? You again? () This is John calling again

M o2 £0[d = AL

& M3k 2A 1 will talk to you later=1 will call you
again @ | will talk to you later & LI&0| &£ Of

7|5tAte] SR UAS

TUUo| FLE oM Y HM=E & + AAULP?

Can | get your telephone number just in case?

M2 & Nicolas O Al Ho{iF2EiQ? Can | give a

message to Nicolas?
X 2o MO | made some calls

5 RO HANZE? What number are you trying to

reach?
B EHO0|Z? What number is this?

a2 S0{M HH7t2] Good to hear your

voice=(l am) Glad to hear your voice



=ZAa2|7l &7 You are breaking up (your voice)=I
am losing your voice & break up T3t S2}7}
27|C} 2) 80| X|CHOIl) Are you breaking up with
me? S|0{&E AL L{g? (AT At 70p?)

S22|7F A& #7 | am losing you every second

& | am losing your signal 2= 7} &7

22|17t 2 o SH (T2 | barely hear you=|

don't hear you very well

2& U2 M3} 81410{2? What are you calling

about?

FOlo|EX] HastH H3ls! Call me if you

need anything!

2X% it A COf Tell him that | am

terribly busy.

H7L LA =H =S| Give me a call when you
know something= Call me when you get

something=Call me when you find out something



OQtStCH= 2| D M2H0f | am just calling
to tell you that | am sorry (1) | am calling to tell
you that + =% F& & 5t H3M0f (F2) |
am calling to confirm that + 2%&: £A2 =0l
Kb b3l of

B MX| %2 H™3IF 20| There is a phone

call I never want to get

B ZFo=2 WA M3t sl Call me day and night
() Call me at any time §HE WA ™3} of

A Tetz WHShM IS UL Sorry to

disturb you so late

Yoliotn HA| AT gt Heprh 20f | don't

want to bother you, but there's urgent call.

2ot Moz LA Hebsl H (=d EotAl HA)

Call me on a secure line!
H| & A3 Emergency phone tree

At7| 3} Phone scams=voice fishing=voice



o
HE =8 WiLt= At7]. scam AZ|(0]= £0)

2) a prank call=a crank call &t ™=}

2T740 25 AZHFH! (2F == = ) Put

him on the speaker!

o =ZOCE 30A AL Heiien s2hor el
O | called him every 10 minutes, but | could not

get hold of him & get hold of someone=contact

someone T+ HEISIC}

of% A ME0| FMZMOl | am calling for the

appointment

Of7] €1 A= AL H? /8 U4 E31 A% You
are still with me? (=Are you still there?)/l am

still here
HME ™2} st Call me anytime!

OIME 27 MFEZ 5SSO0 & A ZL? When



do you expect him (to come back) to the office?

o2 OrEED Of7|8tAL (M3t2 o|A ofL|D)

Let's talk face-to-face

Y2 URjo| Al %% AYE HojsAGL
CF 1 will write down the appointment with you on
my business calendar () to write down=to put

down=to jot down ML} OHZS}CH

OEMe oo[3aL? / W & =2[L? Hello, is
Mike there? =Is that you, Mike? / Do you hear

me?

OEMSR. LE2tA AHZ[ Aoe? /070 L&
2tA 2= AR gioa. M3 HE ANR
Hello, Is Nicolas there? /There's no Nicolas here.

You must have the wrong number.

O] H1& 555-44480| ZtLtQ? /M3t ZHE ZHQICt
10 07| HEFOLR? Is this 555-44487?/I said, you've

got the wrong number



Of & X Y2 ot 0§ B | am quite busy with
one thing or another & be busy with one thing
another O] & X Y= HfHELC}

o|tt7} BH See you then! (F) H7IAM EXH See
you there!
oM & E&|L? (B o S&{M CiA] H3 o A

£) Do you hear me better now?

bal

& o =21 | can barely hear you=I can hardly

hear you=l can't hear you (very well)= | don't

hear you well/clearly

2 Xn A2 /2 X  How are you
doing? / | am doing OK with myself (=1 am just

fine)

X 282 Ao SE 80 It must be wrong

number

HMA Mot o 3t Si0fF Bl | just have to make

a quick phone call (1) She had a quick meal



and then went out again ™MAH AAtstD £ Q)
E30l (F2) My son is a really quick learner Lf

Ol=2 Hi®= A et
Mzt #ZO{! Cut off the phone!

M3zt #X|OF Hang on! =Don’t hang up!(F) hang
on Ol 1& ot 2) Y| of 3)7|Cke" o =
T ULt (6l)y Hang on, my son! E&l3| szt Ly
Of= O

M3z} ChAl= SHX|OF | don't want you to call me

any more

Mot & of S22t Mz E7tK? Can | just make

a telephone call?

Mot Za2[71 L ol YU The voice on the

phone sounded familiar to me
M3zt HHEEELICH Yes, Nicolas here.

Mg} Hop Answer the phone! =Pick up the

phone! =Get the phone!



X3} 2H22l? You want to take the call?

M3} 2X[O0H Don’t answer it! =Don’t pick up

the phone!=Don’t get the phone!

Mol HzE & X =RSUC | dialed wrong

Mzt A4 & YLICH The call is going through

M3t 2 o 22L? Has anyone called? (F)
=o AHE glRdL? o X E

Mzt 2 o RAL? Did anyone call me?

Mot E3t & =71 QIA0. | have not been able

to get through (your phone).

Mot o L= ™3t @A Call me and | will call

you
M3} s F! Give me a ring! =Give me a call!

et ot =2lof7t sEWE AR EZRsUH



Conference call will begin within 5 minutes

Mot SFICE 8 =RICE 32 The line is going

in and out

Msl7t £33 & O|OF The line is busy(O0|39Y

0{)=The number is engaged(ZFZH)
M=tz FolM  ZIChet (W7F H=b g AU
Stay by your phone!

M3l7| ZE {21 Pull the cord out!

Mat7|17¢ K& HM U The phone is off right

now

H3l2 22{F Give me a call and let me know!
@ Give me a buzz! T3l F (F) buzz (2=HA)

H=t 27|

HMzt2 HASHF 1 oXIE (HOtA). Get her on

the phone!

HotE HOA Hedl HZO0| =X HUA | tried



to call you, but the phone cannot be through

H=tE oM U7t ef5S ot A A Youd
better make cold call and get appointment ()
cold call &8 Gl= 258 DA H He MY=

T3t
MolsfF A 00ref. | am glad you called.

I oF =22 AZHo M3t o], L7} LoHe| M=t
8l =4 You call me in the real bad time. | will

call you back

ANa dEs AR 0|2t H=tE #2s + §
She can't come to the phone right now because

she is taking a shower

Xa Lt 67| = AR 8. £A=2 8liof St=X]|
2 X[? | am not here. You know what to do & &t
I HX 42 MotE mig Of HIAMLE SZ20A

P

ot
rir
ne

ba |

|2 3} 7}s5tL L? Can we talk now? = Can



| talk to you over the phone now? =Are you
available to talk now? = Is it convenient for you

to talk now?

& Am | disturbing you? X2 &3tz &f? (X

o Y7t 42 W st F0|L?)

Na2 s2t7t 26 oA W7 | can't talk
right now=This is not good to me. Let me call

you back

Xk B E3l 0|3 ofF Qfztak LICH It is

quite some time since our last communication

S35t H0|0f | am on the phone

rot

Yo e 2= A2 YE LE WSLHA

|-EI

t=0{ Answering the phone in the middle of
night really annoys me (F) annoy ®SLtA ot
Ct

SOHE BIE2[7F LEZEO My cell (=cellular) phone
battery died



SHE H2IF 2Ly IS A Let me repeat your

t
cellular phone number & E3} AT

B
gl
ot
rE
o ot

rir
H
Ot
=
fot

e-mail address, {HE HZ FA
SiioF &t

o= H=bo] HiEH2|7F CF 2O X222 Jd2f My
mobile phone battery is about to run out ()

mobile phone= cellular phone SLHE, run out Cf
B O X|Ct

SOfE0l AN Y= A2 =0 | didn't know

that my cell phone has been switched off

SOEO| &2 =50 B0 My cell phone has

been cut off in the middle of the conversation

E20/ £/{Lfr? LfE0] AFCIa ZJAH F
of LfFSfE Flof £ Eol=
www.buffetenglish.com 2 X[£X9l 2F0f &
BlofAlof £ 22 of FA/H LffEto] ZtAFoF

gL/ct

SRIAHZXf ofLf28 ZEF 328-890013-881017
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