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TEXT

WFET [EEZIRD] BEL TEBEENT 5] BE0EARARBE

BELELUTSERERL. EDICRBECHRYARAY  FEEERLITTISA=r—2av ERbHK
TRELZYERA, EZNRT, HATRETHLVIERBEOHSENTHTT,

THiNDLETH Y FEA, MEICHZ A5 L2 ICARFEZE#R L, EBafoo0 &0 T fibh
DBRFVRIAZTELEL X D,

BEONTFDER

B CHO—FIZH VWIS ODREARTT, HENETH, EiFICH TS, FFiEdbnso
ERXHBLELE D,

FEECIXEFETHmE & Mo TWDHIRIL & AERIZ Hello. EHWE2>LEF, Good morning. <°
Good afternoon. & \\o7=HWNED B2 9,

HNEODBIL, BREZ T TZENRIELWDOOMER S, BRDHETH L2024 F D D —ixr)
T,

a1 CIEEZHFHETFS This ERITLHLEWVHIDBBIRED TT,

(AP EADBE] OXIICEFRLEEZRRTIE VLI, BE2EEETEI L, SOICHTAKD s
OROVIZTARA a7 4 () ZTTEEEZRD £3, DF YD Tanakas’ OLHRETT,

BRZRYRNTELIELVA

Hello. Is this Mr.Browns’ ?  This is Yamada calling. May I speak to Mary, please?

HELEL. TIVVSADEETT AN ? ILHTT D, AT —SAIThhoTLMEITETH
Hello. This is Yuki speaking. Is Emma there?

HLHL. AFTY, IRIEVFETH

Good afternoon. This is Mr.Suzuki of ABC company. May I speak to Mr.Jones in the Account

Management Section, please?

CAITHIE, FAABC AV NRZ—DHMARERLET  EXRHO DI XZARFNSoLWNET M
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BREDXITH « IRV RETFDER

B NN -o TE T, WAGE. &DO—F1% Hello? NEETT, BAFEO L LB L] EFRT
B CTHWHLNET,

HFEFTNBE NS DEFE 2T 584613 Thank you for calling. (BEEH VN E H TINWET)
LEFEZTOIGELEAHY ET,

EVRAV—VCIdEMEZ IO FTIIAEY £ L L 95, Thisis ~ speaking. LW 2 (FXE U F
T, BOWATESTZ LT, HEMUENEZREL LY, T TARX—FTIILTLEEICAHEL X
S EFRY FHA

BEICHSH
cBEHEOHOVNE ) T NET "Thank you for calling."
"Good morning/afternoon." "Hello"
+ ABC Trade OO (H4y D4R T "ABC Trade. This is OO speaking."
s THEIITL X 902 "How may I help you?"
cELLIETTMN? "May I ask who’ s calling, please?"
cHEIZEATL X 9 ? "Who would you like to speak to?"

MEDOLAE, AEEZSRLEVS

Who’ s callingplease? ELBERTLEOD

May I have your name, please? BRAAZERI>TEHEEALLVTLELO M
What company are you with? ELELDEHDAETT H

Can you give me your company hame? SHBEIMNZFTH

How may I help you? ZREIFRITLEI D

Whom would you like to speak to? EELICCRABNEHYTLLOIMN

B35 COBIFICHZBEDE NI

Is Mr.Yokota there? FRH S TN H o LoeWnEd e
This is he. FLTH

Is this Mr.Suzukis’ ? ARSI ADBETT)
Yes, it is. v, £95 TF

FATH) VI FVHEFANZH =FMICHE - T he £/2iF she ERIT 25 VI NEFR
TT, FE LI aT7AREETIEI It sme. EWVWHIENHE L EbET,

May I speak to Yuki? X IABBENTE 30
It’ s me. FLTT,
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DONITHE Y RS & &

Hold on, please. I’ 11 get her. D BREHL T IV, HRIZHDD £3

Just a moment, please. I’ 1l transfer you to the person in charge.

YarBHL TSN, HYFICBORELET

T’ 11 put you through to Mr/Ms OQ.” OO &FD 1tk 1LET
I’ 11 put you through to the person in charge.” FHM4FICBORILE£7

”1’ 11 put you through to the AA department.” ANEBIZB 2 ELET
I’ 11 put you through.” BOoELET
I’ 11 transfer you.” BORELET

MENFELEBEEDENA

About what time will he back? WL MBS ABRYTLEI D

May I leave a message? BEZEZHFELLTERNTLEIS,

I’ Il call him again tomorrow. BARZEE-MNTELET

Would you just tell her that I called? WEICIEBENH oI EEBTBAVEFET H

Please tell him to call me when he gets back. Rontf=bIELITEBIET HLOBEALIZSL

RO R SHERRED L &

He is out now. (FAECiNe e NG

She is not here right now. WIIA R EA L TBY £5

He is not back yet. WITEFRE->TEBY THA.

I’ m sorry, she is on the other line now. TAHAEEA, WEHELIIBIOEGEFTT
“He/She is not available right now.” OO EEWEEFICHONETA
“He/She is not at his/her desk at the moment.” QOOIE7=7"WEHEEZALTED £
“"He/She is in a meeting right now.” OO EEWEI—T 4 7T T
“"He/She is on another line right now.” OO WEMOEZFIZH TWETS
“He/She is out of the office at the moment. OO TETEVWEAHLTEY £5
“He/She will be back in an hour.” OOiEH & 1 THEY £1

“He/She is not in today.” OOliKEI inT‘é‘

"He/She has left for the day.” OO+ FLELE

BEUENEBEFICH O WIGES, BARETIE THWIZ ~TY ] EE5VFETH, FHETHH L
FEOXEEIZ "I’ mafraid” ZfHINMZAVUERIC =27 U ANRKEFET, F7-. fHFITEI LA
WD ETTRARBEIILLTO®EY TT,
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BFERERRICIS Y D EH

NGB DAL TIE, HLENEHOEFESZ Lo TWVALENRH Y £T, TODHEEE N
HIESCBBIARE OB E, B5FEIZRDVTaz—a b E2<HV ET,

HTRBICA v =V 2T HEEDE VT

BELET =R, RA, 2320 EHRICED 2 L2EM L, TV IRLEFENIZ LW,
A=V RTIELWE GBEZHWZHEFICE ) LTRLVONZ B2 A EIBR D T LN RETT,

Hello. This is Matsuda. I’ m calling you to confirm the schedule of next meeting.

HLH L, METYT, KEFTHLEDLEDOR T ¥ 2 — VRO DER AL LT E L,

I’ 11 call you later. Thank you.

FBTHTELET, TIEERLLET

Please call me back when you hear this. Bye.

INEEWELNFE LT ESN, ZTIE

Please give a call at xxx-xxxx.

XXX-XXXX (CBEFHS 230

Please check the e-mail I sent to you this morning. I’ 11 see you this evening.

HSHESTEA— NV E R TEBNTLIZE, TIAKREVEL XD

BFECHMCREL T Ay E—VOE VS

/@%@Az’n BEEDDD->TL DI ENZNGEIT REFEDOINEA v —V 2B L T &HEF
IZHE) T, RTIEILDT=DAFICIE R ERFEEFEZ S IO A DA TVET,

Hello, no one can answer the phone now.

LA ERICHD ZENTEERA

Sorry, we’ re not at home.

Tl WERESFIZLTEY £7

I’ m out for a business trip and not available today.

HEDTZOARBIZEBY £HA

I’ m out for lunch and will be back by 3 p.m.

T2V EBBARBICEH TWETN, % 3RICITREY £7

Please leave your message after the tone.

R =TV oY rry=E e

This is xxx-xxxx. Please leave your name, number and a short message after the beep.

ZHL xxxxxxx C7, BEFEODHLIZ, BARIEBEMEE Y. ZHEELZB ARSI W

In case of emargency, please call at xxx-xxxx.

BADHAIE, xxx-xxxx [CRBEHEL 7SN
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B Faxz— a3 URIOBEONT I

it BELTART VA7 (HHREE A NN—DER->T V=X GEE) OGRS
HOT— N B SRKESREFREOE LD, LWV ) KRENREITNF -2 2Hl-FIZ AN TEL
ZEMKETT,

FGRECABN RO NZEFFIOEHIZ N Z ANEL & 9, BODEHEOHEITHED & X%, Wik
EHEENTEDANDNEMHEY CLYa X EHEFL, HOELUOHSMFICE>TEBL BEINDE
MOBEZEZHABE LYV —RERDEFFBLHBEL TCBL RETRTLHILET,. - LAERLEE
270 E9,

VA KTV, ST NREDTFRIOESE

MATOLRA R T URBTAREDTRIOETTIX, BRF, AN 7T REOTHmERMZ B
LIEABDEOBEAATTR, JEMNEET 2 TRNEZ Lo & L5 2 EBARETY, T4
i@ ) ORISR E TV o To) TR LIESB Y OB C e Rino7c) E4T-oTbARS
WTRHTIZKND AT DRI DT, BREPICHMERT DL OICLEL X D,

WS VA b T 2 2 IR 2 T o O RN L SEE D EFR T L — XA

74 RX— FTORE, BILOESE

O W72 LTS NIEBBRKNTT SBILZ IR A T2 & 20 MFno Tz NS Lz
L&, FELDPEREREDPT TLESTALLT SHY IENE SR EITITEF TR b2 £7,

BREARIIWIERICES IZE Y BT 52 )5

HEIXEIN RN Z A A2 EiFzn- b L XTI T2AZFAEDLR] L)
7 L—X%, #FETIE [T7 m going to gotobed.] LSV FET,

HAETIZ [ZAZFA] LWIHISET= 2T U AZMLITTWETD, GBI IEENRERLT5
ZEMBNTED, ZOLIRT L —ATHHFICRALRLGELUY LT 2 e TEET,

'willl & VX be going to] Di%H BN ER

FROFEREE T L —XTiL, [be going to] OV ICHEE] Iwill) 2052 &b TEE S,
7272 L. Tbe going to] X3 TITRICHD TN D HF, Twill) 12Z DB THRIE LRI TRl
TEEHMOOND I ENSL, [EHEHEH] L0 BT, BTG5 & EEESOL
DF T TITRIE LI=HHO 720 Tbe going to) &MV 5125 BAKTT,

Fre, Twill) HROEEZRT LS CbHE I RIA TS, MTwill go to bed.) &5 5 HAICIL, T
SHEb IRHAT] VRN =2T VA TRIFIMENT LE > THEHADH 0 T
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[sleep] & [gotobed] DEL

(F 5] ) & Tsleep) ZHEMA LB TT N, lsleep) 1F MR- TWD] LW HIREAZFRTH
FETCY, UKL Tgotobed) 1F MBEET D1 LW IHITTRAEZRTHIEDOTD, EFHOMFIC £
5%%&52}% Clnz2 B E XTI Tgo to bed) ZHWAHIE Y @I T, Xy RICAY RN GE
G A— L E L TWAEAEIZIE, [T7 mgoingtosleep.] EE95Z2 &L TEATLX D,

HAZELDOBENEZH>TEBIH

HROE VAR = TEHMLTHTLS S IBHEGECR--TEBY ) ., TNEFFEICILEOMTE
INTEAD, EEZT-ZLEH0ETAN? BXZNICE X Y YT EREERHFIIHY ¥
Moo

F 7o, HAGE CILGERE - BGEEZ WD TN, FFETITI 73, EOHY] 1T "Mr
Tanaka”, [tk 7Z7 7 4% & "Mr Brown” TOK Td,

AAEORBAZEFBIZERLLY EET, HETOSVHEHIIDITFTLI» ¢ TEZLickoT,
HEEDBEREIOAH AL—XZ72 0 FAFRIC B9 < 720 £97,

EVHATHRBEZFEEDANCORS

H2 TIERETERVOTE D H2THNIRDDIEGAE D JGENE 2 2 BRIV E 22 0 R
THDIIEFICFALTT LR, ZHNBHENTE 7 L= %Rz Tovb, #ENBT T< b REIC
Baia OREEL XD, TNLET THRICEZHDHIGIIRLESTLHDIZRY £7°,
cFEENMEFE T FHA

"My English isn’t very good/strong.” WEEDNTE D AP £
"1’ 11 get someone who speaks English.” S BRIBLTEI N
"Please hold.” “One moment please.”

”Could you hold for a moment/second?”

”Could you please hold?”

KGRz &1k TOOT DO TEBRELLEEW] LEXTHrORERRTAI LT, HEOERS
Lo 2B "Please hold." 72175 > TIREIZTH2D G, BRSNS E720N
FELVOREIZRSTLE IO THEFICKH LTRILTT, 47 [HFEEZFHEE DL ANRDDHD T
ERxBHE T LEL XD,
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LEZRT D

BEEXTDDIEFIN—FVBRENEEL LT L0 E LLEEADN, ERICEEZ 2R LTHERD
DN FFESOHE—DFHETT, L HEDOE > TNDH I X EWNWTAHATHNL2ITIIE, BT
ML TH) —EE-THLAETN?2I R 65D Lo VEILTHLRAETN?] LWHFE
Bk 8RB o, L THEL X D !

"Would you like to leave a message?” *BEZ7-FbHLVDEL L HIMN?
"May I have your name again?” - & 9 —ERBLARIZW=7ETET0?

“"How do you spell your name?” <« A~LZ#Hz THH X FEFTN?

”Could you spell your name please?”
"May I have your phone/contact number?” - FEFEEFEZWIZTZITE T2

"May I ask what company you are calling from?” -« 2tHAZWI=7ZIFE 4?2
"Where are you calling from?”

"May I ask what company you are with?”
"May I have your email address?” + A— /L7 KL RAZW=72IF£37)?
“Let me repeat your information to make sure I got it right.” - FERD/-OEE L I

I’ 11 make sure he/she gets the message.”
FLT. BRICIZZAR 7L —XTRED L S UT Ay F U TF !
fEELTBIEALET

FOMDOIBHEILL 7 L—X

PEEOBHEA IS TRE R LT &, enicid TEWEFELE 72 LnwHZ&bb b 7,
FABGEICOES THF ¥y U0 TIEIRLS, TARTZLV—XEEMLTAHEL X 9,
I’ m afraid you have the wrong number.” « H 5% BHEX TIX2W T »m

“There is no OO here.” - OOLWIHILARID L DITFENIZEY FHA

"I’ m afraid OO doesn’ t work here."
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