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FrFH—1 BEENIUTS Making the call

@ Hello, this is Kenji Yamada speaking. ELEL. WARZERLIEY,

@ Could | speak to Mrs Brown, please? ISHUSAESBVNTEEIN?

@ 1 am calling about the order | placed. EXURBTHBELTVET,

@ s this a good time to talk? SHELLTELZLVTIN?

@@ Sorry, | think | have the wrong number. THEEA. BEEMERLLSTT,

@@ 1 was given this number by your colleague. COHBESEREDHHSEVT LI,

@D Could you put me through to sales, please? BERICOLVTESRIIN?

@ 1 have been trying to reach you all day. —BPCEREMSSELTVE LT,

@ Would you mind speaking a little more slowly? €32LWo<DELTVEEFEIN?

@ The line is quite bad, could you repeat that? EEAEVNNDT. £E5—EE>TESXFIN?
@D Let me just get a pen and paper. RVEBEABLITOTLLHHFELLI L,

FrFH—=2 HEDREF Taking and passing calls

@ | am afraid she is in a meeting. BURHDIEAR. BAIKEBEHRTT,
@ He is not at his desk right now. HESEEALTLET,

@ Wwould you like to hold for a moment? PREF[FEVEEIFTEIM?

@ Canlask whois calling, please? ESS5KTL&ON?

@ 1 will put you through now, one moment. SHILFLIT. DRBFHFELLEST L,
@D She should be back after lunch. HRUIIBRBNDEICRBIIFTY,

@ Could | take your number and call back? BRER>THDEBLTELSZLVLWTIH?
€ 1am sorry, the line is engaged. BLRHDFEA. ELPTT,

€D shall I ask him to call you later? BTHBEIBLSHWMERFZL &SN ?

€D He has just stepped out for a moment. BIELSESLDUBENLF LR,



FrFH—=3 RBULSDHDES Asking for information

| would like some information about your
service.

Could you tell me how much it costs?
Do you have that item in stock?

How long does delivery usually take?

What are your opening hours at the weekend?

Is there a charge for this service?

Could you check that for me, please?
Who would be the best person to ask?

Is it possible to arrange that this week?
Could you send me the details in writing?

| have a question about my account.

FvTH—4 (LEEEDD Messages and signing off

Could | leave a message for her?
Please ask him to call me back.

My number is zero three, four five six.
Let me read that back to you.

That answers my question, thank you.
I will send you an email to confirm.
Thanks for your time, have a good day.
| look forward to hearing from you.
Sorry to have taken up your time.

Goodbye, and thank you once again.
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