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CONNECTING A CALL
18 BB

1. Your call is connected. Please go ahead.

BHHBEIACER, 15,

2. May I put you on hold?
PROUEREF—T, TTIXG?

3. One moment. / Please hold the line.

EHF. / BEHR.

4. Please hold while we connect your call.

BERE, R EEBREMBIE,

5. Would you like me to transfer you to XX?
BREBFERAEEEE XX

6. Please hold. I will transfer you to XX.
,L,\$ﬁ""" T%T%b—kﬁ ﬁﬁlp‘iﬁ#ﬁéu XX

7. One moment, please. I'll put you through.
BHERZ, BERAEEE.

8. You have reached XX. Your call is important to us.

HWERLEBT XX, BHNXRENKNEEE,
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MAKING/RECEIVING A CALL
W T/HENTEE

1. Hi. Thisis YY calling from XX Company.
B4 = XX ATITRE YY,

2. Thope I didn’t catch you at a bad time.
TR SR NALIEST

3. How are you doing today?
BESREAR?

4. T'm calling about XX.
BATEIEZREE— T KT XX FEF.

5. Welcome to XX.
MABEEE XX,

6. Thisis YY from XX’s VV Department.
XEE XX RS VVE, YY AERS.

7. May I ask who's calling, please?
HiE, &7

8. XXis not in right now. / XX just stepped out.
XXPEARE, / XXRISMET

9. Can I pass on a message to them?

B ABBEEL?

10. Can I leave a message for you?

BT AR A

11. Could you call back later, please?
BEE—2JLBEREE, F5°

12. This call may be recorded for quality assurance and training purposes.

HTREFRIEMFNERNERN, RRBETEIEEE.
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HAVING TROUBLE CONNECTING
ERER o]

1. The number you dialed does not exist. Please check it and dial later.

BRrETNSHEEES, BRI EHEEK.

2. The telephone service is overdue.

BIEE XK.

3. The telephone service is suspended.

BIEE .

4. Please add an area code before the number you are dialling.
RS SHRIINAX S,

5. There is no dial tone.
HERSE.

6. The line is busy. Please call back later.
Bihh %, FHEHR.

7. The extension is busy now.

DB G %k

8. You've dialed the wrong number.

BITHRSHT

9. The line is dead.
W7 o
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HAVING TROUBLE COMMUNICATING
/518 o)

1. Sorry, what was that?
AL, FHE—E HFL7

2. There’s something wrong with the line.
XN EEA R

3. Ican’t hear you clearly. Could you please speak up?

R ABEIEMIE, BASAS, 102

4. You're breaking up.
Jab=1iluip2=

5. Ican’t hear you because of the bad connection.

EEAL, BTARERAIE.

6. I'm afraid the noise on your end is too loud. I can’t hear you clearly.

TIABMBIERETAKR, BHITAEE.
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10.

11.

12.

ASKING QUESTIONS
5] a);2R

How Can I help you? / What can I do for you?
HEENIEMETA? / BHATTUFHENG?

May I ask who is calling?
BB, WAL

May I ask who you wish to speak to?

Can I get your full name? / How do you prefer to be addressed?

REEIFIENERL? /[ BEATRE?

When is a good time to call?

R ARRTTEREEBIE?

May I have your contact details?

REH TR BRI

Could you please call back later?
BEHEEERBE, FL?

Could you put me through to XX?
FROUER IR EE XX (i, #g?

Is there anything else you want to know about XX?

KT XX, R EHAET BEg?

Do you need me to contact XX for you?
EOHEERBEKR XX

Could you start by telling me the specifics, please?
RIS SR — TREEER, F57

Is there anything else?

e E HMmED?
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TAKING ACTION
K BT

1. One moment. I will check for you. / Just a moment. Let me look into this.
BEWS, XUHEER. /ERE-T, BHES.

2. Don’t worry. I'll take care of it. / Rest assured, I'll do my best to get this done.
BRL, BR—ERD. /B, BRERADEFRXMHE,

3. Ineed to check a few things with you to understand the issue.

AT RRFHEBE, BFBESEZSEILAEE.

4. Tl call you later.
B ILBITSE,

5. TI'll call you back shortly with that information.
B—= )L E B IR E X NMER.

6. I'll put you through to XX’s direct line.
BREREZE XX NT .

7. I'will report the problem you have described to my supervisor.

BB kMo BNEL HIREE.

8. Please wait while I transfer you to the person in charge of this.

BERE, RABEERDNTABE.
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EXPRESSING THANKS
TN

1. Thank you for calling.
R

2. Thank you for waiting patiently.
R IR O F

3. Thank you for your patience as we sort this out.
AF 5 RO ST BT R AR A (8] LR BT 75

4. Thanks for getting back to me so quickly.
R AREE K.

5. Tappreciate your bringing this to our attention.
BB NEREIX — .

6. Thank you for your valuable feedback.
B ER B E SR

7. Thanks again for your concern and support.

PRSI BA TR DM F

8. Thank you for the taking time to talk to me.
R i B 5 33K

www.carlgene.com



English and Chinese Telephone Phrasebook — Compiled by Carl Gene Fordham {E#&8

APOLOGISING
TR

1. I'msorry. I hope you can understand.
RIBIK, BEIRE,

2. I'm sorry. We may not be able to do this.
AERE, DBV TREDPAE,

3. I'm sorry we did not meet your expectations.

R, REREFLENT.

4. We apologize for any inconvenience caused.

RIEHERANE, BATRRRE,

5. Tunderstand why you would be angry. I would feel the same if I were you.

BEBEATASES, AR, BEREF —HHNEX,

6. Iunderstand how this could be frustrating. I'm sorry you've had to deal with
this.

HHAXRSARIY, REGKEATALEXAEH.

7. Ican understand how you feel. Rest assured I will do my best to help you.

ERLERTINERY, BEARERAREBANS AREEE.

8. Sorry, I'm busy at the moment. Can I call you back later?

MRk, RAAELIT, FRIBRETEE #5?

9. I'm afraid the line is busy at the moment. Could you call back later?

LRI, BUUEFRILFERG?

10. Sorry to keep you waiting.
HARE, ILBEAFT.

11. Sorry I missed your call.

MRk, WD T ENEIE.

12. Unfortunately I can’t help you as we do not offer this service.

R, XBHINHRSSEE, TRBTERTBEE.
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FINISHING THE CALL
2 RIBIE

1. Iwon’t keep you any longer.

BABIRERET .

2. I'wish you all the best.
REFEZINF

3. It's getting late. Can I call you back tomorrow morning?

MERRT, HOUMAXRE EHREFTEEL?

4. T'm happy we could make this right for you. Have a nice day.
BARE AR BRI BT, PLIEETERIR,

5. Can we continue this later? I've got an incoming call.

BATET AFE RS IIS Y FF R

6. Thank you for calling. We appreciate your business.

RSB, BB,

7. T'll get back to you as soon as I have an update.

—BR#ER, ZHEAEE.

8. We'll be in touch.
BNRFHRIE,

9. It's been great catching up with you.
SRR R

10. Thank you for calling. Goodbye!
s, B!
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