Lesson Overview

Taking and leaving messages

Good morning, [name of

- company.

| , [name of company],
~how can | help you?

Hello, thisis ... from ... .

Hello, my name is ... calling

Excuse me. / Sorry, could you
- repeat your [information]?

éExcuse me. / Sorry, | dldnt

hear that.

éExcuse me. / Sorry, | dldnt
“understand that.

Imagine that you are calling to
discuss an urgent matter with your
partner, but he/she isn't there. You
have to leave a message to his/her
assistant.

What are you going to say during
the call?

Xin chao, [tén cang ty], toi c6 thé
~gitp gi cho ban? '

“Xin 18, ban c6 thé nhic lai [thong
tin] ca minh khong? :
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(Mr/ Mrs/ Ms
~understand.

‘Could | have the
~Department, please?

: sorry, he/she’s  not
available/here ..

élm sorry, Mr/Ms/Mrs [name]
has already left [placel.

élm sorry but [name] is on
~another line just now.

~ameeting/ in [name of place].

T0| muén néi chuyén véi ..., lam on

/ néu tdi c6 thé.

. Cho téi ndi chuyén vdgi Phong ...
- dugc khong?

_T6i xin 16, anh &y/c6 dy khong c6
mat & day... '

Toi rat tiéc, Ong/Ba/Ba [tén] vUra di

khai [dia diém.

TG xin 16i nhung hién tai [tén] dang
-6 cudc goi & dudng day khéc. |

. . Xin I8i, anh dy/co &y di véng/khong
- Sorry, he/she is away/not in/in ¢6 mat/dang hop/ dang & [tén dia
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~Would you like to leave a
- message?

éCouId you please let [name]E

éknow that | called regarding
- [noun/noun phrasel.

Please tell him/her that | called
and that [clausel].

have some important
- vé [chd dé] va t6i tin rdng [tén] nén

information about [topic], and
I believe [name] should know.

| have an urgent matter toé Ar 2 s 2
. : 5 - T6i c6 van dé khan cap can thao
~discuss  with  [name] on | . L. . o o .. ] ;
- ludn va@i [tén] vé [y tuang/du an].

[idea/project].

Shall | ask him/her to call you.

Ban c6 muén dé lai tin nhan khéng?

Ban ¢ thé vui long cho [tén] biét
rang toi da goi lién quan dén [danh |

5 tu/cum danh tu].

VUi ldng néi véi anh dy/cd &y rang

t6i da goi va rang [ménh dé].

- Toi c6 mot s6 thong tin quan trong

T0| sé bao anh/c6 ay goi lai cho ban
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