TELEPHONING

JlenoBoii pa3roBop mno tenedoHy - HEoTheMJIeMas 4acTh paboThl JHO0ro OM3HECMEHa.
[To TenmedoHy Ha3HAYAIOTCA U TMEPEHOCATCS BCTPEYM, OOrOBapUBAIOTCS YCIOBHUS DPalOTHI,
BeJIeTCsI MPO(ecCUOHANbHBIN TUAJIOT.

Heckompko COBCTOB, KaK IIPaBUJIBHO ITOCTPOUTHL PA3roBOp I10 TeJ'Ie(bOHy, TaK 4TOOBI OH
OBLT MaKCHUMAJIBHO YCIICUIHBIM.

Bo-niepBbIX, OCHOBHas Lie/b BAlllero 3BOHKA - MEpeJaTh CBOIO 3aMHTEPECOBAHHOCTh. Bl
JOJIKHBI TTOKAa3aTh, YTO C HETEPIIEHUEM KJIETe BCTPEUH C MapTHEPOM U BaM JIEHCTBUTENIBHO €CTb,
4yTO 00CYauTh ¢ HUM. CrapaiiTechb BECTH Pa3roBOp >KMBO, SHEPTUYHO, cpa3y COOOIIATh O TOM,
YTO BbI XOTUTE PACcCKa3aTh MPU JIMYHON BCTpeue (pazymeercs, KOPOTKO, HE PacKphIBasi JAeTameil).

Bo-BTOphIX, TIOMHHUTE, 4YTO Ball TeJe()OHHBI 3BOHOK IO BPEMEHH JIOJKCH OBITh
KOPOTKMM, MaKCHUMajbHO 2-3 MUHYTHL. Benp Bamieli OCHOBHOH 3amavell SIBISICTCS TOJBKO
HA3HAYUTh BCTpPEUy, a HE paccka3aTh O Balllell KOMIIaHWM WM mpoaykre. [locrapaiitech
00pHCOBaTh CUTYaIMIO KaKk MOXKHO Ooijiee eMKko B 1-2 mpemnokeHusx. M3BECTHO, YTO TOJBKO
pH ayJAHaIbHOM KOHTAKTe BHUMAHHE YeJOBEKa OBICTPO TEpsieTCs, W CKOpee BCEro, O Bac
OBICTPO 3a0yayT KaK 00 HCTOYHHKE YTOMHUTEIHHOTO ITyMa.

B-Tpetbux, mpexae yeMm NO3BOHHMTH BalllUM MapTHEpPaM, HAMUIIUTE MPUMEPHBIM TEKCT
quaiora Oymare. JTO TOMOXKET BaM HE TOJIBKO HE COMBAThCSA B TPOIECCE pa3roBopa, HO U
CIaceT Bac OT HENPHUATHBIX ay3 W 3aTPYAHCHHIA, €CITU BBl BIPYT 3a0ynere ciaoBo wiu (pasy Ha
AHTIINHACKOM.

PaccmoTpuMm, Kak NpaBUJILHO HA3HAYUTH BCTPedy HA AHIJIMIICKOM sI3bIKe.
1. Hauano pasrosopa.

B camoMm Hauase pa3roBopa 6yz[eT OYCHb JIOTUYHBIM MMPEACTABUTHCA U TONIPHUBETCTOBATDH
YCJIOBCKA HAa APYIrOM KOHIIC Teﬂe(I)OHHOﬁ JIMHUU.

Hello, my name is .... - 3apaBcTBYiiTe, MEHS 30BYT. ..

Good morning I’'m .... - JIo6poe ytpo, 3710 ....

May I speak to ...? - M0oXHO IOTOBOPHTSH C ....7

I’m calling on behalf... - 5 3BoHt0 OT .... (AMEHU, KOMITAHWH).

I’d like to arrange an appointment. - I Obl XOTen Ha3HAYUTH BCTPEUY C....

2. Ilpouecc 00cy:xk1eHUs1 BCTPEe4u.

3nech yMecTHbl OyIOyT BEXIMBBIE MPEAJIOKEHUS BPEMEHU BCTPEYH, OOCYXKIEHUs
BO3MOKHOCTEHN CTOPOH, YIIOMUHAHUA IPYIUX YYaCTHUKOB IIPEATIIOIAracMOi BCTPEUH.



I’m calling to fix/arrange/agree another time. - $ 3BOHIO, 4TOOBI TMEPEHECTH HAIIY
BCTpEUy.

Michel and Ana are tied up/busy/unavailable this week. - Muxaun u AHHA HE MOTYT Ha
3TOM HeJee.

Do you mind if we postpone it/move it back/put it back to next week? - Kak Bam
CIemyIoIas Heems?

Which day are you thinking of/do you have in mind/do you want? - Kakoii nens Bbr
npeayiaracTe?

Does Wednesday sound good/suit you/look ok? - Bam moaxoaut cpema?

How about/ Are you free on/Can you make Thursday? - Bac ycrpout uerBepr?
Which would be best/convenient/OK for you? - Kakoii nens Bam ynooen?

We can make it/’re free/’re available after lunch. - Mgyl cBOOOIHBI TOCIIE 00€A.
That sounds fine/great/good. - Otnuyso.

The appointment is/So that’s/We can confirm Thursday at two o’clock. — Hrak, MbI
BcTpevaemcs B yetBepr B 14.00.

3. Kone pazrosopa.

3/1ech YMECTHO HE TOJIBKO MPOIIAHKUEe, HO M U3BHHEHUS, & TAK)KE TPOCHOBI.
Could you tell him that...please? - He mornu Gbl BB cKka3aTh emy, 4To...7
Sorry to have troubled you. - M3BunHTE, 9TO TOOECITIOKOMIT.

Can | take a message? - Urto-uuOyap nepenaTh?

Thanks, I’ll call back later. - Ciacu60, st mepe3BoHio.

O6mienne 1o TenedoHy SBIACTCS OJHUM M3 BAKHEUIIMX DJIEMEHTOB B HM3YyUYCHUH
JIEJIOBOTO aHriauiickoro. Hanbompiyto ci10XkHOCTh B auanore no TenedoHy Ha MHOCTPAaHHOM
A3bIKE BBI3BIBAET OTCYTCTBHE JXHBOTO OOIIEHUS C peajbHbIM cobeceqHUKOM. M3-3a 3TOrO
BO3HUKAIOT MPOOJEMbl B IOHMMAHUU, BOJHEHHUE, 3aTPYIHEHHUS B BBIPAXKEHHUU COOCTBEHHBIX
MBICIIEH.

O)IHaKO 3alIOMMHaHHUEC CTaHAAPTHBIX (i)paz, POJIEBBIC HWI'PBI HE ABJIAIOTCA JOCTATOYHO
ahdexTuBHBIMU 0€3 TPAKTUKH peasbHOro oOmeHus mo Ttenedony. bombmoit mpobiemoit
SABJIICTCA BBICOKAsA CKOPOCTh, C KOTOpOﬁ rOBOPAT HOCHUTCIIM sA3bIKaA. Kak xe 3actraBuUTH
cobeceTHUKa TOBOPUTH MEIJIEHHEE U 00Jiee TOHSATHO?



1. TIpocTo BEXIHMBO MOMPOCHUTE COOECETHIKA TOBOPUTH MTOMEJICHHEE.

2. Korma Bl mosyuaere BaKHYIO HMH(OpMAIio, 3alKChIBacTe aapec HWIH HOMEp
teneona. Ecnmu He MOHMMaeTe 4YTO-TO WM HE YCIEBaeTe 3allMChIBAaTh, BCIYX IOBTOPSHTE
KaX1yro (ppa3y 3a TOBOPSIIHM.

3. Ecanm Bam uTo-TO OCTaercs HCACHO, HC T'OBOPHUTC, 4YTO BaM BCC IIOHATHO. He
CTECHSIUTECh IepeclpammBarh 10 TeX IOp, Moka He pa3deperech BOo BceM. IlomHuTE, 4TO
BaleMy co0eceIHUKY TOKEe BaKHO, YTOO BBI IOHSIIH BCE HFOAHCHI Pa3roBOpa.

4. Ecnmu cobeceHHK MPOAOIDKAET ObICTPO pa3roBapHBaTh, MOMPOOYHTE MEPEUTH Ha
Balll POJIHOM s3bIK. HEeCKOIbKO OBICTPO MPOM3HECEHHBIX (Ppa3 Ha HE3HAKOMOM SI3bIKE HAIIOMHSIT
€My, HAaCKOJIbKO BaM CJIOXHee oOmarhcsi. Bo3MOXHO, B 3TOM ciydae OH IOCTapaeTrcs Bam
MIOMOYb.

Kak Be:xiInBO monpocutrhb codeceJHHKAa FOBOPHTH Me/JIeHHee WM NepPecnpoCcCUTh
HENOHATHYI0O HH(pOpMALHI0?

Could you please repeat that more slowly?

Could you say that again, please?

Could you speak more slowly?

Sorry, I didn’t quite catch that/what you said about .....(neutral)
Sorry, I didn’t quite understand that/ what you said about

Kparkuii mepeueHr Apyrux ¢pas, HUCHOIB3YyEeMBIX BO BPEMs JEJIOBOTO OOIIEHUS IO
Tesie()OHY Ha aHTJIIMICKOM SI3BIKE:

IIpencraBnenne cedsi:

This is Helen. - 9to Enena

Helen speaking - 'ooput Enena

IIpocs0a npencraBUTHCSA:

Can | take your name, please? - IIpencraBbTech, MOKaIyiCTa.

Can I ask who is calling, please? - IIpoctute, Mory s y3HaTh, KTO 3BOHUT?
IIpocs0a coexMHUTH ¢ KeM-1u00:

Can I have extension 321? - Coequnaute MeHsi ¢ HomepoM 321. (extensions —3To BHyTpeHHHE
HOMEpa B KOMIIaHHH )

Could I speak to...? - Mory s oroBoputs ¢ ... (Can | — menee opurnansuas npocsoa /May | —
Oosee oduinampHas Mpochoa)

Is Jack in? - JIxxek B oduce?



IIpenynpexaenue 0 COeIMHEHNH € KeM-JIU00:
I'll put you through - S Bac coenunsito.
Can you hold the line? - He Bemaiite TpyOKy.
Can you hold on a moment? - He moriiu 061 BBl HEMHOTO TIOJ0K/1aTh?
Eciu ¢ a00HeHTOM HeJIb351 COeUHUTH B JAHHLIA MOMEHT:
I'm afraid ... is not available at the moment - Borocs, ceituac st He MOT'Y Bac COEIUHHTb.
The line is busy... - Jlunus 3ansra

Mr Jackson isn't in... / Mr Jackson is out at the moment... - Mucrepa J[>xekcoHa celidac HET Ha
MECTC.

IIpenyioxuTH OCTABUTH HHPOPMALHIO:
Could (Can, May) | take a message? - 51 mory emy 4TO-TO IepeaaTh?
Could (Can, May) I tell him who is calling? - I mory emy nepenath, KTO 3BOHHI?

Would you like to leave a message - Bbr xorenu Obl 0CTaBUTh HHPOPMAIHIO?

OO01IeHne ¢ aBTOOTBETYNKOM

Bo3MoxHBI cUTyalluu, KOrJa BaM HYXXKHO CpPOYHO Iepeaarh HH(OpMaluio, HO K
Tene@OHy HUKTO HE IMOAXOIUT. YroOb! OBITH YBCPCHHBIM, YTO OCTABJICHHAA HAa aBTOOTBCTUYUKC
uHpopmaluu OyeT TPaBUIBLHO MOHSTA, BOCIIOIB3YHUTECH CIETYIONUMU COBETAMU:

1. TIpencrasiaenue - - - - Hello, this is Nick. OR Hello, My name is Nick Black (more
formal).
2. Bpems u npuYMHA 3BOHKA: - - - - - It's ten in the morning. I'm phoning (calling, ringing)

to find out if ... / to see if ... / to let you know that ... / to tell you that ...
3. Mpocwboa: - - - - Could you call (ring, telephone) me back? / Would you mind ... ? /
4. OcTtaBuUTH CBOIi HOMeP: - - - - My number is .... / You can reach me at .... / Call me at ...

5. HNpomanue: - - - - Thanks a lot, bye. / I'll talk to you later, bye.



IIpumep aes1oBOro odueHus no Tenedony

Operator: Hello, Frank and Brothers, How can | help you?
Peter: This is Peter Jackson. Can | have extension 34217
Operator: Certainly, hold on a minute, I'll put you through...
Frank: Bob Peterson's office, Frank speaking.

Peter: This is Peter Jackson calling, is Bob in?

Frank: I'm afraid he's out at the moment. Can | take a message?

Peter: Yes, Could you ask him to call me at 212 456-8965. | need to talk to him about
the Nuovo line, it's urgent.

Frank: Could you repeat the number please?

Peter: Yes, that's 212 456-8965, and this is Peter Jackson.
Frank: Thank you Mr Jackson, I'll make sure Bob gets this asap.
Peter: Thanks, bye.

Frank: Bye.



