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Hello, this is OO (B#® %A calling from OO (BDOR4) .
FFOODSHBEFL TVWBOOTY)
May | speak to MrOO (#BF D4 |, please? (OOkKkZHFEWL FT)

. EESNAVAYRY S
[l call again later. (F/cB&NSBELET)
Please tell him to call me back. (fDRUEBEEL & W)

Would you tell me what time he'll be back? (WDR51FTH)

BEOBGH

. BASEDEEIC
Hello, MrOO (HBF D41 . Thisis AA (BHD &R speaking.
(OOEATTHR. TESIEAATY)

. S<EHERNGBN 5
I'm sorry, could you speak more slowly, please ? (kb ->< DFEU TEIFETHY)

. HF O, SHBEER
May | have your name, please ? (BEZFIZS NN >TELBLWVWTTH)

Could you tell me your company name, please ? (%D &E&B1IE)

. ER D R < Bl
Just a moment, please. (DX EBFELRLIW)
[l connect you to Ms.OO (&L ADERD (OOIKERELET)

. BB UADREDRZ
I'm sorry, she's not in at the moment. (FURBD £ Ao RESFEALTEDET)
I'm sorry, but she's out at the moment. (FURHB D £ Ao AHLTHEDET)



. IBHBREERZ S
Mr.OO (35U A) will be back around two o'clock. (OOl 2 BtER>TE%9)

| expect him/her back any moment. (F<ICED £Y)

He/She should be back soon.
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Frequently Asked Questions

As Soon As Possible

Carbon Copy

Blind Carbon Copy

Regarding
Forward
Attention
Company
Limited
Incorporated
Corporation
Department
Building
Street
Avenue
Drive
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