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Tipps 					
Warum möchten Sie Deutsch lernen?
Why do you wish to learn German?
Erfolgreich E-mails schreiben
Erfolgreich Telefonieren
Intercoms Top 70
50 False Friends
Taschen-Grammatik
Unregelmäßige Verben

Tips
£
Personalize your email with a short friendly opening and closing statement.
£
Which style? Choose a neutral/formal tone or use the style used by the sender.
£
Be specific. Highlight the specific results you want in the first paragraph.
£ Tips Always give due dates.
Taking a message
for your call by having clear objectives and
£ £ Prepare
Always
write a clear subject line.

Effective Telephoning

relevant information.
£ Identify yourself immediately.
£ Ask if this is a good time to call.
£
Slow down and speak clearly.
Opening
£ Have a message pad ready.

Neutral/formal
Dear Ms Hodder / Dear Mr Patton
Every
dayfor
calls
Thank
you
your email
Answering the phone
It was
nice
to hear
from you
… LBC Enterprises,
Good
morning
/ afternoon
/ evening,
I hope
thespeaking.
event.
Tomyou
Jonesenjoyed
(both names)
Who’s calling, please?

Can I take a message?
Would you like to leave a message?
Can I give him / her a message?
I’ll tell Ms Patterson that you called.
Does she have your number?
I’ll ask her to call Informal
you when she comes in.
... to get backHi
toMarty
you by this
/ Hievening.
All
... to contact Hope
you as soon
possible.
youasare
well.

How are things?
Saying Goodbye
Tnx for
your
Thank you for calling.
Good
bye. speedy reply.
Have a nice day. Good bye.

Closing
Introducing yourself
Neutral/formal
Informal
Taking control of
a conversation
This is Horst Berger speaking.
Asking for repetition
Hello,
thisonce
is Carole
Zonis for
fromyour
HEE Ltd.
Thank
you
again
cooperation.
Tnx again for all the help.
I’m sorry, could you say that again please?
Once
again,
I
apologise
for
any
inconvenience.
Sorry
once again about the confusion.
I’m sorry, I don’t understand. Could you repeat that
Asking for someone
Should
have
any questions
or queries pleaseplease?
Please feel free to get in touch any time.
Couldyou
I speak
to Annette
Gardner, please?
Sorry, did you saySay
the hi
third
of March from
or the me.
I’d like
to speak to
Jones,
please.
do not
hesitate
toDuncan
contact
me.
to(3rd)
everyone
thirtieth (30th) of March?
Could you put me through to Lee Smith, please?
Please
give my regards to (mutual acquaintance).I’m sorry, I can’t hear
All the
best (Atb)
you very well. Could you speak up
Could I speak to someone who deals with … ?
... is responsible for … ?
help
me with … ?
I look forward to hearing... can
from
you.
Wishing
you a good week.
Explaining
KindI’mregards
Best regards
afraid Ms/Gardener
isn’t in at the moment.
I’m sorry, he’s in a meeting at the moment.
I’m afraid he’s on another line at the moment.

TheSorry,
purpose
his line is busy at the moment.
WhyI’mare
you
writing?
afraid
you’ve
got the wrong number.
Putting someone on hold

Seite
1
2
3–4
5–6
7
8
9
10–13

a little, please?

Have a great weekend.

Asking for clarification
Take care / Best wishes / Best
Could you explain what you mean by … please?
Atb
(allyou.
the
best)
CU (See
Sorry, I’m not quite
with
Could
you/clarify
what you)
that
means please?
Sorry, I didn’t quite catch your name. Can you spell it
please?
Asking for verification
Let me just check. Your number is …

Neutral/formal
Informal
Can I just read that back to you please?
Just a moment, please.
Further
I have a question concerning
Thiswhat
is just
a short
May I just summarise
you’ve
said? email to …
Couldto
youyour
hold email,
the line, please?
/regarding …
Putting someone through
One moment, please. I’ll see if Mr Jones is available.

I amI’llwriting
in response
to … you now.
put you through.
/ I’m connecting

I’m afraid she is not at her desk at the moment.
Her extension number is …
I was
asked by … to contact you regarding ...
Would you like to try again later?

Technical problems
I’m afraid this is a very bad line. Can I call you back?
Just
a reception
quick reminder
I am getting a very
poor
here so I’mthat
going…
to
hang up and try again.
Sorry, I lost you there for a moment.

Re the next meeting, I’m afraid I …
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