
Commercial English - Abbreviations 

 
Abbreviations 
  

a/c account 

attn. (for the) attention (of) 

B/E bill of exchange 

B/L bill of lading 

cc copy to, copies 

cf. compare 

cfr. cost and freight 

cif cost, insurance, freight 

cip carriage and insurance paid to 

C/N credit note 

c/o care of 

cod cash on delivery 

Corp. Corporation 

cpt carriage paid to 

cwo cash with order 

D/A documents against acceptance 

ddp delivery duty paid 

ddu delivery duty unpaid 

des delivered ex ship 

DN debit note 

D/P documents against payment 

enc(s) enclosure(s) 

EXW ex works 

fob free on board 

for free on rail 

Inc Incorporated (US) 

L/C letter of credit 

Ltd limited 

p&p postage and packing 

p.p. * on behalf of 

pto please turn over 

re with reference to, regarding 

RRP recommended retail price 

SAE stamped addresses envelope 

VAT Value Added Tax 

ZIP (code) zone of improved delivery (US)  



  
* (lat.: per procurationem)  
This table was written by Ulrike Schroedter. 

Commercial English - Letters 

 

You write to 
How to begin the 
letter 

How to end the letter 

Dear Sir/Madam (BE) 
(AE)  

Yours faithfully (BE) 

Dear Sir or Madam (BE) 
(AE) 

Yours truly (AE) 
an unknown firm/person 
(BE) (AE)  

To whom it may concern 
(AE) 

Truly yours (AE) 

Yours faithfully (BE) 

Yours truly (AE) 
a woman whose name 
you don't know 

Dear Madam (BE) (AE) 

Truly yours (AE) 

Yours faithfully (BE) 

Yours truly (AE) 
a man whose name you 
don't know 

Dear Sir (BE) (AE) 

Truly yours (AE) 

Yours sincerely (BE) 

Very truly yours (AE) 
a person whose name 
you know 

Dear Mr/Mrs/Ms Fisher 
(BE) (AE) 

Sincerely (yours) (AE) 

(With) Best wishes (BE) (AE) 

Yours (BE) 

Love (BE) 

All the best (AE) 

a person you know 
personally 

Dear Ann/John (BE) (AE) 

Kindest/Best regards (AE) 
 
  
Example of a formal letter 
  

MICHAEL WARRENS LTD - 78 Court Street - Nottingham - UK 
Mrs Sara Fisher 
Manager 
18 St. James Avenue 

  

Bournemouth HB3 4LN 4th October 2001

Our ref: US / HK 1082 
Your ref: SP / T 

Dear Mrs Fisher, 

Your order



We are pleased to acknowledge your order no. 202 dated 1st October 2001. Your order is 
already dealt with. We will inform you when the consignment is ready for delivery. 

Please do not hesitate to contact us if you require further information. 

We thank you for your custom and again look forward to being of service to you in the 
future. 

Yours sincerely, 

 

M Warrens (Mr) 

Enc 

  
T he envelope 
  
The position of the address is the same like in the letter. Steet, Road and Avenue can be 
written in abbreviations (St), (Rd) (Av). 

The postcode/zip code you write under the town 

Write the name of the country in CAPITAL LETTERS. 

Example: 

Mr Michael Warrens 
Software 
78 Court St 
Nottingham 
WQ1 6P0 
UNITED KINGDOM 

In the corner top left you can find the following phrases: 
Air Mail
Confidential
Express
Fragile
Please forward
Postage paid
Printed Matter
Private/Personal
Registered
Sample
To be called for
Urgent
  
Example of an informal letter
  
This text was written by Ulrike Schroedter.  

http://www.englisch-hilfen.de/en/words/letters.htm


Example of an informal letter 

      
      

    2nd
May

Dear John(,)     
  Thanks for your last letter and the nice photos................   
.....................................................................................................................  
Sorry, but I have to finish.   
Hope to hear from you again.   
  Take care.   
  Peter   

     
  
tips:  
  
- the date: top right hand corner (day/month-BE - or month/day-AE) 
 
- comma after name not necessary, but begin after that with a CAPITAL letter 
 
- ending: Take care, Cheers, Yours, Love, then a comma and your name    

Commercial English - Booking a room 

 
Writing the first letter 
  
Dear Sir/Madam, 

I would like to book a double room for the month of August 2002. I require an air-
conditioned room with bath and shower which faces the sea. 

I should be grateful if you would confirm my booking as soon as possible. Please give me 
an indication of your rates per night including full board. 

Should you have no vacancies please could you give me the address of a suitable hotel in 
your area ? 

Yours faithfully, 

 

Jennifer O'Brian 
  
useful phrases 
  



a room which faces the sea 

a room with a child's bed 

a room with bath and shower 

an air-conditioned room 

Bed & Breakfast 

Could you supply me with a warm blanket? 

for the week/month of ... 

for this/coming/next month  

for three weeks from 14th May 

from 20th July onwards 

Have you reserved seats for the concert? 

I am looking for a suitable hotel near the station. 

I should be grateful if you would confirm this reservation. 

I would be grateful ... 

I would be grateful for an indication of your rates. 
- including full board  
- including half board  
- breakfast/evening meal  

I would like to book ...  

I would require ...  

Please answer as soon as possible. 

Should you have no vacancies ... 

to book a room at the Sea Hotel 

to book/to reserve 

to hire a car 
 

Commercial English - Booking a room 

 
Confirming a reservation 
  
Dear Mrs O'Brian, 

Thank you for your letter of 5th April 2002. We are pleased to confirm the 
accommodation you describe for the month of August 2002. We enclose a short 
description of how you reach our hotel.  

We look forward to your stay with us.  



Yours sincerely, 

 
Nick Webster 
Reservations Manager

Encl. 
  
useful phrases 
  

a description how to reach the airport 

Enclosed is a cheque of € 200 to cover the deposit.  

to confirm availability of ...  

We are writing to confirm ... 

With reference to your enquiry of 5th April 2002 ... 
 

Commercial English - Booking a room 

 
Refusing a reservation 
  
Dear Mrs O'Brian, 

Thank you for your letter of 5th April 2002. We regret to inform you that we are fully 
booked throughout the month of August 2002. 

May I suggest you contact the Kings Hotel (address below) who my be able to offer you 
suitable accommodation and rates for the period you require? 

I am confident you will find the hotel to your total satisfaction. 
The address: King's Hotel ... Dorset 

We remain at your service for any future bookings you might wish to make. 

Yours sincerely, 

 

Nick Webster 
Reservations Manager 
  
useful phrases 
  

I am afraid 

May I suggest ... 



to be fully booked 

Unfortunately ... 

We regret to inform you that ... 

We suggest you contact one of the other hotels in the area. 
 

Commercial English - Appointments 

 
appointments 
  

I am afraid I will not be able to keep the appointment I made for Friday 17th 
June. 

I am due to/ I am to ... 

I hope to/ I intend to ... 

I regret to inform you that your delivery will be delayed. 

I would be glad/ grateful for ... 

I would be pleased to ... 

It may have come to your attention that ... 

Please confirm whether/if ... 

Please inform me ... 

Should this not be convenient for you ... 

This is to confirm the appointment we made on ... 

We are pleased to inform you that ... 

We look forward to hearing from you soon. 

We refer to our letter of ... 

With reference to my letter of ... 

With reference to your letter of 12th May 2002. 

Would you kindly reply ... ? 
 
  
Date: three variants: 

As mentioned to my letter of 22nd October. 

As mentioned to my letter of October 22. 

As mentioned to my letter dated October 22nd. 
  
whether/if: 

if: is a condition 
whether: leaves an alternative 



Commercial English - Costs 

 
costs 
  

Our terms of payment are as follows: quarterly/monthly payment. 

Prices are subject to change without notice. 

The goods come with a two-year guarantee. 

The initial order is subject to a discount of 15%. 

Under separate cover you will receive a credit note for the sum of €1.000. 

We are pleased to submit you a detailed quotation. 

We can allow you a three months' credit. 

We can make you a firm offer of ... 

We have the pleasure in enclosing our most recent catalogue. 

Your ordered goods are out of stock, but we can offer you a substitute. 
 

Commercial English - Delivery 

 
delivery 
  

Delivery will take three weeks. 

The items are in stock and should be ready for dispatch by next Wednesday. 

We will dispatch the goods on Tuesday by air freight. 

Please note the address of our office. 

Order no. 2113 will be ready for delivery as from 24th August 2002. 

We are afraid to tell you that we are unable to deliver your order. 

The documentation requested has been sent to you by registered post. 

by messenger/by courier 
 

Commercial English - Faults and complaints 

 
faults and complaints 
  

I should like to query the charge for packing which seems unusually high. 

Mr Boyle is extremely concerned at ... 

Our consignment of 100 computers was stolen in transit. 

Please arrange for reimbursement of the value of the damaged goods. 

The goods we ordered on 11th March have not arrived. 

We are sorry to hear that the goods are damaged. 



We have marked the delivery slip accordingly. 

We regret to inform you that our order no.2244, which should have been delivered by 
3rd November, is now considerably overdue.  

Commercial English - Information 

 
information 
  

I was given your name by Mr Fisher. 

I was interested to hear/know/see that ... 

In addition I would like a valid price list. 

Please get in touch with our secretary, Mrs Barnes. 

Please let us know the current freight rate for sea/rail /air/ road transport. 

Please reply without delay/by return of post 

There is much demand for ... 

We are interested in your samples. 

We would be grateful for further details about your offer. 

Would you kindly send us model 4DC ? 

Would your company be able ...? 
 

Commercial English - Orders 

 
Orders 
  

Delivery will be made by 6th July 2001. 

However, we can offer you a substitute. 

I am afraid your order has gone missing. 

Our dispatch department is processing your order. 

Our order no. 100.334 has not yet been delivered. 

Please confirm receipt of the order. 

Please quote number 234.559 on all correspondence. 

Please send us the undermentioned goods. 

Please submit a quotation for a substitute. 

Thank you for your quotation of June 1st 2002. 

The goods are no longer in stock/out of stock/no longer available. 

We are pleased to acknowledge your order of 1st July 2001. 

We are pleased to place an order with you for 200 MCF computers. 



We have therefore decided not to place an order with you. 

We should be grateful for delivery by 26th September 2002. 

We should like to cancel our order no. 778.001. 

We will require two weeks to process your order. 

Your prices are not competitive enough. 
 

 

 

Confusing words 

because, as, since or for 

 
word   explanantion   example 
          

because   

The reason is very important in 
the sentence, so because comes in 
the sencond clause of the 
sentence.  

  I read this book because I like it. 

          
as   The reason is already known.   As we read, we learn. 
          

since   
The reason is already known. 
(more formal than as) 

  
Since we were in the computer lab, 
our English has improved. 

          

for   
The reason is given at the end of 
the sentence. 

  
We went to a small restaurant - for 
we were hungry. 

          
            

big, great, high, large or tall 

 
word   explanantion   example 
          
big   large in size, degree or amount   a big stone 
          

great   much bigger than average   
a great success 
a great time 

          

high   
measurement from the bottom to 
the top; greater than normal 

  
a high mountain 
a high level 

          

large   big in size and quantity   
a large country 
a large number of people 

          
tall   greater height than average   a tall man 
          
N ote: We use high or tall when we talk about buildings.   



borrow or lend 

 
word   explanantion   example 
          
          

borrow   
to take and use sth. that belongs 
to sb. else 

  I'd like to borrow your umbrella. 

          

lend   
to give sth. to sb. that belongs to 
you 

  I can lend you my umbrella. 
  

bring or take 

 
word   explanantion   example 
          
bring   to come to a place   Can you bring me the Coke, please?
          

take   
to carry or move sth from one 
place to another 

  
Can you take the book to the 
library?   

hear or listen to 

 
word   explanantion   example 
          
hear   to be aware of sounds in your ears   I can hear music in Peter's room.  
          

listen (to)   
to pay attention to sb/sth that you 
can hear 

  
Peter often listens to music when 
he's at home.   

life, live or llives 

 
word   explanantion   example 
          

live [lɪv] 
he lives [lɪvz]

  to live (verb)   
I live in France. 
Peter lives in Poland. 

          

life [laɪf] 
lives [laɪvz]

  
state of living 
plural of life   

I read a book about the life of Mark Twain. 
Many people lost their lives in the war.  

          

live [laɪv]   
not recorded; 
not dead 

  
We watched the live coverage of the Formula I. 
We really saw a live rattlesnake.   

look, see or watch 

 
word   explanantion   example 



look   
to pay attention, to try to see what is 
there; 
look up (e.g. dictionary) 

  
Look at the board, please. 
You can look up the words in the 
dictionary. 

          

see    
visual impression come to our eyes; 
understand 

  
Can you see the the blue car over 
there? 
I see what you mean. 

          

watch   
like to look, but these things can 
change  

  He watches TV in the evenings. 
  

make or do 

 
word   explanantion   example 
          

make   
to create sth. (you often use your 
hands) 

  

We make a bird house at school. 
The pupils make a lot of noise in 
the break. 
She makes me happy. 

          

do   

an action you do not mention by 
name; 
mostly mental work; 
mostly referred to the topic "work" 

  

They do their homework in the 
afternoon. 
I often do the shopping in the 
evenings. 

          
There are no clear rules whether to use "do" or "make": Have a look in a good dictionary, 
li ke to OALD, or use make it is more likely to be right.  

see, visit, attend or go to 

 
word   explanantion   example 
          
see   to go and see sb./sth.   Come and see us tomorrow. 
          

visit   
to go and see sb./sth. (sounds 
more official) 

  
Lots of tourists visit the Tower 
every day. 

          
attend   to go regularly to a place   I attend a university. 
          

go to   to go somewhere   
I go to university. 
We go to a party every Friday.   

there, their oder they're 

 
word   explanantion   example 
          
          

there   in, at or to that place   
Could you put the books there, 
please? 

          
they're   short form of they are    They're reading a book. 

http://www.amazon.de/exec/obidos/ASIN/3464115429/qid%3D1001613957/engliclubhilf-21


          
their   determiner belonging to them   What colour is their car? 
  
These words are homophones and are sometimes confusing for learners of English as a 
s econd language.  

which or what 

 
word   explanantion   example 
          

which   
You have a limited choice of 
things. 

  
Which lemonade do you like - green 
or pink? 

          

what   
You have an unlimited choice of 
things. 

  What lemonade do you like? 

          
With nouns that refer to people, sometimes which is used - even if there is an unlimited 
c hoice.  

when or if 

 
word   explanantion   example 
          

when   
you are sure that something will 
happen 

  When I'm in Paris, I'll visit you. 

          

if   
you are not sure that something 
will happen 

  If I'm in Paris, I'll visit you. 

          
Attention!! 
You can both use when and if when you talk about things that happen 
repeatedly (in generalizations). 
 
If you freeze water, it expands. 
W hen you freeze water, it expands.   

 
 
 
 

Informal English Vocabulary 

 
 
"Perhaps of all the creations of man, language is the most astonishing" 
Lytton Strachey 1880-1932 
  
Here you find idioms and other useful phrases. 
This table is not complete.  
 
If you know more words, phrases and sentences, send them by e-mail.    

mailto:mail@englisch-hilfen.de


  
  A-M  N-Z
  

A 

about to Peggy is about to leave. 

in advance We booked the tickets in advance. 

alive and kicking  I love Berlin. It's alive and kicking. 

all of a sudden 
I went out in the sun. Then, all of a sudden, it started 
to rain. 

all over the place 
There are environmental problems all over  
the place. 

B 

to go from bad to worse My marks have gone from bad to worse last term. 

to bag sb. Tom bagged this special offer at an online-shop. 

beat-up Mark is too beat-up to play tennis this evening. 

to do the best He always does his best. 

blabber Don't listen to him, he's a blabber. 

to blag sb. Once in a while young Tim blags his father's cigarettes. 

bloody What a bloody day! 

to be blue She's been feeling blue all day. 

bouncer 
A bouncer's task is to keep out those who might cause 
trouble. 

be broke I can't go to the cinema with you, I'm broke. 

to brush up on sb. I have to brush up on my Spanish. 

buzz Parachuting gives me a real buzz. 

Buzz off!  
Buzz off! I have told you not to come to my place 
anymore. 

C 

a close call I had a close call. A stone almost hit me! 

to catch sb. Sorry, I didn't quite catch your telephone number. 

to catch cold I walked out in the rain, so I caught cold.  

not to have a clue  I don't have a clue about repairing the faucet. 

Come off it! Come off it! This isn't the truth. 

as far as I'm concerned As far as I'm concerned, I'd like to watch the film. 

cop 
A big crowd of cops gathered in front of the Bank of 
England. 

corner shop Mother really liked corner shops when she was a child. 

cram school  
Many pupils have to go to a cram school in the 
afternoon. 

on credit I'd not buy the new TV on credit. 

cut Mr Brown made big cuts of $500 million. 

D 

http://www.englisch-hilfen.de/en/words/informal1.htm
http://www.englisch-hilfen.de/en/words/informal2.htm


damned I hate going through that damned rush hour. 

to dig in one's heels 
If you take or express an opinion and refuse to change 
it, you dig in your  
heels. 

to disrespect sb. Poor people shouldn't be disrespected. 

to do one's best He does his best to fix the car. 

to do someone good Let's go on a holiday. The sun will do us good. 

to do without If there's no milk for the tea, it'll do without. 

down under Down under will be my next destination. 

E 

to be up to one's ears
Sorry, I can't go out with you. I'm up to my ears in 
work. 

every now and then Every now and then I play the piano. 

every other He comes to me every other week. 

to see eye to eye World Bank and IMF see eye to eye on Asia  

F 

fair enough Fair enough! Let's go out for dinner tonight. 

fiddle Especially fiddles are necessary to play folk music. 

to keep the fingers crossed 
I have to see the doctor for a checkup. - I'll keep my 
fingers crossed for you. 

flutter The old lady loves a flutter on the slot machine. 

folk We all are fond of the Irish folk. 

for free I was lucky. I got this CD for free. 

freak out 
Ron freaked out when he heard that Peter had broken 
his car. 

fridge Butter must be kept in the fridge. 

G 

to get a lot of stick In his new job Jack gets a lot of stick. 

to get cold feet 
He wanted to speak to the boss, but he didn't. He got 
cold feet.  

to get fed up with sb. They get fed up with their neighbour's parties. 

to get rid of sb. We have to get rid of that old car. 

to get sb. Jason, did you finally get your exercise? 

to take sth. for granted I took it for granted the meeting was on Tuesday.  

greasy spoon I'd rather starve instead of eating at a greasy spoon. 

groovy This cocktail tastes groovy. 

guy Jennifer fell in love with the guy from the supermarket. 

H 

had better You'd better go now. 

on the other hand
Sue likes pop music, on the other hand she doesn't like 
discos. 

to give a hand Can you give me a hand with the cupboard? 



hard graft Building our house has been a hard graft. 

by heart My brother has to learn the poem by heart. 

hip Molly always knows what's hip. 

to be hooked on sth. Bill is hooked on car racing. 

J 

to jump down sb.'s throat 
The boss jumped down my throat because I was late 
for work. 

K 

knackered What has happened? You look so knackered. 

to keep an eye on sth./sb. Will you keep an eye on my baby? 

L 

little by little 
Andrew had an accident while playing ice-hockey. Little 
by little he begins to walk. 

to look forward to sb. I look forward to my holidays in Rome. 

M 

to make ends meet 
She's been out of work for years. How can she make 
ends meet with four children? 

to make friends easily Chris makes friends easily. 

to make oneself at home Come in, please. Make yourself at home. 

to make the most Let's make the most of the last day of our holidays. 

to make up one's mind up Did you make your mind up to buy a new computer? 

mash I love Grandma's homemade mash. 

What's the matter? You look sad. What's the matter with you? 

to be mean Grandfather is mean with money. 

to meet sb. halfway
I don't like his ideas, but I can imagine that we should 
meet halfway. 

to mess around  The clown messed around to make the children laugh. 

to mess up Sandy has really messed up this time.  

Informal English Vocabulary 

 
 
"Perhaps of all the creations of man, language is the most astonishing" 
Lytton Strachey 1880-1932 
  
Here you find idioms and other useful phrases. 
This table is not complete.  
 
If you know more words, phrases and sentences, send them by e-mail.    
  
  A-M  N-Z
  

P 

from now on From now on I'm going to drive more carefully. 

mailto:mail@englisch-hilfen.de
http://www.englisch-hilfen.de/en/words/informal1.htm
http://www.englisch-hilfen.de/en/words/informal2.htm


old fart Bob isn't an entertainer, he is an old fart. 

pint "A pint for me, please." 

to be pissed off Leave me alone, I'm pissed off! 

plonk Plonk often causes a bad headache. 

to come to the point Don't talk for hours. Come to the point. 

to pop in I won't be back early. I'll pop in at Max's. 

to put in a word for sb.  
My mother doesn't let me go out. Can you put in a word for 
me, please? 

pretty much They earn pretty much money together. 

out of the question We can't come to the party. This is out of the question. 

Q 

quid A quid is a pound in British currency. 

R 

red tape Too much red tape takes everything longer. 

right as rain Your baby is right as rain. 

S 

to sack sb. Fred was sacked because he had lost his driving licence. 

scruffy Her apartment is very scruffy. 

to see about Let's have a party on Saturday. I'll see about the drinks. 

sharpish After a quarrel Mike left sharpish. 

to be in someone's 
shoes

I don't want to be in Peter's shoes. 

to shut up Shut up or disappear before I get furious. 

can't stand I can't stand the rain.  

in the sticks  
During their holiday the Bakers lived in the sticks. Far away 
from towns. 

to stick sth./sb. I can't stick more of this. 

stroppy Jimmy is a stroppy child. 

stuff Where is all that stuff I bought at Oxfam's yesterday? 

T 

Take it easy. Take it easy. 

telly 
You're a couch potato. All you can do is sit in front of the 
telly. 

thick Are you thick? This is the right number. 

Think nothing of it. Think nothing of it. 

to be on time Please be on time. 

to take one's time Take your time. 

tipple 
After walking through the cold rain everyone enjoyed a 
tipple. 

to loose track Do you know where Fred lives? - I've lost track of him. 

to take turns My sister and Anne take turns babysitting. 



W 

Watch your step. 
You'd better watch your step if you don't want trouble with 
your boss. 

to wear many hats 
You've got to wear many hats if you want to run your own 
hotel. 

when push comes to 
shove 

When push comes to shove you'd rather accept the job. 

to feel under the 
weather

I think, I'll stay at home tonight. I'm feeling a little under 
the weather. 

no wonder No wonder he is ill. He went out in shorts in winter.  

a word in your ear Could I have word in your ear? 

Words fail me. Did you hear about Sue and Pat? - Words fail me. 

to eat one's words I'm sorry. I'll eat my words. 

in other words In other words, you can't answer the question. 

to have words with sb. I had words with the headteacher of my son's school 

would rather 
Would you like to spend your holidays in the North? No - I'd 
rather fly to Mexico. 

to wow sb.  His appearance at the party wowed me. 

Z 

to zing through sth. The arrow zinged through the trees as fast as lightning.  
 
 
 
 

At the hotel 

1. The guest 
  

Have you got a single room for tonight? 

I'd like to stay in a double room. 

Do all the rooms have air-conditioning? 

Is breakfast included? 

When do you serve breakfast? 

Could you give me a call at 7 tomorrow morning, please? 

I'd like to pay in cash/by credit card/by traveller's cheque (AE: check).  
  
2. The receptionist 
  

Hello, can I help you? 

Would you like a room with a bath or a shower? 

How long would you like to stay at our hotel? 

How would you like to pay? 

Your room in on the second floor on the right. 



Sorry, we're fully booked for tonight. 

Sorry, we are full up. (AE*) 

Is there anything else I can do for you?  
 

My hobbies and interests 

My favourite hobby is playing snooker. 

I like listening to pop-music. 

At weekends I sometimes go to a disco or to the cinema. 

I listen to bands like ... 

I'm interested in punk.  

While listening to hard-rock I can get everything off my chest. 

In summer I like to go swimming.  

In winter I go skiing.  

I like visiting friends and talking about this and that. 

My friend and I do lots of jigsaw puzzles. 

Playing football is fun. 

One of my hobbies is writing letters to my pen-friends. 

I do a paper route to earn a little money. 

Sometimes I read so much that I forget the housework. 

When the weather is bad, I read books or watch TV.  

I enjoy working on the computer.  

I got a new computer for my birthday.  

Once a week I do some handball practice. 

I go training every evening. 

When it's not so hot, I go rollerskating.  

I want to tell you something about my family. 

I've got two older brothers. 

My mother works as a clerk in an office. 

When we are on holidays I like walking in the mountains. 

On Saturdays I have to cook for the family. 

I collect my cousin from the kindergarten. 

Now and then I do babysitting.   
 

On the phone 

Who is this, please? 



... speaking.  

I'll phone back later. 

I've got the wrong number. 

Please leave a message after the beep. 

Can I take a message? 

Can I speak to ..., please? 

Just a moment, please. 

I'll ring you at about ... 

Thank you for ringing. 

I must ring off now. 

I can't get through. The line's busy. 

There is no reply. 

This is a bad connection. 

Can I use my mobile?  
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