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Lesson One

MESSAGES

Teaching Objectives

1. Familiarizing the students with the language used in giving telephone messages.: .
2. Giving the students some practice in note-taking.
3. Giving the students some training in reporting telephone messages. .

Part A Listen, Write and Speak

Tape

Telephone Messages for Mr Dawson

NOTES

1. Background Information The manager of a business company is'a very busy person
Everyday he has to deal with all kinds of problems. He has to go to trade confercnces, )
fairs, meet his business colleagues, attend .to the. needs of his customers and em-
ployees, etc. From the. text, we cap see Mr Dawson is just.such a businessman. As
soon as he gets back from a business trip, there are several problems claiming his im-
mediate attention. '

2. Lyon A city in east France.

Exercises with Key

1. Dlrecpons Listen to the dlangue qarefully and choose the best answer to each questlon
you hear. I _ (10 points) -

1) What was Mr Dawson doing on Monday" : :
A) He was taking a trip to Lyon.
B) He was attending a trade conference in London.
9) He was attending a trade fair in. Lyon.‘)
‘D) He was making a business trip to Rio.

2) ‘What might Mr Dawson be? '
A) A supplier of video cassettes. -
B) A sales manager.



— -

3)

4)

5)

C) A car dealer.

D) Aninsurance agent.

Which of the following statements is true?

A) Mr Watkins wanted to cancel his meeting with Mr Dawson.
B) Mr Dawson may meet his Mexican friend on Monday.
C) Jenny asked for sick leave.

D) Miss Hayward received eight phone calls.

Which of the following is NOT appropriate to say if you want to ask the caller to
leave a message?

A) Can 1 take a message?

B) Would you like to leave a message?
0) Would you pass the message on?
D) Can I pass on a message?

What CAN'T you learn from the conversation between Mr Dawson and his

secretary?

A) Mr Dawson’s office is in London.

B) Mr Dawson was eager to have his new car.

C) Mr Dawson was unhappy when he was told about Miss Dobson’s call.
D) Both Jenny and Godfrey wanted to stay away from work until Friday.

2 Dxrecuons Listen to the tape again and take notes of the messages for.Mr.Dawson.

. (10 points)

9:00 Jenny phoned.

Messages for Mr Dawson—Monday

Won't bein till 1) Friday.

9:40 Mr Watkins called.

2) Can’t make the meeting on Tuesday
afternoon. : -
Ring again on Wednesday.

11:30 Godfrey came. Wants 3) Friday off.

e St e L

SR I 4) Grandmother died. Got to go to the
funeral.

12:15

Wadley’s Garage called. The new car 1s not ready yet.
), St’rik_»e at the factory.

2:10 ' Miss Dobson called.

* '6)’Cancel the last order.
Customers have changed then' mmds agam

3:20 Mr Gonzalez called.

May be in. 7) London from 21st to 25th
Wants to see Dawson then. ;

—_—2 —
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4:35 Ellis called. 8) Phone her as soon as Dawson’s back.
Urgent.

4:55 Mr Berry phoned. Don't 9) _supply ‘Mason & Co. until
further notice.

10) _Will explain later.

3. Directions: Listen to the tape again and find out
1)- hew to introduce yourself on the phone;

It’s... . It’s... here.
This is... . This is...speaking.
This is...from... . My nameis... .

2) what you can say if you want to get someone on the phone;

May I speak to..., please?

- Could you put me through to...?
Is...there?
~ 3) what you can say if you want to leave a message;

Can you give...a message?

Can you give...this message?
4) what you can say when you want to take a message for someone.

~Can I take a message?

Would you like to leave a message?

CanTpass-on a message? - : .
Then use these expressions and the above completed table to reconstruct all the calls Miss
Hayward had while Mr Dawson was away. Work in pairs*>one in each pair playing the
role of Miss Haywa;d and the other, the caller.

Tapescript
Telephone Messages for Mr Dawsen

Lt PR L

LArnanda Hayward is & secretary at Stamtard Seeunty Systems, Her boss, Peter Dawson,
was away on:business on Monday. She took several messages forhim. = /-

9:00 Be
Amanda Mr Dawson’s office. AR et
Jenny  Oh, .it'sJenny. Can you give Mr Dawson a message" Twon’t-'be in «t}ﬂ

o _2 i Friday,I've got flui1saw the doctor this morning. -+ S :
Amanda OK, Jenny. I’ll pass the message on. I hope you’ll feel bettevsbon.

s



9:40
Amanda
Mr Watkins
Amanda

Mr Watkins

11:30

Amanda
Godfrey
Amanda
Godfrey

Amanda
Godfrey

12:15
Amanda
~ Salesman
Amanda
Salesman

2:10
Amanda
Miss Dobson

, Amanda
Miss Dobson

3:20
Amanda

Mr Gonzalez
Amanda

Mr Gonzalez

Mr Dawson’s office. Can I help you?
May I speak to Mr Dawson, please?

I'm afraid he’s away on business. He’ll be back tomorrow. Can I take a mes-

sage?

Please. It’s Tom Watkins here. Look, I can’t make the meeting on Tuesday af-

ternoon. Something important’s come up. I’ll ring Peter on Wednesday.

Hello, Godfrey. What can I do for you?

Mr Dawson isn’t here, is he?

No, not till tomorrow.

Ah...it’s just that I want Friday off. You see, my grandmother died yesterday
I'll have to go to the funeral.

Oh, [ am sorry. How old was she?

92.

Mr Dawson’s office.

Can you put me through to Mr Dawson? :

T'm afraid he isn’t here today. Would you like to leave a message?
Oh, right. Wadley’s Garage here. It’sabout his new.car. Itisn’t ready yet.
There’s a strike at the factory today. -.. - < [+ o - :

! Vs

Good afternoon. Mr Dawson’s office. .
Good afternoon. This is Juliet Dobson from WCStem Video Systems. Mr
Dawson’s at the trade fair in Lyon, isn’the? w16 .

Yes, that’s right. He should be here tomorrow.

Well, an you give him this message first thing in the morning?. P'm afraid we

‘must cancel our last order. The customers have changed their minds again}

Good afternoon. Mr Dawson’s office.

‘Hello, this is Miguel Gonzalez speaking. Is Peter there‘? .
No, I'm afraid he’s away on business today. Can I pass on 2 message, Senor
Gonzalez? -+ :

Yes. I may be in London from 21st to 25th. 1 want to see Peter then, if

— 4 —
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4:35
Amanda
Mrs Ellis

4:55 _
Amanda
Mr Berry
Amanda
Mr Berry

"
‘ \
\‘

posstble. It’s about the agency in Mexico.

Mr Dawson’s office.
My name’s Samantha Ellis. Can you get Mr Dawson to phone me as soon as
he gets back from Lyon? It really is very urgent.

Mr Dawson’s office.

Ah, Miss Hayward. This is Charles Berry.

Oh, good afternoon, sir.

P’ve got an important message for Mr Dawson. Give it to him the minute he
comes in, Just say, ‘Don’t supply Mason and Company until further notice’ .
I’'ll explain later.

It’s Tuesday morning. Peter Dawson has just returned to the office after his business trip

to Lyon.

Peter
Amanda
Peter
Amanda
Peter
Amanda
Peter
Amanda
Peter
Amanda

Peter
Amanda
Peter
Amanda
Peter
Amanda
Peter
Amanda
Peter
Amanda

Good morning, Amanda. Could you come in for a minute, please?

Good morning, Mr Dawson. Did you have a good trip?

Yes, thank you. Were there any messages for me yesterday?

Yes, quite a few. Shall I just run through them?

Please.

Jenny phoned. She said she wouldn’t be in till Friday..

Oh. Why’s that?

She said she had flu. She’d seen the doctor. -

Right. Go on.

Then Mr Watkins called. He said he couldn’t make the meeting this afternoon but

would ring you on Wednesday.

OK. :

Godfrey came in looking for you. He said he wanted Friday off.

Did he? ‘ !

Yes. He told me his grandmother had died and he’d have to go to the funeral.

Oh dear. I’d better see him later. : '

And Wadley’s Garage called. They said your new car wasn’t ready.

Oh, no...why on earth not?

They said there was a strike at the factory yesterday.

Again!

After lunch Miss Dobson phoned. She said that Western Video Systems had to
—_— 5 —_—



Peter
Amanda

Peter
Amanda

Peter
Amanda

Peter
Amanda

. Peter

Part B

A Song

Directions: You’re going to hear the song ‘Hand in Hand*:’ Supply the missing . words and

cancel their last ordcr because their customers had changed their minds.
Pity!

Mr Gonzalez called from Mexico to say he might be in London from 21st to 25th.

He said he wanted to see you then.
Oh; good. I hope he can make it.

Then a lady phoned. Samantha Ellis. She asked you to phone her as soon as possi-

ble. She said it was urgent.
Ah, Samantha. I wonder what she wants.

Oh and just before five, Mr Berry phoned. He told us not to supply Mason & Co.

until further notice. He said it was important and that he would explain later.
Anything else?

No. That’s it. Coffee?

Please. That would be nice.

Listen and Relax

Hand in Hand

.(-_;‘
sing along. Coer D L

See the fire in the sky

We feel the beating of our hearts together S EREIVES NP L2

This is our txme torisc above - . T T niens b

We know the chance is here to live forever for all time. -0 ol ar

PO L . . - . - - .
el o e Vo Ty

*Hand in hand we stand all across the land,;;ir,g ES T

We can make this world a better place in which to live e IR

Hand in hand we can start to understand- ~ “ircova o
Breaking down the walls that come between us for all time.

Every time we give it all . ‘ RN S Sl
We feel the flame eternally inside us : A

Lift our hands up to the sky - : I
The morning comes and starts to live in harmony for all. time. .

* Repeat

33

¥
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Notes

‘Hand in Hand’ was the anthem of the 24th Olympic Games held in Seoul, South Korea, in
1988.The song expresses people's yearning for harmony and mutual undérstanding. - ‘

Part C Further Listening

Mini—talk

Directions: You are going to hear a short passage once. Listen carefully and choose the best

1)

2)

3)

4)

5)

answer to each question you hear. (10 points)

Which of the following is NOT included in the computer information? -

A) The location and the size of a burning building.

B) The type and the content of a burning building.

C) The cause of the fire.

D) The residents’ addresses.

How is information about a fire sent to the firefighters?

A) By the computer installed in the fire engine.

B) By telephone.

C) By television.

D) By radio.

How many firefighters are there in Kansas City?

A) 9,000.

B) 900.

C) 800.

D) 3,500.

What is the main idea of the passage?

A) The computer is of some use in putting out fires.

B) The computer is of great use in finding invalids.

C) The computer is of great use in rescuing injured firefighters.

D) The computer is a great help to firefighters.

What can you infer from the passage?

A) Firefighters are more likely to be cured of injuries now in Kansas City than be-
fore. "

B) Firefighters can do little to help the sick without the computer.

C) The danger for firefighters is sometimes greater than people in @ burning building.

D) Fires happen frequently in Kansas City. '

Tapescript

In Kansas City, Missouri, a computer helps firefighters. The computer contains informa-
tion about every one of the 350,000 street addresses in the city. When a firefighter answers a

—_—7 —



