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Unit 1
Telephoning

Aims
In this unit, you will learn to:
+ make a phone call.
+ spell and note down key words and numbers in a telephone message.

- make contact and exchange information over the phone.

@ Questions for discussion:

Answer the questions, and then tell your partner.

1. Have you ever made a phone call in English?
Have you ever answered a phone call in English?
Have you ever taken telephone messages in English?

Have you ever left a telephone message in English?

SOl

Have you ever left a voicemail message in English?
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Part 2: A‘:‘l"*“ﬁs
Secfion A Pairs Work

@ With a partner, match the expressions on the left to ones with a similar meaning

on the right.

1. Just a moment please. a. This is Alice Warner.

2. Who's calling? b. Tl put you through.

3. Can I take a message? c. Can you hold, please?

4. Alice Warner speaking. d. I'm afraid he is talking to someone else.
5. The line is busy e. Would you like to leave a message?

6. I'll connect you f. Can I have your name, please?

@ Complete the following short conversation by using the provided sentences.

a. Can you spell that please b. Thank you so much.

c. Can you hold please d. He is on another line.

A: Hello, ABC Company. Paul speaking. Can I help you?

B. Hello. This is Suda Lalidee. Can I speak to Leo Young, please?
A: (1) ... 'm sorry. (2) Can I take a message?
B: Uh ... That is fine. Just tell him that Lucinda Lalidee called.
A: And ... Can I have your name again, please?

B: Yes. It’s Lucinda Lalidee.

A: Sorry, (3)?

B: Sure. It's Lucinda L-u-c-i-n-d-a Lalidee L-a-1-i-d-e-e.

A: Thank you. Il tell him that Lucinda Lalidee has called.

B: (4).

A: You're welcome.

B: Bye.

Section B Role Play

Stage 1

@ Study the following flow diagram. With a partner, practice making phone calls,
taking and leaving messages.
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Ask to speak to someone

Ask who's calling

Say your name and company

— N

Put him/her through Say he/she is not available

/

Ask if you can take a message a message Ask if you can leave

'

Say no Say yes Say yes

Ask when he/ﬂ@l be available Ask him/her to call you back and/or

Answer Say you will pass on the message

'

Say you’ll call back

\ Say thank you

Stages 2
@ Form a group of four. Follow the instruction on the role card. While answering the
call, you should act as an assistant to Mr. George Maxwell, President of Sunrise

Trading Company. You can use your own names or make-up names.

Student A makes a phone call to Mr. George Maxwell who actually is not available
at that moment. Therefore, as his assistant, Student B should jot down the neces-

sary information that can be helpful.

When the call is finished, let Student B ring up Student C. Afterwards Student C
phones Student D. Finally, Student D buzzes Student A. They should follow the

same rule as mentioned above.

Here are some useful information to make your information explicit.
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% Notice these different ways of saying telephone and fax numbers.
( American English)
(British English)

( American English)
(British English)

9130 nine one three zero

nine one three oh

6687 six six eight seven
double six eight seven

% In phone and fax numbers, English speakers normally group the numbers in’

threes or fours, not in twos as is common elsewhere in Europe.

nine one four, three oh six

914 306

6274 8250 six two seven four, eight two five oh

% Names of callers might be unfamiliar to students. When answering the call,

students should make clear the spelling of the callers’ names. Sometimes, pronun-

" ciation could be quite confusing. The following is a list that can help students to
identify those letters.

A for Andrew B for Boy C for Clare
D for David E for Edward F for Father
G for Girl H for Henry I for Ivy
J for Jack K for King L for London
M for Mother N for Nancy O for Oliver
P for Peter Q for Queen R for Robert
S for Serry T for Tom U for Uncle
V for Victor W for William X for Xmas
Y for Yellow Z for Zebra

Role Cards

Student A

You are Clive Harris, Managing Director of Bibury Systems.

You would like to invite Mr. George Maxwell, President of sunrise Trading
Company to attend a cocktail party in honor of your newly-appointed CEO this
Friday, 7:00 pm, at Portman Hotel. Ask Mr. Maxwell to give you a ring at
your office: 6327 5888
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Student B
You are Kate Mckenna, head of Sales at Bibury Systems.
You would like to know whether George Maxwell, President of Sunrise
Trading Company, has signed the Sales Confirmation. If so, fax to 5215 6370

first. Then, courier it to you.

Student C
You are Derek Jones, Development Manager at Bibury Systems.
You are returning Mr. George Maxwell’s call. Since you are out of town, Mr.
George Maxwell can reach you by your mobile phone: 133 4526 2799

Student D
You are Don Bradley, Director of Sales and Marketing at Bibury Systems.
You would like to invite George Maxwell, President of Sunrise Trading Com-
pany, to visit your showroom. The latter part of the next week would be best .
for you.
Once decided, Mr. George Maxwell can contact you at 6230 5858, ext.
1526.




Unit 2
Appointments

Aims
In this unit, you will learn to:
- fix a time and place for an appointment.

+ make and change arrangements.

; out

@ Look at the pictures of different ways to keep track of your schedule. Tell your
partner which do you use? Why?
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@ Jane Smith is calling Henry White to make a business appointment. They have

met only once before. Work in pairs and discuss the words or phrases in the box

Jane and Henry might use.

See you then. | See you later.
See yal O schedule

date O I'm out all day.
I have another appointment.  [] tied up

busy O I'm free.

watch a movie O I can cancel
dinner O meet my family
Hi!l | How do you do?

Part 2: Activities
Section A Pairs ' Work

@ Complete these sentences with the provided words.

DOooOooogno

visit help meet come about see
then could have tired make can

1. Tekton Industries. Janet See speaking. Can I you?

2. Can we tomorrow morning?

3. we meet next Thursday at 3:00?

4. How Friday then?

5. I can’t it on Friday.

6. I'm busy

7. I'm up until 5:00.

8. 1 to go to a meeting.

9. I have to our head office.

10. Hi, Janet. This is Ray McNabb from Milford’s. I've got the new software I was

telling you about. Can I over and show it to you?
11. Sure. When we meet?
12. OK. Seo I'll you on Thursday at 5:00. See you then.
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@ Look at the problem, excuse and suggestion. Work with your partner. How many
other problems can you think of that could delay a meeting? What excuse would

you use? How would you suggest?

 Problem J Excuse | Suggestion
| I'm afraid my flight has been . .
- _ . ldelayed. . | Do you have time to
thht delay I’msorry, but I'm not going to | meet me in the after-

. makext to London in time for | noon?

| our appointment.

o (Pmsory. Im afraid I am stuck | Can we put back our’ap~
Taxi stuck in traffic | . ' o o
. | in traffic. pointment an hour?

Section B Role Play
Stage 1

@ Study the following useful information.

[i] In spoken British English, we use ordinal numbers for dates. We usually say and
write the day, then the month, then the year. We also usually say the before the
day and of before the month.

e. g. We say: the eleventh of February, two thousand and nine
We write: 11 (or 11%) February, 2009 or 11/02/09
We say; the thirtieth of September, two thousand and nine
We write; 30 (or 30") September, 2009 or 30/09/09

2] In American English, we usually say and write the month, then the day, then the
year. We don’t use of and the.

e.g. We say: January tenth, two thousand and nine
We write: January 10 (or 10™), 2009 or 01/10/09
We say: October twenty-first, two thousand and nine
We write: October 21 (or 21*), 20090r 10/21/09
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Stage 2

@ Work with your partner and role play the following telephone situation.
One of you is a company employee who has arranged to meet a colleague (your
partner) from one of your subsidiaries. Explain that you cannot keep the appoint-

ment, and give a reason. Suggest an alternative time.

Stage 3
@ 1. Form a group of 3.
2. Each student of the group gets a role card — someone’s diary. Act as the assis-
tant to that person.
3. Contact each other and try to fix in a 3-hour meeting on the launch of a new
product. Maybe, someone should change his original arrangements, as this

meeting is very urgent.

Role Cards
Clive Harris’s Diary

November
3 Monday 4 Tuesday 5 Wednesday

A M,
10:00am—>5 ;00pm
Yearly Budget Meeting

LUNCH

P. M. 4.30 Medical Check up

Evening 7:30 London Symphony
Orchestra@ Royal
Festival Hall
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Danny McNeil’s Diary

November
3 Monday 4 Tuesday 5 Wednesday

A M

LUNCH 1230 Lunch with

Peter Albright @ Hilton

P M 5.45

UA178 London-LA

Evening

Kate Mckenna’s Diary

November
3 Monday 4 Tuesday 5 Wednesday

A M

9.00 Visit New Plant

LUNCH

P. M. 2.:00 Interview with

3.00 Finance Dept. Three Candidates

Meeting on Contract

Evening




