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Unit 1 MAKING CONTACT BEx#%

Tapescript REERX

Presenter. Unit 1, Extract A, By phone, Exercise A3. Joan At-
kinson is managing director of Atkinson Berkeley
Productions. They make publicity films and docu-
mentaries, television commercials, and other audio-
visual productions. Richard Matthews, Public Rela-
tions Manager of Vector Petroleum in London, has
‘asked Atkinson Berkeley Productions to give him an
estimate for making a film about oil production in the

- North Sea. He already has a lot of film material,
which he has given Joan to look at. Now Joan wants
a meeting with Richard. Before you listen to her
telephone call, look at the instructions for Exercise A
4 in your book.
(Pause)

Presenter. Exercises A4 and AS.

Telephonist A: (Telepbone rings) Vector Petroleum.

Joan Atkinson:  Can I speak to Richard Matthews, please?

Telephonist A: Just a moment. ...Ringing for you. (pause)

Sharon: Richard Matthews'office.

foan: Hello. Can I speak to Richard Matthews please?

Sharon: I'm afraid he’s in a meeting at the moment., Can I take a.
message?

Joan: Er. it’s Joan Atkinson here.



Sharon: Yes?

Joan: Erm, and I wonder if he, could, er, call me back when he’s
free,

Sharon: Yes. Can I have your number, please?

Joan: Yes. He’s, | think he’s got my number, but I'll give it to you

. anyway. It's two oh four

Sharon:  Yes. '

Joan: Six four one nine.

Sharon: Can I ask what it’s about? ©

Joan: Er, yes. It’s about the North Sea oil film, he’ll know, erm,
he’ll probably know what it’s about,

Sharon: Okay then that’s fine. Er, that’s two oh four, six four

one nine, Joan Atkinson.

Joan: That's right. OK then?

Sharon: Right. Thank you.

Joan: Thank you very much.

Sharon: Bye-ee.

Joan: Bye,

(pause)

Presenter: Exercises A7 and A8. Later, Richard rings back.
Telephonist B: (Telepbone rings) Atkinson Berkeley.
Richard: Ah, is Joan Atkinson there, please? -
Telephonist:  Yes, she is. May 1 have your name?
Richard: Richard Matthews, Vector.
Telephonist: Richard Matthews,
Richard: Right. Returning her call.

(short silence, punctuated by clicks)

Joan: Hello Richard.
Richard: Hi. Hello Joan, how are you? |
Joan: How are you? I'm fine, thanks. Thanks for calling back.
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Richard: What can I do for you?

Joan: Well, erm, you were in a meeting this morning.

Richard: Yes, ] was. We all were.

Joan: Erm, about your North Sea oil film. (Richard: Yes.) Ah,
I've had a look at the material you gave me, (Richard:
Mm. ) and, er, and I've been over it with Peter Thwaites,
who is our production controller. (Richard: Mmm.)> We
think we might er, make something of it (Richard: Mm-
hm. Good.) but there are one or two questions we’d like to,
to ask you, before quoting a price.

Richard: Right. Fine, :

Joan: Er, we'd like to come over and talk to you, if that’s all

right,
Richard: = Right, Er, you'd like a meeting. When would you like
to come?

Joan: Well, how are you fixed next week? Tuesday afternoon
would be good for me.

Richard: Right. Yes. Tuesday’s fine. Say, er two o’clock?

Joan: Yes, lovely. See you at two o'clock Tuesday then. (R:-
chard: Yes.) And Tll be bringing Peter Thwaites with
me. Thanks, Richard. Bye.

Richard: Right. Bye.

(pause)

Presenter:  Unit 1, Extract B, At reception, Now listen, as Joan
and her colleague arrive at Reception in the London
offices of Vector Petroleum, before their meeting with
Richard.

Security Guard/ Receptionist: Good afternoon.

Joan: Afternoon. We have an appointment to see Mr Matthews at

two o'clock. My name is Atkinson.



Security: Ah, which Mr Matthews is it, can you tell me?

Joan: Er. Richard Matthews. (Security: Richard.) Yes.

Security: And you are...?

Joan: Mrs Atkinson and Mr Thwaites.

Security: Sorry? Mr...?

Peter: Thwaites. THWAITES.

Security: Right. Er, would you like to sign the register, please?
(paused Thank you. (Sound of lelephone dialling)
Hello? Mr Matthews not there? Oh. right. Er, I have
Mrs Atkinson and Mr Thwaites in Reception. Yes. Ah,
all right. (pause) He's not there at the present moment.
Would you‘ like to take a seat. and I'll let you know as
soon as he comes in. (Pause. telephone rings) Hello?
Right. OK. bye. If you'll take the lift to the fifth floor.
his secretary will meet you at the lift.

Joan: Thank you.

(pause)

Presenter:  Exercise 8 2, Did you catch the names of the two

visitors? I'll repeat them now and spell them. Please
write them down.

Atkinson - spelt ATKINSON

Thwaites - spelt THWAITES

OK. Now TI'll give you a couple more names, with
addresses and telephone numbers, to write down. I’ll
spell the difficult words.

Connaught Incorporated - spelt CONNAUGHT
INCORPORATED

4687 Wynford Drive - spelt WYNFORD

Milwaukee - spelt MILWAUKEE



Wisconsin 53223, USA - spelt WISCONSIN
Telephone414-354-0243

Secondly

Faraday and Pugh - Faraday spelt FARADAY -
Pugh spelt PUGH

Jalan Kebong Kacang-three words spelt JALAN
KEBONG KACANG X8-25

Jakarta Pusat - two words spelt JAKARTA PUSAT
Indonesia

Telephone: 531119

Presenter: Have you got all that?
(pause)

Presenter:  Unit 1, Extract C. Making introductions. Exercises Cl
and C2. In Richard Matthews’ office.

Joan: Hello. Hello, Dick.

Richard: Pleased to see you.

Joan: Pleased to see you, Dick. This is Peter Thwaites.

Peter:  Hello. Pleased to meet you.

Richard: Mm. Pleased to meet you.

Joan: And, er, Peter is, as, erm I explained to you on the phone,
. our production controller ...

Richard: OK. .
Joan: And erm before we can, er, put any figures down, we've
got a few questions we’d like to ask.

Richard: OK. Would you like, er, coffee?

Joan: That would be very nice.

Richard: Ah, ah, I - Sharon will get you one.

Joan: Black with nothing,

Sharon: How would you like it? -



Peter: Er, white with sugar, please. .

Sharon: White with sugar. Do you want any?

Richard: Ah, yeah. Mine’s white with sugar as well.

Joan: lsn't it cold today! Brr ...

Richard: Yes. Yes. It, er, typical English summer. This is, er,
Lesley, my assistant, by the way...

~ Joan: Hello, Lesley. Joan Atkinson.

Richard: Thisis Joan Atkinson, Atkinson Berkeley- Productlons
We're talking about the possible North Sea oil film.

Lesley: Oh, yes.

Richard: 1 hope you can make some use of the material 1 gave
you. I mean, I hope you didn’t find it too, er, horrific.

Joan: No-o0-o. No, Imean, we (Richard. Ah.) quite enjoyed it.

(7o Lesley) Erm, 1 gather from my tape-slide department
that you were very helpful, when we were putting together
the last slides.

Lesley: Oh, yes. 1 remember. | remémber that so well. Yes.
Ann, er, Roberts. She came over about two or three
times.

Joan: That’s right,

Richard: They've made a magnificent production of it. I had the
(Joan: Oh!) pleasure of seeing it, at the Aberdeen
Conference. Yes, it was very impressive.

Joan: Thank you very much., Thank you.

Lesley: Yes, it was.

Joan: And, er ... So thank you for all your help on that.

Lesley: Oh, no problem.

Joan: So, erm... No, we found your material very interesting. I

sat through it with one of our editors.

Richard: Yeah.

Joan: ...and as a result, erm, we have a list of questions, Dick,

that we’d like to ask you.



Richard: Right. Very good. Fire away. (Fade out)

Presenter: And so Joan and Peter start to go through a long list of
technical questions.

(pause)

Presenter: Exercise C3. Say something in reply to the following
remarks:

Peter: Hello. Pleased to meet you. (pause)

Richard: Would you like, er. coffee? (pause)

Sharon: How would you like it? ( pause)

Joan: lsn't it cold today! {pause)

Lesley: She came over about two or three times. (pause)

Richard: Yes, it was very impressive. (pause)

Joan: So thank you for all your help on that. (pause)

Joan: Wehave a list of questions Dick, that we'd like to ask yow
( pause)

Presenter: That’s the end of Exercise C3.

(pause)

Presenter: Unit 1, Extract D, Making an appointment, Exercises D
3 and D4. Now let’s listen to someone else making an
appointment. Hugh Large has recently received a
letter, as you saw in Exercises D1 and D2. Now listen
to the phone call made by Charles to follow up his
letter.

Hugh: (Buzzer) Yes?

Secretary: Mr Chamberlain of Rhodes and Baker on the line for

you.

Hugh: Right. Put him through. (Click) Good morning.

Charles: Morning. 1 gather from your secretary you’ve got my

letter ...



Hugh:

Charles:
Hugh:

Charles:

Hugh:
Charles:

Hugh:

. Charles:

Hugh:
Charles:
Hugh:
Charles:
Hugh:

Charles:

Hugh:

Yes, er... Yes. Very interesting, I'm interested to see, er,
that you're thinking of getting involved in the travel
business.
Yes, Well, we, we've done some ...
Erm and I've discussed your letter with a couple of, er, a
couple of my colleagues. Er, we're not, you know, 1 think
I should say straight away, we're not actually looking for
a new agency at the present moment, (Charles: No.)
but, having said that, er, we'd quite like to see what
you've got.
Mmm. By all means. No, we just thought that you
might, er, like to come over for a, for a, have a look at
some slides, lunch with us, er, talk a bit about the
travel business, (Hugh: Mmm.) erm, our market
research, in a relaxed and informal way ...
Right. Right. Fine. Er, well, when...?.
And I was wondering, when would be the most con-
venient time for you?
Well, now, hold on while I get my diary. ( Pause) It can’t
be, er, it can’t be next week. In fact, it can’t be until the
end of August. How's the last week in August for you?
The last week in August ... Yes, that looks all right.
Erm. I'm tied up on the Wednesday and Thursday. in
fact ... ,
Right, well, how’s the twenty-eighth er, seem to you?
That’s the Tuesday, isn't it?
Yeah, that’s right. Yeah.
Yes. Yes.
OK. Fine. Call it er, the twenty - eighth, then, and, erm

Suits me fine,
.. we'll see you. what, about eleven thirty, vou said?



Charles: OK. Yes. Eleven thirty. We look forward to seeing you

then.
Hugh: Good, See you then, Bye now.
Charles: Bye. - '

Presenter: That’s the end of Unit 1,
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