5 FIXING  AN  APPOINTMENT

1. speaking to a receptionist
1 Delia Slater works for Bridgestone Tire Company. Look at her diary.



Monday 


a.m. call George Hansen (Toyota Motors - Marketing Dept)
2. Delia calls George Hansen. Fill in the blanks in the dialogue. Use the words  
    provided.


could      one         this        do         morning           speaking


A: Good 1 ……………., Toyota Motors. May I help you ?

B: Yes, 2 …………….I speak to Mr. Hansen in Marking, please?

A: 3 ……………....moment, please.


C: Hello, George Hansen 4 ………………….. .


B: Hello, Mr. Hansen. 5 …………………..is Delia Slater from Bridgestone.


C: Hello, Ms. Slater. What can I 6 ………………….. for you ?
3. Now look at your diary below. Write the name, company, and department of a person you want to call in you diary. Then write a similar conversation.


Thursday


p.m. call …………………….. ( ..........................~………………...)




(name)

(company)
     (dept)
A:











B: 











A: 











C: 











B: 











C: 











2.  Fixing  an  appointment

1. Victor  Latto  calls  Julia  Weber  to  make  an appointment. 
Number  the  lines  of  the  telephone  conversation  in  the  correct  order.

B:  How  about  Thursday  morning  at  11:00 ?
             ………………. 
B:  Hello Julia, it’s Victor  Latto  here.

 
             ……..2……..
A:  Great. I’ll see  you  then . Good  bye.

             ................
A:  Next  week  would  be  fine. When  do  you  have  in  mind? ...............
A:  Julia  Weber  speaking





    ……1……….

B:  Goodbye.







     ……………..

B:  2:00 p.m. on Thursday  would  be  fine.
                        ……………..

A:  Hi, Victor. What  can  I do for you?



     ………………

B:  Could  we  meet  next  week  to  discuss  the  budgets?
     …………….

A:  I’m  sorry, but  I’m  busy  all  morning. But  how  about  
    the  afternoon, say 2:00 p.m.?



              …………….
2.  Now  write  a  similar  conversation. Use  the  following  information. Paula  Kellerman  calls  Eiji  Takahashi. She  wants  to  meet  this  week  to  discuss  sales  targets. She  suggests  Friday  at  3:00 p.m., but  Eiji  is  busy  all  afternoon. He  suggests  10:30 a.m., and  they  agree  to  meet  the.


A:  










    
B:  











A:  










    
B:  











A:  










    
B:  











A:  










    
B:  











A:  










    
B:  










3.  Dates


Write  the  dates  below  as  they  are  spoken.

a  1 / 2 / 76









b  3 / 10 / 84









c  5 / 15 / 97









d  7 / 28 / 00









e  9 / 30 / 04









f  11 / 1 / 10









…………………………………………………………………………………………………………..
