
Good to hear from you again!

Suggest suitable phrases for each step in the conversation, then practise the dialogue
with a colleague.

(aller ((omputech) Called Person (lntership)

'lntership, good morning.'

Gre ing.

Introduce yourself.

Confirm / correct.

Check name.

0ffer to help.

Ask what itt about.

Acknowledge - ask when would

Suggest beginning of next month.

Reject - on Monday

Mr Dionis y all day.

SuggestT y.

Agree - ask for an email to confirm.

Offer to book hotel.

End call / thanks / refer to an email, etc,

Ask for appointment

with Mr Dionis.

Explain that you want to

discuss transport of goods

from Singapore to Athens.

Agr

Suggest Monday 3rd.

Agree to email. Hotel

Agree. Suggest 10.00 a.m.

boo ng is not necessary.

Signal end ofcall.

End call.

(f Now listen to the recording of a model answer.



Good to hear from you again!

Practice 2

Sending an email after a telephone conversation is an important way to check that there
has been no misunderstanding in the conversation. Many companies also like to have
written confirmation of things agreed by telephone.
Use the template below to write an email confirming the arrangements made in the
Computech / Intership conversation

tr Re: Meeting fT] r|E-l r-

@r Listen to a conversation between two colleagues, fohn and pamela. Note:
a) details of the original arrangement
b) reasons for change
c) the new arrangement.

a) How would you characterise the style of this conversation?
b) Whv is it like that?

"P G Smith" pgsmith4@computecharcos.com

petakr2@intership. com

15 April 20-10.45

Meeting Mr Dionis


