3 Telephone talk
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Telephone numbers
a
0837 621882

b 
903586759

c 
0453 678234

d 
07663 493782
e 
0902 386980
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a 1    b 3    c 6    d 4    e 2    f 5
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Indirect Questions

Do you know what the flight number is?

Could you tell me what time it gets in?

Do you know if there is any delay?

page 20
3

a 
Could you tell me / Do you know what time the flight leaves?

b 
Could you tell me / Do you know which terminal it leaves from?

c 
Could you tell me / Do you know how far the factory is from the airport?

d 
Could you tell me / Do you know how long the meeting with Mr Fuentes is?

e 
Could you tell me / Do you know which car hire company it is?

f 
Could you tell me / Do you know which models they have available?

g 
Could you tell me / Do you know if I need an international driving licence?

h 
Could you tell me / Do you know where we are staying?

i 
Could you tell me / Do you know if it is a nice place?

j 
Could you tell me / Do you know how far the hotel is from the nearest town?

k 
Could you tell me / Do you know if they have booked a meeting room?
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a 
It leaves at 19.55.

b 
It leaves from terminal 2.

c 
It’s about 40 kilometres.

d 
One hour.

e 
Avis.

f 
Either a Range Rover 3.6 or a Jeep Grand Cherokee.

g 
Yes, you do.

h 
You are staying at The Lodge.

i 
Yes, it’s a five-star hotel.

j 
It’s 20 miles from the nearest town.

k 
Yes, all the rooms (including the meeting room) have been booked for the whole week.
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Telephone frustration

a play    b get    c take    d put    e get    f transfer; repeat    g listen    h get; call    i return    j get
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a 90%    
b insurance companies    
c 300,000    
d transferring a call, placing a call on hold, dealing with angry callers, answering correspondence by phone, using a caller’s name and taking messages correctly
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a
placing calls on hold

b 
taking messages correctly and using a caller’s name

c 
dealing with angry callers and using a caller’s name

d 
transferring a call

e 
answering correspondence by phone

f 
using a caller’s name
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a 
extension; is engaged

b 
just check that; give him the message

c
I apologise for; I’m really sorry

d 
putting you through

e 
phoning about 

f 
isn’t in the office; contact her on her mobile
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Could you put me through to (Accounts)?

Could you repeat that?

Could you read that back to me?

Could you give me your name?

Could you take a message?

Could I leave a message?

Could I speak to Mr Wilson?

Could I have extension 103, please?

Could I check that?

Could I go over that again?

I’m phoning to see if you could attend a meeting on the 20th.

I’m phoning about your advertisement.

I’m phoning to confirm our meeting.

I’m phoning for some information.

I’m phoning about an appointment.
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Sales Contacts

a 14    b Customer Support Department    c 0207 839 4216    d manual    e just over 100    f 20,000    g 10,000    h 30,000    i A5    j samples    k Friday, 16th
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Vocabulary

Numbers

a three hundred and twenty-one    b sixty-nine per cent    c three thousand, four hundred and twenty-eight    d three million pounds    e nine dollars, thirty-nine cents    f twenty-four million, six hundred and seventy-eight thousand, nine hundred and two

Telephone phrases

1
1 
Hello, ADH Graphics


2 
Oh, good morning. Could I speak to Peter White, please?


3 
Just one moment … I’m sorry, there’s no answer.


4 
Oh, dear. I’m phoning for some information. It’s quite urgent. Do you know where I can contact him?


5 
No, sorry. I’m afraid I don’t. Can I take a message?


6 
Yes, please. Could you ask him to phone John Clarkson from Bellstone & Smith? He has the phone number.


7 
Yes, of course. Could I just check your name? John Clark from Bellstone & Smith.


8 
No, it’s Clarkson. He knows what it’s about.


9 
Oh, sorry, Mr Clarkson. I’ll tell him as soon as he’s available.


10
Thank you. Goodbye.

2
a dialled the wrong number    b put me through    c bad line    d engaged    e hold    f You’re through    g Could I speak to    h Can I take a message    i This is    j call me

3
a 4    b 6    c 1    d 3    e 5    f 2

4
a 8    b 4    c 1    d 6    e 10    f 12    g 3    h 2    i 5    j 7    k 9    l 11

5
Suggested answers

a 
Galaxy Computers. Can I help you?


b 
I would like to speak to Mr Harris, please.


c 
May I ask who’s calling? / Could you tell me your name, please?


d 
Yes, of course, this is Michael Jones from ABC Industries.


e 
I beg your pardon. Could you repeat that, please?


f 
His line is engaged at the moment. Would you like to hold?


g 
No, could you tell him I called, please?


h 
Certainly, Mr Jones. Goodbye.

Grammar

Practice 1

a 
Could you tell me if she got my message?

b 
Do you know when he will be back?

c 
Do you know how long it takes?

d 
Can you remember what time the bus leaves?

e 
Do you know what this word means?

f 
What do you think he wants to know?

g 
I’ve no idea what the time is.

Practice 2

a 
Do you know what time the meeting begins?

b 
Could you tell me how much the hotel is?

c 
Do you know why he is angry?

d 
Can you tell me if there is a restaurant car on the train?

e 
Can you tell me where I can park the car?

f 
Can you remember if/whether the office is near the town centre?

