In Company Elementary - Second Edition Answer Key: Unit 19

Who’s Calling?
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I’m Really Stressed

Ex 2

a telephonist    b exchange    c calls    d suppliers    e five hundred    f responsible    g complaining    

h fish    i hang    j stress    k rings    l disconnect

How We Use the Telephone
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Ex 2

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

Ex 3
1 
Most people would choose always or usually for this.

2 
Most people would choose never for this.

3 
Most people would choose don’t mind for this.

4 
Many people would choose get nervous or feel frightened, but some would choose get angry.

5 
Most people would choose occasionally for this.

Ex 5
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a correct    b incorrect (He told John he felt nervous.)    c correct    d correct   

e incorrect (I told you that you were late. / I said that you were late.)

Ex 6

a said    b told

Taking Calls

Ex 1

a
0943 691 247

b
00 44 02158 098 546

c
602 558 449

d
08152 278 432 918

e
00 742 94671 882

Ex 3

a Call 2    b Call 1    c Call 3

Ex 4
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a is that    b how can I help    c one moment    d Who’s calling    e speaking

Ex 5

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

Ex 6

a Can I speak to    b Who’s calling, please    c Can I have your    d I’ll phone again    e knows me    

f Thank you

What Did You Say?
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Speaking

Ex 1

a Who    b What company

Ex 2

b 
I’m sorry, what dates did you say?

c 
I’m sorry, what time did you say?

d 
I’m sorry, who did you say?

e 
I’m sorry, what company did you say?

f 
I’m sorry, what area code did you say?

g 
I’m sorry, what extension did you say?

h 
I’m sorry, what reference did you say?

Ex 3

a I will pay    b promise

Ex 4

a 4    b 3    c 1    d 2

Urgent Messages
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Listening & writing

Ex 1 

a 5    b 2    c 1    d 4    e 3

Ex 2

a
Dear Elena, 
Further to our conversation by phone, I would like to confirm the reservations. Could you book three rooms in the Hotel Excelsior and two in the Plaza? Let me know if there are any problems. 
Leonardo

b
Dear Frances, 
With regard to your question about the price of the new XTR3, it is $1,335, not including VAT. We only have one or two in stock, so let me know as soon as possible if you are interested. 
Best regards, Helen Leeman

c
Dear John, 
Regarding our meeting, could we meet at 11.30 instead of at 11.00? I’m afraid it’s difficult for me to get there by 11.00. I’m out of the office all afternoon. Could you send me an e-mail? 
Best regards, Jun
d
Dear Sandra, 
This is an emergency! Mr Levvy has got the wrong transparencies for his presentation. If you get this before 3 o’clock, could you send his presentation as an attachment? We can make new transparencies here. 
Yvonne

e
Dear Jacques, 
I’d like to speak to you urgently regarding the RCN contract. We need to change one of the clauses. Could you phone me on my mobile? The number is 677 892 348. 
Peter Salisbury
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Language links

Vocabulary 
Using the telephone – eight tips

a 5    b 4    c 7    d 2    e 8    f 1    g 6    h 3

Feelings

b worried    c pleased    d nervous    e sad    f bored    g interested    h relaxed    i angry

What did you say?

b make    c colour did you say    d day did you say    e date did you say    f size did you say

Telephone phrases

1, 5, 7, 3, 10, 2, 6, 4, 8, 9

Grammar 

Say and tell
Practice 
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a said    b told    c say    d tell    e tell    f said    g told    h tell    i said    j tell    k told

Will for making promises

Practice 

b won’t tell    c will give    d will pay    e won’t leave    f will take    g will phone    h will find    
i won’t forget

3

