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Describing aconpary



Activity 1
PERSONA:
1 You work for the conpary below. Answer your partner’'s questions.

Prime Gold Conouters Incorporated
Established in 19684
Central office in Tokyo, Japan
Qher offices in Seoul and Hong Kong

3500 enployees
Annual tumover : $66 million

PERSONB;
1 You want to have more informetion about “Prime Gold Computers”.
Ask your partner questions relating to the topics given in the tale.



Activity 2
PERSONB:
2. You work for the company below. Answer your partner's cuestions.

\Wheels Intemational PLC
The World's Largest Bicycle Manufacturer
Major Markets incluoe Europe, the US and Fer East
Saeprice £ 150
1996 tumover of £57 million

PERSONA:
2. You are interested in the company where your friend works.
Ask him/her questions relating to the topics given.

Name of company...

Total income in 19%
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Describing a company
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Topics
Telephone enquiries

Buying and sefling

Making arrangements

Functions
Answering the telephone
Asking for someone
Making arequest
Answering arequest
Asking for amessage
Leaving anessae

Confirming taking the message

Apologising

Asking price
Describing products
Responding to request
Offering help
Acoepting heip
Checking informetion

Asking time

Telling time

Giving the pupose
Suggesting

Asking about cete

Asking for direction

Giving direction

Confinning the amangements
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Part | Speaking

11 Choose the hest answers a b, ¢ or d of the following telephone conversations.
Wite your answer in the ansier snet

Situation A
Ted and Jomn are friends. Jomn answers Ted'scall at his office.
Ted : Istretyou Jom? This is Ted

om AN Listen, can | call you back later?
I'mabit busy right now.
1anYes C. Yes, hello,
h On Ted d Yes | s
Sttuation B
A, the caller wants to talk to Mss Hennings.

B, an operator, answers the phore,



Al VA T— Miss Hennings ?
B: I'mafraidshe'sout. Canl take amessae ?
A YeES (3o to call Lisa on467-3445 ?

B: Yes,alrigh
2 a May | speekto ¢ Whereis
h Canlhae d Aeyou
3 a may|tell her C. could you find her
b may | have amessage d could youtell her
Sttuation C
Bisaquest a the hotel. B calls A, anoperator, for aroom senvice
A Hello, Room Senvice
B: Thisis Ms. Jinesin469..........(4)....... achicken sancwich, please
Al (5)......... Would you like something to drink ?
B Yes please abottle of mneral weter.
4 a Canlhae ¢ Would you have
h Shdlll hae d Doyouhave
5 a Yes g ¢ Ofoouse
b Yes Ms. d Of course, Mss. Jones,
Sttuation D
George wants to phone Robert & G & R Company but Robert isn't in the office.
The operator is answering the phore.
Operator : Hello.........(6)......

George + Hello. Is Robert there, please ?
Operator ... (7)......., please ?1'll goand get him
George : Thank you
(Alttle later)
Operator. ........ (8)... butreisntinrigntrow. (9
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George : Yes, Pleasetell him | havejust finished thejob a Wongwianyai and I'mgoing to
Chulanext

Operator : OK. I'll tell him

George + Thank you very much

Operator; You're welcome.

6 a What'sthe matter ? ¢ ThsisG&R
b Who'sspeaking ? d Thisis G& R spesking,
7. a Couldyou hald on ¢. Could you call again
b Could you wait d Couldyou hang up
8 a | weswondering C Padonme
b I'msony d Bcusene
9. a Could you call back later ? ¢. Would you like to leave amessage ?
b Shall | askhimtoring you ? d Doyou want to tell him anything ?
Sttuation E

The operator of AIA ansers an incoming call. The caller would like to speakto Mr. Dicaprio,
Operator : AIA Good moming
Caler : Good moming,....... (10)......... 1o Mr. Dicaprio, please ?
Operator: .......(12)....... please?
Caller : This is Mr. Hank of City Bank.
Operator : Hold the line pleass, Mr. Hank 1(peuse)
Hello.........(12)....... Mr. Dicaprio is in megting,
Can| tke amessae ?
Caler : .......(13)....... I'dlike to meke an appointment for next week ?
Operator : Right, Mr. Hank......... (14)....

10 a Could | talk ¢. Would | Spesk
b. Canl comet d Maylcal
11 a Whoaeyou ¢. Whois onthe prone

b Could | have your name d Could you spell your
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12 a [wonder ¢ I'msad

b I'maue d I'm afraid
13 a Canyoutell neif ¢ Could you tell him thet
b Canyou say thet d Could you speakto him if
14 a I'll gve him the message ¢ I'll heve himthe message
b I'll take him the message. d I'll wite the message

1.2 Choose the best answer b, ¢ or d of the following buying and selling conversation. White your
ansier in the answer et

Situation A
At aradio shop.
Assistant ;- Good morming. IS there anything | can do for you ?
Customer : Yes, I'd like to buy arado,
Assistant : Certainly, medam.........(15)....... tospend ?
Customer : No, | haven't really ceciced.........(16).......
|'d like to camy it out with me.
Assstant : ....... (17).......
Customer : Well, 1'd rather like the pink ones. Can'l have @ look a one, please ?
Assistant : Certainty, here you ae
Customer : This isreally nice........ (18).......

Assstant ;2450
15 a How many doyou like ¢ Have you got money
b How much would you like d Do you have enough money
16 a [like the cregp e ¢ I'dlike aportable ore,
b | prefer the colorful one d I'dlike auseful oe
17. a \hat color do you like ? ¢. Would you like to teke alook ?
b Which oneyou like ? d Do you like pink
18 a Whatdo! spend? ¢ How mueh doyou sefl 2

b What do [ one ? d How much oes it cogt ?



Situation B

Maria places an orer with Jom.

Maria
Jom
Maria
Jom
Maria
Jom
Maria
Jom
Maria
Jom
Maria
Jom
Maria
Jom

+ Good,
: Shthat's 3,000 microchips by October 15h
: Would you like me to fax you the details right now ?

» Good moming. This is Maria of IMA Conuters.
. Hello.........(19).......

: 1'd like to orcer some microchips.

 Yes, which ones ?

 The orckr numoer is C 106

: Three thousand, please.
: One moment.... Yes, that'sOK.
 Could you deliver themby Qctober 15t please ?

1" @ What canl dofor you ? ¢ What do you wart to orckr ?
b. \What o you wart to buy ? d What are you looking for ?
0. a How much doyou went ? ¢. What would you like ?
b How many doyou need? d Which number do you wart
21 a Yes that'sfine. G Yes, plesse b
b Yes, doahead d Yes heeyouae
2. a Goodbye. ¢ Nice talking toyou.
b Thanks for calling, d Good icka, thank you.



13 Choose the best answer b, ¢ or d of the following amangements conversation.

Wite you answer in the ansner shest
Situation A

At atravel agency. This is aconversation between aclerk and acustony.

The customer wants to book a sedt.

Clerk : Goodaftemoon.  Universal Travel, Canl helpyou ?

Customer : Yes,.......(23)....... aoout flights to Rorre,

Cek :lse.......(24).......wantto travel ?

Customer : On 16hAugust, in the moming,

Clerk  : There'sanAlitalia flight from Heathrow & 6.25.

Qustomer : ......(29)....... In Rome ?

Clerk  : At850. That'slocal time- anhour ahead of s

Customer : OK. I'd like one seat onthat flight, please, in business dass. When'sthe lest

Flight from Rome to London the sae day ?

Clerk  Therg'saflight from Rometo London....... (20).......

23 a tel mehow ¢ I'dlike toincuire
b T wonder d I'want informetion

24, 3 \When do you ¢. What month you
[ Whenwould you d Howdoyou

2. a What time will | dtay ¢ Whencanitgo
h Whendol amve d What time coes it armve

2. a & saventwenty C before saven point twenty
b by seven twenty d about seven and twenty

Situation B

At ahotel. Wetson telephones acalleague in Lonaon.
They ae armanging an evening ot

Watson : Hello, Charles, it'sme again

Charles : Hi, Watson. So, what time do you amve ?

133



Wetson
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Er....ten past six & Coventry.,

Chares : OK, andthe play datsa 7.45........(27)...... & the Café Today & 6.45.
Watson : Fre.........(28)....... there ?
Charles : Right. Take the underground to Trafalgar Souere
Wetson : What souere?
Charles : Traflgar Soare. T-R-AFAL-GAR Syae
Watson : OK, right.
Charles : Come out of the Underground stationand...... (29)....... The first street onthe left
The restaurart is on the left opposite atheetre.
Wetson : Thankyou........(30)....... & 645,
21, & Let'smedt ¢ Feasecall
b We megt d Meet e ontime
B a Howdl et ¢. How about going
b. What is the direction d Whichwey canl go
2. a wak C gom
b take d geton
J) a Seyouagin ¢ eyousom

h Seyouthere d Seeyou later
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Part Il Writing

Question 3L-3
Read the inter-office memo below. Complete: the form on the following page.
White aword, jrrase or number in speces 46-50 on your ansier shegt

INTER-OFFICE MEMO

To Sorya. Cooling, Persomne! Da.
From AG Smith, Office Manager
Subject  Accident in Front Office

Date 8D P

One of our secretaries, Pamela Curtis, was injured this morming when afour - crawer filling caoinet
fell ontop of her.
Apparently, she hadl opened two top craners & the sametime and the filing cabinet fell forward,

Jack Lemon from the Merketing Department vias there and sawwhat heppened
He sawthet her leg) wes broken 0 he called an amulance and snewes  taken to Wellington
General Hospital

Please fill in the attached Accident Report Fromand send it tothe: Safety Office immegliately.

AGS
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ACCIDENT REPORT FORM
Report of an accioent to aperson & work or on cuty.
This form must be completed in all cases of apoident and submitted to the Sefety Officer,
Injured Person’

Name PaTE CUMIS.....vvovvvvveerrrrveerinnsssssseenn

Dete of hirth OMBICH 1978........oorecveeeiinninnss

Postionhdd ... N (3 OO

Dete and time of acadent : Ms. Curtis wes getting files from the two top..........
Drawers ofthe filing Calingt............ovvvvvvvveerrrnenn

Detalsofinury : o (7

Paceofacadent: (.41 7

Wes the injured persontakento hospital 2 (i f ) YES ()NO

t0 fowhichoe? i, 1 N

Sate nae of any persons who were present when the accioert oocued
...................... BJ. o serervesennnsssseerenns

Sgnature of person reporting the acoident Persomel

Dete of Report 281219

Below you will see arequest letter. Fill in eacn blank with the correct word or phrase gven.
Use each item once only. \Wkite your answer in the ansiwer et

a Thankyou f. recommended to k. orcinary price list

b Sncerely, g o later than 1 Begt wisnes,

C reasonddle pices . reference to m 1 you have any question
ol Dear Mr. Brooks ;1. we ae interested . Please s e

eDerM.Ted: | provicealist of o. [ youwant me
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JIR Accounting Services
132 Snst Wy
Pittsurg, CA H565
Decenter 9, 19XX
Mr. Ted Brooks
Laser Computer Co.
2879 Buchanan Rl
Edminton, CA 98767
............. (1)

Your firmwas..........(37)..........t0 LBty M. Joseph Bell on the basis of apurchase
he mecke there months ago. He saidl thet your firm ofered high-quiality prnters & .. .(38)....

My company nescs four printers to conplete the stations in our network. \We need high-
speed dot matrix printers with tractor-type: paper feeders that are capebe of printing & least
160 characters per minute. They should hande both standard » V' by 11 peper aswell &
wh" by 10" papey. ...(39)..... infonnation on printers that meet these speaiications. Alo.
because onise chasing naise - Supression covers for the printers,

Since our target for completion of the project is Febrary' 7, canyou.........(40)..............
In purchasing naise - sUperssion conveys for the printers,

Sne our target for completion of the project is February 7, canyou....... (41)...... printers
and noise supressors thet meet these speaifications, along with aprce list,......... (42)......

January 77

| amlooking forwerd to working with you....... (43)....... pessecall me........... (44)....
for your consickeration.

Jom |. Reilly
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Read the following memo from abuying menager toa secictary

MEMORADUM
To Savina Molta

From : D. Faust (Buying Menage)

Dete : 5 May 2000

Please place an order with D. Casusio of Satex for the iterms I've inclicated on the
catelogue attached. Remind him in the accompanying letter that the tems we agyeed
onwere payment by banker'scraft, and delivery within

S ek,

Thank you

Look & the Sales catalogue M. Faust mentioned in his meno.

SATEX S.p.A
Spring catalogue-
ITEM CATALOGUE NO. PRICE
(DM PER item)
Pain yellow 28 d 50
blue RYe b 50
Striped white/blue S )
White/grey Nt 3
White/green S R3
Pullovers (V-neck)
Pokacots  red Pl 12 0 N
green PL% 0 N
black P1% 40
Pattemed blue P3% 52
black P36 52



SATEX SpA.
Via di Pietra Papa 00146 Roma

ORDER FORM

Date o May 2000

Name of company  Reiner GvbH

Orcer No: 6164

Telephone : (6 41/7/98 2521

Fax: (64138224

Telex. 2018176

Adcress for oelivery :  essumersirasse?15-18, D-4500 Osnatriick

Authorized: (DFaus)

Quantity ltem descripion Gt No. Price cif.
5 Pan yelowsts S8 ..(40)...
P 49)......... .(49).. k3
:\ I, (50)........ Pl 4
0 (52)......... w(93)... 40

AMOUNE L. vvvvvvvvv (4)........

Tenus of payment © ..., (59).

Rexuested delivery cete : 16 une 2000

Now;, Use the information from the meno and the catalogue to conplete the order form

Total

(0.

170

50)...
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This is aletter of reply. Put the words in these sentences in the corect order. \Wite your ansier in the
ansner deet

Jyeiymuch/for/lettcr/thankyoulyour/of/ 15January, which we received todgy. In answer to your

enaury vve/haydier!eas(u52,.endpsirg/pagk/an information, giving full cetails of our services

you/wpuld.bke/jf/further/fn?//infonnatjon, do please contact me by phone or inwriting andl | will be

Pleasad to help. I(SFS;)Je ourfthatiwil.oe/seyices/interestito.yau and youyj/toylpokToerd/frpnifhearing,
(59 (60)
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