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OBJECTIVES

- To leave a message - To indicate urgency - To express thanks
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Role-play : Teacher »Simon/Student » Karen (Switch roles after you read the dialogue)

EXE RC I S E 1 & (FEAT > Simon / 4fE > Karen) CH bR THLEZFKAEL L) | FATOT ZFHALBIZE 2R LEL X 9,

Simon T'm afraid Mr. Marcusson has stepped out.

Karen Could you give him a message for me?

I have an update on tomorrow’s meeting. It's important that he gets it today.

Karen Please let him know that his presentation tomorrow needs to be shorter.
I'd like him to cut it down to 15 minutes.
Another speaker has been added to the schedule,

so everyone will have a bit less time.

Karen Just be sure to ask him to call me if he has any questions.

Thanks for passing the message on, Simon.
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EXERCISE 2

Langrich

Fill in the blanks and read the dialogue.

Simon

Karen

Simon

Karen

Simon

Karen

I'm Mr. Marcusson has stepped ___.

Could you him a message for me?

I have __ tomorrow’s meeting. It’ s . it today.
Sure. T’ll see him in about an hour. __

Please that his presentation tomorrow needs to be shorter.
I'd like him to cut it down to 15 minutes.
Another speaker has been added to the schedule,

so everyone will have _ time.

OK, shorten the presentation to 15 minutes. ?

Just be _____ him to call me if he has any questions.

Thanks for the message __, Simon.

FOLLOW UP QUESTIONS | it

» When will Simon meet Mr. Marcusson ? a. In 15 minutes
b. Inone hour
¢. Tomorrow morning
d. At the end of the week
» Why has the presentation schedule changed? a. One presenter is unable to attend.

b. An additional person will speak.
¢. The meeting will end early.

d. Karen has decided not to participate.
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Practice speaking using the following scenarios.

EXERCISE 3

Talk 1 . . . .
You are going to be ten minutes late for a meeting with Mr. Perry.

Call his office and leave a message

with the person who answers the telephone (your teacher).

Talk 2 .
Leave a message for your supplier, Mrs. McGregor.
Give your name, company, and telephone number.
Ask her to call you back. Explain that it's urgent.
Talk 3

You need to leave a message for a member of your family.
Ask him or her to buy some milk at the store on the way home.

Express thanks to the message taker (your teacher)

WORDS & PHRASES | & simzsioan

» give someone a message / ~i v t—Y%{x2% »have an update on / ~izO L TOFHHER HW) 2H 5
»go ahead / x5+5%  »cut something down / ~#%< 45, W»+ »abit/ 4oL

»be sure to do/w¥~L T e  »passon/fEis  »note down/ HEH s

HOMEWORK

Writing 1 . . . . .
' Your colleague, Jane Romero, will give a presentation at your office tomorrow morning.

The schedule has changed, and her presentation will start at 10:00 instead of 9:00.

Write a note to her and update her on the schedule change.

Writing 2 ,
S0 A new speaker, Charles Wu from JVK Technologies,
has been added to the presentation schedule for tomorrow.
Write an e-mail to your boss, Hiroshi Takahashi, and let him know about this.
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