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- To explain that someone is unavailable : To offer to take a message : To ask for a specific message
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Role-play : Teacher »Pedro/Student » Yolanda (Switch roles after you read the dialogue)
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Yolanda Hello, I'd like to speak to Frieda Taylor, if she’s available.

Pedro  Sorry, she’s tied up at the moment.

She’s on a call that won’t finish until noon. May I take a message?

Yolanda Yes, please tell her that Yolanda Phillips called.

We met at the seminar last week. I told her I'd call her to set up a meeting.

Pedro  Yes, I understand.

What exactly would you like me to tell her, Ms. Phillips?

Yolanda Please tell her I'll be dropping by Richmond next week
and I'd like to get together with her. Would you ask her to call me back?
My number’s 1-604-337-9980. Did you get that?

Pedro  Yes, 1-604-337-9980. I'll give her the message. Thanks for your call.
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Fill in the blanks and read the dialogue.
EXERCISE 2
Yolanda Hello, I'd like to __ Frieda Taylor, if she’s available.
Pedro  Sorry, she’s ___at the moment.
She’s on a call that won’t finish until noon. a message ?
Yolanda Yes, please ___ that Yolanda Phillips

Pedro

Yolanda

Pedro

We met at the seminar last week. I told her I'd call her to set up a meeting.

Yes, I understand.

you like me to tell her, Ms. Phillips?

Please tell her T'll be dropping by Richmond next week,

and I'd to with her. Would you ask her to . ?

My number’s 1-604-337-9980. Did you ___ ?

Yes, 1-604-337-9980. I'll give her the message. Thanks for your call.

FOLLOW UP QUESTIONS | it #

» What will happen at noon? a. The seminar will start.
b. Frieda Taylor will finish her call.
¢. The meeting will end.

d. Yolanda will arrive.

» What does Yolanda want Frieda Taylor to do? a. Organize an event
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b. Take a business trip
¢ Cive lera call

d. Teach a workshop
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Practice speaking using the following scenarios.

EXERCISE 3

Talk 1
Franco Harris from Pitt Steel (your teacher) calls your office.

He wants to talk to Mrs. Kwan, your boss, but she is in a meeting until 3:00.

Explain this to Mr. Harris and offer to take a message.

Talk 2
l Nora Teller (your teacher) calls your office to speak to your coworker, Boris.
He is talking to someone else on the telephone now.
Offer to take a message.
Talk 3

Your teacher calls to set up a meeting with your coworker, Pauline.
Pauline is out of the office now.

Take a message for Pauline. Ask the caller to be specific.
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» speak to / ~EFET » tied up / Fr#ezw »on a call /&#F+bxE  » get together with / ~e %35 . ~12s5
» set up / &Ev 5 » drop by / w5%% » get that/ (45-cen) brs » touch base / iz & %

Writing 1
A customer called for your co-worker, Sandy.

She wants to arrange a meeting next week.
She gave three options for meeting times: Monday afternoon, Tuesday at any time,

or Wednesday morning. Write a note to Sandy and give her this information.

Writing 2 .. . . . g
Your boss, Mrs. Amini, called you this morning, but you were in a meeting.
Write an e-mail to her.
Explain why you couldn’t answer her call and suggest calling again after 4:30.
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