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To confirm an agreement : To indicate that a clarification is necessary = To request an action plan
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Role-play : Teacher »Lara/Student » Frank. (Switch roles after you read the dialogue)

EXERCISE 1 . 0 e e
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Lara So, do we all agree that the stores should stay open one hour longer?

Frank Tt seems we have reached a consensus on that.
However, I'm still not clear about one point.
Will floor managers start their shifts one hour later?

They will still need to close up at the end of the day, right?

Lara Yes, we plan for them to start working one hour later
and for their shifts to stay the same length — nine hours

with a one-hour meal break.

Frank T see. So could you please run through the next steps?

Who'’s going to inform the floor managers?

Lara I'll take care of that myself today, Frank.
Mandy’s going to make sure the new opening hours are posted outside the stores
and online by the end of the week.
Jerry will send the new staffing schedule to each branch, also this week.

The new hours will take effect on the 15th.

Frank Got it.
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Fill in the blanks and read the dialogue.
EXERCISE 2 i .
Lara So, __ __ that the stores should stay open one hour longer?
Frank Tt seems we have on that.

Lara

Frank

Lara

Frank

However, I'm still not clear about one point.

Will floor managers start their shifts one hour later?

They will still need to __ at the end of the day, right?

Yes, we plan for them to start working one hour later
and for their shifts to stay the — nine hours

with a one-hour

I see. So could you please run through the next steps?
Who's going to inform the floor managers?
Il of that today, Frank.

Mandy’s going to make sure the new opening hours are the stores

and online by the end of the week.

Jerry will send the new to each branch, also this week.

The new hours will take effect on the 15th.
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Question 1

Answer 1

» What is going to happen to the floor managers? 4. They will start work one hour later.

b. They will work one hour longer.
¢. They will finish work two hours later.

d. They will lose their meal breaks.

Question 2 Answer 2
» Who will post the changes on the Internet? a. Lara
b, Jerry
¢ Frank
d. Mandy
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Practice speaking using the following scenarios.

EXERCISE3 o o i

Talk 1

You are in a meeting with a supplier.
You believe you have reached an agreement that supplies will be delivered within

30 days of an order. Confirm the agreement with your supplier (your teacher)

Talk 2

You have been talking with your boss on the telephone.

You understand that you need to complete a project report this week,

but you're not sure if the report is only for internal use, or if the customer will read it.
Indicate to your boss (your teacher) that a clarification is necessary

and ask a question to get the necessary information.

Talk 3

You are participating in a meeting chaired by your manager.
Your office is relocating at the end of the month.
You are on the organizing committee, helping to plan the move.

The meeting is almost over. Request an action plan from your manager (your teacher).
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