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OBJECTIVES
To indicate the purpose of a message To indicate a result To make a polite request
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Read the following article aloud.
EXERCISET1 0.0 0 000
To : Vincent Garcia
From : Maria Means
Subject : Vacation request
Date : April 20
Dear Mr. Garcia,
This is to notify you that your special vacation request has been approved.
Your immediate supervisor, Ms. Kendrick, has granted her permission for you
to be absent from work between May 2 and May 15, inclusive.
Your period of absence encompasses 10 business days.
These days fall outside the 15 paid vacation days allotted to you
in your employment contract.
Accordingly, €1,630 will be deducted your monthly salary in June.
You must additionally confirm that your work will be covered while you are away.
Kindly schedule a meeting with Ms. Kendrick
and a representative from the HR office within one week of your departure date.
At that time, you will be required to submit a written update of your ongoing projects.
Please acknowledge these requirements with a short reply to this message.
Should you have any questions or concerns, do not hesitate to contact me.
Best regards,
Maria Means
Human Resources
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Fill in the blanks and read the dialogue.
EXERCISE 2

To : Vincent Garcia

From : Maria Means
Subject : Vacation request
Date : April 20

Dear Mr. Garcia,

This is to notify you that your special vacation request has been approved.
Your immediate supervisor, Ms. Kendrick, has granted her permission for you

to __ from work between May 2 and May 15, inclusive.
Your encompasses 10 business days.
These days fall outside the 15 allotted to you

in your employment
Accordingly, €1,630 will be deducted your monthly salary in June.

You must that your work will be covered
Kindly schedule a meeting with Ms. Kendrick

and a representative from the HR office within one week of your departure date.

_ , you will be required to submit a __your ongoing projects.
Please acknowledge these requirements with a __ this message.
have any questions or concerns, do not to contact me.

Best regards,
Maria Means
Human Resources

FOLLOW UP QUESTIONS | it

» What has been decided 4. He must return to work by May 2.

about Mr. Garcia’s request? ]) He WIH be anowed[o .tra.nsf‘erf‘ S

¢. He can receive his full salary in June.

d. He may take time off.

» What is NOT a requirement for Mr. Garcia? 4. Arranging to meet his supervisor and another person
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b. Submitting his flight information to the HR office
¢. Preparing a report about his current work

d. Verifying that his work will be taken care of
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Practice speaking using the following scenarios.

EXERCISE3 o o i

Talk 1

You work in the human resources department. Martin Folsom (your teacher),
a young employee in the sales department, has been selected to attend

a management training course in London next year.

Stop by Martin’s desk and inform him of this decision.

Talk 2

You work in the payroll department. Christina Davis (your teacher),

who has worked in the accounting department for five years, has decided to leave
the company on Friday, November 30. She is entitled to 10 paid vacation days per year,
but she has only taken five days off this year. As a result, she can receive her full salary
for the month if she works until Friday, November 23. Explain this to Christina.

Talk 3

You work in the administration department. Fred Blovik (your teacher) is

a new employee who started work this morning. You have taken Fred’s photo

in order to make a security badge for him. The badge will be ready by lunchtime.
Call Fred at his desk and politely request that he stop by the security desk

on the first floor and pick up his badge before he leaves for lunch.

WORDS & PHRASES | #-szzsoman

» immediate supervisor / Eio L7 » grant one’s permission / Filz 5425 » inclusive / @EfE 4 To
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