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c85 151495.htm Last time Mrs Ballito rang up Mr Ballitoll but he
wasn t there. Opal had to take a message. She knew that Mr Ballito
was at the Dorigali Development Corporation] so she telephoned
him there and passed on the message. Here is Opal asking Melita to
telephone Mrs Ballito to let her know that her message has been
passed on. OPALL] Now I want you to ring Mrs Ballito and tell her
that her husband has received the message. MELITALI Right[]
Whats her telephone numberll] OPALL How would you find the
telephone number if I wasnt herel] MELITAO Id look it up in the
telephone directory. OPALL] That would take too long. Names and
numbers that we often use are in the office address book. Here it is.
MELITAL Thank you. Ohyes[] its much easier to look up
numbers in the address book than in the directory. Here we are B

[ Ballito Dongali 75381. Right. 0 SPOTL RECEIVERLO OPALL
Heyll hold on a minute Before you dial the number you should
decide what you are going to say. L1 SPOTL RECEIVER
REPLACEDO MELITALD Yesl thats a good idea. Shall I say

“ Mr Ballitos got your messagel] Mrs Ballitol1” OPALLO Well[
you could say that[J but it would sound better if you . told her that
we have given Mr Ballito the messagel] and that he will collect their
daughter from school on his way home at lunch time. MELITALO |
hope | can remember all thatt] OPALLI Why don t you write it
downld MELITAO Rightd Hisayld “ We have given Mr Ballito



your message and he will collect your daughter from school on his
way home at lunch time. How about thatlLl OPALL Yes[ thats all
right. But first of all you must say who is speaking. MELITALI Shall |
say “ Thisis Melita” [0 OPALLO Noll Mrs Ballito may not know
who you are. Say“ This is Mr Ballitos office.” MELITAL Right.
Dongali 75381 [0 SPOTO RECEIVER DIALSLD MRSBALLITOL
Dongali 75381 MELITAL Good morningl] this is Mr Ballitos
office. Whos thatt] MRS BALLITOU Mrs Ballito. L1 SURPRISED
0 MELITAL We have given Mr Ballit your messagel] Mrs Ballita
and he will collect you daughter from school on his way home at
lunch-time. MRS BALLITOLO Oh thank you for phoning me.
MELITAL Goodbye. MRS BALLITOL Goodbye. O SPOTO
RECEIVERL MELITAO Was thatall rightt] OPALL Fineld but
you must never say Who sthat] “ Melita. It s much better to say
something like ” Whos speakingld pleasel] or“ Would you mind
telling me your name pleasel] 1or” Isthat Mrs Ballito speaking[]
Not“ Whosthatll” Itsoundld impolite. 100Test I I 0 0 OO [
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