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handing Checking and confirming 101 Listening When telephoning,
it is very important to get certain facts right, for example, the name,
address, and telephone number. Listen to the following telephone
call twice. The first time, listen to it from the point of view of the
caller and complete his notes below. The second time, listen to it
from the point of view of the person who answered and complete his
notes. First listening: Caller’ s notes Second listening: Called person
' s notes Listening Task A: Priority Investments. Can | help you? B:
Yes, this is George Biederbeke. Could | speak to someone in your
corporate finance department? A: Justa moment, I’ Il put you
through. C: Daniels speaking. B: My name is George Biederbeke
from the Austin Corporation. I’ d like to make an appointment to
see your corporate Finance Manager. C: Yes. Could you tell me what
exactly you want to talk about? B: Well, we’ re approaching a
number of investment companies with a view to placing business
withthem. C: I’ msorry, I didn’ t quite catch that. B: I said that we
are interested in your investment services. C: | see, and you would
like to meet our Corporate Finance Manager? B: That’ sright. C:
When would be convenient for you? B: Friday 28 June would suit
me-in the afternoon. C: Justa moment, I’ |l check with Mr.
Foster-our Corporate Finance Manager. B: I’ msorry, | didn’ t
catch his name. C: Foster. B: Right. C: Just a moment, let me check



I Yes, that’ Il be fine, about 2 p.m. Could I have your name again?
B: Biederbeke. C: Could you spell that please? B: B, I, E, D, E, R, B,
E, K, E. C:Right. I’ vegotthat. We’' d like to send you a copy of
our current prospectus. If you give me your address[] B: Of course.
It" sthe Austin Corporation, 514 Seaview[] C: 514 Seanew. B: No,
tit' s Sea-view. C: Right, I’ ve got that. B: 2952 Seattle. C: 2952
Seattle. Right, let me just repeat that. Mr. Bideerbeke, Austin
Corporation, 514 Seaview, 2952 Seattle. B: Right. C: And your
telephone number, Mr. Biederbeke? B: It s (0452) 67791 C: (0452)
67791. Right. We’ Il get the prospectus in the post to you today. B:
Good. Let me just confirm the appointment. Friday 28 June at 2 o

' clock. C: Fine, we look forward to seeing you then. B: Goodbye.
C: Goodbye. 2. Presentation In the telephone conversation the
speakers followed a number of steps when handling and exchanging
information, in particular. # clarifying information # asking for
repetition # asking for spelling # showing understanding # correcting
information # confirming information # acknowledging Now look at
the language used to handle information. 2.1 Clarifying information
Could you tell me exactly what[1 ? 2.2 asking for repetition Could |
have your name again, please? Could you repeat that? I' m sorry, |
didn’ tcatch that. 2.3 asking for spelling Could you spell that,
please? 2.4 showing understanding | see. I’ ve got that. Right. 2.5
correcting information No, not seanew. Seaviesw. That’ not right,
it" sl .. 2.6 confirming information Let me just repeat that,[1 2.7
acknowledging That’ s right. Notes: 1. Saying and repeating
telephone numbers: Look at the number: 081-455 2354. The number



consists of three groups. 0 is pronounced * oh’ or zero. 455 s
verbalized as four double five or four five five. the numbers should be
grouped, e.g. 081 pause 455 pause 2354. 2. Spelling names: A useful
way to remember the pronunciation of some letters is to group them
by vowel sound: O OJ 00 OO O 3. Controlled practice A. Complete
these dialogues. 1.A: My name’ s Pinkerton. B:

?A:Yes, it sP,I,N,K,E,R, T,O, N. 2.A:
The address is 24 Tunnyside Lane.

B: ? A: Yes, of course. 24
Tunnyside Lane. 3. A: My phone number is 0432 5686 B: 0432 5688?
A 5686. B: 0432 5686. A:

4. A: 1" dlike an appointment with Mr.
Dunn. B: you would like to

discuss? A: Yes, I' d like to talk about extending my credit. 5. A: We
would like to visit your factory with a view to buying it. B:
. When would you like to come? 6. A:
The figure is 3.56m. B: . And what was the other
figure? 7. A: So, an appointment at two would suit you.
again please? B: Yes, certainly. It" s Macintosh. A:
?B:Yes, M,A,C,I,N, T,O, S, H. B.

Listen to the tape. You will hear some telephone numbers. As you
listen, write the number down. After each number, there will be a
pause for you to repeat the number. 1. 2.

3. 4.

. 6.

. C. Listen to the tape. You will hear some




names and then a request to spell them. There is a pause on the tape
for you to spell them and then you will hear the correct spelling. The
names are: 1. Peterson 2. Hardy 3. Glynis 4. Matthews 5. Rifkind 6.
Thatcher 7. Samuel 8. Marjorie Now listen to the tape again. This
time, cover up the names above and write them down when you hear
them spelt. 1. 2. 3.
4, .
6. .

8. Jooooon
0 0O *priority U OO O O O eg. priority projectst] [ I [ * make
anappointment J O O O O 0O eg. I’ dlike to make an
appointment to see your Corporate Finance Manager. 1 I [ U [
DO000000o0000 *approachd 000000 O eg.
ABC Co. have been approached by many wholesalers for their new
products. D OO OOO0OOOOOABCOODOOO *witha
viewtoU OO O OO0 oodd[UOOte oo ooon
[ 00O 0O 0O ] eg. We have lowered the price with a view to getting
moremarketshare. J O 00000000 ooooodo
0000 *place business withl [ I [0 O 00 O 00 O O * catch U
[1 eg. I don’ tquite catchyourmeaning. 0 O OO0 O0OOOO
*pe interested in0J O O O 0O O O eg. We are interested in your
new product rage. Please send usa catalogue. L 0O O O 0O 0O 0O 0O O
Jo0d0o00odooododooodoodan *convenient [
[1 00 eg. If itis convenient for you please call me back at 6:00. [J [
JodooodeddUloOnoOnd *suitd O eg. How about
Monday afternoon? Itsuitsmefine. D U OO0 OO OO OOOO/




OO00000 *check O I eg. check with sh. About sth. [ [1 [
0 00O Let me check with my boss about the convenient time. [
ddddoboooodd *pm. UL am. O *prospects
Jo00ododo[oooboobodnodnd]*address O O
D00 dodouououououooooon oooa
(1 0O 2952 Seattle, USA#61474.Anstin Corporation [ [J 00 0 O [
OO0 0000000 00 *getdinthepost D 0O OO O eg.
We' Il get the sample in the post tomorrow morning. [ U [0 O [
DO000o0ood *confirmU OO O O eg. confirm a plane
reservation 0000000 oooododd
confirmanappointment 0 0 O[O0 00OO0OO0OOO0OO]*
invoice 1 O Unit80 0000 AUOUOOOOODODOOOO
Jodododooooooooooooooooon
O#el6llBO 0O 0O0O0OO0OO0OO COUOUOoOoooon
Jodododousiooooooooooooooo
Jodododoocoduoodnoooooonog Bg
Jodododododouououoocoonoonod
Jodododododououosoooo couodo
JododoBOeO280 oo oooooon C
Jododododododouooooodouoodo
BUUOUOUOOUOOOOUOOUOouoo cououosoonon
Jcduouououoooooonoonoooonoon
JodododododosBodoooocoouoodn
JodosUuB, LED,E,R,B,EK.ED COOUOOOOOON
Jodoodououououououououoooon
JodoBU0OUO0OOD0OD0OOD0OODOOOOOs14000 C



JodoosubodBoooooooconououood
O BO220 000 cCO220 00 odoooouod
Jo0000o00ododoOos140do29520 00O BOO
Jdocoiouououououobnonon BO OO 0452
677910 COOO0420 677910 D 00000 O0OOOOOO
JodoBUOU0OUO0O0OO0OOOODODOeN 280 0O O
JododoocudooooooooBouodg cood
O Exercises-s-Al 000000000000 O0OOooOo
Jododododooooooodoonoondngive
[1 Could you give me your name please?#61474. you repeat your
company’ sname,please? 1 D 00O 00O 0O0OOOON
OO0 (el Can#6l6ll. 0 0000 00O0OD0OOOOOOOO
Do ododououououoonoooooooonon
Jodododoououououooooooooon
Jodododoououououououooooon
Jdodooouduouooooooooon o
#1611 BU OO 0OO0OA0DDOOOOOOOOOO CO
Jodododoououououooououoooon
DO0000#1474. 000000000000 O repeatd
Would#61474. you tell me where you’ re ringing from, please? [
Jododododododouooooououoo 1o
Jodododododo¢eh220 0o0ooooooon
OO00O0Ogvel 30 DOOOOOOOO0OOODOO (spell) 40
DO000000000O@epeat) 50 DO ODOODOOOOOO
DOododo¢elye DUOUOOOOOOOOO (confirm,
delivery date) Exercises-B 0 0 1-70 0 O Oa-g0 O O 0O O O O



[ 100 Sorry, could you spell that? 2[1 Could I speak to Mrs.
Fenton, please? 3] Could you take a message? 41 I’ m afraid the
line’ sbusy atthe moment. 501 I' msorry but he’ saway this
week. 6[] Could you repeat that? 700 Good morning. Cathay
Pacific Airlines. a. Yes, it" s081 5619192 b. That" sOK. I’ Il hold.
c. The Reservations Department, please. d. Speaking. e. Yes, of
course. I’ Il getapen.f. Yes, it s M-E-E-U-W-S.g.I' Il call back
nextweek then. Exercises-C U U OO O OO OOOOO0OOOMO
D010 000000000000 0000 (make an
appointmenttoseel] )20 U OO OO OOOO OO O (exactly)
W O0d0odoooooooooooooooooon
(1 O O (approach, with a view to, place business with) 401 [ [J [
00000 (convenient) 500 O 00O 0O OO0 OO (catch) 60 [
DO00000000000000 (prospectus, getl] in the post)
Translation J O O [Brock]U D O OO OO OO OOOOOO
Jo0odooooooodoooouoooooooooa
D0 0000000odooooboooo#ele11.0000
O 0000000000 odoboO0oGUEOOUOROGHE
OROOCOCUOKID ODOOOUOOooUooooooooooo
[1 Key to Exercises-A 1. Could you tell me whom you want to speak
to, please? 2. Can you give me your telephone number, please? 3.
Could you spell your name please? 4. Would you repeat your
address, please? 5. Can you tell me when you will be in the office
tomorrow, please? 6. Would you confirm the delivery date, please?
Key to Exercises-B 1-f 2-d 3-e 4-b 5-g 6-a 7-c Key to Exercises-C 1. |
' d like to make an appointment to see your Corporate Finance



Manager. 2. Could you tell me what exactly you want to talk about?
3. We are approaching a number of investment companies with a
view to placing business with them. 4. When would it be convenient
foryou? 5. 1 didn’ tcatch his name. 6. We’ |l get the prospectus in
the post to you today. Key to Translation Brock Company are
approaching a number of financial companies with a view to placing
business with them. Mr. Rock has dialed another companyl Rock
[J This is George Rock, Personal Assistant to the Managing Director
of Brock Co. I’ d like to make an appointment to see your head.
Secretaryl] Yes. Could you tell me what exactly you want to talk
about? Rockll We’ re interested in establishing business with you.
Secretaryl] | see. When will be convenient for you? Rock[] Tuesday
morning or afternoon, or Thursday morning. Secretaryl] I’ 1l check
with the General Manager. Just a momentl] Yes. 90’ clock
Tuesday morning. Could I have your name again? Rock[J George
Rock. SecretarydJ Could you spell that please? Rock[] Ok. G, E, O,
R,G,E,R, O, C, K. Secretary] Right. I’ ve got that. We are looking
forward to seeingyou then. 100Test D U U D OO0 O OO0 O O
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