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Telephoned 0O 00 OO OO O OSTARTING A TELEPHONE
CONVERSATION O 0O O O GETTING THROUGH 0 I [

0 TAKING MESSAGES I OO O O PART AEDWARD GREEN:
Hello, my name is Edward Green. | would like to speak to Mr.
Smith,please. J 0 D00 0O0O0O0OOOODOODOOOOOONO
OO0O000000SMITHS SECRETARY: | am sorry, but
Mr.Smithisnsavailable.J D O 0000000 odooogo
0 O O 0O EDWARD GREEN: Okay. lll bring back. Does Mr. Smith
haveadirectline?l D0 D0 U0O00OO0OO0OO0OOOOONO
DO000000000SMITHS SECRETARY: Im sorry but the
numberisconfidentdlD O 0 0000 odooododl

[ EDWARD GREEN: Okay. Thankyou.l D O OO QO OO 0OO
[ O 0O JENNY ROSS: Its very difficult to speak to Mr. Smith.J [
Jo0d0o0d0ododododododEeEDWARD GREEN:
Yes,  lknow O OO OO OOOOOOOOONOVO
RECEPTIONIST: Good morning, RUYJ Advertising.NOVO [ [
OO00000 RUYJO O OO O DONBRADLEY: Good
morning. This is Don Bradley. Can I talk to Phil Watson, please?[]
Jododododododooooooodooodo
[0 O 0 NOVO RECEPTIONIST: What company are you from
please?’NOVO U U OO OO0 O OO OO DONBRADLEY:
Bibury Systems.[J O U0 O O O O Biburyd O O O O NOVO



RECEPTIONIST: Hll put you through.NOvO O O O oo
[ O O DAVE Phil Watsons phone. 0 O O O OO OO OO

[1 DON BRADLEY: Good morning. Can | talk to Phil, please?(] [
JO00000000000000DAVE: Can | ask whos
callingplease?0 D U OO O 0O OO OO OO DONBRADLEY:
Don Bradley from Bibury Systems.[J U O U OO O O Biburyd 0O [
OO00000000ODAVE: Well, Mr. Bradley, Im afraid Phils not
Inthe officeatthemoment J O 0 OO0 O0OOOOOOOOMO
0 000 0O O Can | take a message or would you like to ring him
onhismobilephone?l D O OO OOOOOOOONOMO
[1?DON BRADLEY: Il try his mobile. Can | have the number
please?0 D 0D 0D 0O0O0O0O0OO0OO0OO0OO0OOOO0O
[0 0O 0O 0O DAVE: 0802 543770 [0 1 0802 54377DON BRADLEY:
Just let me checkthat. Zero eight zero two five four three double
seven.J 0D OO 0OO0OOODOODO Q08025437701 DAVE: Thats
it.L OO 00ODONBRADLEY: Thanks. O O OO OO 0OO

[ PHIL WATSON: Hello. PhilWatson.O O O OO 0O OO OO
0 OO0 0O DON BRADLEY: Hello. Phil, this is Don Bradley.[ [
Jod0o0dodododododododoPHIL
WATSON: Hello, Don. Sorry to keep you waiting. How are you?[]
o000 oo oobooo0oooooodood?ON
BRADLEY: Im fine, thanks. Can we meet? We have a new product
and lwantyoutoseeit U O OO0 OO0UOO0OOOOOOO
Jod0ododououououonddSMITHS
SECRETARY: Hello, Mr. Smithsoffice 1 O OO OO OO OO O
OO00000000EDWARD GREEN: Hello, my name is



Edward Green from Bibury Systems. | rang earlier. | would like to
speak to Mr. Smith, please.J O O O 0O 0O O 0O O O O O Bibury
Jododododododooooooodouoodo
0000 0O SMITHS SECRETARY: Im afraid Mr. Smith is not in
the office at the moment. Can | ask what it is about?] [0 I [0 I [
Jododododouououobodndn2ZEDWARD
GREEN: It is very important. | represent Bibury Systems. Were got a
new product and | want Mr. Smithtoseeit.00 O O O O 0O O O O
JodododoBburyOOOODOUOOUOOOOOOOO
OO0000000000SMITHS SECRETARY: Please send the
product specifications by mail, Mr. Green.J OO0 OO0 0 O 0O O O
Jo0d0o00o0ododododododEeEDWARD GREEN: |
would like Mr. Smith to see the product and would like to talk to Mr.
Smith direct. Whenisagoodtimetocall?d U OO O 0O 0O OO O
Jododododododouooooodooodo
O 00000SMITHS SECRETARY: You could try ringing this
afternoon.0 D 000000000 O0OO0OOOONO

[ EDWARD GREEN: Thank you. Goodbye.l O O O O OO O
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