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[ HellolO I d like to speak to Mr. Hunter[] please. O 00 [ I [
[ Hunterd OO O AU May I ask who is callingld] please? (I [0 [ [J
L1 00 ? B0 My name is Herbert Wood of IBM Computer Company.
O O IBMU O O O O Herbert Wood. ALl Thank yould Mr.
Wood. One momentJ pleasel] (into PBX) Mr. Hunterd Mr.
Wood of IBM Computer Company is on the line. O O [ Wood[
Do00o00O0@OoOnd)Hunterd OOIBMO O OO

[0 Woodll J O OO O CO Can you find out what he wants? (1 [ [
OO000000?AQ Yesdd Mr. Hunter. (to caller) I' msorry to
have kept you waitingl] Mr. Wood. Mr. Hunter is rather busy right
now and would like to know what you wish to speak to him about.
OO0OHunter DO OOO0O0O)OOOWood OO OO O
OO0OHunterD D00 O0O0O0O0O0OU0OO0O0OO0O0oOooooOoo
[ BO Yes | want to buy some computer software and talk about
developing some other software. I don’ t know whether he is
interested inthatornot? U 0 0000000 O0OOOOO
Joodobobouoodobooobooouooooo Ab
see. Thank you very muchd Mr. Wood. Would you wait a moment
[1 please? (to PBX) Mr Hunterll Mr. Wood wants to buy some
computersoftware. D O 0O 00O OO Woodd OO O OO
Do00O0200000)Hunterdd O OWood OO ODOOOMO



OO000 COlsee. Puthimonlinetwo. OO O OO O2000 A
[1 Yestl Mr. Hunter. (To caller) Mr. Wood[I I’ m very sorry to
have kept you waiting. I’ Il put you through to Mr. Hunter. [J [J
OHunterD OO OOO)WoodD OO OOOOODOOOO
OO00000000Huntert O O AO Good afternoonl] Sales
Department. May I helpyou? 0 0 0000000000000
[1?B0 Could I speak to Mr. Bushd please? 1 LI [ Bush O [ [
O?2A01 llseeif heisavailable. Who shall I say is callingl] please?
JodododododododoUdodod?Bdlohn
Smith. AlJ Hold the line[d please. Mr. Bush is in a meeting with the
Managing Director at the momentJ I’ m afraid. Can | help you?
DJO00O00Buwsh OODOODOOOOOOOOO0OOOOO?B
[ WellO I want to discuss with him the new contract we signed last
week. OO O0OO0OO0OO0OO0OOU0OOooOOooOOO AOlN
don’ tthink the meeting will go on much longer. Shall I ask him to
callyouwhenheisfree? D 0 0D 00 OO0 O0O0O0OOOOO0O
0000000780 Yesd that would be easiest. [ [ O O U [
0 0O 0O AO Could I have your name againl] please? [1 [ [ [ [
DO00O000000?B0Yes. It' sJohn Smith.0J O O O O John
Smithd (OO ) Al And the number?] [0 [ 00 I ? BO 021-64358796
ALl OK. You’ Il be hearing from Mr. Bush later in the morning
then Mr.Smith. OO0 OSmithO O OO0 00 odododad

0 Bush O 0O O O O BO Thank you for your help. Good-bye. [
OO00000000 ADO You are welcome. Good-bye. (1 [0 [ [J
O O 0O AO Madison Industries. This is Cathy Winer speaking. Can
| help you? Madison O [0 O O Cathy Winerdd OO OO O?B



[1 Good afternoon. Could you connect this call with Mr. BlackL]
please? L1 1 1 0O O O O O O Blackt) OO 00 OO [0 ? ALl May | know
who’ scalling?l] OO OO 0O O 0O ? B This is Mary Fox of A.B.C.
Computer ColJ I' m calling on behalf of Mr. Tom Backer[d the
general manager of our company. [ O J A.B.CO O O 0O O Mary
Fox. 0000000000 TomBackerld OO OO A Iam
sorryl] Ms. Fox. Mr. Black is now in a meeting. May | have your
number and ask him to call back later? L1 (1 [ (O Fox[ [0 [ Black[]
J0odoboooooodoooooooooooooa
OO00?BOI" mafraid Mr. Baker would like to speak to Mr.
Black right now. He has got an urgent matter to discuss with Mr.
Black without delay. [0 (O Bakerd 0 O O OO O BlackD O 0O O O [
JoodoOBlackbOOOOOODOO AL OK. Then[d
would you please hold the line? (one minute later)J U 0O O O O [
0000 0OO) Ms. Fox the line is through. Mr. Black is ready
to answer the call. Go ahead. Fox 00 OO OO [0 OO O O O Black O
OO0000000000 BU Thank you for your kind assistance
O Ms.WinerUODOQOQOOOOOOOWinertd OO A You
are welcome. [ [J 0O O ALJ Good morning. NTT Coll 0 [0 [
ONTTO O O BO Hello. May | speak to Mr. Ira Black[]l head of
the Export Sectionl] please? D O OO0 OO OO OO OO Ira
Black O O O O?AO I msorry. Mr. Black has just gone out.
May | ask who' scalling? 0 O O OBlackbi OO OO O0OOOO
OO0 000 ?BO This is John Carter from Ace Consultant.
Would you please tell me when | could get a hold of him? [J [0 Ace
DdodO00OJhnCarter, D00 0000 oooooonO AOI



really have no idea when Mr. Black could be available in the office.
Could you call back later or would you mind leaving a message? [
JodododoBlackbDOODOoUOooooooooon
Jo0o0odododod?sdIthinkit” s better for me to
leave a message. But it’ s important and urgent. Please make sure he
getsthismessage. 1 000000000000 OOOOO
Jod0odododououoonod Adlsee. I’ msureto
pass your messagestoMr.Black. 0 O U0 000000000
[ O Blackd OO OO B Good. Would you mind telling him that due
to some sudden changesl] do not fill out any orders for NNC
Corporation until further notice? It" svery important. I’ Il explain
ater. D 0000000000000 O0OO0OO0OO0OOO
OJO00O0O0O0OONNCOOOUOOUOUOooooooouooood
[0 Al OkayL] let me repeat your message to see if I' ve got it all.
Jododododododododoououoooon
Jododododododouooooodooodo
Jodododouododouooooodouoodo
Jododododododouooooodouoodo
Jododiooooooooooooouoouoooooo
OO0 (O) OFFICE ASSISTANTL Good morning. Odyssey
Promotions. Howmay I helpyou? 0 0 0000000000 O
Jodododouououonondn?NICKO Hello
this is Nick Delwin from Communion. Could I speak to Helen
Turnerl please? D U 0000 0OO00OO0OO0OOOOOONO
DO000000000000?0FFICE ASSISTANTO Justa
momentl please. 0 0 OO0 O OO OO OFFICE ASSISTANT



[I I have Nick Delwinonthelineforyou. D OO0 OO QOO0 OO
OJO0000000000000 HELENO Thank you... Hil
Nick. Nice to hear from you. How’ s the English weather? [J [0 [
Jododododododooodooodooodo
OO0 0O?NICKO It” s pretty good for the time of year. What' s
ithkeinNewYork?O O OO oo ooooooooon
OO0000000000?HELEND Notgoodld I' m afraid.
OO000000000 NICKO That' sapity because I’ m
planning to come across nextweek. J O O 0 OO0 0O OO 0O O
OO000000000 HELENO Really? Welll you' i

[1 come by to see us while you’ reherel] lhope?J OO O0O?
Jododododooouooonoonoonodgo?NICK
[ That” swhat!” m phoningabout. I’ ve gota meeting with a
customer in Boston on Tuesday of next week. | was hoping we could
arrange to L1 meet up either beforeorafter. J OO0 O 0O 0O 0O 0O O
Jododododododouooooodooodo
Jodododooodooooouoooouoodgo
HELENU Great. That would give us a chance to show you the
convention centrel] and we could also [J Odrop in at Caesar’ s
Restaurant where Gregg has arranged your reception. U [ [ [0 [
Jodododododooouooooodouoodo
Jododododododooodooodooodo
00000 NICKO That” swhat I was thinking. U 0O O O O O
0000 HELEND So you said you have to be in Boston on
Tuesday? That' sthe8th?U 000 00O0O0O0OOOOO0O
00000080 0?7NICKO That' s right. Now 1 could



[1 stop over in New York either on the way in - that would be the
Monday...Would thatbe possible? 0 D OO0 0D OO0 00 0dOoOdn
Jo0od0obooooooooooooooooooooa?
HELENO Ah I' mafraid I won’ t be in the office on Monday[
and I think Gregg has meetingsallday. 0 D OO0 OO0 QOO0 OO
J0o0do0bodoooodooooboooogod NICK
[ Uh-huh wellCd the other possibility would be to arrange it after
Bostononmywayhome. D 0000000 O0OOOOOOO
JO000000d0000od0oodobodon HELEN

1 When do you planon leavingBoston? 0 O O O O 0O O OO O
0 00 0O 0O?NICKO Could be either Tuesday afternoon or
Wednesday morningl] but | would like to catch a flight back to
London on Wednesdayevening.U OO OO0 OO0 O0O0OOO
Jdodobooooouoodobooobooouoao
HELENDO OK. WellO it would be best for us if you could fly in on
the Wednesday morning. Either Gregg or | will pick you up at the
airportl] and then we could show you the convention centre and
also Caesar’ s. If there’ stimeld you could come back to the office
and we’ |l run through any of the details that still haven’ t been
finalized. OO0 00000 0OO0O0OOOOOOODOOOO
J000o00o0oo0oodooooooooooooon
Jododoboboooodobooouoooooooooa
Jododoboooooodobooouooouoooooa
OO0000000000 NICKO That sounds good. Just as long
as | can get back to the airport for my evening flight. 0 OO O O O [
JO00d0o0bDdod0oodoooo0oO0oddn HELEN



[1 No problem. Look[l why don’ tyou fax me your information
once you’ Ve confirmed your flight times? Then we’ |l get back to
you with an itinerary for the day - that” s Wednesday the 9th[]
rght?00 0000000000000 0O00O000000O
Jodododooooxmuouoonoononoooonn
OO0o00ooounooondo?NICKO That'  sright. Good
wellld I [l dothat and I look forward to seeing you next week. [
Jodododouododouooooodouoodo
HELENLC Same here. Seeyounextweek. 1 OO0 OO0 OO0 OO
OO0 d0O0OoOoo#ooooff>00 0000000000000
[ #0000ff>0U 0 O 0O 0O OO O 600 (1) #0000ff>LU 0 00O 0O O O
OOO00O0#oocoff>0 0000000000 #0000ff>0 O O
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