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Please leave a message

v -4 -
{8 Before you listen
Do you like leaving messages for people when you phone them? Sometimes it’s
better to have a conversation, and sometimes it’s better if you can just leave a

message. Check “Conversation” or “Message” to show which you would prefer
for each situation. Discuss your choices with a partner.

Situation B Conversation l Message

Inviting a friend to the movies oo i| il
Letting someone know that you are going to be late ||| Jr !
Wishing your best friend a happy birthday ﬂl ! I I
Telling your boss that you are sick and not coming to work ME f !
Saying hello fo a friend you haven't seeri for three years i| l
Telling the coach of your sports team that you are quitting “] 'II I
Thanking a grandparent for sending you a present “ II[ I
Apoiogizing to a friend for not keeping a date M Jl— i




Please leave a message

» Listen for general meaning

@ A. Jenny is talking to Lisa on her cell phone. Listen to the conversation. Circle
1-02 T fortrueor F for false for each statement.

1. Jenny has finished work early. T/F
2. Jenny wants to meet Lisa at the theater. T/F
3. Jenny suggests that they eat after the movie. T/F
4. Lisa has been waiting at the theater for an hour. T/F

B. Jack had four messages on his answering machine. Each time he called
1-03 someone back, he had to leave a message, too. Listen to the messages on
Jack’s machine and write the letter of the correct reply for each one.

Reply

Jack’s replies

a. Hi, Mom. Sorry to hear Dad’s sick. I hope he feels better soon. See you on
the weekend. Bye.

b. Hello, this is Jack Ride. Thanks for the message, but I can’t make it next
Wednesday night.

c. Hi, Jack here. I don’t have a hammer. But I think Ross has one. Why
don’t you give him-a call?

d. Hi, it’s Jack. Sorry I missed you. I'll be home for the rest of the day, so
drop by anytime. See you soon. '

2 Listen and speak
A. Listen to the four conversations and spell each name correctly.
1-04 1. Ms. 2. Mr. 3. 4,

B. Now work with o partner. Practice spelling these names. Use the example
1-05  below as a guide.

A: This is Mr. Simpson.
B: Could you spell that, please?
A S-I-M-P-S-O-N.

1. Yoko Mori 2. Mr. Symons 3. Maria Lopez 4. Gene Burke
C. Now write two more names. Don’t show your pariner. Practice the

conversations again, using the names you have written. Your partner
should write the names that you spell.



Unit 1

o Listen for detail

A. Nick is calling the Arena
1-06  Theater to inquire about

concert tickets. Complete this

poster using information
Jfrom the phone call.

B. Lisa is a receptionist at a
1-07  computer company. Listen to
her taking telephone

messages. Complete the
information on the notes
below. The first one is done
for you.

To: Angela Lee
From; Joe Ridge
Phone number: 6336 8639

Message:
He wants to know when the computers
will be delivered. Please call him.

appearing live at the
Arena Theater

Wednesday, May 5 at 8:00 p.m.

_, _ at B:00 p.m.

Saturday, May 8 at 8:00 p.m.:
I N
:$35 and $|

ok on 9550 7965 or

(COm

@ A ;
% WHILE YOU WERE OUT *
To: Jehn Bradford

From: Eil (2)

Phone number:

Message:
He needs (b)__
(c) __ _FCs

___ notebooks and

/

3

. % WHILE YOU WERE OUT *
TO Ms. Giles
From: Susan (a)
Phone number: (b)

Message: _
She wants to change the time for
tomorrow's meeting to (E)== o _

10

(4]

To: Frank Williams
From: Bob (a)
Phone number: ()

Message: .
Youni(e)—————— have arrived, Flease
(d)___ __him.




Please leave a message

e What do vou say?

Now you are going to practice taking and leaving messages. Work with a
partner. Partner A should choose the role card for unit 1 on page 68. You are
the receptionist at Info-Tech Computers. Partner B should choose the role card
Jfor unit 1 on page 70. You are going to telephone Info-Tech Computers.

Then change roles. Partner A should choose the role card for unit 1 on page
71. Partner B should choose the role card for unit 1 on page 69.

Then make up your own messages and practice again. Use the words in the
language box to help you.

LANGUAGE BOX

Receptionist Caller

Good morning. Info-Tech Can | speak to...
Computers. This is...speaking. How § I'd like to speak to...
can | help you?

I'm sorry, ...isn"t here /isin a It's...
meeting / is on another line / isn't This is...
available at the moment.

Can | take a message? Tell him/her...
Can | get your number? | want to know...
Could you spell that, please? Could you get/ask him/her to
Could you repeat that, please? call me, please?
I'll call back later.
My number is...
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