4.6 COMMUNICATION FILE

Talking on the telephone
Student A

Use the information in two telephone calls with Student B.
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you start the call. ; ™ ‘\
v .
- Answrer phone = YOUa WOfk o I e
ickribution. TS,
Robson Distribu _
e
e is busy and offer 10 tak Student B siarts the call

e Say the lin
a message:
o Askwho's calling.
o Ackforine spelling.
for aphone number.

® Ask for Brian O'Conner

® Cive
dmessage ~ | have the new report

.
Give your name - Rachel Henderson
* Spell your name. |

o 255 {a the message
7 5 t e X i
o Say you i give Cana * Give your phone number - 815 7034
o Say goodbye: * Thank the receptionist and sa .
MmMM“'MW” goodbye, ¥
— e

4.6 Talking on the telephone
Student B

Use the information in two telephone calls with Student A.

MWMW._"-’MM’_M & - E
Student Astarts the call. !
e Askfor Carla Davenport. . S
' - ideboox 15
PO hee * Answer phone - you work for Orion

finished. Publications,

on.
e Give your name _Tom Anders

® Say the line is engaged and offer to

e Spell your name. take a message.

o Give your phone number -
e Thankthe receptionist and say
goodbye-

499 5309 * Askwho's calling.

Ask far the spelling.

Ask for a phone number.

Say you'll give Brian the message.
Say goadbye.
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