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d3tsy dz0 dzOH Olsd Is OMany profaainagiz Aipjomats, agency representatives, and business péople
have to take part in meetings which are conducted in English. The language of such meetingddtitiaepatterns.
Even if your English is good, not all of the language of meetings is obviousuriihigresents and teaches all the
language you need to participate effectively in meetings in Egglish

v O0¢, [} By Jd Wistedszo Olsd G tel) ds@lsucflal dz' dzO o df juE figfd udz’ Iz y SOzt
Odze dzsditso dzj cEtsotste’ dzdev . 1 Of tod & d&zOH, H dBpeakin@Busipesdzdglishanthed dzts ¢ * y
phon& (1" dzso O L B9 O B8 IsjdzjWisdzk) dzO J CtcOdz By dzO dzOH Ol

I Odzsfte B s Qo dzd C s sSHdz' ' SCBfOdz ™ IsO ' dgh 5°

u Pan Electronics. Can | help you?

a Youé é é é ééééé tgll this person your name, your title, your company, whom you are
calling,the department (if known),the reason for your call).

a I'm afraid she's out at the moment.nddake a message?

U Youé é é é é é é é é (Say you will ring back)

w, dz0e f OC d, By 20 LOf s sdzzo Olsd i3 dvisdmw Ltsdv i3,
f Otclsdzgj O Issh t5) , L 8 ' H M dYowofethsadzd doltagle @4y jhe folowing @sdmgizthe phone.
What questions do you think she was asked? Use some of the telephone expressions you made iB.lexercise

a éééécéécééceeceecee

Yes, I'd like to speak to Tom Karlson, ate.

b éééééééeéééeéeeéeeée

Yes, it's lvana Medvedeva.

c éééééééééeéeeceéeeée
M-E-D-V-E-D-E-V-A, Medvedeva.

d tééééécéeééeeéeéeceéeee
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Yes, I'll tell him as soon as he gets in.

f éééééeéécééeéécééeéeé?

Of course. Your reference number is 81 099. OK?
s dz¢ #ey)(possiblereplies

a-Can | help you?

b - Can | have your name, please? / Can | ask you who's calling?
¢ - Can you spell that, please?

d-Can | give her a message?

e - Can you tell him | called?

f- Can you read it back to me?

1 OL dz2Oyddzts, hts MiskHjdals sy d LH 2MezdBdizmdzf ¥ su OPdzige p dz
fdm: ddtse 5, stsBlsts HtkzCE® yd. [} SOCtsy sy d LOftesf sdzkz o Olsc
sji¢Mssosets (HekESC o Odetses) RO jte" Oz dzgO@ j S tcOdz', htsB ] tej
sshs) IsO L@t Pazlsdzdzy o B stz 9" Hf S "' H' .

vOCtsy 1 dBtsyd LOftst sdzkze Olsd ¢ tstc dYglateAlexaller fromeABC s dzO Is d
company You call Mr. Fleet's office and ask to speak to Mr. Fleet. Make up the following dialogue using the plan
belowe

Mr. Fleet's secretary:

You:

Mr. Fleet's secretary:

You:

Mr. Fleet's ~
Introduce

secretary
Y yourself 2
answers 1

Giveyour

Say you will .
company's

ring back 6 name 3

The

secretary Ask for Mr.

answers Fleet 4

no' 5 ~
s dz¥ Ktey)(possiblereplie%
Mr . Fl eet's secretary: This is Fleetb6s office. Can
You:Yes.lam Al ex Tall er. I dm from ABC company. I woul d

Mr. Fleet's secretary: | am afraid he's auth@ moment. Can | take a message?
You: Can you ask him to call me back?

Aj LOoHOdd &y &0 MitsjClkoOlsd &O jSwOd  dOCh j: d
H' Odesclz. 1 tls' & kjChls LddCO ' Ldsek BdddOO' ok o qdd®Hf
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sOB dzd 4y sshs OBt dzOHOISd ftOoaddz dzgz o' HYtse ' H! . Iz tytiktse dzd o3

fMizlsdz Mis! 0O0dzOdyd L'k dfjtaigopddddde ' fidszd dec¢ OL Olsd dZOf tew i3 f sh 2ZC k2
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