Someone calls to talk to your boss, Andrea Koss. Ask the caller to spell his/her
name / company name 50 you can write it down, Andrea Koss is not available ~
she is in a meeting and cannot be disturbed. Offer to take a message or say she
will call back - later today.

If you plan to ask Andrea to call back, get a phone number.
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Choose one of the identities given below. Call your partner to ask if you can
visit him/her and try to make an arrangement today. You want to talk about
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his/her company’s products.
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You are the secretary to Robin Freeley, Production Controller at Hamwell Ltd.
Your boss is busy and cannot be disturbed, Deal with the caller and do not
disturb your boss!
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Choose one of the identities shown below:
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Ring a Japanese contact called Ken Siam. You would like to meet him to talk
about the patential of your products.

PRACTICE ROLE-PLAYS (B)

You are Production Manager at Salco Services, A supplier, Comeasol Ltd.,
9 B telephones you, Here is an extract from your diary.
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You are still the Production Manager at Salco Services, A day after your
:on}'ersation with Comeosol, you learn that you have to go t6 Japan on urgent
business to discuss a legal problem. Unfortunately you must change your
appointment with Comcosol,
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Telephone Comcosol, Try to fix an appointment for the following week ~ when

you have ne commitments,

Write 2 fax to confirm the new arrangement,

e cards 1Bto I9B

You have bought office equip and stationery supplies from a company
called Office Universe Ltd. Unfortunately there have been problems with the
service. Here is a copy of the invoice they sent you for the [ast order:
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Office Universe Limited

430-4 Upper Richmond Road

London SW15 5TY England

Telephone 0171 438 7272 Fax 0171 434 5286

Officy
P

; INVOICE
i Anqusitd %
[ Glﬁ:xway Industrial Estate North Side
Unit 15 Your ref: 00U22,10
; | Aberdeen AB24 5TR Qur ref: RG3472/5
i I
! Part ref Qy Rem Price.
i 235641 100 Ad Zoom Copy Paper @ £2.20 £220.00
] 4563-1 2 Ppacks Markor pens © £5.80 £11.60
24 21562 1 Staples 5000 pack £5.20
21348 20 Rulers ® £0.80 £16.00
36722 100 Coloured ring binders @ £2.10 £210.00
' 34821 100 Pack of dividers @ £0.56 £11.20
i
Sub-total £473.00
Less discount 5% £23.65
subtotal  ‘latezs
H VAT @ 17.5% 78,64
Sub-total £527.99
+ Carrlage and packing
£20 + £3.50 VAT @ 17.5% £23.50
TOTAL £551.49
Terms: 30 days from Invoica date.
Thank you for your custam.
Teiephane or fax your orders to Julle 24 hours 3 day, 365 days a year.

Note:
* The company rormally give you 10% discount and normal terms are 60 days from
involce.
» The QU Catalogue offered ring binders at £1.50 and A4 opy paper at £1.45,
* They do not usually charge for carriage or packing on orders of over £200.00,
* You did not order any staples, s
* You have used OU in the past and have had problems with wrong deliveries,
« Ask for your-order to be despatched again and the wrong order taken away.
* Ask for 3 new invoice.
= Be prepared to say you will use other suppliers in future.




