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Telephone Language- The Same or Different Without looking below, listen to your teacher and indicate if you think they have the same meaning or different ones. Label the lines below with S for the same or D for different. A: Vocabulary and short phrases Hardware    



A cell/ A cellphone/ A mobile/ A mobile phone Handset/ Receiver A text/ An email A text/ An SMS



Dictating     



A memo/ A note A spell/ A spelling Dash/ Hyphen Dash/ Underline Postal address/ Email address



Actions             



Call someone/ Phone someone/ Ring someone / Telephone someone Call someone again/ Call someone back Call someone back/ Get back to someone Pass a message on/ Take a message Give a message/ Pass a message on Give a message/ Leave a message Hold/ Hold the line Hold on/ Hold the line Hang on/ Hang up Be cut off/ Hang up Hang up/ Put the phone down A claim/ A complaint Send by mail/ Send by post/ Send by snail mail/ Mail something



Written by Alex Case for UsingEnglish.com © 2013



B: Whole sentences Starting calls  Janet Smithers speaking/ This is Janet Smithers speaking  This Janet Smithers/ Janet Smithers speaking  Can I speak to Ms Jones, please?/ Can you put me through to Ms Jones, please?/ Can you connect me to Ms Jones, please?  Can I have extension 3121, please?/ Can you put me through to extension 3121, please?  Have you got a minute?/ Are you free to talk?  Sorry to phone you so late./ Sorry to phone you so late in the evening.  I’m putting you through/ I’m connecting you  I’m putting you through/ I’m putting you on hold



Written by Alex Case for UsingEnglish.com © 2013



Problems  I have a meeting in an hour, so I’ll phone you two hours after/ I have a meeting in an hour, so I’ll phone you in two hours  Can I take a message?/ Can I leave a message?  Can I leave a message?/ Can you take a message?  Can I take a message?/ Would you like me to take a message?/ Would you like to leave a message?  Can you try again later?/ Can you phone again later?  Can you ask her to call me back?/ Can you tell her to call me back?  Can you hold?/ Please hold./ I’m putting you on hold.  Can you spell that for me, please?/ How do you spell that, please?  I’m afraid he’s on holiday in Hawaii at the moment/ I’m afraid he’s out of the country at the moment  Mr Brown isn’t here/ Mr Brown isn’t in the office  Mr Brown isn’t here/ There’s no Mr Brown here  Please leave your message after the tone/ Please speak after the beep  Shall I give you his cell phone number?/ Would you like his mobile phone number?  He is on another line/ His line is busy/ His line is engaged  I have someone on another line/ The line is busy Finishing  See you later/ See you then  See you later/ Speak to you later  Speak to you in a minute/ Bye for now C: Differences in how you say things Do these have the same or different meanings?  three double nine nine/ three nine double nine/ three nine nine nine/ three treble nine/ three triple nine  oh one three two three/ zero one three two three  seven double two eight/ seven two two eight Are these said the same or differently?  [email protected]/ [email protected]/ [email protected]/ [email protected]  [email protected]/ [email protected]/ [email protected]  Green’s/ Greens  13/ 30  13th/ 30th  double X/ WX  W/ double U How can you say them differently and make the differences clear?



Written by Alex Case for UsingEnglish.com © 2013
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Different



The same



Different



The same



Different



The same



Different



The same



Different



The same



Different



Written by Alex Case for UsingEnglish.com © 2013



























[image: Business English Telephone Language- The Same or ... - Using English]
Business English Telephone Language- The Same or ... - Using English












[image: Telephone Roleplays and Useful Language - Using English]
Telephone Roleplays and Useful Language - Using English












[image: Telephone Roleplays and Useful Language - Using English]
Telephone Roleplays and Useful Language - Using English












[image: Business English- Telephone Interviews Tips and ... - Using English]
Business English- Telephone Interviews Tips and ... - Using English












[image: Business English- Phone Conversation Completion - Using English]
Business English- Phone Conversation Completion - Using English












[image: Business English- Email Functions review - Using English]
Business English- Email Functions review - Using English












[image: Business English- Phone Interview Preparation - Using English]
Business English- Phone Interview Preparation - Using English












[image: Business English- Phone Interview Preparation - Using English]
Business English- Phone Interview Preparation - Using English












[image: Business English- Present Perfect Pronunciation and ... - Using English]
Business English- Present Perfect Pronunciation and ... - Using English












[image: Business English Key Words in Writing- Word ... - Using English]
Business English Key Words in Writing- Word ... - Using English












[image: Business English- Brainstorming for Job Applications - Using English]
Business English- Brainstorming for Job Applications - Using English












[image: Better English Pronunciation (Cambridge English Language Learning ...]
Better English Pronunciation (Cambridge English Language Learning ...












[image: Better English Pronunciation (Cambridge English Language Learning ...]
Better English Pronunciation (Cambridge English Language Learning ...












[image: ENGLISH LANGUAGE LEARNING (ELL)]
ENGLISH LANGUAGE LEARNING (ELL)












[image: Clarifying meanings in Academic English - Using English]
Clarifying meanings in Academic English - Using English












[image: Make or Do - English Area]
Make or Do - English Area












[image: IELTS Speaking Part Three Questions on Language ... - Using English]
IELTS Speaking Part Three Questions on Language ... - Using English












[image: ENGLISH LANGUAGE-unprotected.pdf]
ENGLISH LANGUAGE-unprotected.pdf












[image: English Language Teaching]
English Language Teaching












[image: English Language (English Paper - 1).pdf]
English Language (English Paper - 1).pdf












[image: English Language (English Paper - 1).pdf]
English Language (English Paper - 1).pdf












[image: English Language (English Paper - 1).pdf]
English Language (English Paper - 1).pdf















Business English Telephone Language- The Same or ... - Using English






Postal address/ Email address. Actions. Call someone/ Phone someone/ Ring someone / Telephone someone. Call someone again/ Call someone back. 






 Download PDF 



















 94KB Sizes
 3 Downloads
 285 Views








 Report























Recommend Documents







[image: alt]





Business English Telephone Language- The Same or ... - Using English 

Call someone/ Phone someone/ Ring someone / Telephone someone. Call someone again/ ... Would you like his mobile phone number? He is on another ...














[image: alt]





Telephone Roleplays and Useful Language - Using English 

leave a message including a website address. 16 Phone reception and ask to be put through to someone. They are not available, so leave a message including ...














[image: alt]





Telephone Roleplays and Useful Language - Using English 

you need to speak to (= You don't have a name). ... 20 Phone someone and talk about the details of a website (getting them to get ... Can I just check your name?














[image: alt]





Business English- Telephone Interviews Tips and ... - Using English 

If they are phoning you, answer the phone in a business-like but friendly manner, in- cluding your name .... When might be a good time?â€� -. If you get ... If you can't get through for more than about twenty minutes, you could try email- ing them as














[image: alt]





Business English- Phone Conversation Completion - Using English 

Can I speak to someone from your marketing department? My name isâ€¦ I sent you an email last week aboutâ€¦ Can you talk? ... I've been trying to phone her all day but I can never get through. Actually ... What's the best way of contacting you?














[image: alt]





Business English- Email Functions review - Using English 

It was great/ nice/ a pleasure to (finally) meet you at the conference last week. Thanks for ... Thanks/ Thank you for your letter/ email/ fax/ phone call last week.














[image: alt]





Business English- Phone Interview Preparation - Using English 

gon), information about that company and/ or job, useful phrases for pausing etc, or a ... Decide if you will use your phone's conference call function or not.














[image: alt]





Business English- Phone Interview Preparation - Using English 

... you have everything you need on the table in front of you, e.g. laptop with ... If you might have to wait to speak to them and might get nervous while you are ...














[image: alt]





Business English- Present Perfect Pronunciation and ... - Using English 

truth or not. This week. Cleared your inbox/ email inbox. Been shouted at ... Brought your children into the office. Bought something because of a TV ad you saw.














[image: alt]





Business English Key Words in Writing- Word ... - Using English 

Game 1: Key Words in Business Writing- Word Formation Card Game .... Due to the number of enquiries about last year's special edition, we have decided to.














[image: alt]





Business English- Brainstorming for Job Applications - Using English 

Speaking about the possibilities in pairs and/ or writing your own answers, think about all of the questions ... How is the interviewer likely to start the interview?














[image: alt]





Better English Pronunciation (Cambridge English Language Learning ... 

Better English Pronunciation (Cambridge English Language Learning) - J. D. O'Connor.pdf. Better English Pronunciation (Cambridge English Language ...














[image: alt]





Better English Pronunciation (Cambridge English Language Learning ... 

UNIVERSITY PRESS. kazirhut.com kazirhut.com. Page 3 of 82. Better English Pronunciation (Cambridge English Language Learning) - J. D. O'Connor.pdf.














[image: alt]





ENGLISH LANGUAGE LEARNING (ELL) 

Apr 12, 2016 - 640: Refugee students who have limited or disrupted formal schooling and are unable to complete many courses in the Program of Studies and ...














[image: alt]





Clarifying meanings in Academic English - Using English 

This is not a precise analogy butâ€¦ â€¢ I would defineâ€¦. asâ€¦./ I am usingâ€¦ to meanâ€¦ â€¢ â€¦ is usually defined asâ€¦ â€¢ In other words,â€¦/ i.e./ To put it another way,â€¦














[image: alt]





Make or Do - English Area 

hacer el desayuno / la comida / la cena. - make a cake hacer cafÃ©. - make (a cup of) coffee/tea hacer una taza de cafÃ© / tÃ©. - make ends meet ganar suficiente ...














[image: alt]





IELTS Speaking Part Three Questions on Language ... - Using English 

What are your predictions for foreign language education in your country in the next ... Suggested topics: - Child rearing. - Education. - The media. - Technology.














[image: alt]





ENGLISH LANGUAGE-unprotected.pdf 

... full stop, question mark or exclamation omitted or wrongly. used. Page 3 of 12. ENGLISH LANGUAGE-unprotected.pdf. ENGLISH LANGUAGE-unprotected.pdf.














[image: alt]





English Language Teaching 

1. 2. Foreign Language Learning. 25. 3. Instructional Material and Text Book. 57. 4. .... the last 150 years, English has become the language of. Indians to a great ...














[image: alt]





English Language (English Paper - 1).pdf 

Whoops! There was a problem loading this page. English Language (English Paper - 1).pdf. English Language (English Paper - 1).pdf. Open. Extract. Open with.














[image: alt]





English Language (English Paper - 1).pdf 
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