-
PORTA
FUTURO &N

LAZIO

PORTA FUTURO LAZIO

COMUNICAZIONE
TELEFONICA IN INGLESE

 /portafuturolazio

3 @pflazio
@ pflazio
_ " e [ =l REGIONE
> DL'Aqug 2 el O @& LAaz0 <
regione.lazio.it







PORTA |
FUTURO

Saying hello! (and your number)
.Hello / Hi

.Good morning/afiernoon/ (...)speaking
...Thisis ... 1Us ...

D69 305
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0708 567 3309
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Revision of spelling rules
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Aas in ‘apple’. B for ‘Berlin’
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Symbols

. =underscore (K- capital letter / upper
case)




.BMW
NBA
NYPD

Other uses of spelling

Slang words and abbreviations

N\
\

Companies, brands, organizations...

- TGIF
- ASAP
-RUOK?
-DK

- C U LBer ;)
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If you (don’t) know who’s calling

.Good morning AIC Computing
.Can I help you?

.Is Freddic there?

.Can I speak to Ms. Jackson?
.Can I have your number, please?
It’s Midori.

TT.11. TT T ool e 120
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Do they have time to talk?

. this a good moment?
. you busy right now?
. you have a second or (do) you want me to call

(vou) later?

. [ rung you at a busy time

wira talls A e latas')
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Reasons for calling

SR







[.eaving a message
Complete these phrases with tell, ask or say.

Lanyou  herlrang?

Lanyou  her to call me back?
Lanyou  'm amiving at eight”?
Lanyou  them s urgent?

Just 'l eall agam at six.

I'd be gratetul if youcould  him to call me back.

«This message isto  her whether she received the package.
Jdt'sonlyto them all that we'll start in a few minutes




Taking a message

«Can I take a message?

SSOITY, one motnent.

J'm just getting a pen

Jold on a sec.(ond)

LOK. Go ahead

Can yvon spell that? / How do vou spell 17/ How is it spelled?
.1'd better read that back to vou. / Let me read it back.
Anvthing else?




Waiting — repeating - clarifying
The same or differemt?

Speak up please / Speak more loudly, please

.Speak more slowly, please / Please hold on a moment

I didn’t catch that / T didn’t hear that

I conldn’t hear vou I'm afraid / T didn’t understand what yvou mean
«Can you read that back to me? / Can you take a message”

-Let me read that back to you / Let me just check I've got that
-Would you mmd repeating that? / Can vou call me back?




Ending a call

13 I theink ['ve ot the wrong number. Soiry to have bothered vou ...

2) Thanks very much for your help. ...
3) Sorry, [ must go now. ... a) don’t worry. T won't
, by} That's OK. No problem.
4% Bye. Haw weekend. ...
) Bve. Have agood ) Nice talking to you too
5) Don't forget to grve me a ring on Friday. ... d) You too. Bye
) Mice talking to you, .. e) That’s rnght. Looking forward to it.
Th Give my regards to Sarah. ... ﬂw : :
g) Not at all. Ts there anything else T can help vou with today?
8) Don't worry, I'll give her your message. ... h) And to Martin and the kids.
9) S0 we'll expect you on Thursday. ... I) Yes. Me too.

Can you match the ending lines to the suitable re 5257
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Booking (hotels, restaurants, transport)

J'd like to book a table for 2 for ...

.Hello, I'm calling to book a room for 3 people for the period
from... to...
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What time i1s 1t for?

1:10

.13:43
Jd1:15
12:05




Countable / Uncountable

1—We doa't bave some/an)y tables lefl thas evemng

2 = I'd like a'some round-trip ticket please

1~ Could you give me soane information/informarions

4 =1Us too many/much money. I'm afrmd T can't alford 11,
S« I'm sarry but | onfy have a Jerle/few time left

6 —Idon't know bBow mampmuck times I've called today!
7« There 13/ ave still 2 lot of seats on that flight

& - 1'd like to book a/some cab for tomorrow




Useful phrasal verbs

I'm connscting you now,

A1 retur vour call in a arinte

Every time [ call, she puis the phone down
Just wait a second for me

Plaase don’t spaak so fas

Sely mokale batbery s how

il while [ see il he's

Lan you talk more loudly

I' give her your message




Voice messages

-What’s your style with voice
messages?

.What do you consider polite
/impolite when it comes to voice
messages (time limit, content...)

.Are voice messages somewhat
changing our telephone etiquette?




Sounding friendly / polite

-

SWhat's vour name?

~Who do you wanl 1o speak 107
«She's m a meeting

He's talkmg to someone

Do yvou want to wait

What's it about?

«Wait! I need to get a pen.

=)

Somy, Could Lhavevour ..............o.000?
Who would vou like ... ?
I'mafracd ... .
Ome moment, He'sjust ... .
Would ............... like .................. hold?
CanTask ............. it"s in connection with?
Somy, I'm just lookig ...




Making arrangements

a) How about b) fix 2) ‘re free d) tied up
Are you free on Arrange can make it busy
Can you make agree ‘e available unavailable

&) are you thinking of? f) postpone 1t @) best h) fine
do you have in mind? move it back convenient great
do you want it? put it back OK good

1) sounds good? 1) the appointment 15
suit you? So that’s
look OK? We can confirm

I=Tmecallmpia __ saniher e B Theuay™

2= Mchel aod Ansars ke week T=Whichwouk ba ____ Jor vima?
3-Dayeumind fwe % next woek? Bowr _ shembhock

A4 = Which dyy ___ ¥ — That sreods ___

¥ - Duoes Wl esday s 17 . Thersdyy o T orolsk




Modal verbs
caw’t could havete  must  should  will would

DIANA: Hi Midori. it’s Diana.

MIDORI: Oh Hello! [ didn’t recognize vour voice. [ remember the last time we spoke. It
be over two years ago.

DIANA: That's nght. The reason I'm callmg s that T visil Tokyvo next month on busmess.
MIDORI: Great! We  gel together

DIANA: Actually I wanted to ask if 1 possibly stay with you for a couple of nights (7)
MIDORI: Sure. That be - When exactly?

DIANA: Well I'm not sure yet but [ call vou when I know the exact date. ..
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Direct / Indirect questions

L — Could vou tell me what tsne the faghn lands?
What .

2 — 1 was wondenng o T could bormow your eyels.
Could ...

3 = 1'd like to know if Marie i thers, please

Ie ...

4 = 1°d b groefuld if vou'd try 1o call kim

Wankd

5 — Do you koow when she will be back




Seguici sui social EONTAS
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Le slide possono essere richieste inviando una email a info@portafuturolazio.it

Grazie per 'attenzione
www.portafuturolazio.it
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