What’s the schedule?

Making arrangements

o s

1 Tl Two people are organizing a product
demonstration. Listen and write down the
dates and times they arrange to meet.

| When?

1 Manning meeting

2 Sales mecring |

3 Practice of the product demo

4 Prodduct demo

2 ﬂ Complete the words below, then listen
again and check your answers,

1 When areyouf 2

2 T, . M i

__________ twelve?

Yes, twao hours s be long enough.

5 How long wiall thatt # About an
hour?

& Howa

a'elock?

Thursday 15th at two

7 leantm
three.

two,but lcanm,

three o'clock t. .

9 Let's make a note of it and we canc._

it later.

10 ldon’t think I can. ’'m very s, of
time.

1T I'mo_ holiday® then. U'm not back
i the twenty-sixth.

holiday BrE - vacation AmE
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3 rind words and expressions in 2 that mean:
1 busy
2 not later than a particular time
3 up to a patticular time

Ty _#MM %ﬁw&%:ﬂ?}%%{ e
bdel 0 U

We use by to say something will happen at or
before a certain time.

Can we finish by 12 o'clock? (Not later than 12,
Possibly before 12.)

We use until to say something will continue up
to a certain time.

I'm not back until the 26th. {I come back on the
26th — up to the 26th I'm away.)

4 Complete another conversation about the
demao. Use by or until.

A Can we meet on the 15th to talk about the
demao? Sav three o'clock?

B I have a conference call at 2.30, so | won't

__________ 13,30, Is that too late?

A No, 3.30 is fine

B Can you send me the plans * Friday?

A Mo, [ need to meet with Peter first and he's
not free

B Canvou priuctise

A No, we'll have towalt
back from haoliday.

B Will he beback * the 26th?

A Yes, but he's not arriving . ®the
morning of the 26th. We need to start at
0.30 to be ready T g0,

B But Peter will have to get up at Sam. to
be here 1530,

A Too bad!

e free

¥ next week.
the demo next week?
* Peter gets



5 Complete these phrases for making
arrangements. Use words from the list.

enough make let's about shall
confirm won't long fne  take

Suggesting times Estimating time

How ! the sixteenth? How __ ®dowe need?

Are you free next Tuesday? How Iong will it .77 Canwe finish by
_Awe meet around ten o'clock? twelve?

hﬁng - An hour should be long

33008, 2 Confirming arrangements

Yes, I'm free then. ....* say Tuesday at three, then.

That's good for me. I'll meet you here at three o'clock.

Saying when you've available Let's make a note of it and it later.

Ican't ___ *teno'clock, but I can manage

eleven.

¥ i 5 be free until 4.30.

I'm very short of time this week. Next week’s

better ...

6 Practise the phrases with a partner.
A - think of a4 job you want your partner ta do,
B - think of some reasons why vou're too busy to help your
partner. Then follow the instructions below.
A B

| b

Ask vour partner to help you with .
F deplaln the gol)

i e Y et e i o e ik 7 e

gﬂan.r how long arid xuggtsx’a time 1o di it

P L St b R et

Sﬁ’} wmfrq nol fwe aﬁd m,ggéifvahothnr’imé

e v\.vwi(‘ e o e F T i e

iuw rilier aﬁv“-\-nmfﬂ-v Filfans

)

LS.'I'..r ému'rc notL free and SLZPEest andther time
S i R S R %A;,rm. bm¢ mmwﬁ;‘}w“wsﬁﬂm’m
i csmﬁw wéﬂﬁﬂ :

e R e i e

| Th.mic vaur pam:er and. se;} g{'rm!bw.

7 ‘Work with a partner.

A - look at file 29 on page 112,
B - look at file 37 an page 117,
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Writing emails

T Five people need help, Who do you think
they are writing to - a colleague, a customer,
a supplier; etc? Which emails are urgent?

P - i z : ——@H|

L tre P e tmtemets _f i = 1 e = |
Dear Mr Artaud, |
Iy armiving in Lyen at 1 pomoon Tuesday, Could

you send me-directions ta your factory and

recommend a nearby hate!? |
Thank you,

. '_;'P-.-u-nn L LR
Hi Adesx, |
We have two urgent orders and one of our |

machining centres has broken down. Could you |
do some machining work for us? We'd really
appreciate it |

o

i Bl _.*s.....mu f;n-mu.-m }:.-r-:_m--.'_".,-m-n-

Drear Mr Sousa,

We had a fire in our warehouse yesterday and it
destroyed the last shipment of covers you sent
us, We need another shipment immediately. How
soon can you send them?

Mlary thanks,

| st e = Bipties =

Hefle Tom, @ '

Please give the attached order top prionty.

The sales department promised delivery by |

March 25th: ‘
F
i

Trx

———— I ~ e
Aytewmtrem  # siacsmrty - _f gmiven = e =

Ted, I
| Thank you for fizing the air vents in the meeting
| room; Now the air conditioning system in the lab
st warking, Can you come and look at itas |
soar as possible? |
Thanks, :
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that are used in 1 to:

1 -ask for help
2 gay thank you.

Which expressions can you use with people
yvou kiiow well, and which are more formal?

3 Match these replies to the correct ematil in 1.

1] e T s B
| A woc e e lent | @ ddireceemcts F Sysders = SEogiin = -

Feter, |
We can’t complete this créer on time without
delaying some of the other orders. Please got l
back to me asap and tell me what you want me | !
tor o J

o= == = |
| B L e =

Jill, Lm
i I'm afraid we have no spare capacity at the
| rroment. I'm attaching the contoct details of cur
Santa Barbara plart. Perhans they can help you.
Best wishes,

B L T

Dear Ms Rayson,

| am sorry to hear anout your problems.

We would be happy to send you a repeat order,
but the end of next week i the earfiest we can
deliver Can you confirm that this is not too late?
Looking forward to neanng fram you,

Kiried regards,

a = = r——— TOEE

L . ﬁ.-\-w-rrn # satiemramety | F gt = Tl oprans = s |

=

| Claire,

| Sorry, but | can't come untit next week. Do you
want me to send someone olse?

i Reqards, g

D) e e v o e e |
e gt e | ety testters = T Dpiees = |

Dear Mr Casoy, l@ |
I

We have already booked 3 room for you at
the Holicay Inn. Please find a map attached

| look forward to mecting you,
Sincerely,




4 Look at the phrases in bold in 3. Find two
phrases that:

In soIme exXpressions we use -ing after a

1 En.rmdu-h:'v bad news preposition (for, to, in, at, etc.).

2 offer help Thank you for fixing the air vents.
3 ask tor a reply Looking forward to meeting you.
4 ypefér to an attachment

5 refer ta a future contact.

6 Think of some different endings for these
5 Complete the emails using expressions from expressions. Use an -mng form,
the emails in T and 3, Thank you for ..,

We're looking forward to

Dy i i | o | il < i b ! We're interested 1n. .

Hella Pedra,

Our company 1s very good at .

1

P

3

41 never leave the office without .

5

& When this lesson finishes, how about .7

sending rme the autput igures

......................... ? | couldn’t open the file
fintroduce bod newes) 7
E PRI | SRR 2
P SR sen b agan? down 1n Your wnrkplamr, for {‘KE!]'H'I}]I:‘, late
fask for heipy) i1 o - 3 .
. deliveries, not enough production capacity,
unrehable machinery, management changing

rhink of some problems that slow things

Best regards;
Jack

its mind, Wha can help you selve these

=

problems — colleagues, suppliers, customers?

[a] = ] . o . 1 b
T T S T TR T Ty 1 Work in pairs or small groups. Choose one

[TV PP T L P — p——
— - of the problems and wnite a short email to
Cioar Msa Eckstein, someene asking for help. Explain:
e Aeending me details of the tests a what the problem is
it b what you want them te do and when.
......................... ‘20 run phase two of the tests for 2 One person should write and the otheris)

should dictate and check spelling, etc,
Wi
oy contract. ’ Deliver your email to another group, Read

achment) fosk for help

the email you receive and write o reply.

reeler to an it

rrake two coples, san them and send one back to

me? |
_____ o %ifvou have any questions.
{ask for o reply)

i, Working together with you
feeder fo fature contact)

Sincerely,

k. J. Welsh

What's the schedule?




