Everyday Business English 



Assignment 1 - Telephoning
1. Insert a preposition (where necessary) to complete the following sentences.

1. 

Could you put me _______ to the Accounts Department please?

2. 

Just one moment.  I’ll have to put you ______ hold for a second.

3. 

I’m sorry she can’t take your call at the moment. She’s ______ another line.

4. 

I’ll get back to him ______ Monday morning. Is he available then?

5. 

Please switch _____ your phones or put them ______ silent mode.

6. 

I’m _____ a train and reception is very bad.

7. 

Sorry, I didn’t catch that. You’re breaking _____.

8. 

My battery is quite low and you might get cut _____.

9. 

Could you put that ____ an email?

10.  
I think we’ve covered _____ everything.

2. Match the term on the left with its synonym on the right.

	cut off
	engaged

	put through
	available

	busy (the line is…)
	disconnect

	speak up
	call

	ring
	speak louder

	free
	connect 


3. Put the following dialogue into the correct order
B. 
Right I have a date here. The 24th January.

B. 
Speaking.

A. 
Bye.

B. 
Yes, of course. Is there anything else I can help you with?

B. 
Oh hi Marcus. How are things?

A. 
Fine, thanks. I was just ringing to confirm the delivery date for our SLES 
consignment. The order reference is CDA 203.

B. 
OK. Just bear with me…I need to get the screen up.

B. 
Unfortunately, I’m not authorised to do that, but I can leave a message and ask 
someone to get back to you.

B. 
Sorry. Could you repeat that?

A. 
Good morning. Could I speak to Jan Silber, please?

A. 
OK, but tell them it’s urgent. Do you have my details?

A. 
No, no. That’s all. Thanks for your help

A. 
Yes that’s Charlie Delta Alpha two zero three.

B. 
Bye.

A. 
Hi Jan. It’s Marcus Brandt from CBC.

A. 
Oh, I see. According to our records, the delivery is due tomorrow. Could you pass 
on a contact name and number for the supplier. I’d like to chase this up.

4. Match the questions with the replies

	a. Which is the best number to reach you on?
	1. Yes, sure. I’ll give the firm a call and find out what is happening.

	b. Can I speak to Peter Bach?
	2. It’s about the CBC delivery.

	c. How do you spell that?
	3. Try this one. It’s a direct line.

	d. What is this regarding? 

	4. Sorry.  He’s at lunch at the moment

	e. What is the international code for the UK?
	5. It’s S-U-G-A-R

	f.  When will he be back?
	6. My name’s Andi Walter and the number is 789 653

	g. Can I have your details?
	7. Not until about 4.30, I’m afraid. 

	h. Can you chase this up?
	8.  It’s plus four four. 


5. Tick the correct phrase.
a. 
i. 
Can you tell him I rang?
ii. 
Can you tell I rang?
b. 
i. 
I’ll telephone her on Friday morning.
ii. 
I’ll telephone to her on Friday morning. 
c.

i. 
Can you attend to the meeting?

ii. 
Can you attend the meeting?
d. 
i. 
I’m afraid that information is sensitive. If we release it, it will damage the business.

ii. 
I’m afraid that information is commercially sensitive. If we release it, it will damage 
the business
e. 
i. 
Talk to you soon

ii. 
Talk you soon.
f. 
i. 
I’m afraid she’s away for three days.

ii. 
I’m afraid she’s away until three days.

g. 
i. 
It’s thirty past five.

ii. 
It’s half past nine.

h. 
i. 
We’re two hours ahead of you.
ii. 
We’re two hours in front of you.
6. Fill in the gaps in this dialogue.

A: Hello can I speak with Mr Small, please?

B: Hello, ________ ________ Ms Laatikainen?

A: Sorry, I can’t hear you. Could you _______ _________?

B: It’s a ________ ________. I’ll call you back.

A: What?

B: I’ll call you back!

A: Thanks. My number is 08790 127865. Did you ________ ________?

B: Yes, thanks…
A: Did you _______ my voice mail message?

B:. Yes, yes. I _______ it this morning. And yes, I can come to the meeting Friday. Can you remind me, what time does it start?

A:  It starts _______ 10 am and it will last about two hours. It will be held _______ meeting room 3b.

B: OK. That’s fine. See you there. I’ll bring my copy of the agenda.

A: Good. See you on Friday.
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