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Sandra: Hello, IT department. Sandra speaking.

Danny: Hi, Sandra. It’s Danny from sales.

Sandra: Hi, Danny. How can | help?

Danny: I’m calling about the internet.

Sandra: Yes. | know it’s down. " ve just reset the router. It should be working again in ten minutes.
Danny: That’s great. Thanks so much, Sandra.

Sandra: Is there anything else | can help you with?

Danny: No, that’s all, thanks.

Sandra: OK, I’ d better be going. Speak to you soon.

Danny: Thanks again. Talk to you soon.
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5
Hi, it’s Sam. Can you call me back? My number’s “oh,” seven, double eight, four oh nine, double

six two.
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My number’s area code six zero five, seven, seven, zero, zero, nine, three, zero.
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2
Can you call Dylan at the office? His number’s zero three zero, sixty—nine, ninety—nine, zero, five,

double-five.
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3

Yes, her number’s zero one six three two nine six double zero four two.

[T\ HZDOESE01632960042TY,

4
Would you be able to call me back? I’'m at the office. The number’s zero, eleven, eighty-four,

ninety-six, twenty, twenty—seven.
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You can call me any time. My number’s oh double seven, double zero, nine, double zero, eight,

double four.
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|"ve got a number for Fatima. It’s zero three zero, sixty—nine, sixty—nine, zero four, forty—seven.
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5
If you want to call Miguel later, his number’s oh one six three two, nine six, oh one,

seventy—seven.

BTITIVICERE Lo, HOBESFIESLTY, 01632960177,

428

Bl FTbabEEREINDAED, 0078555251 IZHRBEEILY,
R—TAVOBBIZEBHELTELAETH, BEESE. 902-555-4349 TF,

WO THEEFICE LS, EH(E, 03069991332 T,

HLEL, RA1TTT, FURLEFEELSZETH, FEIEL, 07064 881206 TY,
FURLBBRFEWIEETELETD, 7T RIZBYFET, RIRES(E. 8762 TY,
BTHIATILEERELDGHE. HOFESE, 01632960441 TT,

N T EEREEYENESTLEL, BEFEHRHALET, 321-554-8933 T,

o o1~ 0N =

42.9

Sven: Hello. IT department. Sven speaking.

Tara: Hi, Sven. It’s Tara from marketing.

Sven: Oh, hi, Tara. How are you doing?

Tara: I'm fine, thanks, but we’re a having a bit of trouble here.

Sven: Oh, how can | help?

Tara: We're working on our new marketing project for the summer shoe range and are trying to
look at it on the company tablets and mobile devices. Unfortunately, we can’t connect the

devices to the office Wi-Fi. We’ve turned them off and on again.



Sven: OK. | see. It’s because you are in the old part of the building. You need to connect to a
different network by entering a different Wi-Fi code. For your part of the building it’s GJ330XS.
Tara: Was that GJ330XF?

Sven: No, XS.

Tara: Oh, OK. Thanks. The other problem is that we can’t install the Chitsnap Talkie app to see
how our logo looks in the marketing.

Sven: That’s because only the IT department can install and delete apps. Email me the details of
the app you want and | will install it. I’ll call you when they're ready.

Tara: Thank you. You've been a great help.

Sven: No problem. I'll call you when |’ ve installed the apps. Bye.

Tara: Thanks again. Bye.
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Receptionist: Thank you for calling Ryder and Sons. How can | help you?

Tom: Hello. Could | speak to Ollie Ryder, please?

Receptionist: I'm afraid he’s away today. Would you like to leave a message?
Tom: Ah. Yes please. We have a meeting arranged for next week. | wanted to talk about the time
and venue.

Receptionist: OK:--

Tom: Could you tell him that I'll call back tomorrow to make arrangements?
Receptionist: Of course. Could | take your name, please?

Tom: Yes. It’s Tom. Tom Philips.

Receptionist: I'll make sure he gets the message. Goodbye for now.

Tom: Goodbye and thank you.
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Julio: Hello, Coffee Pot Galore customer services. Julio Sanchez speaking. How can | help?

Mrs Garcia: Hello, can you put me through to your manager, please?

Julio: Oh, I’'m sorry, but she’s not at her desk at the moment. Maybe | can help you?

Mrs Garcia: | ordered a new, yellow coffee pot and it arrived today. But it"s not yellow! It " s purple.
| didn’t order a purple coffee pot. All of my cups are yellow.

Julio: Oh ok. Let me see if | can help. Could | have your name please?

Mrs Garcia: Maria Garcia.

Julio: Thank you. Do you have an order number there, Mrs Garcia?

Mrs Garcia: Yes. It's TP12FS.

Julio: One moment please while | find your order. Ah yes. | see the problem. TP12FS is the correct
number for the purple teapot. The yellow one you wanted is TP12SF.

Mrs Garcia: Well, I’'m afraid | want a refund!

Julio:  We can send you a yellow teapot and the courier will pick up the purple one if you put it
back in its packaging.

Mrs Garcia: So, | don’t have to send it back myself?

Julio: No, not at all. Well pick it up. The courier will be with you on Monday morning.

Mrs Garcia: Oh. That’s very good. Thank you.

Julio: You're welcome. Is there anything else | can do for you today?

Mrs Garcia: No, thank you.

Julio: Ok. Thank you and have a nice rest of the day.
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Paulo: We've still got a few things that we have to do before the sales conference.

Elizabeth: | know. I'm going to finish my “To Do” list and delegate some tasks today.

Paulo: I’'m going to arrange the catering this morning. We're going to need lots of refreshments
for 800 people.

Elizabeth: Jonah’s going to call the printers this morning too. We need to check all the designs



before they print the posters and business cards.

Paulo: Are you going to contact the conference venue, Elizabeth? We need to check that all the
rooms have both data projectors and flipcharts.

Elizabeth: Yes, that is already on my “To do” list. One last thing that I’m going to do to is ask
Leon to work on the Information Desk during the conference. I’ll email you later, Paulo, to let you
know how | do today.

Paulo: Great, thanks, Elizabeth. I'll let you know what the caterers say when |’ ve spoken to them.
See you later.

Elizabeth: Yes, bye for now.
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