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Kevin: Hi, Jamila. Nice to see you again.

Jamila: You, too, Kevin. How are you?

Kevin: I’'m fine, thanks. Now, thank you for sending your quote. Our party is for 150 people, but
| can see you've quoted for 200 people. Would you mind explaining why?

Jamila: I’'m afraid we only cater for groups of 100, 200, 500, or one thousand. Also, it’s always
good to have more food and drink than you actually need.

Kevin: OK, | see. Also, | see the price is $40 a head. That is a bit over our budget. Are you able to
reduce the price a bit?

Jamila: Well, we might move forward with the order if you can accept $35 a head.

Kevin: Yes, | think we could do that. Finally, we were thinking that we’d like to have a cake, to
celebrate our company’s 20th anniversary. Are you able to provide a cake for us?

Jamila: Yes, that’s no problem. Maybe we could discuss designs next week. | can send you over
some suggestions in the meantime.

Kevin: That sounds great, thanks.
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A: We love your umbrellas, and we’d really like to order some.

B: That's great!

A: But there’s just one thing -

B: The price?

A: Actually, we’re worried about the colors. Could you send us some more samples in blue and
red? We’d like the colors to be brighter.

B: Yes, of course. But if you ask me, these colors are quite bright already.

A: Really?

B: Yes, but I'll see what | can do.

A: Thank you. The main thing is that our company logo should really stand out. It should be really
clear.

B: OK, no problem.

A: Thank you. Also, before we sign the contract, what we need is an assurance that you can
supply us with 1,000 umbrellas a month.

B: That’s not a problem at all. I'll be happy to sign a contract agreeing to that number.

A: Good. And we’d need those extra samples as soon as possible. How about tomorrow, or the
next day?

B: I'm sorry, that won’t be possible. | have a lead time of seven days. What |'m saying is that |
can send you the samples in the brighter colors next week, but that’s the earliest.

A: OK then, it’ll have to be next week.

B: Fine. We can definitely do that for you.
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Josef: Diane, can | show you our latest brochure? We've got some great new products.

Diane: Um, before you do that, | need to tell you that your competitor, Office Hub, has also been
to visit me.

Josef: Yes.

Diane: And they ' ve offered some really good deals, like free next—day delivery, and a 10 percent
discount for the first six months.

Josef: Hmm, | see. Well, if you continued to buy from us, | would offer you a 10 percent discount,
too, but for a year, not six months.

Diane: OK. That’s good.

Josef: If you wanted next—day delivery, I’'m afraid | would have to charge you $15 per order.
Diane: Mmm, that’s not good.

Josef: But if you didn’t mind waiting three days for your stationery, | would continue to provide
delivery for free.

Diane: | see.

Josef: And I'd also like to tell you about this two—for—-one offer. So basically, if you bought 10
pens, you would actually get 20 for the same price.

Diane: Mmm, and when does the two-for-one offer end?

Josef: In September.

Diane: OK, I'll think about it.
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I’m really sorry, but Mr. Garton has just sent his order back. He asked for a blue vase, but | sent
him a red one by mistake. If I’d known we sell vases in different colors, | would have checked his

order more carefully.
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Last week some overseas clients came to our office. One of them had a last name that was really
difficult to pronounce, and | got it wrong. If I had known his last name sounds like a bad word if you

pronounce it incorrectly, | would have done more research on pronunciation.
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When | worked in customer services, | had to listen to customer complaints. One day | was talking
to a really angry customer. | sneezed, and knocked over my cup of coffee. If | had known that a
cup of coffee can ruin a telephone, | would have put it somewhere else on my desk. Apparently the

angry customer complained about me. She said | had cut her off.
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My team is building a new luxury hotel at the moment. It was supposed to be ready in time for the
summer, but there’s still a lot to do. If I'd known how long it would take, | would have hired extra
staff.
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Our company sells products online. | was new, and my boss asked me to sell a very expensive
handbag on an auction site. If | had checked what handbags like this normally sell for, | would have

set a minimum price of $250. Unfortunately | didn’t. A lucky customer bought the bag for just
$75.
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After college, | worked in a photography studio, as an intern. At the end of work one day, | put a
very expensive camera back on a shelf. The camera was worth $20,000. If anyone had told me
the shelf was unstable, | would have put the camera in my desk drawer. The next morning, the

shelf had fallen down, and the camera was on the floor, smashed to pieces.
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