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Unit 5 – Telephoning  

o Telephoning 
o Asking To Speak To Someone 

§ Receiver: Greeting 
§ Caller: Asking To Speak To Someone 
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§ Calling In To Say You Are Late 
§ Calling In To Postpone A Meeting 
§ Calling In To Cancel A Meeting 

o Complaining 
o Caller: Calling In To Complain 
o Receiver: Apologizing 
o Receiver: Promising To Fix The Problem 
o Receiver: Compensating 
o Receiver: Rechecking The Information And Getting Back 
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