Notes

I just have this bag and a laptop.
just means only in this example. Other
examples:
1 just need five minutes.
I just need ta check your visa.

.. the bag will have to go in the hold.
Problems with hand luggage:
It can go under my seat.
Can I put it in the overhead lockers?
It's too farge to go in the cabin,
It’s fragile.

.. I'm not going to get to the meeting on time.
On time means exactly on time.
Compare:
I'll be there in time for funch. (just before lunch)
i wan't be there in time for Petra’s talk. (but |
will be there)

. I've just missed my connection.
Catching another flight:
When's the next flight?

Where is the check-in desk?
How far is it to the gate?

'l let you know if I don't manage to catch
the fiight, ...
Notice how we can use manage:
{ just managed to catch the flight.
[ hope you manage with all your luggage — it
looks heavy.
Can you manage? Can I help you?

.. there will be a minibus waiting at the gate ...
Making sure you catch the flight:
{'m worried { won't make the connection
Are you sure ['ll make it?
You'll have to hurry.

I'll keep my fingers crossed.
If you want to wish someone else good
luck say:
Fingers crossed!
Good luck!

1 asked for a non-smoking room ...
Other complaints:
The TV doesn’t work.
The air-conditioning doesn't work.
It's very smoky in the room.
The room is very dusty/dirty/noisy.

... the bed hasn't been made.
Note the use of the present perfect passive:
The room hasn't been cleaned.
The bins haven't been emptied.
Compare with the simple past passive:
The room was cleaned this morning.
The bins weren't emptied yesterday.

. we need some identification ...
Same responses:
What kind of identification do you need?
I'don't have my passpart on me.
I've left my documents behind.

.. I don’t have enough cash.
Prablems:
F've only got twelve thousand yen.
F've spent all my monay.
I'm sorry to ask, but can you lend me some
money?

. we do accept credit cards ...
dois used here for emphasis - don't overuse
it. We would normally say:
We accept credit cards.

British/American differences

British American
the hold the cargo compartment
overhead lockers overhead bins

The wastebaskets
haven't been emptied.
I left my documents
behind

(American English
usually uses the
simple past tense.)
canceled

The bins haven't
been emptied.

I've left my
documents behind

cancelled (p66)




| Practice

1 Complete the sentences with words used in the dialogues and notes.
Write the words in the grid to identify the European capital city in the
shaded vertical row.

a Sorry, | wanted a return ticket, nata............... "

b e e .. in the name of Tiller.

¢ I'mkeepingmyfingers.................. that I'll make my flight connection.
d Weneedtoseesome.................. — 4 passpart, a driving licence.

e MWimvery..........ooooi I'll catch the flight.

f Ithought the room was en suite. I'd prefer notto sharea.................. ;

g Ihave a superb room with a south-facing . \oerthvaom
h lasked for a window seat, notan............ .. _.seatl

i Ittook solong to clear passport controlthat l.................. my flight.

2 Write what you would say in these situations. Refer to the dialogues
and notes.
ExaMPLE: You are at the flight check-in desk. The check-in assistant insists that your hand
luggage needs to go in the hold?

a Tell the airline check-in clerk your seating preferences.



3 Complete the sentences with a preposition.
BXAMPLE. | don't have my passport. S%. . me.

a Pleasefill......the registration form.

b Was the booking made .. ... the name of Kerry?

¢ Isthere room foryourbag...... your seat?

d  The flightleaves ... half an hour.

e l'dliketohireacar...... a week.

f  If we leave now, we should be there .. .. .. time.

g laskedforaroom...... a bath.

h  Unfortunately, | don't have any identification ... ... me

4 Match the two parts of the sentences.

Someane will help you cash on me. [
| don't have enough I won't make the connection. |
I'll let you know if by 3 p.m.

I'm worried that

| won't be arriving

I'm hoping to be there
I'd like to pay

| would like

with your luggage.

a non-smoking room, please,
| manage to catch the flight.
until 3 p.m.

by credit card.
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5 Write alternative expressions. Refer to the dialogues and notes.
EXAMPLE: s it necessary to reserve a seat?




6 Rewrite these sentences in the passive.
exampies: No-one has made the bed.

The bed hasw't heen made,
No-one told me about the fight delay.

7 Match the statements and questions with the responses.

Can | have your name, please? a Asingle or a double?

I'd like to baok a room for Tuesday night, b When's the next flight?
| hope you catch the flight. ¢ I'll send someone to look at it.
I've missed my connection. d Yes, of course.
Can | pay by credit card? e It's Ahmed Salem.
The TV in my room doesn't work f  Can | see your passport, please?
What kind of identification do you need? g Here, please.

Where do | need to sign? h Thanks. Wish me luck!

[ R ISR




6 Emailing

~ Some useful phrases.

- Listen to the recording and repeat.

Hi, Jaana. Hope you're feeling better.

I'm afraid | won't be able to see you on Thursday.
Let me know when you're next going to be in town.
Look forward to hearing from you.

Speak to you later.

Your training manager has asked me to write to you
It's about organising language training.

I'll call you at the end of the week.

[f you have any queries, please call me.

Many thanks far helping out with the conference,
| would like to apologise for the problems we had.
Let's hope we have better luck next time.

| would like to invits you to lunch next week.
Are you free for lunch on Friday.

Let me know if you can come.

Many thanks for the invitation.

I'd love to come.

We are sorry to inform you that Raj Singh has left the company
| was very sorry to hear about Raj.
Please pass on my best wishes.

Richa
are you free T ].“ZE e
15 for junch on check m
o] Friday? calenday

.. Richard




@ Messages 1

A first contact

=

Dear Ms Hamza
Your training manager, Piotr Murawska, has asked me 1o write to you about organising

professional language training for your campany either in Poland and/or in the UK.
I will call you at the end of the week but, in the meantime, if you have any queries,
please call me on 09809 or send me an email.

Yours sincerely

Esther White

A formal message

=
Dear Colleague

I am writing to inform you and your staff that we are relocating our offices to Pisa. We

will close on 2 November and will reopen in our new premises on 1 December.

We will contact you again in the near future,

Best regards

Duncan Hoe

Everyday matters

Hi Jaana
Hope you're feeling better. | heard from Jack that you had flu
I'm sorry to say that | have a problem next week. Tina’s on holiday and | have to cover

for her so | won't be able to see you on Thursday. I'll call you later and we can arrange

an alternative date,
Speak to you later
lan

A future meeting

=

Beatrice
It was good to see you again last week. Let me know when you're next going to be

in Salzburg and we'll arrange a night out. There are some excellent restaurants here
I look forward to hearing from you.
Regards

Rudi




Notes

Dear Ms Hamza
Use Dear with the person’s title and surname
when you have not written to the person
before or when you have a formal
relationship. If you are in doubt, it is better to
be more, rather than less formal.

... if you have any queries, please call me ...
This phrase is quite often used at the end of
an email. Also:

If you have any questions, please call me.

Yours sincerely
In formal emails, we can use the formal
letter-writing phrases:
Start: Dear Ms/Mr/Mrs Pringle
End: Yours sincerely

Start: Dear Sir/Madam
End: Yours faithfully

Dear colleague
The use of a word like cofleague is used
when writing ta an identifiable group in more
formal correspandence. It can be singular or
plural. Note also:
Dear friend(s), Dear member(s), Dear Ali, Dear
Sir/Madam {when you do not know the name
of the person you are writing to)

| am writing to inform you ...
Full verb forms (e.q. f am writing) are often
used in formal communications. Note the
less formal (and more comman) alternatives:
| am writing (I'm writing) to inform you ...
1 am sure (I'm sure) that we can be of help .
T will call ('l calll you at the end of the week.
We will {We'li} contact you again.

Best regards
{With) best regards is a very common way to
end an email and can be used in formal and
informal contexts. There are many other
ways to end, e.g.:
Regards, Best wishes, Yours, All the hest

Hi Jaana
The comman informal way to begin an
email. You can also simply use a person’s
name at the beginning of a message
{see A future meeting example an page 68).

Hope you're feeling better.
Some other opening phrases:
Just to let you know that ...
Sorry to hear about ...
Thanks for the message.

. I have to cover for her ...
to cover far means to do someone’s job while
the person is away.
Wha's covering for you?
We're so short-staffed that there is no-one to
cover for me.

Speak to you later
Phrases to indicate that you will be in contact
later:
I'lf send you a message later.
Call me when you get this message

Let me know when you're next going to be
in Salzburg ...
A friendly note to end. Some alternatives:
You must visit us again soon.
It was great to see you
See you again soon.

I look forward to hearing from you.
Note that we say:
ook forward te hearing from you. Although
guite formal, this phrase is very often used in
emails. Also common:
ook forward to meeting/seeing you.

British/A L
British
If you have any queries ...

{The term queries is not used as frequently in
American English as it is in British English.

American

Yours sincerely Sincerely




-® Messages 2

Saying thank you (1)

Fred

Many thanks tor helping with the conterence. I'm very sarry that sa few people cama
on Saturday - let’s not organise the final session in the middle of a public holiday
next year.

Anyway let's hope we have better luck in Yokohama,

Take care

Lucy

=l

Saying thank you (2)
Fa =

Dear Mr Reza =

I am writing to thank you for your active participation in our conference. You really
helped to make the event a great success.

I would like to apologise for the poor attendance at the Saturday afternoon session.
When we planned the conference, we did not realise that it clashed with the World Cup
finals!

Once again, rnany thanks and § look forward 1o seeing you in Yokonama next year,

Best regards

Luey Lo Kit

invitation

Hi John

1 would like to invile you to be our guest at the Brazilian Grand Prix in March. The event
is being held at Interlagos and we would like you to join us for lunch at the track and
for an evening dinner in Sao Paulo. Let me know if you can attend.

Look forward to hearing from you.

Best regards

Pedro

Accepting an invitation

Dear Pedro

Thanks for the invitation. I'd love to come and | look forward ta seeing you then.
Please send me details of the event when you have them.

Best regards

John

Declining an invitation

Ml

Dear Pedro

Many thanks for your kind invitation to attend the Grand Prix. Unfortunately, I'll be
abroad on that day and | won't be able to make it. | hope the event goes well for you
and | look forward to seeing you soon.

With best regards

John




Notes

Many thanks for helping ...
Friendly informal thanks. Note also:
Once again, many thanks.
Very many thanks!

... a public holiday ...
In the UK, public holidays are called
bank halidays.

Anyway let's hope we have better luck in
Yokohama.
Anyway is often used when we want to make
a different point, to move away from what
we have just said:
Anyway, | don’t want to think aBout it anymare.
Anyway, that’s all | wanted to say.

Take care
A phrase normally only used when talking to
good friends. We do not use this phrase or
others such as Be good, Have funl, Lucky you!
with our more formal business contacts!

| am writing to thank you for ...
Fairly formal language for saying thank you.
Note also:
We really appreciate all your help.
We're very grateful for your fhelp.

| would like to apologise ...
A formal way to apologise. A more informal
phrase:
I'm very/really sarry about it.

... it clashed with the World Cup finals!
When two appointments in a diary clash,
they happen at the same time,

... we would like you to join us for lunch ...
Note the other formal language used in this
email. To be less formal, say:

Can you come to the Grand Prix?
! hope you can come to lunch,
Please come.

Let me know if you can attend.
A less formal way Lo say this is:
Let me know if you can make it.

I'd love to come ...
An informal enthusiastic response to an
invitation. Some others:
That wouid be great.
Thats a great idea.
I'll really look forward to it.

Please send me details of the event ...
An event is a special occasion.
1t’s going o be a very special event.
{t tagk a lang time ta plan the avent.

Many thanks for your kind invitation ...
Using a ward such as kind emphasises the
warmth af the thank you:
It was very kind of you to invite me.
Other ways of saying thank you:
Thank you for your excellent presentation.
Many thanks for the beautifu! flowers.

Unfortunately, I'll be abroad ...
You can avoid saying sorry by using
unfortunately:
Unfortunately, I'm going to miss the
presentation.
I'wan't be there, unfortunately.

| hope the event goes well for you ...
A friendly remark when you cannaot attend a
meeting or event: .
I hope it alf goes well.
Good fuck with evarything.
! hope I'll be able {0 come next time.

British/American differences

British American

realise realize

bank holiday legal/national/public
holiday

apologise apologize




“® Messages 3

Problems

Dear Serge

| have just heard from our French office that they are having problems arranging the
meeting in Paris next week. There is a problem with accommodation as there is a large
trade fair on at that time. All the hotels are full. Do you have any suggestions?

Best regards

lan

Good news

m =

Dear Eveline

Good news! We've got the RX contract! Thanks for all your hard work on this. It would
be good to get together sometime next week to talk through some details. I'm free all
day Tuesday and Wednesday afternoon.

Let me know a time that suits you and I'll set up a meeting.

Regards

Eresema

A general announcement

Dear Friends and Colleagues

This is to let you know that Will Pick is leaving the company on Wednesday 3 April. As
many of you know, Wilfred has warked for us for more than twenty years. I'm sure that
you will want to join us in wishing Wilfred goed Juck in his new job. We will be
organising a reception for him in the canteen after work on his last day and we very
much hope that you will be able to come.

Yours sincerely

Tara Gozo

For information

._'i\El

Dear Rosa

1 am sorry to inform you that I will be off work for two weeks, as | have to go into
hospital for a routine operation. | expect to he back in the office on 30 March. Helena
Rallis will be covering for me while | am away, so please contact her if you need
anything.

Best regards

Stavros

Passing on good wishes

=

Dear Helena

| was sorry to hear about Stavros. | am sure that he is keen to get back to work but tell
him to take his time!

Please pass on my best wishes,

Regards

Rosa Fuente




