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Unit 12
In the office: Offers and orders
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Track 2.3
Conversation 1

	Woman:
	Alpha Computer Stores.

	Caller:
	Oh, hi. I’d like to order a new hard drive for a computer, please. Can I do that by phone?

	Woman:
	Certainly. Just a moment, I’ll get a pen. Right.

	Caller:
	The catalogue number of the hard drive is A-R 2-2-1.

	Woman:
	And you’d like just one, is that right?

	Caller:
	Yes, that’s right. So that’s £50, I think.

	Woman:
	I’ll just check. Yes, £50. So. Can I take your name and address?

	Caller:
	Yes, it’s Hugh Rogers …


Conversation 2

	Woman:
	Alpha Computer Stores.

	Caller:
	Good morning. I’d like to order a number of computer monitors, please. I’m calling from the vocational college. My name’s Richard Patterson.

	Woman:
	Good morning, Mr Patterson. Do you have a catalogue number for the monitors you want?

	Caller:
	Yes, it’s OXN744K.

	Woman:
	Is that OX N for November or OX M for Mike?

	Caller:
	OX N for November.

	Woman:
	Thanks. And how many monitors do you wish to order?

	Caller:
	Five, please. The catalogue price is £150 each. Is that still correct?

	Woman:
	Let me check. You said that you were calling from the vocational college?

	Caller:
	Yes, I am.

	Woman:
	Well, in fact, we can give you a discount because you’re a college. You can have the monitors for £120 each.

	Caller:
	Oh, great, thanks.

	Woman:
	My pleasure, Mr Patterson. Now, can I just note down the address of the college?

	Caller:
	Yes, it’s 120 Green Avenue …


Conversation 3

	Woman:
	Alpha Computer Stores.

	Caller:
	Is it possible to place an order by phone, please?

	Woman:
	Yes, certainly. What would you like to order?

	Caller:
	A laptop.

	Woman:
	Do you have the catalogue number?

	Caller:
	Yes. TL2 4HB. That’s T for Tango, L for Lima, two, four Hotel Bravo.

	Woman:
	Your telephone alphabet is very good!

	Caller:
	That’s probably because I’m a police officer. I use it all the time.

	Woman:
	Oh, I see. Yes, that explains it. And you’d like just the one laptop?

	Caller:
	Yes, please. Can you confirm the price for me? The catalogue says £280.

	Woman:
	Yes, that’s absolutely correct. So, if I can just take your name.

	Caller:
	It’s Leslie MacKay …


Conversation 4

	Woman:
	Alpha Computer Store. Good morning.

	Caller:
	Good morning. I’d like to order something by phone, is that OK?

	Woman:
	Sure. How can I help you?

	Caller:
	Well, I’d like a laser printer but I’m not sure which one is best for me. There are two in your catalogue. The numbers are LD 50 and LD 51.

	Woman:
	That’s D for Delta?

	Caller:
	Pardon?

	Woman:
	The catalogue number. It’s L D for Delta, not T for Tango.

	Caller:
	Oh, sorry, yes.

	Woman:
	Just a moment. The LD 50 is a black and white printer. That’s £99. And the LD 51 is a colour printer. That’s £200.

	Caller:
	Thanks. I understand. Then one LD 50, please, the black and white printer.

	Woman:
	Can I take your name?

	Caller:
	It’s Margaret Bailey …


Conversation 5

	Woman:
	Alpha Computer Store. Good morning.

	Caller:
	Hi. This is Chuck Bernstein from US Imports. I’d like to place a telephone order.

	Woman:
	Certainly, Mr Bernstein. What would you like?

	Caller:
	I’d like a hundred boxes of computer paper. That’s catalogue number G14C. The boxes are £12 each.

	Woman:
	Thanks very much. Can I take your address?

	Caller:
	It’s 11 Park Way …
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