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Arrangement over the phone         



PRE-TASK
Listening

Listen to some typical telephone conversations your teacher will play for you. Pere Fort, a press officer, at Universal Advertising, carries them out. Try to guess what the answer to the following questions may be:

1- What's the purpose of each conversation?  

2- Do the callers achieve their objective?

3- What's the relationship between the caller and the receiver of the call?

Discussion

The following are the transcripts of the telephone conversations.  In pairs or groups of three, answer the questions below about all of the conversations. Then share your answers with the rest of the class. Please use your teacher as a resource as you’re interacting with your partner. Your teacher will also provide feedback for the whole class.
4- What's the purpose of each conversation?  

5- Do the callers achieve their objective?

6- What's the relationship between the caller and the receiver of the call?

7- How formal or informal are they?

8- Do they use any formulaic language? 

	Call 1


	

	Person receiving the call:
	This is John Benjamin speaking.



	Caller:
	Mr. Benjamin, this is Pere Fort from Helmet & YoYo Advertising. I’d like to talk to you about our coming symposium on Advertising and the Arts.



	Caller:


	Pere…who?

	Person receiving the call:


	Fort. Pere Fort, from Helmet & YoYo. Do you remember I e-mailed you about our exhibition?



	Person receiving the call:


	Oh, yes, that’s right…the symposium. I’m afraid I cannot talk to you right now. I’m about to start a meeting. Could you perhaps give me a call later this afternoon? Say at around five?



	Caller:


	Sure, no problem. I’ll call you back at five.



	Person receiving the call:


	Grand. Talk to you later, then.

	Caller:


	Bye


	Call 2
	

	Person receiving the call:
	Thank you for calling Ads of the World. How can I help you?



	Caller:
	Oh…isn’t this World Advertising?



	Person receiving the call:


	I’m afraid not, sir.

	Caller:


	Sorry.

	Person receiving the call:


	No problem.

	Caller:


	Thanks, bye.

	Person receiving the call:
	Bye bye, sir.


	Call 3
	

	Person receiving the call:
	Good morning. This is Jane Fillmore, how can I help you?



	Caller:
	I’d like to speak to Mr. Vrooman, please.



	Person receiving the call:


	Mr. Vrooman…may I ask who’s calling? 



	Caller:


	This Pere Fort from Helmet & YoYo.

	Person receiving the call:


	Sorry…could you repeat your name again, please?



	Caller:


	Pere…P-E-R-E…Fort…F-O-R-T

	Person receiving the call:


	Great thanks, let me check. Hold the line, please.



	Caller:


	Thank you.

	Person receiving the call:
	(short wait) 

Just a moment, please.



	Caller:

                     (short wait)


	No problem.



	Person receiving the call:
	Mr. Fort…I’m afraid Mr. Vrooman is not in right now. Would you like to leave a message?



	Caller:


	Uhmm…I think I’ll try to call later.



	Person receiving the call:


	That’s fine. I think his meeting will be over in an hour. 



	Caller:


	Great, thanks. Bye.

	Person receiving the call:


	Bye, sir. Thanks for calling Worldcom.


	Call 4


	

	Person receiving the call:
	Hi, this is Joe Simmons speaking.



	Caller:
	Hey, Joe, how are you doing, man?



	Person receiving the call:


	Who is this?

	Caller:


	This is Pere.

	Person receiving the call:


	Oh…Pere. I’m doing fine…uh…uh…how about you?



	Caller:


	Not bad. Listen, did you get the slides I sent you?



	Person receiving the call:


	Slides…uh…I haven’t checked. Why? Is there a problem?



	Caller:


	Not really. It’s just that there’s been a couple of changes. Basically, on slide 43 you must…

 

	Person receiving the call:
	Sorry, Pere. You know what…I’m afraid I need to let you go now…my boss is calling me.



	Caller:


	I see…could you give me a call when you’re done? I’ll be here till three.



	Person receiving the call:
	Yeah…OK. I’ll call you back. Cheers, Pere.



	Caller:


	Bye Joe.


	Call 5


	

	Person receiving the call:
	Hello…



	Caller:
	Hi, Alicia…



	Person receiving the call:


	You’ve reached 222-5678. Please leave a message after the beep.

(beep)



	Caller:


	Uh…this is Pere Fort from Helmet & YoYo calling for Alice Malice. Alice, I need to talk to you about the image files you sent me. I don’t seem to be able to open them. Will you please give me a call as soon as you listen to this message? Thanks, guapa. Bye.


TASK-CYCLE
Task

You will need to work in pairs for this task. Your teacher will provide you with a number of role-play cards. Follow the instructions carefully.

Planning
Before you start the task, prepare the specific expressions you will need to carry out the call. Ask your teacher any questions you may have with regard to the vocabulary in the instructions.

Report
Once you have practiced the different calls in pairs, your teacher will ask each pair to act out one of the four calls until all the calls have been performed publicly.

LANGUAGE FOCUS
So far you have been practicing different types of calls. In this phase you will need to focus on the specific language related to making arrangements over the phone.
Formulaic language

Consider the expressions in the box and classify into the categories provided on the following page. You can either write the expression under each category or use the numbers provided for each category next to each expression. Also, write “F” or “I” next to each expression according to whether the expression is “formal” or “informal”.

	This is she.

Sir? I’ll connect you.
	Alicia is not in. Who's this?


	Hey Pere. It's Paul. Please give me a call!


	Yes, it's Pere from the Barcelona Museum here. When do you expect him back in the office?
	Hello, this is Alice Malice calling.



	Can you please hold for a minute? I have another call.


	May I leave a message? I don't think he has my number.


	Hi, it's Pere form Helmet & YoYo here.


	Could you please repeat that?


	I'm sorry, Mr. Vrooman’s not here at the moment. May I ask who's calling?

	You said your name was Pere, right?

One moment please. I’ll see if he’s available
	Just a sec. I'll get him. 

I’ll put you through.
	Hi, this is Joe. I'm sorry I'm not available to take your call right now. Leave me a message and I'll get back to you as soon as I can. Thanks, bye.


	I'll make sure she gets the message.

All of our operators are busy at this time. Please hold for the next available person.


	Could I speak to John Simmons, please?

Putting you through.



	Would you mind spelling that for me?
	Well, I guess I better get going. Talk to you soon.
	Thanks. My number is 352-3108, extension 4201.
	Speaking.
	Hang on one second.

	I'm afraid that's my other line.


	Let me repeat that just to make sure.


	Hello?
	Thanks for calling Worldcom. Bye for now.


	I have another call coming through. I better run.



	All right, I've got it all down.
	No, that's okay, I'll call back later.
	I have to let you go now.
	Yes, can you please tell her Pere called, please.
	Did you say F-O-R-T.?



	May I speak with Mr. Polaki, please?


	I'm afraid he's just stepped out. Would you like to leave a message?

	Hello. You've reached 234-9086. Please leave a message after the beep. Thank you. 


	He's busy right now. Could you call again later?


	Hey Paul. It's Pere calling.

	I'll talk to you soon. Bye.
	I'll make sure he gets the message.


	Can you speak a little slower please. My English isn't very strong.
	Is Christine there, please?
	Thanks, could you ask him to call Pere when he gets in?

	Could you speak up a little please?

Thank you for calling JournalistsExpress.com. Our hours are 9am-5pm, Monday-Friday. Please call back during these hours, or leave a message after the tone.
	Please hold and I'll put you through to his office.

He's on lunch right now.Who's calling please?


	I'll let him know you called.

I’m connecting you now.
	Is Paula in?

 Hello, this is Pere Fort calling for John Simmons. Could you please return my call as soon as possible. My number is 3254-7889. Thank you.
	Hello Alicia. This is Pere form Helmet & YoYo. I just wanted to let you know that I’ve received your information. I have a couple of questions, though. Please give us a buzz when you have a chance. Cheers.

	Thank you for calling Newscastdoccom. Jennifer speaking. How can I help you?
	Can you call me back? I think we have a bad connection.
	I'll talk to you again soon. Bye.

	
	


	(1) Answering the phone


	(2) Identifying yourself/others


	(2) Asking for someone



	(4) Putting someone on hold


	(5) Communication problems


	(6) Putting someone through



	(7) Taking a message


	(8) Leaving a message


	(9) Confirming information



	(10) Listening to answering machine messages


	(11) Leaving a message on an answering machine


	(12) Finishing a conversation

.




	Prepositions associated with telephone language

Choose the most appropriate preposition in each case. Some of the examples may NOT require one. As indicated, come prepositions may be needed twice.

for(2)           in(2)          at          down            through(2)         to         

1- Sorry, Joe is not _____ yet. Would you like to leave him a message?

2- Please, hold. I’ll connect _____ you in a minute.

3- Don’t worry. I’ve got it all _____. I’ll make sure he gets your message.

4- Mr. Vrooman is in a meeting _____ the moment. Can I take a message?

5- I’ll get back _____ you as soon as the meeting is over. Bye.

6- Thanks, could you ask him to call me when he gets _____.
7- Please hold and I’ll put you _____ to his office.

8- Thank you _____ calling Proctor & Gamble. How can I help you?

9- Could you please hold _____ a minute?

10- I’m afraid I have to leave you now. I have another call coming _____.


	Synonyms

Choose the most appropriate synonym for each highlighted word or expression. 

1. You have called 345-5678. This is Jessica speaking. How can I help you? 

a) put through
  b)  found
              c)  come across   

d) reached

2. I’ll let him know you want him to call you back, don’t worry. 

a) fall back on you
  b) get back to you
c) hold back to you
d) talk back to you

3. What time do you think he’ll be back?

a) expect him           b) want him                     c) hope him 

d) wait for him 

4. Hold the line, please. I’ll connect you.

a) let you through
  b) make you through
c) have you through          d) put you through

5. Caller: May I speak to John Simmons, please?  Person receiving the call: This is he. 

a)  That’s me
b) I am.
                            c) Speaking.
             d) I am speaking.

6. I have to leave you now. I have another call coming through.

a) let you be 
b) let you go                      c) let you in                      d) let you through 




Task repetition
Now you know a lot more about telephone language. Please reverse the roles and do the same role-plays again. Can you notice any differences?
TEACHER KEY

PRE-TASK
Listening

Listen to some typical telephone conversations your teacher will play for you. Pere Fort, a press officer, at Universal Advertising, carries them out. Try to guess what the answer to the following questions may be:

9- What's the purpose of each conversation?  

10- Do the callers achieve their objective?

11- What's the relationship between the caller and the receiver of the call?

NOTE: Please use the transcripts below to record the following telephone conversations. And play them once or twice (depending on whether you feel they understood or not). No sounds are provided with these materials, but they can easily be recorded or even video taped. All you need is two actors/actresses.
Discussion

The following are transcripts of some typical telephone conversations which could be carried out from, for example, a press office. In pairs, answer the questions below about all of the conversations. Then share your answers with the rest of the class.

12- What's the purpose of each conversation?  

13- Do the callers achieve their objective?

14- What's the relationship between the caller and the receiver of the call?

15- How formal or informal are they?

16- Do they use any formulaic language? 

NOTE: You could first ask them to answer the questions and, depending on the level, you could ask them to read them out loud. You could record these conversations and play them first without the transcript and then show them the transcript. This will depend on their level.

	Call 1


	

	Person receiving the call:
	This is John Benjamin speaking.



	Caller:
	Mr. Benjamin, this is Pere Fort from the BM. I’d like to talk to you about our coming exhibition on French surrealism.



	Caller:


	Pere…who?

	Person receiving the call:


	Fort. Pere Fort, from the Barcelona Museum. Do you remember I e-mailed you about our exhibition?



	Person receiving the call:


	Oh, yes, that’s right…the exhibit. I’m afraid I cannot talk to you right now. I’m about to start a meeting. Could you perhaps give me a call later this afternoon? Say at around five?



	Caller:


	Sure, no problem. I’ll call you back at five.



	Person receiving the call:


	Grand. Talk to you later, then.

	Caller:


	Bye


	Call 2
	

	Person receiving the call:
	Thank you for calling World News. How can I help you?



	Caller:
	Oh…isn’t this Worldcom’s press office?



	Person receiving the call:


	I’m afraid not, sir.

	Caller:


	Sorry.

	Person receiving the call:


	No problem.

	Caller:


	Thanks, bye.

	Person receiving the call:
	Bye bye, sir.


	Call 3
	

	Person receiving the call:
	Good morning. This is Jane Fillmore, how can I help you?



	Caller:
	I’d like to speak to Mr. Vrooman, please.



	Person receiving the call:


	Mr. Vrooman…may I ask who’s calling? 



	Caller:


	This Pere Fort from the BM.

	Person receiving the call:


	Sorry…could you repeat your name again, please?



	Caller:


	Pere…P-E-R-E…Fort…F-O-R-T

	Person receiving the call:


	Great thanks, let me check. Hold the line, please.



	Caller:


	Thank you.

	Person receiving the call:
	(short wait) 

Just a moment, please.



	Caller:

                     (short wait)


	No problem.



	Person receiving the call:
	Mr. Fort…I’m afraid Mr. Vrooman is not in right now. Would you like to leave a message?



	Caller:


	Uhmm…I think I’ll try to call later.



	Person receiving the call:


	That’s fine. I think his meeting will be over in an hour. 



	Caller:


	Great, thanks. Bye.

	Person receiving the call:


	Bye, sir. Thanks for calling Worldcom.


	Call 4


	

	Person receiving the call:
	Hi, this is Joe Simmons speaking.



	Caller:
	Hey, John, how are you doing, man?



	Person receiving the call:


	Who is this?

	Caller:


	This is Pere.

	Person receiving the call:


	Oh…Pere. I’m doing fine…uh…uh…how about you?



	Caller:


	Not bad. Listen, did you get the press pack already?



	Person receiving the call:


	Press pack…uh…I haven’t checked. Why? Is there a problem?



	Caller:


	Not really. It’s just that there’s been a couple of changes. Basically, on page 43 you must…

 

	Person receiving the call:
	Sorry, Pere. You know what…I’m afraid I need to let you go now…my boss is calling me.



	Caller:


	I see…could you give me a call when you’re done? I’ll be here till three.



	Person receiving the call:
	Yeah…OK. I’ll call you back. Cheers, Pere.



	Caller:


	Bye G-Joe.


	Call 5


	

	Person receiving the call:
	Hello…



	Caller:
	Hi, Alicia…



	Person receiving the call:


	You’ve reached 222-5678. Please leave a message after the beep.

(beep)



	Caller:


	Uh…this is Pere Fort from the Barcelona Museum calling for Alicia Tao. Alicia, I need to talk to you about the image files you sent me. I don’t seem to be able to open them. Will you please give me a call as soon as you listen to this message? Thanks, guapa. Bye.


NOTE: the pre-task could take between 30 and 45 minutes. If you add a listening part or reading aloud it could take a whole 1-hour session, even longer with lower-intermediate students. So this task could take between 2 and 3 one-hour sessions.

TASK-CYCLE
Task

You will need to work in pairs for this task. Your teacher will provide you with a number of role-play cards. Follow the instructions carefully.
NOTE1: there are two role-play cards (one for Student A – Pere Fort – and one for Student B – Mr. Tennant’s assistant) for each of 4 calls. You will find them at the end of this teacher key. You should print them out and have them ready. Paris will finish each call at different paces, so be ready to run from pair to pair distributing the next set of role-play cards! As the finish the last call, you can ask them to work on the language focus.

TIP1: something that works is to eliminate the visual channel by asking learners to work back to back (or turn off the cameras in an online environment).  

TIP2: you could create more cards going from simple to complex (by adding more elements or unexpected events, among others) and distribute this task over several sessions. Task complexity could be increased along the number of elements and the amount of reasoning.
Planning

Before you start the task, prepare the specific expressions you will need to carry out the call. Ask your teacher any questions you may have with regard to the vocabulary in the instructions.

Report

Once you have practiced the different calls in pairs, your teacher will ask each pair to act out one of the 5 calls until all the calls have been performed publicly.
LANGUAGE FOCUS
So far you have been practicing different types of calls. In this phase you will need to focus on the specific language related to making arrangements over the phone.
Formulaic language

Consider the expressions in the box and classify into the categories provided on the following page. You can either write the expression under each category or use the numbers provided for each category next to each expression. Also, write “F” or “I” next to each expression according to whether the expression is “formal” or “informal”. NOTE: this could be assigned as homework, but doing it in pairs under your supervision in class will certainly help.

	This is she.

	Alicia is not in. Who's this?


	Hey Pere. It's Paul. Please give me a call!


	Yes, it's Pere from the Barcelona Museum here. When do you expect him back in the office?


	Hello, this is Alicia Tao calling.



	Can you please hold for a minute? I have another call.


	May I leave a message? I don't think he has my number.


	Hi, it's Pere from the BM here.


	Could you please repeat that?


	I'm sorry, Mr. Vrooman’s not here at the moment. May I ask who's calling?

	You said your name was Pere, right?

One moment please. I’ll see if he’s available
	Just a sec. I'll get him. 

I’ll put you through.
	Hi, this is Joe. I'm sorry I'm not available to take your call right now. Leave me a message and I'll get back to you as soon as I can. Thanks, bye.

	I'll make sure she gets the message.

	Could I speak to John Simmons, please?

Putting you through.



	Would you mind spelling that for me?
	Well, I guess I better get going. Talk to you soon.
	Thanks. My number is 352-3108, extension 4201.
	Speaking.
	Hang on one second.

	I'm afraid that's my other line.


	Let me repeat that just to make sure.


	Hello?
	Thanks for calling Worldcom. Bye for now.


	I have another call coming through. I better run.



	All right, I've got it all down.
	No, that's okay, I'll call back later.
	I have to let you go now.


	Yes, can you please tell her Pere called, please.


	Did you say F-O-R-T.?



	May I speak with Mr. Polaki, please?


	I'm afraid he's just stepped out. Would you like to leave a message?

	Hello. You've reached 234-9086. Please leave a message after the beep. Thank you.


	He's busy right now. Could you call again later?


	Hey Paul. It's Pere calling.

	I'll talk to you soon. Bye.
	I'll make sure he gets the message.


	Can you speak a little slower please. My English isn't very

	Is Christine there, please?
	Thanks, could you ask him to call Pere when he gets in?



	Could you speak up a little please?

Thank you for calling JournalistsExpress.com. Our hours are 9am-5pm, Monday-Friday. Please call back during these hours, or leave a message after the tone.
	Please hold and I'll put you through to his office.

He's on lunch right now.Who's calling please?


	I'll let him know you called.

I’m connecting you now.
	Is Paula in?
 Hello, this is Pere Fort calling for John Simmons. Could you please return my call as soon as possible. My number is 3254-7889. Thank you.
	Hello Alicia. This is Pere from the BM. I just wanted to let you know that I’ve received your information. I have a couple of questions, though. Please give us a buzz when you have a chance. Cheers.

	Thank you for calling Newscastdoccom. Jennifer speaking. How can I help you?


	Can you call me back? I think we have a bad connection.


	I'll talk to you again soon. Bye.

	Sir? I’ll connect you.


	All of our operators are busy at this time. Please hold for the next available person.


	(1) Answering the phone

Thank you for calling Newscastdoccom. Jennifer speaking. How can I help you?

Hello?

Hey Paul. It’s Pere calling.

Hello, this is Julie Madison calling.

Hi, it's Gerry from the dentist's office here.


	(2) Identifying yourself/others

Hi, it’s Pere from the BM here.

Hello, this Alicia Tao calling.

This is she.

Speaking.
	(2) Asking for someone

Is Paula in?

Is Christine there, please?

May I speak with Mr. Polaki, please?

Could I speak to John Simmons, please?

	(4) Putting someone on hold

Just a sec. I'll get him. 

Hang on one second. 

Please hold and I'll put you through to his office.

One moment please. I’ll see if he’s available.

All of our operators are busy at this time. Please hold for the next available person.


	(5) Communication problems

Could you please repeat that?

Would you mind spelling that for me?

Could you speak up a little please?

Can you speak a little slower please. My English isn't very strong.

Can you call me back? I think we have a bad connection.

Can you please hold for a minute? I have another call.


	(6) Putting someone through

I’m connecting you now.

Putting you through.

I’ll put you through.

Sir? I’ll connect you.

	(7) Taking a message

Alicia is not in. Who's this? 

I'm sorry, Mr. Vrooman’s not here at the moment. May I ask who's calling?

I'm afraid he's just stepped out. Would you like to leave a message?

He's on lunch right now.Who's calling please?

He's busy right now. Could you call again later?

I'll let him know you called.

I'll make sure she gets the message.


	(8) Leaving a message

Yes, can you please tell her Pere called, please.

No, that's okay, I'll call back later.

Yes, it's Pere from the Barcelona Museum here. When do you expect him back in the office?

Thanks, could you ask him to call Pere when he gets in?

May I leave a message. I don't think he has my number.

Thanks. My number is 352-3108, extension 4201.
	(9) Confirming information

All right, I've got it all down.

Let me repeat that just to make sure.

Did you say F-O-R-T.?

You said your name was Pere, right?

I'll make sure he gets the message.



	(10) Listening to answering machine messages

Hello. You've reached 234-9086. Please leave a message after the beep. Thank you.

Hi, this is Joe. I'm sorry I'm not available to take your call right now. Leave me a message and I'll get back to you as soon as I can. Thanks, bye.

Thank you for calling JournalistsExpress.com. Our hours are 9am-5pm, Monday-Friday. Please call back during these hours, or leave a message after the tone. Thank you.


	(11) Leaving a message on an answering machine

Hey Pere. It's Paul. Please give me a call!

Hello, this is Pere Fort calling for John Simmons. Could you please return my call as soon as possible. My number is 3254-7889. Thank you.

Hello Alicia. This is Pere from the BM. I just wanted to let you know that I’ve received your information. I have a couple of questions, though. Please give us a buzz when you have a chance. Cheers.


	(12) Finishing a conversation

I'll talk to you again soon. Bye.
Well, I guess I better get going. Talk to you soon.

Thanks for calling. Bye for now.

I have to let you go now.

I have another call coming through. I better run.

I'm afraid that's my other line.

I'll talk to you again soon. Bye.


Prepositions associated with telephone language
Choose the most appropriate preposition in each case. Some of the examples may NOT require one. As indicated, come prepositions may be needed twice.

for(2)           in          at          down            through(2)         in             to         

11- Sorry, Joe is not in yet. Would you like to leave him a message?

12- Please, hold. I’ll connect X in a minute.

13- Don’t worry. I’ve got it all down. I’ll make sure he gets your message.

14- Mr. Vrooman is in a meeting at the moment. Can I take a message?

15- I’ll get back to you as soon as the meeting is over. Bye.

16- Thanks, could ask him to call me when he gets in.
17- Please hold and I’ll put you through to his office.

18- Thank you for calling The Guardian. How can I help you?

19- Could you please hold for a minute?

20- I’m afraid I have to leave you now. I have another call coming through.
Synonyms

Choose the most appropriate synonym for each highlighted word or expression. 

7. You have called 345-5678. This is Jessica speaking. How can I help you? 

a) put through
  b)  found
              c)  come across   

d) reached
8. I’ll let him know you want him to call you back, don’t worry. 

a) fall back on you
  b) get back to you
c) hold back to you
d) talk back to you

9. What time do you think he’ll be back?

a) expect him           b) want him                     c) hope him 

d) wait for him 

10. Hold the line, please. I’ll connect you.

a) let you through
  b) make you through
c) have you through          d) put you through
11. Caller: May I speak to John Simmons, please?  Person receiving the call: This is he. 

a)  That’s me
b) I am.
                            c) Speaking.
             d) I am speaking.

12. I have to leave you now. I have another call coming through.

a) let you be 
b) let you go                      c) let you in                      d) let you through

Task repetition
Now you know a lot more about telephone language. Please reverse the roles and do the same role-plays again. Can you notice any differences?
	Card for call 1: Pere Fort (student A)
You’re Pere Fort. You’ve learned that Mike Tennant is going to be made Doctor Honoris Causa by Barcelona International University. While he’s in Barcelona, you’d like to interview him. All you need is an hour of his time.

Your goal is to speak to him directly. You can give them your name and your company name, but if he’s not in or he’s busy, just say you will call later.


	Card for call 1: Tennant’s assistant (Student B)
You’re Mike Tennant personal assistant. You’re going to receive a call by a press officer from some museum in Spain. 

The person will try to contact Mr. Tennant directly, but of course you must ‘filter’ the call. Ask for the person’s name.

Mr. Tennant is not in so ask the caller if he wants to leave a message. 

If the caller does not want to leave a message, insist that it would be a good idea, since you do not know when Mr. Tennant will be back.




	Card for call 2: Pere Fort (Student A)
You’re going to try your luck again. Your goal is to talk to Mr. Tennant himself, whom you’re sure you’ll be able to convince with your persuasive skills. 

Ask to speak to Mr. Tennant. Remind the person picking up the phone that you called before.

If the person picking up the phone asks you about the purpose of you call say you just want to arrange an interview with Mr. Tennant.




	Card for call 2: Tennant’s assistant (Student B)
You’re going to receive a second call from the Catalan journalist that called in the morning. Tell him that Mr. Tennant is not in yet. 

This time, before offering him the possibility of leaving a message, ask the person what the purpose of his call is and ask for details.

Once the caller tells you what he wants, just tell him that you will let Mr. Tennant know. Ask the caller to call tomorrow.




	Card for call 3: Pere Fort (Student A)
Call Mr. Tennant again. It’s obviously going to be difficult to talk to him directly so try to arrange an interview through his personal assistant. 

Your goal is to get hold of Mr. Tennant either on Wednesday, Thursday morning and afternoon, or Friday afternoon (check your schedule!) and carry out the 1-hour interview.

If his personal assistant does not find a time for the interview when you’re available, DO NOT change your schedule by any means! (They do not pay you enough to go changing your plans!)

Try three or four possibilities and give up by saying you’ll call later.




	Card for call 3: Tennant’s assistant (Student B)

Mr. Fort is going to call again. He’s going to try to get an interview with Mike. Mr. Tennant has a very busy week.

Your goal is to try to give me one at a time that it convenient for Mr. Tennant and for Pere. You must remember, however, NOT TO change Mike’s schedule by any means. You can only offer an interview when he’s got some free time. Never when he has an appointment or he needs to rest.




	Card for call 4: Pere Fort (Student A)
This fourth time you have to definitely get the interview with Mr. Tennant. You have to be more flexible about your schedule, otherwise you’ll never get it.

Try to offer lunch time as a possibility, or even accept to change your weekend plans a little.

Once you get it, show your gratefulness to Tennant’s secretary.




	Card for call 4: Tennant’s assistant (Student B)
Poor and desperate Mr. Fort is going to call again. You have the same goal as before. You must not change Mr. Tennant’s schedule by any means. However, you can schedule the interview whenever he has free time.

Once you agree on a date and time, ask Mr. Fort to send you an e-mail with the general topic of the interview. Ask him to also confirm the date and time in that e-mail message.




	Mr. Tennant schedule (Student B)

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	8:00
	Prep. meeting
	CLASSES
	Arrival in Barcelona
	
	
	Back to Poland
	

	9:00
	Department meeting
	
	
	LECTURE AT RAMON LLULL
	Honoris causa ceremony
	
	

	10:00
	
	
	
	
	
	
	

	11:00
	
	
	       Hotel
	
	
	
	

	12:00
	
	
	Meeting with agent
	
	Press conference
	
	

	13:00


	Lunch with the dean
	Lunch with
	
	Early lunch with dean
	
	
	

	14:00
	
	
	Late lunch with agent and translator
	
	Lunch with Pascual
	
	

	15:00
	
	Doctoral courses
	
	Radio interview. Cat radio
	
	
	

	16:00
	Office hours
	
	Free afternoon
	
	   rest
	
	

	17:00
	
	
	
	    Interview. 

Amiguet. La contra?
	
	
	

	18:00
	Lecture on Online advertising
	
	
	
	
	
	

	19:00
	
	
	
	
	
	
	

	20:00
	
	Dinner at Pieter’s
	Prepare conference. 
	Intervew with Ms. Terribas.
	Late night walking tour in gothic area
	
	

	21:00
	
	
	
	
	
	
	


Pere Fort’s schedule (Student A)
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	8:00
	    Office
	     Office
	Get a hold of Tennant
	 Get hold of Tennant
	Exhibition opening
	Canet
	Canet

	9:00
	
	
	
	
	
	
	

	10:00
	
	
	
	
	
	
	

	11:00
	
	
	
	
	
	
	

	12:00
	
	
	
	
	
	
	

	13:00


	Lunch with new artists before exhibit
	
	
	
	
	
	

	14:00
	
	
	 Lunch/

General meeting.  (pay rise)

Boss + all staff
	Lunch with Berta.
	        Gym
	
	

	15:00
	
	Office 
	
	     Office or Tennant
	 Office or Tennant
	
	

	16:00
	
	
	
	
	
	
	

	17:00
	
	
	
	
	
	
	

	18:00
	PRESS CONFERENCE
	
	
	
	Leave for Canet

(early, before traffic gets really nasty!)
	
	

	19:00
	
	
	
	
	
	
	

	20:00
	
	
	       (free)
	
	
	
	

	21:00
	
	
	 
	
	
	
	


NOTE: the point is for them not to find a time to meet right away. You are welcome to make this schedule even more difficult, to the point of impossible.   Have fun!

  


