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I. Put the words in the right order to make sentences from a phone call. (2marks)
1. afraid / here/ I’m / the/ isn’t/ at/ moment/ Jonathan/ .
_______________________________________________________________________
2. message	 like	 him	 leave	 would 	  to   a  for    you ?
_______________________________________________________________________
3. me  pen  get  let  a . 
_______________________________________________________________________
4. call  Jonathan  shall  ask  you  back  I  to  ?
________________________________________________________________________
5. number  he  does  your have  ?
_______________________________________________________________________
6. gets  I’ll your  make  Jonathan  message sure  .  
________________________________________________________________________

7. 3456390   reach  you  me  can  on  . 
________________________________________________________________________
8. already  sent  he  the  told   letter   me  had   that   he  . 
________________________________________________________________________
II. Complete the sentences with  suitable prepositions. (2marks)
7. Unfortunately no one is available to take your call____________ the moment.
8. Please leave a message _________ the beep or send us a fax ____________ 98674826.
9. This is Adam Gray calling ___________ Stefanie Renner.
10. I’m calling __________ the email you sent me yesterday.
11. Maybe you can get back _________ me.
12. I’ll be _________ the office __________ 5 p.m. today if you want to call me.
III. Write the email and website addresses in words. (2marks)
13. alan.thompson@hotmail.com ______________________________________________________
14. www.gopher-system.com  	_______________________________________________________
15. kevin.stevens@afg-consulting.ca 	_________________________________________________
16. tuhi182298@gmail.com  		_________________________________________________
IV. Write down 5 tips which help you improve your active listening skills. (2marks)
17._______________________________________________________________________________
18.______________________________________________________________________________
19. _______________________________________________________________________________
20. ______________________________________________________________________________
V. Listen to a phone call. Complete the table with suitable information you hear. (2marks)
22. The caller’s name: _____________Willis.
23. The company: CS ____________________.
24. The answering person’s name: __________________
25. The man will send the woman a ____________________
26. The woman’s address: ___________________________ Street Sacramento ________________
27. The man’s phone number: _____________________
28. Calling time: _________________________


