How to be an intermediary

Expressions

1 Victor Simon is the execulive director of
Ensemble Sans Fronfieres, an infemational
touring orchestra. He is on business in
Montreal, Canada. and emails his PA, Lisa,

with @ number of requests, Read his email,

o e What does he want Lisa fo do?

1 What infor

L [

Dear Lisa,

There are a few things to be soried out.

The budget for the summer series of concerts is now very
late — | was expecting it two weeks ago. This is totally
unacceptable. Could you ask Alex in marketing when she
can defiver it?

| also need to know when the orchestra will be arriving in
Hong Kong. Can you ask Sabine 1o get in touch with the
concart promoter directly? She says they'll need a bus
from the airport,

And we need a meeting with Radio Klassik for next week,
or the first week of May, Please get Dominik to amange it.

§ It's important, 4
: Thanks, v
Victor == E %
i 2,
i © 2 Read the email exchange on page 17,
. Then listen to two phone cenversations.
i What infarmation can Lisa give Howord?
o Speaking Language box
o 1 Role-play the following situation. Try to Paissive verbs are formead with be + the past
(3] use language from Expressions and the participle of a fransitive vert,
0 Language box. =
1 Your boss. thy Lt We can use the passive to focus on what is
o has sor:; da:i;:srfgr lEmrf;O:"\;:EeL £cou opdvfio sEwhclicRiincing:
o)) promational leaflets. He Is pleased with Kurf has been sent fo head office.
c them, and asks you to get feedback The halls will be renovated af the end of
— from the managing director, whe leaves next year.
m you his comments below. Report them We con also use fhe ive to ba less
O Dk 1 your Bogs (yalr feceie) personal, and distance ourselves from the
&= = Disappainting - | dor't like them. action. This can sometimes be used to avoid
O = The layout on Ihe leaflets is totally blaming someona: '
different frarm what we discussed, It is needad urgently,
E * The colours are also different - need The leafiets weren't sent aut in fime.

bright, strang colours, Thase pale
colours are unattractive.

busingss sne ; one




Dear Lisa,

I'd have done this last week, but the details
were only sent through yesterday, and
anyway, Victor said it wasn’t needed unlil
next week. There's clearly a discrepancy

him it be done by Friday.
Alex

-== Original Message --—-

Dear Alex,

Victor wants to know when you can send
him the budget for the summer seres

of concerts. Actually, he was expecting

it two weeks ago and he's not very
happy. I'm afraid he says it's now needed
urgantly. Could it be forwarded 1o him this
afternoon? Please could you also let me
know once you have sent it¥

Thanks!

Lisa

about deadlings on this. Anyway, please tell |

3 Look cgain at the emails in 2. What phrases

are used fo be more factful?

o4 Listen again to Lisa. What phrases does she

use to be more tactiul?

To use the passive with reporting verbs, an
empty subject, if, is used:

It was said that the delivery would be here by

the weekend.

It's been suggestad that we change our
wmldnghous

Look

Look at listening scripf 7.1 on page 124, Find
more examples of the passive. In each case,

decide why the passive is used.

Writing

1 The assistant accountant has recently received a
copy of his new confract. Unfortunately, there seem
te be a number of discrepancies belween what was
discussed and the final coniract. You spoke fo the
assistant accountant on the phone and made the
naotes below. Write an email to your boss, explaining
the differences.

Salany - €5.000 increase pa, not £4,000
Hours - not §.30-1120, but $30-1,30
(because of young children - school)

Mjsmnﬁ info;

Pension confribufions?? Agreed on €300 pert,
but not in contrach.

Need 1o fake holiday af any time — not just in
s i ! :
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