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	A B C D
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	Phil / Dan / Rud

	Business English OR

General English
	Level

3 = advanced
	Grammar OR conversation
	Description of Dialogue
	Same subject different dialogue
	Part of the same dialogue – for long dialogues split in sections
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	File name

	BE1GRtourA1phil


Objective:
Giving a TOUR OF A COMPANY and understanding the typical language used.. 
Robert
Good morning, I am here to meet Peter Clark.

Receptionist
Good morning. What’s your name please?

Robert
I’m Robert Simms from Digo Limited. He is expecting me.

Receptionist
One moment Mr. Simms. Would you like to take a seat. Can I get you a drink while you wait?
Robert
No thanks.

Robert enters the reception area;

Host
Hi Robert, good to see you.

Robert
Hi Peter, how are you?

Host
I’m well. How was the flight?

Robert 
Perfect, no problems. I like your offices, they are very modern.

Host
Well we can start our day with a quick tour of the company. Please, follow me.

	File name

	BE1GRtourA2phil


Host:

On the left here we have the logistics department. This is Bob, he is the Logistics Manager. There are three people in the department. On the right here is the Warehouse Manager’s office. Through here, we have the Warehouse. There are two bays, the first is Goods-in and the far one is Goods-out. Here we have a weighing system for packages and there is the weighing machine for HGVs and lorries. Over there in front of us is our stock of raw materials. To the right of that we have unfinished goods stock. To the far right we have scraps.

In the middle of the warehouse are the cold presses. There are seven in total. Each press has a different tool, depending on the part required. The sheet metal is fed manually into the press and the part comes out the other side. Over there is the welding area. We have both automated welding machines and manual welders. They finish-off the part after it has been pressed. The parts are then stock pilled on the shelving at the second bay until packaged and delivered.

Jim, over there, is responsible for quality. The production system is completely automated and computerised to detect and resolve problems ASAP. 

If you now follow me up these stairs. In front of us is the Plant Manager’s office. Here we have the Financial department. There are five people who work in that department. Janet is the FD, that is Financial Director. Further on we have the Quality Department, opposite that there is Purchases. At the end of the corridor there is the Sales Office. They also deal with customer care issues. The Sales Manager is Mike, we’ll be meeting with him in 15 minutes. 

Have you got any questions?

