	Situation
	Need to know
	Question

	1. Department meeting next Thursday
	Where , what time, who there
	

	2. Looking to reduce spare parts stock
	€ of stock today, target, time period
	

	3. Important area manager has arrived (you know him well!)
	Motive and duration for visit
	

	4. A surprise delivery has just arrived
	From who, what items, ref. number
	

	5. While you are visiting a foreign plant, you need to locate a colleague, ask the secretary
	Where office, extension no., in office today
	

	6. You want to have a polite chat with the man doing a work experience placement
	Like experience, what learnt, time period here.
	

	7. There is a conference next week
	Who go, what about, cost
	

	8. You bump into an important department manager
	Why here, how is target year, how long here
	

	9. A shipment has not been accepted and you call your contact in the UK 
	Accepted yes or no, why no (wrong entrance), where right place
	

	10. Your manager needs an up-date on the new system installation. He asks
	All okay, problems, finish
	

	11. You call your colleague as he is late for a meeting
	Remember meeting? Come now? Has he presentation?
	

	12. You bump into a colleague who has just been promoted, you ask him about the job
	All okay, travel much, new boss like
	


1. Regarding the Departmental meeting next Thursday, do you know where it is and what time it is starting? By the way, who will be there?

2. Do you know the value of spare parts stock? What is the targeted saving  and when does it need to be reached?

3. So, what are you actually here for? How long are you staying

4. Hi, we weren’t expecting any deliveries today, who sent this one? What is it? Have you got a reference number so I can check it on the system? Thanks.

5. Hi, I’m Phillip from the Italy plant. Sorry to bother you, but I’m looking for Bill. Do you know where his office is? What is his extension number? Can you tell me if he is in today?

6. Hi , it’s Peter isn’t it?, I’m Phillip. Are you enjoying your experience? What have you learnt so far? How long are you here for?

7. You know that conference next week, who’s going? What is it about? How much does it cost?

8. Good to see you again Ben, what are you doing here? How is your target going? How long are you here for?

9. –telephone- Is that Barry? Hi it’s Anthony speaking from Italy, have you accepted the shipment yet? Why not? Where does the driver need to go?

10. Hi Tim, how’s the new system installation going? Are you having any major problems? When do you think it will be up and running?

11. Dave, where are you, do you remember we have got a meeting? Are you coming now? Oh, by the way, have you got the presentation?

12. Hi mate, congratulations on the promotion, how’s it going? Are you travelling much? What is the new boss like?

