EXERCISE 1 REQUESTS AND RESPONSES
Match the office requests and responses. Sl
a. I'd be glad ro. When do you need i

~d_ 1, Could you meet me tomorrow at

) - b. Sure. It is pretty cold in here.
M ) (s pene ¢. Of course I can. When would you like g
—s Couldynuﬂ\owng}mmmﬂg reschedule it?
= & I'm sorry. | have an early-morning

—— 4. Would you please spell your last name dentist appointment.

e e. Sure. It's Djohn@iol.com.
e -Wmﬂdyaumhldcﬁmﬂmdngd'lll W

report for me? f, Sure.... Hello, ] & R Equities.

6. Can you cancel tomorrow’s meeting for g Sure. It's M-A-R-D-J-A-1-T.

me? | have to go out of town. h. Sorry, but 1 don't know how. Ask Tadd.

— 7. Will you shut the window, please? He knows how.

— B. Would you get that box down from the i. I'dlike to, but it’s too heavy for me
close? I'd really appreciate it, to lift.

9. Could you get the phone for me? j. Notatall.

© ____ 10. Can you give me Doug Johnson’s email
address?
V

Write the letters of the responses that mean “Yes”: 4.

Write the letters of the responses that mean “No”:

Write the letter of the response that has a negative word, but means “OK, I'll do it
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