Making Requests
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When making requests, you need to think about who you are
speaking to and what you are requesting in order to adjust
your level of politeness.

The following are some examples of polite requests.
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€ |In a casual situation GRUUVVEF., GEAGRE)

1. Can you answer the phone for me?

€ In a polite situation TR TEHHTHE—RMICALSND)

2. Could you please send me a copy of the catalog?

3. Would you mind showing me how to use the machine?

€ In a very polite situation (EEENNELRABF. FRIOMHIDHEMHRE)

4. Would you be able to come over to the office tomorrow?
5. I'was wondering if you could finish the report by Monday. 7
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Model Dialog

Practice the dialogs with your partner.

& Dialog 1

Can you answer the phone for me?
Sure. Where are you going?

| need to go downstairs for a minute.
Okay.
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Model Dialog

Practice the dialogs with your partner.

& Dialog 2

A:. Could you please send me a copy of the catalog?
B: Of course. May | have your mailing address?
A It's....... And would you mind attaching a price list ?

B: It's included in the catalog.
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Model Dialog

Practice the dialogs with your partner.

& Dialog 3

A:. | was wondering if you could finish the report by Monday.

B: I'll do my best.
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Words & Phrases + Practice

Go through the words and phrases with your instructor. Pay attention to pronunciation and
intonation. Then, use the words and phrases to practice making requests with your partner.

@ Making Requests in the Office
receive the package for me
transfer all calls to the meeting room

tell Mr.Tanaka to call me in the lab

@ Practice
A: I'm waiting for a delivery, but | have a meeting with a client.

Can YOU oo
No problem.

B:
A: Thanks. Cts




Words & Phrases + Practice

@ Making Requests to Suppliers

guote a price for the new product

deliver the shipment a week earlier

give me a discount on the price of the X-2 model

@ Practice
A:. Have you looked at the price list?

B: Yes. | was WONdering ... :
A: What percentage do you have in mind?

B: Around 10 percent.
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Words & Phrases + Practice

@ Making Requests to Customers
walit a few more days to receive the order

discuss it by telephone conference
postpone an appointment

@ Practice

A: Wouldyoube able to ... ?
B: Why? Is there a problem?
A:. There is a delay in the shipment from Singapore.

B: Again?
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Role Play

Now, think of your own situation.
Make a conversation using other phrases from the list next page.
Practice the conversation with your partner.
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. Canyou ~ ?
Could you please ~ ?

@ Making Requests in the Office . Would you mind ~ing ~ ?
] receive the package for me . Would you be able to do ~?
L] transfer all calls to the meeting room . | was wondering
D. tell Mr.Tanaka to call me in the lab if you could ~.

Role Play

@ Making Requests to Suppliers
[ 1 quote a price for the new product
[ 1 deliver the shipment a week earlier
[ 1 give me a discount on the price of the X-2 model

@ Making Requests to Customers
[ ] wait a few more days to receive the order
[ ] discuss it by telephone conference
[ 1 postpone an appointment
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