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Get ready!
€) Before you read the passage, talk about these questions.

1 What are some ways to communicate with other people? /
2 Which do you like better: writing emails or talking on the phone? Why? f

. AWallis@planettravel.com
. rodriguezd50@publicmail.com
' RE: question about packages

Thank you for your inquiry regarding travel packages to Barcelona, Spain. With
reference to your previous email, | am pleased to inform you that | have founq |
several travel packages that may suit your needs. You mentioned that you

wanted the best, so | have attached a brochure detaili .
Barcelona package. etailing our deluxe Discover

y Fn
- ReyAl Pt _ Some of the features of the package include:
3 ) forward Create Mad ;\: gdaycsj.t? nigr:ft: in beautiful Barcelona
Syt « | * Round-trip airfare from New Y i
awess.. B RS UTION DC o Aiport meet and greet B

- R TEANO WON

x2f(4) inbox ). wwom- §* S nights at the historic La Fonda Hotel, The hotel is located in Barcelona’s

§ — g - Thfamqus Raval neighborhood.
v are e price of this pack iday i .
265 g s this hoiday, please contat e 220" Per person.ff you would fike to book

SR v

Sincerely,
Alan Wallis

T
‘ ravel Agent, Planet Travel, Inc. « 5332 112th Avenue, Queens, New Y
Does NOT include baggage charges ang other appllcable f;k G

Reading
€3 & Listen and read this email from

booking agent to a client. Choose the Vi :

correct answers. What are not included in VOC: ulary

the price of the package? 9_|calb R T A v
1 What is the email mostly about? U R “n?*!. L“:-?,,"“ i
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4 the sentence and circle the right word.

Red
{ Jenna checked her (meet and greet / inbox) for new emails.

\Ir, Patton’s (inquiry / booking agent) was about room
availability the first week of March.

g The price of the package did not include (applicable fees /
reference numbers).

4 Ms.Nelson chose the earliest flight because it (detailed /
suited) her busy schedule.

istening

9 @ Listen to a conversation between a travel agent and
abooking agent. Then mark the following statements as
true (T) or false (F).

1 __ The travel agent tried to forward Mr. Rodriguez’s inquiry to
the woman.

2 _ The woman didn’t receive the email because the man sent
it to the wrong email address.

3 __ The booking agent asks the man to attach the brochure to
the email.

0  Listen again. Fill in the blanks.

e D e e e

~
Travel Agent: Good morning, Claire. Do you have a moment? O_\
Booking Agent: Sure, Alan. What can | help you with?
Travel Agent: Have you had a chance o1 . s
this morning?
Booking Agent: Yes, | have. Why do you ask?
Travel Agent: 12 you an email. Did

Booking Agent: No, I'm afraid | didn’t. What was it about?
for one of my

you receive it?

Travel Agent: It was the e A
clients.

Booking Agent: What's the client’s name?
Travel Agent: John Rodriguez.

Booking Agent: 1I'm sOITY, Alan. |
Rodriguez.

! .
. Travel Agent: | must have sent it to the 4 __ emal

don’t know anything about Mr.

address.

" Booking Agent: No harm done. Why don’t you 5 it?l
can take care of the booking today.

Travel Agent: Great! Thanks a lot, Claire.

Booking Agent: And please make sure the reference number is in
the 6 . It makes it a lot easier

to organize the client’s information that way.
Travel Agent: No problem.

Booking Agent: I'l be expecting that email in my 7.

Speaking

Q With a partner, act out the
roles below, based on the
dialogue from Task 6. Decide
who Student A and Student B
are. Then switch roles.

USE LANGUAGE SUCH AS:

Have you had a chance to
check your email?

Did you receive the email?
What was it about?

Student A: You are a travel agent
at Planet Travel, Inc. Talk to
Student B about:

¢ Anemail you sent
« What the email was about
¢ What you should do next

Make up a name for the booking
agent. :

5

Student B: You are a booking
agent at Planet Travel, Inc. Talk to
Student A about:

e What the email is about

» Special instructions for
sending the email

Make up a name for the travel
agent.

Writing
) Imagine that you are a travel
agent. Use the information
from the speaking exercise to
write an email to a booking
agent forwarding a previous
email that was not received.
Be sure to include the
following phrases:

With reference (o ...
Please find the attached ...

Grateful if you could ...

Sincerely, ...




