5.06S - E-mails - Giving directions

 
Objectives - to practice exchanging information and giving and receiving directions over the telephone

The teacher should assume Role B, giving examples of apologetic language and intonation while the student gives directions. Once you have played through conversation 1 and conversation 2, you can reverse roles if there is time. Alternatively, you can have a discussion about similar situations which the student may have found themselves in.
 
Consider the following:

"Women don't read maps; men don't ask for directions."

Do you think there is any truth in this stereotype of men and women?

If you are lost, do you ask for directions immediately or as a last resort?

Do you have a good sense of direction? Do you find it easy to map read? 

Role Play - Role A

Conversation 1
You have a meeting planned for tomorrow at your factory site in Bristol with an associate that you met at a trade fair. You have faxed them the map below so they can find their way. Your factory has recently tightened up its security because of industrial espionage, so it's important that they follow the instructions on the map carefully.

You receive a call from your associate.

· Greet your associate and answer his or her questions.

· Explain why it is important that they follow the instructions carefully.
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Conversation 2
It's the morning of the meeting. You're waiting at your company site but your associate hasn't arrived yet. You sent them all of the information by e-mail as promised so they should know exactly where to go. You spoke to them as they were leaving the hotel, but they are late and now you can't reach them by phone. You have phoned their boss and he doesn't know anything; he sounded a little angry that they are late. You're a little worried when you receive the call.

· Express relief when they call. Say you were getting worried. 

· Apologise for calling their boss and explain that he sounded angry. 

· Listen to their explanation and then give them directions using the map. 

· Tell them you'll wait for them outside.  

Role Play - Role B

Conversation 1 
You are planning to visit a contact that you met at a trade fair and who works in a large company. Your contact has faxed you a plan of the premises but the bottom half of the page of the fax was eaten by your machine (see below). The meeting is tomorrow.

Phone your contact to ask how to get inside.

· Explain that there was a problem with the fax. 

· Find out where your contact's office is. 

· Find out where to park. 

· Find out which gate to use. 

· Ask your contact to re-send the map and further information by email. 

[image: image2.jpg]



Conversation 2
Your meeting with your associate at their plant in Bristol today. You left the hotel on time and headed towards the company.

They e-mailed you the map and information as promised and you had it on your Blackberry. However, on the way someone bumped into your car and you spilled coffee on the Blackberry and it stopped working completely, so you have no phone or e-mail. You have managed to find the way to the site from memory. You entered and asked a security guard the directions to gate 4. You have followed the directions but realise you are outside gate 3. There is no one around but you see a payphone.

Call your associate.

· Explain what happened. 

· Apologise to him or her.

· Explain where you are and ask for directions to his or her office.

