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UNIT 1, EXERCISE 12 FILE 01

Your name is Kate/Kyle Gorresdal and you work at 
the Norwegian subsidiary of International Garments 
Inc. You need to talk to somebody in the purchasing 
department at HQ in Florence who can help you 
order some give-aways for a trade fair. First read 
your notes. Then make the call.

UNIT 2, EXERCISE 10  FILE 02

You are Leslie Sorenson and you work for Deyhle 
Travel, s. r. o. in northern Czechia. You o≈ er travel 
management solutions for small and medium-sized 
companies. You are at your stand at the 
international fair ‘business.org’. Talk to a potential 
new client and ask questions about their business 
and background. Inquire about their needs and 
specifi cations.

UNIT 3, EXERCISE 12 FILE 03

You are Petra/Peter Nolte of Good Bread, a large-
scale bakery located in your country. You are going 
to phone Marie/Mario Stoll, a purchaser at Clever 
Catering, to make an o≈ er. You know they o≈ er 
catering and event management, and you would like 
to create a contact and hopefully sell them your new 
products. Here are some notes you have written:

UNIT 4, EXERCISE 11 FILE 04

Your name is Paula/Paul and you are a purchaser in 
New Business Bank. You have requested an o≈ er for 
New Year’s cards from Print Unlimited. A branch 
manager had recommended this supplier, but you 
think the o≈ er is very expensive. Also, you have 
dealt with this company before (they printed 
business cards for you) and you are not sure how 
reliable their deliveries are. Look at the terms of the 
o≈ er and your notes, and ring the supplier.

Partner A

We need: 

500 pens
300 pencils
– all with our company logo

– delivery in 4 months 

–  must fi t the modern design 

of the stand
–  the colouring should be the 

same as the company logo

– We need good quality pens – the ones 
we gave away last year were horrible!

No decision 
yet on budget!

We off er travel management 
solutions for your company!

➡ scheduling fl ights
➡ handling visas
➡ booking accommodation
➡ arranging international conferences
➡ organizing client entertainment abroad

DEYHLE TRAVEL6

Leslie Sorenson
Regional Sales Director Europe

Deyhle Travel, s. r. o. | Jiráskova 11 | 430 03 Chomutov

Telephone: +420 474 686 739 | Fax: +420 474 686 738

www.deyhle-travel.cz | l.sorenson@deyhle-travel.cz

DEYHLE TRAVEL

What we sell: bread, rolls and biscuits
Our strengths
•  We have a range of production facilities 

worldwide.
• We also have our own delivery services.
•  Our products are always of high quality.
•  We produce locally, thus the products 

are much fresher.

Our objectives
•  Sell new products, eg kosher bread and 

biscuits. They have been certifi ed by 
the chief Rabbi in Denmark. 

•  Provide other specifi c products, eg for 
people with diabetes.

•  Possible trial period either in the US or 
in the Middle East.
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UNIT 5, EXERCISE 4 FILE 05

You are Jana/Jan Pavlů, a buyer at the Fifth Season 
Hotel in Prague. Yours is a first class hotel and you 
are looking for furniture for the six suites that are 
reserved for VIPs. You need top-quality furniture that 
reflects your hotel’s minimalist and functional 
design. 

You want to place the following order under a frame 
contract with Martha/Martin Beston at Executive 
Furniture Inc. in Brussels.

Use the notes below to make a phone call.

UNIT 5, EXERCISE 11 FILE 06

First look at the information below and add two of 
your own fi gures to lines 4 and 5. Then ‘phone’ your 
partner and take turns passing on your information 
and taking notes. 
Note: Try to talk about the fi gures in full sentences 
(ie don’t just dictate the numbers) and use language 
for checking and confi rming information. 

Tell your partner:

1 rise in transport costs of about $350,000 (US)

2  increase in prices for raw materials 9.6% 
(during the last quarter of the year)

3 delivery problems with article no. HJP50-TT15

4

5

Take notes:

6

7

8

9

10

UNIT 6, EXERCISE 14  FILE 07

You work in the purchasing department of Illuminate 
Inc., a British company which produces lamps. You 
have received an email from your boss informing you 
about problems with one of your suppliers, a com-
pany in Cheb that supplies all types of promo tional 
material. Read the email below from your boss, then 
ring the supplier to discuss the problems.

After the conversation you should receive an email 
confi rming what was agreed. Make sure that 
everything is correct, and respond by email.

New Year’s cards – offer from Print Unlimited

•  10,000 cards per annum – need 6,000 cards only

•  fi ve-year contract  – only prepared to sign two-
year contract, then perhaps 
extend

•  a selection of three designs to – can we have
choose from each year     4 or 5 designs? 

•  delivery to central headquarters – OK, but would

by 1 December   prefer delivery to six regional 
branches, not just HQ

•  2,500 high-quality cards  – need 1,000 only, with
 envelopes

•  initial price offer: €1.50  – price too high:
per standard card and €3.00  max price is
per premium card.     ¤1.00 standard, 

¤2.00 premium (¤2.50 with envelopes)

Important:  Require penalty for late delivery 
(2% reduction in price?)

Furniture needed (for each of six suites)

sofa/armchair Tuscan yellow 1/4

coffee table  1

desk/chair  1/1

dining table/chairs  1/6

sideboard  1

double bed  1

bedside tables  2

wardrobes   2

Wood – javor maple? (MA250R)

Note: goods receiving is closed 12–2 pm. Karel 
Polák will sign for goods. Mobile +420 603 130 733
Delivery date: middle of next month, not later!! 

I saw the email from Cards ’n More where they just 
confi rmed the shipment ‘as agreed’. We don’t have 
written confi rmation of the date! Please note this for next 
time.

Now the pens have arrived – in the wrong colour. They 
also have our old company logo, not the new one. 
This is the second time that we’ve had problems with this 
supplier. Last time the product (name tags) was right, but 
we got the shipment a week late, almost too late for the 
conference where we needed them! And they sent a bill 
for additional charges. 

Call them and get them to fi x the problem. Also, insist on 
a 10% reduction on the total price – for both shipments!
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