Dress for Success:  SUGGESTED ANSWERS


Practice Exercises

(1) X I disagree with you.  There are many possible ways to say this differently.  Here are 2 examples:
· I think it would be better to wait.  It seems to me that we were to submit our proposal now, it might be overlooked.  This is the busiest time of year, as you know.

· Perhaps…but under the current circumstances, it might be best to wait.

· I’m afraid that under these circumstances, it might be best to wait.  

· Actually, I was wondering if we could wait a few days until we receive some final data.  Wouldn’t the results from the latest report strengthen our proposal?

(2) X  We’ve got a problem.  There are many possible ways to say this differently.  Here are 2 examples:
· If the situation is absolutely urgent – perhaps no change is necessary.  However, if it is a less urgent matter, the following would be preferable:

· Do you have a minute? [Then state the problem.]
· Guess what? [Then state the problem.]
· May I interrupt for a moment?  [PAUSE]  I’m afraid we may have a bit of a problem….

· Would you mind if I came in for a minute?  [PAUSE]  We were discussing the latest report this morning, and I’m afraid there’s a slight problem.
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PRACTICE 1   To a visitor to your office.  

1.  What’s your name?

· Hello.  I don’t believe we’ve met.

· May I [ask/have]
            Could I have                 your name, please?

· Your name, please?

· May I ask who’s calling?

[If the person is telephoning, rather than visiting]
· May I tell [her/him/them] who’s asking?

[If responding to someone who is asking to speak to your boss or colleague.]
2.  Leave your coat here.

· You can leave your coat here (if you like).
· May I take your coat?
· Would you mind leaving your coat here?  / Would you mind hanging up your coat?
· Would you like to leave your coat here? 
· Wouldn’t you be more comfortable if you left your coat here?
3.  The person you want to speak to (Mr. Matthews) is out.

· I’m sorry.  Mr. Mathews is unavailable today / at the moment / this morning / this afternoon
· I’m afraid Mr. Matthews is not here at the moment.  May I take a message for him? 
· I’m afraid that Mr. Matthews (has) just stepped out.  I expect him to be back / return in just a few minutes.  Shall I take a message for him, or do you prefer to wait?

· I’m afraid that he is not here today / at the moment / this morning / this afternoon. If you like, I could make an appointment for you to see him tomorrow or later this week.

4.  What did you say your name was?

· I’m sorry…your name again?  
· Ah, yes…..and how do you spell you name?
· I’m afraid I *missed / forgot / have forgotten  your name…
· I’m sorry / Excuse me, [I’m afraid I am a bit distracted today]….may I have your name again?

· I’m sorry, I didn’t quite get your name…

· Would you mind telling me your name again?  I want to make sure I’m pronouncing it correctly.

5.  Close the door as you go out.

· Please shut the door.

· Would you mind closing the door (on your way out / as you go out / leave)?

· Would you please close the door (on your way out / as you go out / leave)?

6.  You’ll have to wait.  He’s going to be a few minutes late.

· He’s on his way.  Please have a seat, if you like.

· Would you mind waiting a few minutes?  He’ll be here in a few minutes.  AND/OR He is running a bit late. 
· Would you mind waiting for a few minutes.  He just called to say that he’s running a bit late, but that he’s on his way.
· Would you mind taking a seat for a few minutes?  I’m afraid he is running a bit behind schedule today.
7.  Do you want some coffee?
· Would you like some / a cup of  coffee?

· Could  I offer you / bring you  a cup of coffee?

              May

· We’ve just made a fresh pot of coffee.  Shall I bring you some?

8.  Sit down (and wait) for a bit.
· Make yourself comfortable.  We’ll be with you in a moment.

· Would you mind taking a seat for a few minutes?

· Please take a seat and relax.  She’ll / He’ll / Someone will  be with you in just a    few minutes.

· Please have a seat.  We’ll / He’ll / She’ll be with you in a minute.

                                                                                                       -moment.

PRACTICE 2  When you are a visitor.

1.  I want to talk to Miss Green.

· May     I please speak with / talk with / speak to / talk to  Miss Green?

           Could

· Is Miss Green available?

· Would you mind telling Miss Green that [YOUR NAME] / her [time] appointment is here?

· Would it be possible to talk with / to Ms Green?

2.  Tell Miss Green I’m in a hurry.
· Would you mind telling Miss Green that I’m in a bit of a hurry?

· I’m afraid that I have another appointment in 15 minutes…..[Would you mind checking with Miss Green if it would be better if I came by again  later / tomorrow?]

· Could you please let Ms Green know that I’m a bit pressed for time?

· I’m afraid that I have to leave by [time].

3.  I don’t want to be here more than half an hour.

· I have a meeting in 20 minutes.  Will this take long?

· I’m afraid that I have another important appointment in a half hour.  Could you tell me how long this may take?   /   how long I may have to wait?

· Would you mind telling me / Do you happen to know  how long I may have to wait?  I’m afraid that I am in a bit of a / slight hurry.
· I would appreciate it very much if I could be done within 30 minutes.

· If it’s possible, I would like to finish this up in a half hour.

4.  Can I smoke in here?

· Would you mind if I smoked?

· Would you mind me/my* smoking?

· May I smoke [[in] here]?

· Do you mind if I smoke?
· Is there a designated area for smokers?

5.  You should have told me earlier.

· I wish I had know sooner.

· With respect, / Well,  / To be honest, / Frankly,  it would have been better if you could have told me a bit earlier.
· Well, I’m afraid the deadline has already passed.  It’s a bit too late for this term.  Perhaps you could contact me earlier next time?  The next possible registration dates are …

· I’m afraid I was hoping that I could have been told a bit sooner.
· With respect, / Well,  / To be honest, / Frankly, I was rather/quite disappointed that I hadn’t been told sooner.

· For next time, please tell me sooner.  

6.  Book me a taxi for 16:45.

· Would you mind booking me a taxi for 4:45 (quarter till/after 5) ?
· Could you book me a taxi for …
· I was wondering if you could book me a taxi for…
· Could you (please) arrange for a cab at 4:45?
7.  Can I use the phone?

· May I make a call?

· May I use your phone, please?  I just need to make a quick call to my office.
· May I use your phone for a moment?  I need to call __________________.
· Do / Would you mind if I used your phone for a minute / moment?
· Is it OK if I use the phone?

8.  Where’s the toilet?

· Would you mind telling me where I could find the ____?






    

· Excuse me, where might I find the_______.

· Excuse me.  Is there a ___________ nearby?

· I would like to wash up.

· Could you tell me where the _______ are?

Women


-Women’s restroom


-Women’s bathroom


-Ladies room


-Powder room


-Facilities


-Ladies lavatory (UK)


-Ladies loo (UK)


-WC  (= water closet)





Men


-Men’s restroom


-Men’s bathroom


-Men’s room


-Gentlemen’s 


-Facilities


   lavatory (UK)


-Men’s loo (UK)


- WC (= water closet)





Informal:  


Hey!  Where’s the John?
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