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Unit Oned Introductionsd GreetingsC! FarewellUnit Twol InvitationUnlt Three Askingd Giving
DirectionsUnlt Fourd Expressing Gratitude[] Making ApologiesUnit Flve[J AccommodationUnit Six

[0 ArrangementsUnlt Seven Job InterviewUnlt Eight Company PresentationUnlt Ninel Introducing
ProductsUnlt Ten[J Meetings[] ExhibitionsUnlt Eleven Settling a ClaimUnlt Twelve ReportsKey to QuestionsUnlt
OneO Introductionsd Greetings] FarewellUnit TwoO InvitationUnit Three ASking[] Giving DirectionsUnlt
Four[ Expressing Gratitude[] Making ApologiesUnlt Flve[T AccommodationUnlt Six(D ArrangementsUnlt Seven
Job InterviewUnit Eight Company PresentationUnit Nine[d Introducing ProductsUnit Ten[J Meetings

[0 ExhibitionsUnlt Eleven Settling a ClaimUnlt Twelve ReportsTapescriptsUnlt Oneld Introductions[] Greetings
[ FarewellUnlt TwoO InvitationUnit Three Asking Giving DirectionsUnlt FourJ Expressing G ratitude

[0 Making ApologiesUnlt Flve[l ACCOmmodatlOnUnlt Six( ArrangementsUnlt Seven Job InterviewUnlt Eight
Company PresentationUnlt Nine[d Introducing ProductsUnlt Ten Meetings] ExhibitionsUnlt Eleven Settling a
ClaimUnlt Twelve Reports
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O O O 40 State how far until the first turn either in blocksC] milest or the number of minutesto the first direction
changel [J If traffic is a major factorJ do not use minutesC] [1 O O [0 50 Tell the person what direction they
need to turn in before telling them whered e[ g0 O “ turn left on baker stree” instead of* at baker street[] turn
left” O O 0O O O 60 If the location of a turn is easily missed[ give a piece of information for the personto know
shel he has gone too farJ I If you get to the underpass] you’ ve gone too far(J] [ [0 [ [0 700 If the person is
present with youl] have him or her turn in the direction shel] he isheaded[] and use hand signals to reinforce the
directions] The more senses you usel[] themore likely the person is to remember] [0 [ [0 800 Draw a simplified
map if paper and pencil are available[] 00 O O 900 Ask if he or she understands and have him or her repeat the
directions back to youll [0 [0 O 1000 Warnings——Don’ t give too much informationJ It only creates
confusion Justfocus on what is essential (] leaving out extraneous detail(] [0 [0 Example] Go two blocksC] Turn
right on Jackson Avenuel] Go approximately 3 milest] Turn left at the light onto Ambassador Rd[J At the third
traffic light turn left j ust after the ear dealership] You’ re going to make the first right hand turn you can make

[ There will be a sign for RENTAL PROPERTIESLI If you get to the bridge[d you’ ve passed it(] The officeis in
the green building on the right hand side about fifty yards ahead(] [0 (I Cultural Tipst OO 100 Being in an
unfamiliar city can be frighteningl] And finding an address can be like looking for a needle in a haystack(J Don’ t
be worriedJ J ust ask someone for directionsl] However[ city people usually give directions very quickly You
may find it difficult to follow what they’ re saying[] Therefore[] you’ d better draw the route on a map as you

" re listening to the directions] [J [0 2[1J Easy way of finding a placel] get the hotel to call a taxi and tell the driver
the directions or your requestl] Best procedure[] [ [J [0 100 Get the name and address of the place you wish to
visitt OJ [0 [0 200 Talk to the hotel manager or someone that can read and write[] If they get weak looking[J or
they hesitate to read] do not embarrass them and go to the next persont] O O [ 300 After you have found
hopefully someone that speaks your language or English you can start to ask questions[] [ [0 301 Brief
introduction of public transportation in the United States[] 0 0 [J 100 Most cities and towns have buses

[ subways or trains that take you to your destination] If you are loaded with luggage[] then you should consider
other options even though they are a little expensive than public transport[]
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