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Unit 19 

At the Post-Office.  

Telephone Conversations 

Speech Acts Vocabulary 
change = rest 
envelope = plic 
mail collection = ridicarea scrisorilor 
mail delivery = distribuirea scrisorilor 
old-age pension = pensie de 
bătrâneţe 
ordinary letter = scrisoare simplă 
parcel = colet 
payee’s name = numele destinatarului 
unei sume de bani 
picture postcard = ilustrată 
postcard = carte poştală 
postmistress = oficiant la oficiul 
poştal, dirigintă de poştă 
post-office = oficiu poştal 
recipient’s name =numele 
destinatarului 
registered letter = scrisoare 
recomandată 
sender’s name = numele 
expeditorului 
stamp= timbru 
 
Phrases 
I want to send this letter registered / 
by air mail = doresc să trimit această 
scrisoare recomandată / par avion 
What is the registration fee? = Care 
este taxa pentru recomandată? 
 

 
 
Can I get stamps from the slot 
machine? = Pot obţine timbre de la 
automat?  
Put the money in the slot = Introduceţi 
banii în automat 
Press the button = Apăsaţi butonul 
The stamp comes out = Timbrul iese  
My best congratulations! = Cele mai 
calde felicitări! 
My greetings and warm wishes = 
Salutări şi urări călduroase 

 

 
Info 

In England there are Post-Offices and 

Sub-Post-Offices. The latter are very 

interesting places, because they are 

shops as well. In small villages they 

may be the only shop! 

 

Registered or recorded delivery 

Mr. Johnson: “I’ve got these important 

papers to send to London.” 

Postmistress: “Do you want them 

registered or sent recorded delivery? 

Let’s see, how big are they? Well, 

they’ll have to go recorded delivery, 

because we don’t do registered parcels 

any more.” 

 
By air or sea? First or second class? 

Mrs. Barclay: “Can you tell me how 

much these letters will cost? There’s 

one for my son in Sweden. Should I 

send it by air or sea?” 

Postmistress: “All letters go to Europe 

by air. Yes, and what else? 

Mrs. Barclay: “This one is to London.” 

Postmistress: “First or second class?” 

Mrs. Barclay: “Oh, make it second 

class. It’s not urgent.” 

Postmistress: “There’s your change. 

Thank you.” 

 

Telegrams 
 
If you want to 

send a telegram, 

you must … 

 

 
 

… get a telegram 

form and fill in the 

form in capital 

letters with:  

 

- the payee’s name 

and address  

- the sender’s      

name and address 

- the amount to be    

sent. 

 

At the Post-Office 

everybody may 

send: 

 

- an ordinary letter 

- an airmail letter 

- a registered letter 

- a telegram 

- a parcel 

- greeting 

- postcards 

 

Greeting cards 
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Language Use Practice  
  
 A. Adverbs of manner (G. IV.) 
Adverbs of manner are generally formed by adding  -ly to an adjective, for instance: 

Adjective               Adverb 
nice                        nicely 

careful                   carefully 

e.g. The parcels were nicely wrapped in paper, so we were told to manipulate them carefully. 

Sometimes, the same form is used both for the adjective and the adverb. 

e.g. daily mail (adj.)/ to register daily (adv.) 

There also adverbs that show modality, such as: well, badly, quickly, slowly, etc. 

Other adverbs: affirmative: yes, of course; negative: no, not at all; probability: maybe, perhaps, 

probably. 

 

1. Use the adverbs of manner listed below in the following sentences: 
correctly, quickly, carefully, urgently, politely 

George is at the post-office where he addresses politely to the postmistress: 

G: I’ve got a telegram that must arrive … in London. 

P: Here is the telegram form. Please fill in … all the necessary details and spell … the payee’s 

name and address. 

G: Thank you. How … will it get there? 

P: It takes only a few minutes. 

 

B. Questions and answers (G. VI): 
Building interrogative sentences implies the use of:  

- interrogative pronouns: who, what, where, which, etc. 

- auxiliary verbs: do, be, have, etc. 

- modal verbs: can, may, must, etc. 

e.g. Who is the sender?  How big are the parcels? Where do you want to send it? Do you want them 

registered? Yes, I do. Are there other letters you want to send? No, there aren’t. Can you tell me 

how much these letters cost? Of course, I can. 

 
2. Fill in the blanks to make correct questions: 
a. Sub-Post-Offices are very interesting places. 

… Sub-Post-Offices very interesting places? 

b. Mrs. Barclay wants to send some letters and she wants to know if she has got enough money. 

So, she asks the postmistress: 

… you tell me how much these letters will cost? 

c. Ann is going to the post-office. She wants to send a letter to Switzerland but she is not sure how 

to do it. 

… I send it by air or sea?” 

 
3. Choose the correct word: 
whose, who’s, who 

 

a. … is speaking? I don’t recognize your 

voice. 

b. Do you know … on the phone? 

c. I don’t know … telephone is ringing now. 

 

4. Choose the correct word:  to mail, is mailing, 

in, on, off, delivers, has delivered 

 

I don’t know whether … the letter or not or if I 

put enough stamps … the letter. 

I also wonder if the postman … the mail this 

morning? 
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Info: Telephone Conversations Speech Acts 
 

Vocabulary 
 
call-box / booth = cabină 
telefonică 
Enquiries = Informaţii 
extension = număr de  interior 
local call = convorbire locală 
long distance call = convorbire 
interurbană 
the directory = cartea de telefon 
to dial = a forma numărul 
 

 
 
Phrases 
 
hold the line, please = rămâneţi 
la aparat 
the line is busy = firul este 
ocupat 
the line is free= firul este liber 
to get the wrong number = a 
greşi numărul 
to give a message = a transmite 
un mesaj 
to hang up the receiver = a 
pune receptorul în furcă 
to lift/ to pick up the receiver = a 
ridica receptorul 
to put through = a face legătura 
 

Synonyms 
 
to (tele)phone 
to ring up 
to call (up) 
to make a (telephone) call 
 

 

Nowadays, people can use mobile 

phones or house phones for their 

telephone conversations. 

Here are some typical phrases used on 

the phone: 

 
House phones 

 

Mr. Murphy wants to speak to Mr. 

Johnson in London. Mr. Murphy lifts 

the receiver and dials London 41 75 49 

(four - one - seven - five - four - nine). 

The phone rings. A voice can be heard 

at the other end of the town. 

Mr. Murphy: “Can I speak to Mr. 

Johnson, please?” 

Mr. Johnson: “Speaking.” 

Mr. Murphy: “Good morning. This is 

George Murphy speaking.” 

 
Mobile phones 

 

Using the mobile phone this time, Mr. 

Murphy rings his secretary: 

London 045 4101 

Mr. Murphy: “Can I speak to Mr 

Davis, please?” 

Secretary: “Just a moment, please. I’ll 

put you through.” 

Davis: “Hallo. Davis here.” 

Mr Murphy: “I wonder if I could speak 

to Mrs. Rogers, please.” 

Davis: “I’m afraid she’s not in just 

now.” 

Mr. Murphy: “Oh, well, would you give 

her a message, please? Would you tell 

her that George Murphy called and 

that I’ve managed to buy two tickets for 

her and her husband for tonight’s 

performance.” 

Davis: “Yes, I’ll tell her. All right.” 

Mr. Murphy: “Thank you. Good-bye.” 

 

 
 

Useful Language for 
Telephone 
Conversations 
Can I speak to Mr. 

Johnson, please? 

I wonder if I could 

speak to Mrs. 

Rogers, please. 

Good morning. This 

is George Murphy 

speaking. 

Just a moment, 

please. I’ll put you 

through.    
 

 
 

Directions 

There is a phone 

booth across the 

street.  

Look up the number 

in the telephone 

directory. 

Dial 031 and ask for 

the Directory 

Inquiry.   
 

Calling out 

You are wanted on 

the phone.   
 

Apologizing 

Forgive my 

bothering you.  

I’m afraid she’s not 

in just now. 
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Language Use Practice 
 

C. Phrasal verbs (G. XIX. 1) 
e.g. Just a moment, please. I’ll put you through.   

             to put through = to make the connection 

  Look up the number in the telephone directory.   

to look up = to  search for 

Phrasal verbs + synonyms: Phrasal verbs + antonyms 

make out = take in bring forward = put off 

bring round = bring to pull down = pull up 

come along = get on come down with = get over 

set out = set off turn down = take on 

 
5. Use the telephone phrases listed below in order to fill in the blank spaces of the following telephone 

conversation.  

 
I’m afraid he’s out, this is Tom speaking, can I help you, I’ll make sure, can I take a message, put 

through 

 

Hello, Jackson and Company. Can I help you? 

… Peter Davis. Can I speak to Bob Jackson, please? 

Hold on a second, I’ll … you … 

Bob Jackson’s office, … 

Good morning. This is Peter Davis speaking. Is Bob in? 

… at the moment. 

Will he return soon? 

I think so. …? 

Yes. Please tell him that I need to see him urgently. 

… he’ll call you back when he returns. Is that ok? 

Yes. Thank you. Good-bye. 

Good-bye. 

 
6. Complete each of the sentences below by choosing a suitable phrasal verb from the list below. The 

first sentence is done for you and words in capital letters are provided to help you:  
 

drop off, make up, look up, look down on, turn in, run out, hold on, set up, make out, be off 

 

e.g. a. I couldn’t make out what he was saying because his mouth was full of food. 

(UNDERSTAND) 

 

b. We’ve … of petrol, so you’d better stop at the next garage. (BECOME LOW/ FINISH) 

c. It’s been a busy day, and I’m exhausted. If you don’t mind, I’ll ... (GO TO BED) 

d. The film was so boring I found myself ... half-way through it. (FALL ASLEEP) 

e. I can’t stand the high opinion he has of himself. He is so proud that he … everybody he meets. 

(SHOW DISRESPECT) 

f. Is that the time? I must … or I’ll miss the bus. (LEAVE). 

g. As soon as he received his grandfather’s legacy, he ... his own car hire firm. (ESTABLISH) 

h. Could  you … a minute?  I’m in the middle of adding up these figures. (WAIT) 

i. ... his name in the directory if you can’t find it in my address book. (SEARCH FOR) 

j. That little brat of yours is always ... silly stories to get out of trouble. (INVENTING) 

 


