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Theme 15.Paperwork.
Things you find in the office, ordering office supplies. 
Speaking: Roleplay: phone conversation ordering office supplies.
Listening: Dialogue: ordering office supplies over the phone.
Vocabulary: office supplies. On the phone.
Starter:
Ask Ss to answer some questions.
Open your bag/pencil case: what items of stationery do you have with you now?
Which item have you had longest?
Some people love buying stationery. Do you? Why or why not?
Do any of these have a special meaning for you (given by boy/girlfriend)?
Have computers reduced the amount of paper in our lives?
Are you good at filing things (can you find important documents later)? 
Discuss these question with the whole class.
Vocabulary:
Ss learn some new words: biros, drawing pins, highlighter, in tray, ink cartridge, mouse mat, notepad, paper clips, pencil sharpener, post-its, rubber, Sellotape,
tipp-ex.
Ask them to add any more objects to these list and discuss them. 
Listening:
Ex. 1, 2, 3.Ss are going to listen to the conversation in which Dave has some problems when he tries to order some office supplies. Play the conversation and ask Ss to do these tasks on their own and then check their answer with the whole class. 
Functional language: on the phone.
Ss make as many telephone expressions as they can with the words from the box. You could give the Ss a four-minute time for them to complete the task. 
can/Could I …
ask who’s calling?
ask your name?
call (you) back later?
give him/her a message?
leave a message?
speak to (name)?
take a few details?
take a message?
take your name? 
can/Could you …
call (me) back later?
give him/her a message?
give me a few details?
give me your name?
hold on?
say that again?
speak up?
take a message?
tell him/her who’s calling?
tell him/her I called? 
Ask Ss to work with a partner to make questions for the replies. 
Speaking:
Pairwork. Put Ss into A and B pairs. Ss read their roles and do the roleplay. To make a telephone conversation a bit more realistic, ask Ss to sit back so they can’t see each other. 
You could ask several pairs to perform their roleplay in front of the class. 
Word list:
Comfortable, crowded, delicious, efficient, fashionable, fresh, healthy, popular, reliable, strong, stylish, dishonest, disloyal, dissatisfied, impatient, impolite, impossible, improbable, inaccurate, inconvenient, incorrect, unbelievable, unemployed, unhappy, unlucky, unprepared, unsuccessful, biro, drawing, filing, highlighter, in-tray, ink cartridge, mouse mat, note pad, paper clip, post-its, stapler, tippex, advertiser, annoying, appeal, approval, bankrupt, blank, bossy, bully, call round, cereal, client,  commercial, cutback, fizzy, interest rate.  
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