AMERICAN EMBASSY CALLING - GUIDE “ME;’%

¢ Domain:
Access to information

& Benchmark:
Extract relevant information from an oral source

+ Description:

Students are required to listen to a taped message containing specific instructions and then
convey this information in writing.

+ Rationale for choice of topic:

Children are familiar with taking messages from an early age. It can be assumed that most are
familiar with voice mail.

+ Suggestions for implementation (prior to and/or during):
You may want to bring in different tapes containing various messages.
You should play the actual tape a number of times to make sure that the students get down the
important details.

+ Suggested time allotment:
Single lesson

* Prerequisites:
* Familiarity with ways of presenting information in message form
* Ability to listen for specific instructions
* Ability to take notes while listening

+ Transcript of taped message:

Good morning. This is Mr. Taylor calling from the American Embassy. This is a message
for Mr. Brown. I would like to tell him that his tourist visa is ready.

He must now come into the embassy to pick it up personally. He must bring some
identification documents with him. Our address is: 1 Ben Yehuda St. Tel Aviv. He can come
Monday through Friday mornings between 9 and 1.

Please tell him to call us back when he gets this message. He can reach us at 03-5103822.
Have a good day!
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/ AMERICAN EMBASSY CALLING - TASK

In this task you will be asked to listen to a phone message and
write the information you hear:

You are replacing Mr. Brown'’s secretary while he is on vacation.
Mr. Brown is out of the office today and he has asked you to take
his phone messages for him. One of the messages was from the
American embassy. The embassy rang to inform him that his
tourist visa was ready.

Listen to the message from the embassy and write the
information on the attached memo sheet.

Note:
Read the checklist before you start working and fill it in when you finish.
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AMERICAN EMBASSY CALLING - CHECKLIST

What to check v

| listened to the message carefully.

I included all the relevant information in my memo.

The information in my memo is accurate.

| addressed Mr. Brown in 2nd person.

| checked my spelling.
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Mr. Brown's Memo Sheet - Phone Messages

Date
I‘ Name of caller

Telephone number to call back

Message

Message taken by

Assessed byDimenSiOIl Text Type Content ciiiiiizs
Teacher
Self
Peer
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AMERICAN EMBASSY CALLING - RUBRIC

Dimension Text Type Content Language
Conventions
Criteria | Features of memo Accuracy of information | Spelling
Transfer of message Inclusiveness of
Grade Level from oral to written information
On Target Concise and to the point. | All information is accurate. | Not more than one
5 Defines purpose of call. Four pieces of information | SPelling mistake.
Addresses Mr. Brown in | are included.
second person.
4
On Your Way Often to the point. Most information is Not more than four
3 Purpose of call not accurate. spelling mistakes.
completely defined. Two pieces of information
Addresses Mr. Brown in | are included.
second person.
2
Starting Out Short but not to the point. | Information is inaccurate More than four spelling
1 Purpose of call not and/or at least three mistakes.

defined.

Addresses Mr. Brown in
third person.

pieces of information are
missing.
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AMERICAN EMBASSY CALLING

<H Memo Sheet - Phone Messages <=

Message for Date _83\ s\ g}
Name of mﬂsrl:&'.ijme_dgﬁu_&bqﬁsg

Telephone number to call back _mt - 51038 83

Message
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AMERICAN EMBASSY CALLING

<4 Memo Sheet - Phone Messages <

Message for Date _%.<.ch

Name of caller Mﬂmg
Telephone number to call back _o%- A w277

Message
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American Embassy Calling
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