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Request Description

Would you mind making a copy for me? Polite and formal

Could you look over this report? Polite and less formal
Can you help me with this box? Polite and informal

Give me that! informal, or impolite

 Would you mind is followed by a gerund.

* Can and could are followed by the base form.

* Use polite and formal language when talking with a boss or manager.

+ Use polite or informal language when talking with coworkers.

* Use very informal or impolite language in an emergency or to show anger.

O Label each request. Use the descriptions above.

EXAMPLE: Can you answer that phone? polite and informal
1. Would you mind reviewing my resume again?

2. Can you help me with these reports?

3. Call the boss right away!

4. Can you come in early tomorrow morning?

5. Would you mind changing your 2:00 appointment to 3:00?

6. Could you sign all three copies?

0 Complete the responses. Some answers can use either can or could.
EXAMPLE: (lend me your goggles) To a friend:

Hey, Ellen. _ Can you lend me your goggles?

1. (sign this check) To your supervisor:

Oh, Ms. Reeves. , please?
2. (open the door) To a friend:
Say, Jose. for me?

3. (help me pick them up) To a stranger:
Oh no! I dropped all the reports.

4. (answer the phones) To your co-worker:
Oh, Arnie. while ’'m at lunch?
5. (open the door) To a friend:

I'm in a hurry!

6. (check over this report) To your manager:
I know you’re busy, Mr. Adams, but
7. (sign these letters) To your company president:
Excuse me, Mrs. Camus.





