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59 MEFMERHERIK 5 PRI 10 M AR FERE A E PR IR IR

HSEZHE=R, MTELEFN—XRMZIRY BB AR/ E, 1X—2% Phil #1 Pippa 2 T #7T
—EERIERNER: BB ELAZSHIF T (ust wondering), “IRERHEZNMEARMHA (I wanted
to remind you about), RZEMEEAVIFELE AN, 59 MRERIE IR B XMNIER S, =2
SIFA; BREE R, NORMEEELEMAIRT,

I R

1. chase people up - fi#dp. ik — AEHIR, FXRESHEE, up EXEE B, %2 WIBSE
H, & Th kB, BEE TN77REE, REERE R, 2048, Hremind 4£3). Hurge HE,
A A AT : chase somebody up / chase up an invoice, BBC RISt S5L1#E: "So when I
have to chase people up at work I don't mind because generally it's just something they've
forgotten about or they've missed the email." (TAFHEABIHANE, BENTHER T, KFEED
HEfE) WD ZEE R B up & 7 —— 8 chase people S#FfR N FHIAY MEE AML; W55 chase
after GEXRFEN) BIE, * SR E RS, Sehi—Hf] Sorry to chase you up &M ERA,

2. have you had a chance to - & ANE - — F—XEHDPES AN, FHEHF HEREHIZ, L
2 T, WRAETEERIANTIRIC, HURIEII F, MR AR AR ——7Phil &8¢ "in that way
you're I guess showing more respect to the person that you're emailing.” GXFEHIEN A NFRIEHE

" WOFIEE, BRBSE
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ZWE,) M to [FEINAER, have you had a chance to... look at the report B2 iR, TR
#2i% did you have—EITESERIN AT TEIHFTAN L) FMNE, —IEENTT ERBIEE R,

3. I wanted to remind you about - FAHFEEEIR- - — F_REHETF, Pippa FFMEREIN: M
AR IR A, BSOS firm (URE) #2k; {H wanted A AR, NHESR B THE) —Phil e
ikf)F "a bit more distant" (EHi%—r). X2HRAXIG TIEEARER) (IBIFE &S5 —Hi
AR Z G, HEYSEHEHS K I want to remind you——I87535E4, HEERIT EXG N@EH; A X
X wanted RIMER. XeEEIEHE TINSEH=EKML) fEHNE, R I was wondering... kb Tam

wondering... 5,

4. escalating the problem - f[E A (G LY — R EMES ARG, escalate 45 TR 770
B, $OEIEE B~ ——Pippa HINE RIER: involve someone more senior (LEEEEIFIMAS
5), BAMEREIDI%: "vou might copy in on an email a manager." (B HEIDI%E—NEH,) BED
MHorE) WIE, —UH O TIRESNER T R, BIMEE TBKR) M. Phil 428 T —T: 4
—HE NP (adding lots of names) RIMFL, ML ——IDERE W, SRR 77471
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5. get back to you - IR, HPRIIFE —— Lt reply / answer B [11E, BEHOER (EE0R), 588 [EISLSG
ANEE), B [FRE—SIEY %, MSkR#ERAE: Tl get back to you by tomorrow; #7855
H'&——Phil IRERRLF R "It's certainly very frustrating when people don't get back to
you." (BIAARER, SAEILAIUE,) Bl5 get back CGREINEMHL) JE¥E: get back to the office Z[FIFA
%, get back to you ZFIER, BENAEERZE, Al —8R TREEEM); EITERE TEKR
M4, %W hope to hear back from you,

I . IF: MR

5% HhSRE JE Sl

start really polite —HEMAEE &SR "And [ always start really polite."

chase them again and — Ji ik 2 2 AR "you have to chase them again and again."

again

chase people up filEdp, BR¥E (R%E "So when I have to chase people up at work I don't
AR) mind"

over and over again — i S — i "if you have to do it over and over again"

in a polite and AL Xt "how to remind people to do something in a polite and

professional way professional way."
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I = e AT

(OFS HhSORE X JE Sl
responded to you BRI, B PR "if they haven't responded to you"
time and energy ISt RIAIAE /) "we spend a lot of time and energy at work"
go back to them (5] SKFFER AT "We just mean to go back to them on email"
ask them one more FR—x "to ask them one more time"
time
tend to . T "people tend to be very polite and friendly"
send another reminder — FXk —HHEE "you might have to send another reminder"
convince them BARARAT "how you can change your language to convince
them"

get the job done EHEEE, EEILT "to convince them to get the job done."

¢

0+ JERE SRV P2

%% H SR J St

just wondering A —TF, FREE: - "just wondering if you saw my last email."
(ZWTT47)

aren't always direct AR N SY Nk "people aren't always direct"

allowing for the B R RE, AT "you're allowing for the possibility that they

possibility Hh might not have seen it."

less direct BEGE, Mo ERE "It's less direct and it's quite friendly."

have you had a chance BERANZ (RLE "have you had a chance to... look at the report"

to 1)

remind somebody TREESE NI LSS "a good way to remind somebody about a task"

about a task

difficult to find time HE DAFHh HE s ] "or difficult to find time."
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if you are able to

deadline

vague

or else

sent an email off

had a response

I wanted to remind you

about

a bit firmer

a statement rather than a

question
a bit more distant

do this or else

please could you finish this

by

very clear what needs to be

done

FRSCRE

GHIRIREE- - (FEAR
S HIRR)

ok 3

ERIE, R
Ao (B JE JEAEIR)
AR T R
Lhel|EiE=1

PAESEREIR - (R
i)

A

MR A2 R

B EE R
ST TR

TEFEREALE - AT TERR
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JESC il

"if you are able to send it by next week that

would be great."

"giving them a deadline, a clear deadline"
"which seems quite friendly and quite vague."
"they actually mean 'do it by then, or else'."
"We've sent an email off politely"

"but we still haven't had a response."

"You could say I wanted to remind you

about..."
"So that's a bit firmer."

"it's a statement rather than a question."

"which kind of makes it a bit more distant."
"'do this or else' as we said."

"please could you finish this by... the end of

tomorrow"

"It's very clear what needs to be done and

when."
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i) 5%
Otherwise

introduce the

consequences
explain the urgency
lose this client

would you mind

HSCRE L

Ao (5IHIER)

FIHUER

AR

KERXAEH

X

EATAT - AR
#)

2

mis

7. USSR B

il 2%
haven't heard back

a different way of

communicating
pick up the phone
going to their desk

follow up with them

escalating the problem
copy in

get overlooked

{19°% 3

pSeZrel| By

A )iE 75 7N

RN (ERITER)

AR 75 TR

B (HkZ Ja b
HR )

EEE T (F bR m)

Eprytiaiiges

PR, Bl
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=9valko]
"And the next one is Otherwise..."

"you would use that to introduce the
consequences"
"it might be good to explain the urgency."

"otherwise... we might lose this client."

"Oh would you mind if you..."

Eevallke]
"we still haven't heard back."

"just try a different way of communicating

with them."
"So we could pick up the phone."
"going to their desk in the office"

"You can then follow up with them on an

email"
"we could consider escalating the problem."
"you might copy in on an email a manager."

"make sure that a problem doesn't get

overlooked."
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final reminder

this is your last chance

the urgency of the situation
workplace cultures

culture of politeness and

informality

ISIE[NESiERES

W&~k

LI SRR S

1t

B . woe: sz

5 S
persuade people to reply
work with on a regular basis

being friendly and being

business-y
stay professional

get back to you

get on with your work

chase your colleagues or

clients

instant messages

S15°% i34

i &l NETE=S

HEHEHE

IR
A

TREFL L

[FIEIR, IR
[

AREAEIEIRAY
TAE

EFRFHRER

LN REEDSN
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JE S Ag
"this is a final reminder about..."

"this is your last chance... to contribute to the

report."
"they know the urgency of the situation”"
"in some workplace cultures"

"there is this kind of culture of politeness and

informality"

JE Sl
"try and persuade people to reply"
"you work with on a regular basis"

"that difference between being friendly and being

business-y"
"you also want to stay professional at work."

"when people don't get back to you."

"to get on with your work."

"when you chase your colleagues or clients."

"phone calls, instant messages and video calls"
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I B vomsos Geaminn, M)

[DFS HhSORE

mentioning it at a meeting 12 bR —W

I don't know if you've seen my emails AINEEE BRI RAH (HEAE )
I would really like your report by tomorrow P LA B R ARG R & CHTHTEL L)
at this point TR

day to day work HHE T/

respond to your boss HRENFCKIR], whlE T

the balance between being friendly and being businessy K5 RERIZ AR

break out st B OREERGIESEEE
remain professional (R SR I AZNT]
straight away SR b

I Hh IR BL

MR =R, NAZLEMN. F—BRET AR just wondering if you saw my last email? &
K +h—4] have you had a chance to look at the report? E&shER, A —KIES: [wanted to
remind you about the deadline, FH#HASA: please could you finish this by Friday, /55
TREAER: Otherwise we might lose this client, BT, BLHAEEE escalating the problem——
PREIDIREBZ B, ICASEFT RIS,

SEFEL WFEH=K, MELEW. B—ERAIDFEHIT L TR, EFH LE—H
HRPF T IG? o BRREAN—A]: THRANSE — MR E? 1 CREshE, MitiE=ot—%: AR
ME— NEUL BRI, FFAHBARNR: DERIEESER AATER? | R RBER: TEMEAMATRES
RERNFF ) AT, SURRES BN BN — NI DREH AT, 25 7e T IS,

—A i E

EANDERLIR, NMERITR, mifE 2B 2 ek (Have you had a chance to...), FAHf
(Please could you finish this by...), ®&EA#1EM (This is a final reminder), B—F#EEEH, H
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Pippa: What happens when you ask someone to do

something at work and they haven't done it?
[l 5#15%] 1 feel OK about it.
[IFi]9:15 %] And T always start really polite.

[IF]4:1% %] But, obviously, if someone doesn't reply and then

you need it and you have to chase them again and again.

[[F19515 %] So when I have to chase people up at work I don't
mind because generally it's just something they've forgotten

about or they've missed the email.

[[F]95i5 %] But yeah it can get a bit awkward if you have to do

it over and over again and you're not sure why.

Phil: Today on Office English we're talking about how to
remind people to do something in a polite and professional

way.
Pippa: Hello.

Pippa: Welcome to Office English from BBC Learning
English.

Pippa: I'm Pippa.

Phil: And I'm Phil.

Phil: And this is your podcast guide to the language of the

world of work.

Pippa: Today we're talking about how to remind somebody
to do something if they haven't responded to you, or how to

chase people up at work.

Phil: Yep, as we heard at the start of the programme, we
spend a lot of time and energy at work reminding other

people to do things.
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Phil: So, Pippa, what do we mean, when we say we need to

chase people up at work.

Pippa: Yeah, so we don't literally mean to chase people.

Pippa: We just mean to go back to them on email or speak to
them again to ask them one more time 'can you please do
this thing' or 'can you reply to me?' or send whatever you've

asked them to do.

Pippa: So it's basically reminding somebody to do

something.

Pippa: We use the phrase chase people up.

Phil: Actually, when you're chasing people up it can be quite
important to think about who you're chasing up because

we'd probably chase different people in different ways.

Pippa: Yes, in the UK, where we work, people tend to be very

polite and friendly when they first chase someone up.

Pippa: Of course, you've then got the problem that they

might not respond again.

Pippa: So you might have to send another reminder and

then another reminder.
Pippa: So you might change your language each time.

Pippa: And today we're going to talk about each time you
have to remind someone about a task and how you can

change your language to convince them to get the job done.

Phil: So we'll start by talking about the first time we need to

remind someone of something.
Phil: What phrases can we use, Pippa?

Pippa: Yes.

Mz, BaE, HBATGAE TAEHTHRE
R RN, AfRRfEA?
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GLIPN:IN
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N

A, XA En R R N R
HH,

FATHAIREIERZE chase people
up.
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b NFERAESSIN, IZAT RIS K,
fRfE T E EP 5L AR,
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FATRT DA R R 15, Rie?

2,

B 5h I3 E

BREREE



[cn J§

ZiE chenglish.cn

Pippa: So if I was sending an email to someone to chase
them up or remind them about a task I would probably start

by saying just wondering if you saw my last email.

Pippa: What d'you think about that, Phil?
Phil: Oh, yeah.
Phil: This is one that I would definitely use a lot.

Phil: We talked about how in the UK, people aren't always

direct and this is perhaps an example of this.

Phil: It might be I know you've seen the email, I know I sent

the email.

Phil: But just wondering if you'd seen my last email.

Phil: Cos you're allowing for the possibility that they might

not have seen it.
Phil: Yeah it...
Phil: It's less direct and it's quite friendly.

Phil: It's quite a nice way just to remind people that is very

clear what you want them to do.

Pippa: And then I might continue by saying, have you had a
chance to... and then talk about the task I've asked them to

do.

Pippa: So that's asking them quite directly, you know, have
you had a chance to... look at the report, but I'm asking it

politely.

Pippa: I'm showing I understand that they're busy and I

might not be the most important person in their day.

Pippa: But have you had a chance to... is a good way to

remind somebody about a task that you've asked them to do.

Phil: And you're accepting the possibility that it might have
been difficult for them to do it or difficult to find time.

FITEA,  QSRIRE AP (e e SRR
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Phil: So, yeah in that way you're I guess showing more

respect to the person that you're emailing.
Pippa: Yeah.

Pippa: And a final kind of polite, friendly first reminder
thing you can do is you can say something like if you are

able to send it by next week that would be great.

Pippa: So there you are giving them a deadline, a clear

deadline, of when you would like the task completed by:.

Pippa: But it's polite still so you're still giving that
impression that you understand their time and you're almost

asking them rather than telling them.

Phil: Of course it can be difficult if someone is chasing you

up, depending who they are.

Phil: If they send something like that which seems quite

friendly and quite vague.

Phil: If they're an important person, if it's a really important
task, they might be using if you're able to... that would be
great but they actually mean 'do it by then, or else'.

Pippa: Yes, that's the problem with this friendly, polite way
of working that we have in the UK.

Pippa: Sometimes it's difficult to know.

Pippa: OK, so let's imagine that we've sent that first

reminder.

Pippa: We've sent an email off politely reminding somebody

to do something, but we still haven't had a response.
Pippa: What do we do next, Phil?
Pippa: How could we change our language slightly?

Phil: OK, well, here's one.

FTEL, MIXNAER, IRIZAEMILSK
MR RN R 2 A,
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B — ML RIS IE 75 3K
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Phil: You could say I wanted to remind you about... and then

you'd explain the thing that you're chasing about

underneath.
Pippa: Yeah, I like that.
Pippa: So that's a bit firmer.

Pippa: It's more direct.

Pippa: This time we're not asking somebody, you know, have

you had a chance to..., we're saying I wanted to remind you

about... so it's a statement rather than a question.

Pippa: We're not asking, we're telling somebody to do

something this time.

Phil: But it's interesting because we still have wanted.

Phil: We've got it in the past there, which kind of makes it a

bit more distant.

Phil: There's still a little bit of politeness there, but it's a lot

firmer than the ones we looked at before.

Pippa: Yeah, it's definitely politer than saying, 'do this or

else' as we said.
Pippa: What's the next phrase, Phil?

Phil: So: please could you finish this by... the end of

tomorrow or whatever time.

Pippa: Yes, that's nice.
Pippa: So it's still a request.

Pippa: We're still not telling them rudely to do something,
but we are being very clear now about the deadline: please
could you do this by... this time tomorrow then you clearly

say that's what needs to happen.

Phil: Yeah, there's not really any space there for us for

something different to happen is there?

Phil: It's very clear what needs to be done and when.
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Phil: And the next one is Otherwise... and of course you
would use that to introduce the consequences of something

not happening.

Phil: This is where it starts to get quite serious I think at this

point, isn't it?
Pippa: Yeah.

Pippa: It might sometimes be right to explain what's going

to happen if they don't do the thing.

Pippa: We don't really want to threaten somebody at this
point, depending on how serious it is that they haven't

responded but it might be good to explain the urgency.
Pippa: So we could say otherwise... we might lose this client.

Pippa: So we are reminding somebody of what might

happen if they don't do what we've asked them to do.

Pippa: That's just another way to kind of make it seem more
serious and more direct rather than our language we had in
our first email that was very friendly, really just asking 'Oh
would you mind if you..., if you have the time, please could

you help me with this important thing?'
Phil: Right, Pippa.

Phil: We've tried all those options and we still haven't heard
back.

Phil: Are there any other phrases we could try?

Pippa: Well, this is where it starts to get difficult.

Pippa: So we could just try a different way of

communicating with them.
Pippa: So we could pick up the phone.

Pippa: We don't do that very often these days at work, or we

certainly don't do that much in our day to day work.

=2 “Otherwise” , %, E
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Pippa: But phoning someone or mentioning it at a meeting,
going to their desk in the office to say I don't know if you've
seen my emails, but I would really like your report by

tomorrow.

Pippa: You can then follow up with them on an email, that
means just send an email to say I just spoke to you about

this.

Pippa: And then another thing we could do is we could

consider escalating the problem.

Pippa: Now, escalating is sort of a business term we use to
say we are going to involve someone more senior, So you

might copy in on an email a manager.

Pippa: That means you send the email also to your manager

or their manager.

Pippa: That will really depend on your workplace, what the
request is, what the consequences are of them not having

done the thing.
Pippa: But it could be useful.

Pippa: If they're not responding to you, maybe they'll

respond to your boss.

Phil: Yeah, it very much depends on the culture of the place

you're working, doesn't it?
Phil: And also how it's done.

Phil: It might be done in a helpful way to make sure that a

problem doesn't get overlooked.

Phil: Or sometimes you see people doing it in very cynical
ways of just adding lots of names into an email which is

perhaps slightly different.

Pippa: And then the final thing we can do is be clear about

when our final email is.
Pippa: OK?

Pippa: When our final reminder is.
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Pippa: So I might send an email saying something like this is

a final reminder about... or I might use the phrase this is

your last chance... to contribute to the report.

Pippa: What do you think about that, Phil?

Phil: Yeah.

Phil: Again, it's very good, cos it's very clear.

Phil: So it's just a way to make sure everyone knows they
know the urgency of the situation, they perhaps know

possible consequences.
Pippa: Yeah.

Pippa: And we should say that in some workplace cultures

you would probably be that direct in your first reminder.

Pippa: So some places, don't have this strange situation
where we have to pretend that we didn't send an email and
remind someone did you see my email and all these

questions.

Pippa: But certainly in the UK and probably also in the US
there is this kind of culture of politeness and informality
that means we don't send someone the final reminder

straight away if they haven't done something.

Pippa: So we've learned some phrases to try and persuade

people to reply and get the job done.

Pippa: So let's hear again from our BBC Learning English

colleagues.

[IF]9:15 %] OK, so when I have to chase people up at work.

[I79:15 7] T don't mind because generally it's just something

they've forgotten about all they've missed the email.

[IF] 515 %] But it can get a bit awkward if you have to do it

over and over again and you're not sure why.
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[[F]95i5 %] Sometimes it's more difficult to chase somebody

up that you work with on a regular basis.

[ 9515 5] It's a bit difficult with that difference between
being friendly and being business-y because you actually

need something.

Pippa: So, Phil, Beth was talking there about the balance

between being friendly and being businessy, or professional.

Pippa: What do you think about that when it comes to

chasing people up?
Phil: It does make it harder, doesn't it?

Phil: It means you can't... it's a lot harder to break out the

final reminder language, or to use that.

Pippa: But, yeah that's why I think, in general, we've talked a
lot in this series about having the balance between being

friendly and polite and professional.

Pippa: So you always want to be friendly and polite, but you

also want to stay professional at work.

Phil: It's certainly very frustrating when people don't get
back to you.

Phil: Especially when you need their response to get on with

your work.

Phil: But hopefully the phrases we've discussed today will
help you remain professional when you chase your

colleagues or clients.
Pippa: That's it for this episode of Office English.

Pippa: Remember, you can find courses and activities to

help with your English at work on our website

Phil: Next time, we're talking about phone calls, instant
messages and video calls, and the language we need to

communicate well at work.
Pippa: Until then, Bye!

Phil: Bye!
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