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Unit One Around the Office

Lesson One Describe your Office

Equipment

I. #W#R (Background Knowledge)

“Equipment” BAT 4, T HM TERBNEMTENLTHRIRENREZR
B, EHAE, BAKNRENFITEN (typewriter). X FAHEHL (word processor). THE
2 (calculator). FHE (desk). ®F (chair). TEE (counter). HiiF (telephone). {RE ML
(fax machine). XfH4E (filing cabinets) VAR HZHAMHP AR E . BB THILHARE
MNTFHABRHEI/EZXREE. —MNEFN. WSEEE. 2REENHLBAANERIXER
HRRICRIE B, A ESERARRHE SR RX 5.

O. & (Samples)
Sample 1
A: 1 do want to meet with you and take a look at your catalogue. We’re redecorating and are going to
add some things.
B: Well, I’ll be glad to help you out. I can come out anytime on Tuesday or Thursday next week.
A: Let’s put it down for 1:15 on Thursday. We’ll definitely need some new filing cabinets and at
least one desk unit.
B: Fine. I’ll bring both our office furniture and equipment catalogues on Thursday.
A ERRTMESPARETBATHXNE. EXNER, WNHTEE T ALK EURTER
B

B
1. catalogue: (A&, 1%, BRYFHR) HF
#illn: Look in the catalogue to see whether the library has this book.
E-AEHX, BEEEPBHEERAAEXEH.
2. redecorate: EHEE
XA HATR “re- (EHee--- )” FIE4E] “decorate (FE1B)” HMk.
. Iam going to redecorate this room next month.
RITE T M REFRBRXANFEE.
3. help..out: GREN) #HEIEA
#40: My mother helped me out (with some money) when I lost my job.
BRVNEE (5T R B8 TR



CEE3E

The children help out in their father’s shop when things are busy.
ERITE, BFNEEEFEENT.

4. putdown: B, idF

ltn: Let me put down your telephone number.

ERIBRIEIESHEIL TR,
BERL:
A: RIOBERGE—T, BEERNOEHER. RIVEEEFERSE, WERHFEERA.
B: M, RERFBRELEE. TR 2R R AT B K.
A: FEMIREERSN 115, BRITEEFE - LHXGENZEDO—EBHAEHAR.
B: #K. BEHNRERMNDAFKEMPAREH EHREWER.
Sample 2
A: We’re going to need a lot of new stuff after the holidays. Let’s make a list.
B: Fine, Mr. Richardson. What do you have in mind?
A: Well, to begin with, we have to get a new desk for you and I’d like to replace that old typewriter.
B: Yes! I agree! We should really use another one! I’ll get on that right away! What else would you
like to order?

KRR THEFREONE. BAEXE, XX TEME LMD HAFRERT —
y=g/ U8
b2y 3
1. tobegin with: H5E

. We can’t possibly go—to begin with, it’s too cold, and besides, we have no money.
BAIREART—HE %, REKAE, HiK, RITEHER.

replace: E#, H

#ltn: You’ll have to replace those tires; they are badly worn.
HUIAE IR, ENBHREREET .

BHFL:

A:

>

BHLERITEEEFSHAA, WIFIKETE.

B: &, BEZEE. BHEMIFABE?
A:
B: If, BB BIMEZBE 67! BXHEH! BLBITEMNA?

W, HARMNBEHERLKFRT, %%&’EEJ&%%B‘*IES‘T?&

Sample 3
Where is James’ file, Christine?
I had it right here a minute ago, Mr. Emory. Umm, Just a minute...
Christine, | know you are new here and there is a lot to learn, but you have to learn to keep your
work in better order. We can’t afford to lose an important document.
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B: Yes, sir. I apologize for that. Here’s the file you were looking for, Mr. Emory.
7E ERXHES, RESTRELZIRBIRR B L ERNO . XIRTHRRELE
BIAN o

B,
1. youare new here: FEIXHJEF “new” MEER “AREH, BERMW,
#4n: a young clerk new to the job
X TAERARBNERDER
2. inorder: HHH%, ¥BF
$ltn: Just give me five minutes to put my desk in order.
BAER S poEHE—THE.
3. afford: ZEMAEHERR “ABB/RE”
$tn: We cannot afford to lose such an important member of the staff.
REZXH—MEERRI, ROIATABENE.

BHEL:

A: BRITRREEMRIL, TRHT?

B: NIAETEXILWE, HREIRELLE. B, EHE—S)L-

A: FLEIE, REEREFRY, MHHREHAGEY:, BRLFAESERHITFER K
B, BOEFRAETEEM .

B: B, S, TAMWER. IREERPCMG, RRELE.

. WHRIAZHA (Useful Expressions)
We are going to add some things. A HESREL R,
Let’s make a list. PH{IFIFKE T
What do you have in mind? #&H {+4487%?
I’ll get on that right away! FRiX#i 37!
What would you like to order? #&iEA8ITE4+4 ?

R =

IV. %3 (—) (Exercises)
1. BEHFES PR ERT HXE

Kate: Martine? Did you remember to 1D (ERESRRGTRT ) ?
Martine: Oh, Kate! I’m sorry. 2) REEEMET) .

Kate: That’s OK, Martin. 3) (EEREEHREEH K, BRESBEMAD .
Martine: Definitely. I’'m really sorry!

2. EHEE
1) Mrs. Blackford is so that she cried for days when her pet dog died.
a. impressive b. touching c. sensible d. sensitive

2) No one would believe this story. It was quite
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a. upset b. unlikely ¢. unsatisfactory d. incredible
3) The headmaster had been trying for many years to money for a new science block.
a. increase b. raise c. deal d. ask
4) If you spill hot liquid on your skin it will you.
a. scald b. boil ¢. scorch d. bake
5) Keys should never be hidden around the house since the thieves know where to look.
a. reliably b. virtually c. invariably d. unavoidably
6> is an important part of American life because few Americans live in one place for longer

than five years.

a. Mobility b. Mobilizing ¢. Mobilization d. Mobile
7> The policeman stopped him when he was driving home and him of speeding.
a. blamed b. warned c. accused d. charged
8) The United States, unlike many other countries, receives a large number of yearly from all
over the world.
a. movers b. immigrants c. migrants d. emigrants
9) You should iron out the in that dress.
a. creases b. crumples c. folds d. pleats
10) The of two houses proved such a financial burden that they were forced to sell one.
a. uproar b. upshot C. upsurge d. upkeep

3. BRG] GETHEKISOHERIERF 30

A: I want to introduce this new software package to you. It’ll definitely save you a lot of trouble and
it’s basically pretty easy to use.

B: Is it at all similar to the system we were using before? I thought that one was fine.

A: The software package will let you do a lot more than the one we have been using, and I think you

will find it is easier to use than the last one. Let’s start by taking a look at this manual.
B: All right. I’ll give it a shot.

Facilities

I. W&AHE (Background Knowledge)

“Facilities” —i8) BN “ AHITE TS EEMTEMR RN, RE. AL,
BRE". EHAEFR, DARERNERETHAZTENRE. ®E%. X F—IHaEF)
WD AREN S, MRS THBRE:

(1) BT HHEBL (computer). BFIHEHE—MEEHLK. sEiTREZE. BF
BEHAMEENNCIZIBEHBETRE, TEMAEIUHELEE.

(2) XF4EWHE (facilities of word processing). FEH MRIEFKIRE. LEAIEN.
AT L. BEHRES.

(3) BfF %M (communication facilities). FEH BPL WK%, FREUERSZL. HEHL.
i, FEEFRES.

(4) E RN EH WM (facilities of information-storing and duplicating). FEH
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ZAREHL. RS, Botami, BERE. SHREs.
(5) HARERZhARMAMAR . TR EHFEN. DAERT THERE. T BRI,

II. M (Samples)
Sample 1
A: Excuse me, Mr. Foster? I was doing fine up to now, but then I got stuck. I think the keyboard’s
frozen.
B: Let me take a look. Yes, you’re going to have to re-boot the system. Take your disk out and press
the Alt, Delete, and Control keys simultaneously.
A: [Isee. Okay. The system’s come back up. But I’'m still not sure what I did wrong. Could you watch
what I’m doing for a minute?
B: Certainly. Go ahead and I’ll see if I can spot the problem.
RRE—AXTHRBEEE BN IE. X1EDRASFRN, ESTREED, BNHR
THHE—ERBRT . ANEEFRN, IXBNTEREFEHRSE, KRR, REH
Bf$#% Alt, Delete, Control £&.

2y 8

1. the keyboard’s frozen: BT
2. re-boot the system: EH/BEIERE
3. spot the problem: 3 H &

t 28
A: XAE, BIEELE. B—HBITEAE, UERRAFRET. RERBREVYIET .
B: ibBKRE—R. ZXH, REEFHEHRSE, REKHE, REFRRE Al, Delete,
Control 4.
A: B, I, RESKET . ARERNERNIA B AT ET . RHE— TFTRIOBELTFG?
B: AR, RMEOE, REEREAETE R .
Sample 2
A: How did you do that flier on the computer, Jack? You remember the one you did for Martin’s
retirement party?
B: Iremember. I used a software package called Smart Draw. Why?
A: I’'m trying to put something together for our office Christmas Party. I have two images and ten
lines of text to combine for an invitation.
B: In that case, I would use Adobe [llustrator instead of Smart Draw. It’s easier to use. Just click onto
the icon that says Adobe.
PAER—MEE S E WA T RITRINE. RGBSR, &% SR8 — 585
8, ANFEGCEMEMRE, HREFEHAT, WRAENREZSH —TELR, ol
WERA, FHFENHBEHAFES.
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T

. asoftware package —NKHA

put something together: ZHfk, &, &
#in: to put together a proposal
B —MRR

. inthatcase: WIREZIMERNE, ERMHELT

% They may not offer me much money, in that case, I won’t take that job.
S RU ITHTERASE, WREMFENE, RENEZHGITIE.

$HEL: ' .

A:

>

B:

A:
B:

FRREFERAENRIHERK, A? B85, RADTERRESEHIIHH?

B: &%, BAKE—/ M Smart Draw K4k, E4AT?
A:
B: XfXFEM, F4SHF Adobe Illustrator i A Smart Draw, XAFHERERSE, AT

REABRMNDAEZERLEHAEH. REM—AEFHES-HT PR,

5% Adobe HEFREITT,
Sample 3
All right, Mr. Ray. So, you’ll bring the two Xerox Copiers over Thursday afternoon?
That’s right. Then we’ll do an initial maintenance check on them. After that, we’ll come by every
six months for a routine checkup.
Otherwise, if we have a problem, we can just call your office, right?
That’s right! Here’s my card. There’s a mobile phone number on this as well.

f EEEXET, —MREEH FRIHEAR, B—ARBL2EMHITHEAR. EXE

. OWTHE TAKER (BRI, FEHTEERSHIAZ CIEE#TANBE,
CUE SRR 6 ™ A RM— K EHAED.

%
1. copiers: KEIL

2.

3.
4.

initial: JFARH], BRI

i ﬁ[l: The initial talks formed the basis of the later agreement.
BYIRSWER T &R B Eas.

routine: H

mobile phone: FHl

BHEL:

A:
B:
A:
B:

Yl BHEAE. X AUREEHI TR & Rk R ETHL% R ?

5o RIFBAENRITRAIRE, LEBATER 6 MARB—KERRE.
Hoh, MBEEMAAE, RIOEESRDAZITHIE, XHE?

Xt. XEZHEZ ), LEREFRBFIS.
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Sample 4
Hello? Is this the Maintenance Department?
Yeah. That’s right. What can [ do for you?
A: We’re having a lot of trouble with our printer. Could you come and take a look at it sometime this

@ >

afternoon?
B: Let me see. Yeah, all right. I’ll be over about two.
FHEEREAES, BARITEHKEET T EIT, BEEBHMITIENREN L
I SR HERR R

B
1. Maintenance Department: #4530
2. have trouble with: HRRL, ARERMI
$lEn: We’re having a bit of trouble with the baby — he won’t sleep at night.
XS BRANR T mARS—AhB A5 .
3. I'll be over about two. T ANLABE mshid%.

$HEIL:

A: BEF! EREAEBIRG?

2. RESBTG?

BAVITEINLH T RULAE. B4R T F iR kE —T5?
UREF. HFH, BRAWAMHTE,

@ >

. WRARIEHA (Useful Expressions)
How did you do that ;ﬂier on the computer?
P 2 el 75 e iR B WS R ?
2. Could you come and take a look at it?
BHELRE—TG?

3. The system’s come back up.
REXKET -

4. The machine is broken down.

RENBERT

- H

V. %3 (=) (Exercises)
1. ETFHMBGER FEFERRX
1) REX—FERBEAORNTEG?
2) RS AAR TG
3) A: BABATHAKRL?
B: 5%#T CD\ (RFMHL) Dos, RJ/5EI%E, HIT FormatA: (BS)
4) BRERREENEEDPAENEETE?
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5) BRERMNEEF/SHEEN, —SHNBOLITEN, UREDLHEEEREEN.
2. EEE

1) Itis of you to let us know.

a. considerable b. considering c. considerate d. considered
2) Barbara in doing it again though she had failed more than a dozen times.

a. resisted b. insisted c. persisted d. assisted
3) Since you are already above the age limit for the job, I am sorry that you are for this

position.

a. inconvenient b. indispensable ¢. uncomfortable d. unsuitable
4) Itis kind of you to reply to my letter without

a. denying b. pause c. delay d. thinking
5) They are very for our help and support.

a. generous b. reluctant c. grateful d. rejoiced
6) My son likes sweet and sour pork; it’s his meal.

a. delicious b. taste c. favorite d. favorable
7) How can you your goal without any effort?

a. maintain b. contain c. sustain d. attain
8) Fresh air and good food are of much _ to our health.

a. benefit b. advantage c. profit d. interest
9) The prices change according to the exchange rate.

a. individually b. constantly c. measurably d. temporarily
10) Your dishonest action caused us a lot of

a. distress b. identity ¢. circuit d. mystery

BRN1ERIF

RALAHMAL T, TERITHAFRLEER, EBAEEAHG?
BRAR. BRERKITENSEOREARN, BRIULEE,
B4 WA ? WOATEE! MR, BRERET.

— R, B, REZ-XRHERERBIFNET .

P>

Stationery

I. W& (Background Knowledge)

“Stationery” —HINEEBR “XR”. EXED, BRNEZETHENLAHRK. BEWNE,
DARMRBENMAZTHEPAEMERANEENDG. HDAORAMKMNRME, TENESFELK
(paper). % (pens). S EI4E (duplicating paper). 153 (envelopes). B IEW# (correcting fluid).
F# (dictionary). P74t (paper clips). iTH#L (a stapling machine). 4] (drawing pins).
£ EF (memopad). X (files). ITERHLEHF (typewriter ribbons). HLiEETE7# (telephone
directories) %.

BuF A HSHEETAENREDARE. RIELENTER, BRI ERYFRRRE.
HEBRENERDPLALR, BHETHEERNENL.



