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Unit Forty—one
Receiving Visitors

Dialogue

(Opal and Melita have a very old and unreliable duplica-
tor. They have managed to convince Mr Ballito that they
really do need a new one. They are especially pleased because
Mr Ballito has finally agreed that they can choose the one they
want. Now Opal and Melita are discussing this matter.)

Opal:

Melita:

Opal:

Melita:

Opal:

Melita:

Opal:

I

At last... Mr Ballito says we can have a new du-
plicator!
Oh, good! This one’s driving me crazy.

- Yes, it’s a dreadful old thing, isn’t it.?

Yes, it’s funny to have such an old machine in a

firm called Modern Office Limited.

Well, I've finally convinced Mr Ballito that we

should buy a new one.

What kind are we going to have?

Well, he wants us to find out the various models

that are available and recommend the one we
e 1 .



Melita:
Opal:

Melita:
Opal:

Shelli:
Melita:
Shelli:

Melita:

Shelli:

Melita:

Shelli:

Melita:
Shelli:

want.

Hm, great! When do we start?

Well, you can start right away by phoning
Maria and asking her to send up some bro-
chures and pricelists.

Maria? She’s Mr Shelli’s secretary, isn’t she?
Yes, she is. Tell her that we are going to buy a
new duplicator and ask her if she has any bro-

chures.

I
(on phone) Shelli.
Oh, Mr. Shelli. Is Maria there?
No, she isn’t. She’s away today. Can I help
you?
Well, Mr. Shelli, Mr. Ballito says we can have a
new duplicator and we can choose the one we
want. Have you any brochures we can look at?
Yes, lots. You want an ink duplicator, of
course?
Oh, yes, you can run off more copies on an ink
one and stencils are easier to type than those
spirit masters.
Now yvour old machine’s a manual, isn’t it?
Yes, it is hand—operated. ‘
Why don’t you have an electric one this time?



Melita:

Shelli:

Melita:

Shelli:

Melita:

Shelli:

Melita:

Opal:

Melita:

Opal:

Melita:

Opal:

Melita:

Opal:

They’re much quicker.

But are they easier to operate?

Well, they’re not difficult to operate.’

Well, could you send us some brochures for
bothk manual and electric machines, I mean.
Yes, I'll send them up immediately.

Thank you very much Mr Shelli. Goodbye.
Goodbye,

I

Opal, do we want an electric duplicator?

No, I don’t think so. The electric machines are

much more expensive than the manual ones.

And large too.

Yes, it would be nice if we find something

smaller... something that takes up less space

than that big old thing.

Well, the newer machines look very compact.

Here, what about this?

(Reading Voice). “Manual table model, load-.

ing capacity one ream, can be supplied with

own twodrawer storage cabinet for supplies,

used stencils, or will fit on standard filing ca—

binet.”

Well, that seems just what we want.

Yes, I think I'll recommend that one and as
e 3 .



it’s cheaper than the other models, perhaps we
can buy the storage cabinet too.

Melita: And at last we’ll have a proper place for keep-
ing the used stencils.

Text

Duplicators are very useful to secretaries. But Opal and
Melita have a very old and unreliable one. It’s really a funny
thing to have such an old machine in a firm which sells mod-
ern office equipment.

OPal has been trying to convince their employor, Mr.
Ballito, to buy them a new one for a long time. At last Mr.
Ballito accepts Opal’s suggestion. He wants Opal to find out
the various models available and recommend the one they
want.

Today Opal tells Melita all about this and says they
should start with the investigation of different types
available. Melita telephones Miss Maria, the secretary of Mr.
Shelli, who is the sales manager. Mr. Shelli answers the
phone. He says Maria is out but he can help Melita. He tries
to persuade her to have an electric duplicator and lists a lot
of advantages of this kind of machines. Melita asks for some
brochures so that they can discuss the type of machine they
want to have.

Having got the brochures and pricelists, Opal and
Melita begin to discuss which type of duplicators is the best

. 4




to buy. They compare an ink duplicator with a spirit one,
and find that thousands of copieé can be sum off on ink du-
plicators but only a few hundred copies on duplicators that
use spirit instead of ink. Besides, Opal and Melita must make
a choice between manual machines and electric ones. They
never doubt of the efficiency of electric machines.’But the
electric machine is not easy to operate and will cost them
much more money. So they finally decide to recommend to
Mr. Ballito a manual table mode!l which is cheaper and more
compact than the others.

New Words
crazy|’kreizi) a. JWIFHY: R BHY
dreadfully[’dredfuli] ad. 4 A 1Ry
dreadful[’dredful] a. 4 A AR E
funny[’fani] a. 4R HEERY
available[a'veilobl] a. 5] Fi#9; AW
pricelist{’praislist] n. E#r3%, M HFE
spirit’spirit] n. ¥i¥g: FUF: WKSHR
master/ma:sta]n. (Hl) FTHHEF, &
electric[i/lektrik] a. &1 1Y
. operate['opareit] v. #/ETE
. expensive[iks'pensiv] a. 7E #IK, LR LR
. compact[kam’paekt] a. /NIGHY; W IFEER
. loading['loudin] n. 7. #HE

. capacity[ko'peasiti] n. 755t
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I5.
16.
17.
18.
19.
20.
21
22.
23.
24,
25.
26.

ream[ri:m] n. $(EKMIFR PN, Ay 500 7K)
drawer['dra:5] n. i

standard[’stendad] n. Fr#E

proper{'propsl a. E-SHI, EHYH
unreliable[anri'laiobl} a. Aa] £ 49
suggestion[sa’d3est[on] n. H1iY

investigation[in vesti'geifon] n. J#&; WAEDIA
different[’difrant] a. R[A]
advantage[od’va:ntidz) n. t£ & FHH&EMH
compare{kam’peo] v. [LF; X HE

choice[t|ois] n. ¥+

doubt[dout] n.v. 17 8E: A5

27. efficiency[i'fifonsi] n. (%; HAE
28. cost{kost] v. £ (&2 BHEL 37 1)
29. hand—operated['h&nd’opareitidl] adj. & T#4F
Phrases
right away v o
send up BERE WRBELEX B
look at E BHE BE
take up C HECGEY; BHE EENE)
supply with HERY )
at last B’F¥
compare with Heseos (LT
instead of RE mA



Notes
1. At.last... Mr Ballito says we can have a new duplicator.

BRAHEEEA TSR RIKHIH L.

Well, I've finally convinced M. Ballito that we should
buy a new one.
e, AT ULAR T ERIFE e TATINV B 595 BN
.
FELL B A)rh finally... at last... ZRFEHERRA, R
EAEAFHNEARTGE.
2. Well, they’re not difficulit to operate.
AW MATERIE AT A B AE.
not difficult to operate f£—FfHLFT W ULIE. L FHEM
e $hif K E RS R Bl A4 a] ARy
they are not easier, they may even be a little more diffi-
cult to use than the manual models.
3. Opaland Melita began to decide which is the best to buy.
WRCA R KR TR MR A R R B R .
which & ¢ [lCiaEl, M1k iR,
which is the best one to buy {E decide K EiE.
4. They never doubt of the efficiency of electric machines.

b ATT 48 AN PF BE PR B AL 2R B4 3R

Word Study
1. operate v. ¥24E; Fah

(cause to) work



1). Do you know how to operate this machine?
PRAEX & DL SR RIED?
2). The lift was not operating properly.
AR A IEHIBTT.
3). The machinery operates continuously.
VLS EAR EHGE
2. doubt v. {75
. _ hesitate to believe
'1). 1doubt the truth of this report.
RIFZEX S W L.
2). I'm sorry that I doubted you before.
FARHTHK DA BTH G PRBEIR.
3). 1don’t doubt that you are honest.
BRI AR EEIRET 3K
3. costv. BB (&4 BHEL FFyeeree)
require the payment of
1). That suit costs me over £ 6.
BEXKMATR 6 ~£ 54
2). How much does it cost?
EEEZE?
3). Repairing this car must cost a lot of time.
BEXERIRELR S R E.
4. sendup B (&, WF) & L% 2@
submit to
1). He sent up the report to his boss.
fi Y EAR 2 T X RS



2). This report was sent up after we discussed.
BRMEERITREREET.
3). She sent up her application for this job.
W T X TAE#RE T .
5. takeup i % (BY[A]. M. HEEH)
occupy
1). I'm sorry to take up your time.
AR & AT ARE 1],
2). You have to come early to take 1p a seat.
AR Sk G — ML E.
3). The ocean takes up two—thirds of the earth.
WBHELHMRH =02 .
6. supply with #ti7, #4t,
give
1). Who supplyes you with meal?
W Rz 12
2). Cows supply us with milk.
A AR HR B 1.
3). This shop supplies us with all we need.
EAREARNBBEFTERINTBENHRT.
7. compare with (to) e« th 35
judge to what extent persons or things are similar or not
similar
1). He compared London with (to) Paris.
it ER 5 EBOHLE.
2). It was a small place then compared to what it is

» 9 .



now.

SR LA X R— Db .
3). He began to compare himself with the students.

HbFF EA3E A ) B G X e A A,
¥
BRI HE
x i

(B bt Fo k HBEA — 3R B HLERERG T, &
NABEEAfeL L ABERNEESE 0. efliet
ARG F B BIATT A ih — ) E 60, HbiefBs;
B3k, MR EK WAk H R E T4 F,) '

!
BX fa: EFFL e AT B R RAT AT LK — B ENHL
-
AHeFsE: W, KFT! XEENHEERK .
B fa: R, MER—MTKHBIAEE, 2?2
KA K ANH2REFRAFEFRIMIBER

ﬁ’ E%%ﬁ@ .
B Spmy, AT RR T EAFELERLBHH
.To

KFHE: AT LI R WE?
« 10 ¢



Bx A:

B 1A:
BX MA:

HFE
EX A

B #:
KFE:
i R
HKFIH:

ﬁ‘ﬂ:
KFNIE:
B F:
KFE:
B R

KFE:
B

PO AT — T B 5L 1 A 4 R
. RIE IR E.

M RHET . BAIAE AR R

URFTIA Y L4 PARTREATFO SR, IR —Hei3t o
AR

B HIE? SRR fe sk R g

Rl HURMTRATIT R MBI [k

EBH XTI .
i
TR A

M, WASEE, BhERIEANG?
A, WARTE, S RBER. HHY?
R, BFEL. BRAEEREREITATE—
FRHE R EDHL, i IR BKA . AR
BAERHABLERNEFR?
YR, AL, RITERBEWMBL DN, Xt
7 '
A4, MERA EDHLA EP A 5K BOR HL 6 P
S EHLENR KB E. MAITSREES.
PRATELEE RS EPYLE Fahfy, RAR?
X, RFEH.
AR AL — R B HIIR? ML ST RTG
%.
AL HIE SR
XAEE . RBIHNRIEE RIS EAE.
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W
SHF
W M

KFE:

B 1

HFiE:
B MR

HKFHE:
B fa:

KFE:
B fA:

KFE:

W, HULRRER A RATE — L G TS
52 ENHLERT 5 B 45/ VBT R W
BRE. B EXk.

FEH g, BWAEA. BR.

/R

Jill
BKiH, BATEAK B3N B
N, HWEAEL. HIZNHHTFHNERE
ER
MHERBEREEL.
TEEER. MRRIIGELE /D AHREF
T. HBAVERXERI LA G S5 .
2. XEFIFEERBMRNDIT.
W, XA FHELE. RER . &K
RS 00 S ENAL AT AL A P 45 19 R K
., BTEEARYSAESER. ZLERT
Ld X FHE.”
#. BRXBRRRIMNBENREST.
B, REEREXA. XREUR IR
fEH L. WIFRITE AT AR B,

RMNAERERH TR EERT .

R X

HENHL R HIEH A H. [EEEFORFEHZ EPLAIR
BiH, HHBER. 2RLEAAN2REHLRERBCH
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