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SECTION I: DAILY ROUTINES £ —#f4: HE Z<HE

| Getting Ready for Work |- B 1jij () 1 6

Key Vocabulary

ironing board

VERBS #jid
brush il
check =5
drop off BF, B, XhE HWE
get [got]dressed ZFEFXAR
get ready or A
grab BZF, 4
iron Bz Tina picked out While she ironed her ...she watched the
pack T8 some clothes to wear. blouse... morning news.
pick out Pk e e AR QBRI e e & S
put on Ft s
shut K] - clock
take [took] a .
shower A itk EZR%
wake [woke] coffee maker weee)
up B2k, nype
wear [wore] Z \
NOUNS #id Er@ (
alarm clock %
blr?use fﬁﬁﬁ Then she got dressed. As she made breakfast, Then she ate breakfast
briefcase AXE she checked the time. and read the newspaper.

brown bag  fE¥ SRIE MU AR
bus schedule AXZEMZIF

bus stop ZEuh

RIS TENR.  RERIZRE, AR

cereal BERS, XHiE “ERE
closet A

coffee maker WIHEAL

dress ¥k, MR ERE”

dress shirt  IEZRFIK
dress shoes  IE¥#
dry cleaner Fii&

iron Bt

ironing board Z#k After breakfast, Tina Then she packed a ...and put some papers in
jacket ii# brushed her teeth. lunch... her briefcase.
khakipants E% | ‘o S G RAE eeenen S S RN
o NSRS i_m@n 04 4 - @ﬂﬂ B S PR
loafers FEfEE = X

muffin AL

newspaper R4

pants T

For Special Attention

panty hose  E##H
polo shirt BER%

skirt ¥4
sweater EX e check the time: Z&ER}E e checked schedule: E&E /T [E &R
tie Bk e pack a lunch: {TEFE e on the way: L
e dry cleaner: F3/& e dress clothes: IE3
OTHERS HhiaiC e grab: i, HRiEEi o khaki pants: BXEAIF R
casual b= 4:0) R
on the way  #&BgE
ready BELT



She shut the door as she left
the house.

I RN OC BT ]

Hi. | have two blouses
and a skirt.

fR47, RAFLH
YR RTE

laundry
- IRBERIARAR

She dropped off some laundry at
the dry cleaners.

WA R PRI AR BT o

Then she drove to work.

SRIE T 2R R I,

i $h
alarm clock

Matt woke up...
TSR o

He checked his bus schedule.
S T — F AR ERZIR,

...and took a shower.

AN

s AR -

ER—AHGE
—HRUEE

On the way to the bus stop...

fE SRS Lo

He put his clothes on...

A muffin and
coffee, please.

...he bought a muffin and coffee.

s T —AMAPEFA— BRI o

Clothing People Wear to Work in an Office _L#I&3

Dress clothes

3
xR
dress shirt
blouse %3 xf7%

jacket 5hE

skirt 3&8F

dress shoes

Casual clothes {E3




Key Vocabulary

VERBS i
arrive Fi&
enter BN
go through
(security) £f, 2%, XFig

‘T (R )
hang [hung] #
make [made]
small talk R

park =

set [set] wE
take [took]

i (an elevator)JEALEE £
take out 2
unlock FF81
work on il
NOUNS &
briefcase AXE
building K¥%, BE
coat ShE
coat rack ARMEZE

company lot AFEEH
coworker %

cubicle INENE, XHE “DAERE"
department #BI7]

desk NAK

door Ja

elevator B

floor #E

guard BD, &R

hall 1T, EB

office TMAZE

paper 7, XfE
receptionist #EFR

security e, XHiE ‘R
small talk W%

work area  LfEX

Tina parked in the company lot.

AT B A T

...and said good morning to the
receptionist.

------ SRR A A R R %

Good morning,
Ms. Perez.

B L, Bmikit.

After going through
security (see p. 10)...

W LRE (WA 10 5) -

...up to her floor.

For Special Attention

o park: 5%

e company lot: A AEE

* receptionist: &fF 5

e to take an elevator: FEH:

------ KB AT
e a floor: —M&E e hang:# L ERIRE
o coworkers: F% i elogiet
o small talk: X TRS. BHFRMIEE o 5 hook EERML
o down the hall: ;B & ER @J 1
on a hanger
BEREL




DAERIE . RSt

2%, RRERA.

Yeabh, but a little cold.
I

She went into her department’s She said good morning to some ...and made some small talk.
work area. of her coworkers... HIRET LA
SREREFLER T T AEIX Yy —LER g ) e

6]

|

e

She walked down the hall to her She unlocked the door. She hung her coat on the coat
office. BT T8N rack.
dhzE S E R 2 H O AE IhESNEHAEARIESE o

She set her briefcase on her desk. She sat down at her desk. She opened her briefcase and took
B AT AR L WAEM AR T Gk s PRt werkon:
MITFF A, EH—L T
icsh 8




Key Vocabulary

VERBS )i
call up FTEIE
check wE

forget [forgot] it
go [went] in #HN

guard el
identify HIA
recognize HHA

think [thought] &
wave (someone)

through EFRR (EA) B
NOUNS #&iq
access code BITHS
badge #E, XHE "B
guard R&Z
guard post P, XHPEE RN
guard shack EIE=
guardhouse BERE
key card $ARF
machine Hlag
pass BITIE
restricted area [hiPXi
security R4
security system L RS
slot i
supervisor BEAR

ADJECTIVES E&id
electronic B
temporary AR

For Special Attention

e electronic system: B8 FiR 3 &5

e access code: E{TH, FLERER
SGERFBESHEN,

e badge: REAMREZHNKE, B—F
SHHEM,

o recognize: iAH

e pass: BEITIE

e temporary: 5 EH

| Going through Security IBUN-Y ¥

- o

224 R L FRAR BB 4 X Sl —— AU D BN X gk

Security systems guard restricted areas—places open to only a few people.

With an Electronic System
ERBEFRSE

Then she entered her access code.
SRIE WA NI TS

Alice put her key card into the
slot in the security system.

TR 2 R
O A

The machine returned her card... ...and the door unlocked.

PR RO AReE - e 8T o

With a Guard (1) 5FZHHE (1)

'Good morning, ma’am. |

B, > FL¥, &t

—

Tina said good morning to the They checked her badge.

guards at the security desk. AT IS A A TR
FRIA LRHT B RGN AR,
o o 4

Go ahead,

Ms. Perez.
B, B
%+,

an

One guard waved her through... ...while the other opened the door.

—ZREFEFRER N e A—EZREMTIF 1o




With a Guard (2) 5FZH3HE (2)

W, Re
el e
SHHEM
SERE
To

s

' Oh, no! I left my I.D. at home)
U o 15

Matt forgot his badge,...

DEF S THEATUE, s e FirARZ AR
Sorry. We can’t remember What department are i,
everyone. you with?

AR, il o {REE BB 25
Rt NIH?

— Ao

...but they didn’t.
AT AR L

Yes. This is Matt Johnson. Sorry.
He works in Marketing.
4 5 N

ftAT IR AERR A T

...who came to the desk and

Sorry, sir. We can’t let you
through without a badge.

...s0 the guards stopped him.

Marketing.
7

They asked him where he worked.

The guard gave him a temporary

But | work here.
7z

/ RBEXT
Y 4 b

HFE, ke
)

REBTIER
NFRERATo

<

He thought they might recognize
him,...

fli LAy R AT AR

Hello, Marketing.
We have a man who says
he works for you.

IRYF, AIHEBB . FATX

They called up a supervisor,...

A IEG— AL EAT LA,

Thanks, | won't forget
my badge again.

il RASH
SHBTIET o

...and let him go in.

identified him. pass... Hi gk N o
X EERBIEE, FOA TS REHth—5KIEGH AT IE -
Guards can be found: REFTENLLE
=56

indoors /X

at guard posts
at desks ERH
EHA

outdoors

at guardhouses or guard shacks
(one kind of guard post)
EEDE/EEE (RIWHA—F)




Key Vocabulary

VERBS #hid

arrive b
check BE
find [found] %%
move #ah
print $TED

punch in LT
put back E

report RE, XPIE “HERE”
sign in RE, XHig “E5)”
NOUNS #id

board R

card +*

clock R

column L

date HHA

in/out board L/ TFHEIER
marker #RiR, iS5

name BF

page TiHg

rack HE

sign-in book % Z#

slot ¥, XPig “FIFE”
system S

time i 7

time card E#HF
time clock ZEhsh

today SR
work RAE
worker BRA

OTHERS HftidiC
else (adv.) Hith
magnetic (adj.) B&MAY

For Special Attention

* magnetic things: BE¥sEEMEEY E
HIRE R, b/ TR BB & B H1E,
e columns and rows: E&sEEHEIT

1T
e to check a clock: ZEF %
e in the office: 7Z£_- B

Reporting for Work Hi s}z 2

Showing You Have Arrived FIAH T AR

1. With an In/Out Board {£f_t/ THIEi2HR

NAME N

ALBERTSON, KAY

HIROSE . MINORU
JOHNSON, MATTHEW

LUNCH

ole|o|o|8

" [\ PETERS . SUSAN
VILE, ANDREW| ©

Matt found his name on the
board.

DREBIOR B T
BT o
AME IN ouT
N, k&Y o
NORU o
MATTHEW | ©

...to the “in” column.

------ “HE" B

. Jour [
N o
] ©

He moved his magnetic marker...

et S By -
hte IN :; LUNCH
ALBERTSON, KAY P
HIROSE., MINORU )
JOHNSON, MATTHEW| @
PETE SAN ®
SEVI ew | ©

Now, the board showed that Matt
was in.

e, BB rRERE AT

columns #*

rows —-—i—

or
lines —1—

o

12

e someone else: Hftht A
e punched in: }T-FRBAHE




2. With a Sign-in System {EFRAZTI RS

Alice opened the sign-in ...to the page for today’s date. She wrote her name in the
book... @000 aaas EE 4RI, “name” column.
BHA AT 5o

Wi “EF” B—EETHCNET.

She checked the clock... ...and wrote in the time. Then someone else signed in.

WET— Tk e HE LR RIEHMA RS

3. With a Punch-in System {&fE FHI3TE &%

Albert took his time card from He put it into the slot of The time clock punched him
the rack. the time clock. in...

BE(ELETIN 2y el i ket fth 488 1 Bh R R PP EHPIT R

R, TRMEEE,

NAME A Bfp f
ll:.m/

=

...by printing the date and time Albert put his card back Then another worker punched
on his card. in the rack. in.
------ TR B _EATEDH H 3 SABFFHE- RIS RIEFH—ZRTIT R,

TR 7] o




Key Vocabulary

VERBS #id
arrange RHE, #B1E
check weE, BF

get [got] settled =¥, BTk, X
hig “EEME”

hang [hung] up ik

pour k]

set [set] ek

take [took] =

take (a sip) 1§—/ha

take out =ik
turn on FTFF
water K
NOUNS #id
briefcase ArXE
coat hE

coat room  Fxigig
coffee pot  WHETE
computer  Hf¥
desk lamp  &4T

diary Hig, Xfg ‘ITIERE"
frame HEZR

hook B

jacket k5

kid ®F

lunch room RE=E

mug HIEHANF
office A
paper BAR
picture BR, B
plants ik
refrigerator K%

sip TrANEL
sleeve W

Getting Settled at the Office Tfi: i (HE % 1540

Matt hung his coat up in the Then he went to his desk.
coat room. ESEES DI 18
RN EEAEARE ]

He set his briefcase on top of Then he took his lunch to the

his desk. lunch room.
HABASCRHEI AR B R RIBEIR B %

For Special Attention

e coat room: HAFKXAKIFE ( KiFE
BEREHARE )

e lunch room: F8%=, XHKkE=E,
BEREET.

o refrigerator: 7k

® bag lunch: NREFERHFE, XFrAsack lunch, e a sip: R/hg—0O
NREFBXFHEFRA “brown bagging” o o kids: Z%F
e turn something on: EEY TIESIEEER, e to get settled: A&, FHRIE,

o arrange: YR ELZMAIHT

14




He put his lunch in He poured himself He hung his jacket
the refrigerator. some coffee. up on a hook.

KBRS 3/ 8EiRy S8 ft g H C ] T —FRnnE flt Sk reEE R A b

He rolled up his sleeves... ...and sat down at his desk. He turned on his computer...

fdest T e AT SR T -

...and his desk lamp. He took some papers out of ...and arranged the things
...... EaT, his briefcase... on his desk.
MAASA e e e EHAREERT—T,

Other Things People Do as They Get Settled T{EZ BiRyEAbiEh

BRr 18
picture frame

water their plants look at pictures of take a sip of coffee check their diary
Rk their kids Mg — /N[ i (see p.16)
EHEA &ELERE(16TT)

1=




