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A: Richard? It’s Marie Sinclair over at the design studio. How are you?

B: Just fine, Ms. Sinclair. Is there anything I can do for you?

A: You’ve done it already! I'm so pleased with the plans you created for my new
office space. Everybody in the office is excited.

B: I’'m glad you’re pleased! I thought they suited your office layout.

H. BEEEE? RRERIHITLW « ¥Rk, HRiFg?

Z: B, FRFRLL. REIEBAIHA?

F: RELH T ! RANRARMNDAMREBO R ERHR. DASRFTE
AHIRNF

Z: BHBRREEN. REXERIFEEIASHRA.

| I

A: Gee! Your office is like a fridge!

B: No, it’s not! It’s just comfortable.

A: Yeah, if you’re a penguin. Just look at me! Even my goose bumps have goose
bumps!

B: Get out of here! I think you’re exaggerating!

A: No, I'm not. Where’s the thermostat?

B: By the door, on the wall.
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A: No wonder I'm cold! This thing is set at 18?

B: Like I said — perfect!

A: If you live in Alaska. By the way, where’s the shovel?
B: Why do you need a shovel?

A: So I can dig us out when it starts snowing here.

ER ARXIPAERE R IR !

AW, RIRILE .

RIRIEF, MERRECRHE. BER, REPEQMEEET!
i3, HRAEHKT!
RABHYE. BEE TR
M1, 5% k.

BARRG. RIEEHST 18 &?

MEREM, FEiF!
WERARAEZERTRETINA ELF0E . 1L, 42 F7EmkL?
HREGFT?

FXRET B TR EHRFE RIS H R .

) B

A:It’s like an oven in this office! You must be roasting!

B: Actually, I'm just comfortable.

A: You’ve got to be kidding me. It has to be over 95 degrees here!

B: What can I say? I'm a cold-blooded person. The warmer, the better, as far as
I’'m concerned.

NEENENBEONENGE

A: Well, can we at least open a window and get some ventilation here?
B: Knock yourself out.
A: Thanks, I will.

: XAPAEMEGAER ! AR T2

Ehr L, BEBNINIE.

HoE. XEEEBHEIT 95 &)

MEEERH 2?2 REMAMAIN . ITTRIEEHGRLF .
M, BINEBELPBAREEBZSWE?

FELE

NENEDE
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A: The physical work settings I encounter each day are depressing and hinder my
productivity.

B: Oh, you? Tell me more.

A: The place where I work has no bottled water, no coffee, no AC, no nothing,
but it has a lot of noises. I hate it.

A: What else?

B: Oh, these people! You know, I am fed up with it!

. REIT/ERSREMN, TERWTROTERE.

Z: B, RG? $LEMARILE.

H: RTAERMTRAMREAK, Bk, BZW, HaMEH, REFHRE
T, RPET .

Z: EHEHBAG?

H: B, BAERLEAN, REBT.

a

", AC abbr. = air-conditioning n. REPH (£EF)

More Useful Expressions

® What a beautiful place you work in!
PR ITAE R TS 2 BT !
® This office looks like a pigsty.
BB AZEARBIEE .
® The air here is really refreshing.
XEMTFSERS AMESK!
@® Around the buildings are trees and flowers everywhere.
KRS E B AL .
® Qur company just sits opposite a park.
BAVA B EH HX A .

® What’s a good work environment for you?
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R0 B REFH TAESR B RAT ARET?

A safe and healthy work environment produces performance.

LA AR R TAE SR B R B T Rl 4%

Our company has a good and safe work environment.
RMARE TR R REMTERSE.

Comfortable work environment is another kind of welfare.

EFER) TAER SR 7 — R R AR F .

Job seekers give little thought to choosing their preferred work environment.
KRIRERDEBIER H O ERIN TR,

A big part of people’s consideration in their employment search has to do
with the space they’ll be working in.

RITAERIR R, AT 2 E A TA TEFFSE .

Everyone in our company is expected to contribute to establishing a good
work environment.

2 F] MR AARRL 24 0 1 R AT TAESRBE A TR .

Your company must be an attractive work place, for the staff appear happy
and energetic.

TAIA T —ERANFRB SO BT, Eh R T4 EE B8R,
FEPPTRE.

The boss should give his employees a good place to work. If they feel good in
their work environment, it makes them a better performer at work.

RN AEP ARG RIFH TSI, WRMBIIHN TSR R,
REA B TS,

5= 1.2 Use of Office Utilities 7/ i & #y B

\ B

A: How does this fax work?

B: It’s easy. I'll show you. First, put the letter here. Like this, OK?
A: OK.

B: Next, press this button, the button with “TEL?”,

A: For telephone.
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B: Then type in the fax number. What is it?

A:0235-45679.

B: Then, wait for the message “on line” here. And that’s it. Got it?

A: Yes, I think so. Can I try it now?

B: Of course. Well, this is your last day of training, Miss Wang. How do you feel
about using this new system?

A: I feel pretty comfortable with it. I just need to clarify a few things.

B: Sure. What do you need to know?

A: Well, I'm not very sure how to import a document or how to overlay a picture
onto a text.

B: Never mind. I'll show you.

B XAERHEARER?

Z: RES, RAWEA—TE. HAESRERXE, RiXH, HETE?

H: A7 .

Z: REFXA “TEL” .

. REIEMER.

Z: BRIERITHESE, SHELD?

F: 0235-45679.

Z: ERBEERFS, IT7T. ET75?

B B, REERKM. BRIAATLLRREY?

Z: AW FT, EAE, SREFEVINEE—RT, SERXAE
REREELFE?

F: REBHARRT, RESEFEHILAHE.

Zo: HFW, AREAA?

H: BARBHEREARA—AIE, EABBEABASE,

Z: BRR. BEREMR.

L >

A: Miss Li, I’ve run out of typewriter paper. Where are the office supplies?

B: Let me show you where they are. Come on. They are all in this closet. The
typewriter paper is in these boxes. The carbon paper is on the top shelf and
the paper clips are on the bottom.
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: Where are the envelopes and stationery then?

: They are on the middle shelf,

What’s in those boxes?

Those are staples.

Thank you. I think I know where everything is.

Come on, Miss Chen. Let’s take an inventory of the supply closet.
All right. Where shall we start?

Will you please count them while I make a note?

Fine.

How much paper is there?

: Let me see. There are twenty boxes of letter-head paper.
Is there much carbon paper?

: Yes. There are twenty-four boxes.

How many memo pads are there?

There are five hundred.

: And staplers?

ZPEFrEPE>I>I>E>E DR

: Only one left. Now it’s clear. All our supplies can last quite some time except
staplers.
B: I'll send for some tomorrow.

H: A, REATENRASET . 724 R7EW LR ?

Z: RIGGHE, IR, BIMEXIMETER., THREXSETE., 55
KETNR, EREHERTH.

: MAEHMCAERE?

: EFEIE.

MEGTRREMAA?

BT 4.

Wi, REFENRAREEEERILT .

HR—T, B/MH. RITRESA—TFTHEERDAHS.

: BFE, BATAEEJLFFHTE ?

s AR, Rk, Fw?

H ﬁ:o

: MIL-HELHLK?

NENENANENE
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: EREE. H 20 &AM LR,

: RELELE?

: BEWR, &8 24 &.

: BEHTEE?

: 500,

: TR ?

: RAE—AT. BIEHEET, BRTITHEILS, RAITMDAEREEERE—
BRI,

Z: HRBWAZLE S

HNAEANHENH

) B

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’re going to have to get a new desk for you and I'd like
to replace that old typewriter.

B: Yes! I agree! We cohld really use another one! I’ll get on that right away!
What else would you like to order?

B ERNEREF L FRAE. MIIFIKET.

ey, BEREE. BREALEMNM?

W, BARMNERKELKFRET, FIREBEREBE BT M.
I RBE BRIRZFAE-AT! REREH! BERITEA 47

\ D

A: Okay, then, Mary. We need 10 more loose-leaf binders, five pounds of heavy
duty white paper, and what else did I say?

NEDNE

B: Two boxes of transparencies for the over-head machines.
A: Right. And Id like one of those new electric pencil sharpeners.
B: All right, Mr. Jones. Do you think we’1l need anything else?

F: 4F, WA, LW, BIEFE 10 MNERRT, EREA%K, REBHAT?
Z: WEBEIAREYA .
F: Xt. 55, RAEBE BN RIRET].
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Z: R, BEESEAE. BINHRMNETEEMA?

<o

A: The new computer software is driving me crazy! I really need a break!

B: I know what you mean, Carol. I’ve had nothing but trouble with it. They say
it’s supposed to be easy!

A: That’s what I’ve heard. But as far as I'm concerned, it takes a genius to figure
it out. Can you pass the sugar, please?

B: Sure. Why don’t you sit down for a minute? You haven’t taken a rest all morning.

e RN EFREERERT. REMTEARLT.

Z: RHBEHRHER, PR RTHRE BH4BRAR. BITUHXNZ%
EREZN.

H: REXAWTURKN. TERUERFERA A RFEEREAESE. fRETE
BAERG?

L: BB AT ARBTRESILIE? R— LFHEKL.

More Useful Expressions

® Please show me how to use the copy machine.
EEFRZXEHEOHELH.

® That’s a great new copier.
REFEEHLEE.

@® [t’s really easy to operate.
BEH SRR AL

® What do I do once the fax machine is on?
HEENITHT LU R ZMBAT 4 ?

@® Place the paper in the machine face down.
FE4CIE 3 F BT

® How do I start copying?
BATFIERENNE?

® Push this button to start copying.
BXAMEHBRWTUARET .
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Push this button to get it started.
BXMEHABM T LLFFIRT .

What else can you do with the copier?
XEEEPLER LM A2

You can make enlargements, too.
AT AR R E.

These documents don’t copy well.
REXHRENRNERE.

Blue ink never copies well.

R ERRENKRTENREL.
I’'m not getting good copies of these documents.
REIHLI SRR T .

The copy machine is out of order.
HEIHLH SR T .

This fax machine is broken.
XEEENIRT

Our copier has stopped working.
BIMMEEPIRT .

Something’s wrong with the fax machine.
EREHLHRET .

Some paper got jammed.

FHKT .

Just pull the paper out.
BHHRBIF T .

The paper got stuck.

FHKT .

We’re out of copy paper.
BATBAERENEKT .

We exchanged our copy machine.

BATHEREDHLRFTT .

We’ve traded our copy machine in for a new one.

BRAHER NI TR T .

Do you know much about computers?




