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lesson One

Office Equipment

Starting Time, Minutes ~ Seconds 7
The oldest and simplest kinds of “office equipment”

are writing instruments, Ancient Egyptian scribes

(writers) used sharp,pointed instruments to draw pic—
tures in wet clay, They. were able to keep accﬁratg
records of population {igures, crop production,and
historical events in this manner. The use of lead for
making marks is also of ancient origin. Modern-day
pencils are pieces of graphite and clay encased in
wood,

Some ancient peoples used sharpened reeds dipped
in dyes to write on parchment or papyrus. Sharpened
goose feathers, or guills, were used as writing i.nstru—
ments from as early as the 600s. Office workers used
quiil pens for hundreds of years, constantly re-dipping
the quill in ink after every few words, Fountain
pens, or barrel pens, were not invented until 1780.
Pens were used to write letters, keep records, and
do all the other writing necessary in carrying on a
business, |

Many people tried to invent a machine to print let-

ters or numbers on paper as a faster and more leg-
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ible (easily readable)substitute for handwriting, None
succeeded until 1873, when three American inven-—
tors designed and sold the frrst workable type—
writer, Since then many new models of typewriters
have been invented, with numerous improvements, The-
early typewriters were manual, or hand—powered In
the late 1930s, the electric typewrrter came into wide
use. In these machmes, an electrrc-powered motor
does most ‘of the p"hyswal” work, The fingers need
only touch the keys lightly in order to put them in
niotion, The typrst can type faster and more easr]y.
Typewriters have played an 1mportant part in the
development of modern busmesses

As businesses became larger and companies hegﬁﬂ
dealing with huge numbers of people and Iarge
amounts of money and mformatron, many _more
machines were needed in offzces New lunds of oftlce
equipment, whether powered by hand or electrrclty,
have allowed office workers to perform therr Jjobs
much faster and with less effort | |

Thousands of busrnesses are equlpped wrth dtctatmg
machmes. "Someone talks 1nto a mrcrophone, and the
words ‘aré recorded on speeral magnetrc tape.A typ-
ist can listen to the words through earphones, while
he or she is typmg The tape can then be erased”
and re-used A drctatmg machme makes it unnecessar}

for a stenographer to copy ‘the words she hears in

2



shorthand, and then rewrite them on a typewriter.
The typist can be doing other work while the words
are being recorded,

Manv machines have been invented to “think out”
mathematical problems involving large numbers, Calcu—
lating machines can be used to add, subtract, divide,
and multiply numbers in minutes, Adding machines,
bookkee ping machines, and billing machines are “also
used to compute large numbers in a short amount of
time,

Many offices have some form of copying machine,
Mimeograph machines use ink and ‘stencils to make
reprints, in much the same manner as a print-iné
press. Newer copying machines produce phofompi’eé.
Reproductions made by cameras can be ﬁroduced in
minutes by various processes. Photocop-yin’-’g- machines
use special kinds of light-sensitive paper, which has
been treated with chemicals, to take pictures and
develop them immediately.

The most complicated kind of office equipment
is the electronic computer., Computers are used " by
businesses to perform many different services, Large
businesses use computers to keep records of Tmhoney
owed by customers and to send bills out each month,
Some computefs are used by engineering companies to
solve difficult mathematical problems or to plan the

construction of bridges and buildings. Computers are

3



very expensive, both to c¢onstruét and to operate.
“Time-sharing” plans enable many companies to use
one large computer, which is kept in operation 24
hours a day. A person can sometimes use a computer
simply by dialing a telephone in his office. Computers
can perform many tasks in seconds that would other-
wise require hundreds of people working for huan-
dreds of hours, - |
There are many other kinds of office equipment.
They all have one thing in common—they make office
work easier and get it finished faster than it could
ever be done by human beings alone. Some machines
even fold letters, put them in envelopes, seal the
envelopes, and print the addresses, Then a postage‘
meter (in the office) stamps the letters.
Finishing Time, Minutes.______ Seconds

Check Your Compreshension ]
Choose the best a;nswer to complete the sontemee, -
1. The oldest and simplest Egyptian instrament used
“as the material for drawing, - |

a. ink
b. paint
¢c. clay




2. A quill pen was used to write in ink while a reed

pen was used to write. |
a. also in ink
b. in clay

c. in dyes

3. The fountain pen was invented s
a. in 1780
b. as early as the 600s
c. in 1873
4. The inventors of the first typewriter_ .

a. were Egyptians
b. were Americans
¢, were not mentioned in the reading

5. A power-driven typewriter was invented

—— e e ot e e W B

a, after 1936
b. in the 1930s
c. before the late 1930s
6. A dictating machine .
a. can reduce the work of typing
b. can make it possible for a shorthand typist
not to copy a dictator’ s words in short-

hand
c. can type automatically what the dic¢tator

says
7. A copying machine
a is also called a mimeograph machine



-

. b. works differently as a mimeograph machine"
c. works in much the same manner as a printing

press |
8. What is not mentioned in the reading?-
a. Computers can be used to plan the construction
of buildings. .
b. Computers are expensive,
Many office staffs will be flred as comptters
can perform many tasks, e
9. According.to thl,s reading, all the office equip-

ment have one thing in commony that is, 5

a, they can be used.to save money

b, they can be ysed to replace human work

c. they can make work done faster and more
easily,
. In your opinion, the purpose - of the- author 'in

Yo

writing this article is to. .. -~ % o

a. convince people to buy office equipment’

b, make a comparison of the advantages and -
. disadvantages of some. office equipment = ”
¢. give a brief picture to  the development of

the office equipment

Name ., _Date__- - - Class
Reading Time, Minutes ___ Seconds

Words per minute___ . =
Total number right . __ . Percent .
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Vocabulary E_[_a_l_c_t___i_f:_es
Select the word or words closest in meaning to the
underlined word or words,

1. The use of lead for making marks is also of

ancient origin,
a., is an out-dated method
b. is an old but improved method
c, originates from ancient times
9. Some ancient peoples dipped sharpened reeds in
dyes to write on parchment or papyrus.
a. a kind of ancient painting
b. a kind of writing material
c. a kind of paper used in ancient times
3. Office workers used quill pens for hundreds of
years, constantly re-dipping the quili in ink after
every few words.,
a. pens made from feathers
b. pens made from lead
c, felt-tip pens
4. A dictating machine makes it unnecessary for a

stemographer to copy the words she hears in short

hand.
a. a writer
b. a typewriter

¢, a shorthand typist



reprints,

a. a kind of pen

b, waxed paper

c. a kind of liquid for printing

Name - Date Class
Reading Time: Minutes Seconds__
Words per minule_

Total number right _percent




Lesson Two

Farm Machinery

Starting Time: Minutes__ Seconds__

Farmers once had few tools to help them, and
they had to work hard to grow enough food for their
families. But many kinds of farm machinery have
been invented to make their work easier, These inven—
tions made it possible for farmers to feed many
people—to grow vast fields of crops or to raise huge
herds of livestock,

The plow is one of the farmer’s oldest pieces of
machinery. It digs up the earth before the seeds are
planted. The cast-iron plow, patented by Charles
Newbold in 1797, did not wear out like earlier plows
made of soft metals, Today a plow with four or more
blades is hitched to a fractor, the farmer’s most
useful machine, The farmer drives the tractor through
the field, and the plow is dragged behind it. A trac-
tor-pulled plow can dig a wide, long strip of soil in
a very short time,

When the plowing is finished, the soil is rough,
Other machines, called harrows, are hauled by the
tractor to smooth out the dirt. After the harrowing,

seeds are planted by an automatic planter, This



