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go for the jugular YIAEES trade in H7iE ; 1008 sweeten the deal in a nutshell

Since Randy was having such a great Every three years | trade iz s - ARBEIRSIA S<2 ) ABER

conversation with his boss, he decided in my current car for a They Kirby Company is more To put it in a nutshell,

to go for the jugular and ask for a raise. new model. likely to buy from us if we we're number one this
can sweeten the deal. year.
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0 file folder [fail] [ folde] 23

@ pencil sharpener
[pensl] [ farpne] HSnEH

© sticky note
[stik1] [not] BRATVEMBRAR

0 date book
[det] [buk] 177255 ; B2EAR

© copy machine / copier
[kapr] [mofin] / [ kapre] S2EN14

0 tape dispenser
[tep] [dr spensa] B&

@ stapler [ steple] £TEH#
© staples [ steplz] sT&E4f



0 fax machine [fzks] [mo'fin] EH# @ binder clip ['band] [klip] R

© binder [bamnds] (571) 2R ® thumbtack [ 6am.tzk] El5T

® correction tape ® paper clip ['pepa] [klip] &zt
[ko rekfon] [tep] IBIETS © (Scotch) tape

@ yellow pad [skatf] [tep] (3M) ZEHRBH

[jelo] [pad] BEETE (BRER) o label [1eb]] 2%
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Office Talk

Ray=R Dan=D Phil=P

R:

D:

Man! We're out of disks again. | had to
go get more last month, too.

Really? Maybe you should talk to Phil
about it. I'm sure he can help us work
something out.

R: Good idea.I'm gonna* go talk to him now.

Hey, could you tell him I'd like to talk to
him about the new clock-in system?

No problem.
(at Phil’s office)

Hey, Phil. Do you have a minute?
Sure, Ray. What's up?

Nothing major’. It’s just that my
department keeps running out of disks
before we get the order each month. Do
you think we could start ordering more?

Sure, how many more do you think
you'll need?
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: Well, I usually have to buy about forty

extra a month. Are you OK with that
many?

: Sure, I'm more than happy to sign off

18 HEEESEAGSEAL
M+ A o ERNEEIRET
RATLL?

AL BOFR TR RS -

on’ that for you. -
R: Um, who do | tell about that? BREMEH? E
3
P: Denise does the ordering, and she’ll FE#aBTEEE » theTEs] §
make the change on the order form. BB LB - TETEAHK =)
Bring it to me and I'll sign off on it. REE ek - S
B
R: Is there anything else | need to do? HET B ? ;;EI
P: Ithink that should do it. REEETT - _
R: Great, thanks for that. KIFT » B o ?
P: No problem. Everything else OK? 2 - EABER PR ? a
z
R: Yeah.Uh, wait. Dan wanted me to tell T 0B F5% o FEREFHM &
you he would like to talk to you about AR A BN FT R B/
the clock-in system. R
P: OK.I'm not too busy now. Could you tell % WRERRRIC « fE R
him to come see me if he’s free? > MBELERILE -
R: Yep, I'll let him know. % WEEFMD -

Vocabulary

1. major [ medse] adj. BEMH ; TEH
Currently, layoff decisions are a major issue for the company.

2. sign off on &%k

The CEO signed off on Hannah's promotion.

¢ gonna ['gano] & MsEMA » B[R going to » REEAMNKRRT » HEBEERF B -
99
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WA EREE
Office Talk

Dan=D Phil=P

(at Phil’s office)

: Hey, Phil. Ray said you were free?
. lam. Come in.

: I'm having some trouble getting in

on time with our new hours. | was
wondering' if we could work something
out.

: Sure, what's the problem?

: Well, my wife and | both need to be in

to work at the same time. And we need
to get the kids to school. There doesn’t
seem to be a way to do both. Do you
think | could come in later?

: Yes, of course. We'll just need to fill out?

this form. What time can you be in?

: | can be here by nine thirty.

: That'’s a little too late. | thought you'd

only need about fifteen minutes.
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: |see.The problem is that the kids goto  : HBIE » FIER AR\

school at 8:15, and | get stuck® in traffic. : +ASZLS . ME&E2E
But if | bring the kids earlier, | could be @ ¥ - BARIAPHEEZT AL

here by nine. Is that doable*? : B BBBEENMREIAR B
< BRI ?

Nine’s fine. OK, sign here. Bring this to D ONEAILL - 87 EEEESR - 1

HR, and they'll take care of the rest. L ORBEBAE - e REE
==

Will | be able to start this tomorrow? WAL AR ABANS ?

| don’t think that'll be a problem. You WK RE - Rl AEH

can ask Susan in HR to be sure. D AORRHTMERESR -

Is there anything else | need for this? BEEEBTE ?

That should do it. D OERRMTY o

Great, thanks. This'll make it easier on’ KT » BH - EUERMSE
us. S

Vocabulary

1. wonder [ wanda] v. #0R5 ; 18&1%&E

| wonder if they sell maps at this gas station.

. fill out £8

Please fill out this application before your job interview.

. stick [stk] v. [E] %% RE (stuck HIBERNIIBED)

Many people are stuck in their homes because of the storm.

. doable [ dusbl] adj. AI#HI ; ATTTHY

Do you think that project is doable?

. make it easier on (someone) JBEE (EAR) FEXERE

Hiring temps makes it easier on an overworked staff.
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DAFRNEEREZE

WINE
Office Talk

KIRERE

' SERAA LAZEMSCEA

Phil=P Emily=E Jane=J

P:

m s M =

=

(dials phone) Hey, Emily. We've got a
computer problem. Jane’s computer’s
freezing up'.

Again?? Is it happening as soon as she
turnsiton?

I'm not sure. | haven't talked to her yet.
Could you come take a look at it?

(at Jane’s desk)

I'm starting to think you're doing this on
purpose.

Hi, Emily. Work your magic.
I assume you tried restarting it?*
Yep. Nothing happened.

Did it happen right after you turned it
on?

Pretty much. Is that a bad sign?
Not good.

Do you think it'd be a good idea to
replace it?
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@

1. (be) out of BX ; 5% ; B
WHAEELBER > BRMEE (a8, - TRE (Z8E) |
% o WEEARAIBEEFASEY - ARAIAK run out of ©

 The restaurant was out of soup, so | opted for a salad.
BENSETY » FTLIIE DR -

2. work out fRA%RE ; BEEXR

b REERERERIE TR (BES) ,  HUERNERES " (5
2 1BN) ERIER &, - TRE EF, Fo
« Don't worry! We can work it out!

BIFEC | B rT L —EIE AR |

+ Jenny hoped to study abroad last summer, but it didn't
work out.
EFZRZEBVHERE @ BREER -

« lan works out at least three times a week.
1?/%\_5%%519\@%5;7\ °

3. Work your magic. BRI - (EHIRBEZRAE)

work one’s / something’s magic 5 18 A FEEYHIEFE AEDK
IhEE » LIRS EERE B - HithA magic /BEIMAEETR magic
touch "FIERIT ; & work like magic "% H&F LT | ©

« This virus-protection program is great. Just install it and
let it work its magic.
EEMEREAEELR  REFRBERERANA -

« Sarah can fix almost any computer. She really has the
magic touch.
ORI AT EEIEE R E - MEAMIERT -




Every CD must
have a label on It
clearly stating the
contents.
J S
L ERERNE -

Please make 3

photocopy of your
license and give it
to HR.
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Last year's cases are
in the file cabinet;
older cases are in
the archives®.
monthly reports 5
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