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copier (n} mdy photacopy
unoccupied desk (n) bin tring

file cabinet (n) 1 hd so

drawing table (n} bdn cd ngdn kéo
hand the paper rao gidy 1o

view some documents xem rdi éu

check information kiém tra thong tin
turn the newspaper trao 16 bdo

conduct a conversation noi chuyén

make a phone call goi dién thoui
workstation (n) bdn 48 mdy vi tinh

do the paperwork L cing miée nin phing distribute the papers  phdn phdr hdo

enter the office odo vdn phing

hang up the phone 4¢ dién ihogi xuing
(sau khi nghe xong)

phone someone goi didn thogi cho ai

read through pages doc qua cdc trang gidy look into the drawer nlin vdo ngdn kéo
address (v) dién thuyét, noi vei (ai) read from the screen doe tir mdn hinh o tinh
face the screen directly 41 dién mdan hinh office supplies (1) vdn phong phdm

reach into the cabinet o4di tay vao 1 ki so talk in a discussion phdi bicy trong st cupe

thdo ludn
attend the conference ham du hdi nghi

type on the keyboard dunh mufy (Irén bdn phim)  deliver the speech doc dién vdn

fix the fax machine sifa mdy fax
share the office space [am trong cing vdn phong
organize the paper sdp xép pidy 1o
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1.8heis on the monitor.
2. Heis .

3. The speaker is the audience.

4. The man is

5. She is directly.

6. The woman is _...to the man.
7.8he s on the stage.
8.Helis ... atthe desk.

9. The desk is

10. The woman is
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au tick (v') vao cdc cdu md td dung, sau dd w:é’t hosn.

A. [] People are _ ..

B. ] Soma paaple ara i ;

Gobl Peopleafe.: oo o o

D. [} Peopleare e o :
E. [ | People are .

A, [] Thereis ___on the table.

B. [] Both peopleare

C. 1 Sheis________ thepaper.
D. ] People are standing o g
E. The man is = =

wsnad nhaner
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