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Vocabulary and key phrases

gooobooogoo

‘ ‘ ofisu youhin

- . o? gooboobouobooboobooooboooo o
gooogoog

"/,,JD‘\‘ w"‘W hitachi hii ofi hi

> \/J _ata itachi wa atarashii ofisu youhin ga
hitsuyoudesu.

ooooo

bunbougu

ogoooooooooooooo
Bunboubu no tana wa doko desu ka.

ORI, o

oooooooooooo

retaaheddo iri binsen

000000000 oooooooooog

000000 O00ooo0ooo oo oooo

0ooooooo

Watahi wa atarashii okyakusan ni mitsumori wo

| pkareytane ni, retaaheddo iri binsen ga
{istRpdesu.

000000000 O0OoOOoooooo o

oooooog

Watashi wa memochou ni denwabangou wo

kakimashita.

oooo

fairu

0000000000 o0oooooooo

Fairu wo forudaa ni irete kudasai.

ooo

hasami

Ogoo0oo0oooobooooooo o
~ gl ooooooooao

Watashi ga te wo kitta toki, hasami wo
tsukatteimashita.

team-ster 'tmstol KOO0

U1 team 'spinit Ly oo 0a

‘i‘(’i‘\’,‘:\gfaz;‘es 00000000000 O00000000

*team-’“"’ =000 oooobooooooo

O ec Watashi wa daijina ten wo kyouchousuru tameni

maakaa wo tsukaimasu.

oooo

kurippu

godob0bOoooooobo oo

Kurippu wo totte kuremasu ka.

ooooooo

serohanteepu

0000 0ooO0oooo0oooooo o
o000 ooooo

Posutaa wo haru noni, serohanteepu wo tsukatte
kudasai.

0o0oooo

anaakepanchi

000 o0O0oo0ooOoooooOoOooOoOao
00000000 O0OoOoDoooo

Watashi wa shorui wo fairu ni ireru tame ni
anaakepanch ga hitsuyou desu.

the office supplies
We need to order new office supplies.

the stationery
Where is the stationery cupboard please?

the headed paper
| need some headed paper to send the quote to
the new client.

the writing pad
| wrote the phone number on the writing pad.

the folder
Put the file in the folder.

the scissors
| was using scissors when | cut my hand.

the highlighter
| am going to use the highlighter to highlight
the main points.

the paper clip
Can you pass me a paper clip please?

the sticky tape
Use the sticky tape to put the poster up.

the hole punch
| need the hole punch to put this file in the
folder.
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ooooo

hocchikisu

oo o0Doo0oooooooooooo oo
0O00o0ooooo

Watashi wa hocchikisu no tame no atarashii hari
ga hitsuyou desu.

oooocooon

howaitoboodo

00000000000 O0OOoOoooooo o
oooocooon

Kare wa jibun no aidea wo howaitoboodo ni
kaiteimasu.

] gooooooo

furippuchaato

000000000 0U00oo0o0oooo o
Ooooooooo

Oowaku no keikaku wo furippuchaato ni
kaitekudasai.

loooo
kopiiki

f 0000 000000000000 D00a0
ooooooooo
KaRifki ga-kowareta toki, watashi wa sore wo

\ takkatigimashita.
00000 0ooO0o0oo0O0ooOooooooo
Sumimsaen ga, fakkusu wa kowareteimasu.
Yooooooo
—__ purojekutaa
000000 D0OoOOoOooooooo o
0000 O0OoO0OO0OOoDOO0OOoOoOoooOoO o
0o0oooo
Kare wa jibun no purezenteeshon wo buchou ni
misgrutameni purojekutaa wo tsukaimashita.
" fairudana
ooooO0oooOooooooooooo o
ooooo
Subete no furui fairu wa fairudana ni arimasu.

-

L

= \Watashitachi wa sorera subete no hon wo tana
kara toridasanakereba ikemasen.

ooooo

purintaa

ooooooooouoooooo
000000 oDOoOOoO0ooooooooog
Purintaa no inku ga nakunatta toki, watsahi wa
sore wo tsukatteimashita.

oooo

gomibako

oo oO0ODODO0OOoOoOoooooo
Gomibako wo kara ni shitekuremasu ka.

=

ooo

tsukue
».DDI:I 000000000 o0o0ooooo oo
- Ooooooa

Watashi no tsukue ni fairu wo oiteoku koto ga
dekimasu.

the stapler
We need new staples for the stapler.

the whiteboard
He is writing his ideas on the whiteboard.

the flipchart
Draw a rough plan on the flipchart.

the photocopier
| was using the photocopier when it broke.

the fax machine
| am sorry, but the fax machine is out of order.

the projector
He used the projector to show his presentation
to the manager.

the filing cabinet
All of the old files are in the filing cabinet.

the shelves
We have to take all those books off the shelves.

the printer
| was using the printer when it ran out of ink.

the waste paper basket
Can you empty the waste paper basket please?

the desk
You can leave the file on my desk.
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000oooooo the office chair

ofisucheaa | was sitting on the office chair when it broke.
goobobooo oD bbb obboooo o

oooooooooood

Ofisucheaa ga kowareta toki, watsahi wa sore ni

suwatteimashita.

ooo the office cubicle

buusu My office cubicle is really tiny.

oo oOoOoODO0oOoOooOoooOooooOoooOo

Watashi no buusu wa hontou ni chiisai desu.

the reception area
Please take a seat in the reception area.

the conference room

kaigishitsu The meeting will be held in the conference
000000 O0OoOooooao room at 3 o'clock sharp.

ooboooogoo

Kaigi wa sanji ni kaigishitsu de okonawaremasu.

oooooooo the coffee machine

koohiimeekaa | was standing at the coffee machine when |
000 o0DoOO0O0OoboDbooooooboooo saw Sarah.

goobooooooo

Watashi wa sarah wo mita toki, koohiimeekaa no

tokoro ni imashita.

www.busuu.com - All rights reserved 3/5



%"’""Pm 0000 o

000 oo0oobooooooooooo
oooooooo
Marc atarashii shigotoba wo oshiete moratteimasu.

go000:000 00000000000 O0oDbOoD
ooooooooo

Anata no tsukue wa fairudana no tonari no kado ni
arimasu.
goo0:000ob00ob0ob0oboboobooooo
Wakarimashita. Arigatougozaimasu.
goo00:00000ob0O0oboD0ob0O0oboboooog
Oooooooooo

Korera no tana ni subete no ofisuyouhin ga shimatte
arimasu.
goo0:0000o0b0ob0obobooooooobooo
oo oo

Ryoukaishimashita. Soreto kopiiki wa doko desu ka.
goo0:0oooocooooboouobooooobo
ooooogo

Uketsuke no migigawa ni arimasu. Hokani shitsumon wa?

go0:0o0bogo oooo
pgoooobooooboboooooo

Eeto, ima no tokoro arimasen. Arigatougozaimasu.
0oo0:0b0d0db0bo0o0 0obobooooooa
goooobooooobooo

Yoroshii, Wagasha e youkoso.Kokodeno shigoto wo
tanoshindekudasai.

Dialogue

Marc is being shown around at his new job.

Boss: So that is your desk in the corner next to the
filing cabinets.

Marc: Ok. Thank you.

Boss: We keep all the office supplies here on these
shelves. Everything you need...stationery, paper clips,
staplers, scissors, headed paper etc.

Marc: Perfect. And where is the photocopier?

Boss: It is near the reception area on the right hand
side. Any more questions?

Marc: Umm...not for now. Thank you.

Boss: Right. Welcome to the office. | hope you will
enjoy working here.
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Please choose the correct answer

1.00000000000000
Marc no tsukue wa doko desu ka.
a. 0000 oo
Uketsuke desu.
b.OODODODOOODOOOOOOOOO
Fairudana no tonari no kado desu.
c. 000000000
Tana no tonari desu.

20000000 0O0O000DOOO0DOoUOoDDOboOo go
Karera wa doko ni ofisuyouhin wo shimatte imasu ka.
a.00dQd
Tana.
b.OODOOO
Uketsuke.
cJ00ooooooooogo
Koohiimeekaa no ushiro.

3.0000000D0000

Kopiiki wa doko desu ka.

a.J000O0oOoDOOoooOooog
Koohiimeekaa no migigawa.

b.OODODOODDOOOO
Fairudana no tonari.

c 0000 O OoOOOooo
Uketsuke no migigawa.
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