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Office Matters 1.appointment If you would like to meet with
Mr.Higgins,you must first make an appointment with his secretary.
Explanation: n. an arrangement for a meeting at a given time and
place 2.attendance | was very pleased with the number of
high-ranking officials in attendance at todays* s press conference.
Explanation: n. the act of being present.the number of persons
present 3.cabinet He keeps all his files in the cabinets in the back of
the office. Explanation: n. an upright case or cupboard with
shelves,drawers,or compartments for safekeeping or display of
objects 4.calendar Please check the calendar on the wall and see
whick date Mother s Day falls on this year. Explanation: n. chart
showing the months of a year (including days and weeks). a schedule
5.clerk She was offered a job as an accounts clerk with a travel firm.
Explanation: n. a pereson who works in an office,bank,or law court



and whose job is to look after the records or accounts. 100Test [ [
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