Jodododoloeod@pPDFOOODOOOOOOOOO
Ooooon
https://www.100test.com/kao_ti2020/646/2021 2022 E5 95 86 E
5 8A Al E8 8B Bl E8 ¢85 646264.htm Unit4:[0 O O O [
business operation I [J [ [0 office procedures I [ [ [J [ badge
n.0 00000 Employees should wear their badges at all times in
thebuilding OO0 OO OUOOOOOOOOOO coworkern. O
[J Shelly always goes to lunch with the same coworkers. [J [ [J [J
DO000000000000 dresscode U U O We havea
casualdresscode. J O O OO OO OO O?0 escortv. OO
Jenny, could you escort our visitor to thedoor? U O U 0O U O O O
OO000000 inventory n. O O The company doesn’ t need
to keep inventory, unlike its competitors in online retailing. O O [
JO000000000000o00do0bDOdOnOd meeting
room ] OO0 Let" shead over to the meeting room where we’ |
havemorespace. 1 00O 0OO0OO0OOOOOOO punchin
[ 0O 0O O Jason usually punches in around 8:50 a.m. [0 I [0 O [
DO000000o0odntao receptionistn. 1 00O 0OOOO
[1 As Sam came in the door, the receptionist greeted him. 1 [0 [ [J
DO00o00odododao requisitionform O O O You need
to fill out the purchase requisition form and have it signed by your
supervisor. J O 000000000 oooodoodo
security guard OJ OO J [0 There are two security guards in the lobby.
OO000000000O security system O O 0O O Cary put his
key card into the security systemslot. J U OO0 OO0 000000
[ O O shredder n. O OO OO Our shredder is broken,so I’ |l tear



these confidential documents up manually. 0O U OO O OO 00 0O O [
Jodododouououonudn stockroomn, OO O
You can walk to the stockroom to see if there’ sany toner cartridge
et D0 O0O00O00O00O0O0O0OO0O swipecard O [
Whatif I losemyswipecard? J 0 00000000000 OO
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