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box of CDs

~ stack of folders
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€) Before you read the passage,
talk about these questions.

=

What things do people use at work every day?

What types of packages do office items come Fill in the blanks with the correct words

in? from the word bank.
Reading rd
£ Read this email from an employer to her ream roll pack stac
personal assistant. Then, mark the | can't find that of pens | bought last
following statements as true (T) or false (F). widak .
__ The office has been very busy this week. 2 Please put that of folders on my desk.
__ The office has no folders. 3 There are 500 sheets in a of paper.
__ Peter needs to order two packs of pens. | ran out of tape. | need a new
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Match the words (1-5) with the definitions (A-E). Speaking

__running low 4 __ run out roles below based on Task 7.
Then, switch roles.

the entire stock of an item is finished =
to provide more of an item
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£) & Listen and read the email again. What does Peter RN S
need to do? . Student A: You are an office

- manager. Tell Student B what
- supplies to order.

Listening

6 » Listen to a conversation between an office manager | Student B: You are a secretary.
and a secretary. Check (v) the items that the secretary " Ask Student A about:

needs to order and write the amount they need. e what supplies to order

b OJpaper e quantities
2 1CDs Sl ghl

3. ] tape g
1 DVDs _
J folders  _____
Jredpens __

Writing

O O A

8 to complete the order list.

&) & Listen again and complete the conversation.

i i == - —

Manager: Good morning Peter. How are you?
Secretary: Good morning, Christine. I'm good, thanks. What

Can you place an order for ..
. | ?
as soon as possible S

to be almost completely used Anything else?

€) Use the conversation from Task

II"""-'EE:'_:-"{%

Quantity

"E
|
can | do for you? Eehoeatle e _g

The printerhas1____ __of paper, and we 5 - Printer Paper 6 reams
need some other things too. Canyou 2 D e :
— = . for office supplies?

Sure, what do we need? |
Manager: Okay, weneedsix3 _____ of paper. 4 _ | ,

— HE: - F —

—  of CDs and three boxes of DVDs.

Secretary: Sure, anything else?
Manager: Yes, please order five 5 N \ |

Secretary: No problem. Is that everything? : -. | §
Manager: Um .. do we need anything in the

stationery 6 ? .
Secretary: Let me check..yes, we need more red |
pens. One box wilbe7 .

Manager: Okay, add that to the order. That's
everything, then. e

Secretary: All right. I'l place the order this afternoon. E
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