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Office equipment
	The office is home to all kinds of equipment – from

large equipment that everbody knows, such as PCs

and printers, to smaller, but equally important

equipment that we are not so familiar with.

In order to be able to perform all office tasks properly,

it is important to know what everything is, and what it

is used for.
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Can you pass me the.......
1.  Match the English and German words for office equipment.
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What is a…?
2. 
Describe what the following pieces of office equipment are, and what they


are used for.


a) A filing cabinet is a large cabinet that is used to store documents and papers. 

b) A stapler is...


c) An answering machine is...


d) An envelope is...


e) A flip chart is...
What do you remember?
3. 
Work in pairs. Cover up your sheets and write as many pieces of office equipment as you can in one minute. See which one of you knows the most. 

Heftklammer





guillotine





envelope





stapler





hole puncher





folder





staple





Sellotape®





staple remover





dictaphone





paper clip





filing cabinet





overhead projector (OHP)





answering machine





Heftmaschine





Anrufbeantworter





Enthefter





Briefumschlag





Overheadprojektor





Ablageschrank





Papierschneidemaschine





Ordner





Büroklammer





Tesafilm





Diktiergerät





Beamer





Locher





projector
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