	
	Managing basic business situations (2)
	Unit 5


Lösungen: Arbeitsblatt office equipment

Aufgabe 1:


Heftklammer – staple

Heftmaschine – stapler 

Anrufbeantworter – answering machine

Enthefter – staple remover

Briefumschlag – envelope

Overheadprojektor – overhead projector (OHP)

Ablageschrank – filing cabinet

Papierschneidemaschine – guillotine 

Ordner – folder 

Büroklammer – paper clip

Tesafilm – Sellotape®

Diktiergerät – dictaphone

Locher – hole puncher

Beamer – projector

Aufgabe 2:

a) A filing cabinet is a large cabinet that is used to store documents and papers.
b) A stapler is a machine that is used to staple/stick/attach two or more pieces of 
paper together.

c) An answering machine is used to take/record messages when there is nobody to 
answer the telephone.
d) An envelope is made out of paper, and is used to put letters into when they are sent in the post.
e) A flip chart is a large pad of paper on legs, which is often used in meetings.
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