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课文（对话）讲解

Unit 9   Office
Text A

My Office
I can concentrate on my work and feel comfortable at the same time in my office. I have all the necessary equipment on my desk. I have the telephone next to the fax on the right side of my desk. My computer is in the center of my desk with the monitor in front of me. There are some pictures of my family between the computer and the telephone. I also have a lamp near my computer. My photocopier is beside the door. In the room there is a comfortable office chair, an armchair and a sofa. In front of the sofa is a low tea table.

Exercises for Text A 

I. 根据课文回答下列问题。

  1. How does the author feel in his office?

  2. What does he have on his desk?

  3. Where are some pictures of his family？

  4. Is there any armchair and sofa?

  5. Where is the low tea table?

  1.  The author feels comfortable in his office.

  2.  He has all the necessary equipment on his desk.

  3.  They are between the computer and the phone.

  4.  Yes, there is a sofa and an armchair.

  5.  It is in front of the sofa.

II. 将下列短语译成英语。

   1．集中注意力于……          

   2．在电脑和电话之间

3．感到舒适

4．一张办公桌

5．同时

6．一台传真机

7．在门旁边

8．在……隔壁，紧邻……

  1.  concentrate on          2.  between the computer and the phone

  3.  feel comfortable         4.  a desk

  5.  at the same time         6.  a fax

  7.  beside the door          8.  next to 

III. 将下列句子译成英语。

   1．你能在聊天(chat) 的同时集中注意力工作吗？

Can you concentrate on your work while chatting with someone?
   2．我公司有娱乐（entertainment）所需的所有设备。

There is all the necessary equipment for entertainment in my company.
   3．这个房间里有很多舒适的沙发和椅子。

There are many comfortable sofas and chairs in this room.
   4．那家商场（department store）在市中心。

The department store is in the center of the city.
   5．我的办公室里有一些我朋友们的照片，就在书桌和沙发之间的矮茶几上。

There are many pictures of my friends in my office. They are on the low tea table between the desk and the sofa.
Dialogue 

How Can I Get to the Bank?

— Excuse me, sir.

— Yes? What can I do for you?

· Is there a bank near here?

· Yes, there is.

· How can I get there?

· Go straight on and turn left at the first traffic light. It’s a tall white building.

· Thank you.

· You are welcome.

Text B

A Typical Manager’s Desk
Managers’ desks are often empty! Why? Managers often travel and are not in the office most time. Sometimes you can see footmarks on the desk. Some managers like to put their feet on the desk when they talk on the phone. Maybe they want to show their power in the company with the clean empty desks or these footmarks. Managers usually have laptop computers on their desks. It is their true “desk”. Most of the managers do their work on laptops now.

Exercises for Text B

I. 根据课文回答下列问题。

  1. Why are managers’ desks often empty?

  2. What do some managers do when they talk on the phone?

  3. What do clean empty desks and footmarks on the desks mean (意味着)according to the author (根据作者的看法)？

  4. What do most managers work with now?

  5. What are their true “desks”?

1.  They often travel and most of the time they are not in the office.

  2.  They like to put their feet on the desks.

  3.  They want to show their power in this way.

  4.  They work with their laptops now.

  5.  The laptops are their true “desks”.

II. 将下列短语译成英语。

   1．大多数时间                 

2．手提式电脑

   3．把……放在……上面         

4．桌上的脚印

   5．做工作                     

6．经理办公室

1.  most (of the) time       2.  a laptop

  3.  put …on …            4.  footmarks on the desk

  5.  do one’s job          6.  a manager’s desk / managers’ desk(s)

语法要点

I. 特殊疑问句（wh – question）
以疑问词开头的疑问句叫特殊疑问句。疑问句有两类，一类是疑问代词，另一类是疑问副词。疑问代词有what, who, whom, which, whose 等，疑问副词有when , where, why, how 等。特殊疑问句的语序在大多数情况下和一般疑问句是一样的，只是疑问词要放在句首。例如：

Where are you from? （你来自哪里？）

What is this? （这是什么？）

如果提问主语或主语的修饰语要用陈述句语序。例如：

Who teaches them English?  （谁教他们英语？）

Whose book is on the desk?  （谁的书在桌子上？）

How many people live in this room? （这间屋子住多少人？）

II. 介词的用法（一）
介词＋名词构成介词短语。介词短语作定语修饰名词，表示所有关系、地点、时间、特征等。介词短语需放在被修饰名词的后面。例如：the computers in the office （办公室里的电脑）；a garden in front of the house （屋前的花园）。

表示地点、位置的介词被称为方位介词。书中已出现过的方位介词及其用法见下表：

	介词
	汉语意义
	举例

	in
	在……里面
	The pen is in the bag. （笔在包里。）

	at
	在……
	He is at the bus stop.（他在车站。）

	between
	在……之间
	The computer is between the sofa and the TV.（电脑在沙发和电视之间。）

	from
	从……
	I am from China.（我来自中国。）

	near
	在……附近
	His house is near his office.（他家在他办公室附近。）

	next to
	在……隔壁；紧邻
	The office is next to the bus stop.（办公室在汽车站隔壁。）

	on
	在……上面
	The book is on the desk.（书在桌上。）

	to
	到……
	The letter is from Tom to Fanny.（这封信是汤姆寄给范妮的。）

	in front of
	在……前面
	There are many trees in front of the house.（房前有很多数。）

	out of
	在……外
	The dog is out of the room.（小狗从房间里出来了。）

	across
	横过；在……的另一边
	The school is across the street.（学校在街道对面。）

	around
	围绕
	There are many flowers around the house.（房子周围有很多花。）


III. 冠词的用法（一）
冠词是用在名词之前起限定作用的词，属于限定词。限定词是在名词词组中对名词中心词起特指、类指、定量或不定量等限定作用的一类词。现代英语中限定词包括冠词、形容词性物主代词、形容词性指示代词、名词属格、数词以及量词等。

冠词本身不能独立使用。冠词可分为定冠词(the)和不定冠词(a/an)。不定冠词a 用于以辅音开头（指读音不指字母）的词前面，an 用于以元音开头（指读音不指字母）的词前面。例如：a friend, an egg。冠词的用法如下：

1．不定冠词a/an 表示“一个”这一数量概念，意思与one 相似。如：

There’s a pen on the desk. （桌子上有一支笔。）

但是，除表示“一个”这一数量外，很多情况下a 与可数名词放在一起泛指一类事物。例如： I need a pencil now.（我现在需要支铅笔。）[不确指哪支铅笔]。

2．不定冠词在表示“一个”这个数量概念时，是非强制性的。如果强调“一个”这一数量概念，常常用one。如：

National Day is a two-day holiday.（国庆节是一个两天的假期。）

We have only one day left to finish the task. （我们只剩下一天时间来完成这个任务。）

3．不定冠词用在表示数量、时间等的单位词或表示度量衡单位的名词前，表示“每一(个)”。如：

The apples are two yuan a kilogram.（这些苹果每公斤2元钱。）

Tom drives a car at 60 miles an hour. （汤姆以每小时60英里的速度开车。）

I go back home once a month.（我每月回家一次。）

4．不定冠词用于单数可数名词前，泛指一个人的职业、国籍、宗教等。 如：

He is a Christian.（他是个基督徒。）

My friend, Asaku, is a Japanese. (我的朋友Asaku是个日本人。)

5．不定冠词用在人名或表示人的名词前，表示不确定性含义，即说话人不清楚或没有指明所提到的人到底是谁。如：

A Smith is their guide. （一个叫史密斯的人是他们的导游。）

A man is at the office. （一个男人在办公室。）

6．不定冠词a 或an 和某些物质名词连用时表示“一种”或“一份”。如：

It’s a wonderful coffee.（这是一种很好的咖啡。）

I want an ice-cream.（我要一份冰淇淋。）

7．不定冠词用于某些习惯用语或固定搭配中。如：

in a word （总而言之）        take a walk（散步）   at a time (一次)

注：当第一次提到某一事物时，在名词前面要加不定冠词，以后再次提到同一事物时用定冠词。例如：

…There is a manager in the room. The manager is Jim’s uncle.

（……房间里有位经理，那个经理是吉姆的叔叔。）

Exercises 

I. 就下列各句的划线部分提问。
 Example 例：

 Who is your partner（搭档）？

 Sam is my partner.

    1. __________________________________?

      His name is Jack.

    2.__________________________________？

      I’m in the office.

    3. _________________________________?

      She is 20.

4. __________________________________?

 He’s from Shanghai.

5. ___________________________________?

I can speak English and Chinese.
    6. ___________________________________?

      It’s Mr. Smith’s bag.

    7. ____________________________________?

       It’s 7：20.

    8. ____________________________________?

       It’s yellow.

    9. ____________________________________?

      There is one person in the bus.

    10. ___________________________________?

       Two girls are in the room.

    11. ____________________________________?

        I’m fine. Thank you.

    12. ____________________________________?

        It’s on the right side of the traffic light.

1. What’s his name?

2. Where are you?

3. How old is she?

4. Where is he from?

5. What / Which language can you speak?

6. Whose bag is it?

7. What time is it?

8. What color is it?

9. How many people are there in the bus?

10. Who is in the room?

11. How are you?

12. Where is it?

II. 用适当的介词词组填空，完成下列句子。
1. There are two men _______________________（在办公室里）.

2. Some flowers are _______________________（在桌子上）.

3. I have a computer _______________________（在传真机旁边）.

4. His house is ________________________ （在我家隔壁）.

5. Who is the girl ____________________（在你们中间）.

6. Please sit _________________________（在桌子右边）.

7. A white building is __________________（在我们面前）.

8. The low tea table is __________________（在沙发和围椅之间）.

   1.  in the office            2.  on the desk 

   3.  beside the fax machine   4.  next to ours

   5.  among you            6.  on the right side of the table

   7.  in front of us           8.  between the sofa and the armchair.

III. 用正确的冠词填空。
1. She is _______________English girl.

2. This is the picture of ___________________doctor. There are many people in____________ picture.

3. I want ___________________ ice cream.

4. China is ________________Asian （亚洲）country and Britain is ______________European （欧洲的）country.

5. I am reading（读）__________novel（小说）. It is __________interesting book.

  1.  an                    2.  a, the

  3.  an                    4.  an, a

  5.  a, an

课文（对话）朗读

Unit 9   Office
Text A

My Office
I can concentrate on my work and feel comfortable at the same time in my office. I have all the necessary equipment on my desk. I have the telephone next to the fax on the right side of my desk. My computer is in the center of my desk with the monitor in front of me. There are some pictures of my family between the computer and the telephone. I also have a lamp near my computer. My photocopier is beside the door. In the room there is a comfortable office chair, an armchair and a sofa. In front of the sofa is a low tea table.

Vocabulary 词汇

concentrate  v.  集中；聚集；浓缩        also  ad.  也

  feel  v.  感觉； 觉得                   lamp  n.  灯

  necessary  a.  必需的；必要的           telephone  n.  电话

  equipment  n.  设备                    photocopier  n.  复印机

  fax  n.  传真机；传真                  beside  prep.  在……旁边

  right  a.  右边                         armchair  n.  扶手椅

  side  n.  边；面                        sofa  n.  沙发

  computer  n.  计算机；电脑             low  a.  低的；浅的

  center  n.  中心；中央；中心区          tea table  茶几

  monitor  n.  显示器   

Dialogue 

How Can I Get to the Bank?

— Excuse me, sir.

— Yes? What can I do for you?

· Is there a bank near here?

· Yes, there is.

· How can I get there?

· Go straight on and turn left at the first traffic light. It’s a tall white building.

· Thank you.

· You are welcome.

Vocabulary 词汇

  get  v . 到达                       traffic light  交通灯

  sir  n.  先生；阁下                 tall  a.  高的

  straight  ad.  径直地；连续不断地    white  a. 白色的

  turn  v.  转向……                  building   n.  建筑物

  left  ad.  朝左；在左

Text B

A Typical Manager’s Desk
Managers’ desks are often empty! Why? Managers often travel and are not in the office most time. Sometimes you can see footmarks on the desk. Some managers like to put their feet on the desk when they talk on the phone. Maybe they want to show their power in the company with the clean empty desks or these footmarks. Managers usually have laptop computers on their desks. It is their true “desk”. Most of the managers do their work on laptops now.

Vocabulary 词汇

  typical  a.  典型的                feel  n.  脚（复数）

  manager  n.  经理                 talk  v.  谈话；说话

  often  ad.  经常                   maybe  ad.  可能；也许

  most  a.  大多数；大部分          show  v.  显示；表示

  empty  a.  空的                   power  n.  权力

  sometimes  ad.  有时候            usually  ad.  通常

  footmark  n.  脚印                 laptop  n.  手提式电脑

  put  v.  放                        true  a.  真正的 

  foot  n.  脚（单数）               now  ad.  现在

课文（对话）翻译

课文A

我 的 办 公 室

在办公室里我可以集中注意力工作，同时感到很舒适。我的办公室桌上放着办公室的所有必需品。桌子右边的传真机旁边是电话，桌子中间放着电脑，显示器面朝着我。电脑和电话之间摆着我家人的照片。电脑旁边是台灯。复印机在门旁边。房间里有一张舒适的办公椅、一把围椅和一只沙发，沙发前面还有一只矮茶几。

课文B

一张典型的经理办公桌

经理办公桌常常是空的。为什么呢？经理们经常外出，时常不在办公室。有时你可以看到桌上的脚印。有些经理打电话时喜欢把脚放在桌上。经理们可能想通过干干净净的空桌子或桌子上的脚印来显示自己在公司里的权力。经理们的桌子上通常有手提电脑。这是他们真正的“办公桌”，因为大多数经理用手提电脑工作。

补充阅读

A Secretary’s Desk

Secretaries usually have old computers and telephones on their desks. They usually have old computers because the managers often use the new computers first. Secretaries’ desks are often tidy. You can also find an agenda because secretaries need to make appointments for their bosses. Secretaries’ desks often have pictures of their children and families for them to look at from time to time during the day. Today more and more secretaries are men as more and more women become mangers and places of work are becoming equal places for all employees.

I. Vocabulary and expressions.

  secretary   n.   秘书                 because  conj.  因为

  use  v.  使用                        tidy  a.  整齐的

  agenda  n.  议程                     make  v.  制造；做

  appointment  n.  约会；会晤           boss  n.  老板

  more  a./ad.  更多的；更加            more and more  越来越多的

  become  v.  变成                     equal  a. 平等的

  employee  n.  雇员

II. Decide if the statements are true (T) or false (F) based on the reading.

  1.  Secretaries are usually tidier than their bosses. (        )

  2.  Secretaries often have pictures of their families on their desks. (        )

  3.  Secretaries usually have new computers. (        )

  4.  Secretaries make appointments for their bosses. (        )

  5.  Secretaries are always women. (        )

补充阅读答案：

  1. T     2. T      3.F       4.T       5.F 

