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 Choose the word that is closest in meaning to the
underlined part.

1 Put these files in a folder with two metal rings.

A ring binder B suspension file C tab

2 This office needs more space for keeping items that are not
in use.

A inserts B storage C legal

3 Put that document into the grey large, rectangular container.

A clear pocket B box file C ring binder

4 Put that picture inside a plastic envelope.

A storage box B clear pocket C tab

 ≤ Listen and read the advert again. Say five things
you can buy from the store.

Listening
 ≤ Listen to a conversation between a secretary and
a salesperson at a stationery company. Check (✓) the
things the administrative assistant orders.

1 ______ box files 4 ______ storage boxes

2 ______ ring binders 5 ______ CDs

3 ______ suspension files 6 ______ clear pockets 

 ≤ Listen again and complete the conversation.

Salesperson: The Stationery Store, this is Mike speaking. 
How can I help you?

Secretary: Hi, I’d like to place an order for some 1 ________________________________

supplies.

Salesperson: No problem, what would you like?

Secretary: First of all, I need some 2 ________________________________ ________________________________ .

Salesperson: Okay, they come in two sizes, 3 ________________________________ and
A4. Which would you like?

Secretary: The legal. I’ll take a dozen of those in gray.

Salesperson: Great. Anything else?

Secretary: I need seventy red 4 ________________________________ ________________________________ and
three hundred 5 ________________________________ ________________________________ .

Salesperson: Got it. Do you have an account with us or are you
paying with a credit card?

Secretary: We have an account. It’s Johnstone and Company,
and the account number is 3748 3948.

Salesperson: Thanks. We have the address on the computer, so
we’ll deliver it tomorrow morning. Is sometime
between nine and eleven okay?

Secretary: 6 ________________________________ ________________________________, thanks.

4

5

6

7

COMPANY: _______________________________

ACCOUNT NUMBER: _________________

DATE: _______________________________________

ORDER PRICE

__________________________ ________________

__________________________ ________________

__________________________ ________________

__________________________ ________________

__________________________ ________________

THANKS FOR YOUR PURCHASE! 

COME BACK SOON

Speaking
 With a partner, act out the
roles below based on Task 7.
Then, switch roles.

USE LANGUAGE SUCH AS:

I’d like to place an order …

They come in two sizes.

I’ll take ...

Writing
 Use the conversation from
Task 8 to fill out the receipt.

Student A: You work at a
stationery company. Talk to
Student B about:

• the order

• account number

• delivery

Student B: You want to place an
order for some stationery. Tell
Student A what you want to buy.
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