y

160+ tw vwrng tieng Trung van

phong phé bién
Hoc Vién On Ngoc BEU

1. Ttr vieng tiéng Trung cac bo phan, phong ban trong cong ty

STT | Tiéng Viét | Tiéng Trung Phién am Vi du
1 Hoi dong | B ER<E | Zhaopin wéihui | BB RIZIEE AT @R,
tuyén dung (Qing lianxi zhaopin wéihui anpai
mianshi.)
Vui long lién hé hoi ddng tuyén
dung dé sap xép phéng van.
2 Phong bao | REH} B&o wei ké BERIMGEIEEIE. (Qing
vé dao bao wei ké lingqu fangké
zhéng.)
Vui léng dén phong bao vé nhan
thé khach.
3 Phong bao | ShEHE Huén b&o ké BEREERMVELK. (Huan bao
vé moi ké yaoqiu jianshao feizhi.)
truong Phong bao vé& mai truong yéu ciu
giam gidy thai.
4 Phong cong | TZ & Gong yi ké BIZHRBREREZNBE, (Qing
nghé gong yi ké jiancha shebéi weénti.)

Vui lébng yéu cau phong cong

nghé kiém tra van dé thiét bi.




5 Phong cong | R T & Zhéng gong ké | BR TR BAR AL FARNES

tac chinh tr (Zhéng gong ké mingtian zuzht
tuandui huédong.)
Phong cdng tac chinh tri t& chirc
hoat ddng nhéom vao ngay mai.

6 Phong dw an | I B &6 Xiang mu bu B & EZEMRMI B R E . (Xiang
mu bu xdyao ni de xiangmu
baogao.)

Phong dw an can bao céo dv an
cta ban.

7 Phong hanh | fTERAZEER | Xingzhéng BEITHRAEEBIZRER, (Qing
chinh  nhan rénshi bu dao xingzhéng rénshi bu tijiao
sw hétong.)

Vui ldng dén phong hanh chinh
nhan sw nép hop dong.

8 | Phong hanh | TERAZEE | Xing zhéng rén | TBAE A EIREIA IR R,
chinh  nhan shi bu (Xing zhéng rén shi bu hui chuli ni
sy de xidjia shénqing.)

Phong hanh chinh nhan sy sé xtr
ly don xin nghi phép cua ban.

9 Phong hoi | &IWE Huiyi shi BESWEARREM. (Qing zai
nghi huiyi shi zhunbeéi téuyingyi.)

Vui long chuan bi may chiéu trong
phong hdi nghi.

10 | Phong  ké | £7=it%I&#8 | Chanshéng AFEITRIER S A INE P AR &R
hoach  san jihua bu (Chanshéng jihua bu qing quérén
xuét shéngchan shijianbi&o.)




Phong ké hoach san xuét vui long

xac nhan lich san xuét.

11 | Phong k& | &FitHIE |Chan  shéng | £ i XIEREZE R #H 1T, (Chan
hoach  san jihua bu shéng jihua bu xdyao géngxin
Xuét jihua.)

Phong ké& hoach san xuat can cap
nhat ké hoach.

12 | Phong ké | £it= Kuaiji shi BREEAEZASITE, (Qng  ba
toan fapiao jiao géi kuaiji shi.)

Vui 1dng ndp hdéa don cho phong
ké toan.

13 | Phong kinh | B5E& &0 Xigoshou bu HEMBARKAEF, (Xiaoshou
doanh bu mingtian hui jian kehu.)

Phong kinh doanh sé gap khach
hang vao ngay mai.

14 [ Phong mua | ZWER - #H | Cai gou bu - jin | RAEREHIAFEOITE, (Cai gou
ban - xuat| A chu kéu bu ging quérén jinkdu dingdan.)
nhap khau Phong mua ban vui 1dng xac nhan

don hang nhap khau.

15 | Phong nhan [ AEFR Rén shi ké ASEIEEBE#H A (Rén shi ké
sy zhéngzai zhaopin xinrén.)

Phong nhan sy dang tuyén nguoi
maoi.

16 | Phong san | £7~% Shéng chan ké | £™=#iERE~SKRE, (Shéng
xuét chdn k& qing jidncha chanpin

zhiliang.)




Phong san xuét vui long kiém tra

chét lwgng san pham.

17 | Phong tai | ME&ITER | Caiwu kuaiji bu | MEEITEREZIMAIRYE £,
chinh ké (Caiwu kuaiji bu xdyao ni de
toan baoxiao dan.)

Phong tai chinh ké toan can phiéu
hoan trng cua ban.

18 | Phongtaivu | M&H Caiwu ké BRMESHIZXRTMER. (Qing

xiang caiwu ke tijiao yusuan bido.)
Vui long ndp bang ngan sach cho
phong tai vu.

19 | Phong thiét | i&itH Shéji ke RUTFIESEA ™~ MRER. (Shéji ké
ké ging wanchéng chanpin caotu.)

Phong thiét k& vui long hoan
thanh ban phac thdo san pham.

20 |Vanphong | HAE Bangongshi BEDPAEEEXH, (Qing zai

bangongshi zhéngli wénjian.)
Vui long sép xép tai liéu trong van

phong.

2. Tir ving tiéng Trung van phong vé cac chirc vu trong céng ty

ST

Tiéng Viét

Tiéng Trung

Phién am

Vidu

Bao vé

Baoan

FREREK o

jiancha damén.)

(Qing baoan

- VUi ldng bao vé kiém tra cbng
chinh.




Chu nhiém

FE

Zhu rén

FEEZFHIA. (Zhl ren ging
gianzi quéren.)

- Cha nhiém vui long ky xac nhan.

Chd tich

Zdng cai

BEBEAXEHSW. (Zong cai
mingtian zhuchi huiyi.)
- Cha tich sé chu tri cuéc hop ngay

mai.

Cha tich hoi

ddng quan tri

EEKMHETHITKI, (DOng shi

zhang pizhun le xin jihua.)

- Chu tich hoi déng quan tri da

phé duyét ké hoach mai.

DPdng nghiép

Toéngshi

BRIERHITERIN X, (Qing
tébngshi bangmang jiaodui
wénjian.)

- Vui ldng déng nghiép gitp hiéu

dinh tai liéu.

Giam déc

£I8

Jingli

LEBERREBRE, (Jingli ging
shényué baogao.)
- Giam dbc vui long xem xét bao

cao.

Giam déc bd

phéan

R

Kézhang

REZHTHIIRE, (Kezhdng
anpai le péixun kéchéng.)
- Giam déc bod phan da sap xép

khoa dao tao.

Giam déc

diéu hanh

PITK

Zhixing zhang

PATKEAEF, (Zhixing zhang

hui jian kehu.)




- Giam dbc diéu hanh sé gap

khach hang.
9 Lanh dao S5 Lingdao BERASCIR#E, (Qing xiang
lingdao huibao jinzhan.)
- Vui léng bao céo tién d6 cho
lanh dao.
10 | Nhan vién HE4H 5 Tulxido yuan | #HERABKRTHEF. (Tulxido
ban hang yuan lidnxi le xin kéhu.)
- Nhan vién ban hang da lién hé
khach hang maoi.
11 | Nhan vién HENTHE &R Cha qin jishi HENTT R R iR MPEATAE, (Cha
cham cong yuan gin jishi yuan jilu jiaban shijian.)
- Nhan vién chdm céng ghi lai thoi
gian tang ca.
12 | Nhanviénké | £it & Kuaiji yuan LT RFERIKE, (Kuaiji yuan
toan ging hédui zhangdan.)
- Nhan vién ké toan vui ldng kiém
tra héa don.
13 | Nhan vién rET Jianyangong | REIREFRRE, (Jidn yan
kiém pham gong jiancha chanpin zhiliang.)
- Nhan vién kiém pham kiém tra
chét lwgng san pham.
14 | Nhan vién RE R Chuishiyuan |[#RERERFLE, (Chulshiyuan
nha bép zhlinbéi wiican.)

- Nhan vién nha bép chuan bj bira

trwa.




15 | Nhan vién DX R Gong guan NXALRFE RS, (Gong
quan hé yuan guan yuan zuzht xinwén fabu hui.)
cong chung - Nhan vién quan hé céng chiing

t6 chire hop bao.

16 | Nhan vién 1l 5 Zudyeé yuan El REREFES. (Zuodye
tac nghiép yuan wanchéng shéngchan

rénwu.)
- Nhan vién tac nghiép hoan thanh
nhiém vu san xuét.

17 | Nhan vién eS| Caigouyuan |EWRITWALAAS, (Caigou
thu mua yuan dinggou bangong yongpin.)

- Nhan vién thu mua dat mua do
dung van phong.

18 | Phé chu EEXES Fu zhurén Bl EEDEIEZ X, (FU zhuren
nhiém xiézhu shénhé wénjian.)

- Phé chl nhiém hd tro xem xét
tai liéu.

19 | Phé chiitich | BIE# Fu zdng cai Bl EES MBS, (Fuzong

cai canjia zhanlué huiyi.)
- Phé chu tich tham gia cudc hop
chién lwoec.

20 | Phé giam R Fa lv fRIEBUEME#E, (Fulijianda
déc xiangmu jinzhan.)

- Pho giam dbc giam sat tién do
dv an.
21 | Phé phong EIRUSS Fu chtzhang | Bl&KZHESWATE, (Fuchu

zhang anpai huiyi shijian.)




- Pho phong sép xép thai gian
hop.

22

Phé quan ly

Bl EHEIH

Fu guan lisht

BIEBITRET/ERIE. (Fuguan
lisht jiancha gongzud liuchéng.)
- Phé quan ly kiém tra quy trinh

lam viéc.

23

Phé téng

giam déc

Bl S &L

Fu zdng jingli

BIERAEEHME, (Fuzong jingli
shénpT yusuan.)

- Phé téng giam déc phé duyét

ngan sach.

24

Quan ly

IR
i
dn

Guanli yuan

EEREF VT RS (Guanli
yuan weéihu gongsT xitdng.)

- Quan ly bao tri hé théng cang ty.

25

Thu ky

M

Misha

WPRHFEFNSITIE. (Mishd anpai
lingdao xingchéng.)
- Thw ky sép xép lich trinh cho

Ianh dao.

26

Thwce tap

sinh

Shi xi shéng

LI AEEBRWIERK. (Shixi
shéng zhéngli huiyi jilu.)
- Thuc tap sinh sap xé&p bién ban

cudc hop.

27

Té phé

EIPERSS

Fu zt zhang

BIA KD ERES. (Fuzu
zhang xiézhu fenpéi renwu.)

- T6 pho hé tro phan bd nhiém vu.

28

Té trwdng

RS

BRHFARFL, (ZU zhdng

dailing tuandui kaihui.)




- T6 trwdng dan dat nhém hop.

29 | Téng giam BAE Zong jingli BELBEESR, (Z0ng jingli
déc gianshu hétong.)
- Téng giam déc ky hop ddng.
30 | Troly B Zhulf BNIE & E R, (Zhuli zhunbei
yanshi cailiao.)
-Troly chudn bij tai liéu trinh bay.
31 | Trolygiam |ZEHE Xiang It EEWMELEFR, (Xiang Ii
dbc xiézhu jingli kaihui.)
- Tro' ly gidam dbc hé tro giam dbc
hop.
32 |Trolydsc | 43IEnE Tebié zhalf HRBEBA B EAES, (Tebié
biet zhulf chilf jinji shiwd.)
- Tro ly dac biét xtr ly céng viéc
khan cap.
33 | Troly ké BELit Zhuli kuaij BEL It RN TSI, (Zhall
toan kuaiji hédai caiwd shujd.)
- Tro' Iy ké toan kiém tra dir liéu tai
chinh.
34 | Trwéng JE Ling ban TP ERAITES. (Ling ban
nhom fénpéi yuangong rénwu.)
- Trwdng nhém phan cdng nhiém
vu cho nhan vién.
35 | Truwéng A+ Chu zhéang WEFEI RS, (Chu zhang

phong

shénhé bumén baogao.)




- Trwdng phong xem xét bao cao

phong ban.

3. Tr virng tiéng Trung vé cac hoat déng trong van phong

ST | Tiéng Viét | Tiéng Trung Phién am Vi du
T

1 An com truva | iZ41R Ch1wufan FFEEREMZFIRIE, (Zhongwl
qu shitang cht wufan ba.)
- Trwa di cang tin an com truwa
nhé.

2 Béo cdo dinh | EHitk&E+ | Ding qi bao BRXEHHEH. (Qing tijiao

ky gao sha ding gi bao gao shi.)

- Vui 1dng nép bao cao dinh ky.

3 Bé viéc, tw TR Cizhi fhRFEFHERT . (Ta juéding cizhi

chirc le.)

- Anh 4y quyét dinh ttr chirc.

4 Ca dém wut Yéban SHBEEL®RY, (JInwan wo yao
shang yéban.)
- T6i nay t6i phai lam ca dém.

5 Ca ngay =E}] Riban FEAX LB, (WO mingtian
shang riban.)
- Mai téi lam ca ngay.

6 |Chédmcong |Z#H Kaogin BEREEE, (Qing jishi kdogin.)
- VUi Idng chdm coéng ding gio'.




Cham van

tay

S =R

An zhiwén

HIIANERIEX. (Jinmén gian
ging an zhiwén.)
- Vui Idng chdm van tay truwéc khi

vao ctra.

Chinh van

kién

BEXH

Zhéngli wénjian

BEEEXHHM, (Qing zhéngli
wénijian guidang.)
- Vui long sap xép tai liéu dé lwu

triv.

Chuén bj tai

liéu

HEZM R

Zhunbéi cailiao

BARSBCEZMF, (Qing wei
huiyi zhanbei cailido.)
- Vui long chuén bi tai liéu cho

cudc hop.

10

Gong bao

NG DY € RN
mingtian fabu gong bao.)

(Gongst

- Coéng ty sé coéng bd thdng bao

ngay mai.

11

bam phan

vey

Tanpan

BANEERHER. (Women
xdyao tanpan hétong.)
- Chuing ta can dam phan hop

dong.

12

Panh chir

Dazi

BRSITFERERS. (Qing
kuaidian dazi wanchéng baogao.)
- Vui Idng danh chir nhanh dé

hoan thanh bao cao.

13

Di cong tac

HE

Cha chai

thTRAEHZ, (Ta xiazhou yao

chdchai.)




- Tuan sau anh &y phai di cong

tac.

14 | Bilam Ly Shangban BAR/\m L¥, (Mingtian ba dian
shangban.)
- Mai tam gi& di lam.
15 |[Tanca Tt Xiaban FERALUTYT, (WU dian kéyi
xiaban le.)
- N&m gi¢ cé thé tan ca.
16 | Tang ca hnBE Jiaban SHREEMYIG ? (JInwan xdyao
jiaban ma?)
- Téi nay can tang ca khéng?
17 | Déi ca, thay | #If Huan ban F AR, (WO xiang hé ni
ca huan ban.)
- T6i mudn dbi ca vé&i ban.
18 | Dw hop H FE Chai xi BAHANEESRN. (Qing zhunshi
chixi huiyi.)
- Vui long tham dy cudc hop
dung gio.
19 | Gap khach | AEF Jian kéhu BAXEENLEZEF., (Mingtian wod
hang yao jian kéhu.)
- Mai t6i phai gap khach hang.
20 | Giam sat, Y Jian shi BHRME%%, (Qing jianshi
theo doi shéngchanxian.)

- Vui ldng giam séat day chuyén

san xuét.




21

Goi dién

thoai

FTERIE

Da dianhua

BHREFITHRIE, (Qing géi kehu
da dianhua.)

- VUi long goi dién cho khach
hang.

22

Gui fax

KER

Fa chuanzhén

BEEELEE, (Qing fa

chuanzhén géi zdngbu.)

- Vui long guvi fax cho try sé.

23

G mail

R B

Fa yéujian

EREBHLAZIE, (Qing fa youjian
géi jingli.)
- Vui long gtri email cho giam

déc.

24

Hop

Kaihui

BNTHF="F=. (Women
xiawul san dian kaihui.)

- Chung ta hop luc ba gi® chiéu.

25

Ké hoach

it

Ji hua

BEHETRAITH, (Qing zhiding
xiazhou jihua.)
- Vui long 1ap ké hoach cho tuan

sau.

26

Ky két

Qianyué

BAXREMNFZEY, (Mingtian
women jiang gianyué.)

- Mai chuing ta sé ky hop dong.

27

Lich lam viéc

TER

Xing shi li

BEHTEM. (Qing géngxin
xing shi li.)

- Vui long cap nhat lich lam viéc.




28

Linh lwong

MIHE

Ling gongzi

XA LT T, (Mingtian
kéyi ling gongz le.)

- Mai c6 thé linh lwvong.

29

Thay ca

®ut

Lun ban

ENEERP I, (Women

xdyao Iin ban gongzud.)

- Chlng ta can lam viéc theo ca

luén phién.

30

M& may tinh

Fr E2. i

Kai diannao

BEFEWEIFIR I, (Qing Kai
diannao kaishi gongzuo.)
- Vui Iong m& may tinh dé bat dau

cbng viéc.

31

Nghe dién

thoai

PEERiE

Jié dianhua

FHERE . (Qingjie
dianhua, shi kéhu.)
- Vui Idng nghe dién thoai, la

khach hang.

32

Nghi hwu

RIK

Tui xid

fth B 5B K, (Ta mingnian
jiang tuixia.)
- Ong 4y sé& nghi hwu vao nam

sau.

33

Nghi phép

Hix

Qingjia

EEBAXER. (WO xiang
mingtian qgingjia.)
- T6i mudn xin nghi phép ngay

mai.

34

Nhiém vu

5

Rénwu

BERPEMES. (Qing
wanchéng fénpéi de rénwu.)
- Vui Idng hoan thanh nhiém vy

duoc giao.




35

Néi chuyén

= JL

Liaotian er

REBRT LR JL, (XiGxi shi
kéyi liaotian er.)

- Gi® nghi c6 thé néi chuyén.

36

Phan bb

Fén péi

LBRDEESF. (Jingli hui
fénpéi rénwu.)

- Giam déc sé phan bé nhiém vu.

37

Phat ngén

RE
i

Fayan

BESWEXRE., (Qing zai huiyi
shang fayan.)
- Vui ldng phat biéu trong cudc

hop.

38

Phdéng van

i

Mianshi

BAXHEEZ@EIR. (Mingtian wo
you chang mianshi.)

- Mai téi c6 mét bubi phdng van.

39

Photocopy

£

Fayin

B & FIX A X, (Qing fuyin zhé
fen wenjian.)

- Vui Iong photocopy tai liéu nay.

40

Quet thé

il =

Shua ka

HIFERI*K, (Jinmén xdyao

shua ka.)

- Can quet thé dé vao ctra.

41

Sa thai

b 8c:1

Chaoyouyu

bt A B M EET . (Ta béi

gongsT chaoydéuyu le.)

- Anh 4y bi cong ty sa thai.

42

Scan

S

S3do miao

BEREERIXHE, (Qing sdomido
hétong wénijian.)

- Vui long scan tai liéu hop dong.




43

Thiét ké

it

She ji

BiRUTFH~MiER. (Qing shéji
XTn chanpin haibao.)
- Vui long thiét ké poster cho sén

pham mai.

44

Tién lwong

H
N

Gongzi

XA IRBE XK. (Zhége yue
gongzi yi fafang.)

- Lwong thang nay da dwoc phat.

45

Tién thwéng

i
N

Jiangjin

FESFESE, (Niandi hui you

jiangjin.)

- Cubi ndm sé co tién thwdng.

46

Tim tai liéu

EHf 4

Cha yéujian

BEHEMIAER. (Qing cha
yéujian quérén xinxI.)
- Vui l6ng kiém tra email dé xac

nhan théng tin.

47

Trwe ban

Et

Zhi ban

SHHWEDI? (Jinwan shéi zhi

ban?)

- Téi nay ai trwc ban?

48

Tw van

&l

Z1xun

BEZHAEFFR, (Qing Zixin
kehu xagid.)
- Vui Idng tw van nhu cau cla

khach hang.

49

Tuyén dung

nhan sy

AERH

Rénshi luydng

AEXRAFE@EA, (Rénshi
lGyong xGyao mianshi.)
- Tuyén dung nhan sw can phdng

van.




50 | Tuyénnhan |25 Zhaopin AR EEIBEFH A (GongsT
vién zhéngzai zhaopin xinrén.)
- Coéng ty dang tuyén nhan vién
mai.
51 | Viét mail S B4 Xi& youijian BEEHHLEF. (Qing xié

youjian g&i kehi.)
- VUi Idng viét email cho khach

hang.

4. Tir vieng tiéng Trung vé do dung van phong pham

STT | Tiéng Viét | Tiéng Trung Phién am Vi du
1 Tai dwng tai | ¥t Zilido cé HEIEXH R E R M. (Qing ba
liéu weénjian fang jin ziliao cé.)

- Vui 1d6ng cho tai liéu vao tui dwng
tai liéu.

2 Ban photo SN Fayin jian BLEHE— EENH. (Qing géi wo
y1 fén fayin jian.)
- Vui long dwa t6i moét ban photo.

3 Bang lat EEER Hué donggua | BESWEELEZEE. (Qing

tu zai huiyi shi gua shang huédong

guatu.)
- Vui long treo bang lat trong
phong hop.

4 Bang lvong | T&% GongzT tido BEREMH I RS, (Qing jidncha
ni de gongzI tiao.)




- Vui ldng kiém tra bang lwong

cla ban.

Bia ho so

X R

Weénjian jia

BRAXHXREEER, (Qing yong
weénijian jia zhéngli hétong.)
- Vui Idng dung bia hd so sap xép

hop déng.

But bi

EEZRE

Yuanzhdbi

BEHEBKEZSA, (Qing yong
yuanzhubi gianming.)

- Vui long dung but bi dé ky tén.

But chi

Qianbi

BE—XHEFTEIC,. (Qingna
yT zhT gianbi xi& biji.)
- Vui Idng 14y mét cay but chi dé

ghi chép.

But chi bAm

EHHE

Huddong gianbi

ENMEFTERES, (Huodong
gianbi xdyao huan bixin.)

- Bat chi badm can thay ngoi.

But d& ky

3
R
i

Qianming bi

FREREZENH. (Qing yong
gidnming bi gianshu wénjian.)
- Vui long dung bat ky dé ky tai

lieu.

10

But mau ghi

nho

iBBE

Jihao bi

BEHIESERIEES, (Qing yong
jihao bi bidoji zhongdian.)
- Vui Idng dung but mau ghi nhé

danh dau diém quan trong.

11

But may

Gangbi

WMEMEZKASK T, (Gangbi de

moshui yong wan le.)




- Myc bt may da hét.

12

Cbc nhua

H

Zhibéi

BEILNEMFEZ AN, (Qing na ji
ge zhibéi géi kerén.)

- Vui Idng 13y vai céc nhya cho
khach.

13

Dao cét gidy

HED R

Cai zhi daopian

BERHEEDAH#HITHEK, (Qing
yong cai zhi daopian caijian
zhizhang.)

- Vui long dung dao cat gidy dé

cat to gidy.

14

bién thoai

BiE

Dian hua

BFERSWEMEE, (Qingjie
huiyi shi de dianhua.)
- Vui long nghe dién thoai trong

phong hop.

15

Ghi chu, gidy

nhan

Bian tido

BHEELFLEETEE. (Qing zai
biantiao shang xié xia lidyan.)
- VUi ldng ghi |&i nhan trén gidy

ghi chu.

16

Gia dung ho

SO’

REIKAR

Da hao zhang

bén jia

BIEXHEBRRKEKAKX, (Qing
ba wénjian fang dahao zhang bén
jia.)

- Vui long dé tai liéu vao gia dung

ho so.

17

Zhi

BEJLKREI X, (Qing naji
zhang zhi guodlai.)

- Vui long 14y vai t& gidy qua day.




18

Gidy danh

may

Dazi zhi

TFHKRATT . (Dazi zhi yong

wan le.)

- Gidy danh may da hét.

19

Gidy in

Dayin zhi

BEITENHLINFTENE . (Qing géi
dayinji jia dayin zht.)
- Vui long thém gidy in vao may

in.

20

Gidy mau

A

Cai zhi

BERAEAMEM. (Qing yong
caizhi zud zhuangshi.)
- Vui léng dung gidy mau dé

trang tri.

21

Giay than

Fu xié zhi

FREEHR EHIX#H. (Qing yong
fuxié zhi fuzhi wénjian.)
- Vui ldng dung gidy than dé sao

chép tai liéu.

22

Hop but

i
R

Bi tdng

FIEERHER. (Qing ba bi
fang jin bitdng.)

- Vui long dé buat vao hop bat.

23

Hoép dwng ho

SO’

Dang’an hé

FRERBHEEESR, (Qing ba
hétong fang jin dang’an hé.)
- Vui Idng dé hop ddng vao hop

dwng hd so.

24

Kéo

hE

Jidndao

EREEIEFRE, (Qing yong
jiandao jian kai baozhuang.)

- Vui long dung kéo cét bao bi.




25

Kep giay

Hudyé jia

FRETCREEX#. (Qing yong
hudyeé jia guding wénjian.)
- Vui Idng dung kep gidy dé cb

dinh tai liéu.

26

Kep gidy

nhiéu mau

Caisé chang

wéi jia

BFRAEEKEXREERR, (Qing
yong caisé changwéi jia zhéngli
ziliao.)

- Vui ldng dung kep gidy nhiéu

by 2 < X TS
mau dé sap xép tai liéu.

27

Kim gam

T 4]

Ding sht ding

ITH4ETAEAT .. (Ding shad ding
bu gou yong le.)

- Kim gam khéng du dung.

28

May bam 16

THL28

Da koéng qi

BERITHSRAXEITH. (Qing
yong dakong qi géi wenijian
dakong.)

- Vui Ibng dung may bam 16 dé

duc 16 tai liéu.

29

May fax

REH

Chuanzhén ji

FRERENIEERE. (Qing
jiancha chuanzhén ji shifou
zhéngchang.)

- Vui Idng kiém tra may fax c6

hoat dong binh thwéng khéng.

30

May ghim

iTHH

Ding sha ji

BT HHEIT X, (Qing yong
ding sha jT zhuangding wénjian.)
- Vui long dung may ghim dé

dong tai liéu.




31 May in FTENAL Dayinj TENNEEEHREER, (Dayinj
xdyao génghuan mohé.)
- May in can thay hop muc.

32 | May S ENHL Fayinjt EREENYLEH+13. (Qing yong
photocopy fuyinjt fuzhi shi fen.)

- Vui Idng dung may photocopy
sao chép mu&i ban.

33 | May tinh B il Diann&o BITFHFBEMFBT/E, (Qing

dakai diannao kaishi gongzuo.)
- Vui long m& may tinh dé bat dau
cbng viéc.

34 | Muc dong T ENiE Kuai ganyinni | E4ENEMIRFENE. (Qing géi
dau yinzhang jia kuaigan yinni.)

- Vui Idng thém muc dong dau
cho con d4u.

35 | Mucin ENH Yin yéu ITENHLEZEMNENR, (Dayinjt

xdyao jia yinydu.)
- May in can thém muc in.

36 | N6i dung Wi Yichéng BABRRWNIE, (Qing zhinbéi
cubc hop/ huiyi yichéng.) - Vui 16ng chuén bj
nghi trinh nghi trinh cudc hop.

37 | Phong bi St Xinféng BIEEBRFES, (Qing ba xin

fang jin xinféng.)
- Vui Iong cho thw vao phong bi.

38 |Sbghinhe |fEX Bian jian BHEFEZLLIETHIE, (Qing zai

bianjian shang ji xia dianhua.)




- Vui long ghi s6 dién thoai vao sb

ghi nho.

39

S6 xoén gay

LIPS

Hudye bén

BEREIALERSN. (Qing
yong huéye bén jili huiyi.)
- Vui long dung sé xodn gay ghi

chép cuéc hop.

40

S6 sach

K A<

Zhangti

BREKAMNIZR, (Qing
jiancha zhangti de jilu.)
- Vui long kiém tra ghi chép trong

sb sach.

41

Thé bao

hiém

R+

Baoxianka

B LIRERE R, (Qing dai

shang ni de baoxianka.)

- Vui long mang theo thé bao

hiém cda ban.

42

Thuwéce

[
A

Zhi chi

BFAERBE—%%. (Qingyong
zhichi hua y1tiao xian.)
- Vui long dung thwéc ké mot

dwdng thang.

43

T4 dwng hd

SO’

X B

Weénjian gui

XX X HAE, (Qing ba
weénjian fang jin wénjian gui.)
- Vui long dé tai liéu vao ta dung

ho so.

44

V& ghi, s6
ghi

ZicK

Biji b&n

BEEIEALE T, (Qing zai
biji bén shang xié xia jihua.)
- Vui Idng ghi k& hoach vao vé&

ghi.
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