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Unit 4

1 Suggested Answers

1

Some machines found in an office are; printers, fax
machines, copiers, scanners, computers, telephones,
answering machines, shredders, dictation machines
and projectors.

People can find information about office equipment
in; newspapers and business magazines, adverts,
websites and catalogues.
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5 Suggested Answer

Companies can save money on office equipment in
several ways. Firstly, by buying a printer which can
also function as a scanner, copier and fax machine,
companies save themselves from spending money
on lots of different machines. Similarly, buying a
telephone and answering machine combination can
save money. Another idea is to look for good quality
used equipment. As long as machines like shredders
work, they don't need to be brand new.
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Good afternoon, welcome to Office Supplies
Incorporated. How can | help you?

I'm looking for a copier and scanner combination.
We have those, but have you considered a four-
in-one instead?

A four-in-one? What else does it have?

A fax machine and a printer. It costs a little more
than a scanner, but it's much cheaper than buying
all that equipment separately.

Is it easy to operate?

Very easy. It saves on office space too.

Perfect, Il take one.
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9 Suggested Answer

Sales Clerk: Sam Brown

Customer: Linda Melrose

Item: Four-in-one

Notes: Customer wanted a combination printer and
copier. | convinced them to buy a four-in-one printer
instead. It is easy to operate and will save them
space!







