1 TOPIC QUESTION

SHOREY

Request to Keep the
Office Clean
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Directions: Read the following article aloud.
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From: Management

Sent: Monday April 21, 2007.

To: All Employees

Subject: Request to keep the office clean

All Employees,

Recently, the janitor has reported that the office has been really dirty.
The staff break room has been especially messy. There was trash on the floor
and table. The tables were dirty.

Please clean up after yourself and help maintain a clean environment for the
next person. Please throw away all your trash in the correct bins. Also wipe
down the table after use. After your work day please make sure that your table
Is organized before you leave. If there are any spills, please get a mop and
clean them up.

A clean working environment is a happy working environment. Have a nice day

and thank you for your cooperation.

Sincerely,
Management
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3 VOCABULARY

Directions: First repeat after your tutor and then read aloud by yourself.
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4 Qu estions
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Directions: Read the questions aloud and answer them.
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1. Where in the office is especially dirty?
2. Who notice that the office is really dirty?

3. Does your company have a staff break room? If so, please
describe it.

4. If one of your employees is making a mess and didn’t clean
up after himself/herself. Would you say something to
him/her?
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