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 When the door opens, wait for everyone to exit the 
elevator before stepping in. 

                                                    

 If you have a Y chromosome, allow ladies in and out 
first.  

                                                      
                 

 If you're next to the "door open" button, hold it until 
everyone is safely aboard. 

                             xin                   
                                                   . 

 Do not push the "door close" button when you see 
someone running for the elevator. 

                                                     
                            

 Do not hold the door open forever delaying the trip of 
other elevator riders.   

                                                  
                        

 No riding elevators if you have to go to the 1st-3rd 
floor of a 6+ story building. 

                                                      
                             

 I ’            e     e   e   d       e            d 
          f   e e   e        e     w        nts. 

                                                    
                       

 Find the space farthest from the door, allowing room 
for the people behind you. 

                              d                      
             

 Refrain from using cell phones! It is not 
a phone booth, and no one wants to 
hear you telling your sweetheart how 
much you love her. 
 

             d                                     
                        e                        
                                    

 

 Take the stairs if your body is soaked with cologne.  
                                                  

 No bad breath! (hold your breath, breath away from 
my face, or chew gum - please!) 

                                                 
                                             

 No farting: Stop it.  
                                     

 No carrying large bags on your back! There is more 
room if you put it down by our legs. 

             -lô, bao b                           
                              

 Refrain from coughing and sneezing. 
O  e  e e        de   d  ’   eed    
share your germs.   
                       -          
                                  
                                

 Leave the smoke outside with the cigarette. Some of 
the elevators smell like shit with all the smokers 
going up and down in them. 

                                                  
                                                   
                      

 No jumping or talking about the elevator getting 
stuck - or that story about the cables snapping, okay? 
Thanks. 

                                               
                                                  

 
Link: http://www.vietgle.vn/diendan/showthread.php/43608-
Elevator-Etiquette-Ways-to-show-your-courtesy Tr.1 
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Link:  http://www.vietgle.vn/diendan/showthread.php/43261-Relaxing-

corner?p=93639&viewfull=1#post93639 

 

 

To All Employees, 

The following company policies are effective immediately: 

HOLIDAYS: Each employee is entitled to 104 holidays. These 

will be called Saturday and Sunday. 

SICK DAYS: A doctor’s sick note will no longer be accepted as 

proof of sickness. If you are able to get to the doctor, you are 

able to come into work. 

ABSENCE DUE TO YOUR OWN DEATH: This will be accepted 

as a reasonable excuse for absence. However, we require 

two weeks notice as you are expected to train your 

replacement. 

TOILET USE: Too much core working time is being spent in 

the toilets. We will now follow the practice of going in 

alphabetical order. For example: Employees whose names 

begin with ‘A’ will go from 8:00 to 8:20; employees whose 

names begin with ‘B’ will go from 8:20 to 8:40 and so on. 

Should you be unable to go at your allotted time, it will be 

necessary to wait until the next day when your turn comes 

again. In extreme emergencies, 

employees may be able to swap 

their time with a co-worker. This 

must be approved in writing by 

both employees' supervisors. 

In addition, there is a strict 3-minute 

time limit in the toilets. At the end 

of 3 minutes, an alarm will sound, the toilet paper will retract, 

and the door will open. 

LUNCH BREAK: Skinny people are entitled to one hour for 

lunch, since they need to eat more so they can look healthy. 

Normal size people get 30 minutes to maintain their average 

figure. Fat people get five minutes, since that's all the time 

required to drink a Slimfast and take an appetite suppressing 

pill. 

DRESS CODE: It is advised that you come to work dressed 

according to your salary. Should you wear fancy trainers or 

designer clothing, we will assume that you do not need a pay 

rise. 

Thank you for your loyalty to the company. Our purpose is to 

provide a positive employment experience. Therefore, all 

questions, comments, frustrations, irritations, aggravations, 

complaints, concerns, insinuations, allegations, accusations, 

contemplations, consternations or input should be directed 

elsewhere. 

Have a pleasant and productive day. 

The Management 

 

 

 

 

C c b n nh n vi n th n m n   

 h ng ch nh s ch sau   y s  c  hi u l c t c th : 

           C c b n     c  quy n ngh   04 ng y n m v o 

c c ng y th    v  Ch  nh t. 

       :  i y kh m b c s  kh ng th  l m b ng ch ng cho 

vi c ngh   m.   u b n c  th   l t   i kh m b nh th  c ng c  

ngh a b n c  th   l t   i l m.  

                      : B n s     c 

ph p v ng m t v  do  ch nh   ng  n y. 

 uy nhi n  b n c n th ng b o tr  c    

hai tu n v  b n c n ph i hu n luy n 

ng  i m i thay v o v  tr  c a m nh. 

                   :  u  nhi u ng  i s  d ng th i gian 

l m vi c qu  b u v o chuy n  i v  sinh.  i    y ch ng ta s  

 p d ng ch nh s ch  i v  sinh theo th  t  ABC.    d :  h n 

vi n c  t n b t   u l  ch   A  s   i v  sinh t  8g   n 8g20  

ch   B  t  8g20   n 8g40.   u v o khung gi   ph n c ng  

n y m  b n kh ng th   tr t b u t m s      c th  ph i ch  

  n l  t c a m nh v o ng y h m sau.  rong tr  ng h p c c 

k  kh n c p  b n c  th   chuy n   i  gi  v i   ng nghi p 

v i  i u ki n l  ph i l m   n    c s p duy t m i    c. 

 go i ra c n c  quy   nh nghi m ng t     sinh trong   ph t 

v ng . C  sau m i   ph t  chu ng b o   ng s  reo l n  gi y 

v  sinh s  t    ng  r t l i  v  c a t    ng  m  ra . 

           :  g  i g y s     c  n tr a trong   ti ng v  

c n ph i  n nhi u m i c     s c kho  l m vi c.  g  i b nh 

th  ng th     c  0 ph t    duy tr  th  t ng c a m nh. C n 

ng  i b o th  c    ph t u ng thu c gi m c n  limfast k m 

thu c ch ng th m  n. 

           : C c b n n n  n m c sao cho ph  h p v i 

m c l  ng c a m nh.   u b n  x   m t   i gi y di m d a 

hay kho c m t b  c nh m - en th  ch ng t i cho r ng b n 

kh ng  thi t tha     c t ng l  ng. 

Ch n th nh c m  n s  g n b  trung th nh v i c ng ty.   c 

  ch c a ch ng t i l  t o ra m t m i tr  ng l m vi c t ch c c 

cho nên ch ng t i xin      m i th c 

m c  b nh lu n  th t v ng  b c b i  t c 

t i  ph n n n  lo l ng  n i b ng n i 

gi   n i l  n i l   c o bu c  suy t   kinh 

ng c hay b t k  m t  i u n o    c  

th  x y ra. 

Ch c c c b n m t ng y d  ch u v  l m 

vi c hi u qu .  

Ban gi m   c c ng ty

    Company Policies 
K.T 
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Office Etiquette Suggestions  

Our co-workers are very much like an extended family. We spend most of 
our waking hours with them. So, how to practice etiquette? Here are some 
suggestions that may be helpful. 

            d                                           e          
                                                                         
                                  

Form the habit of smiling and greeting everyone as you arrive in every 
morning or begin your shift. It's amazing how fast this little courtesy can thaw chilly workplace relations. 
Just smile and say hello, or hi, or good morning. 

                                                                                                        
                                                                                                       
         

You must not be loud in the professional work environment. If you have received a personal call then it will 
 e      d  de     w    d w       e      d         e   e       D        Could you talk more quietly when 
you're at work? When someone talks and laughs loudly, I  a e a  ard    e     e  ra       

                                                                                                        
                                                    e                                                     
                                                       r                                               

You are overwhelmed by a co-w   e ’    e    D       "I’  s  s rr , b   I       I  a   a e a  a  er      
s  e  e’s  erf  e  I’  s  se s    e   D  ’  sa    a        ease   en a window? Your choice of fragrance is 
making my eyes water. 

                                                                 ,          a   b  d                  
       a                          a                         "                               "     a 
ra                                            a   a e  r             

Office gossip can cause a lot of unnecessary stress which should be 
avoided at all costs. You would not someone to gossip about you and 
neither will the next person. When someone tries to involve you in 
                     S rr , I’  rea    b s    

                                                                      
                                                                      
                           d                  -                d      

                                                                       ,       a   b      ." 

Remember that the office is not a party place and you will have to dress in a way that commands respect 
both from your colleagues and clients. Do not wear ultra-casual, provocative or evening attire. Do say: It's 
very cute and I like it but I think you should look like you're going to work, not like you're going to fashion 
week/not to the company picnic/not to a soccer game/not a date/not to a party... 

                                           d                                                            
                                                                                                   
     "    -xi"                                                                                      
 r    d            , a   r               a                 r                    a                 ,     
               a           r    d          ra                             b                 d      ,          
     

 

Link: http://www.vietgle.vn/diendan/showthread.php/43613-Office-Etiquette-Suggestions 
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Workplace expressions  

 
Conversation: 

 

Daryl:  I am upset. Somebody told my boss I have a part-

time job.  

Smith: And he doesn't like that?  

Daryl: No, he doesn't. He thinks that I am too tired to 

work.  

Smith: I am sorry. I have to admit I told him.  

Daryl:        d      W    I d d ’             d          

Smith: I couldn't help it. He asked me point-blank.  

Daryl: G  d f  e d          ’ e getting on my nerves 

now, so mind your language before talking 

anything.  

------------------------- 

Daryl:      a   b        K     b    a          s   

                        a  

Smith:  S         b             

Daryl:  Sa     b               S                          

    s                     a  

Smith:                                   d              

Daryl:                    s              sa             

                     

Smith:                               s                   

    

Daryl:      b                          r     ,          

                        

 

 

Christmas 

 

Explanation for idioms:  

 

can’t help: used for saying that someone cannot stop 

themselves doing something                              

E.g: He couldn't help laughing when he saw it. 

                       ta  h n  nh n    c       

 

 et on one’s nerves: to annoy 

someone a  lot                    

           

 

E.g: Please stop making that noise! It really gets on my nerves. 

                                                    

 

mind your language:       e    e            e w  d       w    

     ffe d  e   e                         E     J        w     

            e        ed Sw                                 

Sw             

Link:  http://www.vietgle.vn/diendan/showthread.php/43579-Mot-so-

thanh-ngu-lien-quan-den-tinh-huong-noi-cong-so?p=93568#post93568 

 

 

 

Grammar Man 
 

Less vs.Fewer 
 

My question may be easy for you but difficult for some 

   e   e   e  D         d  f I w   e  I’ e less money 

              e d  f  I’ e fewe     e             

                       d                                       

                             I’ e less m  e               

            I’ e fewe     e                

If    e  e d e  ’     ee w     e  I’      we       

 M  e                   e        d     ’  w   I w   e 

 I’ e less    e             D  ’       e e  e  Less is 

always used with uncountable nouns? 

                                                         M  e   

   d                                                    I’ e 

less    e                                   Less           

d              d                                        

sao? 

By the way, I tell you how to use Fewer. Fewer must 

come with plural nouns. For example, you have fewer 

friends than me.  

S                                     d    Fewer      Fewer 

                  d                                         

You have fewer friends       e                          

Friend is a countable noun and in this case, Friend must 

 e      e         I ’      f                I   de    e s at 

  e e d  f   e       f  e d    

Friend    d                                         Friend 

       d                          d             d        s   

     d        f  e d   

To sum up, we use Less for uncountable nouns and 

Fewer for countable nouns. 

                 d                          d    Less,     

        da                   d    Fewer. 
 

Link: http://www.vietgle.vn/diendan/showthread.php/43363-Less-money-or-

Fewer-money- 

 
1. The cook suddenly wished she had 

added fewer/ less soy sauce. 

2. I wish we were given fewer/ less pages 

for homework. 

3. I wish we were given fewer/ less 

homework. 

Answer key: 1. less - 2. fewer -  3.less 

Now take 

this test! 

Kimnabi 

Tr. 4 

http://www.vietgle.vn/diendan/showthread.php/43579-Mot-so-thanh-ngu-lien-quan-den-tinh-huong-noi-cong-so?p=93568#post93568
http://www.vietgle.vn/diendan/showthread.php/43579-Mot-so-thanh-ngu-lien-quan-den-tinh-huong-noi-cong-so?p=93568#post93568
http://www.vietgle.vn/diendan/showthread.php/43363-Less-money-or-Fewer-money-
http://www.vietgle.vn/diendan/showthread.php/43363-Less-money-or-Fewer-money-


 

 

 
Restroom etiquette is not difficult. It's a sad thing that most don't use it. Going into your workplace restroom and 
seeing or hearing some of the things that people are doing or have done can be pretty disgusting. 
                                                                                                               

T                khi           ơ                                                                                  

                    trong   . 

Here are some rules of workplace bathroom etiquette everyone should follow: 
S                                                ơ                                     

 
. Lock the door carefully when 

you are inside. No one needs to 
see you doing your business. 

                               
"       "                      

                            
 

. Do not spill water on the floor as 
someone might slip and get hurt. 

                                 
                                          

. Females should always sit on 
the toilet seat while peeing. 
                                
            e              

 
. Keep distance when using a 
urinal, with a minimum of one 
empty urinal between two 
  e      d d  ’     e e e  
contact! 

                             d              
                                             
                                            
                                              
               

. Never forget to use flush 
once you are done. No one 
likes to enter into a messy 
bathroom and clean other 

people's mess. 
                                             
                                     d   d   "    
            "                            

 . If you use the last sheet of paper, 
make sure you replace the roll! 

        d                                   
                            

. Don't use the office restroom to make your 
cell phone calls. This is disturbing not only to 
your office workers but also allows your 

private life to be broadcast to 
the rest of the office. 
                                
                                

                                           
                                            
                      e                       
                                             
         
 
. Don't contaminate the air with perfume: 
Some people have the habit of spraying the air 
with cologne or perfume after using a public 
restroom. The smell can be sickeningly sweet 
and a source of discomfort for those with 
allergies. 
                   M                    
  e                                       
k                             d              
                                              
d                                 
 

  D  ’  f   e     w            d  
In this instance, sharing is most 
definitely not caring. No one will 
thank you for spreading those 
nasty germs. There's no need to be 

afraid of soap and water! 
                                             
                                                
                                            
                                           
                 

 

Link: http://vietgle.vn/diendan/showthread.php/43615-Rules-to-follow-while-using-the-Restroom-at-the-workplace 
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Rules while using the Restroom at work 
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Tops and Dresses 

 o v   ầm 

 
 

The big summer question is always: Sleeveless or 

      e e’    w    de  de   ef  e        e      

         e    e    ’ e  ee    few  e     

colleagues doing it. And remember, while 

sleeveless can be appropriate, strapless tops or 

spaghetti straps never are. I ’           fe  e     

keep a light sweater or jacket on hand, just in case 

   ’ e     ed                  ee      

           b               : nên d             

tay không,                                        

    d           ,                  e           

                      , tuy                     

tay,           "   e d      "                       

d                         ,                      

                   ,               e               

        e                              

 

Just remember to use seasonal prints in 

moderation - think subtle patterns, not screaming 

florals. 

                                  e            

         –    d                                 

                                                

                        –                         

     

Your Guide to the Summertime Office Dress Code 
 

I ’      e    e              e     e      e  e   ed         d e     de 

in the summer. But, even with the more relaxed dress code there are 

limitations as to what one can/should wear. 

M                                                                     

                    d                                                     

                                                                      

       

ThanhThanh 

Skirts 

    

 

 
 

For skirts, light or bright colors are a great way to 

infuse a summertime feel into your look - just be 

sure to opt for something knee-length with clean 

lines and a professional cut. Anything too short, or 

with summery details like ruffles or pleats, takes 

away from the corporate look. Save the bright 

patterns and gauzy, bohemian skirts for the 

weekend. 

 

                                                 

                                      d     d    

                                             d   

                                               

                                                 

                                                 

                                                  

             d                                

                                 -  -      d        

d                            

Tr. 6 



 

Shoes 

       p 

 
When it comes to shoes, peep toes are a great 

    e          e ’ e  e fe     f  e  f        e  

are manicured. 

            e                                

                                             

                         

Wedge shoes, on the other hand, are fun and 

fashionable, but depending on the style, may not 

be a good idea for the office. Think sleek, 

professional, leather, not colored canvas uppers 

or cork-covered heels. 

                       , tuy trông hay hay         

                                              

                                    d            

                            ,                

     d                                     hay 

     . 

Finally, it should go without saying, but flip-flops 

never belong in the corporate corridor.  

                                              d   

             d      d                     e   

Jewelry 

 ran  s c  

 

 

 

Suits 

 o v t 

 
If you have to wear a suit every day, lightweight 

wool is always a good choice. But you can ease up 

on the black and try lighter colors, like grey or tan. 

White can be a great look, too, but remember that it 

can also be see-through, so do a 360 check before 

you leave the house! 

                                            d       

                                    e              

                                                 

                                               

                            e   M                  

                                                  

                                          

Also avoid suits made of linen—  ’        f  mal for 

      ff  e     d    ’    e w     ed                

step out the door. 

                                    e            

lanh,                                              

                                    . 

  

 

 

 

 
 

Bright jewelry is a great way to infuse the colors of summertime into your work 

attire. Go with one fun piece like a statement necklace or bold bracelet - but think 

sleek, not beachy. Too many bangles or distracting drop earrings are not 

professional work wear. 

                                                                             

                                                                            

                                                                            d    

       –                              –                                 

F         e e  e       e e   w       e    d ffe e      d w   ’       dered appropriate at an advertising firm 

will be different than what works at a law firm. The best rule of thumb is to look at the wardrobes of your 

managers and follow suit.  

                                                                                                   e     

                                                                                                             

      e                
Link: http://vietgle.vn/diendan/showthread.php/43618-Sanh-dieu-chon-cong-so-mua-he Tr. 7 
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Strawberry Sauce Over Semolina Pudding 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 

 
 
 
 
 

Fun at Work 
Test your eyes 

 
 
 
 
 

Diep Do 

Ingredients: 

 2 cups sliced 

strawberries 

 3 tbsp granulated 

sugar 

 2 tbsp water 

 2 tsp lemon juice 

 600 ml coconut milk 

 1 1/4 cup of semolina 

 1/2 cup sugar 

 Grated rind of a lemon 

Directions: 

1. Combine the coconut milk, sugar and the grated lemon rind in a pan and 

placed it over a low heat and stir the mixture until the sugar dissolves. Then 

add the semolina and continue stirring until the mixture begin to thicken. 

Allowed to cook for another 10 minutes. 

              d                                     

                                                      

                   S                                   

                                                    

 0           

2. Remove from heat and pour into the jelly moulds. 

Place the puddings in a fridge for at least 4 hours or 

overnight. 

                                                      

                        4                      

3. For the strawberry sauce. In a food processor, puree berries, sugar, water 

and lemon juice until smooth. Turn into a medium saucepan. Simmer over 

medium heat, stirring occasionally, until sugar is completely dissolved and 

sauce is slightly translucent, about 3 minutes, let cool. 

             d        d                                                   

                                                                            

                                                                         

       

4. Ease the pudding out of the mould and served topped with strawberry 

sauce. 

             -                               d                 

Link: http://grandmotherskitchen.org/recip...l#.UoxvCid5c5e 

 

Ingredients: 

A woman or a man's face? 

The painting below, by Russian 
artist Igor Lysenko, depicts a 
woman in a yellow dress and hat 
standing outside next to a bush. 
Hidden somewhere in the painting 
is the face of a man. Can you find 
him? 

Link: 
http://www.vietgle.vn/diendan/sh
owthread.php/9382-Ban-co-tin-
vao-mat-minh-khong- 

 

 

 

 

Funny Pic 
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  a    a      b   d       

  a     

vietgle@lacviet.com.vn 

   r          a  ff  s    

      

Newly coined words 

 
Newly coined words cannot be found in dictionaries. It'll probably take ages to introduce them into certain 
dictionaries. If you are curious about why I say so, let me give you some examples. 
T                                                                                                                 

                                                                              

 

The first one is the noun Selfie or Selfy. Self- means 
         e f      f        e f     selfie is a 
photograph you take of yourself with a smartphone 

or webcam in order to upload it 
to social media sites. A selfie is 
not unlike a self-portrait 
uploaded to social media sites! 
            da      Selfie      
Selfy  Se f-     d        b        
                     b     

Selfie        d  b   d                          
      eb a          b        a          ra   
             Selfie                     d       
           a          ra                    
 e                  e w          e    d    ’   
certainly find the word Omnishambles from time to 
time. Omni-  e     e e           e e  w e e  
(omnivorous or omnipresent, for example). 
Shambles mean   d    de    S  Omnishambles 
refers to a situation which is shambolic from every 
possible angle. 
       e                  ra              ,       
               b               Omnishambles  

    -                                  r  s      
     rese               S a b es          r        
    Omnishambles              b            d  
     d                         
 
Another word that I think is very necessary for 
    e w   f e  e           e w          e   I’d    e 
to talk about the verb Unfriend. When you unfriend 
someone, you remove them from your list of 
friends on a social networking site.  
             a               r                 
      a   a           ra                         
                 Unfriend      unfriend     
                    a    b                    ra 
     da   s    b   b    a b    r    ra           
      
When do you think the words like Selfie, 
Omnishambles, Unfriend … w       e              
most commonly used dictionaries? 
T                                                  

                                   Selfie, 

Omnishambles, Eurogeddon, Unfriend…? 

I ’       d ’    e    
                      

Link: http://www.vietgle.vn/diendan/showthread.php/43778-Newly-coined-words 

 
 
 
 
            
       

(S   s  ,          ) 
 

 
  T                           

                               

          ơn! 

  t        v      l sh       : 

                                     rần   c  r  n       

                               n  h  n    a       

Ngo               d                               n     c   c                     

         Off    4                       

Xin     3         D S                      

  p  n c         2:  

1. Telephone 

2. 0 

 

 

Kimnabi 
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