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Across

9. The part of the day spent working.

12. A set of papers or data kept together.

13. A machine that puts text or images onto paper.
15. A small book for writing notes.

16. A pen with a thick colored fip.

17. A board with a clip for holding papers.

18. A tool used to fasten sheets of paper together.
19. A table used for writing or computer work.

Omitted: MONITOR, CABINET, MANAGER, INTERN, PENCIL, OFFICE

Down

1. A piece of furniture used for sitting.

2. An event where people discuss work.

3. A piece of written, printed, or electronic information.
4. A cover used for keeping papers together.

5. A copy made by a copying machine.

6. Work done beyond regular hours.

7. A flat paper container for a letter.

8. A chart showing days, weeks, and months.

10. The set of keys used to type on a computer.

11. A formal written account of information or findings.
14. A message sent electronically.
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