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ANSWERS

BN T = IVEEE TOYREOREICIE. UTOLSE
KIEHNHDET,

It's nice to meet you. BZVTETHRTI,

It's a pleasure to meet you. B&V\WTETELWTY,
I'm pleased to meet you. B&VWTETETHELWLTY,
It's an honor to meet you. BREVNTETHRTT

I'm very happy to meet you. BEVWTETAEIELTY,

I've been looking forward to meeting you.

SZNTBDZEHEULHC LTV LT,

It's nice to meet you, too. FhHBRNTETHRTY . GBZ)

KT EBAT 17 IVISHETOHRIS T,

Hil 3 !

Hello. TAICBIE.

How do you do? #$xULT.

Nice to meet you. EXTELWLTTY,

Happy to meet you. X TEELWTTY,
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2

CDZREWNT., RN—IJDFRMICEZTLIEEL,

Suzuki:  Hello. My name is Daisuke Suzuki of NostroTech. I have
an appointment with Mr. McBright at ten.

Secretary: Yes, Mr. Suzuki. Mr. McBright is expecting you. Please go
right in.

McBright: How do you do, Mr. Suzuki? ’'m Jim McBright.

Suzuki:  Pleased to meet you, sir. I'm Daisuke Suzuki of
NostroTech. May I give you my business card?

McBright: Thank you. Here’s mine.

Suzuki:  Thank you for taking time out of your busy schedule to
meet with us today.

McBright: Not at all. I've heard so much about your company and
always wanted to learn about your products.

Suzuki:  Thank you. We provide various product lines that meet
the wide-ranging needs of the auto industry.

McBright: Very good. By the way, why don’t you call me Jim?
Suzuki:  OK, Jim. Please call me Daisuke, then.



COMPREHENSION TEST

FA47O0JCDOVTORBICHIDEVLVEZIZTHR S EDch. THRERZE
HTLEEL

1. Who is visiting whom?

Mr. is visiting Mr.

2. Have they met each other before?

, this is their first meeting.

3. Did Mr. Suzuki ask Mr. McBright to call him by his first name?
. He asked Mr. McBright to call him

ANSWERS
1. Suzuki, McBright

AR A ST have an appointment with Mr. McBright... & F-> T35 Z &
5, SREANT I TIA MV EADFT T 4 A% L TWBZ ERHND 7,

2. No

A4 TaTDIEDHD EZ AT, How do you do? % Pleased to meet you. & 15 #J)
HEDREDOREANPERZ L E T, LA -T, HFAENokAD T,

3. Yes, Daisuke

ZA 7 a7 TR E AldPlease call me Daisuke. £ 1Z 5> EDF 5> TWWETH 5,
BARSANRAGDZEET 7 =2 P X —LTIERL I ITHA TS Z &0 H
nDET,
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L] WORDS & PHRASES LI

appointment 77 3
business card &l

various &TFEEFLE ZED

wide-ranging &L

| have an appointment with Mr. McBright at ten.
RIOTSAREAETIORDTIRA VDB DET,
ZOMEN DB ] TLELHET B L EDHEWNTT, [have an appointment
with + A+ at+HHDOKER ] OFEMATH V& 9, SHERSE T & AU3mH .
HEEES L EEBRYNICHBIC T ARSI L &0 FET.

Thank you for taking time out of your busy schedule to meet
with us today.
SHIF. BItLLDICTWEB ERSHRAZESEDLEED., HOHHESTEVET,

Thank you for taking time to meet with us today. [5 HIZFAE & & 239 IKfH]
EEMOL 2D, d0HEITI0ET] AT T kL [HRZHNT
RoTwkZuiz] LS EHOKREMEbSRITY, ZZTRES
12T out of your busy schedule [FBCL W25 | ZMATHET,

I've heard so much about your company.

DR RSI D> THBDFT,
I've heard so much about...T [k o b EErRrAf->TED 7] O
Wiz ¥, [MEA] IS LTeMA, ZD & ZidTve heard so much about
youZms ELFWET,




By the way, why don’t you call me Jim?

EZBT, DT ERILEFATLEELY,
Why don’t you...2i& [~ LE¥AN?| &A% [§F5] L XI5 KRBT
FTH, [HO-- LTI BT ] Z&icgiaEd, 221
ZDREKRTY,
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HOBNZRAH/ASAD,. BFOARERFEAZIYI TS A hEAIC
BATLEI,

4

CDZREWNT. RN—IJDFRMICEZTLIEEL,

Suzuki:  Jim, I’d like to introduce you to one of my staff, Ms.
Tomoko Kawahara. She is in charge of customer support.
Tomoko, this is Mr. Jim McBright.

Kawahara: Pleased to meet you, Mr. McBright. Tomoko Kawahara.

McBright: The pleasure’s mine, Ms. Kawahara. Jim McBright. Just
call me Jim.

Kawahara: Sure, Jim. Call me Tomoko.

McBright:  All right. Thank you two for coming today. Would you
like something to drink, coffee or tea?

Suzuki: Sure. Coffee, please.
Kawahara: Could I have tea, please?
Suzuki:  You have such a cozy office. I'm sure you enjoy working here.

McBright:  Oh, yes, I do. We moved to this building only a couple
months ago. Before that, our office was much smaller.

Suzuki: Is that so?



COMPREHENSION TEST

FA47O0JCDOVTORBICHIDEVLVEZIZTHR S EDch. THRERZE
HTLEEL

1. Who is Ms. Kawahara?
She is a of Mr. Suzuki.

2. Who asked for tea?
did.

3. When did Mr. McBright’s company move to the present building?

The company moved to the building only
ago.

ANSWERS

1. staff member

HYAC...introduce you to one of my staff members. & $iAK & A 2NVJHE & A A HH
FLTOET, staffiZEAHFALD Tstaffs D& 5 12s% D720, 'm a staff.
DEIICHBIRNITEZLETEIEA, [Z4yTDVED | ERBILZ
W& Zd, one of my staff members % 7213 a staff member D K S IZF WV E F

2. Ms. Kawahara % 7213 Tomoko

Could T have tea, please? [ & ANF > TE 3, Could I have...2l [ %
W22 3] LS ERT, Canlhave...2k D & TEALKBITT,

3. a couple months % 7213 two months

~ 2 7 74 FRiE We moved to this building only a couple months ago. £ 5 > T
WET, ZAUIFIARZ ADm sure you enjoy working here. &35 I X M
W BEZICHS D TYT, ZOKS ARFEIAREL ZEZEHERSH D A
B, AREIZAD 20 ORI 2E— L b =2 & UTEEIZAD 3,
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TRANSIATION
$K DhH, DAL 9T DO ED BT W LET, 255 FmEK

T, 3 2w —HE—-1r DY TT, KTEA, THLHH
Ch I TITLLEATT,

SR BHIZ» 2N THRTY, MFEKTFTY,
TOTSAN: 2HBOEZF, M XA, VL -YITIAMNTT, DLLITATL X0,
SR HLrDELE, VoA, PEIEBMREVCL F X0,

TOTSAN: BA5A7=0D, SHREBBLWAZZ, 30133273 0ET, sk
BAPNIOANTT N ? a—b =KL E,

A TiE, I—b—Z2WErEEET,

AR FEAEWEZZTETTLEY A ?

oy N ETEEMORWAT 4 2T, BHFEAELATELNEDT
L &9,

TOTSAR TN, BLATEDE T, ZOEITII2H ARTICE->8L TE 7218
PO EOTT X, DRIOX 74 23T 5 E/NEhos7-0TT k&,
FZr/ N 79 TEh,

POINTS === DEN

FRXABMEFXA GV T4 L XAIZEIDRSHEIPBYIDH T LW
HZET, LRITHAHMARIANETHOHIN ZLE Lz, 2ALET
e e 2D & EIT, MR F 72 3R LN DFE D ST E AL - 1T 5
DOIWEETY, 4477 TIE, SRS AL OBREICH T T T
M SAZMITLTOET, £72, BODREMEE V> 72 NEmD A3
LTE, mUNE TN — LI Mr./Ms. &2 THEIT T 5 DR EE T,

I =Y a3V EMBIZTRICEB T &5 BRAN R A
B DEFTDT, KLHEIZANTEHEZEL & 9.

T77—ABR—L

RAPSET7— AL F—LTERAE D DIEFKINTIXIFEAE LW E
EoTE &L, EVRRIIHBTAUIRMOL TENERET S & L7z
L7 AN KNS ZLIZEDET, LAL, 77—A X —LTHOE



HZERFMEDEIZH B 120NN TERDRL ZE T2 6, HF
NE [T7—ZAMF—LTIFATL 23] EEbhZ5 %Y 2T %
L9, MO 28U A» 52, [Mr. Jim] X352 77—
A M3 —=LIZMERMs. B D TIFATLE 5 ABWE A, Zhidh,
Z o CHFEMICAHRGHIR 252 TLEVEI268T XL &5,
WFRIZLTE T7 =2 b x—2OfHIE, HFOHLHICIRZ % &0
5 S 75 ZEEA D IEHE TS,

IR NMEE» S ZDADLAFED TLUE D oo TNNRT 4TV
PV OEIRENE Z AT, LaL, FUHETE LIz &> TH
AHNREEDZZLEEHDDOTHEBIVETY, 2841 [HEHiZ T
WF %20 ETHEAS ] {HFIEX, HACTITHEmGH CMELMNR 425 %
928, WEETIE [DERP»TERL TWa] L Eh235TY,
BRI EER) Ty 7 A EHB LT [BHEWIZEE LR TWERA %
EABHFZENTES] LS ZEEHM-THELEXNWTLLE S,

PAAVII bk

PR E LW DD LXIZFIHEADELONTHAN, BEEE
EHLEXRIMTOHARSZZEATXEY, D0, HTFOHAR L
BHTZEIZTHENOEHEEZEDIMR1EHZDTT, Zhid
YEEEICR 5722 TRV ERAD, EFIIT4aV R I 2T S
ZEBRY, HEL, FHoLRODEEETLEDERARTTAS,
WYBEAA IV THRENT Z L BN TRV FH A,
AE=-ILb—F

Do TWEEDHBEOFE TR, ETEST LRSI A->TLEN
9, £ZT, Bro& LS, WHhWBAZE—L =27 ATJIC
HoTEEd, Z0F47urDks5 % [BOMORWAT 4 2 TY
Rl Lol EZS720, HEORGHRLZDHICH 2 212D
WCODFEEE 5720, REOZSHF IV ETEHD LT, £/,
BLRODDETHE/S—TAIIMHINhE2ZL8bDETH6, X
FLLT, WAWARHRRAEF IO THEL 2 kUITT,
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staff 2597 5
be in charge of ... -~ ®EXT

cozy EDDRL

enjoy working @E<0zEZELD

a couple months ago 27 FFHIIC

I'd like to introduce you to one of my staff members.
MWDRAFTY TDUEDZEBNTULET,

I'd (=I would) like to...13. HADOHFHLE(ZA RO T HARKETY, 1
want to...E 5o CLEHI &, EVX 2D TIEALR LK CIZE x, T
KD ETHhEREDTEL LS, AN T DT HALLRE %
ENIZENLONHEATEZE L LI,

Allow me to introduce you to my colleague.

IWDORBEZBNSB CWEWTHELDULWVTL & DD

fallowld, [7BY] TRAEL [7I77] ISEWREICADETOTHELE

LiJ,

Let me introduce you to my associate.

MDERZEEN B TS,

I'd like you to meet Mr. Ito, our chief engineer.
F—DOIVIZTDFEICHBEVVIEEZLDTI D,

Thank you two for coming today.
SHES D, BELWEESDHESTEVET,

HE CTIIEAM U 728K & A %3 Thank you for taking time out of your busy
schedule to meet with us today. [FHiZHIC L, FAE E &2 5 K%
BPRODLZED, d0HESITI0ET] L50E LA, THISHL, K
Te 57D~ 774+ & AldThank you for coming today. [5 HIZ
BHLOWZZE, 02 TE0ET] EF-oT0ET. ST, 2A
EMHFIZEETERO ZAFRE L CTyou two & K< &7,




Would you like something to drink, coffee or tea?
J—Ee—PHERLEEMDBERFMEVDDITTH ?
Would you like something to drink? {3MHT1Z [ERAM 281D 5 ] & =2 Il
ITV—ATY, BRAMERHE L 234477128 % K 512Could T have
tea, please? ® Sure. Coffee, please. L FWV E§ 2%, Bk L < K & Zi3 No,
thank you. ’'m fine. [0 23& 5 T8V, #MTY] 2finE g,

You have such a cozy office.
ETHRDMMDRW\WA T« XTI,

HTFCBET 3R T4 75D ERDOTTUEDBDIE. SFHEDO X 521
EDETL. HWEREZ*SO2IREHD T, 2720, IHHEOETHT
BHIZDFTCWBE302EDENTIE, BhahLWELE5 2 Rk
WOT, YD OEWEEEARESLSICLEL LS,

VA =
=N\ 777070 [ VNN
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|LISTENING I 0000000000 0O0

CDZEWT., BREICHTIELVLEZZERBATLIEEL,

1. What is necessary to do before you meet a foreigner on business?

@ To know his or her name.
® To call the person by his or her first name.
© To know the spelling of his or her name.

2. And why?

Because it is not to learn foreign names right away.

@ easy
® difficult
© necessary

3. All names are not pronounced

@ they are as written
® as are they written

© as they are written



ANSWERS
1. @

...it is a good idea for you to learn his or her name... £ F>TWEFTOT, @A
ERTY, OO [T77 =23 —L TSR] RO [#EIODDD &H-> Tk
] BEYLEEA,

2. @

[{EF T2 5 SHEAD KNI EFNH - T <IE S5 A &) MM h % Bb
NTWE T, ...because it is not easy to learn... D2 & H A L ZHN T
L, BARMHETT,

3. ©

RBEOXESEZHNANIHES D A, [E2N728D ] (Jas they are
written D & I IZFWE Y, Flialas OFEICER L TS E &0,

VOCABULARY

on business o2 DCET right away @ <lc
particularly #5(c unusual @H5TTLED
besides «5(c =/ pronounce =95

TRANSCRIPT & TRANSLATION

When you meet a foreigner on business, it is a good idea for you to learn his
or her name before the meeting, if possible, because it is not easy to learn
foreign names right away, particularly if they are unusual. Besides, there are
names that are often not pronounced as they are written.

HHETHEALER I L XX, TEXAZLALHEMIHTOAN AR > TH L DM
KWTL XS, SFHEADHHENE. FHZZhHAH D INZEDTHEWEA, 7<IC
HWABOBPMHETIEZENASTY, £72, EoAEDICRETIhAVLRETS &
< HET,
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||-IS'I'ENIN62-------------

CDZEWVT. THEBICIELLEAZERALTLEE L.

7

Ve

When you meet '

should 2

, you

. If it is the very first

meeting with your potential customer, it is even more

3

. If you are late without ®

, you may be seen ¢

to be at the place




ANSWERS

someone on business
be punctual
important for you
right on time

any plausible reason
6. as rude

L A S

4.0 on time & Pl72 KB in time 23 d D T A, on timeAt [P 5 N7z
DFD [HREGED (F572012) ] THHDOIZK L, in timeld [P &N 7-0EH F
TIZ) 2D [HIZA-T) EWSEKICAD FF, 72& 21X, He made it in
time for the meeting. [#%I13I—FT 4 Y ZICBIZA o 72] DLSICfiVET, F/-,
on time & [AMRD Ik % & DEKILZ on schedule 2*d 1) F 7,

VOCABULARY

punctual B5E(C IR
potential E7HL HIAHDH L
be late E1%

plausible ©->&c65500)

rude #il7x

TRANSLATION

fEFTAL R IR, FEZRTFFNETY, HEFCAZREOS 2HF L
DEHND I —T 4 /7736\ ¥ E SR D IZZ DHFTIZN D 2 A RYITY,
Lol 5 LWHHE A< BN L, fUEMS T LR TLE S TREMEL 5 D
i‘a’_o
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BT DEEDHEISHLETENELT S EHBDET,
Liaison UIYV (GE#E)

fe&EZEiIn and out MIFA. inDIn]&Eand DAlHDIFEHA DT [ F 1.
ZUTandd[d] &outd [0l BDIEN T [FD K. DED [4F
SR DXIICHEDFET, CDRIICL<FEHE+RHE>DHEIEDETH
HZ{td D &% liaison EEVE T,

Ffe. KEBDHEA., BRI 2EN<BE+HRI+-BE>DHEAE [T Y [I]
FelF d] [GELEBINF I, cEZ(Ewaterld [T5—1. better (&
INT—] DXDICHTAFT, clcL. TNEDEDZE(LIFKEBRFEDD
DCHBDZEDBBEICANTHBWVTLEE,

Reduction U5 3 (5EH)

BEARWIC. WHEMNERT HBE(CIE. FIDENEBINHELEDEFT,
fze&Z ([Ebad peanutDiBE. [d] DEIC [p] BV TLEIH. D [d]

FREINFBA. DFED [NvE—Fv] OKDICETRAET, DK
SIFEDZE % reduction EEWVE T,
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|READING I 0000000000000

RO EFRA T, BREICHTBIELVEZIZERBATLEEL,

Generally speaking, Japanese do not really distinguish between
Americans and British. To most Japanese, they are simply
Westerners. In some business situations, however, it should be
noted that there are differences. For example, it is said that
Americans are less formal than the British at first meetings.
Americans usually invite their counterparts to use first names.
However, it is also a fact that there are some British who prefer to
use their family names when they are introduced usually together
with their first name.

1. According to the passage, what are the Americans or the British
to the most Japanese?

@ Foreigners.
b Westerners.
© Europeans.

2. Are the Americans as formal as the British?

@ Yes, they are.
® No, they aren’t.

© No, they are much more formal.

3. According to the passage, what do Americans usually do at the
first meeting?

@ They introduce themselves by their family names.
® They prefer to use both first names and family names.

© They invite the others to use their first names.
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ANSWERS
1.

247H® To most Japanese A FOES T [KFDHARANIZE 5> TH S IFHIZH
HATT] EFHML TWBEDTEHZ T Westerners Th 5 Z £1EH 52T,

2. ®

547 HC...Americans are less formal than the British... &Pl L T 555522 5
% Z13No, they aren’'t. L P CE £ 9, A, Z OFM TIIIOE & RIS R
ORI DN T E T, A is less formal than B. [AIZB XD 7+ —vIL Tl
] (b)) &, A is as formal as B. [AIZBER UL 6 W7+ —<)L72 | (A
) DENETERL TV T Z &0,

3. ©

647 H ® Americans usually invite their counterparts to use first names. &5 13
PHbhrDET, invitelZid [(AID) T2 L5 ICHBBENT S| &S kA
HDET,

VOCABULARY

distinguish between A and B A& BZ%#[319 %
the British == A [£=519(C]

invite Ato... AlC - da&D(CHED

prefer to... - d2E5FFD

TRANSLATION

—RHNZ, HRAETZ AV HIAEAFY ZADORPIE LA, KEDOHAKAIZ
ESTHSFHIZWHEALD T, L2L, EVRZADBRTIRENEL DN
NRETT, 2213, YIHATIET AV AANZAFVZANEENP LI E 572D L
EnwtEbhTnEd, 7AV I AGBEE 77— A ML —LTIFATS MBE LI
EoTEETH, AFXVZAOFITIE, HOHIITDO L&, 773 =X —LTIHI
NEZDEDANZ=BE NS, LWOIDE E/FFETYT, MEIIZOHLIZT7—Z
M A=%D T,
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9

|READIN62--------------

RO EFRA T, BREICHTBIELVEZIZERBATLEEL,

It is customary for Japanese to bow when they meet. But if they are
businesspeople, they should shake hands when they meet their
foreign counterparts. It still seems difficult, though, for some
Japanese to shake hands without bowing. That bothers their foreign
counterparts because they think the Japanese are going to kiss their
hands.

1. Is it customary for Japanese to bow when they meet?

@ No, they shake hands before bowing,.
® No, they never bow but shake hands.
© Yes, it is.

2. What should businesspeople do when they meet their foreign
counterparts?

@ They should bow and then shake hands.
® They should shake hands while bowing.
© They should shake hands.

3. Why would that bother their foreign counterparts?

@ Because they think the Japanese are just kidding around.

® Because they think the Japanese are going to kiss their
hands.

© Because they think the Japanese are going to leave already.
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ANSWERS
1. ©

HUED It is customary I N2 6. ZF AW 6 »Td., @I% [FHhEREE 3 500
BFET2], O3 [BHEEZE-LETHEFTS] OBRKTIOTHESL &
HFh, BH, bowld [V ] OXIITHELET,

2. ©

[EDAZ=Y Y PHEADOHFL RS L EIEESITRETT L] LW H %
MT¥, 24THIZ...they (=businesspeople) should shake hands...& & O £ 3D
T [EF%295] BIERETT,

3. ©

i [Zh (BlFEE LA ST 25 2 &), AESAEAOM Tz &b
HED0TTHh] LWSERTI2E, SITHO [FIZF 28N d L8525 ]
PVIERTYT, @IF [STTT0BLES 25, @ [E54s5LLTn5
LIS ] OFKRTY,

VOCABULARY

customary “ECHoH

bow &tz s

shake hands =592
counterpart 15+

bother =hts LoontEs

TRANSLATION

o5 XL EHEATAIDIZHAADEETY, LrArL, EVXZIIIN=Y Vi
SIEAEIANIZES EZRZIBETAETIRETY, BHELZETICETA T2
EHFEAREZA VB LS TTHA, ZHICENFEARTFRSTLEVE T, A¥k
SHARADPEANT2EDTFIZF AT 20T EWLERS 25T,
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USEFUL EXPRESSIONS

| don't think we’ve met. I'm Tom Stuart.
SBEVNTDDEYIDTREEBSDTIH, b+ AFa217—FTY,

Ms. Kawahara is a member of my staff.
AREAFWDRASY Y TTY,

Chris works in my section.
Y RFFEFURICVE T,

Mr. Suzuki is in charge of the sales department.
HATAREREDEEETT .

Please make yourself comfortable.
BLOBELEE,

Thank you for taking time out of your busy schedule to
meet us.
LW BBEEZWCREEZTLTHDHESTETVNEXT,




WEEK 2

COMMUNICATION
IN THE OFFICE

ABBRHS TL V> TLEDRHIFEREPLITICEHETVE T, HFETDH
BEIZ1ZT5—YaV0EERE. HFICHTIHE. BLPD. fLEELE.
BEACESTHHEDFHIDI EERD, INSZEENFICEINLE, XKEL
KWZT D ERFEVETFTY,

ABEIZ2=—Y 3 VDRHICERBEDEVDIIEEETT, RXROXIFL
RIIEVWAICIEODTVWET ., CNSZT+—VIVEEVAICEZTLEEL,



ANSWERS

BFLCRIFIEBLPHRIELVSBRNS. BRED KLk
(AT #—=7IF)] EVWHEIITRIEL [E>27c(T+—
RIVE) IEVWABEVWCHEEDIKRSICLTHBLHENSDET,
WFUBIEREF 1 DERRDFTEBAN,. T TRHGENLERIER
ZRULET,

1. 1 would like to have a copy of this brochure.
DIV TL Y R 1 BBULEREERL,

want D | #E2a &KBUL, would likelZZ D 5,

2. Would you tell him that | called?
EFEN G O EHBIBAREATTNH ?

Would you...2& 5 &, T#EH,LT v T LET,

3. I wonder if you would mind repeating that.
<OEBEBLTHEO LR DTUVEEIFEFRITLLID,.

Can you repeat that? % Could/Would you repeat that? & 3 %721 T
ETHETTH. & 5121 wonder if you would mind ...ingDJEIZF
HL, ETENDLS oA XA =VITED T,

4. By all means, let's try it. EUO®2TH&EL &5,

why notid [ L7256E 5 5] OFKTTH, Thi 74—
BWRZ 3123 [0 OFKOby all means &AWV % &5 F <
%ij‘o

5. I'm afraid that | did not understand what you
meant.
Bo U 3EKRHKLEBFETECLEVEBNET,

I'm afraid that...& v 279 v a Vi@ 2 &T, X TEEEIHIC
KD EY,




WEEK 2 ------ COMMUNICATION IN THE OFFICE

DIALOG“E I 000000000000

12

AHRACOAER. /JAMOTYyIDH T 4 AEILDXKET. ARSI
PAURADBHED bL « AF 27— bhShEBZGDEF LI

CDZREWNT., RN—IJDFRMICEZTLIEEL,

Stuart: Hi, Tomoko. How’re you doing?

Kawahara: Oh, hi, Tom. Not bad.

Stuart: Hey, what’s that? It looks a little too small for a notepad.
What is it?

Kawahara: This is not a notepad. It’s a pocket-sized organizer book.
I use it to manage all my appointments.

Stuart: Are you living in the 21st century or the 18th? Nobody
writes their schedule on paper these days.

Kawahara: But there are a lot of advantages: no waiting to boot up;
there’s no battery to run low, and it won’t break if you
drop it by accident.

Stuart: You may have a point...

Kawahara: I’'m sure once you try it you won’t want to go back to
using your smartphone or tablet to keep track of your

schedule.

Stuart: Well, with my smartphone, I can sync my schedule with
my PC and other devices.

Kawahara: But just carry this around with you. You don’t have to
sync with anything and you can open easily to any day
and write in whatever you like. You’re not limited by

those little boxes and labels.
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COMPREHENSION TEST

FA470JICOVNTOFRBICHITDELVERZBATLIEE L,

1. What business tool does Ms. Kawashima have?

@ A note PC
® A personal-sized planner
© A notepad

2. What is NOT one of the reasons she likes it?

@ It doesn’t need batteries.
® It is hard to break.
© It s easy to read.

3. What disadvantages of computer-based schedulers does she
mention?

@ Their format is not flexible enough.
® They are difficult to keep synchronized.
© They are not available from office supply stores.

ANSWERS
1. ®

BEEAZDLH, 2F 27— P TADWhat is ik 5 BV, WH & AR
a pocket-sized organizer book & A TV ¥, EffI®ICAD I, 22T
WF2DODF WA ENTEH D, pocket-sized = personal-sized. organizer—
planner T¢, organizer & planner &, HAATEH> & ZAD [FiR] D2 LT
kK

28



2. ©
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O icid, &M L.OEMTH 20 [FiR] 2HL0 9, WESARZTIRE
FHT2HHE, 27—t 7 xR4T Ly MR EDOE FURAES L IR L &
NHMNRET, [FARTV] LEE->TOENDT, ERIZOTT,

3. @

MR X ADRTIRT S, MO TR L HARZEFIHRROHNT S 3w 20T
FEIH, REBEOL) TICEMA DD 9, PRI X IHZAD 50125
LT, BRI EEI2Z L Hbox (F+ 2 b AJIMH) *label (GHH) &
W EDIZHERE N TV B Z EabRICHE WL S TT,

[ZOF Y ZNREERIZ, BATTFur k| EES N TT., KA
BEHBZASED R AV = A B LS, HNDZE—L =2 TL7,

RFa7—b Rb, K. HI1FES ?

SR Ho, PAa, VVEL K,

2FaF—~: RAA, TR AEFRIZLTUZSURME W KA, 12

S AERE e BVbE, K7y b4 20V 27 4FMEX, BidZh
fi> THBDTHRDOFTRTEFHL TW50,

2FaF—k~ B 21HITEZTWBD 2 Fhi 181 ? S U bt b K
ICAr Y a—adnkh Landk,

SR T, ANy NIV D2EH2D &, BETEDEH5724< Thn
L, Bntihrh»rbZ e 0L, ZHICZ, #A->THE->Z & LT
FHNS Z LDk,

2AFa7—h: —BdHBAF

SR Eok, b FRAEMIIIICILEZE, €927 V2 —LEH
IZAVHRENZT LY FEEIDIZIZIRD 2 B kbbb K.

2FaTF—b: I~h, FEOZFRELPCEDPHARENIZAT U 2 — L ZFITE

AR

BAETELD,

T, LI HbBnThhdnk, MCHHX I LEEA
ThaWL, (FIRIZ) EOXR— G HEHICHT TIF 2 BoEICE ZAD
DL, (BNANLWERD) ZALESIFFETFZ IRy T AL R
HHEPIZHEONSZ LR WD X,
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POINTS 2E—)U M=o DEES

HFEICEBRRE R L 3O DT, [[RZY) 97 2 LR
FXRPALE O METT, HAOHEAII L =r—v 3V RkD 5
NBHENTIE, BICAFLEETCLEY, ZTTRIDONBAE—)L
P=2TF, 2L, HHNDO AL HTREE. HE|EG E TOREE
CIFERED, N=IFABEDIZHDNRERDT, VLHEA-EGET
HRETVIRHZE D) BRI ICAESEVEIEE L &L TIWIT X
A,

EEDTEE

PEEIZE T — VN EERBHLEZITEVED (=4 Txr—<I))D
XAlned b, EEPH EDO A, FFELRE, HEIZK > THWI T E T,
Z ZTCIEREMNLEEZRHOHIZ N O1ETFTAE T, FiEFIT R0
A VT —VABRBIIEDEWATEZEEL &9,

Z#—<Ib 1T +=XI
We would We'd
‘We are unable to We can’t
Certainly! All right! / Okay!
inform (you) let (you) know
obtain get
receive get

L LERS, 74— IERENZ S ThODZE5EEIZHFEL T
SHEARLIDEIIATA T - A —H—TEMLWEDTY, FAzbH
BN S ZTAEZEEPDEZRIZLTWZ6, WOE TR TR
X TEIEA,

HARGBICHANTEBIE THEBICEHTAIL-AL2 2 Ed D 8
ho TLEDA VA 2= E T, SHEADFEELHAGEBIZIREE L
ENTNBRZERHDETH, [ LEAZL] BE, WHbOS [£X
Hl OfR K< HIZLEY, Zhid, oK IX5ALEETIEL T
LT AERITH72012, FBREN72pEFAZ5TL x5, FLGo!
T, HETARHEDO L —VIZ&- T, [Birganxn] i2d [f1-5
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A DBEKRICEERDEST, DFD., AETADEERHED b — ¥ TH
BOTEELEDLLDTY, 77—AMF—AL T TCIZLED,
N AT AEERBRAEH S TEE LT, RS T. HAN &
THET B LT oL THRADGFE AR X #5 L e TEEY MU,
THEARBRAME > TONTE, HAEL AR, BRmLICE 2Ll
ZofHET,

KFEDEZEFEL

MR E25ES &V ZEHEOBE TIE A<, i) SEARICKE
DIBIRELGARHDE T, Thid, ANIHAEELTILETT, &
BAAMEFERE T TH->TE ., KL H LOANITXF 5546 & RIS
TEEERBEMD XHICTENETY, £, ATERI LV E—V
TPlease # 2 TCE A IV ENWSIEDTEHD FX A,

ROFIEHNRTATLEZS N, [AE=2PLDLZAICF> T
TIELWY] WS BAD2ODERRTT,

(D Please take this copy to Tom.
(2 Would/Could you please take this copy to Tom?

Qr@cid, MFIGZ 2HEAMH L RED, QDIESB2ED
TELRBUCLD 3, 5AAIC, T4 Sure. & A Certainly. 5 £ &
EAT<N75, Thank you. < BHLASVE L x5, HHEOHEHA
ZTEDEFRE LT, ZThTHAETY,

=eanER o

HEEL HAGBDBEVA R T A X IC L ERNEE T T &E A5
TET5 &9 TN, mEEG TRV T RN &id, HFZ24HE
ANELTEBLTESLZLTY, FlCIR2BDRIET RS LW ERS
ERERFICE>TLEY, RBENT Ly vy =250 k51t a
MNTELRL BDET, MFEZ2IEBFFIIZTAN, 2D ETHYY
CHFICEDTEL AL LI NTHZLnKRUITYT, BRLHE
EaEP-oTHTHE, Mitkaia=r—yvavi3adedihcl
3LDTT,
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L L1 WORDS & PHRASES L X

notepad (14 1#(EHd) AEIE AE/)(y I 18
organizer (fi#®m) Y25 LFIR

manage EEJI2 EETD

boot up I3

run low %o EdiEsa. ZLLE2

keep track of... ~®iEEE=EDIF2

sync Awith B AZB&E#EE2 FREES % syncldsynchronize OB§
box TZTR [F+Z ~ATIHI

label “cTlE (AHEE]

How’re you doing?

RFEFES?
How're you doing?i3, #EIZH LT & A % How are you?IZHX, 2270 7
Va7 WAERBTIOT, 74 —vI A ERH EO NS L Cidlib s
wkoicLElLed,

Not bad.
LILVEEU &Ko
How're you doing?i=xi 4 2% A L LT KL fHibh ¥, 3D IZhE How're
you doing? L [AIUL 2D # V27N BRI TETOT, 74— BT
Bz F¥ A, BAAIZ, How're you doing?i=xt LTI TO K S 5E A2
nHHET,
Good. L,
Pretty good. &CTHLILE,
OK. Rk,
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DIALOG“Ezooooooooooooo

ARSAERF 17— hEABIUVR—F—[CRDIHIELREDTS
S, faRTABIMDDE LT,

14

CDZREWNT. RN—IJDFRMICEZTLIEEL,

Suzuki:

Kawahara:

Stuart:

Kawahara:

Stuart:

Kawahara:

Stuart:

Kawahara:

Stuart:
Suzuki:

Stuart:

Hi, how are things going?
Couldn’t be better!
Couldn’t be better? What’s the good news?

Do you know Mr. McBright, Purchasing Manager of
Major Motors?

Sure. He’s the one you were trying to approach last week
for the sales presentation, right? What about him?

Suzuki-san and I managed to arrange a meeting with
him the other day, and he agreed to give us a chance for
the sales presentation. So the next day, we went over
again and did the presentation. And guess what
happened?

Yeah, what?

He really liked our presentation, and assured us that he
would persuade his boss to give us a deal!

Great! Good job, Tomoko. How big is this deal?
Don’t be surprised. It’s 250 million yen.

250 million!! If this thing works out, this is going to be
the biggest deal for our sales team this year.

ICE
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COMPREHENSION TEST

FA470JICOVNTOFRBICHITDELVERZBATLIEE L,

1. Why is Ms. Kawahara happy?

@ Because she could go to Major Motors.
® Because she could meet Mr. McBright.

© Because the sales presentation went well.

2. Who is Mr. McBright?

@ Ms. Kawahara’s boss.
® The Purchasing Manager of Major Motors.
© The Sales Manager of Major Motors.

3. Why is Mr. Stuart surprised?

@ Because Ms. Kawahara bought a new computer.
® Because Mr. McBright became the purchasing manager.
© Because the deal is 250 million yen.
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ANSWERS

1. ©

MEHEAGIAD v —E— =X &L, v 2T IA4 VEAIZTLEY F—V g
VLELE, YITIALNEARTLEVARIZAD ., [EHHREN S XS 1
HAOEalZ#HE LT kv 55T hE Lz, ZhPMBEIANEAT
WAHIHTY,

2. ©

MR & A1d Do you know Mr. McBright, Purchasing Manager of Major Motors?
EE-TVBDT, HEARME,2TY,

3. ©

AR & AIEEAI23250 million yen E FWVVE L7z, ZHEBMWTAF 27— &
AFFEN=D T,

TRANSLATION

DA
n

AR

AFaT7—h:

AR

AFa7—b:

AR

AFar7—bh:

AR

AFar7—bh:

AN
n

AFar7—b:

Rb., WAFHTIEES ?

=P

W ? BIZHhAVNZ 2= A TEDH DN ?

AV Yy —F—F—=2ADEEHFED~V I TI74 A>T ?
EHBAh, =L AT LEVDLEDIZENEEAT Ta—F L
ANEA T PENRES LEAZN?

FH, SR EAEL I I TIANEAELI =T AV T THILEND
TEx7-0h, ZLE6X—LATLEVDF ¥V ZAELSNBENID
T, BHEZURLTCALE Y LED L, ZLESMART 5728
M5

NZ, MPERZ 572072

YO TIALEARTLE Y ETITLRIZAS TSN T, ZHHH
N3 EHICHBO LRlEFRT 5 LR T Mz K,
TR KT, <ok, ZHIFEDL VDR LED ?
W< whh, 2Es TFHMZ &,

2ESTHME-T! B LIZOENPENLS, #EEDF — 412
& o THHERRDOEIZ 5 LA,

35



36

POINTS SEQEDT. ‘DSBS

FELDMZTEDOZNRDED G, 2ANTL YN —LBRIZH S
PHIZZTEAHILTY, SMeHRIHED, BESHE, ZLTHR
ISR EZ LK EZAFLTTRNS, ROEANZFRA Y M %
HABESIZLELLS,

FADIRE

HALFEMRIZ, ], FEEEE2AEbELEZICEHALE BT
TV EH®RTEEL)BRET S Z ik T R AZETT, DL
BN TR F2b 3720, RETENEDN VA v EES72D
TEHETTErEVERA, HETIE, [E€5 T2 L Bnic
[$#% 5] (Okay) LEABANSODTTH, KEEDT &AL
FED 1%, Fine.®Great. & A5 &HICLFEL LS, BIETIET 7 2E
MO AREFENICHERE S 72nE 26, [EhEdh] & [IEHIF
B TRREWRY T4 T LR KYITT,

BFICRIET D

HFOE>TWAZEIZKIBTHZET, [HOSBELAH 5], [HE
LTS, 20 [BRELES L L TS| EWH ZELAni
Uk 9o RIBHAZE T AUSHTIER Z R0, G20 TLEI 1B L
hEXA, [Z2570R1 R [Z25%0D] &0 EEKD Uh-huh. & 51
see. CHDOB AT 720, B2 T545E, Z@isREIEL LS 1TD
BT 72 &N,

HFORZZOICTSD

HAaD4u 2 Sbhiud, BAICED AT ORTHWAZ L& KDl
XKL Fd, 20, HEOLHAINZL ARG LTS Ay £ —
Vi, KOBEFICEERTL. HEEEAMLET, M2r2EET5L
Xy, HPICKDMSARIEZZENTEE TS, HTEOLATA
IR ZFE/DOHTIESR L SIZLEL &I,
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DD 5ED

FHNEA 77 THNITEHRER DO E THRDD I L EHRETT
N, DLELELIAATLES &, Sfieikbo¥ 443107 %D
POONHELNEZEHDFET, [Z2AZ4a6200 EiFzn] &0
IGADEREENS OB LEL x5,

I've got to make a phone call/some phone calls.

LA iRk Ll s ) XA

Well, I've got to go now.

ST, &ofrrmirihul

Oh, there’s something I've got to do.

E3E. ROEECELENIENDBAL

Well, it was nice talking to/with you.

ey <. |nrr/,7"C3 T J: nolz J:

See you.

TldEz, RICODEI RIEFRE > TV E FITVE ]

See you later.

T C [ZOHICHUEI VERD > TE B TEMH> T nTEFET]

See you at the meeting on Friday.
Cxd, ERADI—T1 VDL FIC

Stay in touch. / Keep in touch.
& 723 L T
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L L1 WORDS & PHRASES L X

.., right? ~TL&? 15
arrange a meeting =—75« VJZEETD

persuade (\)ZEi5d2

work out 5F<i7<

How are things going?
BERAFEES?
BGORESEZ 5 L 22K b2 RETY, ZAZEBLTOX
IZEFAET, 7272, ThiE Va7V ERBETTOT, 74—~k
TS DIZBETF 721 KV TL &S,
Not bad. =<7k,
All right. FoFn/M.
So far so good. L\EDEIAHLIE.

Couldn’t be better.

RaCd &Ko
FHATFHPRNZ EERA DL IS R TT . It couldn’t be better. X
Things couldn’t be better. DMET, [T ER< LA 5128 A 540 T
bbb [SHIMFFATZ] LS BRIZAD £7,

What about him?

mHES LD ?
What about...2i& [ IZBIL Tz ? | OFEEKTF, What about?72 )72
& MDFE? ] 2 (IO ? | OFKOHEIZflibh 5 KB T,
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Guess what happened?

IhE ore&RB5?
HFzErElnL 2ifivng§. 2EEOHZ LT E & D Hey, guess
what happened? [Z & . AR ELELES 2] LS AFEHD T,
ZD L EidYeah, what? [F A, PRI 57207 ] LBEERLET, 7272,
ZOXRBLZALORME L EMOROARBBGRTHEAL 2 7Y 27 LA RBT
To TA—VABBHTIIMITIEL &9,

COLUMN

5 J—KIR

TEEARDEIFEVEHREDRFECTH. SILDIEFHES(FEI R FRF
BOEBR. TTAN—MECEICFEBEDRIILBALTENEWNOTEHE
#lF. BERBZDELDEDEDDFEA. EHIC. KITRDRICFER
Le<LreEly,

A, Ri% #SfEsE. =R

ANEPEEKELFEICEAL. BERZRVWCHES CHFZEDITTLEDDIE.
REICESOTMRAEENCETT ., BRDOEFEOSEBICELTLNIER

BIEEVEFTIN. RBDOBAIFHRAICEDCEDHDFET, KT X
73Tl political correctness (BGARIAIE) DERN SIFFRICH I S EDRE
WEESNTVEYT, TRV DD DBIZEZEFTHEET,

(32) Blacks r2A) — (E) African-Americans
Indians >+ 7> — (IE) Native-Americans
businessman £vx=2<>] — [IE) businessperson
2) chairman &&] — (iE) chairperson
2) salesman [z—/)LZ~<>] — (E) sales representative
2) office lady oL — (E) clerk
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|LISTENING I 000000000000

CDZEWT. FEEICHITBELLERZERATLEEL,

1. What do you do first when you come into your office in the
morning?

@ Clean up my desk.
® Greet my colleagues.

© Check e-mails from my clients.

2. What should you avoid doing when greeting your colleagues?

@ Ignoring someone.
® Laughing at them.
© Raising a hand toward them.

3. And why not?

@ Laughing at colleagues is not polite.
® He or she may ignore and wound you the next time.

© That may make him or her feel ignored and wounded.

40
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ANSWERS
1.

greeting your colleagues is what you do first. D75 A3 & HUhAUSHE S D & &
o ZZTOwhatdBIRIAET [ F2Z&] ERRLEY, DF D, what
youdo first T [HAZZHRMNCTEZ &) LW ERIZED 7,

2. @

REE [T AT L] 2545 ED T, you should be careful not to
skip any one of them 2MEZED KA v +TH, [HrSHxnkS5ICHETS] &
HDFEFOT, @LIMHIZL L EHA,

3. ©

RoTINT VR Z% A £9 . He or she may feel ignored and wounded.
M i3 izl sz e o, FoO< s Lhikn] EEoT0nET,
ZZTbN TS mayid [ LTEXN] LS EIRTIE AL, [A28L
] Lwv ) iR 2 FIRY 2 Bh@El T,

VOCABULARY

in doing so =i F 59 AE(C skip #hT IET
ignore #1592 wound £215%
willdo =05

TRANSCRIPT & TRANSLATION

When you come into your office in the morning, greeting your colleagues is
what you do first. In fact, it is very important to greet your colleagues. In
doing so, you should be careful not to skip any one of them. He or she may
feel ignored and wounded. Just raising your hand will do.

Wi, W U TwINC T3 2 L B EERAORE T, FEE, REIcRET 2L
JEFIZARUTT, BETIPRE. FRCBRETI LS ICEFERLEL LS., B
Ehnahroz NFEHIAZEBW, o< rdLhE¥A, F2F5753T
TR EDOTENIE,
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||-ISTENIN62-------------

CDZEWVT. THEBICIELWVLEEAZECALTLIEE L,

7

Ve

Americans generally women are

not necessarily 2 in Japan.
Although still few in number, there are some American

women who are ? Japan. Itisa

matter of course that they would be interested in where

women * in Japan. To give

a good impression, therefore, Japanese men *

female colleagues with respect.




WEEK 2 -+ COMMUNICATION IN THE OFFICE

ANSWERS

believe that
treated well
working in
actually stand
should treat

OO~

not necessarily #fEA1E [T LE BV LW BROEELE/ES T LN TE
F9, ZO&D EHAEESTIE, (EFITnot...all [TRTH-- &0 biFTlidk
W] ®not...always [W2E LS bFTREWV] AEHBDET, THLEH
DN EAERA T ERBDIFVIEZD 5256, FOWHAL TS 2Z &0,

%72, woman & WD HFEEDMWFICEFELAMBETT, 5 LMEHELT [ZD
ROAN] HH0NE [ZOLM] £F5 & Fid, thisladyD &S iZlady HfiE L &
9, thiswomanTid, &I [ZDHK] L= a7 VAT HE>TLEVET,

VOCABULARY

not necessarily L5 75

a matter of course “#nc &
be interested in... - (CENNGD
with respect #=x5-1C

TRANSLATION

—RANZ T A AN, HATREEDOH NS BT L E L AVEFLTHET,
FREZNIEBNRZ DI TIEHD FEAD, TAVIALZELHATH T E
T, Wkizbn, HATRBH ZMURED &S BREICEI»N TS 2 %250 72
WORMROZETL LS. TEI26, LVHIRZELE X 572012, HAARME
RYEDRIRICIHEE & > T T 5 RETT,
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|READING I 0000000000000

RO EFRA T, BREICHTBIELVEZIZERBATLEEL,

Friendliness is another important quality you need for better
communication. To be friendly, you should be relaxed or at least
give the appearance of being relaxed. If you cannot give the other
person the impression that you are relaxed and at ease, the
exchange will become stiff and too formal, and the conversation
won’t go the way you want.

1. What might you achieve from being friendly?

@ Better concentration.

® Better communication.

© More talks.

2. According to the passage, what should you do to be friendly?

@ Be relaxed.
® Make small talk.
© Be formal.

3. If you are not relaxed, what would happen?

@ The other person will lose confidence.
® The conversation will stop.

© The talk will become stiff.



WEEK 2 -+ COMMUNICATION IN THE OFFICE

ANSWERS
1.

R T7V Y P —Ca 3 Z TR NETH, 2] LS FEIRT, 11TH
1Z Friendliness is...better communication.& » 3D TO BNEM T, 7LV F
V—=ThdZL, DED, ARSEEL2TOENRT WK E S DI LB HF
EDAIL =T =YgV ELLTEIRAVPTT, 8 BbAAKEHE R EEA,

2. @

247 H® To be friendly, you should be relaxed W35 &Bin» 5, 7L v FY —T
HBHZLL)VTvIALTVBZLEESHEBRL TSI b0 T, B
BEIREED © i friendliness I3 F M TE XA,

3. ©

BITHIC [V v A LR A A bhhne, B LS T+ -7tk bl
E, ZHRPATOW LS AEDICEEE0ESLS | eHrh T T, AL
517 H @ exchange id conversation ¥ talk & [AFg& THibI T EF, ...won’t go
the way you want [ 1ZEOEDIZWA L] EWSHEHARBIEREAEL LS.

VOCABULARY

friendliness 7L RU—THaHT s HLBHDINT S
quality = ==

appearance i1 HH

atease <OxrLTLS

stiff =200

TRANSLATION

TJLYRY=THBIL3TI2=r—vavaEaELTH2DIIKRUAEBERTT,
ZHIZE, HERN Ty 7 AL Tna5, L3P uEeE 253015k 51ZL
L TCEWTERA, V92 AL TWEEVSHIRAMHTIZE 2 6 haiFihud,
DEHEEHE L, 74— RIZAEDBECLEFNET, ZLTREELATH:
KOITIFEEFHZNTL LS,
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|READIN6200000000000000

RO EFRA T, BREICHTBIELVEZIZERBATLEEL,

A careless word can lead to an unpleasant situation. So you
should be careful in using words when talking to someone.

But misunderstandings can happen to anyone. It is therefore
important to know how to apologize. A simple phrase like “I'm
sorry, I didn’t mean it that way.” still helps in many situations.

1. Why should you be careful in the words you choose?

@ Carefully-chosen words lead to misunderstanding,.
® To avoid unpleasantries.

© In order to know how to apologize.

2. According to the passage, what can cause misunderstandings?

@ A word of apology.
® Words of thanks.

© A careless word.

3. Why is the phrase “I'm sorry.” helpful?

@ It’s simple.
® It will prevent misunderstandings.

© It’s an apology.



WEEK 2 -+ COMMUNICATION IN THE OFFICE

ANSWERS
1.

HPEAREZ G A &1, SHEZBESZ L2 AYUTY . unpleasantries
&IPS MBS S ] VS RIRTY,

2. ©

afii 2 fH < RN DWW TiE, HIATA careless word can lead to an unpleasant
situation. EIBRENTWE T, lead told [H D Z &2 D BHEREITR] &S
KIRBIR A BT 2 L ZISHS KBIT, Th2o6lI%ThAH ZLicDdNT
WAL EITHAITY, /2, fthBhEil & LT This led us to believe that Major
Motors would build a new factory in Australia. [ZHTAY ¥ —FE—X—ZXDF
—Z IV THLGERAHELE L] ORI IZH2IE, WAVWA R T
FIHATZ 20T, HATHEZEL &9,

3. ©

I'm sorry.i3#i3# (apology) (Zflir7 % &£BITF, 417 HD A simple phrase like...
DLEDPSIERIIO©2ZEbrD ¥, ZOMOEBI L LTI, I apologize
for...® 1 hope I haven’t inconvenienced you.Zs E23% D £,

VOCABULARY

lead to... [CE< (BaERE) B
unpleasant 7 GE o)
apologize %

TRANSLATION

AABEVEEPRETVIRNEFES>TLEI ZEDBHD T, TT2 5.,
CEETE XM SEITHEETATREAD A, T, BREIHIZTEH
ZETENE, KUGBDIZHO T A >THELZETLLED, [TOHABIN, £
INIFBKRTE D TEEVATT] DX AEBIZ, BHALSWHTT A,
7ZOTOBDHA, RIZYHET,
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USEFUL EXPRESSIONS

I'm sorry I'm late.
EBNTIHE Ao

20

I'd like to ask a favor of you.
B & o EBBEVNGHDHDTI N,

What can | do for you?
AhTATTH ?

How about having lunch together?
Lo LU &ICBBZEZBRNFEAD?

Sorry for the trouble.
BFHZESDIFUTHURGDFEA,

What do you mean by that?
ZNEESVSEKTIN?

You'll have to excuse me. | need to get going.

EBEBTHEINEESENDT, KILLET,

Please let me know if there is anything | can do for you.

AN TEDTENBNIEE>TLIEELY




MAIL- IN TEST @

RERERE 307

LisTENING J¢

g)&i—rﬂb\t\ ZNZNOXRRCHT ZRLENELEE @~ ©C OFh 5
AT, ¥—OULTLIEELY,

1. Mark your answer on your answer sheet.

2. Mark your answer on your answer sheet.

3. Mark your answer on your answer sheet.

4. Mark your answer on your answer sheet.

5. Mark your answer on your answer sheet.

6. Mark your answer on your answer sheet.

7. Mark your answer on your answer sheet.
B
CDZMLT. ZNZNOHEMBICHT ZROBENEEZZ @~ © OFH 55
AT, =IO ULTLIEELY,

8. Mark your answer on your answer sheet.

9. Mark your answer on your answer sheet.

10. Mark your answer on your answer sheet.
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READING

A
ROXEFZAT. 11~ 17 DBHEICHT 2RLEIEEZ. UL R THEDE
1BH2E0%E @)~0C OHNSBATI—I LTLREL,

A company is a community of people who work together
and are dependent on each other. As in any community,
good communication is essential. It is important to keep the
lines of communication open with your colleagues, and to
treat everyone with respect. And you should keep in mind
that respect is more an attitude than finding the right words
to say. As they say, “ ,” and others can sense from
your attitude and behavior whether you really respect them
or not. It is especially important to behave in an exemplary
manner with potential customers. If you are consistently
polite and friendly to everyone, you can’t go wrong.

11. What does the passage say is essential for people in a company?
@ Becoming very dependent on your colleagues.
® Being able to communicate well.

© Being very open to suggestions.

12. In dealing with your colleagues, you should keep open.
@ your eyes
® your suggestions

© the lines of communication

50



MAILIN TEST @

13. What is more important than words?
@ Having the right attitude.
® Being friendly.
© Being always right.

14. How should you treat your customers?
@ With tolerance.
® Appropriately.
© With respect.

15. What does the passage say you should be consistently doing?
@ Talking a lot to customers.
® Being friendly but polite.

© Answering any questions customers have.

16. “Go wrong” in this passage is similar to
@ make mistakes
® correct mistakes

© learn from your mistakes

17. Choose the phrase that best fits in the blank in the passage.
@ Actions speak louder than words
® Easier said than done
© No pain, no gain
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B
ROXEFHAT. 18~25DBMICHTI2REBILEZE @~0C Ohh5
BAT. ¥—ILTLIREEW,

One of the keys to success in the office is to develop good
relationships through good communication. Greeting your
colleagues properly is the first step in creating a good
relationship. Another technique that works in many cases,
though not all, is to use people’s first names and to invite
others to call you by yours.

Whether in the office or outside, there’s an art to
carrying on conversations. Being a good listener is an
important element of this. One ! of this is making
the right responsive sounds naturally, using certain sounds
and words which indicate active listening. We all do this
naturally when we are 2 where the other person
cannot see us. * , make sure that you understand
what the other person is saying by asking questions from
time to time. This will help you * that what you've
heard is correct.
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18.

19.

20.

21.

MAILIN TEST @

According to the passage, what is the benefit of having good
communication skills?

@ Making more friends.
® It could be the key to success.

© Becoming a successful artist.

Which statement is NOT mentioned in the passage as a way to
create a good relationship?

@ To greet your coworkers properly.
® To use people’s first names.

© To use body language.

What is the purpose of using responsive sounds when talking to
someone?

@ To let the other person know that you are still listening.
® To indicate agreement.

© To show that you have not finished talking.

What is one method suggested to ensure that you understand
someone correctly?

@ Repeating what the other person just said.
® Answering any questions asked.

© Asking appropriate questions every now and then.
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22. Choose the word that best fits in the blank 1.
@ view
® status
© aspect

23. Choose the phrase that best fits in the blank 2.
@ meeting behind a wall
® talking on the telephone

© conversing at night

24. Choose the expression that best fits in the blank 3.
@ In addition
® However

© Alternately

25. Choose the word that best fits in the blank 4.
@ replace
® confirm

© preserve
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To: “PAUL SIMPSON" <paul_s@xyz.com>
From:  “TARO TAKANAKA" <taro@abcd.co.jp>
Ca mark99@fff.ne.jp, mari@sss.com, nobu@ss.xyz.net
Subject:  “OUR GROUP MEETING TIME"”
Sat, 16 Dec 2014 14:23:33 +0900 (JST)

| have been in touch with a few people informally about possible
meeting times. | would like to meet as soon as possible with as
many people as possible.

If a meeting were scheduled for 4:15 p.m. or so, could you make
it? Please reply by return.

Regards,

TARO TAKANAKA <taro@abcd.co.jp>
ABCD TRADING, Inc.

1. Header 2. Message text area 3. Salutation
4. Body 5. Closing 6. Signature




ANSWERS

To: “PAUL SIMPSON" <paul_s@xyz.com>

From:  “TARO TAKANAKA" <taro@abcd.co.jp>

Cc mark99@fff.ne.jp, mari@sss.com, nobu@ss.xyz.net
Subject:  “OUR GROUP MEETING TIME"”

Date: Sat, 16 Dec 2014 14:23:33 +0900 (JST)

| have been in touch with a few people informally about possible
meeting times. | would like to meet as soon as possible with as
many people as possible.

If a meeting were scheduled for 4:15 p.m. or so, could you make
it? Please reply by return.

Regards,
Taro

TARO TAKANAKA <taro@abcd.co.jp>
ABCD TRADING, Inc.

1. Header Aw%

Ny X ERRT BRI L2 SIEIZROMED
Receiver's e-mail address %i56 E-mail 7 F L X
Sender’s e-mail address %5 E-mail 7 F L 2
Cc I Y¥—Ff%ED E-mail 7 F L A
Subject: fF#

Date: ¥%f5H

. Message text area #&X

. Salutation FUHDEE

. Body Xvt—vA ¥

. Closing #bhbo&k

. Signature &%
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E-MA'L ‘ 0000000000000 00

33

X7 —F—F—ZADFEDAHDcD. E—FT 1 VIHREMINBDTEIC
BOELU. SRBEDEX—ILZRREICHT KSHATAN SIERZE
BlIFfcOUR - ZJNWXEAE. AF217—bEAEARSAICLITOE
X=)VERELE LTz,

TODEA=IVEFRAT. RR—IDFMBICEZTLIEEL,

To: tomstuart@nostrotech.com, tomokokawahara@nostrotech.com
Cc daisukesuzuki@nostrotech.com
Subject: Meeting on June 22

Hi, everyone.

As detailed below, we’ll be having a meeting. Please note the date on
your calendar.

Date/Time: June 22, 1:00 p.m.
Place: Conference Room, 6th Fl.
Subject: Sales to Major Motors

If you have any questions or if the date does not fit your schedule,
please let me know by replying to this message before 11:00 a.m.
as | have to book the room by 3:00 p.m. today.

Cheers

Chris

khkkhkkkhkdkrkhkhkdhrhkddrrhkhdrrhkddhx

Chris Nichols

E-mail: chrisnichols@nostrotech.com
NostroTech Corporation

TEL: 03-3945-xxxx

FAX: 03-3945-xxxx

khkkhkkkhkkhkkhkkhkkhkkhkkhkkhkkhkhkhkkhkk*x
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COMPREHENSION TEST
ZA)LAETADE XA—ILOABICDOULT.,. ROBRICHEETEZTLIESL,

1. What time does the meeting start?

2. What is the subject of the meeting?

3. What should Tom and Tomoko do before 11:00 a.m.?

ANSWERS
1. 1:00 p.m.

ZOEA—MIZIE3 DO (1:00 p.m.. 11:00 a.m.. 3:00 p.m.) 23T F T,
11:00 am.dd, THETIZAF 27— PEAEMBFH X ANZ T XX AINTHLHE
L dud7s & VgL 3:00 pm 3= I X EAREHEERETHLATH
X755 ROEEITT,

2. Sales to Major Motors.
LD T — 72DV TUE, EX— LD “Subject”IZREHM I N T BNEN S
ﬁ)b(‘wgﬂo

3. They should let Chris know if they have questions or if
they won’t be able to attend the meeting.

ZARLZTEADEA =M [ 1IEEETICHIS BT ZX 0] L#EINT
WBEOT, W TEEWVIGARLEMA S TR 11 £ TISdRE L il
EKhEvA,
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TRANSLATION

HIEE e CHhICB(E,
TEDED. ZFETVET, SHOFERICEEBHTBNTLIZE L,

HEE:6822H F#15
BT | 6IEREE
Bl AV —E—F A DFEDIAHTDNT

SHOF#E3BE TICRBEZ TR ULEONEESEVDT, IHEBDHHHE P
COHBART U a1—)UICEDEVEEF. FRITTBETICHSB T ZEWN

FBHUL,

JUR

LR RS SR SRR SRR R R R EEEEEEEE RS
gUR - Z3J)LX

E-mail: chrisnichols@nostrotech.com
J22O7vo J—iRkb—v 3
TEL: 03-3945-xxxx

FAX: 03-3945-xxxx

KKkKkkKkkhkhkhhhkhkkkhkkkhkhkhkhhkkkkkkkk%

POINTS E X—)LDEZ

EA— LIRS FTHRIEXDFHEIDOHNIE, A RNEA -V &L
MEIIEA B2 T, TD=®HIZIE,

@ Zhps ik 2 E# & 34 5 Z & (informative)
Q@ WiETH 5 Z & (clear)
B EEIcEH,LN TS Z & (concise)

D3DOHNEEIZZDEF, 22T, T LZXXARENWSZEA—IL
Az, ERE2ZU0FEL LD,
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X (Txr—vv )

IV T I TELDENEIH B DD, EXx—ILDOENIRIZIEFR T
T, REERUHLEENSEDINYTERLTHBTFA LY T
SRR EhE g,

PAyE

Ny ZIZEEND ELBERITROMED T,
@ 585% (To:)
@ #f5#& (From:)

(® JE—Ef5 (Cc)

Ccldcarbon copy D, 22D TL & —DHEEIZIE, HKE EHEHD
Wt & DN A — R Y #iA 13 & & 778 (carbon copy) P& 6, L& —
DERREBIZIE, AVPFALLA—DZWMAIZE DI B X5 ITHEL 4 —
DA [Ce: Mr. Miller] O XS IZitehTwE Lz, EX—1LD
[Cel &, ZOBMHZOF 5| &M NI-DTT,

@ {44 (Subject)
EX—LONEEZENTA5EEANT T, A —ILITRE L NEIC,
M B2 SRR ENE TS, ThEZ2XNT2DEREEHEDTFL
AL TT, 1THIZHELS XADEA L EZIFHS AL, RiEEL
PE4 A ISF O ERIEN 2D B Z 12k D £F, A —LDONER
HEHL R T WL THIUL, BATICTRLHATE 5 2 2 REMEL S
5310, L 3IERICHELEHHES A T,

> FEXNTIUF
EX—LDAvy¥—YDREARRERIZ, XD XS LIEFIZED £,

@ [FUHDEKE (Salutation)

HAGBEDE A =L T [H T4 ] Lol Motz Lid
HFEORMTFEHAD, FEFEETITE & EATT, HFIZHH 20 H
FAEBENRABLETTY,

WA A D TRESRNEMHF DAL, [Mr./Ms. (last name): | % f#
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WE T, DearlZOW T, BT LEMBETENWEEZ S AL X
5 TY ., HEOLHIDBAHDEA X, [Dear Sir/Madam:] &9 5DH
—RE T, ZhLSHE, Hilk 2 Hello! OB IZHRTZDF 25 E, %
OMF L EEOREETH S RBUZTHL 0T L LS, SN AXE
N, FATE VR TWNEREEAED £ 7,

@ A3 (Body of the Message)
AL DA THIZDWTIE, 67 R—V & TEL Z X0,

3 #&Hb D (Closing)
[EALL | EVs 2o a7V ZOBBPELOFIZAD T, ZD
FBIZZE, KOS5 E2DRHD £,

T#—=~I A7+ —=<I
Regards, Cheers
Best regards, Best wishes,

Bye

L & — T—fiRAYIZHE 5 Sincerely yours,i&., E X —JL T3 Regards,®
Best regards, kD & 51274 — v A LRBL LTNEDTF STV X
B

(@ B (Signature)

A=) T MICBEUERESOWTE D, B8k L = #A BEIC
KRICBLAL LTHAE T, 4. 24, A—L7 FL 2, (i,
BT EE AN, HiIRET ATV A (*) TRELOPRITT,
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L L1 WORDS & PHRASES L X

subject &/ (&E0)#E=E 34
note EEEH

fit... ~IE&5

reply to... [CHLTREZEL

book EE%)F#T>D

As detailed below, we'll be having a meeting.
TECDED. RHRETVET,
XETIE [THLOEMET] &2 [TiOMD | Lo 72RENL L ibh
F9, ROEKHG I HEDLNIDT, HATHEZEL &5,
as mentioned below
TEEDEDIC
as mentioned above
FEED@EDIC, BRRO@D (T
F7o, SR LR ERHIrNS L EIX, 25 & FEBIZ LT, be held
B LN BHDET,
The meeting will be held next Friday.
REIIROFEBICEEINE T,
We will attend the trade show to be held in June in Los
Angeles.
6 BICOU Y BILATHESNSRAMICSIMULE T,
The ABCD conference was held in Victoria, BC, Canada from
September 30 to October 3, 2001.
ABCD=ZEIFHFTHDTUT v a - JOVEFPMNESZ RUFTHT20014F9
B30EN5 10 A3HECRfESN/.
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If you have any questions..., please let me know...
AHERDSH 2 - DFFIF. —HSEBTLEEW
245 Tl Do you have any questions?® & 5 IZHEFEFERISC A FE S DI L,
XHTIEHE ...+ let me knowD &S5 BRKBlAHVE T, HEEXEHS E
A=LTIE, E55DOKRBEFEETT 2, EHEEROE, BHEOXKHLD
R ETHIRAMS METOT, HERISKFAELOE A EIZHRN
ZfiS kv TLr 9,

as | have to book the room by 3:00 p.m. today
SHOF#% 3BE TICRRBEZFHLLEITNEESEVDT
HH % 2% 435513 because. sinceDIENIZas VK, [-FTIZ] &
W & EORTE N until T2 < by T9 . undliZIRFH DMk 2 k5 2
& EIS, by ERHOMRZ & § & I T,
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IE‘AAA“I.:! XXX EXEEEKXEXXXxXx S

ZOWXEADSDE A= ILZHIRETHRASARS Al RDK SRR
FEEEE L.

TOEA—=IVEFAT, RN—IDHRMICEZ TS,

To: chrisnichols@nostrotech.com
Cc: daisukesuzuki@nostrotech.com
Subject: Re: Meeting on June 22

Hi, Chris!

>Date/Time: June 22, 1:00 p.m.
>Place: Conference Room, 6th Fl.
>Subject: Sales to Major Motors

I've just read your message about the meeting, but | can’t make it in
time.

Could you delay the starting time by one hour? | have an appointment
at Pacific Motors in Yokohama on the morning of the 22nd. The talks
should end before noon, so | can definitely be back in the office by 2:00
p.m. Please confirm.

Bye
Tomoko

*hkkhkkhkkkhkdkrkhddhxhkdddxdkddrrrddrxhddxx

Tomoko Kawahara

E-mail: tomokokawahara@nostrotech.com
NostroTech Corporation

TEL: 03-3945-xxxx

FAX: 03-3945-xxxx

khkkkkhhkhhkhhkhhkhhkhhhhhhkhkkhkkhkhkhkkhkkhkkhkkkx
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COMPREHENSION TEST

ARETADEX—)LICDVT, BRICHITDIEVLVEZZERATLIEEL,

1. What is Ms. Kawahara’s request?

@ To postpone the meeting until tomorrow.
® To cancel the meeting.

© To push back the meeting by one hour.

2. Where is she supposed to be on the morning of the 22nd?
@ In the Pacific Hotel.

® At her customer in Yokohama.

© In the office.

3. What time should she leave for the office?

@ About 1:00 p.m.
® Around noon.

© At approximately 2:00 p.m.
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ANSWERS

1.

©

Could you... 2 WO IRIARBIO RIS NWE» S S TH, [TRIE?S
OEHICHIZAD BT, Kz TRES ETUI L] L0 ) O &
ADBELTT,

2. ®
I have an appointment...?D < 720 ZFid 1L, BUROFHE O30 T 49y 7 E—F —
) DR D BT LhnbrDET,
3. ©
[FELAWIEENISED 13T TT] EF->TE$5, 5, Around noon. 28Ik
fi# T3, about/around/approximately IZWV TN &K EAE A/RT L ZIZ [7220
2] LV EIRTEILSHS KBTS, WA THEEL LI,
TRANSLATION

IN—A. TUR,

>HIF 6H22H  F&I1E

>IBFT | 6fERER

SEE . ATV v —E—F—ZADFEDIAFH T DNT

RECEATDIA Vv E—IZESTHE U, Th., ZORBICIFEICEVLEEA. 5
DREZ 1 BRESETHESIENTIN? 2BFHICHEED/I\ T4 v IE—S
—ZXEDTRBADTVNET ., FZULEVIEHIICIFRDDIFFEDT. FH265(C(E
WER(CH T+« ARNE T, EROBEULULETD,

Tl
~NED
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POINTS ALDEES

EX—LDAYy MIAEDEZAE—-FTThLE, BELTX 321
BELDOML—ILTT, TZTIRAXDEZHE2HDICFEATOE
FL X,

AN DHEHILTH

Ayt — % informative |2 {1 EIF 21213, B WERERMICHE
INTE AR AEMANLTEZ EnKUITY, MELFHTLE%, H
ATREE 2 SMEICHI U TRizISham a2 md &5 Lk no T
TN, EVAZAyE—COHMNEZHFIZTZ S 2T R 723V
HEHILTEL D ZETY, TD0ICH Y A A EH IR 5D
WETH D, JEETEMmE IR THIAENE WS T EATHICA
hTHEEL xS,

WEIFIBREAD ? = BEHREEIET D

A D E-MAIL 2 Ti, 2ICHETZ 22 3 MEICE > T E T,
ZHIZOWTHRE X ADEPNZIRILE . ZHICED < fEim AP L
TAZEL XD,

O ZOHOFHIHIE, BEICHZ/50 T4 90 E—4—Z (DREX
) ERIERERD B,

@ T HAHHIZERNIIKED S,

@ L2L, Zhh 6 aicBBI L T 4% 1 TITid&thic sy
N,

@ TEHH2MEE SITALR (T, ZoRiIIcER N D),

® 2HOBMEE 1BHE S BT %2BHC L TIE LWL,

ZOHT, FRL TV AHFRREIATHE I L &, FHR2KEE
TELERBITEELNII LT, ZEFHEL LD =INZXIAILIEFAR
DEZERTT 1S, ZO200FHIEZ LT, KD ITVThEs
FWEERTTA, WEXAMEZ 20k E AT A Ay &= (K@) 1F
[P 20 S ICA D 26 RHEOBMGA 1TIFFES ¥ TIE L] v
ST LICEDET,

AILS
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HFDKD B IFFRODIEFXTD ? = EmeETk(c

RICZEBEVPVEE THHEMDIAFIZOVTELEL LS, ZZT
DZANZXEADRKDBELFIL [ZFICTEHRDKENEHE S »]
EVIERTT AL, ME A [FICAbAaV] LS itEE £ 3R
ZTOET, ZOHA. WOk LaEEs ] &) RN &G A RIC
HID72WZETL LD, ZRICE- TR, FmBec e %Ik g
BILE_ANRIADEBRET Y g /D1IDIZEBEDT, (K8
P TRRICRICA DRV OB 72< 55133 TF, MEIA
DX =), UEDZ L A2FZEL TOEMNICERERELTHD 7,

ZOEI KT S ZLOMRIE., FOERELEAL Ay L—D
DM S22, KOHAICAED £9,

EX—LTid, ALELLTO 3PS TRET 2 Z & T, XDORKMIC
BfR 7 < EBH) ORIV R D A v b — D 5B Z LN TEF T,

®$EEC$I:I:H
BN (2T —~<IZ2EE DN TS0, Z LT [ 2D 5 |
EWSMZLET,

@"E S
RIZ [ 2 DRRER (22BN T 5 80 M%) ] 120 TEHHL
ibgﬂo
©F
I [FEamoiER] 2 [EREE)RDT oY a V] 5 E T
<KD Zx7,

REX—)VTCOERRS

BREDE X —ILaELFFICE,. FEEOKRA Y MIHA TRLTFD IS
LEE S A MEN DD T,
> S|AIFHNER/IRIC

BIETIE, RELAEAYE—VUhro 0B L ZA% Y — L5 H
TEHEZENMRNTETN, ZOFE, XFEPEZL BV TELVEIE

BLT, AELGEAIITESLZTRSEIICLEL &I,
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> FREZHAREICECT

Wi QBN D RN b 2580, D LEHENED X — VISR
FaeHdL T3, BEOFHMHTEELMOBL TGANS X ICLEL &
Do M E AD A —)LTE HIATve just read your message about the
meeting. &, F# A meeting Th 5 Z & AMIEIC(ZATVWET, 20D
KO CEEEHGEET 52 LT, MP P ZEMERS I L TR
9. WillAZLDL S TR, HFELERISHED D LV BlRL»S
FEFWICAU AL Y PAEDTHATENTZE 0,
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L] WORDS & PHRASES L X

talks ELSL HE xEBRERLDOH—IZEN 36
before noon Eiilc

definitely #e FE=IC

by 2:00 p.m. F#&28ETIC

confirm #3295

| can't make it in time.
BREIICIFREICEVWEE A

PEET [ZNMNTES (TERWV) | L5k 2, T can (can’t) make
LW HAARBL2HD 9, [IRISKONDE0E 5 o HEICE T
W3 ZOBmTIE, [IFEICHEIZADZ W] OFIRIZADET., —7, [Z
DHEEA 2 ) 7 T& %% ] (Can you clear the target?) & & LHnh/z& ZiC
I can make it. @ EZ UL, [V T7TEET] WS BKRICADET, £
[/ sbTE5] LihEFdTLEAEIZE, You can make it. &V H F
JFATRET Y,

Could you delay the starting time by one hour?

REBEOMIEZ 1 KEESETHS5ABVLTTH?
DO L EERES TS L Eiddelay 2 i, HIRAZLETS2L5 %
&2 & postpone [MEH]9 5 ] #finE 5,

| have an appointment...on the morning of the 22nd.

22 BFdiIlC--#IRhiB DO F T,
HUZ [7Paiic] &8 9 5413 in the morning T 2%, REDHfF & & &1
FIHA13In T3 A< Tonl2a D ¥, ZHhidafternoon® evening 2D\
TEREMTT, HEORDIRU & 720541213, T have an appointment
that morning. & that morning TEWRA S Z LB TE £ T,
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37

|LISTENING 1 00000000060 O0CO

CDZEWVT. THEBICIEULLERZERA L TLEE LY,

( )

Most businesspeople receive ' e-mail

messages every day. They receive 2

messages with the subject lines which

they scan before they go on to read the messages. So it

3 to fill in the subject line to give

the recipient some * to what the

content is. It also makes it easier 3

back to the messages later, if necessary.
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ANSWERS

dozens of

a list of incoming
is advisable

clue as

5. to refer

PoON~

1.0 dozenid [12MfHL] [#—2 | OFEEKTET A, ZOHEEIFIZ of D) Tdozens
of & L7=8iAid, HIZ [72< AN LESREKRICAD, [4—2] LERT0EIZ
FHZH D ¥ A, [ARRIC, hundreds of X thousands of & [72< A D] DFEIRIC
KAHODTCHATEEZL XD,

2.®incoming DX IEFE L. outgoing, HAAIZ, INEEHEFIZT S L,
incomings (& [FTf%]. outgoingsid [HIE] DREKIZAD 7,

3.0 advisableid. advise [ 7 F)NA 295 ] »oRAELZERFHNTT., &k,
advisable IZEA L Ti&, £iX—=YDNOTES & dHHETHHI L T 7Z &0,

VOCABULARY

dozens of x=m xdozenldEm” F— 2 DEKE
incoming A->T<%

advisable @#H511%

recipient Zi=%

clue =2~

refer 21853 A%

TRANSLATION

FEAEDE D X ZS=Y Vi, BHRRICEX—LAZITRD 3, 613, K
NaGOHNCZE LA IZH 3/ ERB0DT, AXDNEIZOWTDR Y Mk
50845205 &51CLFELES, 2 THhiL, ZEERIBRTVEL L ZFIZEA—
NEBMTBEZLLRPHIITEET,



WEEK 3 -+ WRITING EFFECTIVE EMAILS @

7 RINAL ADFRA

DS [ INERE/UESHVN] EREPBEZT RINAR%ZT D
EE(Fshould ZE > TRIRT 2DH—KRNTI

You should finish the report by Monday.
BREBFE CICZEOREEZH LIFE DDV,

John should learn Japanese if he wants to live in Tokyo.

RRICEHWVWEDS. I3 VIEHEAEZRUIF DAL,

UHh L. B3AULEENLERE LTI 2 — MNIIIVEBIIBTY RI\A R %&
LzWBEICIE. it is advisable (for A) to... ZE3 ELWVWTL & Do
It is advisable for you to keep away from this kind of business.
CDEDOEFEICEFFZHIHEVE DIHLI,

It is advisable to reserve your room as early as possible.
TEBREITEDICEADEEZ K ULIE S DU,
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38

ll.|s1'EN|N¢;2.............

CDZEWT. EE1~3ICEXTLEEL

1. According to the passage, what are the two key words for writing
E-mail messages?

2. What should you do when you write a message?

You should put

3. Why should you NOT begin the message by giving the reasons?

Because the person

ANSWERS

1. clear, concise

ZIEBICEA L AR B L 21T, NEDMWE (clear) TR (concise) TH 5 Z
ENRYZEEBRTNET,



WEEK 3 -+~ WRITING EFFECTIVE EMAILS @

2. the most important point first

Ayt —VEWPECHEHREEDIZT R0, BERAZLEZRYNIHEL ZLEL
%OTL‘&‘?‘O

w

. may feel that you are just beating around the bush

beat around the bushid [HID K EVWEWHET 5] L WHEKTT, BfhH,
LEBXMBODIEESVIDNELLBZIABZZERHZDT, fidmadkizEL KD
IZEhD T E T,

VOCABULARY

keep in mind =x CH< orders =
deliver fxd % follow... -[Cfi<

TRANSCRIPT & TRANSLATION

When you write your message, you should keep in mind that the content
should always be clear and concise. One way of making the message clear
and concise is to put the most important point first. For example, if you
can’t get the orders delivered to your customers on time, you should say so
in the first sentence. Do not begin by giving the reasons why you cannot do
it. If you do, the person reading the message may feel that you are just
beating around the bush. Get right to the point by telling the customers that
the deliveries cannot be made on time. You can give the reason why in the
sentences that follow. This will make your messages easier to understand.

Ay E—VEEL LEEILE, BICNEPHETHEHR TS L0208 TEL &,
FDEDDOHED1IDE, —BEBELZ L EZRPNISEL ZETY, 2&11E, HX
M OEDE DI E TICRICAD RV E VNI BAIZIE, RYIOLTZEDZ L 454
T, KEMIZADEVAE WS HEA L BXBED TIWWT E A, BH» 5 H
DI, FHAFAZEIDLS EVWEVWHELTVWBEEELETLESTL LS,
(BRI AVERA] 44 LI MEA S Z &, BHIZZDORISHBRIUTH
WDTT, TOEINKLDDIDRT Ay —VIZHD ET,
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|READING I 0000000000000

RDOXZEFAT. Bl 1~ 3D TREICEYFFEEAZANTRYZTRSET
<FEEL

Of all the means of inter-office communication, e-mail is the most
effective for conveying messages to your superiors or colleagues.
When arranging a meeting, for example, e-mail is generally the
fastest and surest method of communication. All you have to do is
write the date, time, place and the subject of the meeting and send
it to all the staff who have to attend the meeting. Then you will
know in just an hour or two who will be attending. If it is necessary
to make changes to the time or day because there is someone who
will be unable to make the meeting, all you have to do is to let
everyone know that, and see if an alternate schedule can
accommodate everyone. Then, after some further changes,

the details for the meeting can be fixed.

1. E-mail is considered to be

2. A similar phrase for “make the meeting” is

3. “An alternate schedule can accommodate everyone” is close to

the meaning of “
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ANSWERS

1. the most effective for conveying messages to your superiors or
colleagues % 7z 3 the fastest and surest method of communication

conveying messages to (&, passing messages on to. delivering messages to.
giving messages to K E L FWRZ D5 Z LW TEE T,

2. attend the meeting

meeting (2B 2 KBUXOX—VEBML T Z &0,

3. [®=01] everyone can change their schedule and attend the meeting

alternate schedule!d [fShH VD27 Y 12— ], accommodateld [ DEFEIZE
bHbELHEHREEDE ] EWIER, DED, ATV ARIEEIIEHS>TER
BRAZHICHETE S, LWIHBKTY,

VOCABULARY

means FE xameans EE8EHTHSHTL

convey (v b—JEEE) mAD ES

superior 7]

arrange ##d5

alternate thom

accommodate - OHAICEDED ELETL S WETD
fix (AEEE%E) RDD

TRANSLATION

HAZI2=r =y 3 VO TFEOHRTEEXA — LI FRIREIRIZA vt =Y &5 %
ORI TY, DHMOHFEFVET 22 S0, EX LML TR
WMMEFR LTI =r—v a VEBERD £, HEE BT, REAENT, 23
IZBIMN$ 5 249 712857200 T TR 2 21 TREDS SIS TE 222 05h
D ET, BFETELZVASPOTHIFZOWTEENBE LB AIZIE, 28127
DEEEA, RDODZAT V12— LTEAEMPFTEZ1ES 1 EANUTLDT
T 23 FHE, WL OPDEEER T, REOFEMARE S LI DI TY,
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40

|READIN62--------------

RO EFRA T, BB 1~3[CEX TS

One of the most important points with regard to e-mail is to check
the content of the message before sending it. There are three areas
you should check: spelling, grammar, and nuances of the words
and phrases. These days, computers can automatically correct the
spelling. They sometimes give us some suggestion or advice about
grammar. However, we cannot count on the computer to change
the content of the message to avoid impolite or offensive sentences.

Not being native speakers of English, it is difficult for Japanese
when writing in English to fully understand the nuances of certain
words and phrases, or to differentiate the varying shades of
meaning.

Therefore, to avoid any sort of problems or misunderstandings
when sending an e-mail, it is recommended that you ask a native
speaker, if available, to check your e-mail before sending it.

1. What is the most difficult area to check?

2. If you check the content of the message, you can

3. What does the passage recommend that you do about checking
your e-mail?
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ANSWERS

1. Nuances of the words and phrases.

FryZTB3HEEAIZANIL, ik, T LU TCHEREHED =27V 2 TY, 20
P —FHEL WS DIEHGEE - RBID= 27V 2AZEE->T0ET,

2. avoid impolite and offensive sentences % 723 avoid any sort of
problems or misunderstanding
PFHNCEA - LOXFEEF 29 T5TLI0XD, KALARBRP, A&l
ELGADNHEEMIDIENTEET,

3. The passage recommends that you ask a native speaker to check

your e-mail.

BRIEDOXIET, 34 T4 TAE=H—I2F 292 LTEH D T EEFIDTOET,

VOCABULARY

with regard to... - (coLT counton &TICdH 7D
impolite Z4.7%x offensive igEUNT 5
differentiate =519 % varying 1547

shade (EH/gEm) HanEEL

TRANSLATION

EX—LTKRYEZEDLIDE, KRB Ayt —VDODNEEF 2y ITBHILT
T FrurTRHEHII3IOHD T, A0, Ik, HEPRHEO= 27 VAT
T, BRI, AV — 2 AABMNIC AL A F oo L, SCEIZ DN TIRER
TENA 2L NBHAEEHD T, Lar L, KA AKRER, RhaXEx Ry
B2 A Yy E—VDONEEELBLZIEI NI ESnETara -4l
ZLIITEERA,

YEED I A T4 TAE=H =T EVHARANIZE 5T, SHEEAHL L EIZ, 20
HEER RN E D= 27V AT L, A LBROENEXN TS Z L
FETRHELWZ T,

TENE, A= LERBIFICE, MECHRMBAER T 27201234 T4 T AL -
A= Fxo 7 LTEEI T EEDET,
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USEFUL EXPRESSIONS

. A
attend the meeting

mBCHFET D

arrange a meeting
REO (BHE) Z2RAEITD

chair a meeting
REBDERZREDD

delay the starting time of the meeting
SERORIEESES

be included in the meeting
REBICBMT B LICEOTVD

cancel the meeting
RREFVYEILTD

fix a meeting
KEROBRZRDD




FIRIIEEX—)L @

6. IOW
7. LOL
8. TIA
9. TNX
10. TTFN




ANSWERS

EX—I)LTEDNDEES (E-mail Acronyms) [&. Xvt—
VEGRIET D LTETHEFILEEFETT, L L. INS5%Z
T3 —RIEBEIRANETEZHT % EBOHEFEDORAEICH
BEOhRFLANS. HBLETHULLERAPHAGIDEWS T
N=YFIEEA—IVAHEZEZIL & So

. by the way &T37T

. bye for now &&%©5

. see you later FfaWFEL &S

. for your information SB8EFXTICBHISELET
. in any case LWFNIcEK

. in other words SuMgznIE

. laughing out loud &%\ (%)

. thanks in advance &5hUHBILZERLLEIFET

. thanks &bhi&>

. ta-ta for now et
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IE-AA‘\“L ‘ 0000000000000 00

43

JVE1—9DANBR EHEEDORULZLDADHIC. BATAHEA
DRy ILEICAITT. FHEEHBDEA—ILEXELE LT,

TODEX—)VEFRAT. RN—IDERMICEZTLIEEL,

To: staff@nostrotech.com
Cc: nishitani88@xxx.net
Subject: Replacement of computers on 30th / Lopez Visit

Hi, everyone!

I'm writing to inform you of the following:

1) Replacement of the computers

As you know, all the computers in our section will be replaced on the
morning of the 30th.

Please be sure to save all data to hard disk by the 29th. If you have any
problems in saving data or other problems, please let me know.

I'll have Mr. Nishitani come in and help you before the replacement
starts.

2) Visit by Mr. Lopez

Mr. Alex Lopez, a new Sales Manager from our US office, will be visiting
us next Thursday. He will arrive at our office at around 11:00 a.m.

I'll give him a brief tour of our office and introduce each of you to him.

All for now

Suzuki
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COMPREHENSION TEST
FARETADE X—=JUICDWVT, ROEFRAICEZTLIEE L,

1. What should be done before the replacement of the computers?

2. If there are any problems, what will Mr. Nishitani do for their
computers?

3. What is Mr. Lopez expected to be given?

ANSWERS
1. All data has to be saved to hard disk by the 29th.
K647 HD Please be sure to... £ W5, EREZEIRINHEHLE T,

2. He will help people.

A 81T HD...have Mr. Nishitani come in and help yould [PHH & AIZF(AN
CRTESH | LVIFEEEDT, HRIANSE-MIYTH S Z Lhbr
DEFT, TN E2LTES 5] #FKT 5 have + A+FRIDFEIZ L WS %
WAELEI,

3. He will be given a brief tour of the office and will be introduced

to each of the staff members.

WA AP TRZREENTHNZBFIZRAL, Thrb24 T &2uX2
RIS $ 2 eHEPNTOET,
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TRANSLATION

IN—=A HIEEH ]
UTOHTERLET,
1) AVE3I—9DANER

CEADBD. 30HOFRIHRICROINCOIVEI—FDANBERZ{TVET,
29HFETICTRCDT—FZ/\— T 4 ATIRFLTBNCLEES L. RiF. €
DO TRNEEASGNE TE S0,
ANEBZRCESSAICFEVISKRTESVET,

2) ONXEOH

FEOARRERIC, PXUAZHOHFEC—IVANR—Iv— PLyIRX - ORIAK
DRIELUE T 1THCOREFECT. IWDHAZEHRICEALLER T, #ESA
ZOXRIKICHENTLET.

Bk,

YN
figs]

POINTS EX—JLEEPTLTHIY

HAETEHETY, EHALBEMPIBHMINTHRTWERETE
PNZEA—LLEL, NEEFLBERLTELA5DT, HF256D
FRWLVZR V28 WFFcE £, 22T EX—LERRTLT
53V ENONTHILET,
1{TDXFE

THFAL A E=VD IITHIZASZ XFEIE. T A XA—LY T
FRL—HF—DREMWIZE>THBDELEDFT, LEAST, A—L
V7 b OBEBIEATICHE S TER L2 X =L a2k 3 &, ZIEHMD 2 —
LT POBEIZL > TIARARLGE L ZATHRITHA->TLE W, JE
WIZHADSLWEXA—NIZEBZEAH D £3, HEIYUTICHES 7.
T 720 FAXFTTOFRREICE X5 K IR LEITE AN S
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ZLT, ZOMEZRET I ENTEET,

INSTSTDRYDF

EX—LT/F 77 7DYNHERTICIE, #TRAXR—ZTE%
T3 HETREL, 853057217422 CTXY B LHiase
FTEINMLET, £, FHAARTWITEREVIBUA,»SE 2 54
LiTOBRRKXEZEIAEATOFEE LT, S~6ITREICE XY 5D
grahtngxd, 2h EOTEIZHE->TLE S & Zid, NEMNIC
[l =7 =D/ 77T ThH->Td., BHILZIED BFGRARLTVED
1220 £,

RHEUYEREEZEH

1EDOE X — L THEHBOHtAZEA WA, A ICRE LR

B EDTNINELS —HRRE 2D HHMICETE—-LTEE T,

FHC 2O HERHEE L EO BN S ERA E1X, FHEEZIZTI0
BRIRI TS, RD2D%HNRTATL ZE0,

The meeting will be held at 1:00 p.m. on June 22nd in the conference
room on the 6th floor, with the subject “Sales to Major Motors.”

Date/Time: June 22, 1:00 p.m.
Place: Conference Room, 6th FL
Subject: Sales to Major Motors

SR DTTE

HELEHREH V282 0EA. HIML X =L 221X, 7F 2
FEAZY 9 ZIZLDEEDTEDTEIEETEET, LAL,
HMEOLY A Z2DORD LD TIE, BROFEVNTFAIR-ZADY T
LEEA=IZETRETL LI, ZOBAIEZ. TATV AT (DT YV
H—N= () BEDY VAL THRIL 2O ETORTR %12 X HEN
HDET, /2. TOMPFAETNTRKLAIZILZD, ETFICZAaots
EANTHY 28555850 £,
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L L] WORDS & PHRASES L XL

replacement ANEZ #&E xreplace D& 44
brief @&
tour =N EF

I'm writing to inform you of the following:
LTOHTERLET,

HigAHNE LA vt — VA HEHD 5 L 2O LB TT, &5
IZT%Z1 would like to inform you of... & 52L& H D F ¥, F72, the
following ® as follows & fli - 7235413, KETE VA F () oflbhican
Y () EHVET,

Please be sure to save all data.
IRTDT—IZFEFELTBNTLIEELY,

I DURFARLFE R A L7z & Z 2L, be sure to+EIFAD R 2 218 [&
T LT ZEN] WS FERICAD £, &I &S LB ICHRNT
¥

Please be sure to read the instructions thoroughly before

e-mailing us with questions.

Bi7%Z EX—)LCTEDHIC, MFTRREICEZBLTHNTLEE L,

Mr. Alex Lopez will be visiting us next Thursday.
KBEDOARERICPLY IR - ORRAEHRELET,
Z ZTIFHIZ Mr. Lopez will visit us... TE& WO T2, ARMETIZ
TRZELTIMDELBSRHETHLE VNI =TV A5MMTHI L
HTELT,
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DB CHEUE S FEDHNR VX35 OBHICHEDHD . HATAEETS
ZHAVEYI—DEIS—EAICT—FY— MO ZKFAT D DD A—
WEEEE Ul

TOEAXA—=IVEFAT, RN—IDHEMICEZA TS,

To: stephenmiller@nostrotech.com
Cc:
Subject: Urgent Request for VX35 Data Sheet

Hi, Steve!

I hope you are fine.

I'm writing to request the VX35 data sheet. Upon checking the
documents you sent us the other day, | found that this data sheet was

missing.

Since | urgently need it, I'd very much appreciate your sending it by
return.

Regards,

Suzuki
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COMPREHENSION TEST

HBARSTADEX—IVICDVT, BE1~3DELVWERELDKSIC, THRER
[SEYFEERZANTRY ZSERE BTSN,

1. What should Mr. Miller do?
He should

2. Didn’t Mr. Miller send the documents?
He did, but the data sheet was

3. When does Mr. Suzuki need the data sheet?

He needs it

ANSWERS
1. send the VX35 data sheet to Mr. Suzuki

kT A, T2y — OB AL TR E T,
2. missing

BARZAIZ [REENTELED, T—F V= BA-TWEL o] EE5TWH
20T, [0 &0 FEIRO missing2A D £77,

3. urgently
[ER] BEZLHREAIRIEFE>TWDHD | urgently & A2 DAL TT,
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TRANSLATION

N—A AT 14— |
TR CP O TVET DY,

VX35DF—5Y—h2U0TANLET, EHEODCEHSEERZTF TV I U
5. F=FI—bhhEVZ EICRIEF LI,

ERUBFDT, IDRLEDTHOADENDET,
FBULL,

#n

POINTS H2OOI

4id. BRONZEBTEX—LOHMEHIEIZEHL T3 &
NEETT, EX-LOHNEZOTWORE [MrE2H56H5 ]
(inform) A [ 2 2 AT 2 | (request) 2L D2 D T2 5, HEYE
AMET NI/ E D2 DR T TELTL LI,

MR L & HL 72012, FFA-LOHNPMTH S %Y
TYAILLTAEL &9, BENICHI Nz XIS, [0
ZHEWTWE2] LW EFOX YTV AR Iy sy T VA (FHE
X) ELTHBEIZEEN TWET, B9 LRI TNICIRD EEA
23, T am writing to inform you of.... F7z{X] am writing to request
you of... ChhE 2t VTV 22 H W TAS L, EX—LOHNELRT
ZeNTEET, LITIC, request & inform Z N ZNDIGEIZH T S 1F
BODOFHEFHMLEL £ 5.

{&%8 (request)

88 NX—VDE A —)LTIX, I'm writing to request the VX35 data
sheet PHWZRGT VTV RIZH7DEF, DFD, [VX350F —
2V = ORMHRIE] AZOA—LDOHMIZEZDITTY, fFHid,
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kDL 2 =7 7 7 Z LR, Bl & HEdfZic Uiy 3 078
TE2H, [OWRE] &35 72D ICHiER for & & & % - T request
for, DBIZLET., 2%, ZOXA-NLDOHMZARIHTERT LR
DESIZBDET,

request for the VX35 data sheet

RIZAR e 5eliil CRTiE R 2 A &, X HICRR < § 5201240
BYIDLF e KLAIZLET, TNTHAP KL £,

Request for VX35 Data Sheet

@40 (inform)

EX—LDOHMAinform$ 3 Z & ThHHAICIE., KIHTEWE E
SO THSZEEDHL2>THEDT, »A T4 IZinform
EEHBZMBEIHD ERA,

83 XR—VDEX—ILTIE, BEZ2FOFEMZOVTHISE T
IR, LDHATHATFOERICHEBR TSIV EL—4DANEZ %
HFRICLTH D, AXHTORBIZROMED TT,

As you know, all the computers in our section will be replaced on the
morning of the 30¢th.

ZAFAIDED . 30 HOFRTHICERD TR TOA VY E 2 — 2D ANEA ZTVET

N6 ZDA-NLOHMEZER Ty TV 2E2EL LTHIE. XD
EHIcETET,

I am writing to inform you that all the computers in our section...

replace D #5il/iZ (3 replacement T, [+-D | % /R g HijE R of 2 D1 T
replacement of... DZIZ L, ZOXERD LS 14 L L £9,

information on the replacement of the computers in our section on
the morning of the 30th

Z 2T ARG ERHRHNEM A IR L, AT < T 57201450
WD L F % KLFIZ L F£9, information on (XFHZME L NDTH
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XFEd, OFD, ZZTCONRBIEFIRDEIIZTEIDNERYEFZ BT
L9,

Replacement of Computers on 30th

HfHICHE AN 2561 G Z 5 2001 HBINTY) 77878
FEMESTEMOEEAR WINTIZHLEIZS 2L ZABL0DT,
Jan /Feb/Mar / Apr/May / Jun /Jul / Aug./ Sept / Oct /' Nov /
Dec DREHENE 25 1F 9 AREO A NTL k5, FIIRKICEF T,

Nov 22, 2014

& ZRs2 (abbreviation  acronyms)

ASAP (=as soon as possible) 25 &£, EDHFIZE ML MK H
FOREBFHDEEANS, ORAIHHETICHTICEDETH
IXIICLEL LD,

B BWNE, RO KD ISl B R BT ARG O 2 £ 2 7k
b EF, 72& A1, Pacific Motors Corporationid 4 = v L5
PMC g £ 428, % for short &5 EKBLA M > TN EKH
LTHRTIE, TOMFLRGHE ZORLISOWTIMEE LS
TL&I,

We have been doing business with Pacific Motors Corporation (PMC

for short) since 1990.

FAHEIE 1990 4E3K Pacific Motors Corporation (4 PMC) EHUD 5 & 235 1) &3
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L WORDS & PHRASES L X

urgent E30 xEFEEurgently 46

the other day %tH
missing &<EoTN%

I'm writing to request the VX35 data sheet.
VX35DF—5Y— hEHBBVLET,
ZIZTEZOB%DOFMEDP DR T T572DI2, 74— 7L request &
W REEMH S TOE TR, KRARHEHBE Vo 7T I Fask &2 5 72125
MIVYF)—RECICEDET, ask&Mio T ELOXAHRZMLIS L. X
D&ITED FT,
I'd like to ask you to send me the VX35 data sheet.
VX357 =Y — x> ThHoWLeWDTIh,

Upon checking the documents...
EfEEFIvILESTIC
upon ...ingDET [ &2 LTTIZ] LWHBEKRELRLET., TaLoBlo
&S 1Zupon (F7213on) DRIZHHDO XN BB L HD £,
We will start production upon receipt of your order.
CANZZEREBES|ICEEICADF T,

I'd very much appreciate your sending it by return.
ENZHDELEOTHEZAD LMD ET,
7 & (R § % & X | appreciate Z 5 LIEWIC THARBUZ A D ¢, &
iE, IO & B G AT BIEPIS, IO XS ICifffiz kit 5 2
EETEFT, ZOHAITE, tdEBT O T EE N,
I'd very much appreciate it if you could send me the data

sheet by return.
FORLT—F— X TVRRITDEBNDFET,
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lLISTENING I 000000000000

47

CDZEWT. =2/ 1~ 3 O TMRERICEEFEZANTLEE L,

1. What should you do when you have to write a long e-mail
message?

You should be that the message is to

2. What can help the reader grasp important information quickly?

A of the message.

3. Was there any other useful technique mentioned?

Yes, we should also use and
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ANSWERS

1. careful, easy, read

BWA—LAEBEL L ZIIHEITAREZLR., HEAGARTVESIIELZ L
-f“‘a‘o

2. summary

Ay —VONEEZERN LD AHNTHITEZ LS. HTOMEEINT 3
FED1OTT,

3. headings, subheadings
FIOCERPPEEOIEM, BB LR/NRBLES 2L AL THET,

VOCABULARY

newspaper article #iii= in other words S0 gians
summary 2 s grasp (Wa%)iBiET 2 12#9 5
headings 5H#L subheadings /\FH L

figure out HnN'%

TRANSCRIPT & TRANSLATION

When you have to write a long e-mail message, you should be careful that the
message is easy to read. One way of doing so is to use newspaper articles as an
example. In other words, you should use short sentences and paragraphs. A
summary of the message will help your reader grasp important information
quickly. You should also use headings and subheadings. This will make it
easier for the reader to figure out quickly what the message contains.

HlicRuA—LazE it ane 23, GiaRd<< 7oL IcERLE
Lkd. ZOHFBED1IDE, HilHilE2RAL LHHTS2ZLTY, 2%, &
WEVYTFURENRST I TEEIE NS ZETY, 72, NEOENBH UL, Fi
AFNEELEREFEET201c% 53, R L/NRBLEHES D
WWTL XS, 2ITHE, miAFIE, ErATOWINELERETHART LI L
BTEET,

95



96

ll.|s1'EN|N¢;2.............

48

CDZEWT. M1 &E2DTHREBICIELVLETZRAL. BE3ICEZXTL
EEL,

1. According to the passage, you should

manner as possible.

2. Instead of saying “We cannot ship your order until November

<

30,” you should say

3. According to the passage, what should you say to your customers
when you have run out of the brochures? Write a possible
sentence.



ANSWERS

1. phrase the message in as positive a

Nyt —VOHEFRIE, A9 t—VIFTERZLETRD T4 TEFTETEIZ L,
TY, TZTidphrase?t [ 2 EBT 2, SVET] LS EROBE & LT
fibnT\Ed, F72. in a positive manner & as...as possible 2> —f& =i
T 5 72%1Zin as positive a manner as possible & jifaila DRLE A% DH > T\ %
MIZHEELEL &S,

2. We will be able to ship your order on November 30
cannot X impossible & EDEEFE % £ 5 XL flib LW L 2K AV b TT,

3. The product brochures will be ready next week.

1E212% . The product brochures will be available next week. %> As soon as they
are ready, we'll send you a copy. A EDEKEME L 5N E T,

bear in mind =2 C% xkeep in mind &Z[E3E
phrase... ##%i5d%

manner ©H75 ik

avoid ...ing - TAHTEERITS

be reluctant to... - LizhoiEb

issue [

instead of... --OftHoOIC

ship ixd %

brochure /(7L v~

run out of =<2
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TRANSCRIPT & TRANSLATION

One of the techniques you should bear in mind when you write an e-mail to
a customer is to phrase the message in as positive a manner as possible. In
other words, you should, as much as you can, avoid using negative words
and phrases such as, “We cannot...” or “It is impossible for us...” because
this could give your customers the impression that you are reluctant to do
business with them. If, for instance, the delivery date is an issue, instead of
saying something like, “We cannot ship your order until November 30,”
you should say “We will be able to ship your order on November 30.” If
your customers request product brochures, but you have run out of them,
you should tell them how soon the brochures will be available. You should
not simply say that you do not have the brochures now. As you can see from
the examples, whether or not you can give your customers a positive
impression is a key to success in business.

BEMRICEA—LEHS LZIIWATBE VTV 292 D1DIE, BERLEKEY
T4 THERAEHES LT, 2D, [ TEFHAI X [IFATETT] O
K AETBENGEHEERPRIATEZ 2 ibanEny 2L T, LI DIE,
HEEBREMES &, T TEHDEEV R ZAEZRD 20 ER S TN v
FI%%a5z2rRAE0n5TY, 2213, & LHIZAREIZZ > TW50%E5,
[TTA30HECIRERTEFZFEA] 550 TEAEL [11HA30HICE%RTE £9
EBEABEIIILEL LI, BMD/SY T Ly bERERINZDITISV T LY+ D
TEER LN S5ENI EEIX, WDIZAE -6 TELDNEBERIZIZA B NE
TY, 2FHUC SV T Ly MESHD ERA] LA THERDD, LW Zehk
WESIZLEL XS, ZhEDflrs bbb k0, BERICIKY T4 7 &E
REBZONBENEPHBE D X ARID H ETT,
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|READ|NG I R R XXX

49
ROV %ZEFTA T, BB 1~3[CEXTLEEL.
A of a phrase or an expression can lead to
misunderstandings. For instance, one common phrase that
Japanese often , and which can invite misunderstanding

is “I thought.” Often the Japanese are trying to convey the
impression they’ve formed of something they saw or heard,

as in, “I thought their proposal was great.” or “I thought you
deserved a promotion.” But in fact, the phrase, “I thought” often
implies that the something seen (or heard) turned out to be
different than what the speaker had expected. For instance,

a person might say “I thought that proposal was great,”

if it turns out that the proposal was rejected.

1. 2DOTHEICADHBEOEEE @~ O H5 1 DBATLREEL,

@ mislead
® misplace

© misuse

2. @~ 0 OHhH SHABHEELICE>TVDBDE 1 DBATLIEEL,

@ You should not use a phrase “I thought” in a business
situation.

® You should use a phrase “I thought” when you express a
hope.

© “I thought” has a meaning that something is different from
what you had expected.
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3. XDEEHLSHIEFLT. “l thought that proposal was great.”h'&

BI5FRRZ 1 DBATLIEEL,

@ The proposal was accepted.
® The proposal was turned down.
© The proposal was approved.

ANSWERS

1. ©
XEOTmASHW L E3, £9. 2200 MRBOFIHEGRE R E 3. ®RYNIT
A of IZBS>TVEFTDT, ZTIZRGRINAD RN DET, 2
D H i the Japanese often BN ETOT, BREIBALZENDMD

9, BRI OHR LA [FH] &85 [T 5] oRkz2EE 5013
misuse 72 (3 T,

. ©

I thoughtiZid [HIfHE TN o7/ LB TWRTEES T 1S
ZaTVADNEENBEEEDRHD FTTOTHOFITIIZERETY, 27 L., X
RIZ & > TIEHUZ T think DB EEOBERTHDLNh L Z L8 H D £,

. ®

% (Zif it turns out that the proposal was rejected. & b D £9, DX D, %
PEEEINTL & 572 & 12T thought that proposal was great. & 5 KBIA
z‘- i TO
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[ VOCABULARY |

misuse SRS

convey (E0i7z) LA ES
deserve... —-OfifEN D2
promotion &

imply #E(CEmd &

reject 1593 (RIIANDD%E) Kid

TRANSLATION

R RBAE I OHOVEIEA 2720 T, LATERWTYRIZOANRDEZERHD F
To 22 HRADS K S )7 & a2 TR 2 3 < RBLD 12121 thought
NHDET, HAANZ, RAZ0BEWAED LAZLDREEZALS ETHLFIT,
K< HERHEIHES L llo/] [EAEBHETILEES2] OLkSIcE0ZE
TH, 23, T thoughticid, A2k (F2RBEW 2 2E) »PHFL W Z
LLEESTVWEZEVWIBIKRNEGEENTLESDTY, 28 213, BEHI THAD
Fohze &z [HEHITEELELWERSZDIZ] EE5-572DLET,

help [FBAEAC{EFIFRET

HAZEOHREN 53T <[CIFBULENIBEVREEFVSWVNEHDET, [
FBDDITARICIZD] EVVSXRICHBIF D helpBZED1DOTL &S, FIXD
KOFBED [FHTLELD] EVWSEAEZEZADIFIE. help&sLSE
ENBUVESNEDBULNEEAD. [RIID] 15 help [CIFEDENT

EDEFHA. help FHEADFER [BHFT ] EWSZaFPVR%E
KEITDDICBARSETCHHDET, lc&AF. Your information
helps us understand the background of the market. EEX(E. [
FIDBEHROBENFT. COFBOERNALLDNDET] VSRS
HDOZEI L. That helps us a lot. EEX(E [BMNFTEHDET] &0
SEKICIEDET,
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50

RO EFRA T, BB 1~3[CEX TS

1.

Another example of an expression which Japanese speakers should
be careful of using is, “You had better...” Most Japanese tend to
think that this phrase can be used when making suggestions or
giving someone advice. the fact of the matter is that if
you begin your statement with “You had better...” it sounds like a
veiled threat or a command.

Let’s say, for example, that you send your boss an e-mail
saying, “You had better check with the supplier about the delivery
date.” Your boss will likely feel that your statement is rude and
offensive, because it will sound to him like a command. While it
might be 2 for your boss to issue you an order, the same
cannot be said of the reverse.

Instead, it is better to couch your statement as a request or a
suggestion: “May 1 suggest that you check with the supplier...?” or
“Have you considered checking with the supplier...?”

THEER 1 [CADBFEEE @~ O D5 1 DBATLIEEL,
@ Therefore

© Because

© But

2. THER2 ICAZEFEEE @~ O D5 1 DBATLIEEL,

102

@ costly
® acceptable

© premature
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3. ABHEAXE—HUTLDBDZEEATLIEEL,

@ You should avoid using the phrase “You had better...”

because it implies a request or a suggestion.

® “Have you considered checking with the supplier...?” is
more polite than “You had better check with the supplier...

© You should avoid sending an e-mail to your boss when you
make a suggestion.

ANSWERS

1.

©

A BRI 23 ERZ (Therefore) . BEHH (Because) . % (But) 2 & Hi#: B R4 5
frLE4., TEDBORNHE. “You had better...”%#fi5 & ZIITELMETH 5
Z&, BARANE, 8% - 7 P34 295 & Z12You had better...” &5 & &
ATWDZEMBRENTET, THREDOHKIE. “You had better...”13#:8
W - IS ZAS. EHBTENHMBNTHDLZENDIDET,

. ®

LRIV TICHB LOGAE T E2DIENARTT, costly [BER 225 ],
premature [IKFHINFO ] TRXURIZAEVER A,

. ®

“You had better...”DFNHFIZHETE LI ICEVWINEOLETT, HER
EWZE [ L2E5 2880 EWSFREERDNTWA Y, E -BIiFDE &
OXRBZEEDONTOETA, RIHGHRE LISEN= 2TV ARH 5D TT,

(2]
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TRANSLATION

N ICER L AT T ROERBDO G 5 1D0H61id You had better... T, 7
WTWOHARANZZORBUIREL 72D, TENA 252525 L& IlflibhbdE
AMBTETN, FDL A, You had better... & i 5 7= X FLIIMHIZE R (1)
ICHZ A%,

7=& Z21¥. You had better check with the supplier about the delivery date.&\¥9
Ex—N% FAlCk 5728 L7256, FRNEZFDA—ABEALTH D, ALK L
5TL&9, B¥&6, MAWNICHZAZ2STY, A0 Ll s ki1l
PSR ER S DOEMES D FEAN, TOWITVT EEA,

Kbz, [FEFHLF 2y TEILEREIETNEZNTIALNTYT A
R[HEFLF 2o TEDIREITL LI A ] OLS ISR R L L TRELT
B30NKNTL LI,

- USEFUL EXPRESSIONS ~
51
Thank you very much for your time and effort on our
behalf.

BHDEDICHBBRDKREED, fLWNABEILTEDET,

We look forward to hearing from you soon.
BRXDTERFEHBHFELTHOET,

We will keep you informed of our progress on this
matter.

COHICEL. SEEATOERIRRZSHNSEVLET,

Please do not hesitate to get in touch with us if you
require further information.

ESICTTADFDTEVE LS. TEEFLBEAVGDE LS,
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RS 259
LisTENING J¢

A

FAT7OJEENT. SBRICHTIREBIEEZE @~0C OFHS5EA
T. ¥—ILTLIREEW,

1. Why does the man need to rearrange the date of the meeting?
@ Because Mr. Kato won’t be available.
® Because Mr. Rimes will be out of town.

© Because he has another appointment.

2. Who will be taking a vacation for a week?
@ Mr. Kato.
® Mr. Rimes.
© Ms. Thompson.

3. When will the new meeting date be?
@ 4th, 1:00 p.m.
® 4th, 2:00 p.m.
© 6th, 1:00 p.m.

4. Where is the conference room located?
@ On the 40th floor.
® On the 70th floor.
© On the 17th floor.
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5. What will the woman do soon?
@ She will write an e-mail.
® She will make a phone call.
© She will check the schedule.

B
2 ADRFEEBUT. PamelahiTNH SEL X—)LOZ THBICADBREHE
tis8EEE @) ~0C OHBHSBEAT, Y—ILTLREEL,

Subject: URGENT / Sales Meeting Rearranged

Hello, everyone.
The sales meeting, *
to?® . The meeting will start from ° p.-m.

| hope this ™ your schedule.

If you have any questions or problems, please let me know ASAP.

scheduled on June 5th, has been’

Best wishes,
Pamela Davis
International Sales Department

6. @ extremely ® costly © originally
7. @ changed ® attended © included
8. @ lIst ® 2nd © G6th
9. @ 1:00 ® 2:00 © 6:00

10. @ applies ® adjusts © fits
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MAIL-IN TEST @

L —-_I-
READING

RORTHBAE EA—IL 2 BZFRAT. 109N—IDSDFRMICEZITLES
LYo

ABCD TradinglC&#HI 35y FAOYEchlE. BEIEDPTS
Corporation®Kevin Wilson EAh SiEREDEEEDETIEZKSD
DEX—IVEZIFTWMD I LT,

To: Mr. Hiroshi Tanaka <h-tanaka@abcd.co.jp>
From: Kevin Wilson <kevin_w@ptscorp.com>
Subject: Invoice #3210 ***Calculation error***

Dear Mr. Tanaka,

I've just received your monthly invoice #3210 for the amount of U.S.
$20,000 for MTR-3000, but | believe there is an error in your calculation.

As we discussed last month, we agreed on 5,000 units at three dollars and
eighty cents per unit, not four dollars. Therefore, the total amount should
have been U.S. $19,000.

Please refer to the memo about last month’s meeting and send me a
revised invoice.

Thank you.

Regards,
Kevin Wilson
Accounting
PTS Corp.
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Wilson SADSDEX—ILICHUL T FHEADREZEEE LT,

To: Mr. Kevin Wilson <kevin_w@ptscorp.com>
From: Hiroshi Tanaka <h-tanaka@abcd.co.jp>
Subject: Re: ***Calculation error***

Dear Mr. Wilson,

Thank you very much 2 e-mailing me regarding the error in our
calculation. ™ is a revised invoice for U.S. $19,000 for 5,000 units
of MTR-3000.

| am very sorry about the error in our ' . You are absolutely
correct; we did indeed agree on a unit price of $3.80 for an order of 5,000
units. Unfortunately, ' ,our'® , who is still new to our
operation, was not 7 of the ™® price and made out the

invoice for the

Please ® for this . We truly 2 and hope that
we can continue to be of 2 to you.
If you have any questions, please to contact me at any time.

Once again, we do apologize for any inconvenience this may have caused
you.

2 regards,
Hiroshi Tanaka
International Sales
ABCD Trading Inc.
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TH#HE 11 ~25ICAZ RO EYEEDE @~0C OHHS5BAT. Y—ILT
<IEEL,

11.

12.

13.

14.

15.

16.

@ Order #3210
® Invoice #3210
© Account #3210

@ as
® in
© for

@ Attached
(® Connected
© Mailed

@ calculation
(® section

© cultivation

@ however

( whenever

© therefore

(@ accountant
(® cashier
© auditor

17.

18.

19.

20.

21.

22.

@ announced
® noticed

© aware

@ cut
® discounted
© exchanged

@ mistaken money
(b incorrect amount

© false sum

@ accept our apologies
® allow our excuses

© convey our sorry

@ oversight by our mistake
® oversight on our part

© mistaken money

@ extend our favor
® state our gratitude

(© appreciate your patronage

109



23. @ service
( benefit
© aid

24. @ feel free
® feel at home

© make yourself available

25. @ Best
® Most
© Sincerely
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