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Preface

. Practical Business Japanese was first published in 1993 to equip Japanese language
learners with handy expressions that can be immediately applied to everyday bhusiness
situations. Since then, the number of foreigners employed by Japanese companies has
skyrocketed, and the diverse evolution of our 1T-driven world has increased demand in
Japan for foreign human resources who can communicate in practical business Japanese at a
high level,

In order to accommodate such changing times, we at TQP Language have prepared this
new edition of Practical Business Japanese with the support of our teaching staff who
bossess a wide range of experience in the business world, Specifically, we have added IT-
related (computers, Internet, etc) terms, e-mail expressions, and business document
examples (including e-mail) to enhance the convenience of this texthook for foreigners
working at Japanese firms. The main purpose of the new edition, however, remains
unchanged—to help users master Japanese language skills for communicating in actual
business settings, particularly skills related to conversation, terminology, document wriling,
and e-mail.

In today's Japan, all employees of a given company need to contribute to its business
enterprises as members of the same team, regardiess of their nationality. As such it is our
hope that this new edition of Practical Business Japanese will serve as a communication
guide that helps foreign businesspeople to effectively play their part on the company team.

The practical conversations in this book are designed to help learners naturally acquire
the important knack of using the right politeness levels in conversation, meaning the levels
used when speaking with one’s coworkers, boss, or clients. Also inciuded in this book are
“Coffee Break” sidebars that provide helpful insight into Japanese business customs and
social mores.

We hope that these and other features of our bhook will enable vou to communicate
successfully in a variety of business situations.

Teruko Furuichi
Representative Director
TOP Language Co., Ltd.

July 2011
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About This Book

Practical Business Japanes2 has been designed [or people who have mastered basic
Iapanese, especially those people who want to polish up their Japanese [or business pur-

pOses.

Features of this booi:

1. This book uses the ordinary Japanese actually used in conversations at the office,
and is designed to bring the non-native speaker to the level of communication neces-
sary for doing business in Japan. .

2. This book is divided into ten chapters, each with its own particular focus and set of
practical expressions. The student is able to move about freely in the book, going to
the sections which are particularly necessary for his or her circumstances.

3. Each unit begins with a basic conversation, includes Stratégic expressions, and ends
with practical conversations. The basic conversation concretely presents the objec-
tive of the unit, and the strategic expression section allows the student to learn many
expressions for instant use in the office. The practical conversations further elevate
the students skills by introducing real-life conversations in business situattons.

4. In the strategic expression section, expressions that should not be used when speak-
ing to superiors {), expressions used mainly by men (%), and expressions used main-
ly by women are also included.

5. In order to make the conversations more realistic, the position of the characters has
been shown in order to make clear their subordinate/superior and inner group/outer

group relationships.

O  a member of your in-group (] a member of your out-group
3  someone who has worked at the company for 3 or more years

##  section chief tf  department manager () age

(Hu) =Humble, (Po} =Polite, (Co) =Colloguial,

(Ho) =Honor, (In) = Informal, (Sl) =Slang,

{Ab) =Abbreviation, (Fo) =Formal, (Lit) =Literal

6. The Coffee Break sections explain facets of Japanese society that foreigners might
find difficult to understand.

7. Chapter 2 covers telephone conversation and includes an easy-to-understand flow-
chart.

. Effective use of this book:

L. This book may be used as the main text in the classroom, as a supplementary text,
or even as a sell-study text. When used as a classroom text, it would be most ideal to
have it taught by a teacher with business experience.

.2, This book should be studied not only in the classroom, but also anywhere the oppor-

tunity is presented, such as when commuting to work. This book’s effectiveness will
be increased further if used in conjunction with the CD.
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Introducmg yourself to members of your in-group
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= %ﬁﬁ Sales Dept., EFE international, ~ & Trading Comp.. . yvour company, ~ %34+ 2
take charge of, B Li#M 2 apologize for not having told you this sooner, &H| business card, % 51
run out of

#F Y A) a set expression, VA= (Hw)TA, THE=Hu I -5, JODOE=(Fo)4E this time.
ALE T4 assign, —2&E%d5 as hard as one can, ##iES do one’s best, WA ={Hu) ¥ 5
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Introducing yourself to your new section after joining a company
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Introducing yourself to a client
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#3527 B be under the care of, = £ 127 % (has) come about that ..., $§3E T2 lead, guide. BEV
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Bt iov = (HOBH2ET 5, 225, L5 PR dept. Eiz(#B) advertisement dept.
#71 introduction. % TPO= (Ab) Time, Place, and Occasion
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2. ANEEATD  Introducing a person
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introducing your boss to a client
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Introducing a member of your in-group to a client
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Introducing your coworker to members of your in-group
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Introducing a client to members of your in-group
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Introducing two of your superiors to a client
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Introduclng a new salesperson to a client
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¥ % an excutive managing directer. ¥ department. # section. FE#& a section chief, #5 the
president of the company. ¥+ a patent lawyer. ~HIl ~ Printing Comp.
¥  You should not say this if you are not close to Mr. Kazama.
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To a person working in another diwsaon whg entered the same time as you
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When you meet with a person whom you have not seen for a long time
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When you meet with a client after a long interval
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When a coworker returns to Japan for a short time from an overseas assignment
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JFE 3 A go/come back to one’s own country. AT % /=7 vy cannot keep this up any longer. 2 9
the foreign country, ./ - I —¥ nervous breakdown. ¥ B ¥ 3 increase the staff, BEFFT 5 request
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4. FRFIORY  Greetings for New Year's and the end of the year
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x® =E

'O AFY—:

%@5\§%#67XUﬁKﬁéAT\L@%
TH,

Thb, £, Wb, WL T AD?
PEBITO0H I5 1% 7

CEIL Led, EDB2TI0BETR, BLATER A,
EILHYNDED, LB AB

RABVITNETR

LwvBEE ! (Lit) Have a good year; Have a good winter vacation!, fEB3i] early in the new year, &
hd %4 just thought I'd say, % L% enjoy

28

TERAD LT 5EM,
BAAF, IoEXBFAHADATE 2 TH, AGENEANLEEBONEH

BEIBIEABUET, PRIE ERE? RELTLFEID BSAL
BEATTA BFSAE? ANSS LoLETH, K1/ H—L -
TL REVETH, o

LAL. ShEOHEMIE. BAHSTE. HoL &
THABC ETEBY £ A, BRETH, MEF f" s <c,w
ﬁﬁiﬁﬁ?ﬂﬁ\x£®294wE%®%5iT ™
E%Eﬁf)%tmwiﬁb\%b¥ﬁ%%¥®f
%%ﬂ%ztﬁ\ﬁﬁtmﬁﬁﬁ&ﬁuﬁbtﬂp
T £ BOTERVE X SIS TR EHBS
METT,

& LSBT, BANGENES], BISNTOBES THIZEBO7E.
FIZERUAZ LTAHTRUDATLES, $io, HEUICHEEERIC
&, BB LR S ANETT, 1720, SMEDAERIBYDII/=) .
1T BOEER DT, AFAGEENGUAEENETHS, &
SLTHEZ A< BVESBERICE. ADLSICTa—IHNLT
TREAEETREI L THU BN S LN E R A

CERERETY o o ENERETT o

eI EIE LET .

Ch<hb, TRAGERBRILTT, £h TS 3EBEBYEL A, BE
CEEDEVESIC, MEOBAAG. BOTS>OEE. BETH LTLES
CETLED, FDBRDI—T 1 2 IHEVE LIKESS SIZMmEL d Y £
Ao

X2, BARSETTA. BARSIHBOTIE. ABANAREET R H—
L=b). BADE - BIEEEBTZHEANBDEL D/ EEECSNEL
AeBH, VERITHEVET, TEFERDETN MEEENSNET
b\F%HﬁziﬁhU\CﬁMDLEﬁBtOtOmHéLCtMuiﬁo;t
CEBE. 2INTELENBNOMNEL A ZAKETE, [CTONHE
UBHSER THITBOFREDHETEENT L&D,
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5. BREOBODEVEEE Making small talk

r ~3
£ =R IN
. SEERGELD T & RHSEIC R :
BE: BUL) ST, BEERGEVS L, BAAOHBEECL > TRROEEVDOTHS
. L EVRSTLEDS, BEICEDDS B HR<SABBLENDD, BECEE
AN DBl E ) TEnET, %Ewiao , L s
% b ABES TOINAVEREE VWS ZEBE<OHDFT. TAEMBITENTE)
FO - RTTR 778 FOMOBICHENBY T Lk, (1), TBIRADE EF(2) BEEVSBEHBOETS, BESASTET,

EVMIKWIENERD., BREEFSHEVRDIBESLREVNEDNTELDT DI
EBHOFET, Bi@lzﬁﬁ%l:&ib‘éLifﬁjﬁi@‘@ﬂéét%ot%%t\?%‘t“l&?&:u
TL&D. .

E: FF?@@‘CT:%%‘@?&:LA(S) EWDSELRHDFTITHN _:i’ll;ﬁt zhaiwﬁ
OfFGLELEVNE B ELEVNEWSERTY, @@Aot@t@ﬁ
WSOHBLIHDFEBAL. AFROEETHUEA. E)\LLZ:\ MEE\ %ﬁfﬁ

HrieE TP I3 dzidens LAfai

%Ec‘:“tm]b\[:‘)l:r'cBE@%EX@%?‘:‘IJ%L\‘C‘?D H55 A :W\JL%QJEL”JI_E@Z)L\
Ia’fﬁﬂ E’Jlm SHFMBEN. ELWDSABLBTL LD, TOEEE. "8OFE
’d/u; tlab‘é@é.ifiﬁ;ﬁ%b'c<5)klat MW ERBRWET, HIELTERGH®
ZEHDFBAD. %G)iad) lw%%bt@&b\?&bli ENY 10, Tﬁﬁ’%‘{ﬁj o
&%EU\E—w%beUT%botD%jwémD%btuh@ii%@
ER

FEORICED &, .%R@ﬂ“x—]ﬂbﬁﬁL’C“E’#D?A:'C;f:?a;%%b‘cuékkbﬁﬁ
DIAALTLEDTVDAZRMNIDZETL LD, HEALEWLWSDIFAFEZLT
WD, BARICELHEDIC. BBEHAADECDDED>TLEIOL, &
HENTLEIHABADLS B LNERTA. TIH 55@@%?"&9‘%3%%%
FTECHLTH. BAASEBNESTY, E5EE>TH NERRGAL,
MEDBIALST{4) EWDBEEDFT., FEFECELAFEL £,

scdia) EERE
(D&#&#[E#</§%L<}&Ui%Aho
@ [/ 9589 Lwn ER] RATTRi,
® FIw [MARA] TThis @ wH [?;u\/%w] T¥iai,
® SHE Dol v/ FARIZELL W] TR,
® [wnBLoh T BRI/ ERCRYET K E] TR,
@ [Qﬂ%%%ﬁ/%ﬂ:tzb%a] i, ® [EDﬂB BITE /b 9] P
© [F9G2 /LY $9h 4. @ BrBYTHELL
@)&ﬁ#uof/ﬁﬁﬁéﬁb}ibtio
@ UES % B8 % 5 0 0] s TE Lk,
B (Bl /WM, AALEII] YT Lk,
(@fwsA[%<&é®ﬁ$</aﬁ§<]&bittmio
(Dfuw-—ffm
@[éo§®&¢/%awﬁ =/ FEOER] F I o/ T A,

)]
@ [44— %W"ﬂ_&&/ﬂﬂﬂ J::g f OBE/ A ETTFRCA] 22T,
Bz 2BI0ERE

D |\, £ ®
@ HWEHLLT, BEH AT, A d;\w

@5%\7bv71§4A§}LtAﬁio 23 |
@ 3’-1-7 L& 57289 T, V! ) % ig;

* FEDEIA *

{1} Sakeis tha nearest way to know a person.

{2) The true man comes out in drink.
® éﬁﬁ“§<fkft%o’ﬂ'm

Lesbsd -~

{3} A man was naver known to make a fortung by abstaining

® LFE, EhrEaTs? ® from sake.

(4) Youecandrink, but you shouldn’t be slave to alcohol.
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4EF—-E Pl EHIC
AL BITA A

On a windy day in the spring

@ ik TBitL o,

FoEm

@ ThEL IBIELSISVEY, TIOVWETT A,

BE iz, B BTV,
VB —H Y TR, Fh,
Eavsira

/N DR ZRo EOFEFO TR HRVEED Z & T,

TYIVE AR, EIBATT D HE, 45AW L ATE Dy

iR VLR SERSETCTFRVATT T SHIETVRAD - -
WTL 3 ?

YA DHd, FIFPRNEES T R,

R :EE&%%@%%ﬁ%afﬁo

VILF I Ledh, I INILEERATT R,

<uﬁ§wfut%ﬁwﬁﬁcﬂbguu%ot
When you meet a senior employee from the company where you used to work

@ I BALEY,
® BR:®hH TRELZLTVIT,

I 2957202 Zobid, F—F R, BoALlmn?

BRI ZZ, BhFEEC,

B vtk %ﬁjﬁifgﬁéﬂ&b‘tx:;ﬁﬁio

B XL LBV ETTAR, HEDLT W Eﬁﬁfﬁb‘ofaﬁiofi'ﬁ‘ﬁk"o

Lwabrd

UL £ 7%, AFELTRE TR, WAL, BOALD, S4ELTAZS
A Thdhirnd,

BWEEALKRETHR,

I veedh, b ’)‘f%h%«»ot/\, Lo vid,

5 warm weather, 7 2 abonus. B4 the time, Zif X735 =28 x4 2 be influenced. fi] 9 :
=(Huw)Z<{, EA%*&% %2 greet the New Year
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TSET 3,

AZA
EKA@%?%%@%E@UJN;rﬁﬁJﬁ&UéﬁkrﬁﬁﬂCﬁﬁﬁﬁ
Héitﬁﬁ%t%m??ﬁﬁaﬁﬁﬁﬁgUiﬁ@?&%b<ﬁ@mwtb
FT o COBRFUIZAIF. RUTSHOATKBENTEDERE>TULBDIT
?H%Uiﬁho%%ﬁ@§§53<¢ﬁhﬁ\%ﬁ@AﬁBEtBEUEM&
C%ﬁ&éﬁ%bhEM\twi&t%ﬁi@tiﬁbTMé®Tjo

B, BRAREAGHIHET 20N, BEARMICETEHELLD,

1. BOHshich BFEhizl Uicss
#1)
CHRZ AL SEOTOZ I N
KBHET LI,

AR FARCERNTT o
BEEADEMTTY,

4
e
o
e

% 2
H;l% el WEEASWED S AEE
‘_C‘LJTCA:O
LI @ EATHEL, BREAD., IR F BWICeH 2T,

2. RLHSSZE
D&BD>. DIZLTEMDIZE, BFENLETITE,
@HIZUTRBUITHE, BRZ LEEFET(TE,
ORGANMITERZET LIS, B2 TS,

3. BUMET o GE
DOESHENEDTTH
@h., 1ZWLIZEDU »HUERATE
CURFADTHBEN) TIH
OUBBFIACABSDIITHESNIS. EDLETH?
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6. BATHLS5DEE Complimenting/Congratulating
EhoE
HORRE. BRE. o3y, RhI Lk
HFlUh L Hed
i%@ RS RAT AT ATE W Al RV /LF: s Rl b s O

©Oln order to maintain good relations with others, you should make light conversation after greeting them
Here are some examples:

E %%.’PEEE’&ET
About a person’s dress or hair style
D Hho, 2, BEH) I Lk,
@ . F W LIATTH? te
LAbES Ecaw
@ #DR, VT, (ég
@ BOPLLT, ¥ LEATTR, ¢
® BLenslci, 3\
® EWTTh,
@ Forra4, :}5@\?\/\'@“?7}%

ﬁ LZd &E?’&ET
To a happy person
D AHSATOD S TRTT L MOBRTESHDATT 2,
Q@ ELE) Eh, iihvnitdorz? ®
@, Za=alLTAn? ®
@ﬁf@ggﬁéﬁTéﬁé
Congratulating someone on his/her success
O EHEILDFT LA
@ BEsELIL, 'T_usl,a»tm’cf?b*
@ WAERSA, Folen!®

@ XV OIBT N LTrEFDI L

_. O VCHRZL TR LR, ©

@ BEFTHA,
O BETHEST, ML TERAL,

23 hairstyle, 3F o TWwih =5 2\ cool, LAV classy, FEL a secret, a key, ::1::?‘5‘5

smile, & 9 &9 finally

34

i#& % Complimenting a person
@) FEETT . @ sTHFTTA.

@;}bk&u ® @ L{TETHLE, TARBLTR-TC, ®

B Zhe, Wiy, ® ® LNETEBLe2Vd, EE)
bbb L, ®

ﬁgﬂbn%ma%vcm&‘n ®

Phhd, © .

@ I FVbAELD, © @ THhLE I EE)

" % Since a compliment sometimes means a mere lip service to others, you should just hear it with a nod. Then

* you can reply one of the following;

@ £, DFRBNTLIEENE,

T148BLES I LTL‘Z;#&E’&ET

When you see your semor who looked happy

| I ESAL TG ETEH A ATTH?
Ao, bbb ?
CED R ETITT L, S0 Eh0H
VOO ESALENT AL,
DEIBATEL, FETHEISE TR TRL

CABTIR? Ko TIO, REZ-TE TR e 20T,
CED, TENFRE - T,

CENRL BOTEITEWET, FNT, EsbTTH?
J%@?fie%hﬁ\ﬁﬁﬁﬁgffhi ------ oﬁkumﬁﬁww&

L H-BH, bOBEPTEET o b w5 Ty %E@gji??\ WL o i L
TTd.

W LR AR LS » o T o

S
SEEE: perfect, UNTA every day, B always, usual, WW3BE75 LTV % have one’s own style. B L
- F7Z You flatter me, DB =FDRIZIEED softsoap. BT S flatter, B H L&Y smiling over
e one’s remembered joys., #IE%* a fond mother or father, W5 #r loosen
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ASBROITIPENT

[FIRRCRY
Achieving a long-desired contract

3] HNEBOREBERRCRNT B

HEAZCL &
Submitting the report of a meeting

gl

ripdih

[RP-4,X ]

Hll

© B

LTH, TNBINA RN SADBENDE LD

CEIE R PTADOENNG (bR

B

filj :
figim :
B
b eh=

FoiE
gajl] :

RSl D, BARROR-TITO I Eikd s bh,
@ fEE:

ﬁA&\ﬁAtoéﬁﬁﬁﬁéAfflo
W$M@\¢@®¥%H£E%E®Eﬁﬁfio%%u@%ﬁ%w?ﬂ
ﬁ%kﬁ%?ho%gbtf<htAﬁio%ﬂf&%?‘:A&KE(

VA

%@%Tg t}:ﬁ}ﬂ f:.::to
Eﬂ’&b]/z\f@j—ﬁxo

ATE Eo TIBEZ B U0 b REF S A7
Lo A S ADAECT
ZARTEEBRDE TN ) b, £IFE, FLIFLWL,
THE > THE o S0P D LB TV b L b,

Y. CORELEBIEL. RA. TS Ao

ST HREET S !

BBV, ZIBETHOTREL, ZARDEEVRD %,
EATHGV, BEBEADLH) FHAL, ALBSZIBoTb

L FIESARVOLRNSATERIIEE . T2 b0hz,
FiiE :
A5 g

v,

ERREI b HIPL) RECEIE-THHID LBV L,
o (HRIEBELTIRE %,

HBEMETIT L,

BAL, BAL,

©
i
Jd
\l

@

2 )

i

1|

M

&

IR, HSETEE Liase
LB, TERA Hr o EIIBLELT L,

&+

RT3
(Lifs LT

CAT VR, brok,
R
# N

2o & =
PNRZL D T T,
CEIRB AL TS TS,

Do, EARESS
25

:%5\ ﬁ%?(%f\affo
VA TZW Ll Le BN ER A, Ho, BERITHEIE LD T LA

cED 2B, RES L,
()
PR EATRTENEHA, FARIED THEWTEETT,

CEAE, WL OTT L,

VR FARZERBDERA, THISATY,

i%’(“%k <o
dva b F LA, Ced, TIREVESITS,

EA ‘
WEE, AL, Roilfh, VIAHARBOMME LTCWL TS -

T, £T&TAHL,
ATy E3AE, HAOOEREA 7o Z 275 2AThH, 9 FEBICWAEAT
T Lo

m%#@i®ﬁ%ﬁ&&AﬁTﬁa\wuﬁaAa

LeodEUss%29

RELZLTT L,

25 ZOWO ARG ) AT 1 ﬁ‘&bi/—\ﬁ L7ZATY,

295 L HA 5

ol ¥ AR

EILBYHFEH)TEnET,

BIRTRARBERAEFLTTRZ,

BE intimacy. MR L digging round the root of a tree. E#*% move. AJE benevolence, 3%

flattery. ZAls one’s heart

36

REC={(Co) RTHE L, BT general affairs, ST 5 pass. F5 honor, ¥ Fk. Th ATH AL
: (= &) Tty ThiA, TLATY TEEH AL bR ERRT VS,

37




7. Bl&ODBHEE Cheering someone up

EA=E

SHIEARICE L LT, LEddevd, HhiE) Ak,

Egi_f A, FAPLh. Lradiwli, H0H5ES, ﬁggbf<ﬂ
s

BERIE
WIS 28I 6HTERT
To a depressed person (@
J

O &3 %82 AT HEFEWTT L,
@ i, TELEVITE, 9 L0? ®

® FR? ©

@ R TubaI0FE, KIK? ©

G HLAKAFIEI VAL e BV ? ®

& 48, RAIITZ A2 @

IAMA

AUELTHITS

LA )
Expressing worry

O HATHEE L BT 28,

@ DLELETERIENH 10, BoTle FEIDH. ®
Bl HFDO5 L‘l'r_i%t:@él‘iﬁ‘é

Expressing sympathy

) H?’i;é@ﬂ:j(%’f‘ L7-h,

@ AREFDOEVEIHVE Lizh,

® IEHSATLI ®

@D Frobeoizh, ®

BiEer) =~F %95 make a blunder

38

CECXFARE, B(E)
RIZT AL, Tilt A, ®(R)

Cheering up a person

O RLETTF L, I FL PR EFE L THLATTD S,

@ i%ﬁ%é/ba)ﬁusuvrzcuu/uffﬁx%\ RITHIERhwTT L,

@ Lrob IR E bt L,

@ LRIV WL 20T,

® LS TRIEIEL VB, @ .

® HEFEP-LAZDS, Lihni, ®

D FALICELZI20TL, ®

@ SELLRE 2RV S T, ©
@ Fref, Fret, ®

dHESBHICE>THELHBEL TS
When you can not finish the work even though it is 8:00 p.m.

:ﬁﬁék‘iﬁﬁb%&mAﬁﬁﬁ?

LD, LIV LIRS TV L, FREY, YA L SACE, Rl
%O%KEEL&<Tww#% ------ o
:ii‘ﬁﬁﬁﬁéA‘ﬁﬁgwAﬁtgﬁ? %Aih%@b&wﬁ
CRRBVE, BZbLAs, MicdzhITEAhS,

BE SREHINH S o Th AL, b ILLABATR
ﬁ4%>:ﬁ#\thKﬁ%%:tﬁ%ot6§oT<ﬁéwoEf@wbi%
Lo

B’E BB, BYHLEI, HH DHET, HHAPLEL 2 Ltk v,
ﬁ{%y:mmﬁfioﬁﬁt<§of<ﬁéwcﬁ%@tb&Q\ﬁﬁ%@%?
FEdhs,

ST E AL,

L ET S worry, FHR all right, okay, OEViHIZ# 9 have a terrible experience, F¥A{(FI% 2 Z v come off well, ~®44s be the fault of, #FHZE be depressed. ST T 5 worry about,

be nervous about, Fv4 = Don't mindl, #ET 2 reserve. & closing day, B4 condition
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4EhES - %f(]ff)‘mmﬂm(bi?f_

When someone loses a chance for a contract

= I

e
DB, RELeHLORALZL, HZT IR, bok EOATHEFBELT

=2

PN

¥

I

¥ N

WIIE
=

BB, DT Vb wnld,

ESLED?

TR, fjj‘@-b‘ff 3“%&6%@&7‘54:0

ThH, B, WEBSH LT LA THEDRASL, TH, habod

PALA-TEZEL,

AR N 1@#‘»%%0 TRAREY, LTI EDTAEESTALTE

T2 de

FofafEk, 7ofE, MTHEA o 2o WOWETID S0 I H 4
TUERELAFEHPREVRIVEL,
FIZLTH, 75%5’%% KRBT BRI EE-ThA I,

Wit AR, &ok,

MR, bokto? 2o EdDIOWELILET 2 H, %v&%%@#
e

FABSTLWI EFEbRVWT L,

I L% T, bRbROBWLBRY Gho72A7R L, #IFILE %,
ZOgFER S THRG W,

VA BEIBATZTE, 7272, AL R Ry F ) Lkvikd,
Liddhnsd, PSRBT EL L, ALY T/0EES HE,

Fold, TO1TEPRIMES AL,

MEOHI ELICRLALWE,

HREZ o ThhoT{Ns &,

Hde

VAT LAERICHITSERASHE

i

b REEBED LE LA ERLTURITE LI,

B BORSES S0 EBESTVBEBNB oL

S EQEYA—IUSELTTL &S

el BB, CCORS. BEROBERH. LEVSEETED S EOT

L&D
n

H+ CEoltn, BRELAELSSEDIEED, AV oS -TaATE
Do, .
H D A—EESTEDNY
F I TANOERESROLET. F 2 IHRIIZSL,
T2 D TER >TEETT DY
HIFN CBBE. IDAPURIBRELETDT,
=z 27 i@ﬂﬁliiﬁﬂ BEETTLQRY
LA CFORIC, —EBRELT ﬂ“ E,.\\%Efzz‘ﬁfézbéfﬁ‘o
Tk D EDSITYED. OO FE LIz,
d~. FFEHLUONIBRDD S, TOHE, BhBAEZ3H,
;ﬁijEE_! :,..\otﬁ{iﬁé&t\@?ct — DT DRBELRALTULEFL £ 3.
% CROEE. BEROYORIEATEDDT. Bot—gc‘:ﬂu—fcuia“o
Bl AL DBENTOLLAEVWTT A,

VAT LBE—DESTH, BRGEEBAOLECEZORR TS

ENREOET, TIVOLMAT. MRHE LB ELIENSTHOEY

HARDPDAEBDSINEL EEET BOTIEL, FERT, T50)
SPOBBBOFT. ERELESVHHTL &30\

{5l @ (the person, thing) in question, ff matter, case. VW ¥ & & (especially) now, L /277 4
struggle, 7*A LA vital, T E2114% arnive, DA superior, 8% @7 talk with :

40
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§. “E@%’jﬂ@?ﬁ?w Parting at the end of work = | @%ﬁ%;ﬁiﬁ [247<{ Delivering a document
EAZEE ® BB THEA RO TURRLE, KA BoTA L,
TG © BAIIEALL T, 1o TR @i e ZHL 5B o ETHbBAT
@ Xy &
KR BOoArNIETL, Bl XALDET VL, BIR
’”""“’ FH i bB)E L, Ledb, L LET,
BB IEHG L, Lo b AL &80T,
Bﬁ’Hﬂ B Faf v, 7?(%!11/1 Lico RO, T2BAARRITHICRL LRV Th5
Whnéabstepping out of the office briefly B otz iIhl, #ho7th#EE LT,
O bHbrotk, L THoTEES — fToTho Loty TH I EW, CediroTEnh 3,
@ Ledh, ToTEndIt, — KEDITT B hd., BrEoirC
@ TR TS,
® MHETHRY EFh. — 4BTHRD £ B2 | 458, B ROFr(LFES  The 5 o'clock bell rings
® brokyNaH-T AR, © — . .
© BEH-DH, LIS
' }mi‘ﬂ? 1o Tl LS ABVELT, £ LAATT
When returning to the office ;‘;: T
®ﬁ%0iu‘_o—abJﬁh&éw N .
@ 17wt ® — BrLY. © | jljii H?i:_oflz:’)aifrm“u_ﬁ% RS L,
@ 11AEDE Lt — —EHEAL o RETThRL, 7, PoRHLATT I
€ BT bbb, HL2BH-TEIhh, $o724,
BB _ BRI H BV L, FRICED o105 R o
When leaving the office after work is finished ¥ T ke
@ BRI LEF. — BobREETLE W BFEVLAVEZBRATT &L,
e S (x2) BT VROVLRD, RIZLEVT, 38, Eodf ARDY, So&, B
@ BERIHLES . — THHEITLA, Rt A
@ Bty B, ®@ — BodrhEFTL, b °
@ Led, 4Ll Ed, — Bodhs i B AR AMTE ro by Ded, BEICKILLET,
]I BoRLE A,

& ifcgﬂbqo
® 3k b,

¥ 1 “Okaerinasai” is sometimes pronounced “Okaennasai.”

¥ 2 You shouldn’t say “Gokurosama” or “Gokurosamadeshita” to your seniors.

42

HF the other party. L7245 prepare. 3374 WEE glum face
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9. UiFe<abih ANOBRY

When you won't meet a person for some time

BIEET S AL

AUAL & A .
To a person being transferred abroad

N
GRS, bro bREBITLE, BWEL LA LB L.

L]

Hep . b2 F L, Lo, RICET 2 TIro TETIFE N,

i

@O ik > TS, @ BFRHELITH,
OF =5 ) PRI R @ HRIZKEEDITTL S0,
& MrbELLSDFH 7605 Th, ®

BEd 3 Al

3
T<ALR
To a person who is leaving
D fToThoLrwy,
@ fToThHolewnit,
@ BRHE?
@ BEEDITTC,
® BLAT,
® BLE. FoThh. ©
@ BrEIVVHILR, ®
2 B - PN
To a person who is staying
OXTERG-F & @ fToTERYET,

i REsbENEE

5

When you won’t see someone for a long time
O EH, ﬁ%&:ﬁﬂiﬁﬁ:z‘: nE Lz,

@ HBTLAM, BilEE R Y T L,

@ BBl AnABHFRICRY T Lk,

@ LRES O, RACBERRILY T LI

® BRICEEDITTL S,

® siExmrer @R @ I THEA SREBDTE) IEe T,

To a person who is retiring -
D %‘?ngﬁ%f‘“%ﬁfﬂiéﬁof < fféwo(m)

@ LEEXRECICNS LTS,
@ BCHTEHSE T

@ B, BosRSETLA,
5T DAl

ZVTA
To a person who is being transferred to a higher post.

O BHTLH ZTEVET,

@ IREBHTE) TERET,

® SEREMEL TV T,
ARIRICRET 5 EANC

To a superior who is being transferred to a higher post in Osaka

)
MlvE

@REIN D weh, Ak,

Bl jc[ﬁiﬁ@gpﬁ%@:& LIz ATT T,

IR Hd,

FW: 720728 A T4, i?i#@:‘zﬂfg%ﬁﬂb LTB80 %3,

A0 wedh, 29, 7Fite, %5@@7‘5#%@@ RERZL,

A DTS take care, T souvenir, BF. & b &% both officially and privately

44

Wb one’s place of work, W5 L T=06 5 L o T=(Ho) BT, Z%4%# (Lit) Thank vou for your
trouble, #¥2¥ % be transferred to a higher post,

# 1 The speaker here doesn't necessarily expect that the person will come to visit, but rather is just
being polite.

#¥ 2 This shouldn't be said to one's seniors or superious (boss, etc),
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a4 | BB ARE L

To a coworker who is resigning from the company

@ﬁ%@ﬁ%ﬁ§E@&$Oﬁﬁﬁ%@&%vzﬁ%¥ IR

HrE D

A salesperson who wm be abroad for some time comes o express farewell

® i T DL BRI S TEN T, EiX, EEIS 1 THODFETAFY D UMy THBPEA, BWHETLAGRYE, BEYBIZNAENAERNHTE I TS nTE
T eI ELA0T, RGBS E VT L, . L7z,
o (%) ,
@ A LnESTE ® ®H @ BT L, Va—Y, Wl obe ) RAT, TAUYINREDLA
" 7o 2

%E:%nfﬁﬁh\%@%:%%@%kﬁﬁﬁ%ﬁ%?é:tm&biLt
T, BT LA0HRICERLAITFEN,
g b I L, FREEALREDITITSTE LT {8y,

AV D S 3 S el 5Titntxv&&$%%%ok LS TWAATT &,
H & ES, F, LK HEESTHR, BRIZRLZ LB 125, WO

FE EILHDHLE ) TEE T %é‘%tfio
FURIEILBYHE), HPEALTHE - TL 7280,
Qﬁf&#;&ﬂ‘fiiof;ﬂfﬁih | B o i zUzwas- R ) 70nh,
Congrdtulattng a coworker who will be transferred abroad
® F4:HIEA, SHEY Y HA-LVEECEDEES TH R, L FEENT | B BFHC  When resigning from a job

TPATL Lo BOTEITEWET,
@ FE:HIHFEHITENTET, do, T, COHRDLT 4 0 T EART A

® Fx R EVBELCBEEL) T LL,
@ BEIBI. 4H

FIos s
R—-NTL7 L, FrliA, AHTEBTLZLIZADT L, gﬁk
74 LR, BITT. A LAY AR B RN, SEYSA. 290, BELED, '}
— VDO EBEEETHEH TS BT BEICRAAEST? N ¢
WAl
’;‘cto 5'"1 : ﬂilf‘o

HME::Z)d. LIHITRRIDLEVWED,

TL L robRARTAEL 19D

#HEEwvwh, 29 LT b,

Fh v, LS, BRAGEOCERRAMIFEVET LS, SATEVELED
piI

ME 2D e, W, S0LELAERD,

BE AI)THLEES> TR,

FriEHIHYPLE)ITEES, HWEL BAE
ZREDTT,

BE: A, DL,

Fx o BEIGEWTE RS, @Uﬁ[ﬂ:w% LT3, TERAWLEY,

"_é L feel sad, V7% < %24 be gone, 9 look for. #4274 < anyway. H r 37250 =(In) { 7 &
v GBIT A quit one's job, T by all means, EMT A show around
AT is usually pronounced %4 Lo,

) =(Hu) ¥4, BLATL tell, instruct
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m&@&&@(} Expressing gratitude and apologies

EAZE
(H1L)
ﬁ{ﬁ i AE f:bV\/\,l’@jﬁ;iﬁ (XK A RVATAE-F: X/ B DE s IN
gg IR GiA@%“&fﬁbﬁi‘ﬁ\@’C‘"@“o
(BHU)
@ﬁ; DR, ERRICENTLE W, RYITHLDITH ) FHATLS,
g I UAGEBY D BT L, E%U%i@@ﬁf:“&bffio H%El“aﬁggf%ﬁ’éﬁo
Hep il R o&5E20E1,

@ﬂﬁ@g@m%ﬁmu%f<mtﬁﬁm

Expressing thanks to coworkers who helped at your mother’s funeral

[ 2
1 B2F

Thanking someone

O &AL TENT LI @ HYhLHTEET,

@ Twiwi, @ BirhELi,

® )b, ® ®HrFa—, ®

@D bhHLr, ®

EoYOF-

Apologizing

@ FLITHLDITHY T4, @ HLbiFhhFILA,
@ TwnIEA, @ TATEA,

® ZfLLEZ L7 ® TwALE N,

D THhi, ® Ev, ® 8)

® FLT, )
O FTEA. B

HLbitzwn, ®

FOERE BOBEEDOBFRIRTWLZCT, HHe ) I8ntL

FAS

s ﬁ’; Tz Wwz, Fhk V)E&%E:’GU;#%

BAH  BRADEZA, bEXbhE .,
AHBIZTAEFEATLI,

A I TARIIE S Le bl T LR,

BAHFH  Zh, 250 b DT,

X fEldh WnEd, TARZE SR b5,

BAH VLR BADRELTT Ly

¥ fEIEITTH. A THLLITHY THA,

ARBICAEEFE-THL S

When a coworker helped you with some work

#h

3 &

TELL, TZFETCTVLAF LA,

&
| O &ﬁ:%\@hﬁﬁﬁoﬁﬁotio

55 O &
MOl —THEE? HoTL AT,

Hlk®= 27

Hola—r—,

BRR  bbE VL, Led, 7792,
(TI—b—%E,TLD)

TRERTIN o

WIS DB, Y oxa—,

\ETAD just. ¥ ¥ F 2 —= Thank you. Bi#% beahelp, LU E L7 I'm sorry.

48

e

Boltrd=HIEF), 254w h® alittle thing, &+ ={Ab)TiE, #°% =T on the contrary.
T& 3% finish, 77 v # black coffee. iFv*t Here vou are.

¥ W &7 should be used only with very close friends. When you speaking to seniors, use i\,

£y,
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@ﬂ%@ﬁ*ﬁwi 107 iFLTLE-T
After splihng ink on a coworker’s document

?qﬁﬂ§Wbﬁvaﬂﬁm®@“%@<Lrbiat

L BrdiLo

When you have lost some fr!m negatlves from the company archive

O ﬁ%:%@v SEBED LR AR ATTITE o ﬁ%::@A‘ﬁMéAo
7E T v ? I Ao, E3L7=07
APE X sl
TBEER, BLLTLI L) T LH A7 T L e o, THe,

I AR 32— D, JREEADoA T,
SE I FVELA, )
FH D L 9850, R OFEF,

=H A, E‘Eﬁib’:“%ﬁ‘% ------ o

HBIT: A, LT, ')&%@#TJ:#Q

&{lsI

B o7 Bkt TROTEh

BE X, - AEBGELLATTIERDPL VAT,

B HH, HiL. DO AFEPLARALRTT L, FARILELEZLTY
LoD,

BB ALITH Lbih ) EeA, Mk KEOTET,

(&ﬁﬁ#@i@ﬁﬁ(&hf%t

Enl{s¥
When a visitor is late for an appointment

;%:ﬁ EALTVnAAHRLBIIR N ETRAT L, BHROBEIZEAT LT,

® G L) PhESTATT R, XV« A= UIH DO ESERAREE ]
E:;R LA A %‘Liﬁ’ 4 T‘/“—‘—C“%ﬁ:/hfﬁ—b{\ E%&B%T%ﬁgog?bxi LTH------ © A HE]EF'_C‘EAA @@#@ﬁ@%(iéﬁff@?’fj\o
T 2 -7 RKLKELLATT,

BIAITPANTEDELIZL

AT FEBWTHWTT £

B:&SHLWED. BATIESS,
Ce. ©3—EEDFET,

Rz A Tﬁﬁﬂ*%ﬁiﬁ(tot%@f?#% 7275, B LT HERIIILE A
To

TR vz, TEETRICLDTLA,

BRIRZ, BOFE) TEET, FEDI LT, bzl HHH

i:fﬁl,i L7z1a,

% £ TR, HIEwL el TEP 2 TTE, &9 LTHER
ERLL L THEbhVwEVnIZ LD 4o,

ik

PR DB T

=§]$

R H negative film, % ¢ F lose. B ¥ 7 a merchandise sample, R27°% be found. &0 74 DAY spill. #HET do over again, B85 treat someone (to a meal), % X eel, 45 b the finest
the copy of a film negative, Ll#% from now on, H#fm= (Ab) Bl EEAl. BiL=(S)BEHh+iel

T ERICE S cause an accident/be in an accident. YIS a collision, MF safe. EHE

mobile phone, FEHT L actually feel
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| GrerET s 58I

To a senior coworker who is getting married scon

11. WHEEE  Ceremonial occasions
BARREF
(B DFELEXT) A
=0 CCDEGJ:B&TC\J: ATENWTET, WOETHB FE A,
&4 I (40 Léb = _\"E
LA E3bdHNALE S, KA
i Y A
&= KAR
(1 BRVOBFORE XE B
Congratutating someone .
D EHbBHTLS KT, @ BHTEH IE0ET, RAR:
@ BHTES, ® E X
KAR
B 5\PHDRORE Y XA 2 e
Expressing condolences '
KAR !

O ZOFEREATZZE Ty E99
@ CoER, EH by

@ ToERIFILCT WJ;éitho

@ BEHEADZE, MWk BRI - Th, ®
® KEEAITE, AT -Th. ®

N BAELLORGE
545 &

CHol RYSA, BIETAHAATT s Th, L3 dBHTEH T80

35

DED b

EALTRATED, BHIR BT 5 To

TONZL

LeZdT! &2 'C‘ﬁ]h «ﬂ”ﬂf(@“;ﬁ\

REODZ S 7“@i¢f§§&/v7‘:o

AL EVRATT R, SBHEFERLTHATT ),

Hdo

B L THRITAHATT

LIZS Clddrg EL 2 vk, 9 boatt, f“ *ﬂjztwt%o
FHTHRi,

{4Eﬁ%t<bT%Athﬂﬁ#&HbT%t

Toa coworker who returns to the company after taking
some time off owing to his/her mother’s death

%Elﬁ& > b/u'(&%lﬁ’@&ﬂﬂ b.i:ﬁﬂ (D)

L;Ia%\ BRI TEwE T,

BRI IESwET,

LI HDS, ZOEEZES G o

thd, E) by TORAKAL 0T, TOARZ SR, AT

slal & oz ?

ARV S =Y A

EDL Led. Bko b BEARITHRECAT - T b,

)'J %% &4 be disheartened. & A 7772 & terrible experience, ¥ Z & {Z={(Fo) &Kz, TRIESET

7z 1 sympathize with you.

52

" not in particular

W= (Ho) LS AL HID &9 get to know each other, #% one’s junior. V5 A very, Ho—~7%
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Q%ﬁ: %ﬁkﬁg%wﬁvﬁﬁgiﬁ’&ﬁ‘%ﬁb#

To a client whose father has died

WE S, BALED T,
= . ﬁﬁ\ L/-/S‘;V)'Cj»o 3}37—[_:&:{.—6 L7z7, rﬁﬁnﬁ@r‘;_j] '}i j@#ﬂ‘@"ﬁ%%{%i Dﬁ\%é ‘F‘@.&i N5 %bﬁ‘b&j';<§€
Z: ‘ LA, (( AR, X2 bOR—YERLTLS)

O mMbmh FHAT, EHLLE L

_ . Waics & % Bk * LA 'r Ff]f% VAR (80)
L RN 1525 (56) 60) | RS L (84)
| AT E RO EEBRTLE > T O o
. L K< (63)
Apolognznng after asklng about someone’s close relative Rz % (56) J ‘ L2
whose death you didn't know about gﬂj R %%z { —
e N . S (60) 725 (63
@  F-brIFREAOBEIAT, £B0(D? b0 (56) Fpiz2 % (63)
©O BR BEA. LECLoro, 1__| -
b2 1d, THALEV, BuZlivnbesT, T T .
X 994, RILALT, BERORa L BURFEL
F—bhTALIT, TUWEHAL @tﬂgyg:m 755 (36) @*ﬁ%ﬁ‘TT— (66)
BR TAERL TREYBATROZ L GEADE V0 ? ®W$®ﬁﬁb#%&w@ﬂ @m%%&v%ﬂiwﬁﬁmw
Fobl i h PIRLAT E Ue oo e AP Ereee, @WRT/ )5 TLE »72(87) @i BB < (67)
. DEEDTELVAME SHL (87) @ﬂw 5L RIEAD (67)
4D TEOFHFETh LB ®fﬁ?ﬁ§£%$|?5§201&9f: (87) @Hﬂt# 5 72w (68)
Congratulating your boss on his first son @ﬁ_ﬁb&ﬁmf?& 57 7 - 72 (88) @ﬁ% %";;z‘i'bj‘é {73) |
® BHE.BOTLITEVET, BOTH 5744 TR, BEHESL S 9
7| CExT “‘—] m
B AM 0rh FEOBOTTRZ, TbUA) DS CTRPRPERT bRVAL 55 67) 1 | MO RET L _
J. (57)J
#ﬂ&bv%%ﬂ : I
: OrsfshizE ﬁ%ﬁ\cft
FFED long-awaited, FH Y those aroud me @@J&ﬁf BEai i /
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Chapter 2 Telephone Conversation
1. BEAESI-EBOMIE  When the phone is ringing

_:_2.' EEEMTS Making a call

EERE
(= 1)

U TAEIFAT EILE, BEWLII,
B OE d—nw!

31 {%ﬁﬂﬁﬁzﬁﬁi;ﬁ@@ﬂﬁ&Eﬁbiiﬁ WO b BEEHIZ - TED
95

z ok 4 -
B3 EE2{READ EfEE DU BEFOREY XA
Saying that you will answer W Set phrases for a making call
the phone fi\ D O ABCHEDT 2 Ry THA, BREIL - THY T,
@D &, brzLatg : \ @ BREBEOF L LB LT T, VoL BIFEI R TBY TT,
@ iz ! ﬁ)%ﬁﬁ?ﬁ,%ﬁmgﬁ%o
@ b LT ! '
ORI
® s, Hr! ® ® vl vk, ®

E ﬁb‘%gﬁ‘: IEH '5 h’:l:{a Yo (‘: 75.'11_32- 6

Saying that you can't answer the phone

D FTHIHA! @ BEHVLIT!

@ BTLEE G @ A ®

& & LT ® ® B, H! ®

D EhaT! ® BT, BT, B ®
@ EBV! ®

B ESPEREICHE -l EEDUS
Apologizing for not being the one to answer the phone
@ TATHA, @ THEFATL L,

@ dH, EId. ®

@ ?:f!jé/p\ w5 ? ®

:Apaiogszmg for calllng out of a client’'s business hours
__@ ;b%g—? IRLbIT&HD IR A,

@ BRKHIZH LD EVATF A,

O R2ABET 2IHLEDVS

_Apoioglzmg for calling without prior introduction

O WHTHEEF LT T,

@ RN EAGHEOZ LT, ADF ORBEND S, FHEOMBHEE S22 AT
: HottA EHTE HEAL o i @

BT D answer the phone, BFE# IS answer the phone; pick up the receiver, HEiHr=HVT 3%,

1  “Sumimasen” is usually pronounced “Suimasen.”

¥ 2 When you want to emphasize “Somebody does/did something,” you should use “~ %" not “iZ.

56

FJE branch, BF=HuES., HEE chief editor, B lunch time. BHET 2 mediate, TV
L =HOBHLTES I
¥ 1 You should use “-sama” (not title} when addressing a person from another company.

OWrong THAHE, wHoLewETd%,  OCorrect "HEMNILHEE, WH o LewviI$h,,
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€TE 7173 When calling late at night A 4BELLTVBEEIRICHITS

Calling a client with whom you are on close terms

H XIRAY A PREBTT,
® EAR T FrDELARTTN, AIABAY BE  REERTY,
RAIR1H, v, TAFAK, S—=Vw i H, BMREATTH, -V T3,
/¥ N -V Y E A, JAILLIE,

fEax I ELET, ;@%%xﬁofi‘fﬁio
AIRTWVE, TIAEZREFRATTITE A,
AR T VEFAD, E’:.iEEéAb"!’oo Lo,

ALSDY Dv&:w’c“ffﬁ\o’@\ilﬂﬁti ?
G JIjETT
L/ 3 L EILBIHEITET T,
T, TSI T T,
SV ATy e ATHES ATy
R e, KTET L, brobfFoTLEE W,
um‘b#hittoE%%%Uﬁkﬁ:?wiﬁoﬁﬂﬁwﬁﬁf%
AEBWwIET,
GV b I L, FNRL, TV, isaiv%%b)f:f:“w’c\ Hyhl
FTEE Lz,

| 4BH%&ICHFB  Calling during lunchtime

5] AONRIAY -BRTITEWET,

DILEEEOWIN LB LT, BRI

A oW Es [F-Ta-

HLbIThY EHFA,

ANZ Twvnz, wob BiEEIZLZ - TE0 £1,

[ii} m:ﬁ%hwhi?ﬁ\ggék\ﬁﬁwt
P2 AT,

/7. TR EATL R,
“rYou should not call during lunchtime. _ _
TV I ENT, NTAMGHEAT - TH LIZATT o
/% DIBRTY L, AENS HETHRIBATZ HI - T&E ZATT

| 49 TH1F3  Calling a person for the first time

S=Vr ko tzTi R, b Lb, %A&%ﬁﬂ:iibtw’ﬁfio &,

zgg >N ﬁi’lii%i% HE 2R, Fadl—F, RAALTWEEZETI L, Bl Td 4,
@ %Ei%bfﬁﬁ%wtbifﬁ\Z&“%ﬁWﬁﬁ&$Li¢o BE CENR IS ST
AH v, TG=Ur Led, BEZACLLIALIBELLIZE Y,

BRIMEOTH o TH ITHRDOZEAATTIFRE S, ABC BHOFH

il LA W, b E LS, I 60ICH0nE LTSV,
P HRHBEE TR AW ATy

F—UL  HhDHEF TS TS, T, B LT,
L/ N CEALL T,

EE cable, BET A send, THWF=CDH W, HE souvenir, B vacation, B4 status, —IZ

in, ®&h merchandise EALELD say hello to ~

v¢For business calls, you should not use “Moshi moshi.”

¥ When you finish, wait until the other person hangs up.

58 59




BIEZWS Answering the phone EEED T EEOREUXE

EARSIE Sei phrases for answering the phone

D IbbIE, BUECR-TEY I,
IR B B — @ chooz,
WH RHESR, RBEHTISNET, Cﬂm\bfLﬁh
BHEAEROFHEA LI T, HHIACS Lo T, ;Quwfﬁifﬁﬁ ------ -
W RTT. LobBHFEICRSTED ET, @ BHELES o
FE LS EBEEIC R THB Y T, ® BENSITT,

i1 | APUTELEFFEhpbrSEVGE

BERSEE 2 When you don't recognize the caller

K TABCHEHED T RT3, BESI R TWES,

PR R I — -
E—J% 2B ZE, BEEEIIZTED T,
¥

AFK R TY,

E2F 22 )
ﬂf@ CEFEOPFHTY A, KFEABECLIT, _' B L OHOIERE. Voo Ll F T,
. S U jﬁv@j—o it S B LT Ay
4E<H>TOIHEFELETIES
When you speak with a person who you know well
SERENDEORE V) XH

I — T EB G M EER T IS,

L gemb BARCLE S RA

#A:ﬁﬁﬁﬁﬁ@#Aff@\ﬁgéAffﬁo

When you answer a direct line
O SHEER, EERLEABRTIIET, @ Ry -B#, LEETT,

@ ABCHHETIEVET, @ YL TT0IF, LHEERTT, BT, RS o LEERTLTET A
A NG ERA3EBO®RE X oo, MINSATE R, BRIEE) b,
When answering from an extension line
O H— ARG TY, @ ﬁﬂfg 2ETIEVET, ‘After answering a call for someone else, be sure to set the receiver down gently s as to avoid making a
@ i HIE T @ AEERO fl UhERERRRE) T
® ZHEEOFAZ T,

i ._ > = bl 0z == o v o N Y
#l{E production, ~@H.CT I'm answering your call from the desk of Mr./Ms. ~., 1T leader, chief 56 2% It's me/us, not you., WK5E sales, #l# the southern area of Kanagawa Prefecture.. [f % 12

¥ le ' t
Yr You shouldn’t use any abbreviations that are used in your company when speaking to people no 37 leave one's sea

1 ThiLTtAs o is used when you don't recognize the caller.

from your company.
: ¥ 2 You should say “BENE T TF” when you answer a coworker's call.
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4. BV):R< Passing the call

?ﬁ%ﬁ%%%f:ﬁé

AT
® F M IRTISVES,

FHINL DAY —EEDF v N TTH, FHTHRBHCLET,
B AN —EEOF YN UHETTR, DA BEL PR,
*%%%gﬁjwf\ﬁ<uw%kai%ﬁu—

2 IR ANV -EEOF NS BEETT,

javing kept the caller waiting
D e, BEL LSV,

@ BhaBREHELTZES Y,

@ bLirobHoTTlh, ®

@ brokBEL (8N,
@ YaBELNTETE T

When you hand the phone to another person .
._ 2HFICO - N TY,
@ BECHHETT, BEEROFRSH. 1HTT.

T AED Lk

<j1%LABcﬁ$@¢@&#eb%£fﬁc

7

X B UFTHE, EEETIS0ET,

Lh 2 2F Fay) A

WRET OB LeI

k B IBEHLES,

— MR TR T H—

R EL, ARTT,

¥ B BIIEHBKO Y » 2 B b, BEFEIRVGSTLET,
R, GMERS LY BEEADY LA,

v ﬁ IR B D7 v 7 TE, ﬁﬂfyﬁéé/\,bl%otﬁﬂb‘i’?#o

@ BEC, WEHRLE VS FPO 3FICBEETT,
G HAREE V) H s, REDHTT,
© LS AVIRBEROERD 55 TY, THTT

oonELE

(jm%%éA\géA#%o®
EICHTHEERS

G'i'ving the caller your name when the call has been passed to you
@ BB, PbOE LI, 7 URTY,

@ BRI LE L, A3 2TT A

@mUa<A€ﬁ$&E$T6

Confirming the person to whom the call is to be passed
@ ELTT .
hitfges
@ KHE2ABY LT
@ ZHEDIEH T,
@ BHIHLOHBRTT R,

| 4R rlErsPITEL

E3NeS

When a coworker calls from a work site outside the company

Ty, ZEEREEFM4RTISNET,
§ﬁ:&\x$?¢w50

Do ldH, BENSETT,

KE D HOI, TRUECVDHALZTE, BEVS ?

T lBRL s, (ERFREIILT) BE. KFESARLIETT,

B={(Fo)d L, BRHL{FS0n=(Ho)fi-T{ A8, {2927 % hold a line, ~REE real estate

agent., ~BMIRE security guard company. %875 transfer a line, fowarding a call
Y When you keep a caller waiting, you should put the line on hold.
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“BESE ~ construction. TR accounting, Z5&f head office. H1JG work site {outside the main office)
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[ T 47]

-2 | 4EBEICWY K Passing the call to the section chief

&) RSX:Z&Rﬁﬁ\PRﬁTC§wE¢D
EaR I O— FrBEEDEARTT ., BR, 052
AIA iEv, BREFL (SN,
(BELHRAICLT, WRTERTZIFCHT)
2FEIIU—-FrhnTT,
@ FI27 UrFrhs?

#

s?:u—ﬁyﬁﬁmﬁ¢$éAﬁ¢!

v, BEE2DD E Lz, PRHTTAS
e bH, PHE A O FrOELRTT,

B Mo BHFHEICE T ET, T, AR

| ARYRSCAFERRT S

Confirming to whom the call is to be passed

A ABCHETITEWET,
&i%ﬁbﬁww®$Mk$LiTﬁ ------ o

AI0DOLBHFHII R TEN 9,
W:zchezs, BEhwh 39
ﬁﬁﬁﬁﬁﬂm L7z ATTI

TJURAEBZ2ABY FF45

B W akofpcATire,

JURX &, b E L7, PABREEL R,
ROE B BEEPDY T L, ELTTIS

B W NI RAOEITT A

_Notes |

~W % trading company, —~ b 7%l travel agency
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EFIEBEBONF?

TEAREDOMRT. MAVWBIFARLWTTN. WEIFAXEGR EIFEAR

L CETI N BELANCEID, CABEBICHT SARADEE L, &¥55
LB TRF ARV TBATY, BMIIFEFEORAEFERETE L, £V 7

o FPFRFOBEBICOMNBEEDTT . LWIhic LTHHFERD & B
F UET OAZ—0SE. BHFRBIIBTHEFDFEONFREEXZEEDT
LdDo ANPETHRBSN/OEFIIEAVREEICEDY . ZOENDEHEICAEH

HEESAEUN, BFBEETOBRMIBUIEERHERAT U &

Bt

5 BRNHERHEDEH AL, BH-EOELPTNESCHETET EN
BEIEHIZOTY,

ETNTRH. BEFOHHLAE L, BARBICHT DML LA MBI THEAL
1LELED. Io&ZE BERD TH) EVWDEFR. ABEZERTE &Y

LEdFe

FETUIC. EIK&:L\’_“)’E)G)%%%%EJEP73‘5%'(1([%7’3‘@%%%’5 (EDE) &
WOBKRTY, ZRARLRAULDIZHRADEROE > TWLET L. KEAHTL
SEFE. SSIC4FRHO—RB. FOREVWDERLSY E T,

(BE’E sunlight EL% an eclipse of the sun IgO)tP‘ sunrise

B Japanand US. B e Japan and China SE o o,

(LHL oLl

HEE. EJHE@ Sunday (E’ﬁg night and day

[N |50

T B Saturday and Sunday

&
B everyday —H aday —H two days [
i} Lvsilh D

“H)

M|

L‘\U weekday ;E the first day of a month

=H today %:lE{I5 recently, nowadays

¥ r D

BEDIDICESETIEBRAFETD DHBETIN BEADRFICERDTE

2 -
)

>

AR FOEENERRIRAD B A—STT, EABITHUES

Ll PR o

THRYLEEFTEH. BFPOMBHENEIRA LB BEREDNG I ENTEDE
WO ETT,
EFH RIS HHIESITHRERIT TS K >7oHIZE LI

'} BBRER > CVERIThIEEBVET, ERE "BBOXFE; TladhEBA.

BENBREFGENDOTYE, Mo TOWTHRLTERBWETTT .

65




5. W)z

ZUTZUVIES  When a person is unable to answer the phon

étﬁf@éﬁ%&

HAREE
CallEE O sNEH L E9, $A'CHDKCDE§’$EFE Wb o LW E gy,

LEkdhoalrd
g-$LbH%U£@A#\EWi%;o&ﬁ%mfbfbbi?o

P
i)
EES

Having the caller wait / After making the caller wait
D 4 LHELBRbWAIATE T,

@ 7o ABREIELSLE LT,

@ BEEWEZLE L,

@ BEEELELL,

BARREFE 2
91f4§—:34vﬁ%®&1+45—k$tiﬁﬁ\ﬁ%Bﬁ@ﬁ%ﬁ
BEWLET,
B D LDS ) E AR ISP OERTTTEY I

@bﬁt&ﬂD

mUAC5tbt# REDEL 1
When a person being called is not there
@ HLDITHY ERAS, 22735, LroBERTLTBAEITLT

@t““A$Lb”%U$ﬁAo$Eﬁ\%&3ﬁ®mﬁ$ﬁmﬁofﬁbibto

CREZBADPPETH DL EGGAD

E!WU

Telling the caller that the person to whom he/she wishes to speak is out

C)%%4%@ﬁﬁ?%m&ofﬁbi%o @ 7S EERETLTCBY 45

Cﬁ&@g&@%m#iwfbhifﬁ

@ BV S IR R L WTB D A5,

® Zﬁﬁtiiﬁégif@%ibofﬁh FLT, FRIAOOBTILE-TBY 9,
® §CIER TR THITOT, BEEMV22T 339
BREICHONAVLEFEMHATS

Explaining why a person can’'t answer a call

D HbroIPOEFEIITTNDATTE., @ 72754, £FPLATTIN
@ fefihr, BE R ATEA, @ BEFEHLGATY,

® BroFEERITLTBIETH, QIR EBEVTT,
TCIRBEDIZ LT,

® BbrobkExidyLTssATE,

|2

ROETES B

Qﬁeréng to take a message, etc.

@ APV ZLIL L3

@ Wz LEL L,

@ BEBIRD T

TEE. IFREbIEL LA

Q) 7mANABLDISH D IRAD. RO EI LB VATTH
O FINEL. BEEECIL L b

BELETCELEEAS

Asking when a person will return/Saying that you will call again
D {TF 5 BR) DFETT D

) 0 B0 ) T A

) RSB BRDICR D 5

@ 72025, BEHEG-LET,

® 3 7bhbin TR LET,

® ThCiz, 4TS EBEREeL LT,

%E schedule, 727i4=(Fo)#4, % H=(Fo)4 H. iR vacation, 438w - Vv until the end of
week, TF|5E client’s office. $4 5 go around. #HZE T2 wait or meet a visitor

Y When you are talking to somebody who's not from your company, you shouldn’t use “-san” or a t

in reference to a person from your company.

OWrong T8 AKZER, 774 EH T, OCorrect T8AIE, 727544k,

66

Fiztbbh=Hu)SiT5;

‘again

receive, TV & LEEF 9 % call someone back, s T=(Fo) b 9 —F,

'i_ﬁ( You should not use this unless you know the caller.
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EEEME

Leaving a message

O E8. BEVWTE T4,

@ (A %@L%@ﬁ%ai) WWTF Ay,

@ (A TOEfIL) LALWTTH,

@ BRWII o720, BERHRZEIDLIIBIRZ {230,

® RohF Lz, BEH (LI LLIEBERA(ES Y,

® FHRVWBIEAIL, BEE(LELL91IBERAIES Yy,

@ BRVWICE o725, BEBWZTETTLL ) &

ARiE, BLETH T4 AIBDETOT,

© BAVBWHEICIE, LEETBE W LET,

BREDDH /2 E72T, ia’[)fgi(fféwo

BRYXCHEIBEFSSEL

When a person being called does not want to take the call

O VI EICLENnT SN,

@ HETHFDTELTLEE N,

@ VEVsTELT, ®

@ ASH-HHHTE2TE-To @

BN ELPTE2LL-TEST, ®

CDgﬁ@uﬁwﬁﬁfwaofﬁoawfo®

@ &FHENIZERLEVTE, ®

® FAHEELVDLH, ZHOPLEHTHE
BoT{IEE v, Y

@ FFonh, KBE-THE, Bobnl. © L3

T B, JEC M S L0 TE, ® T

1 €ZOBEICESBAD  When a person being called will return that day

@ EK
LAY
il

% &

PEEZAROUERR, VHoLenTdh,

CUBFEAHEGERE b TEDELC, Ji}%ﬁjéciﬁF?ﬁSH#w%%&:&ofﬁ
nET,

CENTRELFOIS, BEMWZLITT,

2| 4ZOBICRBHBA®  When a person being called will return that day

FBH S HBRY OFETT D,

i fih

Wik | FRAFORETEC 2T T,

PE A

T BRYCR o2, BRERCZEHLIIIBEALCES Y,

| dHBRS EVIHE
s
When the person being called won't return for several days

w@:tﬁ%\ﬁﬂﬁagéﬁ&Af?ﬁo
@%:mﬁmr$%@maﬁiﬂo
REF:RAGHOHEOHHIZ - TE Y T,

FE . ETNTE, ZoBEBbRYOH, ERICEREPVE s LenTda

Bo

4| ABRY RS RE\FHFEHOBREICTTVS
When the person being called is on another line

A%

o

i -3
M

A

bm:
T

LTS A, EPOERIZTTVLEATTI,
b D E D T,
Lot s T EESN DT .

L le®d. broffle®TniEEaEd,

otes |

IALwv={Ho)w\w, BEWLZL2={(Ho) A, 5 thecase, LE{=0LTHE{, 1HP alld

long

¥ 1 “Jippun” is usually pronounced “Juppun.”
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[ | ABURCEBEFTEF B L
When a person being called does not want to take the call

| A B HTHIBELTE LY. REENOBFEREDLE %

When a person being called is stlii on another line when called a second tam'

® XTI BEL RN,
(A REICLT, WYk CHED)
FE A, PIEEOKASAL
HEDRTE Chmb C
ct

BRI EERCHD ES T
® 4} RAEBBLEIToNTEAN -, BRELIZED TTh,
BAI e, blLbohrslTLEYATR,
& H E2ITTh, broabBEFELWEFTETH
(X EEbIZLIZN)
W (EEEHRI2L0)
BT CEDSL, brobfFoTTH5 0T,
£ HIBFHNLELL, #DVEIEZDOT, ZOTEBHEL S,
BRI B, LHb,

N

X%
*oERL
NaZh e

g~

Vi b T, -
® & A WERWSTES T @91&5
AE—HHHTS 5T, %égy
XTI BEELE L, B lbitd b
A, FERE—AHEE%
Tl THENE LT
KH L. FD, MTETABENTT A
XTI RKHIZ, ZBARTIRWEED ATTN, LERE» LB
ABZEE R -THBY 4%
*H E9. Ledb, EEFH-7206, FAHZHLICTEKOLEEN
LR TS,
AZXZIN b E LR TBETIT. 2070 BEFEFSBECLI T,

.
AN
el
13

N ARYRITSELED, BRRELE- L

When a person to whom you tried to transfer the line is not the

@ REF:BHLECLLI LI RONARLDTSH D TEAN, BRREE S
HERETL T, kKEHER c?)tlj?jﬁ;’v;xigc:te:ofa‘o‘b T L7
BR . 2o, F)TTD, Wofcld, REPTICEBOLZELWIENHLAT
ERA
EﬁIg%gﬂﬁ%ﬁiéz&maofﬁbiTﬂf\%@ﬁﬁﬁiﬁ%ifﬁ'

7 4{EE&EG Requesting someone to take a message

""" o H0 CHNEEOHOTTA, BEMREV S Lo T T,
B E3TYh, TNTEBECLET, FRIBIOWVWEITHES 7 1 ATH- 0] fyy—:tfé‘%;ga%%@fogni¢ﬁc

TV EFH5 %ﬂ%%biﬁ%ﬂw\mziggtﬁﬁ%( AR I G RN 31 ooy SR A=
Vg
RE PLIINEL 07w, BEFESBHECTEITTLL I d
BB, FABLWTTS, 3323055147T,

Fn :%o%ﬁoDv%m_?ﬁﬁﬁ%wtﬁéthffﬁ\:ﬂ#%
Li@@%ﬁ%&:ﬁb FTAT, Lro b UPATHHLZLFTh,

Fl— i, Ear,

0O 1153309871 IHLIIMTTWREELWATTS,

Foy—IbrhFE Ll EATBETT,

B b= B H»Hrs, BLEFS=HuS ). HE business trip. BHEWV777¢ = {Hu) & :::%‘ as soon as possible, % move, ¥EZ %A write down
LTd 5, EHEC regularly, BARE after that, —~%3i0 address to ~. 2@ 77% just in cace
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6. g&iif)‘bﬁffﬁﬁﬁ'% Answering the phone for someone not there

AR EE

i 3

M OoA 2ACE@$®%%&$Li¢ﬁ‘Eﬁ%®ggékwgot%w

ERERPIAN

Aya lHLLIFTH Y AN, f:ffé\ghtibfio’hi'h

M B RIABREICR)ETh,

DAv2a i A HABOTFEL L ->TBY 395,

M B [ Ledh, BRFVICAYILEL, BEHEVWAETEITTCLED
yigs

Ayra. é‘g%ﬂwf:l,i L7z

ﬁﬁﬁﬁbbm&m:t’&fﬁié

Saying that you're the only person there
@ 4. B LLDPWRWATTIS

@ b7zLDEdi, PhbBYEvi,

@ Er0boid, FETEL-TBYET,

PANs RALSAD
Conveying information about the person being called

DO bIELhVWERWET,

@ AR, SMIARHEWLTEY T L

@ EOORIETEL, 4B TED £

@ I, 55 CHnTRS LBV,

® BLOITSHY AN, &) EMFT T2 T A
® brok, BrEaFLTwE T,

@D BELWIZTE T,

~DiI AT beside~, I all beout, B =Hu)\ad, BLTEL=HUS T3, ‘J?ﬁ]‘i'}“
go back to one’s office, ~{Z% 5TV 5 he supposed to~ '

72

BEABPEEIECEVIEEERD

Teliing the caller that you don’t speak Japanese well
@ brLid, FEARFEL DAY TEA,

@ FHETh, TEEARBIL DB RAD Ty
© EHLHRETBROTE £,

@ EHTHBECTE T,

@ FHERA Wo CDFLTLAE R, $2ARENL DD ) FHAD T,
®®oDBECLET,

EEARU 5

Taking a message
O TEE, TR I L b

@&, brofBRFLIEEY, HADFRHLLBBDTwy)
@ (8. BEAVLI,

@ BEHE L) —EBHLIT,

©® /T RO

® ~TH T T

@+ SEEORNBETT A,

® ga/g 7575*‘:1‘5?5%‘3@‘%\ En LT,
O BEFCLLETD, L) T ETTR

O gorwic, PEEES. BECTE I
O b F Lz, 2L, ALORA=<=LEBELIT,

QEATBEETOC,

B B ULELTTOT,

@ RoTEG, +CRETHATT A,
® 77y 7 ARRALIIIZITBET S,
@ %H@ﬁ%ciﬁﬁj{:& WA IR T,

»

X When you need to repeat the name of the caller, don't forget to address him/her with “.sama”.

-_E%?’: %7y cannnot find, ~E¥ ~Industry. ~& w35 2 ETF# You mean that~?, BLEZ 3
= (HiE o TH < will tell
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REERAS
Conveying a message

o EAARDPLBEDD D L 1720 @ EARDPLIEEEH TP TBE T,
@ zolb AAPLEEIHNE LT, SHREBRLENI LTT,

@ FiFE, HEPLEEIEVIE LT, 8IFELIEATVEED TY,

® 205 EERNC L O R E Licdt

® CHRBEBPILITH, L LBV ZLET,

%L"Cb‘é LEBAD

When the caller urgently needs to make contact

@ BBTWDATTE, EEOTLLATEAN,

@ BWTBELLALVIEPFHLOT, MEN - TW7F 2T L 1) by
® E B EMEMY 20 ATTA,
@ g@gﬁmﬂﬁ&/\rﬁ‘ﬁ%
® BHLATTN,
® GLAEDPOPELRVWTL L9 b
ﬁfﬁ%@%ﬁ&?%
Telling the caller that you will try to contact the other person
D B E@EEN-TAHAET,

@ T UEEKR TR TAETOT, DL BHFELEVZTE T,

@ T0F FBFL B0,

@ BRHLE-TBELELEE W, 22T H LW, ZhodbBMITLET,
"*Q%L%A&wﬁmzé

When contact cant be made

O FHTIEATVLATTRE, FEEELZVATT,

@ BEOEPLVEIHIINE L) HATTN,

@ HLbIHY FEA, £ LTHIRERTEIEADT,

4E 88, BRLEAEILER-TLES
At 8:00 p.m., everybody has left except you

A D keep. FA oneself; the very person, — & @ Z & TF He/She said ~. %iT

AL ThH~%\ never

74

b= (Fo) & » X
~7r b BE#EAA S have word from ~, [E# 9 leave for, E2 urgenty. E#EH5 ¢ connect, JEHE
A make contact, FRALHAMLE=52H. ~ L7 assoon as ~. B electric wave. /8 < reach.

=(Ho} AA%, BRI TEh=Ho)RM I LI

_flrst thing in the morning

normally cannot recognize the name if itis written in different kanji even though the pronunciation is the same.

AN D E YA T, IR T,

) AFEEROZNEHLITA AHES AL E o LenEaT

HNOX D&, DL LPVRWATTI,

2 b, ﬁ@é Bl T,

ANOX W, AAR, WHE L7,

21 thY L BonERA?

ANVAR RSBV ERWET,

2j1 CLed. 25, BENTEI 0. (T %

HWOR | FRE A DA LE EEAAESL b ) $2AIEESTE T

2 :I:Eior’:&a’bo %’Eéﬁci:ﬁfﬁ&%o TEIHA,

ANOX I Led, BHEAFFETBH-LET,

21 chP D E Lz, S A, BERFVWAZITE L IIEL TSy,

HIAR  HHEPBEFETLATT R,

2 LR, FH T,

ALOAZ T iEun T,

2 I%H@%v%dAt<féwo

ANOR PO BTN TT A,

2 v, BEWLIT,

ANOAR I TAHAIEA, BAAMET S ), BEVLET,

2 CANEFHEEDORNTY,

ANAR I F /Y Fa yONAYATRTTR, b T LA, fA o=
NLERLET, B2 TBEEFTOT,

2 Cled, AL

Ao ide, BELLET,

*j'

giﬁ( I you are not familiar with the person’s and his/her company’s name, ask the phone number just in case.

:‘i\( You should write the caller’s and his/her company’s name in katakana or the alphabet, because Japanese

75

. I5F message. BF7% be poor at, HiL L LA




E%ﬁ%ﬁ%*iﬁ&%@i“ﬁ%%%@ﬁm%ﬁﬁﬁ

Conveying an urgent message trom your boss out on busmes

4] GEFOES b, PDoTHSD
Passing the call to a coworker when you don't understand what the caller is saying

@ Yx7:m-FviEs, HEBTT. T OEE EEsA. BRCLIT
] #ﬁ%mﬁlﬁ&ﬁti?ﬁ ﬁﬂ?i{;@@@gﬁ& N FELELI T LT ® RE v, BB LZSE 0N, ggﬁ:&f‘*mf ------ o
aw)tiu_ads ORI -TH, BHEPPRIZADT, #% £5F EELBLIT,
DIIBERH, SLBITThidhATTH BE (EHFERWIZILOZzU23A Zﬁczﬁﬁﬁﬁf_fofiﬁékkw:)go
Y17 1hd, kv, BIE, WASSERIS D E LI, r%ﬁﬁ@%;’ﬁgﬁ%ot _ T@QIVA EFIAT v, TuEHA, (BFICTTO)
DT, M’ﬁ@ﬁrf‘ﬂuﬁczaﬁm&wvﬁ% Litg®A, Th, LTI BEHEPDYE L, 7 ATT,
TTOT, T TRH->THTLES v ERAL LS IZEEINE LT, EE b, EIb. BoELLTEHIE Pt v . Pk EDFTRTE » or—
HE hhhELi. Led, 3 LIESBREbVLET, PEEHTT,
TIT IR B LETTH, LALCBEynLES, FUR 1 H, Brobow YLEDEFSATTS,
EE O {EREORE TS,
~3| 4 &{5%0)5. % TAACHEREMBLDICEDNS TUR By o EBHELLEE, (BEFFEREIICTS)
When asked to contact a salesperson out on business RBESA, COBELLODBLRVATTIFE, brokiboThss
@ IE:WLDIDY Fths 1A G RELGHTS D E 25, R
KEFDEDTT ey FRAVTWAATTH, EHOITFTTL B2 THAL, RBE AR, LT L, (BEEICHL) $AHFEA, WEIDH, BRENIL
THE 2. Uob. bi ok MEHL <L T0C, bHbEG O DTG, BHEID) F L,
KB Led, TapEG LT, EEF 1 2? b5, 5’4-’('/\ éALwﬁewAf@“fb\
TH G0 TR AL KL BERL 2 PEEO THE T, RE AZ BORTAC
KEF b, B3 b, BEINF LY EHF [ H, E) bRl LTE L ﬁsﬂ zibto
THEE: 205, 2 AT, RE &b, EH0/LELT, (& ;*a-%: %é)
VAL ELLE D, TUR AIDBRE 1202
KB 23CHh. L ddhncin, RE | HEVESZLASASOATEMSABECLET, o TEomA Lol ?
TEH: BLbLITH) EPA, VX HEADGHNZS “Chris” 5T, H5D7?
KEDhOE L, 5, LA B TREThb, BECLEITA, RE DB ToT0) BEFHLD, HFLLIL BhLuds,
63
tes %1% change to another phone (person), 3L TF 2% Excuse me but.., ~ &9 7 the person cal-
ﬁf;A:bﬁ-tzs meet, B0 F L7E D= (Fo) B oo ATTH. BHIASD= (H) &5 . Cled ~ o (TTWE well; first, ¥ v > = (ADEDF v ¥ - v kKAWL STERE, &
P CF =Because ~, .. 1155 5 =Huw A, ~4DTT4H %5 Because ~, ~ 42 Planning Comp., &5 family name. #T6 LU rare,
uncommon
76 77




| 4E8 %S5 Taking a message

EhElFo

W
® aE:
W

mE

R
ik
R
®EE
W
R

Cedh, AFLT{EI0, W TTh,

v, BEWL I,
ﬁbyfﬁ%\MM—Vm%\7»%&77%;&—2§u\EMﬁ®&B
D, B OEHHOF RRELE L7, AR s RIS,
birhE L7z, O, BLDbIIHY EEA, Ny E— 3/Elh&%—81

BA NG T,

PAFNRIHTTR, PLIEDE LA
R TF DS

BEEHLI I,

Ued, BEVWLEIT,

dwv, HLEZ 30T, £l LEd,

ZHRPOEFICRYRT EEEI L

Someone in a meeting is called

®

]
R 3
by X1

Exd
-
L
L

PSR

DR E, BBMALA T
CRIBRILEOT, fLbLIFHYITEAN, ATTHVRTWAZ TN

EATHD

TL 9

TR, Tl s BEL VAT T Ty

{(AFFL 2T TL D)
B LI BLLIFHHFHAN, FHAILTCLE»EFEITAND
T\ﬁhﬁtﬁﬁﬁfathaﬁﬁo

TE > TIEWLF WP

By

KB E TR E R AABONE Bl TE, SICH > TLES SH¥Ine

CESTBCENEEERONS WS TE T, TRLTEICH - TRUIFA,
EVSERON—NFDBLSTI R, SO K HiE. BRTEFATIESL.
EATRANESTNIESER, &3 MURCSVEHA) EBVFT, 2
SPBEVBTHOLSKIH SRS, ZOBOABBEFENR L—XIE
SBEPPEBOEG A, Flo FECHBZET R LA FODHBA
ETS2DH MEBIBTEDESHENTT. (THELA LRI
FA ELSRERR BRBCSVTIABERELT S B BEOLS
HEEIBOFEY, ABEH#LLRETIE. SHLEHESTLSHDLAL
UtUD%Z?’?bH&'%QEE@T BaidEE D—CL\EL\C‘:L\ﬁﬁE@E i@’g
BEANENSHRESRTLESTELHDET,

WolELTH, ZNEEDBRIOE, BTAUCAST, FVEEES
PIE NS EBFTBOSHADTIRD AL

L SRBEYRADIBTOT T, SORFMALIBL T, H0EA
EEONBBELHOETOTT I B,

¥¢  You shouldn’t tell the client that you were told not to transfer the phone to your boss. In case of a p

sistent caller, you should pretend to try to transfer the line, but don'’t actually transfer.

}CE?‘Z) AEETWE, <wF multi, ¥ syne, T ¥ — monitor. FET D send, J§ < reach

BPLITH=

(Huj »>%*% Certainly, sit/ma'am.. # €% A% hand a memo
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7. BEEVLEEE Wrong number

AFAXAEBREZ TESNTE /A Fax has been sent by mistake

BT
ﬂ—ﬁv>:§§ﬂ—wwﬂ—fvyﬁﬁﬁ\@ﬁ@ﬁféhﬁmmti
ER
I CIRALTH A, EBoIcBTTT . 265 iil?é%ﬁ%}ffﬁ'c

@D GFAX BoLATEIE, BEFLA?

D WS e, BEELEGE ) BEABC 9y rm VLML 3
Rl 2?7 FAXHESAETTH?

MEF - HFFIE5444-707 7T L. BEBCE 2 2WTTH

:Z;Q)\ 70766’ OT_O%)“’CL#'_O mtrﬁ%bi'@fuo

ﬂﬁ?ﬁb“(&ﬁébt’&?ﬁz_é
Teillng the caller he/she has the wrong number
@ Vs z o BN F A o

(D:%%mg@twﬁ%M£niﬁAﬁ ------ o
@ AT, ELSIIBMITTL LD B
@ LTI, ﬁ%c:szf‘*#m
® Zhbold B RERETTL! ®
LraDAdA U &
&%ﬁ%&%ﬁmé
Checking the number called
O FTAHERA, 123405678020 THAD,

@ TATHA, ABCHE ) Ledbb Twidr,
@ dh, &m%%*U¢&wT¢#ogb&&ém

[T AT

B REVWERFEE LU S
Apologizing for a wrong number
O &, FLLT LI @ AL L

S HLbITHYTHATL, @ H. TWVIHATLE,
® &, BEZTI L, THIHA,

| 4%?{’&%%%?# (FT#7/ Calling the wrong department

PERERAN RMECOVTBHE LIV ATT A5,

ﬁﬂ::%%@‘v7b@;7$%%?Lfm%®5 BEITOTHMBEYR
— bV I —THFEbET, B E- by - REEOEE TSN

ifoﬁ%nwbi¢#\%Bamﬁﬁwptﬁii@Afbxaﬁoﬁ%

| AFPrEROEZCESVLTUAELD
A caller doesn’t immediately realize he/she has called the
wrong number

ROUBZSA, BECLIT, ARTY, 2o &BEFRVLEWEEST,

I v~ HFETETD LIV HFR L) BRTOF B D T8 AR5
TED, ELLICBPITTLLD Py

B TR VAT LA Y- EREA LN T A
VR IHELE Yy NY R VAT ATIENT T,

cBhh, THARE, EELT LI,

#9 bewrong, Z55=Hu >, ¥H6=(Hao) ¥

a mistake

« BRUE=Ho) M TwAb

80

, &L ma

5 W aunt, V7 b7 o 7 computer software, F 3 general dept, ¥ K — bk vy — support
‘center, BB direct, BFIV: Y 44 Pm very sorry, but, ¥H5=(Hu} % -4, #2
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| SERE -4 | GEFFERVERELE TV TVEVO
A caller doesn’t immediately realize he/she has called th
wrong number

. COFFEEBREAK

THERAD “THEBA

BEAHEOEICT B TAEEA L LSS BRI BEORCELTT

@ fiﬂ% CITP 8 wES,

W R HO. BLKOKHEY T b BotATTFE
FiF L iIn?
M. 04 A=) L il T, BEELLVGATTAN
FIE HOH, LoNARLDITH D TRAN, IH5REENBELATTITR
L eenens .

el 207 TH, JTP SATL LY

%E:ii‘%#w%ﬁﬁAﬁ?ﬁ\ﬁD%ﬁ@%ﬁﬁ@ﬁﬁ:o%%AfTio
b —=oDIIDEHTEEWTL LD D

el D5, 97530k, »we, Blbitiny,

%Qwai\ﬁﬁtt(iﬁAfo%%Li?o

I, AZEIFREDHDRO “TAHETA . %ﬂ?’J\E;Eiﬁiéﬂ%G) TAHAFEA
ELTHAEEDED “§AHETA . TR, CAGEEZESTLLS?

Al TAHERTA,

B I EWL ATITH. B, Frild. #ETHD.

S Lubs,

A THET, . (BETERICUE>TLE) :

B! L&DHEWE, hhrof, SRENS, é
T AFET A

=

- Excuse me.

- Yes? I'll see it later, bacause I’'m busy now.

ZHEES | «<WREBEO» R

When you have called the wrong extension

: OK, OK, I'll see now.
T Thank you.

W r O >
0]
c
i
=
hod

@ ﬁ?:ﬁwmo
@ HL LR A? HOIH, BUAKLITLE, %MML@7M»\ Lro
L&l LF i

Lo LETH-TETLARN?
FR LR BPITT . ThoRH 5 ETEI
A&, 36 2Lx%0D?
FAR: 326 TTiFE,
BA:H, &) bk, BhER T L7
b1 MUY N

SO YHERA” ERIDRBTRT CEATELTH £538, 20
EARDIFEBHOCLEDLST, RELINE L CTERED R EEZT
LEVET. bEOTBAEE 0. B oD T BEETRENS, FHE
DEVDRB£E. EVSESER RT. AFAL “THETA EESO
T,

= 1TFRFEAL & TBDRES, DRODICEHTDRICEZ ZTH

"BOBES) EHROTBEYALORDDICIZEZAVOTEELEL £ 3.

Note: You can say “Sumimasen” instead of “thank you”®, but you

B/ = (In) fH#t. #*ETHE table caleulation, 5 T { W< gowell, BEETA5=(Hu BT 5. ik

HIE advertising company, 8P the Tokyo metropolitan area, #1237 be of assistance
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Cannot say “Arigatou” instead of “Sumimasen”(Sorry).
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8. EOEPEAAFIF oS LA

Confirming a person’s name

?@ﬁ%@%ﬁ%%@?%

When you can’'t hear the other person’s voice or name

WA D JPT DU L L E A%
HAESEE BE AT
BT RIEAN B0 LBER HOL) BATTIHRE S -y i e 2L AT,
—gy - . FHH. KL E L7z, LA TT i,
=] — ! = N
g%?.fbl,% L BHZxsdd, :
i ’FE%GD%EIUE‘EEW?% 22 | 442 EWEWT S Confirming a company’s name
Confirming t%ne Galler's name I By R —UBEDA" DAFRERLF A,
@ 5%?‘14’(@'75‘ ---- ° @ FHATTH, EHLETL &3, D I Tzl hy by - pEa e
@)\y]f%j_‘/l‘—fl——ﬁ?-—ﬂ—»—-lf}@ """ ?

R

B RE5rMERN L0

Izl iRl LE L, b=

R
DA & hA7 FTE 4,

When you can't understand what the caller is saying
@ g’fﬁﬁ%’éﬂ‘rﬁm @ £FLF L7zs IARBETY R,
@ Ty YHTT el B, TV URTT R,

When you can’t hear the caller

3| «EFoEsrEERALL

@ "7, EORTATE R, I PTYFUa—EAY JIRTTI L. 40 BHTY
® ARV THEENTE T T, FekUa—t@dw? dLbd-L,
®urFro T, BED N, TAULD T, T, M= LA — L, M2 ETh. NETT,
@ R(7T =)0 =)G{¥—)E(4 —)R(7 — ) THh, FerUai—I1do JIHSA, BENEETT, 4, Y556 TTH.
¥ When you tell or confirm an English name or letters of the alphabet, be sure to pronounce the R CEELATHIT S, 09, ME
the Japanese way so as not to further confuse the caller. HASTETh,
B BFOFEHIpEN FPrREUa—14Lb—L NESA, THAEEA,
When the caller speaks too softly oA LREVET,
D B o BEINECATTH, @ BELAE LD B ATTA, NE A IR o T %4
© BEAEC LS ZATE A, FPURVa= vk, SO IBERY A,
O BHroLHZABVATTIE, 2002 53T JIiE HBD LI Led, ShBRD T,

@ EFILELT, broEHMETYIC WAL, ®

BRLASE VARV Your voice is hard to hear,

&6 LE = (Ho) 721, ®iX'T lengthen (the vow
"5 5% doesn't sound so refined, though it’s the polite form of “75#0. " However, most Japa

understand what you want to know when you say only “Z2fLC4 43
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# ¥} — country.

A
=y

P Kanto area. B#} science, —

~ association. &M, machine
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§. TOWMOESED M5 T Other telephone froubles

-f%iﬂﬁ%%ﬁu

Responding to unwanted sales calls
D FLDBAVATIH, £307 BRITED ko L BREND T
@ brakd, TLWOT N

| 42T hE3EHOD

Unwanted sales call

“ﬁ@%%ﬁhﬁb@U/ﬁ$®ﬁTW§@hﬁb&H

=
\;‘\ff%%%n you can't understand what the calfer is trying to say

(j$Lbﬁ%hi%A0£afmb#b#mifmf‘i#@%&#bbiﬁo
@ TRIEA DR LHEEAEESTETTOT, HAAL DD £ 4.
: ﬁ“ﬁ@k"x’“ %hf/%& 2TEH>TULESE

fier accidentally !osmg the connection with someone durlng cenversation
%Qtw«A%AthiLtoaﬁ%gthLiwiLf

@ - FP#EboTENRTLE STy

B ITIC b7 LOFEREVOETH, KESATT P,
@ % i,

B:BHTES TS TET!
KE it ?
%E:%&tﬁm%%@@#%%ﬁhibtc7XUﬁ%ﬁ®%&yzﬁ¢!
KR hd, THVIEFEICEERES Y EHADT,
FEH A? EAHLWATTN,
AR FnIidA, BEOAFEFHNETOC,

’:ffqﬁgmﬁﬁéﬁﬁ°fgjfbiﬁt

Accidentally losing a line when forwarding a call

B UTERORATIN, 4. FHOPHIEI R Tt oo it
B CERTLE S ZATT Ay
@ Bt ONABLDLES D FHA, b EEOREN LT,

BELCRSHI TEBOEME S N1

| 423 hc38HQ

Unwanted sales call

- When you can't easily answer a caller's question
hf{\ I PRITOT, L2 BHEL VAT T,

6] B4 i@%fé}@ﬁ”@‘ﬂ bBoLeWnTyn,

@O ﬁ%:izo
B/E LTI, Tﬁi‘i’ﬂﬂiﬁ@ﬁ DFRE ¥ f(H
B adh, zia%®ﬂﬁu@§%go EHEATT DT,
T A,
BF bdH, £ TTe. Tk, AEIAKEERDOHFO QD AKEHE L

BER D A4, FRASRRERTY,

L) B8 o TR E T
SEMED Y

D Eh. brobbhhhRE A,

O RTEDLPIPRETOC, BrobBRbURITECATL & b

@ WLDIHY FEA, BHEART, b7LICdbh) hRETOT, b1 ok BEL
{FER N,

EE 1S I B o 1
‘When the other person gets excited
D4oLzs, ZABERLEFORTEADT, J:@z‘%?bi‘)?gb Lf:“wfg

T ELBERESLDITEE V) ZETWHHMHTL 2 I 2

BosmLEL
A

FANA={(Co) FD LS %, A DD be interested in, i =
employee, —#|=20%

86

(Ho) d % 7: 0 & 1, #%

# content, ~#Afah={Hu) ~TE%\v, ~FRE7 lack for. €D E 24 now. L+ @E my boss; my

senior

‘»AT When you have difficulty understanding Japanese polite speech, you should ask a Japanese co-
"~ worker for help.
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q¢%tﬁﬁﬂi&b&<@0f :
(D$Lb1%0i%A %;otﬁﬁﬁféfbiwibf HDE L BEE T

When you have 1o hang up

Fwd LD

WITET, brortsLWTL L35, .
CD:EB#%E%%éL@WTz§&ﬁ6\tw«ﬂ$tbﬁ@ukﬁfﬁ\§aa%
DIRELBEFHVLET,

KRS | GHBORTOBREESEHATELLEVDAL

When asked to give another person’s home phone number

Rk
L, 7
s 3
VR N
55 3

MRTTITS FNCIIFEMEO CHEDEHEET ZEATLHL AW TL )2
:mmmﬁtméwﬁﬁauﬁbﬁbFMi?®@¢¢£%%wﬁﬁHi{

G (BEFE LRI LT E DK b £ o EERADERATTE,
%Em§®%%§%%ﬁiéfdm;<b#A&wAﬁ#bof%%25?
BERHE, DY E LI EIV o LTAETL LI B

CHMRGA L HERELAVATTIF SRR,
CHREBEOFLBLAALENIIS, IFEEFEHMBLTEIFLT, 2

HEOIEREL R WTFERA TN,

L hoR, WEHASAE S EE NS £ EATEAZT LR, bril

RATHED 2 THDN%,

AA, FhidbbaA,

HERPITAED GV 5T 75,

Wi, FARIELERWERNE T,

HBEOHEOESET, MATL,

FLbIH ) TdA, BUTHROBEORAT T, BRI TELWI
LI 5T WEATTN,

CAAN?
g 3
FE o7z FALZTE?
%

A & E ATV B LRV T D THTBESEA LI T LET

1? B, EBREHELET,

EHno =

(CoY x5 7% E A%, A the purpose for calling, BE1E directly, ~% & 25%
don’t want to (do). #E| rule,

EFH%Iv 5 have a phone call. ¥-7:< ! It's appalling

84

TEREE DA
AABTRRERTACHN . WPREB—D—DERASH, HI B E -

L %;(li/\.

AEEORLVOD ™—, (&, Ty EFFEhFET,

00 ETEAL D Tl B TEE OVWTFhIZEFEEN. "2, 13 TS
Luae P43 TRAL T, 1 TTH, t?ﬁ%@?%ﬁéﬂi@“o E
(LB, E 71 (hvs)] CERSNPTVOT. 33, ERFENET,

mEREE. HR - KR 2 Hiy TOMDAEHIE IHEBEDTUNES
f#l) REERXA 0 3

XRHA 06 %Q& Bren.

‘ —— b o
¥RmmW 045 e \ 0 C Dy FENTR —
i Y g

TEMHA 075
(—E5F % A MM H 0 £ 1) _
a7 D) \
c 4 4 —2 0 5 — 3 1 0 7
"EAEALAD ([CWEARTHD SALBESRAR,
HRELOABELT, 44, T31, 88 TA, D E&ICBEvIEEY
ML DESIZ, [yo-nyon] X2 [sa-nichi] t@b@b\d:’)l_o FE+HE, D
NPEERDE N BIEEZDHRADEIIE ST, Thid TRICEA,
"S5 THoT. [yon-yon] ¥ [san-ichi] &lFFEH7-<BNET. HFE
FFE I HROGWEE FIBRSNTUEDINSTY,
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Chapter 3

aking a request

1. KET S/ &HZRTS Making/Accepting a request

ml PR

Requesting someone to type something on a word processor

EARRE

BK S EO &

P2 fr it IAF H}\,L,m')ﬁl
%9
HEIAL B L,

At R

RO LAA, btbmﬁ%mobxkt&wf<ﬂ

@D B Ev,

1 ﬁiﬁ'ﬂ'éﬂ%@i?i b %‘E@
Making a request
D /\“‘/:r‘/iJz:]‘o'C L HWnWATTE, &
@ BEWTEETR,
@ BENTER0hhd, ®
@D BDIZBEWLIZWATTA,
© £ RATT,
W 2 xhA &
ERUF % & 2N
W LAEPELZWTL &)
ECHhR ) 2 A,
BHER 5

Accepting a request

O vty &,

@ brhF Ll

® Led, $>THhd0. ®
@ D, v, ®

® LL, bhoi, ®

@ bH)—FERL S TIEILVWATTH,
@ hhBLT{hETh,

® 7Z2HTT e
IR B AR AT,
@ Heee, LEIRVRL, @
@ IETL x )b

FEIZITTHVWTTL S, T ZEwL,
@ HFLETEAD,
0D 2V T T ATY,

P E AL BroknnTE . ZORREATTA,

: 3!%75*'60) %7"/\/7‘_ ThE B2z a4 7 MEEB 22T, T
7“13%%#9?)«:') bhaWwATT L, %ﬂf@% %{]‘o”ﬁb SARPAAEY VoAl
FX. BEWCTE T o

Rt PR AT

: T.Jﬁfoﬁ&/\;tﬁﬂ}:\ GIIETERO BE2HMRAZTE,

s DA AL WWTT L,

CLWZ, TAaEEA. BEWLET,

SHE2 | AHEFERY A > TV BRER ST B & S KT
Asking someone to meet a fnend who wants to do some work

@ AAVY HE. Bt ks LT

. g—ﬁ Didwy,

ALV L HO, SEDL N P OEERIMED T & ATTH,
B bb. B ELES A

Ei’l”li?‘_ﬁ seminar, %Y % 87 do again, & early.

F 42 somehow or other, 2T while

90

#E® impossible, % A &% somehow or other,

ALV D22, FRT, Bid, 1 FVAADKERATTI, HATHEHEE
PO TWE LT, QMMkwﬁéﬁ&Afﬁﬁo

=& CEIEERZ, Ml vz,

AMV 2 I HEIREVLIAL+HNEEADT, 5T LETRHTH, #DO5
@CM’EAGHZE*)?Z EHYIHAY S, FIORATTITE,

HE 5 A. FIRAT

A mw:%:z@mr& ERWT T E I THEHTL & )b

=y led. bro EEEIHWTALD,

s |

SRR adraft, /%> 1 anevent, /5 to work, P05 a toupee, a wig, CM a commercial, Z%&
K E={Ho)RA. HMb tobe broadeast
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2. #ARE M % Turning down a request

| 4~ OREEES

Turning down arequest tomake copies

BARGE
Wi RS A BOATITEL b9 3MEoTH ALV LD ?

EH o, 09, FlEULVORILAZALZTE, C0bL, BELE
IbbaErhAVL, HAL, HLDIFZWITE
3@75"0&117”:0

ﬁ @Hﬁtﬁgm’(%é
Turnlng down indirectly
D 3WTAHTThrrEEIATTITE,

@ KRITIITERVWERVTI T L,

@ BlicgbhwEBEnE4 L,

@ EWTE Ve, BLDITRZWTTRG,

® BULATIIFE ® brok, LWL EFE,

G-V 3
Turning down directly
D 5. FOEATL VAT,
@ EZPLOHHELTLATTI,
® FHbPRVATT,

3 LigeWat: 10F & AN &CY
Expressions often used after turning down a request
O KEILE IHLLF2EnTED® @ # > TBWT{7EEw,
@ FTVERAEELTL S0, @ FLOREI, EnHIET,
® SHEbLrok, ) LT, © KEBRF L E T,
@ ORIZBENT 2 L, ®

D4, BREOMFELTWBLATTITE,
@ BEPZVATTITE,

@ FFvw

@O FN

wTV
2

RITI
Fill

FTFV

RS AL TE-BEGLET,

CTWERA, b ol PAEELVATTA,

CREPIRPLBELAT, BVTWVDATT, ‘

CHDG, HEPLEEOUFILHINTT, IHILITHILZLE
IATTITE,

FES T

YO BARSALZL, REEKLe2WTL LI D%

Hoy TITTh Uedh, BEREAIHVTHET,

4ETH»5 Lﬁﬁﬁﬁ%%@ﬁ?ﬁ’& BT %

Turning down a request from a subordinate to meet someone

o @

PAAVYIA, B EORBEDZ R ATITE,
DRAL EIRDE LAY

AL BELWES L, BEOZ A 13

ChEH. FHTT
CREICREIALLE LT L, TLOREIT, L) LT,

LA % AL

ﬁ’oii'ﬂﬁo

114 I should very much like to do, but unfortunately ~. MliZ& 9 to be in time. FAEE LW 1o
busy. FA%d ¢{ have free time, #% an opportunity. *KIH next time. #% ¥ % to examine, 3l
W another time

92

1CBE agent, ¥

# new, A join
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3. %ﬁ*@“% Asking someone to hurry with something

BEREE

KE CHEASA, SHOHEE, ELTTWERVRATITE,
e F324LE

=

f%ﬁ&

Thb.
KE b5~ RCh,

1] 4ERENRL ZBHOREET B

Pressing someone for some data promised

th, TARIHA, brobkRbl LT, HAITILEEIDHITE

EELUICERET S
EwEp

Indirectly asking someone to hurry with something
O ABBETRWETE LR o TOIZE K O 2 ATTIT &

@ PO, £3 %o TwET
® FLEBATL L)

D b A E T R LA
® dh. Ei%or? €

® fMAEhTeEw? €

B &E75

Asking someone to hurry with something
@ TELRZTRIBECLIT,

@ FZBELIT,

@ AMETICBEVLIZWATTITE,

@ brok, AnTHE DTN,

C)B@ﬁﬁf%ﬁ@btm&ﬁob¢6%@f ......

® §§ﬁ§§g%§§:§,g1§ ...... .
@ 4 ABTT L,
® F{LTE ®

BE AT,

AHULE

=R A ?

ARED

BE  HEO I CILWAZaZ Silh o TWEHOM 2 ATT A5 e,

BiR . bo, dh, 83 b r08fFTNS?

BEE v, wWizyEds?

BRI A - o GHBIZRA TRV VRS ?

BE 22, BILLYWEDAHLOLITZWATTIE, 2hbd bt o sEnTtn
LHLHDTThe,

BiR i bdod, TELLETELE LT L, TH AR,

BE wvwuwz, Ued, IALIBEVWLIY,

SHE2 | dELEBEOREETS

Reminding someone about money lent

%%:Eﬁé&é%%m55fot?

%a;ﬁ; B, KIEHEEANMT TR, WhRA 57T, ?:wﬂhﬁf o
TLHDI6HH b P obre o/,

BE 2, TunNATES0h, HD S, ﬁhﬁ\ﬁﬂ’(lﬂtﬁw?

ZH Ao ST

BRI Zh, Zh, (i@’@iﬁé@ﬁ%%iﬁibf)

ZH I ITHA, ;ﬁf‘%&:?‘.ﬁﬂft\ 3}%%’) &EQ’CBM:LM%AJSO Hrokffo
Toeee omw‘:h\Eﬁ%%hﬁko%wh‘§<ﬁo%¢ofo

B DAL, BELD e oA Ty

ZHIIIA ZoBAENTRALZRS,

X HIFA finish writing, &% data, 19 usual, %7 the other party, %7 necessary

94

&

J@Hﬁ holidays in a row. #%# traffic jam. =240 completely. Bi2T % set apart
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Chapter 4 Placing orders

1. EXTS Placing orders

AAER

HLBTA

A
B < &T :
nR:
B % &F .
PG o

?&iﬁA\TPFMWXTTﬁ‘@QEEMLifo
%ga%%afﬁiu?

BIgS — A 108, A2,

T— A EL Lo EEEEPSD EIIFE
ii&\Ev&\ﬁ—xy$bf\g§%ﬁutf<ﬁémo

4BETEYDEXETS  Ordering a pizza

Wy

BEFDRE VXA

Common expressions used when ordering
DO BV LI2WATTH,

@ BEWLITT,
@ BEHWTE T,
@ B LW ATTH,

A HoEx
Reluctantly decidjing to do something
O WTF, W TE,

@ LzddFnuwtdi,

@ Eh, v, ®

@ HARDBALeBVH? ®

® Fhvundh, ®

® EVWHTRBZLIZLEY, ®

@ ZONATEEITOD, E9HGpsL ©
B kv, ®

g‘-"s;

LT A order. AT catering service, F\V H TR % take a long-range view of something, F %1

take action. = 9 A7z endless

96

® TUY I FAREFA CFELLAGATTE A2 2 —f70 A Ty
EFR—0 3V FRTET A XD 13,104 »F £124 »F AT S0 325,
T Led, 124 FTBECLET,
Eﬁimuiuwo%ﬂ#%\%%mﬁﬁﬁ\&UXE~§47&NV§4fﬁ§
SVETH, EHOIREVETH?
L POURE - A TDIES
EYx—0: 2028 -TTRPLI0FT Lz by B 2o v E 34
Il Ziik‘7v&l»—btEHVV&NNUE&ﬁ;ﬁy®ﬁ1ﬁ‘
Inhpbbwhe—wrbkdoFdrba—v k793 VO]
o #ENTFTNF - Lo THIDRTETT?
EHx—-0dv, T2 39,
Iy Led, ‘?z@éggﬁ’7*)b%—fcztf<fféwc
Eﬁimn:uw\f@;%ﬁtﬁ%ﬁ@ﬁi%ﬁﬁwthiﬁo
i SiE—2 | dOE—E#EEXTS  Ordering paper for the copier
AH v, FEROIMTTE VT,
D %ﬁ:Aawﬁﬁfﬁﬁ‘:E—E%EELtMATTﬁD
K&, WO BMEEIIR T, 3 —HRTT A,
E%JA4%59‘B4%Eoo%ﬂﬁgff*%‘i“&3£o
xm:A4£ﬁ&B4§ﬁT;5LwAf¢mo
EE Ao, e ? IRV (DAL TR ATT A
KR HOTTH,
EF A A s VNTT, WBTT, FHEFENE T AL,
KM HYBFEHTEET, FATHE, A4FHH, B4=f. M F—%3A8TT

2o ’—%‘ﬁ‘%iﬁﬁbﬂ‘f: LI, 9T H)T8nF L

A deliver

# pizza crust, 7 J A ¥ — crispy. W7 both, EH#E office supplies, H# paper. 5 boxes. @7
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(RN
rd

Y9% Making a reservation

| ATHTROUFE FHT

Reserving an airline ticket

%%@:@m\nyﬁwb%%tyﬁ—fﬁo

-k B0, SA1AD “Z” OF 7 v b, WY72nATTIFE,
&%Ei$tbﬁﬁhiﬁko?ﬁﬁfﬁhénftiotAfﬁﬁo
R—F Lo o E L7

I F#9 28F0DR% VA
Common expressions used when making reservations
@O FRHLEWATTITE, @ BV LV EBWETR,
€) Zgg#%% 1H, BEWLIZWATTN.
(Diﬁ\gﬁéhiﬁﬁbiﬁwo
G F v rElELTHEVOLTTNL,
CDﬁﬁﬁwgﬁ‘ﬂhtwAﬁiﬁo

] 4 BRETERNOTMNETS  Making reservations for a par

® TI9r  EEOFHBEVLIZVATYEY,

;_g% v, BiZh &/,\?é{ BEVWLET,

TS990 D124 B, 20ARATEN,

REE D B— ABES000[ DT — 2 &, 7500[ID 1 - AHH Y TF, BRI,
FHELAB-AMELZARTT,

7'3'7“/3%;0t?%z‘—"ﬂ‘—t*6%95&0 L%, E;otﬂ%ﬁif\ B
EaALET.

BE v, Fhle, BRELBLTNIT,

FANL—4—
wmFV

ANL—F—
RTY
AN —"—-

FFV
FNL—a—
FFV

FNL—2—

wITV

SEWT? B 2 DT

CHH, NTA2ZE T E & & 1E

kv, SEMETHE T wE T,

HAILIH(S

LFAEEAL TTANHD, ABEORAITE, LHBEV LT,
D, LLA208. 16%, BT E TR BAAY 3T, EETT
# A

S E T,

Sidey,

BEDIE?

HD, BIRYOMIR, oL s
L©»Tdh,
3

ATHRE T A,

20855043 T 4, N
LRI T R Led, EEL R \\\

T FEICLEY,
X
PLIEDE LA, ﬁgﬁ;@i?

=L

TEWEH A, HDH . BRIOEDE D BN ATTA,

HLZEDE LA, BAR. ioir‘% Fhrh, BEEET T BE:
W LE 4,

Y nm ARA=FRT v, 2508, 030012340D5678°T

Vo= L A=K7 Af, 253, 03D1234D5678T T Az,

Tz, V- AA=FTY T,
VRV L E L, gﬁ*{wz‘:biﬁ“o Var—hA=FkRTV 4k, 25

e
4. 03-1234-5678, 11520H. 16BRIEMIT 2003, BEHEO
FRFFZMATT, DB HITEnF LI

TBEYLTE,

50 E N5 sold out. ZEf% vacant seat, E& party. = — A set menu, F4 a budget, F— /9=

exceed
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._ _.§‘§ departure, ~f7 % be bound for, & a flight, 7578 a round trip, Fi& one-way trip. L. 2% 9
TLi=Hbho T L Certainly, #5245 confim
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Chapter § Inviting

4 %@ﬁ%i‘:%’ﬁ Inviting someone to a farewell party
1. #FD/HBVVERTS  Inviting/Accepting an invitation r@ Bk AL, U-SA SHOSHR AT, BE R R OENENS DO
ot | THER?
AL T AL ALZITE. —RIZES 7 @ U lAAL TH, BEEFLELL, EASALVERS RS S TE Tl
L% L ' ) \ - L:)L; T,
Fell i dh, woada, Wk 729, 17296 o : ‘
D Dot BHEK:IA, FIAIRAEZGE o Ei, %))Eﬁl?%‘/‘%’l%%’oﬁ/pﬁﬁg\

Ai&%i%t&w% LWAZZ K,
V=122 o0, REDHEBRTL LI ? ZAT AARTDPLEVATY
o

Inviting

O HITETEA?

@ AT L. ®

@ HBABITI) > TE-TENS, 2EdBEI L. ©
@ khoko—#HilLr? ®

® /%\Hﬁ:iﬁ&“”) ?®

BR )~ Ao, BE BRLBHVIAL#EN? EHE, ROTHLIH

FIHHZRCoToe TNTR, BE B IS A EDEE DI THT S
ZEW LA E, V- B AL —HICT N9

19— Ay SEOGHETY LR, 25 THR, brok, PREHNTAL

To AHPIZHILEE T,

BA A FoTh i,

® ﬁfé/»ﬁi‘/—%ﬂﬁﬁk&o:ﬁ:i STELTHITE, ¥52 ®
@ BREAKLHTL B LI CEDRIAZFE, £ @
gﬁ;ﬁ%é/\,ﬁ&fu&fj f}—ﬁ“a)gftﬁﬁg:ﬁ;,; aT, @
@ 175, BARWD? ®

w2 | ABTRICITCBVERTS
Accepting an invitation to go to an exhibition

© 4H, B? © © BE HBSA, S ARBICKECHRAORTRPSH5 DM T 5 ?
@ SEOREH, MPTFEDLY TTH? @ BE Ho. MoTETT, Th, TOWATHENo/AT, FEFEV-TE
@ I BBELeELAE? STRATYT L, FBSA, fI<ATTH?
BENE2T3 BE DA BHDoL. ISR
Accepting an invitation BE Ao, BUTTh, Lo, ¥l HNAESTEET,
@ Lo, ¥, @ vk, ek, © MR U, IMESBIAICE, be LMD DHAN, FRMT AL
© e AT CRR A BO Bl bo. bRLLFELGTE,
® vrTIR, B ko r o Ay,

HEH 4 a farewell party, %% % gather, #i& 21 5 arrange one’s schedule, /R4 exhibition, 2

%% get together, & a match, T3 aplan. BAT with pleasure =
1ciet

11
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HEYEEATSES S

2. BLV&ER%  Turning down an invitation
Asking someone to refuse for you

% P - —
K @D IELBo bW, ®
B WIH. Uy SAKO WERERNHHALT L, MRS @ brolFHBIIG TS LT, B
T A, ® f‘jﬂgﬁ‘fgfjmoﬁofmokwf D)
BEIMAED oL, BRKHEFD RS © FHALCAT, SHEFELIToTER TN TR B
e v &5
Eﬁlﬁlﬁé/wi? _ ——— i
§ . . . N B | A AR —UKLIC
B AT EVALITE, BIIEI D EI b okwAR, BIRIE ST 4 2RI BT BB ENS
bk Refusing an invitation to attend a sports festival
Ak,
3 gg TE—FH-BAbrolvn? SEQOAR-TREOIELRATTT

v,

O E—Hi—iw? HA4A9HTLE LA,

BT DA BIRATTIE, 503,
E—H—8ATZA)EVATL
fBREPORGRART L,

-%ﬂ%%ﬁ%?%
Deferrlng a reply
D #H5TTh, bro bt FEEHANTHIT,

@ EF E’En BTG, WHERLBEFNLLET,

Ced L
@ VO TIDE E%’&m;ﬁ‘mw@@‘m @ FHEEFLTHDATT D %ﬂﬁfa%aw?%g/;@a;itﬁm &
B 4. b bLRVATTTE, ® kLFE7ZFERTT, NphTed & B o Ty, N

E—H— I ZFARIIIELBVTT L, BRIIRTHBIEFEALYRTHRVL
------ N %hb:’%h‘f:%ﬁﬂ LTt Loy ITEAE, T
FE) LTI, %D@%}jﬁ;@’ﬁ‘lo

T :%A&:a&w;o%ﬁof\ﬁgvof&wb ------ o EPICF AT
FHEANNEVWTLLESH ? HLAA, EHLETI}’C“J’EL ------ o

E—H—  Ti# L+, ABEP-TT, Efikb‘blﬁag?b‘iTﬁ‘B ------ o
By THES, RS ABATREAMRL T E L K,

Hiwd ALVIEAL? Led, bro MW TALED,

2 Bl
Turning down an invitation
@ OB, SHFIIRL b eWEVAT, TWETATEGHE

(D%Hﬁ%lﬁt\i@ﬁﬁ%ﬂﬁ%&(%?&%&whfo
<D%\%;ot\%®au@§ﬁ%wAffo

@ FEEA, PRFHLEOTTPO. ® HECL T

® Ay HATVIER RS, TDPEZeTTVRRY ®

D AALE—EEEbNTE Do © WAENERNINIELHDHL
(Dkimu%ga#%®ﬁ%%m6&ma&& ------ o ®

O DTFFr s nid2aTIEdBRVALESLT? ®

%M an urgent business, 578 one’s physical condition. % & T % be reserved. 7 & & lack of
bility, JEF T £\ be a drag

FA LS investigation report meeting, L ®| one’s superior, FhirE e EPv=_Infrkitht

67wy, 72 %12 once in a while
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3. PRAMAL MEED Making an appointment

AR RE

AR A LpdeTORVATTA, L5 LTI,
t7]5:2 ;in VNTF X, AT AND - Le T,
%%:5%@?@w#ﬁf¢#o

KFE v, HoZ)TY.

R c b E L, BELLTHN I,

4 (8RBT T AHEEDHD

Setting a date for visiting a company

mrEEsE]
Asking about someone’s schedule
@ HVTVETh
@ WORATNNTT D,
® E%vb% U S R
@ WwaB2 L Hiddh i

@ #WEFEHTTD
@ FEFRV o THE T
® T Edd

AH IRV TEVHIRWDTT

@ ZTOHZATED? ® @ 2350V DEDPRb e ©
| ZTvhd

Accepting

@ WA TF L, @ HFVEAFA L,

G Aor—, For— ® @ FEE SV TT X,

® BRHERLETT.
255 F
3 1S
Turning down
D FEVFDHLATT,

@ F7L &2 ADH o Ts
® FOHRHDWTHEVWATT L,

@ FOHE. bioko
@ BEFEVATTI.
® +BHE, AT i

® B B A TBIET. ACCHEDBETT . HO. LHDA A
RAS = ATTH. WL DM v PN T Lo, BEE LA

LR AT,

B . Z)TYD, Bt di, Led, RETOHFETL 9D
ﬁ%i%hfﬁ‘?ﬁ®2ﬁfﬁh#ﬁfbi5ﬁo ’
Eﬁ:zﬁu%;otAi#iwgfm%Af ------
Eﬁ:@u\ﬁﬁféﬁi5LWTL;5#o
W25 THh, FRTIR4BTRESITL D,
Eﬁ:uw‘HozifTo%ﬂﬁu4ﬁp@ﬁﬁfwtﬁ%i¢o
W i, BELLTEY T4,

B Rl LT Y,

27| (GFABRISOHEE %<

LAUAHBAT RN

@O XEH :emﬁ—éﬁ‘ﬁﬁéwfwzﬁwo

L S

O E-H—-TAIHA, SHBITENDLATT,
ARE [ Ledh. HIO®EIL?
E—=H—daFwA, HOL ﬁ TEAEDTH ) T3,

WOHERE AT D,
E—A— 125 TTh,. $HEEBA LIPS NTWARVATTITE,
ARE Led, €EOIKCLLEY, T TBNTL SR,
E—H— kv, THFTHA,

EESBE after five, BR& 75> { time that is convenient, & < have free time

104

Asking someone when he/she can attend a welcome party for a new employee

ARE B, 20D, ILTHLI) LB THAFITE, E—F— %A,

W T asample, ¥ a dormitory, #H4S a welcome party, 3 % our section
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Chapter 6 Permission ¢ ARBHEALEDPYEF, FARZEESVEVELS
. " Asking to tak ti ing |
1. %W%?ﬁﬁ)é/’?@ﬁ@’% Seeking/Granting permission sKing to take a vacation after having just taken one
;zté\gé @ A3y b %O);)\ %BE\ ZT.'\J\EJ,@*HEEI\ if:ﬁ%b‘fﬁff%f:lﬂ/bfjﬁﬁfo
- 4o il DA o JEEWRATIEND U eV Sl b ARBEH 72 o 2 da iy B D dr,
R sm e 5B ABEOEbAb-L 2T, BWIZITEL D3E #Ales
:_1\%5 e, HD Y jb%%<'§ H 7R 2 o oy b L Eiokiﬁ%ﬁ“%ofo

VAT E, WTL X9 A% MR ENASE L RVOD,

L ke
ﬁ f-u;lf:‘f)tcw@? Zav b I ETHA,
R I, g%h 47 Lebrobos R D9 Ao RO BRIKA BB LR DT,

2O b, ﬂ(@ﬁb:ﬁ%ﬁti?yb%o
A CLxOF e, ML ESS A,
Ay b T, AT HA,

K B F9. Led, Wk, oThoLel

B %KD 2EFORE VXA A D LxadRvh. Led, wniEing,
Seeking permission Con  foreng | 2Ty HLbIEY ERA, HYAES TR0ET,
D H fo R 272 & 220 AT A ?ﬁi?}ra

Wwhi¥ed X,

@ W TL LS ' e
@ EVEHAD

@ ﬁ%ﬂ\:ﬁ%%ﬂb T Z"ré/- y
2 LR o 0

Granting permission
@D Led, W55, ®

@ RATEV L, ®

@ tdh, W TLEI, B
@ v, T TY,
® bhrot, ®

® Lrdnhwid, ©
@ WwhaTT &,

P ————

| axgwem>HTERDS

Asking permission to use a company car

AHN 5,
=

B FIVr BE, SLRTEOBROW A ATLATTIE, o ZiFEA

TY Lo ERTIHILDE Mz nHhEE ST o TEHTL X I

@ FR CHRL, BEEPEI SR, bnThRWERY L,

RTINS &, BERIIBO LA, 3BEITELVVSTEIAT,
DI F— bV ZATT,

TR IHATL TH, RLITEEL, wnosT?

RTV L Lidn, %’1{5%5’:&7&%

i I%5\%7}172%bhb\bﬂ:‘\‘(“%ﬂ%‘fﬁ%ﬁb:bigbfio%k’é‘%bﬂ%#%o

5 AV (AN 2&5’:2&1‘@'& Ced, fToTEEd,

TR e,

HH reason, B % be troubled, ¥ ¥ overtime work, L t 3 257 \» There is nothing you can do

7% break. 720 3 enough, 31 the rest. ~% 1 FWOL I IIBEL L T T AOERIIEDA
about., #}A bring into. *— key

L 233 %, Kyaku: This word is used for bowl or cup for guests. H#iHR a paid holiday
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hxrs B ERTo8Uakedd

Askmg approvai to go home directly from a work site

2 . HFATL7LY  Denying permission

455

FHE B0, AH BRLZVATEA @ TIYTBE Fedhe S5 ZMERMT AT, BRLToD
P =" . THAD,

# ORIRE? EILE AETHEVO? T

FHE v, FILRRVATTN, bro b HEFH T S &ATT;;‘t%ﬁ;:Lﬁgﬁ%O(‘ ey s
e W E? SOEHE RALDS, EEZL 5. KELHTE,
EHE:#5 T3 i TwIidiA BRI Thb, KRRY—CRLEH BO—jEHEEBLTEE

L\$9d0\501<ﬂQW? PP FEbE L, BHiCiEh
HAL 2?7

1 R

Showi'};{g{fi?;is;agm::’:’;h gqui o © BE L ASEDITHROE IS AL VE IS TRDAL w22
gig%ff;f’h ®*’ o @ f1H b ATTH 777 ffﬁjjﬂiﬁi\ IOML TR TH B oLy £ 207 UG b
- BOpZnTy i,
® &3 LThAL, ® ® 4B L ‘® MK Led. BESAT et HOERRUL.
@ ﬁ(i&"‘ﬁ%?no © e crmsn s FSwg (HEES A o T Ao .
2R HE  EASEL D,
;e:z;g;jrmission @ WU TETEAN, TIv7 1 vi, HOOROVATTITE
© ﬂ;iﬂ'éffiao Z@ @ 20, 2o, ® BB TABEBRRAPLECESS D 2 ATORIL,
F7v 7 I 2A, AP 20 ERCTE T, oY, BETL YA, &

® LATHRV, ®
3 =£F_]-EF &HSUJ TIF3

thhdrawmg a request for permission
D bhrhELi Led ENEIT @ Led, £HLTT,

® ShEiiiharonid,
@ R BETE e
® #35TF, Liadhnweii,

Ao, ;
B I RAPKELHEELD? :
o297 vz, FARIIKE S THIFTHRWATTIFE e,
=8 CERLeH, oo s THhLIZLTE,
o2 i bhhELi Led, EVTT,
=y} LR

A for. %4 documents. Hi% business, ¥]— first thing in the morning, —i5 H # BT glance |
rough, #oiE0 =% after all. 720%7:0F often, KF7% important. H v v #— quickly

BB leaving early. M stocktaking, & AT& 7%\ outrageous, HE petition, HELDHD giv
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CARLEAC PO > THEERLES

Offering to work in place of someocne hospitalized

3. BUHS Offering to do something

HEARE r B
L ® ST EE, ﬁﬁ.ﬁb‘ﬁ:ﬁof%il,f:o
o1 = R = ° N Sl I X . .
g bb, HHATL I, BRBMOR IATTR Lr - /—?/.gaé%otofnofiuno
Sl EBEALEND BN, AL BE 0, Teo e WAEGE R AL LR,
AL B
B 2o, Tolml . iﬁﬁ:‘t’?b)m&% ------ o SR B, HE, glﬁbé&#ﬁ% Lfb\%glﬂf(K.K.)&AT“T?ﬁ, )
HTWLET 20Tl I de WS ADD iJC CaEbMVTWE L7
Ly 0T, R (KK) DA LT b & 720 EHHDLL e o
. BR Dio, BN ASOHEREST2 0
1 R HA Z o
Offering to do something é(b S O S T Wl :f%g LZZATT L, TEhs, BEIRATTL,
D P HETVEEGZNTL £ P v & BE 1594 a0 lBRERTUL FRICEST B
- v oz ~
@ b7ZLA, bR EL L)% % 2 SRR BEWLTE,
® LT IEEY, /Eéf egj%j

] amgeFmsc0smLmens

Turning down an offer for help during overtime hours

@ LU e FOTL LD D% ///// . /
® %5 THIVATTHN, :

® BELELEDP,

OO MU I EEDLEVATT B,

XN Dol ATY, ® —oHHBRELITE, woTI TR0, b
D LDBRE. A KD/ otATT ;ggﬁzif%ﬁx D E—F— 1 2A. Th. B MO LB+, |
L WVC o |
@ KRN Lo . N
E*Li‘ﬂ&&”% |:‘~_jj"—.'lfsbxx“ j()t%’("s"i FRkh, %)595?3‘:(:‘TJ:0 Bil= AL
Accepting an offer 5B AC LA S .
@ BEVLID D%, @ LCed, IrEb,
‘ @ kanlL< Bl DAR, TOEZEERBD Lo, BRI 2ATR TS 4R 1
@ \EATT, ° o
al.‘nf)‘(o [
S aal R T G N T Y N |
Turning down an offer i SN . T SN He e
@ m;;g AELETT L, @ 2z, THRALPTEZEITAH ?%li! - P THR o Led, BT 80wk, iafﬁbgéigi&uf—&o
® 2_;2_\ %)5@_(\\%1903\?_731%0 @ 1)\"67‘(1%’6?—0 t'_jJ_ . bi&;h§if Lf:o
® v, v, @ & ~nE, ~nE, B

REwizse go to inquire after a person’s health, = 29 3 A Thank you for your trouble., &7| ¢

:“:._ 3 F for the time being, ¥7¥ 5 leave thin
HE-AT 0 affable, —E¥E come to a pause, & ¥ & 21 for the tim . Take a long time. S50 59 Thank vou for the offer.

a person’s hand
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Chapter 7 Advice HRE 1] CEROATRECH, A EC
k) ‘{‘T’X'é'% Giving advice Askmg abou% interesting places in Tokyo
T%IZK;‘EE U DR S A, $0EdA, D9, BH, LESHRICETFIZC S ATT
e R E SO L TH L 2 T A,
B 0. RATaT @ BRI EITTRI o AERRHFWRADNE S T,
BB VAL b AV LE) MHUTIRRATT Lo U Th, M AT REEBAT. E3TL s
B Iﬁﬂﬁ‘%f_%%ym\ brobfkAZib, B (B BT S 4R FH D Z)TThe Leb, BEED, B8 E DIV DR o,

RS VWL, ﬂﬁj:%%ktc%/pb@%@b‘? THIEI, BENRRYT =B VWAL W TTh, T—2BNLNE,
WEB BLTET o WTTh, Led, HrotZTLRFDT, U= 1hd, BENATTh, bZLAMWAZ L5850 £4,
OB L TEEd, TR BT Ly Mh S B, HAF - TE T A,
SH2 | ARBLVETHIDERSANDTEIOT FRA1ZLTHSE S
g Talking about one’s nervousness in meeting a supposedly hard-to-please customer
PRINAXERD S
Asking for advice # CEILIDERT VLB A, BVELTA R,
D EIHNWTL & 99 KTV 1 3w, ThrSLdbiE KK)OBECS I ALTE, IS AKES 5
@) EDANANAFT L OH AT TR eeeeee A
@ LIAEALES v ERCE TR, B hh, RSAR, HoThHo-Th, LML ehbiTd. b
@ Zof, EIwRLELL I, DAABRY BT LA L, 00  AALRDITT - 2 Bk
B &3 LbwnATTR, THALZ S THBRENTE AT AHDIMR) T 5 7 ASEH LS
L KN4 2F B GIETHLFEAE? ATV CEAITVAL RV E3S 5D,
Giving advice KTV 9T TE-Thh, AT @L{:ﬂ%&@C@&w?&‘B ------ o
D MAYT 7 AERBEIRIETHEZE? ® F Edh BRORLLAAEDETE, 135, IORKTICN - 70
@ ZobHRERLTHE, LBV @ KMHETLLED? Hh, BbLaborL,
@ L7-h shhOrvErLEOIE, © C)&n<<h@ﬁ@&w;o®s $jy>:%j#&@ ______ .
® 23 Limgd 2nTT k. CEMA A B OEA 5T, ZRICIES AL HEOT TR 2 ) SRS S L,
@ o, BHRTF-70 I pHERST, ® SHBLVVALYZNTTE RTVL HEAL 57 BrobEAh iliate £9bHNHL S,

Ry T D getaflattire, BE roof. KA refreshing, %747 % loak at, ~~~ A neighborhoo

Sy 2 25D relax, BIET S be tense. %4729 2H ) D4\ non-committal, &5 be used t

112

77— atour, A& choose, /¥ 7 L v b a pamphlet, 3 reputation, ASLHID be shy.
eavxly BT A ignore, L& refined, | a side. SA%5 {427 A be relieved

BiF L
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| 4B iy 5 TEEDD

LR

Recommending a disco to a coworker

ﬂ%%@%%%%%oti?ﬁmmtwﬁﬁé

B d L

Suggestmg that someone sing a song

@ #/I DRTV Y B AL SERT, ﬂ)\?ﬁf%w’/"??“%ﬂhiﬁ'/whm @ L LU B AL VTR,
€ $7y>:%h&%/w»wf?¢0&@xu%®¢_m17i HEZiE b)) @ E-A- 5w
FrALZa =2, FE I BDI, AEORRDILRALGE, RRADTA B LIRS AT
B IERTVYRAL LA, ¥ &,
KTV E—f— 2o, b LREKORIMY THATE,
B Led. AEERT- T HE  HEOBRL e L THWLATT X,
RITVUY i T L, BOKELEN T 5 TWRWTT A, E=F— 1 &5 TEhe FbhiFhidah ) TEAH,

#.E PREL 2R A
E—H—1Z53TTd, Led, HHLEELT,
:i;agﬁ’)f < fjéb)o

# Y A DBEABA, LOTF?
RV I BELRFL,

XhAhA
;I C ¥ & L, FICARIE, vaoidvunbd b AR
wRIFV L FHNTT L,

%WM‘C Zlﬁl E

4| 4 %}’&ﬁjwé Recommending a particular medicine

® INRPXJEEBA, ¥ L ATT e TREVTT R
® HE A BEIGESE T BT _
IR 3‘?1 ﬂ,ﬂﬁmi@oﬂni*ﬁp%no%') %9, /\45Jbl%xﬁ>vaw’cﬁl
H#E N [ i /AN
INYZR Lo, BHRVATTH. HDI, %%ﬁb’@\é ATTD, BV
b, BB LHLATTITE, BODEITo I ELATYT X,
#E CAZ, EITHRSTAATT D
INR I HDT DI, %F’ b, EZ2Th, Ho. T%ﬂjﬁﬁ‘ ;,Zﬁé’l"ﬁ’“oié

BOWBE LT hdh s 1 ERT-THE o767
H*E T led, BWTAHAET,

W ToT=(In)ERTWoT Sy take a person with, 725V e dull, Hea# au
medicine. = ¢ be efficacious. B3 % stock. ¥¥ % hand over :
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2. FB8T3 Cau‘tioning someone

EARDER
%fé CHEEE AL b RS ﬁgéﬁ@:ﬁ%—%ffé A I WAL SV AR
BE 5HV. TATEA,

4275 PHBCE U RV ERET S
Cautioning about an inappropriate necktie

Prefacing one's remarks
D FALZL G- RAZITE, bro &R
@ CET L Lo WARZTE, BT
@ bELEFWFhVwALTE R, ©
@ BoENF-THLOIFRWITE, 22
2 By
Cautioning
D borREST TRV EEY 9.0

@ "Kaeohbhie, ®
® Fnledh, Z0EL ®
@D Lo LEETLRETLL, ®
@ MEAZVEICLEVWE, ®
@ VIR LTS, ©
B Xxavzwha
Spurrlng someone on
D bobkloh) LTLESVE, ©

@ ﬂ*%&:%%mﬂf(ﬁéwlo ®
B -0 LnTLFEni, ®
@ bl t3esTLEEIVE, ®

b, ®
®

w2 TR\,

chrobk, V- —F FDRT YA, %io&?{fﬂfbvﬁ?wﬁ‘o
CAo. BT, HAKRZEEAD,

- HLCERRADITE, BEFATALEDIEL, Tg;ﬁitﬁﬂ:cim
T &y

CEITE R, Ve kB ATTIIT Y, ’

BT

ti2dh - THITE, ﬁ%@mx ‘{éﬁ&bmi"mfl«w%t‘}to
CEATTR, T =il 1 KRN THoF+25, »2 3T,
A A, FOIFAIDNNT

B LW, ®

2 | 4”9 1’-?90)%; DOREEWVICOVTES

Commenting about a coworker’s mistaken use of English

@ PHLe T, ® _
@ Fordy EATHEVIETT Eo
® b3 ANOREARAL D, ®
® FLIADSAEL v 2V AT L, ®
@ L3P LEDHNDOEbELLE 20

@ ZALEREMLORENIZL, ©

@ fHEVenTLEsnE, ®
@D IFARY LEVTL, ®

® bok, REASLTL ®
EDPDORAL BTHR - THAEP S,

RIS AL %;jﬁ%%lv? LIZATER8,
AL BRWTT Dy,
Ry EITEh Ho, IR, HERZATTT L,
WV BRI DOPBATTIE, ZAPXIZEDEVEWV S B
no i’)?ﬁ\i@jﬁ&b( Ik BnEFite,

o COBFWVHTIRELTTH,
CE Lo VATTIE, %%Dv&w/\,f‘ﬂ‘o
bt ) F LB L E T, F BN 2T,
DN BALZ ERNTTE, o
Wiz, Wz, FRENETTE, IREMOVWSRLEATLE S, Fh
HEIE, ZOBEIVVATT D, bro b BERD AL,
FENEBVWERATT L, ol NRINSAITRTT L,
CERE BREIAFD ST, AT v, BEVWLIT,

Tk, bhipok,

AU
S
A4

ATV

BT 5 caution someone, H &4 E expressly,
#17 L T £ 722 v» Enough of your nonsense, %
F\ it d spur someone,

minded, % %%, interests in doing

116

F & vith concentrate,

Y ATY s Absurd!, — AT a fullfledged, v
Bf an attitude, L - #4045 become strong, 5
AR DT 5 be careless, ¥~ 5 & 15 be al

tr% for. #kF showy. FHFH T 5 be dazzled, H#EIF going out at night for pleasure. (=& 9 be
’_fable\ ~# in view of, #& rather sober, @ v # — locker, #*Z % change, ¥ = v 7T 3 check
inething, %I expression. H#R naturaily, H4E self confidence
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| AEEDBIFICOVTED

oD

Cautioning a coworker about his/her appearanc

@ B S mwrEA Brok, WY
® =7y iHo, e fATT
=g L HOS BB EROMECT LR 0 LA FELE) ATy LA,
/“7>:zz\%of¢mo%o\%®%§® ZETE
Bk DAL BALZE B S AT,
=i vni, WhATT L, BT TET, E i%*]?b*&jhtf
T, ZZ 3 HMH, U{iﬁb’%%’(é!ﬁﬁ‘io
B R0y HS Lol LDV, TNT, BIAR?
=i wi, oLl wATY, BHE. BRLE T,
=KX R NS (LR AR
SR ABRES LR T D, EVATEET L,
B - THAL THA,

| HERFARY LTV IALRETS

Reprimanding someone for being absentminded during work

& ALV
@ #E
ALY

:#Léa\ﬁgaabtAfﬁﬁo
EERL, SEOERIFARH LTS L, IO,

STAIRA,
: W?ﬁ"rl;%%\f“ b DHATY B,

ch b Lad ) LT EENL,
T, TAITEAL

&N 4‘*’”1_ E o T

g A

WL, SRRES 1SR TRV L,

GRITRE R AT G,

424 7IEZEETH

Pointing out a typographical erro

JATAICILAN—4— DRIFIOVTES

LALCA
Teaching a new empioyee about elevator etiquette

THHEA bl TTh, THEATTITE
D, AT
THEDAANIIETE S TET L,
Lot HA K

PR TARERAL

D (REY) o

e A
R B

XTI I ZOWbEIE ol Ly o R
st v, TATHATL, ) —ED

o CnnwEREY T
LhBlId,

IO EZAEAIFLDIIE) LTHELZTE BN ZHATETD,

AR ABIN L THA L 2 BT R SR T 0T L AL Z LT b,

CHIIEA, S0 &, BRESALILAN-Y
:ii‘ﬁﬁﬁUQQ%ﬁé&fTo
CRZL B0, TV AR—-F—FELIFE
C R oy FIBRATE N
Zii‘ifﬁ%ﬁ%of‘ﬁfwﬁéﬁé%%MT\

CRZo, MIDFERATLYE, B, %Eﬁ{bf:o
FECHVR AL LT L BINB AR L,

DRIV Y BA, ADBLELTIES Y,

CELERISRZEDP DO DR L 2 0T, BAREAIZT AN

Lhdh, TAHAEHA, D EH)TEET,

“o:%b 3 Lf:-:tho

s IR IEERHLATT L,

LEEICaAlEA

R ‘/%ililﬂb“ﬁ
i, ﬁ%h%ﬁ%% ------ o

Lot

EoTh 69’(%27&/\,1“?‘4‘:0 FDUAL, a¥E-LTHhiTEd I,

B 7% L7 & personal appearance, ¥4 appearance, %M my wife, AR % enter the hospital, &
% 4T £ A change, A

L7z Z &% v It's not so important., JB B2 9 % leave the hospital,
spelling, A B4y misunderstanding, ¥ 9V not good, AXZF% important

118

# caleulation,
ofder, 7% & & the place where one is going, F# > button, 7+ push, {# L\ detailed

—#7 off a decimal point, 1% & trouble, worry, % settling of accounts, J &

119




4BHEOBYUFIIINTES  Teaching telephone etiquette TRAADESS
P

FAOBIE. 457'55%»EEIKEEV-”EIZKATiHU)ﬁffljétb\i”)bl'f'@[a’t@Uib‘f‘b
D HEADIDSELS TEHRADEDI B, BAIEDRASNTNS L D%
(DT Doy EVVDTEFBEIMNET .

BN, BEADEDBE. HREADENLYWEDAFADE LNFERA. B
ETEDE, "B & "DAT. BIFCHEELTIISRLEVDLONEN
T, ALFIAFORIBICL > TESFITONBREIIEDDTT . DFEL.
BMEFH "BOMCEOTOETL” tb@ﬂ’l’)%*ﬁ’jﬁ‘éﬁbb?b\%bﬁ?
T TTHS. HUEDESRITNIE. HAAGSE & ICARICE . "WNTY

® U= MUEA, EoF BHEEoLEE DLLLT EE0ELEA,
DD Ml 5T LA
JmRALTHLDLY BE AT R, B BB 2 CIE 0 E S
EHEEEINETT & '
BUll o, 755 ATTI GEDITE T

| =HsF—8 | < B % CEBOBEN S EHAD

Teaching a coworker correct English usage

& /=L I BKEA, BD, 0 EDI—FA Y TDIERATTIFE b““b@u&ﬁ@”tﬁ%b@ﬁh@%[ﬁ@@<éofbiuiﬁo
@ Bk En? HEOSOEE. #UFOFTAE— RCOIFTH. RS EIF—F
=R IBNEDI, EHCHRENAKR, A TA0TE-TI LY, 0 ;%:tnﬁﬁ%%io&\RA—XE%@%$5T¢OE¥ﬁ§g®%%E
gﬁg%abao% NdBHATTH, (F. "BOTOET L EBFTTRL. ;(E@U’Jb\tt&%‘(“ Fn FD
=8 VIR 3 TIH HECEH>THITBOHVNWEDTT,
=R L ENGL, AZRASTEZE . FOEBY @%%f'ﬁ"ﬁ‘%\‘io EhEz OB KPEZEU:&E:LZ/T—*‘/S)G)T:&)G)—‘JGDFS:E%CO)'& Fo7z<
HNGEWERE D, FORN VL, AT AT EEPFwTT L, FLEWDDIEWEEZETERABERANST ZE AFADETE(Z, BRAS
B CEIVIAEIRT, A LRASTE AL TVAITE, ETETC. "GrALBEVWTEO RS " EFRRIZEDEVDEREICLE
=Tyl EREbELICEbA,Y LT, ARAORBIERATVARVA Yo BRAFLOREZ FBELTREEL, 21327 s
N R HEODATIEEW, ﬂ%
=5 LEITE D, Led, MTSARVBATTD, STETAG. BIOBERY VAT, BEIOHHT iy (5
SRy IZITEDD UV EL, B N EIBINRETTL, STV BUREUENSELTWBDAEENT [~
=0 DENAS, R g, TelERBVFERAD. Chid. BARVEFIZEH
=R ITH, ATRBR ), BRI ET L, BELRTREIE, o T MHDEEDIO>TWBDIEERZIE. REERIET
=5 PHAMGRBAETR SV, T, BHV)EEAR,
J =7 (LB

Notes .
Al &Ed when leaving, 4 the other person, #®H % put forward, #E# misunderstanding way
thinking, B4 Japanese-like, 3§48 thinking, #7T % throw away
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3, = _ﬁ-j"% s %ﬁ“‘)ﬁ"% ERzE—1] € ILHEREERIET D Forbidding use of the telephone for personal purposes

Forbsddmg somethmg/!nstrucimg someone to do something
HEAZE

By AAH, Brols COA AL ZEBELTIZVAL PRV,
BRI 22,

Bu &

Eﬁiﬁﬁ?~%@ﬁ?ﬁofﬁmﬁ65 H%fWD%ﬁ%i&io
féhﬁ#%‘ﬂzt%§§§of%%o#%&o
b0, N o LY

® J=vr  BmH3A, SOEFHTTTH,
@®Q@ PAa. Bhro&, KAE,
=Ty I A5E HREPTT L, FARMTSLETET T L,
R RV, TwEdA,
=X LEBOREF RO, BT LTAEIL, BiFEETATL
Lo BRABMESRHTLFENE S
A D,

KRS 2 | AL B LD 7 P I NVERTSHBEDICED
Asking someone to return a file to its original place

BE 295

Forbidding something @ i%g BYEhs ZOT7ANEICVATT b
D BAEFRECHTESVE, @ FETT & ® &7 dHo. bINTT,

® B Ao TT L, @ AL RV T (RS, ARBTG5, b EDOBEHIRL TR,
(DE;%ET?O ® 7T, WCbBwE Lz ki, g Iho, B, BPTEESEG AT

iﬂE:ﬁ#@k%ﬁaAf?#%\ﬁbot6\%f%bf<ﬁéwi
R S S S

@ WAOHBT, AL e 1O BLeh$ih!O®
@ ;g@%"—ﬂhfflo ©

2 E3: 310 R
Instructing someone to do something
© LFFL TSR, ® #H LT hnve, WD ET,
3 N r
® RELThAzNE, FHTTE,  ® &) LT EOMBIZBRRVATID, PAEEEEICDVT,
G FRIBVWRAREV, B ® BEO1IRCHVWRARSV, ® I Elzl;ﬁ%?i‘@fst ﬂ\iﬂmpﬁlgﬂbt%nf&tﬁjt‘aia’@biﬂ%u RO A
» . o CEHELAS THASRWNMERICIE. BREAD T?F RIEI(CE 2 OF
@ #EEELES. © ® rhpifEELEE. © FESESPONTL &3, e

L. EAPREDSERICEE IO D > TSESICTH, TEERIFRL
AR ZICEOOHETY . EFRICE. HEOEIRAT VIR, REFECERIC
BEENTSBEOA,

EHOBFZFE->THAORICEBEZEEZ NI &AL 3 >TDENTY. F
gg:t?%b!jﬁt\\ BoSbbLnFtAd ERCHDSEHETRI o5

@ "Z‘fﬁﬁ%‘ﬂbf c}:o ®
WA

ﬁ\ﬁi private, #] 0 % T allotment . % { 7% % run out of. EfE#% X% out of one’s own pocket, Fik.
prohibition, {8A#Y private, HHEY purpose : o
T E 5 toolong, 723 idle conversation, & %4> <{ at any rate, i L 5% L leaving something

out, 771 file
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i3 | d4FUEERLTD

RS
s Ah AL . .
Forbidding the handling of personal maiters while out on a company errand

©® A4V AFTEAToTRATI D,
@D REM L g Tt I8 EHAE (ol AT

Lo s¥lis

’4V>3§§%%Hf¢%:f¢;o5%%&nw‘ﬁof%gn&f
L9 ? WS H LR TLL 39
B Ao, BLoLITATT

X{VVZ:AT%ufﬁ&mTL;ﬁoElﬁﬁoftA@T#o

RAW :#&iﬁﬁimoaﬂm@%hﬁmﬁ%ﬁﬁﬁét%b&@otkfo

va>:i0t<bxﬁﬁ&w&%c%?@vwfnﬁ@gt®K\ﬁm%
St Lz ik, FVEREDTES T

|| 4BRE w3 E588505
Telling someone to l%ngke a phone call

()= SAFHHLAEZAT)
:UﬁéAxﬁﬂ\ﬁKE%&#otﬁo

@
= N
i

: ‘j:l{l‘ S A =] =
. ) U%HIM_MIEOJ?TZ)Q’Cﬁo’CﬁgiLf:ﬁc‘:"o
PEREVWITE, BARNIIERED LRSS vnig S0,

=B
mp

I
;:
ot
<~

=
[

= B
i

PEDH, BHETIC 2 3 CEER I
\ v, g%fkgﬁﬁﬁj%%ﬁ#&otkﬁL
[ o, FHIRATEN, ‘

/13
mp

PETERCLL I LT LS nniT e,
CYWERATLE, AT CESELET
CEEPCLTERVRE Z v,

Cidve,

< M o=
[ |

| F2 :b#oftAfﬁﬁa‘%ﬁ¢f@ma‘gatfg ...... .
A4 ’C“%ﬁ&%%tbﬁ#b:‘ FIn bR OiED i‘ﬁ‘cl:\:;@’f_,—ﬁll:&@fj Lo
mEh TATEA. LRE B E o T, P I G R T
FTIRE TR R QNPAY SR (NN 3 5TV
- 57~ S e LA

®@ B X DR S A, BEHEE - TERY
THEH® Ho. WITERV. AU ADEER, Shbeole 2 VYA, HO

b —EBOPVIAT o TELVATTIT .
A4y F7TTh, ARE AT TT D
ik  HDD. Zo XEEHEL T AOENDe 2T
x%v>:@ﬁ®oé%uv—fn@of<ﬁémo%wfwbhﬁ#%c

i V. T%%ﬁ(ék%%‘.b"@\/‘%&f:b‘ffb """ o
)"f‘)? L‘/'VZF)\ u:b"c\\—a—o k\:)%’/ﬁiﬂfgf<7’féb‘o

wEh EHL. 1o T3 E—T 5T T,

ISV AV A= JUICH D h3ERREE?
ERA—-BE < CRB LD,
L AMTT L, BiE. #0538

VAV, fAFHIEOATT,

> w >

TBLOLTOAIVRZRENT-A D SN, ﬂ%)ﬁ)\b\‘bb\ggt’\x%}ug
ﬁ%gg[:%ﬁ{j@u—@<n$o SC#LER

B:@uo?y?94w2§ﬁbt3§?°

Notes
-0\ running an errand for work, I 1F % correctional fluid, X FE BB stationery shop. %F
stop on one’s way, 1A LAD the most important
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ErrrEre

Hiw i
I84% return home directly from somewhere outside the office
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. $iBA9 3 Explaining

Chapter 8 Communicating information

H ol

KR DT 797 A ga@ot%wwAfT@.
5

pmE L HFAZD

FAX LT HENATT Lo

95

Riiﬁﬁi@&ogﬁ%%bﬁ&53§W§pﬁ@

PETLEREC SRR I RATRY (R QN %ﬂ#% ZoEMLT, BT

HWERPET S

I Z{HoH

Giving further explanation
O Brobfo TSV, BRIEFS Lo T, 23 TT,
@ »H, EId, FORBOBROEY T,
ERY AELA
@ H, FTFALY FPIDWP 2T 5T,

AAEIE-OHGEHET .

Explaining how to double-sided copies

ﬂﬁ%?é%ﬁ%@%?%

ZEHD Ml Al A
Confirming something explained

@ OFREE ok ALLOEEDATT Fie
@ 72 AT BATT S

TAU;?

@ 7—F TETVWATT L

Baoict 5 EERHETS
Explaining the first thing to do
C) i-f; E GHZIE l/iuio

@ BT, O ﬁﬁﬁa)fﬁm%/‘"bﬁf [E]EL&'TQ..

th k3L

@ I, n@fﬁ%b‘ﬂf C b?/f'?’C‘)Zl‘%ﬁi'ﬁ‘o S

B ricdBEEMATS

Explaining the next thing to do
C)%n#%\&f§tne—%::mxng¢0
@ KiZZOFRy o EBLES,

? : STTEET
C)%LT\WP&?47?hu@%@ﬁﬁffé 7
@ FT, =oAL EE R VRV ATT .

& F9HLizbh, %alubféiﬁﬁao

Cad®

@ K

HhEh

FAfE

7TFa
PN
JE-
KM

E3g
PN

& :
K&

x5

K

FE -
1

ESALIZATT D,

27 AR, MADE—-DOHERLAIE WA TT, :"ﬁtf“*ﬁb‘o
ZA. BWHETT L, woTTh, T3, Ia¥-LET,

dv Fh ?

HT&aE—%, %fé%%%09<bﬁé&w1 FOEFI I
VivEt,

HHEHITTh, b ILi, £3%,

Hy brobfFoT S, ZOERETSHLALLOEREDLATT
X

ZRo

T led, BRIZEI Lei T,
ZHTY,

Hd, HHFEE LT2U - hEE2n
ATT 4,

i, EI)TT,

Edbe .Ej_;ﬁﬂb T L7
EFnizLELT,

{£ 2 slip, ENRI§ % print, Fx % European language. & ;
edge. MET S fix, Bl power supply. FHAMIE first screen. A turning power on
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3 - pormally, # a line,

WiH both sides, EF top and bottom, Z3* both sides, IFo ¢ b3ET turm over

127




EHzE—2] 4 ﬁﬁg@@@ﬂ Lickz->T. B 5@@@3&%%%&?@—&% AT CE LA, SRiB o W TT. S Bl e S50 3 HTH
Explaining how to check stock when conducting an inventory TLAGE, ZOBROY A N OER LD EFOT. It h 5o 5o
& M%:z—\aﬂamﬁiof%%otmu\%ﬁﬁ#%ﬁi&&ﬁ%ﬁb@ LEwEd, Fx o2 b LA, BiEE b LOEIs T THLT
@Uﬁﬁow(&&ﬁﬁ\%E@ﬁ%%ﬁwobitft¢ﬁﬁﬁ%ﬁ% %T<fé“o?55&16#%02f@@@mum@twggwi¢@
LCh59, Lodb., £HLL T Tk, WEA, RBEPLER-TCHEEV, HAVIEE b LWL
@ gﬂ:uwoz—‘ifﬁﬁgﬁmgﬁﬁﬁ@&%ofwof\ﬁgmﬁﬂ% HizzZizan iy, o
%tof%QMi¢o¥%®Eﬁﬁm‘:@ﬁﬁﬁ%ﬁ%mfﬁwf(ﬁ R Led, HYOF v 2id, KBAFTTEW) LY,
xua 2D, GIEOMELED bOIR, FEAEM S TBRTE A
xv, BEHDEEE, CAMTEEN LI RIEHRIEAY @E TR g UMY 507 ,
PSP D T, FRUAOAL, ST TIATE I T, MiRER Tl H. BUENTE Lz, FESPROD 203, 2080 RMEACH
DhIRE 4 EFLTRo TS, T BROZORIZM - THR TS e T D, SEAILE) &
© fPE:bLoHH DDEWS TS, FRT SR L) IE, RiE DI TENT
LS 2, AR IT
R )R oTC, bITAD?
*Hiﬁ%ﬁﬁ®ﬁﬁuﬁﬁfﬁﬁ%%®f‘thﬁifﬁﬁﬁlﬁf9¢o
T, B b o AT A B o T ) DY o E Y " EEbk
@ é‘ﬁ‘gi%ﬂli&:%‘ AW L HRBAL 2 RWTT B EbHEWVWHAEA
6 ﬁ%:ﬁ#hof%*ﬁﬁ@%é:&%b#%bo&A&éfubﬁib;ﬁ BAAZ. BAOBERCEEGEFI 0T UTRET. oML TRALELY
I b?&i@atﬁ%<$UiﬁoitBK&%TH\EE%HHIE@:Uﬁg
okt b (AR L T BT HTT DD, GRS KB E FSEVSIENS, BBETHIE S LIS R EBY £
IR A K. NTEERDS U RELTLEDD “Bhos ;Zﬁﬁﬁ%i?ﬁ
x5 AnbEdh, A BICEEFRARLTTOHEAE LW EHY) . REE RV SHHRED
BE | 4MliEh s T, HAREEL, ANDSERT D LB EH A
S8 2 HEACS AV S, COFRBERSKINE. AEOBTRHSC 65D
TL&D: BFORENDNSHENGEITIE. ZOBICBEDEIAIKRLDE
%%%mT@%bTmH@\@ﬁ[@nru<@b$5:b

v c vy until the‘ end of, fE 7 % make, % D \» hard., H #2 schedule. 7/ & 5 a sub-standard
article, L5 dispose. #DE to that effect, &5 goed articles

76 B stock, #17 L take stock. # R ledger, % PE |2 actually, IR actual things, — B HITh
check. 8 column, 5¥A tag. % stick. — A—#l pair of two persons, FEA# things/samples to
be distributed. 4 % 4%+ % divide into four parts. # 1 the remainder. Z2%°F (T lairly. IbEh

diverse
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2. ﬁﬁ*@“% Reporting information

FE2

~

F i, B E LT
BEREE, T, L) KoY
FEAYOET, FFAMIEHEHENTIZATID, T T

¥ 2

N o
\i wnﬂ. \:

bhivE Lz,

EHRnEVEDDL ) TIRL, ﬁﬁﬁ‘@féf“&i@ﬁ@: EEE

B RS &R NBEORE YA
ﬁSLuUrﬁi'narlzmg/lemg a general account

@O PO FTATHLLETIF L
@ WO RRLIT L

® Eﬁﬁﬁi&%&iifi‘oﬁ\}u’cwi-@/bﬁ ...... .
@ tzdﬂ:;k) Bl AREIBTY,

B KESiFITEr b ®

2 Ere
Reporting information
D bl LORLELTE @ Bz ATEA

@ FIlAHY ETR

® Eﬁii@%c‘:mbliﬁ”l

& aﬁwﬁ'k;é;ﬁﬁf i, f?.ii@%i‘ﬁ’(%ﬁ:m}:@b LTd,

® SEORE K. M>o<§ib7"_o TRIZEBE, AES%T 7T,

&8 -;5@70:9

@ nnJllIi%f$ﬁﬁ7§‘§)of_J:?’C'¢o Sl <39LV‘L%§%’1$O’CV‘§TO

L et

.5%%%‘( ’S:E,Z)IIEVJ n"‘aii#&bfﬁ%ﬁ’}&& b b h T,

HodARIZ

® <7bum& . L_O)lf‘]'—}*ki}_'.?ff)"cﬁagéibﬂo

HERERS»IITS

Clarifying a problem

@ %fgﬁlc%ﬁf}f;bﬂﬁ LEALRGATTITE, A, méffﬂ;# ------ °
@ Lob. SOBRZIEALLTOL LI BIFTLLVATT,
® 9, BEHICOWTTTAS

@ KT, L=V RATOFE— 3 »THIF o,

R %%%@Lﬂ§§§L:&oTb>&b=of: Lo -
® Fhiz, mEb PN EV LT,

@ 2612, 1$Fﬁﬁ1_%uﬂgﬁﬁ§¥ﬂ %’iﬂ%’:ﬁ%?jﬁéﬂiio
FOL, HEEEIDL »{be AT,

OF -3 1 ﬁlﬂgﬁiﬁi&ﬁz'c ATy
&“@f&%ﬁgf@)%@/yt%ﬂof<#’L’Céo’Cm*‘;bUL‘l&J&u:éo ®
@ T EREPBL BV TWIA LWL, ©

@ ZTBEFERAMEICR ) T34,

@ R, AMHIRA L T L,

@ 74 7TT7ABATTES

& MBS DG

Solution to a problem

O b7 LbpahiB{E-THEEI L,

@ AFllEHZED L) 2Lk F L

@ MlEL I T, FADERIERE LI LIZLET,

@ A, BRUERALOERTIcB(ZLicLE L,

& TRTOTHD PEEBIC, EAFREMESEET.

® ua)ﬂﬁiiﬁ%d)@ﬁ%%%bf_ i')ﬁwmf Lide

D TELPZIRL, ZofIIowToaEY ‘LT,

RETTH, T E IR, TRYZLCHECITERLTLIVE L,

ALwIHed »

@ BHRIELT, B LB S & » 0TI,

- WM outlme o TI ATES inshort, ¥ concluston, na

of accounts, 7EHEfI%: critical, BRIT situation, £ &¥ 5 put together
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7 correct, D& e catch, KE S
roughly, 722255 % have effect, WEAi 2 hopeful, FETEFR order chart, mEHEE statement.

S EMH conditions of location, B LA A 7\ perfect, % A¥ anyway. S EE rental. IBE T 5 he
in charge of, 7T 5 go onsale, £— WA FTE— 2 > sales promotion, B products. HEELE
RIZ7% % be ready to work, @'E quality, #;B%17° have never been late, #E/K¥H77 have never been
absent, ##77 attend regularly without missing a day, —~F % an allowance for~. T % give,
provide, R Central and South America, HI% area.
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BETS
Prefacing remarks
D H0H, THILAL Gléiﬁ #%$IET?“'
@ brok, BTSN
® :“Lﬁ:céé‘giﬁm:&k.@wifmi ------ o

@ TTEBHEC R, TANS LLEEAD
® —gire EELTBEXET,

Giving information/instructions
(D%T%f%ékm;mmﬁb%zumﬁ WTTLIEE
@ %5, éa%émﬁwﬁm\maifn$$mﬁifhﬁw k.
® %iﬁ«oofgg% LT EE 30T, EALKEFLLTEE,
@ 4‘%0?*'”’?'-&1%039&75% fevk &iE, BWARS Ag“gb:x = VERERATLREE
CDﬁﬁw%Amwﬁﬁthiic
® FRFIL.
@ W I
® /J\Eﬁr‘i‘%ﬁo

(%)
CJﬁ%TEﬁ) ik, gﬁifﬁn%ibbifo
M EMESToUS
L2bA

Taking questions
D ¥, EHWFES LTS,

© HME, REICTEOTESET,
@ MHEM, D TEAD,
@ ‘jgﬁﬁ-\ &“}) %}‘o

% A telephone call network system among coworkers. After A calls B to give some information or in-

structions, B calls C and passes on the information.

A& A continuously, FEH a matter, TIRHIND L e e=(Ho)fll o TvrA e, HH that day. HEIE

v* be inconvenient, Bl H the day before, ¥H the secretary of a party, etc.. £2M meeting place. ¥

3 hand over, BT % go directly. R B ES portable phone, D& 475 be connected, T 7 rainy

weather, Hi9 3 call off, MIEF 5 postpone, /R light rain, #4714 carry out, F A& weather,
~RHA not good, {7~ instructions
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leng additional remarks

D H, SVENBEETATLIA @ DT TF AT
@ 917 @ Bo. Hobh LTVE LT,
@%%ifa“, """ a
SAZS
® DL bR ET
@ EH 75, FRHDy @ .

B &Ho, VTR, Withwn, ()

|4 HRDHBEETS  Reporting about a business trip

Lo sd

® FTAbFEH, HEPLR-TIWD F L7,
%a 2ih A g =¥ EI- SR - ., x
@ Lf{g‘ﬁ CITHEHE A, E L0 u_’)@i}%ﬂﬁé/b@i\ HeAlPaTL

NTBOH% ?
FTAR I EST 40 J7 12 TE
hIES TR HUOHEATEEATT L, BAY, BEN LR

TATH

PR Z%W®Wé%i FD1NZTF?

Ut FALIL»

BRIAPLAZ EIHLWTT, Lad, ik, OB EFHEELTWEE
VI RITTh RV ATY,

ks LledH, BEAFBWTLL A ThnTI e,
FI7A4MIEHTTR, %:nu%%ﬁﬁjjﬁﬁ%k&ofwﬁﬁ‘otLo LD LT

Tk, DLLEPEDELE - TELATED,
e 1%5#\E¢%\btbﬁ6%§%§Lfﬁiﬁo
F74b A2, BEVLET,
pFes FnRd, REL TR BALICITETS A
R4 vz, THELLES,

3 o@D T A be careless, Z# reference. V3it#e\y (Lit) That's not good, I'd almaost forgotten that.

HEB7% earnest, ik knowledge. &% 3T make sure
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ﬁ@%ﬂzbﬁm%kﬁé%%&ﬁﬁ%ﬁ%?é

Telling when and where 10 meet

J dggogstTs

Reporting on a dinner with some guests

& ﬁ% Sl ekl EAMTRTUE, V) TETee By 5 ?
® HATALIHOD, FhEEA! FIEHRSEHEFHETT ! Ngo TH T ® BH BRIOLILHLDbUSD FHA, —I, WELTBII LEVILT,
b7 2T oW TS, #A 8 K307 ifxﬂJRmiﬁmfw%% @ B0, VWAL, T MY hh ok,
@D@&nm AL TLEE . W FEETRD AL, TROFEHHZ BH BT ThR, brobk, TAIHELILT
Bé’)gj TRV, FIATEHATT, L ~DBEE ., —INELT ol 2o, g
b%éf@f ﬂtkurftf<téw 7= A4, Eﬁ%ko ﬁ#:%lyﬂ—zékmﬁﬁﬁ @@ﬁ !W@j/ﬂ_tﬂtAfT; P
T, ¢<E$Lﬁx%iﬁf¢oé5®m¢%i %ﬁéAf¢oA% fqhﬁﬁlofm&<f EISBTFEAST26 LT, F0T, ﬁ
D H o h AL RV E i, BARSAEICA - VEATILS EOREFEBENLIATT A, 7= 7 MZREED PEA Lo T, B
Vo EIREICEALIIRR L ETOTo B, &0 TEAD B AD 2 By 50 o Toeeee,
$8 HVIE—Ao Bl Vodh, TV, R, FrrnN—REA, BERSE L TEFNL,
FTAR T, EALIBENLIET, %#:%ﬂﬁﬁ?moC%%ﬁ%bfffﬁéﬁlﬁii%%,%lyﬂmzé&
BEDETETV o TEBa LeoT, BEBLLEDOTINLATT &, ME
| 4ﬁU%BU)*iECZ‘f&U)EBb‘6@&%5@’&‘5\%.6 PRHLTV S5 Le bAT, WD BIFLE-TIETLA,
Passing on some information from another department B T, o~
BO AR T, BHHHLOESFREEL T RAPSITERH Y B L iTee TRT, MREHE L EANE VAT, REZTRHIO OREA T L
o Ly TR s b ET A A T Yy -3 DT DT, HCHEAL P2HE LS CIBEEN 2126 A o iR LTy
Fbo THEBLET, TNT, B vy - OBTEAKCHELTT. B R TIFBREE oA L VD ?
BTV E - @ﬁ@%aﬁ&zug%#e1kéﬁbf¢uifﬁﬁrm= Bigh TOF 2 v /8= R EA, BIFE Lo ATT Lo B, 79— 0
[V R By GAEPBIES X CRY E L0T, BE A S OBBC RS 11T S
£8 (GHED. RBEDZETTHE, WELTEOLAIT) A LB E Loy
@ MR:EILT, BTy y—ilRBATT N, Dhirati, KEE /2R, TERSA,
ﬁg:%ﬁ :E—ﬁﬁ®ﬁhﬁﬁ$¢?%of:tfbtﬁfo PV Zo TIREHLET, BRADLEIA, HLLIFH N THATLI,
PR S bk, FARI LRI,
SH 2. The EMIHTRIEHEEROIL L A

s
‘F.‘Ef

% education, AL ticket gate.
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#6474 gather, 7 — A booth, ET the front. #F right side,
% looking after a place when others are absent, SEHARY at regular interval, BT L elect

—J& on out line,

Iz 272 trouble, Bh4 5% E& [FfF animal rights protection group. &3 ¥ sashiwmi

served on the fish while it is still alive, 1% mood, humor. #%E inspection




3. ELybiT&ETS Giving an excuse

IFIC B 5 4B BE AV EEED

AAZEE
R EV D 2 RV, B byl
L ik

i

ATT-HATTNL, ﬂ#’) I hEsZIEI BN B LT
=k bhholz, bh ol B by,

*%iﬁﬁiﬁ&ﬁgﬁfﬁ#%%ﬁtiakﬁotﬁﬁﬁﬁ‘¢3<;
<k Y B

z
Promising not 1o repeat the san‘?é mistake
O 5. Ar2dF T,

@ ZhrsEtaaroEToc,

@ 4, ZTHVIZEOhVnLIIInLETOT,

H BBECBREEVDIETE

Apologizing

O THEEA
HBEwbhbliida

Giving an excuse

@;%Eﬁf%fbiof ------ .

@ B, 1L e 2 < Ty 10BE 272 ATT D

C)Eébf%%ugng<f ...... .

@ E?Eiﬁ??gﬂfbr( ...... .

B Lo AEBELLEERIDTTH s

® f:%,g)g:%@ct 9 b:ﬁﬁ%Lf;A@@wﬁ ...... . é\[\ﬂ

@ iﬂhﬁﬁﬁvﬁf%i@\ofﬁ DEFTOTs F

G%ﬁwﬁﬁﬁfﬁotAfm%biﬁko

@ blrLAFE-ALed) TEAL,

FEmig%wai L7

@ b xroLHAVC, BIMATH e 0T

CD%B@ﬁﬁéchk‘#o#bﬁﬂffo®

@ BIE MR DD e ®

@ BLbiIHY EEATLI

Laosh
Giving an excuse for being late to work

B:EIL? BESA Rbreo>THL,
%? TR? B, N, TARIHA, T, BESARTNS?
B RBEADRSTHITE, b, Kz, Rz,
@R KRS bLrob HESA, EILED? ALk
Bl L Ao Byo LA, BTS¢ 0T
EE 7, BEAAREI P 1000, BFS A&:£§§ﬁﬁ§§§5ﬁ%%’o
EQIIE 04\?%%bﬂtkL%ﬂLWy7F@?%\Eﬁﬂ@m@k
TLx?
B LA, TAIHA, SODBEIADI &, ?oﬁ’bé‘g}hf’co B, b
DEL LD
% )9 A, Kk, %57357137“;{‘{%’9"7‘5&7‘7’:“75%0 FhiZ, %@T\ Al
POVTREb L, BEIALE, SATGRIFoRE e REL S
oo TEoThoo, BTHEETHALY, BoThbBHETAEY L
726 ?
EF S A7 T STHERE KA,
FE I, Tob o TRBIERHBAT S !
S L IBALIITATIRATLR. 4%, KRE2bEd,

%
¥
7

§.

out. SIT nosebleed, ¥ o7» 0 completely

136

" o : : th AF H 1 bout to go.:
1+ 5 come off, Hih D be all out, By a3# > misunderstanding, HATH just as one is abou g

+ 40 enough, ZEH suddenly, FE=(Ab}) ¥ E A F L — 3 5 ¥ a demonstration, # ¥ 17 % a
catalog, 1 A7+ ©— (Lit) Nice follow, Good help, &7 4% indeed
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4. BEEZD Taking about something you heard

BT A, _ _
Revealing the source of your information

CDggggﬁ_ggént@%#a\ﬁg%ﬁﬁ%of ------ .
@ KEDPHEVZATTITE, e o
@ FLETR S TRATTITE, .
C>:1—2ﬁﬁm%wf%otﬂf¢wa\ ------ o
C)%%ﬁ#%@%ﬂtkf?ﬁa\ ------ o
® PHIRE ABATTITE, .
C)ﬁﬁﬁfﬁbfw%®ﬁwﬁ¢othﬁHE\
® FHED D DERBA TN
B E&RAD
Talking about information you heard
DHELLNEoHeoLATT T
C)yﬁzﬁitﬁﬁﬁb¢5%of¢;0
® FHIRGREL) TT 4o
@ﬁﬁ%iﬁﬁw%obééﬁﬁ%ﬁﬁfo
® 5HEEERLEDD & T,

® BRENAE T ©

e D

@ Ef%a)ﬁf% Helwnblnk, ®

KEF |
!‘;g\ﬁ Chr o BV, %%T%%[W)@ﬁ‘h S A f&@%h’@'ﬁ_of !
M%? FH D, l[rnﬁ®7’7 ﬁiﬁ%%ﬂ"%}%bwbia
:}r':‘E*' X_'_‘ %D%&ﬁkofto
& MRERY

FEEETZ» attach. &5 a source. /MHiZi¥ S happen to hear. ®
price. fERT & dismiss. %50 behavior. &% LV suspicious
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Y43 argue.

LAY T 5 risein

D%%%L%

Z A0

Keeplng something a secret
I ORIITE e o ®

@ Zh, EPOAEELLZVTL RN
@ F7LaTHEbtL, ®
@D ﬁ{ﬁb: LTBWTIILWARITE,

® BEZL, €
| XF%3 | GtroABizonTET

Talkmg about personal matters in the company

DO KM AL, B EEEA, BV
® &Mz
A4t mmg%&ﬁc’): Eo
B EERLED 2
A2,
S EHLn?
¥ N 5 ﬁ%ﬁ}?éhf:ht‘“o Ts
S A RS
A AEREEEICEE ShAF#» S, B ?E%Eﬁﬁ%of
Bl B oD, NE ey v

ﬁmﬁgﬁ' 2 < ﬁ%ﬁ% (E

Talking with a senior employee

T FrF ibrobHWiATHITE, DA TIZA L TR
Z{H) . @:i? BATH-TAHD? 32D NIGShinwTh,
s ICA BTG WRAT,

¥

~

T IBVIHAE, KRVD

7 L2 off the record. M eep i ecret Ir
F . 275 k t t ; €
W not franl p it a secret from others, F4% a secret. iR dismissal, RE
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5, BI=7Y  Getting information from someone dHATEETVAHEC VW TOEETEE 27
= ~ B LIk

e Getting information on a problem in the company
B3 AT, KIBCATRITSH ) Lo kT © B EBELN, L) 50 T AT
. = ] S A S @ :E;U—J- : 2_ ‘? == b = 2 -
B/ b I HOMBHIEL v b, FOOHH T, , . bbh. BATNREGHE L FRAVALITE, EBL8,TED A
rﬁl# : %?) 'C"&‘ﬁ\ ...... o - e
B 2o W) FENRDS 2

Bl FAE e H o RIFEHEHBMRICHEOHOLIERLILL 2 %,
BE BEIETLL? WHEFOIDH :
. ~HEiEvE A TA PN
. PN ;:\Ti%)zﬁ‘gl,u ZELETL
T F e,
HEAEERTIES, Y ik ~ET 3
LélUTﬂ%éﬂtﬁk@ﬁ%oft&ﬁoft®ﬂ

B ERIc>VWTERS
Asking about something
@D Yy FEA EILEFA-THE? ®

C)%@ﬁﬁmﬁbwk\ﬁ&AfT#o
(D%%@ﬁﬁﬁ‘wotwm@ofakfﬁﬁo
@ BEHHOBEE AT TET D

Bl wRdh, TICHEES T L,
BR:Ledb, EHLT?

® Ky s ADREIIEATT
s NPT P = . 2] \7‘]:(‘ = M - .
® WRER, &9 %o THATT R B AR BRI RFIZESNLY, VBLDERTR, FRT 5T

o LA, ﬁ%“"

B E)VRE RAOHDY CHWPo ek, IIEEHE, FHIT05 L TY
L7z kit

BHD DM S TES L,

BT, FZEEILBATT D

pi VTN f:ﬁAMEiE%JW%K@ﬁQﬁJ@MZ&&/\,L‘L&DZ&'«W‘)?

=i &;)_A\ TIRATE R Lob, BERLESW LS SHE e S bl
T4, |

Eodlaintgal
P37 I o RV BN A v

BHEBRERD D
Asking for further explanation

D Fh-TEIHIZE? ®

@ Ledh, EHLT? ®

@ Fhisb, BATEIELEPST2ATT PR,

@ é‘ﬁ&iﬂf‘w'}rl,ﬁ%ﬂﬁ{,&m&ﬁﬁfunv:’é'é‘#mi ?

® @oii"")i%ﬁé/\h FAYHTEL 9 —FTHATLLIRATY

® &%l;)f':&otof:t? ®

@ . F3niyod 0 horkd? ®
SFh, MR, ®
ORI UR {%ﬁfﬁﬂﬁ%ﬁ%?

f’: ot
-+ A a bonus, HfFF B expect, A v U + % = (Co) H 7 ¥ % consent,

achievements/results, A inactivity

5 N = bl e s . E: ]-
J: t 5 72 be IIlUdd}‘, get b()gged dOWIl) s J 7 area., g f%) nJ L— m Splte Of “ 5‘1 %j < Ire

away, { o TH% A turn upon, B th : : .
PGB takeover o the managing director, WES. Gifu Pref,, #iff generalization,

ER (business)._' ::-.:. ._
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6. Kﬁﬁf)‘ﬁa&%%ﬁ Talking about something uncertain

ﬁ'ﬁijwﬁ BIEgIic 20T Hhad 3

EARRE

e . T LAARABELRLLGW?

{3z 2 EVEA

$7V>ZL% B f%ﬁﬁéﬂﬂkbv&ww?

e CHD AR

Crd L LA G AL
Discussing a rumor about your boss

ﬂﬁf@&wht&aiﬁm&iUKﬁ
Prefacmg uncertain information
C)%wa_a\ﬁ%i<ﬁ%&mAtH5\ ------ . ®
@ BESTELTHAR, - ®
C)thwiﬁﬁELHn@, ------ o
@D brobiEoFNLBVATTE, = . ®
BRECHLESFSET
Trying to recall something
@ EobbEoboTlILeholihld. ®
(D%#\ggéAEELtABv&#otﬁ&%o®
D rzbki, TIWASTRER) T L o &
(DK&A%L®$%HL¢&#01#&\lﬁLt@@o

Zad i

® =27 LEDOABRE 572 A L2 BT A

E@@%ﬁﬁtgi%

lemg an offhand personal opinion
(Duﬁﬁf%fﬁm%AL¢&mﬁo®
@ TDOFISHhT, BHIATAL2 2V IO
B 7hA. FAREZLs it BOT T S
@ 1RAEIFLEI L CbPARVITE, ®

)
S -
SE

3+
ak
e

i

HE i
&

T, IWER, £ %2HATL L9 1.

CnRdh, THAOTEEROLAL 2 RV TTH,

FEDVI T, A EACE OS5V nA L e T,
V27

AR EAL Brok )

DBV T,

SR, SRS EITIOPH S TS ?

i.&dH, iTv,

CEIRELST?
CHWAARETTOE, DR BoSHicn s Lk wd ok I A0 5
TS LWTTITE,

:ﬁ%ék@k;ﬁo

VEHEAT, HOMEIA?

B, TEAR,

CEAGRFETT R,

C PR BB IUER LT N2 LR R 3 A OB TE A H A
RS TEA L e e e LI (T o T RN T o720 THh a2 L,
2%5%5\%b%fot&%oiEEEsﬁﬁﬁb\éoétaﬁﬁﬁﬁ
RS A DS,

CENT, SREIZAESS,

1L hPAGVITE o ZHERS LyTT &,

CRARE, FRTAERIIGSEYT SV THEEZ AT oT0 D
P i

b TTh,

TRSIFNHEEBE R ARV ECT R,

EOE A actually, ELiE
H¥ enterprise. 55 reject, %t =1 feel down

142

S memory. &b b & o H7E both are to blame, AfF4 % arrive of goods..

8 F man/woman of ability, WE# favorable, LA extension. 12#*5 plan
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Chapter @ Expressing Opinion

1. EE%#3AS Expressing an opinion y

RE Lo O e LS 1 B T

Asking for someone’s opinion about product packaging

EAREE

R 7oALY Mo TEIHILIEND ERWESTH
FHAD

B HDS, LAV sTWHIDIRE ) TL LI

£8  AKOCMIZERZLY

EyaN

H Y

BERekdHd
Seeking an opinion
@ BT T
@ MAER. HHELADP @ B AL EITTD,
® Ehizie? ©

G T A FT T 5%

® mHin? @

ﬁﬁﬂﬁ%&h%
Asklng for reasons

D EwIiniE? €

@ LBoLlewnETLE?
C)i%z%JyﬁﬁﬁfgmwawaﬁmuQ
@ &) LTEL bWl VnATY 2%

O HHiL?

® &3 LTTTH

@ e AT

RAT?T ©

1T

AT

:/47yéA\?&£@&ﬁ%\5%®m%wﬂv7~9:%¢%ﬁw

TREME. T R, YA I ATELED, T3
CREALFEIRATY,

e
T o F L BATYN., T8y 7H~‘/“0)7£;j:&:omf@wf:u\/\/@

SRR, BIICNT AR TS A I LA T b
:751?4v7§§f%ww91w5:&f¢#0

VA B N
PEVIHIDIL?
VA I VN

:%m&otﬁf¢in
JAv

PRBEER, FhidvwanTiiha,

Trh—brESTHATYTITE, /4?/%Aiﬁ%%%_,@#
of£%cﬁkf\%Wgﬁfﬁﬁﬁ#@T%QWiwkffﬁt
v b ?

TARCBEL - ThOITL WA TTIT A,

BHATT,
A Ao

ol izl Buds, @%ﬁ%%ﬁgéﬂﬁﬁmwvﬁ
WATT LR, 22 PSRV L, BLTHEEH%0, #%ich 5
T BALBEILLR S L, Aﬁ?mﬁ2%t<é&tbfbivf
LiD? TIRAT4 v 7D MBIC R ADET I o 2R AT,
RolZb T LR ITHIEVWATY &, HEHE, &9 0nI)Biras

ERETETA?

AR TEPOLEILBETIEVWATY, 2% D, st HE R AR
NNV TV e, Z3 3, 79 L08R E- TR
AL, —AZBTLy? ﬁiﬁﬁﬁédﬁﬁﬁﬁﬁﬁﬂbﬁhﬁw
HoTaFfIb 2B T4 L,

LiFh 2 focus on, 77 A F 4 » ¥ plastics, 75 %% container
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W¥ M environmental problem, Y #1 7 Lt 2 recycle, # & materials, ¥  bottle, =7 & » |
cost, 734D be bulky, #i% transportation, FJ v # truck., HESHF X car exhaust, o776 if it's |

i

so. Z empty, —Z1_ 5 kill two birds with one stone, # F 1+12 in addition, L0 H struggle, be

engrossed
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0. EE{fiT3 Evaluating something/someone

[

BEAREE

*ﬁ'VBWb-%ﬁvazwﬁﬁ L7 v A b ATTENT

: Ub LUrAL
A ﬁ‘ﬁhﬁ%@'ﬂi?ﬁ‘ff%ofigi L7z s
et GAE BU

......

*ﬁ:%i#&%‘ﬁwuu@%b&#otfé o

0 E ERE’JEE AERND

3¢ otrATEPAL . .
Giving an ob;ectwe observation

@ R e o TR, (3)
EE&@EM%&H%

Giving reason or evidence
@ &%0)%«7%1}5’% R L fﬁ;}znzi) FLEY.
@ FREhnZl, 3 ADH Y LA

= EEE JEEICE Vv o
® 4@%%7’:%&%%%%1%\ gl:if@“c i@%ﬂ)}(%ﬁim f%ﬂf S

B 5 ﬂ%’é?& EH‘ %
Lydhbte
Surmlsmg about the future

D ZHRATZE, f)*&h@ﬁﬁﬁ&:iﬂ%?ﬁ% LiEtAs
@ K, ﬁt@f;}\%ﬁ_tﬂiwij‘o

5D U AATD

;@ ANEDTS

Rating something

@ 10EmET, TRTE Nl G g L RV
FATA

@ 10055 ©
@ RESESIhEVRd, ®

Fwd i TA

@ H, FHmreI &l AL ek Lbo

AL EATA

(D%T?ho

@ HATHFFHLLC Wt hio

(%) ®

artﬁ sampling party. ¥ home, FERENI 7 positive. fik I3k understanding.

# 4 report, {WEEJS] an insight, FE® I very. LTV % be superior,
hopeful, A% person, i & perfect score.,

quality
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3 A mistake. T
# ) war potential, ﬁ%&

T &5 4 passing mark, SE3 . average score, I commo

FEREE 1] AV ARBERARI T ETS
Unofficially evaluatm*gjaé new employee
& @755 CEES BT iwouﬁjw)muﬁzi& 57
® RO LoTHRRTE L, EROHIARTRNL, BRI L LEy. MiE

RO TTR, TORAZE, 24D 0)%23’3( st LhFdi,

ﬁ* %hﬂib”«)@o

B 72 L WAL A CAS, LA 2 1) e

3 L oL L #L °

E*:ﬁﬁ‘@éowmwﬁﬁ?

B I 20 W) DELEIATT L, MESVE T, ﬂ%ﬁﬁ%ﬁfw%kf
ETHBLTLES L, &5 %@%Eﬁb:i‘é&f:ﬁ Zajgﬁ[jvb%é G W
RHLREHLEDITELAATTY, Roi@VEINCWVATL LI RZ - o

[ A A =R

O 7—% EFA TR LMEF R EERTY, WHEA 2 CHVIERET, WE
)‘J%Ci’;%ﬁfﬁ"i‘%< {HWTT L, %J?Lb‘ffﬁ;‘ﬁ_ ARG LE T,
£ TehAdd
WA iZH. T, WﬂﬂlﬁC BECAToTHAN o),

HALw)

BIO D BEDRF T, %)’J}\&:u% o TWhAFHTT L,

HmELH TAXwHU
ﬁ*:@%\%ﬁéAmk_étho
ﬁ52§$&% =B L2 &N HBATTE, BHRATLF2% 2t HiE

XBHDLAZTE, BHEZTHLLLRVWIIIZLAEVES TV L,

ELIUAES
FoZ 9, ?Egﬁftrt ZAHEPHBATT L, ff?b%;ljhiiﬁf%hé/b Loz
EEVET,

E*i&ﬁA\&#&#ﬁE%ﬁ&A%Dvﬁw# %# DL AR,

BiO : 29 T i, HRAEELANDIFLB T4,

E*:ﬁm%;5¢<#bww@Tﬁf%t91bwﬁ&oﬁif%of<hi
m -8 °

BO: i1z, ¥IV¥iRenidi,

Y a7 curiosity, BERE energetic. #4854 % continue, 83 »{F\ fickle. Ml tendency. WIFEH %
nervous, 7 % % ¢ be filled with admiration for, B environment, surroundings. FEIG T A adapt
oneself. #F2 Kamakura City in Kanagawa Pref, A%#&7° be popular, be favourite, #2074 < S % ¥
make no mistakes in what one does. BfE confidence. 28AEZ7 be a jack-of-all trades and a master
of none. #2 5 train, ¥ ¥ (&) strictly
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3. %‘?g'@"% Hoping for something

EARE

(A HHBOERET)

ZedbLe L iTA BHALD

EEE @A ICHERS) T
7 >2%ﬁwzt&Aﬁiﬁ\%§%%ﬁ£U£¢®ﬁ‘%ﬁ?%ﬁj@

a2 &

100 iE V7 E WA TTHS

2@&%@@@%@@@%%@?@

] - I - g
Asking for an increase in advance payment for a business trip

%%&iﬁ /\"'6
Expressing a hope
D HEOH J Gl bIPLEALDESROTL LI,

@ 5 & ;ﬁ@)‘ ll—ﬂ)iﬁ?\ L9 LR L TiELWATT,
Lolal () oAt

<3%@®fuvlﬁkm\btbm@ﬁfwtﬁ%tmc
CDﬁﬁwﬁ%mmﬁwatﬁgtwAfﬁo

Liam
® R, 57 % —HOWT B A G T ET. ARBROKC L) EEAD
i : =LA *

L k3sd  EFxllA

B O#HHTERIICEATT,
BiaLx &5 nE

® By v HE—NIfFoTh Bz, (B) ®
@ HARITE AN ? By TR of
SEEEEIILTIELWEH, ©

WFhAPAEARA

@ 75— EdTREVDEH. ®

REROFEEEND
Expressing a minimum hope
@© 2¢HTHH IAMIH Ve ®

@ BIETH 1 FHIERTIE LW, ®

i
el

it
i

PEBEDRIIMIED 2 L 5 AT 45,

819 Ao
PHEROBERE, LI P LAAL SRS RNTL x5,
CATH L e, BiCE bV RRa,
DRI T b kT LR E A

:L@Lh\:®$%ﬁ?§%®ﬁ

L

:ﬁHE&@‘:@ﬁﬁ%ﬁﬁkW5®ﬁ\ﬁ%%ﬁﬁ@ﬁﬂ&kﬁ#%

B .

Dhirol, oo BICH R ST T B, SHEED & o &

B :

TmiT#%\f%?%&Eﬁﬁ
TLEIHATT L, £6TH 1

3 %%lé‘:?ﬁbﬁ?@ﬁ%ﬁwﬁ“f‘o&o i

o THHHA L Lz v,

C'-’Dif,ﬁii\ PRYANMES N LD TT L, BN Lo B EE
Tl L iEs

’&@Jo’(%ﬁﬁllﬁ%:&%&ﬁ*of:/\,’(‘"ﬁ“ﬁ\ R—F AL TR S Sh
AL 7 A Sofls A he - >
el T B !;:]ifﬁﬁgﬁﬁ%f(‘_oﬁd)ﬁiﬂﬁ%ﬁw’f‘fflo

7l
EFwdrd

------ o g@&/\,#éot%\ BPAEZERL LBV bIRGEES L
" [RPRE 2 L AL
6oT§bﬂ%®ﬁfE§0)g§&AE%&biyb>ﬁo "
ESER AN %173“%55:%@@:@%%8:73Ii%?;?w’@“hb‘o HERMIE 455 3R
ke = A V] “
%ii‘ %0)%#‘;1%7%%35%7’:7?)’%Huiﬁ’fﬁ@j}‘%bf’fgf:oflﬂsﬁwfwi‘?io

STM&SNE, LNBATHT VBUVIIES L TEASLA,
< B3

KBkt

:é‘b&w?ﬁ\%%&gbf i
RZLEHLLLBEVLET,

i78) action. HIi2 eagerly. EE¥r hope
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HeFEF I (family) dependent, AT#EE advance payment. &5 entrust. % Shizuoka City in Shizu:
oka Pref.. #3 = (Co)B#¥ 5 transfer. Wi extremely. BIET 2 confound. B#dH 5 sensibley’

Notes

A hard time, #® accounting, ¥!X#isH 5 tighten, EIE% 4% pay out of one’s own pocket, #§
BT % settle an account, ¥4 special case, V515 one by one, {RILV: temporary payment ;EE:
T4 apply, BB at the hest, be about the best one cando, FHEE T2 go through the roc‘edu:ﬁ
for something, Hi2% complicated. #1#3% be patient, shelve your request ’ -

149




4. ¥/ RETS  Making judgments/decisions
-~
%gﬁ SO U T A AL Oﬁ‘ﬁ%%ﬂ’( E /2 ATEAN i?%ii EIH L
£9 0%
i1 2T R, MOARECLEL P
KB L ENTNNT T,

xl%ﬁwéifﬂ%Té
Maklng judgment after consideration
@igﬁbf BLE otz FBEWETH, bro U EWTY I,
@ %ﬁé‘gﬁﬁq L TVWADIEbAITE, FRIZLTLIEY. ®
@ FRIFE)TTH, TVRATT,
@ R JE B o 1 b LRI AN,

BiEds

Deciding something

DO Lo, %‘Fs‘%?ﬁ‘%%o%bzﬁﬁi FIZLEDe ®

@ XL, FRhTVIH, ©

@ FORATHWII), ®

® L. &kEhH! ®

® HrE! ©

® L, #IVHTET,

@ Fhle, HE,TEVITETHRDELI D ®

® Tk, FESIHESACRDET,

@jﬁ?(kﬁ%ﬁﬁﬁ\%§<Auwmm%étw7»k ILELrIds

@ EHE»LENEEL5CICTAIEIZLET,

FRIFWLHZATH

L REEEE TR

FAEL R Changing the translating agency

RH

Throk,
i A
DR OB OfE ok E AT
D80 A Zhlx?

@@() % AT -

PRZL SAEREL-R b BTk BENTTHE, broskEney

L,

Y&, ITL 759 gﬁ#tg# HTH, £2, oD 6 Ln

@, 5

ii\%:@ﬂﬁ\%ﬂﬁ%wL\wo%@@%ﬁt%%L%b@&%¢
o T &

2ATRVATYT,

L= TLAh D el %lﬂf %LT%AK !
CE S ERIE AT, 5mmqéio&f¢ho
TR d,

CEARZE b, S

CRATI B bDIIINT 5 LD D e,
PEITTH TARERERE T DL Lgreneer o ITL % B »

BA
T, IBEITLIDE R VEWLL,

L /NS S
BHHE
€/ :

Ih, ATEswE

FALCY £ HrEe 3l

ﬁU?ﬁ‘%tE( Bk B Tn A R H,
f%\ﬁﬁ%t#6%A&éAL¢&w®#?
rﬁﬁ*ﬁﬁ/\/f%t Ak, 3,800 TE T4

HA%@? =l

Lo

Dr3LATE

T,

Led, FELLFoBITHGILICLES,

., HE T fDIJJ éA&%ﬁLw
ATLE 4,

UEE A, HoTh, HM-Th,
Ced, L dd%wtidln,
W, FRE TR L Lo INITRBHIEES > THHIC,

B B¢

Vi AT Ik,

2 TFH 4 > loga design, #£5 narrow down, MEFEHH secret ballot, FEYET L order, Eﬁ%ﬁﬁ;

latest technology. A (##) path, THEH person in charge
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%‘Hnﬂ translation, FR& mistranslation, B8& L&+ 5 compare, check it against, ~ 47§ per, &
& roughly, EM# technical book. BLUH7 conscience. FEENIM cost cutting
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5. EET S Making a supposition
EAREER

B4 LT 74T SKBOREA) BT TERE L) LET D,
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Giving an opinion out of supposition
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@ BLHONETH, RTTR, ®E) ®
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Supposing an uniikely situation
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R Ty protective institution, R L= {In) 'T'Pf'ﬁ IZAND let someone join, %7=(Co) 72, ~%}J0) :
 first . in —. VWL A bully, BEF= (Ab) BETEEHILE BT The Tokyo Stock Exchange. —ELEHT
Ao &iTHE in case of. MK

% be listed on the First section of the Tokyo Stock Exchange, ~ Lid
% dividend. ¥ 5 double, F dream
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FATOL 2 IHA .
Expressing a conditional statement
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Talklng ‘about moving the department to anocther place
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TAF 4 h master, FEEHT make doubly sure, F— by any chance. ¥4 my company, &%
consumer, iF 8% experience. 4 (I if, % i fixed price, #|&k profit, /R T 5 secure, —HF L2
Granting that-, {REL.3 % confuse. #% % point
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AARRBICOVTET
Talking with coworkers about personnel changes
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AH T BB o) T L, Th, ZADEA S TV ARWT LI,
A I 2EA R, HEIOHIET, HFEFEVL LD,
% ThH, FHELTER? BE-TIE?
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change, reform, 176 Lvi=(In}{8 & Lv» hateful, &F LT You win :
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6. BERZRE TS Deferring an opinion
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Avoiding giving an opinion
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Postponlng a decision
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Av0|d|ng making a conclusion
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% plan, BT recommend, -—77 one’s own discretion, BI% an immediate answer
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18 Wber}e\al:outs\ -fDA% % carefree, optimistic, ¥\ payment., # % delay, be overdue, #{E$ 2%
Sn;s—s‘ E‘iﬁ‘k ] zi financial. #iF ¥ $ % run about trying to escape. IV v=(SDER% - E L\ be
ubious, FEHMN7Z be too late, F#* 3D do something, Fh Z¥r get into, go to see him
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Askmg about a person who is being iransﬁerred
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Being asked 1o join a leisure club
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(EEoE 1] ¢ IOV THRET B

Making a proposal about conserving electricity

7. #BETS Making a proposal
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L ko "5 w9 = (Co) iﬁﬁ‘k very often, constantly, TH#T3 % put out lights, L& ¢ =(Co) LTHE (.
EOL wisdom grows w1th age {usually used teasingly)
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Chapter 10 Exchanging Opinions

1. /BT 5 Persuading someons
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Expressing agreement

@ 13, @ v, FHLF 4,
@ VT Ik, @ brh L
® FRHFITTRAL ® %nu;—;i;a’lm 9 h,

D %rlzr, ®
© #EgRL @
@ ZH5VIFRATL 1) A,
@ EH)THLpENWES TR,
O ETLL, B

® BolebibhTi,

@ FH, 2hy WA iz ©
@ Lrddivniz, ®

@ 2o Thbi, ©

!%ﬁ“‘%—? i Q%ﬁ%nn@ﬁ%k’)b‘—(ﬂ —9"%‘1

Persuadlng someone in regard to the proposed price of a new product
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PR=HE1A. K4 ¥ F =F& poi 203 7
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truth in it, 2% jecti 2
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subject, F#t A shift, Fvs hard, X 5 200t an opportunity, oLt AR o TAL=(In) & D%
T#H b Let's have a try.

mﬁi]‘g‘ sell wholesale, -~ uniform. %97 optimistic. M approval vote
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2. X5 @"% Expressing disagreement T3

= Disagreeing
HEE— ‘ A 3
O FHTL x5
%g Thh/iL, FEARLUTHEETT Lo ﬂ%b#%&w®kx;£§ @ blLixF3REwEwA,
7 S T
;A’Cfgi'@.—;bcto 5 iﬁg%é%tﬂ?é
,{,i@ B ADT® b:ﬁﬂ%— BT EAY, KLk, BR LA E DT Ao Giving an alternative idea
D L. ZobOFERESTTH, @ Tk, ZHLTRESITL A B

C):%#n@\rﬁﬁwﬁ@g%%¢5mffﬁo

SETY—-EX k52— Eﬁ DWCEELE
Talking about the proposal to open the service center

E R (Dau &
Prefacing one’s disagreement
D BoledblbidbhbATIH, .
@ ﬁ%ﬁ%gffi 5 TR, e i
@ B LehB0hd LILERFAD, » o
@ BABIEERTTH,

& FATE
B MERz=E @bkﬁi%
Talking mdlrectly about a problem
D &3 LA E &V BRFTTETHATT &

@ mH P ERAL Yy —BIRRRATE LA, EITL 2 ) b
74U — AR AT, %hidﬁﬂi’C%jf;{%ﬁ’u V) 2 LT,
AP CEPFENEDPDIDIE, by ook oxjm
BH LAl COTITHEERCH LR ) OBESY»RN T L. 2hTh

CTOHHEED S, LD EESDREO LG EVY 2 L — 4

BV THT RS ALY P IRBER AT, b 9 BERSIF Tl 3124

@ ZOBIOVTH, FAGVLELEVATT Lo ENhVERNET L,
B RAOREETT TAU— I IIIOREITL £ )b, EEED SO
A . =&
Giving reasons for disagreement Mugbdid, EBir7 7022, $h3F 7
—

MEVIBLROT, ¥~ VAL —IR%
EREV)DTEHRV, TFRs, FEis
NW=T—=Yar»TLEST, IOEFE#T %,
2. 3BWHAETHEV) DI
H¢ H TS, BWEAL WHDITT D,

O ZoBmBY T b gLTw%TE:;[EGCEi\ ZOHEA D & o k%i%ﬁfﬁéb‘AD$-

RuhEwny ATT,
@ FARIMERIE LIz, A TEEHA
(D%%%%(Qotb\ﬁ& EIA72T T %i@LmL&W&L?&W(Llﬂﬁ

MUE-X] 3

@ F—, VyVHD &%EUTE’C%%!? I, 7HA /G’D%aﬁ’rét TRATT Lo

B &—. IEFPIFERT 5$i5§$® TR Y T

BE ¢ [ don't tradict but, Ly L7 ==

atio #FEA LT L 5T+ AT I don't mean to contradict you bu BEE Bt cstablishment, £1£< setde. M5 fi )
express one’s disapproval, #t{{ a generation, #4H burden, EFIZT S discount, 2§ 5 pay. =) P
# high-class, [ intention, EM T & be accepted, hold good, ® iE%~7% V> not ~— any longer, %

— above all, ER{LT 2 distinguish, ¥# S novel, FlE= profit rate

%8 ¥ negotiations.
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EReE—? | 4FREOTERECESRTS

ERRE-3 | ABES S ERLEV A MNIBEF BB LS P

Disagreeing about the proposed price for a new product

A manager has a problem with the list made by a éégt
chief :

@ B AOHRMOMRATTITE,
@ FRAP? @ ®E

RIS RO 77 ¥ % {E o T AT ® EE
LN BN S TWABERST
TETBHBATT X, HEE

FR bH. HrotBOTVINE By [
B T B AN,

RE : = OBESY 4y MIILTA R
WA, ZOMBETIED L o B
&%ﬁﬁﬁ§WAE?&WﬁoTW5AfTO

B HELTE— N LTEMA A=V EFo TV, RTVRHABA L% et
VAR Z )

ﬁ%:uvvﬁ®E%gmm&&a\EéLf%ﬁﬁgﬁmcwéﬂ&wAﬁﬁﬁ HEE
------ c BELEL R oL, HEEOUAOV L bhi{hoTVAIET
fﬁ5\%ﬁ$@ﬁﬁfm\%u%ﬁmbﬁwAu@&wftlﬁﬁo

HE Y — A, BBEEED,

MRS . Uy HOEEILTE B ENGVATT Lo FHA » OPH 82207 B
Lo Apeeeees o%ﬂﬁﬁU%E%K%Aﬁ&%\%?%%ﬁ%LK(Wﬁ65
L. REOECAS B (hoTETLARbRR,

SR T 5%, brotREORHE B KToH0. TITH)—ERNL R
ThHHBH B

[ bh D E L

B
=3

VEEER. RO O T2 POA
LA ¥ A

: 5Z@b\z$ib\hij}

(REOREIZAT O

CFAIHA BELELILS ATTL 2 5 95,

LR FHO) A }“(f:}gl%lﬁ?ﬁ]\o’fb‘&b‘f)‘%\ BhlwWwhk B sTh, &

TWVEL FH NI DIT L e VAT TS
S ABBERCE, FHIN BT EBBP RN THIF 2 0L

CERRLEAAEF DT,
PENGL, FTEIEHE R ANLNESES,
AR T, ZOTUY 2y bTRDAVORARAES T U e T L.

DDA ZEEHEJ*SHCD%E L DS 45,
LD E 72T, T FVWATT L,

DE A o Th. FEIEBEEHT LM,
LALS
CBEVWLET, ZO5EIEVWE YR LB THRIVDT,

’\EGD:' &: 7;‘/\47’5”'(‘:“‘ .B I o (L‘_l(ll/\yf}\troz

L

>

ﬂﬁﬁﬁ%§%§wwmt‘mﬁﬁﬁf%%5@?

BODEDIEL, ) Levihi?

ﬁ#ﬁ%%@@%é%@ﬁhi?toﬁ¢#%‘UzﬁwsAﬁﬁéw
AVNWN=FIEEIATT L, FRICEHBRI TS TH T v AN H Y

BEhOR N TiEHs0hh, b L
T2 9 3B 2 v A 2 A .

W FAEEDEIORmOELZTCOLET

ER RNk N

IO, HEFL e ok

HAR = (AD) BRFEfE sales promotion, #a <V E % wipe off. 6 R be rather expensive, B
4, A5 7=\ (Lit) tighten one’s purse strings. FGE in the front of the store. By smart. 3% T 5

Fr new,

convene, gather
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AR staff. BE#R result. 1831 cooperativeness. (M3 24 trust
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