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o—2(1) PIHEB BAIS—T1> 0 TOECHEBN (1/4)

Good morning. My name is Yoshiko Kato. I've been very
excited about the new assignment here.

For the past year, I took the childcare leave, and I've just

returned to work.

Before the one-year leave, I used to work as a clerk in the

sales department of a computer company in Osaka.



o—2(1) MIHEB HE—T42 0 TOBEEEBN (2/4)

By the way, I've been living in Kyoto for five years now. I love
visiting old temples and shrines there.

It’s a great pleasure to start to work with you all. Thank you

for your time.



o—2(1) MIHEB HE—T42 0 TOBEEEBN (3/4)

NZRKDHoNBHENHYFET, HERMNMZ1~27IEEOD|

BN EADZVEIEGTIE., EFHFRE B OB ETEEICKIFELGEHCHE

FFEMNEZ BN

TWAIGBHIZIE. BH0OARTCHELTERXEBAANDCE, Chihb—#E
[ZEIKAICRLAZES>THLSTELEETTH L. RO P THREROGF

ATLSEHDZELD LN S ELNTLED,

B3E. BRDAMZEIIIEABFEDFRITEL T, "My name is Yoshiko

Kato.” dULME “I'm Yoshiko Kato.” EMHYET M. E
RICBEBNTZITOEZ(E "My name is Yoshiko Kato.”

ECKRADIZTIE
DIFSH FEEE L

WHOhTWET, —F. APaFIIEFEITOEERENT. HHWI. T&

LDH)THRIELRWERDNET,

ARELTEKAADBEHBNATHNIE "T'm Yoshiko.” (F7—RAb=R—



o—2(1) MIHEB HE—T42 0 TOBEEEBN (4/4)

W4ERE B D “I’ ve been living in Kyoto for five years now.” (&, IR

#IZSFFEA TS IELSIFZEITELTWET, — K. [REBBIZEA TS
FBHICHEEL=1EWLDIESIE. 71 ‘ve lived in Kyoto for five years
now. ~ MELVTL&ED, "T've lived in Kyoto.” [(KIREBICFEAT=CELH
BIELBIRTEFET,

B 4EREB D “I love visiting old temples and shrines there” DX
[CDWLWT: “love” D@HEEIRE (~ing). to AFERRDWNT NEEL\T
LA T, BERAVGIRIFEFCTI D, HATEVLZERE. ATEIIBA
EFRICRARKIFEFHBYNGTFEL. REBIIFHBYLELSIT AN
ZT1ERYET, DM, BIRFES LU to AEHADWNT hbfEATTEEL
BEAlE LT like, start, continue ERHYET,




v—2(2) FHER: EROREyI~DOEEHEIT (1/3)

Yoshiko-
George-
Yoshiko-

George-

Yoshiko-

George-

Hi, I'm Yoshiko Kato. Nice to meet you.
Hi, Yoshiko. I'm George. Happy to have you with us.
I'm also glad to be with you, George.

If you have any problem at work, don’t hesitate to
let me know.

Oh, it’s very kind of you. I hope to get used to things
here soon. Thank you for your time, George. See you
later.

OK, see you later.



v—2(2) PIHEIR: BRORF2yI~DBEEHEI (2/3)

BNEANEDOZFETIE. BF (L7, BMEICERGL) 797—AR—LALT
H?UA WET, IHEDAADE BN DIBETH, TCICHFDOLETE
BZ. I7—AR—LTREUNMFTBELIIZIDBITELED,

BOXNEDODANDECHBNTORVIOERBETIEEVNTETHERTTILE
S35 & . "Nice to meet you.” 2 “Glad to meet you.” . ®HDLILEEEL
77UV T "It's nice to meet you.” 82 “I'm glad to meet you.” ERRLE
¥, cDI—2 )T, BEHBRNDHIRET "meet” ELVSITANS
FSFTHONDDOH B8, to AEFAMEHLNTLET,

B575AIC, BEMNAL-BOANEICIRKBIESEENTETRIEYTL
T=1EEDEEIT “It was nice meeting you.” ERBLET . TEHHBE. H
BHT793 (Pmeet” F) 2HBFBLEHE. HFEYERIAFEBL TLVELVS
45‘/7"(“*5%[2 [~TETHEYTLEL [~ TETHETLZ] LR
AHGEEEIA (~ing) ZFELVET,




v—2(2) PIHEIR: BROR2yI~DBEEHEI (3/3)

B ZDHOFEFESRIA:

HEefnEk. —EHRERLE-2MSV 7 TEDAEBEL., [F-6%
WTCETAKYTT L. TFEBRVWTETHRICKYTLEILESHEE
[X. "meet” TlE7FL. "see” ZfELN, EFE2DODIL—ILIZEDE, "It's
very good to see you again. " (BEEEOMER to AERER).
HAHUE "It was very good seeing you again.” (BEL=HD N

- BB ER) ERBLET




O—2Q) ANEFOEBEZZITS (1/2)

George-

Yoshiko-

George-

Yoshiko-

George-

Yoshiko-

Will you prepare a presentation document using
PowerPoint? Here’s the draft. Please type all the

characters in the Century font.

Sure. How soon would you like me to get it ready?
Can you finish it by 3 p.m.?
I'll try my best. Any other request on this?

Well, please be sure to insert a page number on
each worksheet.

OK, I will do it.



O—2Q) ANEFOEBEZRZITS (2/2)

BAEROEKREICE, LTOLIGRENEDONET,

{511 Will you prepare a presentation document?

Can you prepare a presentation document?

512: Would you prepare a presentation document?

Could you prepare a presentation document?

BHLEITLEY

ISHEFTEHASH? | DLITHhD AT IVICEKRE

T3L2DERETT, =L “Can yvou~" MIFS5H “Will you~" &V
SHIZHAV AT IIVERBRESNTLVET,

mH20kr7rEy.

L TWVET,

IBRZE>TELAF AN IETEICEKIRT HLEE



o—2(4) JPVIOREEDEBERITS (1/4)

George: Would you fax this report as early as possible?

Yoshiko- Sure. The receiver of this message is Alex Smith of
the New York branch, and there are 10 pages
including the cover sheet, right?

George: Exactly.

Yoshiko- OK. I'll return this report to you when all these
pages are faxed correctly.



V—2(4) JPVIOREEDEBERITS (2/4)

<+++20 minutes later=== >

Yoshiko: George, the transmission has failed due to some
trouble with the fax machine. I ‘1l try again half an
hour later or so. Or, 1s there any other fax machine
availlable in this office?

George’ No, I don’t think so. Would you mind trying it again
later with the same machine?

Yoshiko- Sure. I'll let you know the result later.



o—=28) T7YOREEDEEERITS (3/4)

B —2DRIF T, 77V REEDEKBEEZTT-05—0MKIBEIC

FL. EELEFROEERBEHRLTVET, COKIIC, PLTHE

BR7E mANBdAIE,

EEUdSh. BERFHEITHOVWTEZHLELES. F

fo. TR R—SA]

EBISEESNCEZRRL TS RBZEHELLE

TIE VT—VBEDHHELATVET, cO—F T, KBEFEXRD
LTCDERZIF—VIC2EMICEEE S, LHEETEET,

B —2DBETIE. 957—0F 77V ABOBEIZEYEENRKETLT
WEWZEZEKIBEICHREL. HIEFKICODWLWTHRERMEBEBLTLVET,

B EDESIZ. AEARZYDDWAEBIETIE. BEZ5NT=EFHIZDOL
TCHRAUL /a2 —23 %5 ETIEEBRAEYR LT S,
EEDONTUVET, BECALBRBICFSALTHTTIUY,




V—=2(4) JPVIOREEDEBERITS (4/4)

B "would you mind ~” Z{E->1=FRIKR[-ZDL\T:
[~LTIHFGEWOTLUEOMNIETEITEIET HEE. ~LTHLALNTLES

MBI R Z/5EENDRBTFEL T Would you mind ~" A EHHET,
1 TE(C{kIEIT S Would you mind opening the window?
512 WBERRIZA&KEEEFS: Would you mind if I open(ed) the window?

Would you mind my opening the window?

BEhsDRBILISEL., TWLWTT KIEFZABIZEEIE "Not at all.”, “No, not at
all.” @AM “Of course not.“ FORINZEZALET A, BIC “Sure” THR
BHYEE A, HI2TIE "Go ahead, please.” R TY, —A. [BERYLT=LV]
EB o716, "T'd rather not.” (TEALERBYFHANB L2 EETNIE DD KD
[CEWLEL&LD,



b4 X =) DORA R

Q1. AYVaRAIZASDEEZEZD~DHIMLREATTSLY
1) TCCTOFHLWVBHEDRAI—rET o2LELAICLTEYEL]
I've been very ( ) about the new assignment here.

@ looking @ excited @ waited

2) THRIEIVEL— 32U DEFRB TEHBEL TEHL TLVEL

I( )as a clerk in the sales department of a computer company.
@ wasusedto @ gotusedto @ used to

Q2 (HB)EWVIZABZEBDE N ZEYFZEDO~DHMNSEATTF LY
[TREPIZIEA THEICHEYET
I've been living ( ) Kyoto ( ) five years.

@ &H:at, Lriduring @ &H:in, Liifor @dh:on, LM:during



b4 X = QDR R

Q. (H)~(OIELET—FZANTTFSL

D (#HEOANID) I (@QBENWTETHERTT L (EOANEDRNERIZ)
[ (DBHRNTET MKYTLE]

(a) Nice ( & ) ( LM ) you.
(b) It was nice ( D ) you.

2) (BELEAIDI @QFEHFENWTETRILYTT L. (FOALED BN
[ (DFERHEVNTETAKYTLE]

(c) It'sverygood ( £ )( & ) you( H ).
DIt( & ) verygood ( < ) you again.



9 4 X —=2Q)A)DRA L HERR

Q. AYVaRITBELI=T7—FZANTTILY,

a) [BEHEFH>TTNARLN? ]

( ) you wait a moment?

b) ThHAEBFBEWTEITETTLLEOIMN? ]
( ) you wait a moment?

HLLIX

( ) you ( ) waiting a moment?
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(EDRATHAT SE1EED

1) can/can’t (cannot)/could/couldn’t

AXIPRERAZRTLUNCTEDOENELHS:

- It can be true. (~DTEEMEA H D)

» It cannot be true. (~THSIDITHEL)

- It could be true. (D &oélLfzb~MhELNELY)

= I couldn’t be happier. (~DEFTHEN: U EEETHAIET AL
—H;*ua'-#'ﬂ'f‘)

» Can you lend me your pen? (<ADVATZNIZ>~LTNS?)
* Could you lend me your pen? (<TEIZ>~LTHEITEFEAN?) iR



GE)COBENEIZ{E->TREAPCARAFILERLI=IES & "be able to~” LBEHZ 5N B,
f-f-L. BERTH-BEX T/ ~TE1ERBTITHEZIFILITIZHES:

@ HAHATAZTEREOA{ToI=: “be able to~" Z{ES
) EBREEDET—BARDNZREICENTE:
I was able to buy the most popular bread at the shop yesterday.

@ HHITAEMEGRICHIEOBBANH-T=: “could~” Z{FED
Fl) BEWEFB](BIENTET-

I could walk fast when I was young.

*MBE

il -BEX ~THENTEEM =1, [ ~TFTHRERANGEH

=1 DIFEIEL “could~". "be able to” DWLVFT NWEFEH-THIFIET



2) will/won’t/would/wouldn’t

“will/won’t” &, I ~1=55/ ~EWf=2A5]. [~F B8V / ~FB5D2HYIEEL ],
[(~[X)BYRBE/ HYNRE TGN IFELBIRESN A,

“would/wouldn’t” Tl&. REMELBR L TEEKIOPTEINMbHh>THY., £-. 18
BILGEWLVALRIRETHS:

- It would be fine tomorrow. (will KYBENIFEENEL\ES)
* Would you like coffee? I
Would you mind opening the window? J (TELZERBLDIT)

I would rather not answer 1t.—

That wouldn’t be bad. mJ (el RIF)
Anyone would have done that. (could+have pp=18& D HEAI) iR E




3) may/may not/might/might not

may [EI~LTEHEEW(ERFRIEFR]) IR ~MhELNZELN ], may not [T ~L TGS
HWLNGHRUVDLDEILR) 1IN ~L(T) LD BN IEFELBIREND

“might/might not” [¥ “may/may not” kW58

ERERISADELA:

SUMERIZRI A, BELARKIFEFEFC

- He may/might have lost it. (may/might + have pp ~Lf=bv&LH %Ly )
* You may/might well think so. @A ~95DEHL-E475)
* You may/might as well do it at once. ({8FfA) ~L71=[F5H &LLY)

S BE



4) must/must not

must [ ~LEL TGS EWLNEETE) 1. [~I2TBAVELY ], must not [T ~L TIELMTE
WGERUODLVEELR) 1 LIRS B, -, mustlE “have (has) to/~"IZBZMZ BAEMNTES
M. “don’t have/doesn’t have to~” TlEI ~FBRHEFLLVIELZY., must notDEBRE
[FRG-TLS, BB, must [TIEBEFINGEUL=OHT ~ LG TIE G GEM o113, “had
to~" &9 %,

- A worker must comply with the labor contract. (FE#%)
» Children must not be allowed to touch the device. (FRULVEELIE)
« Must we wait for their arrival? (F&¥%)

S DBWLADIREIE 7Yes, you must.” HLLIE “No, you don’t have to.” &
755, “No, you mustn’t” [X[ULVWWNE ., fFHoTIXWFERHA 1EGHT-OFHE

- He must have misread it. (must+have pp ~UL7T=ITHBHBUVELY)



5) should/shouldn’t

should (I~ RETHBL. [~DITFT THAI. shouldn’t [ ~FT RS TIIZL | LER
b, cOBBEIRICIXBERNGEL=H. FIZKRTEY should+have pp TR,

* You should listen to your parents.

They should be right.

He shouldn‘t go out now.
* You should have met the client yesterday. (should +have pp ~FRXEFTHoT=)
= They should have left the airport. (should +have pp ~LTLESTULBIZT )



6) D {thd BhEhEa
a) used to~
L EfE KL~ L=t D). TELRIE ~Z L TUL =1, TLRTE ~ o 1F LBBIREN A,

= ] used to work as a nurse.
= ] used to be a nurse.

= ] used to be good at playing tennis when young.

b) shall
BEXICIIEAENGRANZVLH., REXITHEASNS:
= Shall I help you? *“IREIX “Yes, please.”. "Thanks, but no thanks.” &
« Shall we go? *IREZ X “OK, let's.”. ”No, let’s not.” &



MR &ED = I

[RIfRE D=EEI]) (ICiE. [BEEF], 7y FRE]E W72, EEAND Y —>
M2 DBREINTWET, EEFEEIZERY, ARBAREZ Yy 7E U Ty 7R L
THFEETIYY a4/ L, . . T, TREZEDDIEFOF ¥ > A TT, BEBREIC
A2 —YavEE>THATTFEN



>—>(5) “Non-working time” M3t -HERI- (1/2)

HERTOBEENRE THEADREBEEHEE-T-56. (BARAADE {ﬁl_iﬁ'é&%t 14%)
JL UK U—I-nnﬁﬁxbbibxoo “hizEY. BECTOABEBROSERITET

FITHBEGDHAETLED

Yoshiko: Hi, George. How're you doing?
George: Morning, Yoshiko. I'm just fine, thanks. How about you?

Yoshiko: TI'm doing fine, but a little bit tired because my daughter has
caught a bad cold last weekend. She’s still in bed.

George: Oh, I’'m sorry to hear that. I hope she’ll get well soon.
Yoshiko: Thanks, George. And now, how was your weekend?
George: I spent the whole weekend just relaxing at home.
Yoshiko: That’s good. Well, I'll see you later.

George: OK. See you later.




>—2(5) “Non-working time” Mxt5% -HEF- (2/2)

BEREADADKREL. BESYDRBIZLEFLT . BLXIRLTHELELD,

FPIZIE. TETXRTI ML “How're you?” Bk FEHNFETH. “How's
everything?”’, How ‘re you doing?“, "How’s it going?“ F&HEWLWNET,
DOREWLITT T HIREZFICDOLVTEH. "I'm fine, thank you.” FEIFTHL, "T'm
doing fine”. ”Very good, thank you.”. “Pretty well.”, "Not bad.” ®&3IZ
TDEZEDRN TEATHFELED T [HLIE? IEEERT EESDRI
£ “And you?” KISMZ “How about you?”’. “What about you?” EHFH>TH

FL&Do

BESDCLZRITBEA-RIE ALEBEELTHFOKRACERDBILAGER

WTHIFELLD,
BaAATRELESAREENH S AICIE. "See you later.”.

ICH N THHEE

Do7O7NRELBBR=HESHEENRDILZNENLAIZIK. "See you soon.”, "See

you around” FODRBEMNKIVTLELD,



<—>(6) “Non-working time” DxI&x -S>FHRE- (1/7)

FUTFRBLFEFERBEOZRZRODMBIFOBETY  WEBRICFIAELELS

<At the office>
Nancy®  Yoshiko, do you have a lunch appointment?

Yoshiko- No. I was just thinking about eating out. May I join you?

Nancy:  Great! Why don’t we go to a new Italian restaurant just
around the corner?

Yoshiko:- That’s nice, Nancy. I love Italian food. Let’s go.



<—>(6) “Non-working time” DxI&x -S>FHE- (2/7)

B “cat out” (XINBTBHIDET. BN TERETSHI(= "eat outside”) &ITR
Y ¥, BIEAIZ. (B I “the company cafeteria” TY,

B "Let’s ~7, “Why don’t we ~?” [&, EHICEBIHED EFZRIT LEZICALGN
=M. FOSFABETT, "Let's ~” & [&hp~FBkIE. £IFE5T3
CEDBRICEFHO>TLAIDKRRTHY AT IVICEHEOXEEFEZF5ELNVSTT,
ftt77 “Why don't we ~7 [k, T~LELELIM/ ~LEEBEAMIE, BT E
[CEMEDEBZHFICRIEVSTLALONEICHLFEZSEFGRTTY,
“Why don’t we ~?” QABIXIKRIZERREF " 2ENEWLKIITLELLD,

FE [~ REFZ [~LIESHLWIFOFRIFEL T, “should” 45 "ought
to” MEISNTWLET M, “Why don’t we ~?” D "we” &7 you” IZH
A, "Why don’t you ~?’ £ HLETHFORIREET LRS- LEEIF
DEFTZEZIT T HHENTE, EFFITT,




<—>(6) “Non-working time”DxI&x -S>FHE- (3/7)

<Sitting at a table in the restaurant>

LARSVTREIZEW:2A. ToMYZDLANS URRIZCA-=32alk, Fo—%T14F—IC
%L\i L/T:o

Yoshiko: Nice restaurant, isn’t it?

Nancy: Yeah, their food 1s rather good, and the prices are reasonable.
This 1s my third time being here. This opened only one month

ago, though.

Yoshiko: Oh, is that right? Then, what about having dinner here
sometime soon?

Nancy: OK, let’s do that! I'm looking forward to it.



<—>(6) “Non-working time” DxI&x -S>FHRE- (4/7)

B “What about ~ing?” [, TCv&H. FEEDEET~LEL? ]
D&, §OEREIZEEM T, HFICTEORXFZRIIHZ]IS
ELVET, "How about ~?” EHLBEVVET M, IHLIE, HIZ[ER
EERMDFEZLLENOHNTNSEE, TRA O—E—THES7?
EFDEEITHENET,

B “I'm looking forward to ~” [&, AL AT I ~FTHDEEL
FHIZLTWEDoRIEESHORRTT, —A. [~TI20EEL
o"~}~l2‘},:\7":L%C_Zé’::_“di'é’]tTi,'-'“’;‘ilZE')&é‘lzl:s "I look forward to
~" EBLFET,



<—>(6) “Non-working time”DxI&5x -S>FHE- (6/7)

<Toward the end of lunch time>

ﬁfbb\ﬁ‘/?—'94Ali7“)tb\5f'aﬁll:ﬁ%i FAEAF T4 RICRBEHBIELGYE
L7=

Nancy- By the way, how’s your work going, Yoshiko?
Yoshiko- I'm gradually getting used to my new job, thanks.

Nancy- Very good to hear that. You know, I'm really glad to have a
friend like you, Yoshiko.



<—>(6) “Non-working time”DxI&x -S> FHE- (6/7)

Yoshiko- Me too, Nancy!

Nancy- Wow, time flies when we’re having fun. We must
hurry back to work.

Yoshiko: Yeah, you’re right, Nancy. Shall we get going?



<—>(6) “Non-working time” DxI&x -S>FHE- (7/7)

WEENE “get used to~" [K, [ ~ITIRN B IEVSEEITOMLET,
FLIRBIC “be used to~” BHBYFETH., ChbblE ~IZERTLY
BILBRLET,

PIAIXRD ISR TET
- ] want to get used to driving a car soon.
= She’s already used to driving a car.

“HIH OBhEIEA “used to~" EIXEMKRMNERLGYFEIT DOTEEL
TTaLY,




9 4 X AFHOERFEORAMNER

@® HYyIRITEFEEZANTTSL
D IBRIFNBIZLERBA? ITLVWTT K, E5LFELLS]
(D )( @ )weeat( @ ) forlunch?
OK,( @ ).
D< > @< > < > @<

2) [E-EZADDERELAIZLTLNSD]
I'm ( @ )( @ )to( @ )youagain.
D< > @< > Q@< >

3) IMDTIXEBBADKSITRYIEEN T AU LTULVELT ]
I( D) @ ) ( @ )withmypetalmost every day.
D< > @< > Q< >



9 4 X AFHOERFEORAMNER

4) TZFCIHIEBEEZLOTVETFEANITOLTT &I
( @@ Ddyou( @ ) passing me the document there?
( 3 ).

D< > @< > ©B< >
2) 581, £BIKHRETLI=4a]

You( @ )( @ ) attended the meeting this morning.

D< > @< >

3) TEBHMKIZOZREZENZL, BILFEo1=ITE VLY
She( @ )Y( @ )( @ )busywith many things yesterday.
D< > @< > Q< >



9 4 X AFHOERFEORAMNER

BhENER.~ 7718 &) RS RE

1. COIT7IPABDENAZRATLEETGOTLESI D

( ) you ( ) telling me how to use this fax machine?
2. HEF-DORUEFEHETWLFNWTELFENFEEATLEID
Would you mind ( ) I use your pen?

3. MUTEDLZBAFLEID

( ) I tell him that?

EJ= ke

( ) you ( ) ( ) to tell him that?

4. HEETIZEEZ oL TIIBYFEEA L

You ( ) create the document ( ) tomorrow.  FEf=[l&

You ( X ) create the document by tomorrow.



9 4 X AFHOERFEORAMNER

5. E5VLHABETICEEEESLE oLLE LS

You ( ) create the document by tomorrow.

6. EBELWCAHIBEDISUREBZIILEFEL - (BKEAREN)
I( ) ( ) to speak some French when young.
EJ= ke

I( ) speak some French when young.

7. RISKPBIZCERTEEL-(HEIOH)

My daughter ( ) ( ) ( )( )the entrance exam of the
university.

S BRREMAHNITEILARICANTET
You ( )( ) the building if you have your ID card.

9. CHORETHOREFTHEILTT

You ( ) eat or drink in this area.



9 4 X AFHOERFEORAMNER

10. § IR ICCCEBENTIILNTEEA
You ( )( ) leave here now.
11. SEHOHFLICHARETL =1
You ( X ) ( ) today’s morning assembly.
12, MZIIER IS ICEof=ITELELY
She ( ) )( ) busy yesterday.
13. FHDIAHEFEHEITEATWELE:
I ( ) ) live in Nagoya when I was a little kid.



9 4 X AFHOERFEORAMNER

O REEZ R BIBIRAD LA

<BEEX>

That ( ) be true.(Fh . #EXHRI ML)

That ( ) be true.(Fh. KU MEH51)

That ( ) be true. (N iEHYS551)

That ( ) be true.(FN. RULDIEXTEITE)

That ( ) be true. F7=zI That ( )be true.(Fh. KM ELNEL)

That ( ) be true. (G &2&LT=6. TDAEEMEH S 1)

<BEEX>

That ( ) not be true .(Fh., RUFTHBAIETHEL L)

That ( ) not be true. (Eh ., EAHRUFCoENK)

* FEEEX, —BICUTOEISENSTL- - LLVbATOWET AR T LECOEENRH TITE
ShiIITEHYEEA:

must > will > would > can> should > may ./ might> could
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[583ME)
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& O YR —FI

[LEoHHE—FI]) (2t [RTS 12— LHER], [1FEieR . BELEIER] &

WoZo, ABEALFROEBIEICELZ Y —UAREINTWET, LB

VaTIIEREEDONFE EITES> T, LRIEDHFEICIEELRADIREBERFHI D
EREELHY FT, AAMHREIZ. LD S DIERUNDE D CRREEZET Z
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SHIOREIINEREEDOKRKRIZMADERE, EFD Bill Smith EFED
Yasuko Aoki [FBEWNT7—ARPR—LTHUESTWLET, Yasuko 88
AIEB. 3 EDBEDART O a—IILZEHLEZRLEIEIICLTHWET,

Yasuko- Good morning, Bill. May I confirm your schedule for this
week now?

Bill: Sure, go ahead.

Yasuko- Today, you're supposed to attend the executive meeting for

most of the day. It’s starting in 20 minutes. Tomorrow, you'll
leave for Nagoya by the 9:15 bullet train Nozomi.
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Yasuko-

....continued from 1/3.....

In Nagoya, please attend two meetings with Nagoya office
staff; one with local sales members starting at 1 p.m., and
the other with tech service members at 4 p.m. After those
two, you’ll have a dinner meeting with local clients. And,
you’ll return to Osaka office on Wednesday afternoon. For
the business table, your accommodation and return ticket,
these have been arranged by the branch manager, Taro Aoki.
He will mail us on the details later.



o—2((1) R5Ta—)LEERR (3/5)

Bill:

Yasuko-
Bill:

Yasuko-

Very good. By the way, do you happen to know who’s joining
us at the business table?

Mr. Dick Hill of Wonderful Company, I guess.

Please confirm it with Taro, and if so, tell him that Dick is a
vegetarian.

Certainly. Talking about the rest of the week, nothing
particular on Thursday. On Friday, you’re scheduled to visit
Kansai Machine with in-house lawyer, Mr. Shimizu at 1 p.m.
and return to the office with him after the visit. That’s all I
have now.



o—2((1) R5Ta—)LEERR (4/5)

Bill All right. Looks good to me.
Yasuko- Please take good care of yourself this week, too.
Bill: I will. Thanks a lot, Yasuko.



o—2(1) R5oa—)LHEER

W2ODIEBRIZDOWTIVEDIE---THY. %5—9@' =TT IEEDE
& "One (s ) xxx, and the other (s) yyy.” ERIBLET, “one - the
other” @f‘ﬂﬁ'é’bﬁ"éﬁifﬂ‘ogibxjo 1#RI-. IHEMN3DONDEZ(T
“one-another-the other” @‘ﬁﬂoy‘b’bﬂ‘l-ﬁ‘)f'd'o

BEELDITEELEZEMR-BEXIZ[E. luncheon meeting, dinner
meeting FEMRHYETMN, BFFL T business table EHLWLWWVET, FT=.
NEAEDOBFITOVTIE. RBEEES vegetarian, BIFHREEE
H vegan, HBAWLIELARY L Muslim EMEIMEA—ILT "Is there
any food that you cannot take?” oML HFEFRL THULT=IEOMN
FNZELHYFET



o—2(2) ExRmETRIBRERAEER (1/2)

Yasukold. EHDEE R EDT—2BHEELZEHEMSITEZ SN, BREIAOIZR
RAEVVEHIBTL., ThEBIERITEL- UTF. B RZEHT LT, BLUETN
[T A SFMERDAPOYEYTT,

Bill: Yasuko, you got a minute?
Yasuko: Yes, what can I do for you?
Bill: Could you update the domestic client roster? You’ll have to

input a large volume of data related to around 300
companies within a week, though. Would that be possible?

Yasuko- Yes, it’ll be possible. Let me take care of that.



O—2(2) ERETRBRERABER (2/2)

Bill Thanks. Before starting the work, ask the regional
managers to provide the latest data.

Yasuko- Sure. I'll ask them to set a password to each file prior to
transmission.

Bill: Very good, Yasuko. I'll leave everything to you about this
matter.

BRIR—IIZH DL XERPCELEEOBRRIC "though” Z{}FdHE. MBL~BZAETAE
A 1EVNSZaAT VAR MAL N, WHICFAIMZRBLE=VDEEITER T,

BIEB|ERIFLET UL, "Let me take care of it.” DIEM. TBATIELVSEEREIAHT TA
be happy to.”(=I'd be happy to do it”). &HALMIMHIZ "I'll take it.”EBULVET,
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Q1. AvaARIcEFEEELTTFIL

1) rBet_‘;y (TY 9 S5RE3DE>TUWET, 120FTIL—. 12(F 8. £5120(F/v—TF
JLC9 ]

Betty has three sunglasses; ( 1D )isblue,( @ ) is black, and
( @ )( @ )ispurple

®< > @< > Q< > ®< >

2) [SETE7 /Z2—ELHWV-CEHLELD, E7/BEZFESDIIKFESHAIEITE]
I've never played the piano before. Ilove ( @ Jtoit, (@ ).
D< > @< >

3) TEVESFLET ]
( @ )me( @ )care( @ )it.
D< > @< > Q< >
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Q2. EERLTTFIL

1)fﬂ@;iﬁ@)Z#91-k§ﬁ%$tfﬁhf%&6bh?
&S5

2) A (MARF) FEFREELSMHEDOPETT

3 BROREAMZEHLTLEAFTEAD
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AYaRISEBEEZEANTXETERLELELS

1. The sales meeting was put ( ) because of the bad weather.

BEESMIEXREOOHEMICHRYELT,
2. Could you fill ( ) this application form?

CORFRABICRAZERNILET,

3. Do you happen ( ) know Mr. Yamada, our Sales Manager?

O&o¢ELTEADUAERBRLSAMYSINTIN?
4. Speak ( ) so that all attendees can hear you at the meeting.

S CEIBEICHCASLSKRELFTRELTTSULY,
5. I couldn’t figure ( ) their explanation.
RICEBSORAN BB TEFHATL:

6. Let’s take your findings ( ) consideration.

RADHEHREEZRICVLNFELELS
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7. Many companies took part ( ) the trade show.

RARICITSLOEENEMLEL .
8. Please take advantage ( ) this recent trends.

COBEDBEMZESESFALTTSY,

9. Unfortunately, he missed the last train to Osaka only ( ) 1 minute.
FEBGCLEIC, BIESKRITEZOREBHEICE->T-12ZETRYENT,

10. Nancy has been absent ( ) ( ) for 3 days.
Fo—IX3BEMAEEZKRATLET,

11. CAUTION: Please handle ( ) care.

EE-BhPc>EMBLNTEE
12. | brought back the document to the office ( ) mistake.
MRX CEEZEHICHHEMM > TLENEL .
13. Shall | ( Yyou( ) your bags? Oh,it’s very kind ( ) you.
N TERBSRDEBFBOILELEID, T, [FALEIITRYIIC,



2 14 X 7EE Q/3)

14. Though the train was delayed, I was in time ( ) the meeting.
BEIEAFLI-NMICITMICELVELT
15. The president’s speech will begin ( ) five minutes.

HEORE—FIISR T ETHEYET,
16. The sales amount was considerably poor ( )the Christmas time.
FELEBITIOVRATARIZLTIEHOZYEI T,
17. Anybody can join our event ( ) ( ) nationality.
EfFICEARGETERADOELICBMTEET,
18. Are you ( ) or ( ) the proposal of the vice-president?
HETEBOREICRETTH. RITTH

19. Let’s discuss it ( ) coffee, shall we?
O—E—ZRAENRETFhERBLES &K,
20. His project protocol was ( ) understanding of his subordinates.

BOLEETBTICTEBTEE,N o=
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LB RIRIZDULNT:
" APE/DEEPKREDOHRIIEBRFACAGFOFER LR - R LB TRELET,

BRI T, FEff - LB - LB C2EEDER EIEAHANFET, 123 old-older-oldest,
fast-faster-fastest FDIRBIZEIL. £51 DIk good-better-best, bad- worse-worst FDFFRENZE
{ET9, &AL L. more expensive, most expensiveDEIIZEBRELZFHLLEWE OEHYET,

<R#RE>
@OTAIXBERICLBIN~TE]:“A ~ as + Rk +as B”
{5132 Ellen is almost as old as I.
This one 1s as expensive as that.
Jack 1s as good a man as Tom.
QTAIFBIEE ~TIE7ELV i “A~not as + Rk +as B
{5132 Ellen is not as old as Bonnie.
This one 1s not as expensive as B.

Ben was not as bad as he looked.
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BIrAlFIB&Y ~f~1=1:“A~twice ( three times=*=)as ~as B’
132 Ellen is twice as old as Bonnie.

A 1s ten times as expensive as B.
The water volume was tens of times as much as normal.

<LLBFRAE>
[AIEB&Y~72]: “A~+HLE#k +than B”
132 Tom is 2 years older than I/'me. ([RERDEFEREIZ “er” H{FK)
This is more expensive than that. (JEF2DHIIZ “more” HifH<)
My cold is worse than it was yesterday. (FHREIZE{L)

John is the younger of the two. (LLEXFRDBIIZ “the” H3F<)
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<ix L¥HAHE>
TAX~IZENWT(OHRT)RLTHAD]: “A~the+ i Lk +of/in~”
fI3Z Jack is the oldest staff member in my department.(JRERDFERIZ “est” H3FL)

Lake Biwa is deepest here. (x E&RIZ “the” D3MFAERLY)

- (¢

I am happiest when I eat sweets. (B E#RIZ “the” HMFMELY)

He has an office in one of the most expensive areas in Osaka.(JR#RDAIIZ

“most” HYF<)
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$%5: HERBICEVWTFRAUEILT S ER/BIRA

|5 LR = Lk
good/well better best
bad/ill/badly worse worst
many more most
much more more
little (472 L) less least
little (V& Ly) smaller smallest
few less least
late (JEFFAYICEWLY) latter last
late (BFRIRYICELY) later latest

£ HEERRBICHITIEEOFHRAUEL
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HEOIMARE
a) the + HLBER, the + LLE#R
{5l The sooner (it is), the better (it is).

b) HEBHER + and + LEBAR
{5l  More and more people are getting their online education under the
clircumstances.

c) as+JR# +as possible

{5l Please make it as soon as possible.

d) no longer
5l We’re no longer friends.

e) at most/at best/at worst/at least *BlfEAICII®R LR TEH theZfHF7E0N
5l  We expect a raise of 5% at best, and 2% at worst.
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[FRoHR—F 1] (CiE. [BALEOEM], [HELYHOERE]E Wo7, LT
D H R 2 (g |1 %ﬁ?%ﬁﬁ/ VA2 DEREINTWET, HRFIO LEFIZWLD
%ui ZIERT-S, FTILCPRBFEOFR, B NDOFEKERFIIWEN S

IZITWE T, £, EMATLERAPBELRLITHTES LS, fihWE ZA(C
%@E%@“%Jéx%ﬁ% DEd, SNHIZDODWTERA VY FERLETDOTSEICLT
T &Y,
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LRI BINCHIET 5 EEL-1GE. HEDMENLIT—VIE. BEIF DI
HFE. Biak. FEEH. B EREZSO-21TEERER. BFRE~DE
HITEBAADE., LESTICTITBLE. LERIORBEERICE TR ZEAIVELD
UET, giRlD L —lZg|EHmE 5 RIS BIll &YasukolcEFZLTHELULVET,

Yasuko- Bill. I've just received an urgent mail from Beth, John
Palmer’s secretary, on your business trip to Boston. Your
departure is only 10 days away, isn’t it?

Bill: That’s right, Yasuko. So, please make the necessary
arrangements just like as my previous trip to Boston.
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Yasuko-

Ball:

Yasuko-

Bill:

Certainly. I'll try my best to get everything ready as fast as
possible. By the way, are you going to take the first-half
sales report with you?

This time, I will ask Beth to print it out after arriving at the
Boston office. So, please send it to her as an e-mail
attachment 1n advance.

All right. I'll let you know when I complete the preparation
for your trip.

Please do, thanks.
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- - 2B#% DA F Yasuko S HIEREELE % H - TBIlOT X 7 23iivE LTz,

Yasuko- Bill, everything’s all set for the trip. Could you check the
contents of your itinerary and the application form of travel

authorization?
Bill: -+ - (EEEZ#FELT - - - Noproblem, Yasuko.
Yasuko- Thanks. Now, your e-ticket, embarkation card and the

contact list are also put in this envelope.
Bill All right. Thank you for everything.
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B Your departure is only 10 days away : [ X XET~BLMEL] [F&L L ”You
have only ~days left until xx “LRSNFTITH. x xZE:E ISLT. "xxis
only ~days away.“E B BAFTIDTHETEATHEZTEL LS,

B “cet everything ready” : lget+ BRIEE+#HEE] D 1T, K<{fFEHLNIEXT
-;-o %1 b*'vj 6%:!%& L—C /l\n-.ls 1ngs ﬂfﬁnj tOT}-En-.lh\EU *j-o

- LA - _0)“/—/0) "ready”’ ¥ & B LML Please get your room clean.”
D “clean” DK SHIC [~Z~DIKEIZT 5] OE

- fli58 A\ ing : "My parents got us living next door.” D& D IZ ~DHHFICL YR

E~stEohTW3] OF.

- fHEEANBESE ¢ “We got this door shut.” DEIIT ~ZF~SHEH S T=KREIZ
951 OF

- $HEED to ATEEA © 7T got my sister to clean my room.”D K S, [~[CT~EH
5] DFE
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B I~Z8ARd] . [~ZH#RI 5] VL SEMER. 0 ATHRRICTD
NFEYT, EETORRALBELATTIOTEATHEEELLS !

(B[Z) §E§R 9 5 : check 4 Please check the contents of the docs.
- BEE UV EIRIERRT S © confirm il Please confirm my reservation.
- BEMESHIERT S - BBET S ¢ verify il Please verify his entry to

the venue.

s FBEZOTIEHSB - AT S : ascertain  ffll Please ascertain the cause
of the blackout.

- BEHICEANR B - examine/investigate f§] Please examine/investigate the
contents of this report.

- A& T B : lookinto 4§l Please look into the accident.
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B Contact list GE#FKFEUAR)

ESRABRENHERT SR MELIF—VE, S OMEB- L5
(contact person) MAHI. XK. BEES. . A—ILT7FLAFEZ—ERIC
LTARANIZFETELEEEEINFET,

Contact_Information

ABC Company NY Sales Branch
Mr. Alex Hopkins, Sales MNGR, axhks@prime.com
400 New Scotts Rd. Armonk, NY 10504-1722
PH: 914-499-1900

Nice Corporation NY Office
Ms. Mary Bush, Admin. Div. MNGR, mbush@nice.com
16 Lake George Plaza, Warrensburg, NY 12845
PH: 518-964-6500

Wonderful Trading Brooklyn Subbranch
Mr. Ted Adams, Account General, tedad@wdfltr.com

200 Willoughby Avenue Brooklyn, NY 11205
PH: 718-636-3600

&1 Contact list ®—44l
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RISHFE LY BFHDOBIillEYasukoDEEETY , Yasukold, ESLL LTI DERE
ZREL. F-ITM L EIERODBEIFERICOVLVTERZTOTLVET,

Yasuko- Hi, Bill. How’re you this morning?

Bill: Hi, Yasuko. I feel great, thanks.

Yasuko- That’s good. Well, I received another mail from Beth. You
were included in CC. Have you read it?

Bill: No, not yet.

Yasuko- She said in it that John’s driver, Jeff, will pick you up at the

arrivals hall of Logan airport . Have you met Jeff before?
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Bill:

Yasuko-

Bill:

Yasuko-

Bill:

Yeah, a couple of times. That would be a great help to me
anyway.

For the schedule during the trip and other necessary info
associated with your trip, I've mailed them to all the people
on the contact list.

I’'m very impressed with your fine arrangements as always.
Glad to hear that. I wish you a safe trip.
Thanks. OK, talk to you later.



o—2(4) HESBO=EE (3/4)

B BEIMEN ZRISVWEILE LTHAINS DN “a few times” TT A, FULE
BREVWDORIL L LT ”a couple of times” , “several times”, “on several occasions” 225

PO FET, FELLREBRBREHIIDTAIZDEL LfESTHAELLED
B EEZ2RITZOMORI (FITWIFEHEERINY £9)

Bob always comes to school on time.

My father is almost always away from Japan.

Taro usually takes this train to work.
The boy is frequently late for appointments with his friends.

People in that country often experience natural disasters.
I sometimes think so. % L < IX From time to time, I think so.

They occasionally have a meal together.

Tom seldom joins our drinking parties.
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M talk to you later : #ENTIL, TTIEEZ - « - | 2WVWIHIREZTIESBLVEBbh
I, — AR "Bye” X “See you” UM TDOE Y R I EXIERREARDY., Z
{Lfb@&ibi“ [ZNCedbEl « - | LIEERLEW®RTY, EBRIZESTHIZDITE

£ D :

See you later. See you around. See you soon.

Talk to you later. Talk to you soon.
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Ql. AYIRITEEZEELTFSLY

1) [F90to3—DA—T=07FTHEI0BLAHYEEA ]
The opening of the Tech Center is( @ )10days( @ ).
D< > @< >

2) TRIRERROT=-OHIC M EKEZBLESTIIEGSAN]
In(C @ ) tosolve the problem, we haveto( @ ) something( @ ).
D< > @< > < >

3) [ ATA T4 RIZFTINTCEIEHYET MM, FIEED, |
Have you ever visited our Chicago office before? Yes, a( @ Jof ( @ ).
D< > @< > < >
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Q1. AYaRNITEEZEL T T L
1) TEBIFIHENRZL FIFVDHF T4 REFRFEIZLTLNS]

My boss is ( O X @ ) away from the office due to numerous
business trips.

D< > @< >

2) IRVITBEITETEEL TS
Ben( @ )drivesto( @ ).
D< > @< >

3) TAHUN=—DIEBSADRTMAZDA—ILOCCYRMIBYFERA ITEBENAES
MEEE D ——ITFHEREL TS

“Mr. Sato of A Companyisnot ( @ ) @ ) the CC list of this mail.”
“Please ( @ ) @ ) Tony whether it’s OK.”

®< > @< > < > @< >
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AyaARICHEBZANTXXZEZSERLELELEDS

1. Tom is ( ) ( ) of the two sons in the Smiths.
FAIRSARODZABRFOERDIES TT,

2. ( ) ( ) three, Tom was the ( ) easy-going guy.
SADS BT FALRERLERGBE 2T,

3. Mikeis ( ) ( ) ( ) ( ) in this school.
A7 X DERTEDSIDL2EHICELY,

4. ( ) made me ( ) than to hear from him.
BhoERZELLDCEIFERLWNC EXGEMDT=,

5. The ( ) people attend, the ( ) the meeting will last.
HEENMZ 5(FERMITIES <,

6. This summer was ( ) hotter than last summer.

SHEIERLIYT -EBMOT=
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7 . Lake Biwa is ( ) at this point.
BEENICOBARNERTT,
8. He has ( ) ( ) ( ) 7 children.
WITIETASHDFHDNET,
9. It’s ( ) ( ) ( ) 5 kilometers to the station.
RETELVEWVSFAREBETY,
10. ( ) ( ) half of this story was ( ) ( )
than the ( ) half.
COPRBOMEEFRELY L H<{H< L,
11. Using a mobile-phone is ( ) ( ) convenient way of
communication.
MEREEIRLENLZaS A =4—>a VFBRTT,
12. He is junior ( ) me ( ) three years.
=He is three years ( ) ( ) I am.

WIEFA L Y3DELY,
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o—=2(1) PRELEDS—ZBX 5
—2(2) PTRHBYED 3—ZBZ S

ZEDEGEHF. EDF—ZHBATHETIN, EDA—DEEKIFS
FSET. PRELTHODTELNSA ., HUFLETRELSOTIONDA.
HAIVIEESAFRBRTY, cCTIE. ZROLGWA. HBHDRIT AN
ZHlcEY, REFETEDI BRI ZETNIEXEVNRUZELELD,



o—2(1) FRGELODEDA2—7:0%% (1/5)

Kazumi [ELucky BEIC LT a— XL TEIFHLTLET, Happy £ED
Brown M7 HRZEL T Lucky BEZ&HN. 4D Kazumi [CERICEEIRE
COEMZHBLIMNATEEL=, Kazumi [FEDEIITH G LI=TLEOD -

Kazumi: Good morning, sir. May I help you?

Brown: Good morning. I'm Ed Brown of Happy Planning. I would
like to meet your sales manager.

Kazumi: Do you have an appointment?

Brown’ I’'m afraid not.



o—2(1) FREGELODEDA—7:0%% (2/5)

Kazumi’

Brown.

Kazumi’

Brown.

Would you mind if I asked you what it’s concerning?

Our company’s developing a various sales tools and
providing them not only to Japanese businesses but to
overseas ones, especially in Southeast Asia. Our lineup
ranges from catalogs for clients, audio-visual equipment for
presentation to SFA related products. Today, I'd very much
like to introduce those to your sales manager.

Thank you, sir. Now, please let me tell our salespeople that
you’re here.

Oh, could you? Thank you very much.



o—2(1) FRELODEDA—7:0%% (3/5)

e o o« Kazumi P EEENCEBZL/=E = SEHRZH > TIEL I EDIER

Kazumi:  I'm sorry, but our salespeople are all out of the office today.
Well, could I have your name card? I will tell them about
your visit when they’re back anyway.

Brown- Okay... I'm really looking forward to hearing from them.

Kazumi- Mr. Brown, thank you for taking your time to visit us.

Brown- Thank you, too.



o—2(1) FREGELODED2—7:0%% (4/5)

Kazumi: Have a nice day.
Brown- You, too. Bye-bye now.
<ZF>

TEDZRMNTEDA—%2MZZLEDILS-LHLVER JIE. "Good morning/afternoon.“&FE
TEOT. TDE “May I help you, sir/ma’am?’&§ElTH2DNEE T,

-BHLMNZTREGELEBROLNIEDA—DLEE. BAREICIT RO BNZHFLLTHELALNT
I M 1("Would you mind if I asked you what it’s concerning?” £L<LIE “May I ask you
the purpose of your visit?”’) &EFULVET,
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¥) -#RE-

$tADR Y IS ZFC—1FET 5B HITmO>TEHo->TIEEON=FHOXIE:
“I'm afraid the person in charge is fully occupied.” £LLIE "+ == is in a meeting.” LKL
[& 7+ --is out of the office."FERELEA. [COXIERETERBAIEHEEVLNTEEFFAI( S0,
he/she’s not able to meet you today”.) &§ElITET . TDERARZTEE, HBLEFENIFYELT-
SO FEHDEHRUEZAET I("T tell him about your visit when he comes back.”) &L Z %
CEEHBHLET, RRICITEHRTSVELTHYMNESZETLVELT=I("Thank you for
taking your time to visit us”)EESINDZEENT (.

-audio visual product: fREER#HBIR . Power PointY 7hEED1DESNFET,

-SFA (Sales Force Automation) Y AT L: RYMEHTEEIZCEDLIHODBIER(EER
AYITDART T a—)b, BERE. BEOER. (FRXEICESFT)Z—EHL. ERESE
B TCHBXETEIEEIEY—I. BRICELZELDOHYET,




O—2(2) FRHYDED 3—%HZ S5 (1/2)

I—T T4V BOBRETA Y- 200 EDTHRDT=6 Magic Company D
Mike Moore EED3Ftt, O Kazumi (7 AV IMNSEDEIZDLNTERIZE
#BE2ZITTHY. Mike OEfBICIXIERBYISHIGLELT-

Moore : Good afternoon. I'm Mike Moore of Magic Company. I have
an appointment with Mr. Aoyama of Marketing Division at
3 p.m.

Kazumi:  Good afternoon, Mr. Moore. Mr. Aoyama’s been expecting

you. I'll tell him that you’ve arrived at the reception.

Moore- Yes, please, thanks.



O—2(2) FRHYDED 3—%HZ S (2/2)

« = =« Kazumi "MKTGEIZMoore B DR AL F & (7. TaroSZ(HF/Z[/VFT ===+

Kazumi:  He'll be with you very soon. Please have a seat.
Moore: All right. Thank you so much.
Z)

T RHBYDEDS A—IZW L TIE. TB/FBELTHBYELI-I1D—F %, c—Tlk. Kazumihi“Mr.
Aoyama’s been expecting you.”EE->TUWVET, BH. ZHFEHOHELZTESIR. 241 TH]
HTHZANDEDA—IT6 L TIE#HIIZ Mr./ Mrs/ZDIF TSSO EEETT,

o TEMFIZHE-TEFBTEUL I, "Please have a seat.” A fx BT, "Please take a seat.”[&
PBLADaTIL, "Pease sit down.” (&, RiEEZBHEICEKATZESZSHEFOKTTN, EDRARE
TlIEHYEH A, “Please be seated.”[IHEER. XHBLGZLETHELNETITHNEEDEDRADIA
ETIEHFYEHLNGENERNET,



71 X =2 (1)=(2)

Q1. AYaRNIZEFEZLTT L
1) TCRHA#ZEAIVLLTEELEALLNVTLESD]

Would you mind ( ) I ask you ( ) ( ) ( )?
2) TEBREIETHRAUMAVMEBEYIZE ST SL P NET D
Do you ( ) ( ) ( ) ( ) ( ) Sato?
3) NEEDEEIHHK£LEHIL>THEYET]
I'm sorry ( ) our salespeople are all ( ) of ( ) office.

4) THIEOBENIFHRBECKMDEZDEAET ]

{’ll tell t};e ( ) in ( ) about your visit ( )( ) as he gets
5) IBFBLM=-LTHEYZEL]
We've ( )( ) ( ).

6) [7AXITTCEYET ]
Mr. Aoki ( ) be ( ) you shortly.



e T e

By )L

HERIZ

A7« AREE [56[E)

{E R - N RIEA
RkEOZTAN I

M EH OEET




<fE&EhEE&E>

AN ~ZE3B]. TLTESD ], HBLIE. £/ FF
;_?_ED.J'C haJve makeblgtjh\ UET, %(D ZE ’ En etﬁjﬁ %ﬁ’b

IR, 4 DIV THATHEELELS:

-have: #XIZ have + HBYEE + RE AR EE
D(HRDLE)~I~EHD ~IT~LTHELI. QNN DE/Z)~DIREIZLT
52

{5132 | had my son clean his room.
As | didn’ t feel well this morning, | had my brother drive me to the clinic.

@ have+BHBIEE(A LISV ) HBE S5
{5132 | will have this bag repaired next week.
He had his wallet stolen. (#3%)



‘make: FRFIMIC~[Z~ZES

5132 Mr. Smith made his students stay home as the typhoon was approaching.
"let: ~IT~SETHIFE/ S, ~I[T~FTHILEHT

151132 Ili}[l let you know when I §et home.

y mom doesn’t let me drive a car.

-get (EEREED : getld, EREEAICEID BN TOEREAMN) EREFHOBEZED
EEREAEABSNTNET, BLRHER TR OHRDA/
T/IC@MENMTT)~LTESLS/ ~DREIZT B 1. HAHWINHE
ELT)~ShBIERBLI=WNEE, BUTDEIIC getzfELVFET

@ get+ BHBIEE+ o ESA
532 : We got the doctor to come.
My parents got my sister to stop smoking.

@ get+ HRIEE+BESE
I3 : She got her right leg broken.
*Her right leg ZEFEIZL T, Her right leg got broken £ (ILEKTY



<{F&BEOZEIRE >
make:
132 BEE)RE: The teacher made the students do much math homework.

S2BhRE : The students were made to do much math homework by
their teacher.

*let:
132 HEEHRE : Our mother let us play on the street.
% BIRE : We were allowed to play on the street by our mother.

“let [& allowZ{E>TEEHZ FT
) [EREIE have B LU EEE R EIFT get [CDOWTIIZBIRBAHYEHA,



<HMEBENFEEE>
[R5). THKL TRERLA1EVWS-BERERTEE “see” “hear” “feel’ENNIZEYLET,

MEBHDIBXIEEICRDIDTY:

OMTEIG+ BRIEE+EIRARE: ~N~F5(—#rR)ZR5/ME<BECS
132 They heard the lady sing a beautiful song in the park.
We saw a man make a wood chair in the garden.
QHIMEBFE+BME+ ~ing” 1 ~H~LTWLWIDZERZ/HK/BELS
fI32: The boy heard a small bird singing near his house.
People felt the ground shaking.
QMEBEFH+ BHE+BERHN: ~B~ShTWSDERL/H/ELS
fI3Z: The tourists saw the castle gates opened.



<HEENFADZENRE >

-HRBEE+ BE -+ BREREREX
I saw the girl cross the street.
The girl was seen to cross the street.

-HMREEE+ BE " ~ing” 18X
I saw the girl crossing the street.
The girl was seen crossing the street.



EEDZITANI
=) RBEDFE

BATCH{EINIERRAT PEEBESF TRUFBET ED 21—, HXK
DERZFICREZE-THITIY., FBEZRVTHITREREEEINET,
A4 RZEBN-ETHDAS 22— avbFE-. tE ELOREEFDOE

BHEDRLICOENYVET DT, TOL5HBELHNIEEOREIBRIIC

SmLTLESLY,



o—2(Q) #B=0FHE (1/4)

Keikoh\Ei$h5YV 70z 7S TIE. FERIMNICA—FUHEZBAEL THY.
BHEEIEISDEMELZITANNTET, George HLF-FD— AT,
Keiko [& George DEBEDE[FZEEIETRITEHEITHRYELE. ..

Keiko- Good morning, George. How’s everything? Is your training
going well?

George- Good morning. Yes, things are going really well with me so
far.

Keiko: Good to hear that. By the way, we’re planning to have a get-

together for you sometime this week.

George: Oh, are you? That pleases me.



=2 () #B=DFHE (2/4)

Keiko:

George:

Keiko-

George:

What are your plans for Thursday or Friday evening? And,
do you like Japanese food?

Either day is OK with me. Well, I've already tried Sushi,
Tempura, Unagi, and Sukiyaki. I love Japanese food so
much.

Okay, let me set it up at a Japanese restaurant on Thursday
or Friday evening. By the way, would you mind sitting on
tatami at the restaurant?

I'd rather sit on a chair...



o—2(Q) #B=0OFHE (3/4)

Keiko- All right. I'll let you know when the date and place are
fixed.

George- Thank you, Keiko. I'm really looking forward to it. Have a
nice day.

Keiko: You, too.



o—2(Q) #B=0OFHE (4/4)

5I>
*“a get-together” [X. WO IBBEE LA AT IV GABORAEFESLET, (BIFEAT
(i ‘get together for Michiko’s birthday” (SFADRERICKED)DKLIIFENET, ) —
7. "a get-together” [ L. ﬁb?ﬁ‘(DE Etﬂfﬁh‘héﬁit)b\partyfﬂ'o =1 TK<H
75\11,6/\—7'4 121X, "welcome party 7(Ell & leavmg E.arty farewell party” (33l
&), "year-end party’ (G =), "New Year party (FTER)ENHBYET, party THK get-
together &LT%D(ED#‘George%mﬁl-*ﬂﬂ LRI <EGYET,

What are your plans for ~I&, ~OITHEFLABTTH, DETI . #uI, Are you
available on Sunday? . What time is good for you?. Is Monday convenient for you? M

RIENBHYET, *E%ﬁ‘? ~LE=BEBThLOE J:L\ &L\’)&ﬁld: It suits my schedule. %
L<I& It fits my schedule best FELLWET,

"T'd rather xxx’l&. [ELA~LIzZWIDET. [QLA~ICLELZZW D EE L, T'd rather not
XXX”%&%EL*'TO



AYaRICHEEZEELT TS

1) fiEATILOOE—THSnET 1=
He was ( ) ( ) keep ( ) at the hotel lobby.

2) ILVIARTBNALF ) HDZEEW: BREMSVDEEHDIETHTRTE)
Ellen heard Bob ( ) the violin.

ZEIfE: Bob was ( ) ( )( ) the violin by Ellen.
3) BHIRZFLUFJIZITKDZEHFL TN

My mom ( ) me go to UFJ.

ZEIE: I was( ) ( ) go to UFJ by my mom.
4) TUIRKRITRICNRR—IEREFELNFELT:

Ken ( ) his passport and cash ( ) during the trip.

5) RIFKFBCTEHELZMEMELSETL:
He tried to ( ) himself ( ) in English.



n.t.\7 ’f

AYaRICEEZEEL T TS
1) FEEEAEBHEBOZHMEIINLDLDLTT H
Are you ( ) after ( ) next Friday?
2) WFhOHLBBEVLWTTR(ZIROEE)
( ) day is ( ) ( ) me.
3) MBLAFSVTOREIIBBEZNTT .

Would you ( ) ( ) at a Japanese restaurant? *BEFE 9 S dine
4) TENIEEBDIZSHRHYN-WLTT
( )( ) go to a western food restaurant.

5) BESDFHMEMNRFYRESHMSELET
I will ( ) you ( ) as ( ) as the ( ) of the get-together are fixed.



e T e

By )L

HERIZ

A4 AREE [E71ME)

EKEDEITANI
' @ (£EDD)

M EH OEET




FKEDSET AN
=2 (4) BERBEDIRE

BIDBEOE SI—ERIF ANBETIL. TOHLHREE OB ERD
BOLBETE A RTBIELBYET, ROETHFR S —UTlE, BEH
OUO—ENRA MBI, BRI Sa—SERBREISEN LTSS
HEL. ARETORBE I SICEELEATET, AT LBEE
OHT, HRIZLAORBEE SHEEEVELES,



O—2(4) BRBEADRESE (1/4)

Kazuo:

George:

Jiro’

Kazuo:

George:

George, why don’t we go sightseeing in Osaka next
Sunday?

Wow, that’s sounds great. I'd love to.

Very good. OK, then, we’ll pick you up at your hotel at 10
a.m.

We’re thinking about showing you Tsutenkaku, a symbolic
tower of Osaka first, and having early lunch in the
Dotonbori area. You can eat Okonomiyaki there.

I've heard somewhere that the original Tsutenkaku used to
be called “Eiffel Tower of Osaka” . Is that true?



U—2(4) BRBADRESE (2/4)

Jiro’

George:

Jiro’

George:

Kazuo:

George:

That’s right, George. Tsutenkaku was modeled after the
Eiffel Tower. Osaka merchants of that time were said to be
very much inspired by the flourishing development of
western Europe countries.

By the way, what’s Okonomiyaki?

It’s a kind of thin and flat pancake cooked with bits of meat,
seafood and chopped cabbage, and so on.

It sounds yummy!

After lunch, we‘ll join the Dotonbori River Cruise around for
20 minutes, and then visit Osaka Castle.

Actually, Osaka Castle is one of the places I want to go most
In Japan.



O—2(4) BRBEADRERE (3/4)

Jiro- As you may know, it was built in the 16th century, but the
present building was reconstructed in the 20th century. In
the castle museum, you can enjoy looking at armor and
helmet. The Golden Teahouse is also worth seeing.

George- Wonderful! The tour is full of interesting features, isn’t it?
Kazuo: It’s more than that. We'll finish it up with Japanese tasty
beer.

George: I just can’t wait!



U—2(4) BRBEADREE (4/4)

<iE>

*“Why don’t we~": BHIBIMFE—MEICHBLES. LBAFITHRICEFGZIL—ZTY, 55
DEEHES, DI, KEFEEVWATTHA, BLLADIFE,, B LOANIZHEZET, [ME (£
NZEILELD ? IBEEL. [~FTHIEVLDIZ), £, JRIEMICI—HEIC~LFEEADIENIE
RETHEELEBLDTT,

-"kind of: CCTIE, [~D&IG, ~HF=LWEIDEBETHEDLATHET A, HIZHLODDEL
FhRBYETOTHETREAFELLD

It’s kind of cold today. (5 BIXfEF=MELY)

It’s kind of smelling, isn’t it?(FHA L AIMEDHIELN?)

% kind of” > BEIFIFTFET TRALLE~THLHIDE

%”a kind of'— AT ET [ ~DESGED ), [~AH-WEEDIDE

-“As you may know”: THIoTHERBSIFEJIEESIBRTI N, TEICICHEMDIELBNWET
MIEB LDVEICTEBWVWEEITHEZAFT,

-"It’s more than that”: T ZHIEMYCLLELMIZEEZHIATT LIDE, "Not only that,
but~.&HAWLE “That’s not all.”EHLEAET S



EE l:lll?.\ 7 ’f :/_y (4)

Q1. AYaRNISEEEANTTSIL
1) [CSTL->T=ARELEFEAD]

( ) don’t ( ) take a break now?
2) BETOXMAMRZERPTY
We are ( )( ) opening a ( ) office in Taiwan.

3) ;_._G)ﬁlklﬂ'F'U'f IWARKICENTRVEHIERBEFOSI SCAYMOHENBE

( ) these circumstances, we need ( ) ) of healthcare reformer
who 1s committed to the measures for virus.

4) TESACHFEHOLSIZSA TIEFRETIRZRRA LR =LELL, |

( ) many of ( )( ) ( ), we have expanded
our distribution market to the West

6) [FADEIFZIZIXEBEDZAN S
My ( ) is ( ) of devoted workers.



RAEIIEBROEENERHL-LO T, GEIEE(BLIIEFEE) EFEENS
L0, HAHAWIHIER +hDT—F DA EHE THAHRMEAFAHY
F9. B=EIBDEFETELHK-=LIIC. CCTHA DA AR EITHELGHE
REE VA AR THSHLLET



9 4 X #EE(aEE)

AVIRICEBZANTXZTRALELLS (BEHYIAOBEXEIHESTTSLY)

N RN

You have to ( ) in the document by next Tuesday. (3T B)
I( ) to meet our sales manager on the train yesterday. (& &->7=)
The next week’s conference has been put ( ). GERAICZEoT2)
The trade show has been ( ) off. (HRIEIZ#R>T:)
I need to ( ) on your full support. ({K¥F9 )
Let’s ( ) advantage ( ) this new business opportunity. GEMY)
You need to ( X ) your name on this page.(Z2{RI= BWZiAL)
We went ( ) a financial crisis as well. ($2E&9"3)

The junior staff members could not fully ( ) out his talk. (B9 3)

. He ( ) up for the international trade show. (M3 3)

. Our development manager came ( )( ) the concept. (BLy2<)
. A couple of female staff members ( ) ( )the project as well.(#:IN9 )
. It is indispensable to ( ) track ( ) the trend. GEBF9B)

. Please ( ) ) this issue a little bit more. (FZET S)



9 14 X HEIEH

AYIARITHEBEANTXETERLELES EHYaDOBAREEIZHESTTSLY)

( )( ) the weather forecast, there‘s a chance of raining today.(~[Z& &)
He explained the result ( ) means ( ) graphs. (~%{>T)

Complete the document ( X ) the arrival of our customers.(~®DHIIZ)
Anyone can attend the event ( ) ( ) age. (~IZBR%EL)

() addition ( ) them, there were another 10 people in the room.(~®DfhIZ)
They went ( )] ) the room after the conference. (~MHHIZ)

He made a speech ( ) the beginning ( ) the conference.(~ DBARFFIZ)
I made a business trip to Tokyo ( )( ) September. (~ A DIXLHIZ)

We will have a meeting ( ) ( ) November.. (~ AKIZ)

10. Let’s discuss it around ( ) the ( ) of next month.(~ A DOh4IZ)

11. ( ) ( ) your help, the work went well. (~DENFT)

12. Please attend the meeting ( ) ( ) ( )the manager. (~DRHYIZ)
13. He met the customer ( )( ) ( ) the company. (Zf8&F&L T)
14. They left Nara for Kobe ( X ) ) Osaska. (~#HT)

LN RN



9 4 X #EE(aEE)

AYaARICHEBEZEANTXZERLELES EHyaOBAEREICHE->TTSLY)

1. My PC broke ( ) during the operation again. (FEELT=)

2. The plane took ( ) on time. (MERELT=)

3. Everything ( ) ) all right. R ~&%Eo72)

4, I( ) ) the resignation to the HR department. (FELTHRIHLT)

5. The project members ( ) all their goals ( ). (~ERELT)

6- They ( X )( ) the competitor by using the method. (~[Z38LVDL V=)
7. We look ( ) ) your arrival. (~ZZHL&AHZF5)

8. To make ( ) ) the delay, we need more effort. (~ZHYRT /7T 3)
9. The staff thought ( )( ) their boss for his good leadership. (~ZHaL7T=)
10. We must ( ) ( X ) the recession by encouraging each other.(~Zif%x3)
11. They ran ( ) ( ) stock due to an over ordering.(~ZHI5L1=)

12. I'm ( ) favor ( ) cutting expenses at the current moment.(~[ZRELT)



9 14 X HEIEH

HYaARICHEEEANTXZERRELELES EHYaOBAEREICHE-TTELY)

1. As( ) the documents, we've already prepared them. (~[Z2LVTIE)

2. Except ( ) a few mistakes, the report written by Bob was quite good.(~ZRkUL\T)

3. I'll be (@ )( ) the office for a week (@ )( ) a business trip to
Tokyo. (0~ZMh T. @~D71=8)

4. Owing ( ) ill health, I had to quit the company. (~®DHEL \T)

5. ( )( )( ) the earthquake, slip under the desk first.(~DIFEIL)

6. ( X ) 300 people can enter the hall. (X~ AZET)

7. It's ( )( ) you. (~XHET)

8. We have to consider the issue ( ) terms ( ) the quality.(~DRRT)

o. ghe comlzaail ; (% t& }?XI})LV}CD)g our product quality, we formed a partnership with

10. ( ) regard ( ) the safety in use of this product, please refer to the

operation manual. (~[ZBILTIL)

11. The outdoor event was canceled ( ) account ( ) rain. (DEAITKY)



A7« AREE [5E6E)

M EH OEET




RO &

EADIZFEALDLRETIE, BEVPE-7-6, T (1T,
OOO0O£HMTIEIWVWET | LHAEBTHHLET S LBEbNFE
T, BEOHEFIEEZETATHEI LD o6, TICH
EEREE—FICUYVEZR, Fyr—RZLICEYICREZLLAITA
XhWEBA, TZTTlE, 32005 —REZBEL, EDLSIC
WHTNIEEXVDODIZEVEL & 5, EFEOMEBLETEELRD
X, HFDORE., FIEZHEEICIBIET S & T,



BaaDHHILE (1/5)

<F—R1> XEENPEER S EDLLGE

ClarkA : 13, FERETIIWVWET,

Caller : Hello. This is George Tomson of Peace Application. I'm
calling from London. May I speak to Mr. Kenji Hayashi in

R&D Division?

ClarkA: Sure. I'll put you through to him right away. Hold the line,
please.

Caller: 1 will. Thanks.



B DL E (2/5)

<Kh—R2> %EA%F%‘ME??A%@&% @l FEESE) o
BENDLIIONBERWNWES

ClarkB : 13\, FEEETIIWVWET

Caller : Hello. Is this Ai-no-ui Trading?

ClarkB : Pardon? This is “INOUE” Trading. May I help you?
Caller : Oh... not Ai-no-ui but Inoue Trading?

ClarkB : That’s right, sir. Good to know you seem to have reached
the right party, anyway.




B DEHEE (3/5)

<TF—AZS>REBNLICAEL RS T-5E. FHFEOLAEIHEE
RN Do T=EE

ClarkC : 13V, K /RX=—TZEXWVET,
Caller : May I speak to Mr. O'Brien in Marketing Division?
ClarkC : Who’s calling please?

Caller : This is Patrick Wickermasuriya of Wonderful Planning,

Singapore.
ClarkC : Could you spell your last name for me, please?
Caller : Sure, “w” for work, “i” for item, “c” for Charlie, “e” for

eagle, ’k” for king « -« -+ -



B DL E (4/5)

<K —RA4>FHFEOEN/PNIVWIEE
ClarkD : 13\, BEER T X\WE 1,

Caller : Hello. This is Geoff Scott of King Application, calling from
Washington.

ClarkD : I'm sorry but your voice is very soft. Could you speak more
loudly, please?



B DL E (5/5)

[ WIS E DREERE]
@LLOERTT A
May I ask your name, please? & %\ %
May I have your name, please?
OKRELET, BHHLTIWV:
Please let me transfer your call to a person in charge. Hold the line, please. & %\ MX
I'll transfer your call to Mr. XXX right away. Just a moment, please.
* B H T &V : Just hold on, please.X°Hold on, please. EWH W HFHH Y F£3
F=APF)7Rza=y" =7/} TIXIt won’t be long. & VW YE S
Q@RI LEBSLRWNWELD? :
I beg your pardon?
QLoD LYo VBFHELWEEITFTETH

Could you speak a little more slowly please?



REEDEE

BEOMEFDAR. FIE. EHZIBELE=5. SEEKEETY,
CNICHOVWTH, ABICHEFTTOESICTr—RITELICRER
#TRkLELES, UAT22o0RF=VY—i. [BZOHEA
BE| OFr—R1E3DEFEETY)



EamDEsE (1/3)

</r—R1Ex)>FEREDClarkAiX. Peace Application ?®George Tomson D&
EEMKH ORI AVICERELEL S ELELEN - - -

ClarkA : Thank you for waiting, Mr. Tomson. I'm sorry Mr. Hayashi is

not in the office today. Shall I have him call you back
tomorrow?

George : 1It’s kind of you, but let me call him again tomorrow
at around 10am your time.
ClarkA : All right. I'll certainly tell him that.

George: Thank you very much. Bye for now.



EaaDinx (2/3)

<Fr—R3ME&E)>KH o _=—0DClarkCix, REHFEDOLAFIZHERE. FENDOHAEARF v 7 Alex
OBrieniZEBFEZIBEL LI E LEOTTR, DWINILKFTFE LHTLE » »

ClarkC : Mr. Wickermasuriya, I'm sorry the line is busy, but he’ll be available soon, I
suppose. Would you hold the line for a moment?

Patrick :  All right, I'll wait until he gets available.

ClarkC': Thank you, Mr. Wickermasuriya.

—E DY <Alex3HEE Z#& 2 T2 D % ClarkCH3HERR —

ClarkC : Hi, Alex. Mr. Wickermasuriya of Wonderful Planning is on the line from
Singapore. May I put you through to him?

Alex:: Yes, please do so. Thanks.

—ClarkCh3Wickermasuriya® EEEIZR Y —

ClarkC : Mr. Wickermasuriya, thank you for waiting. Go ahead, please.

Patrick : All right.



EaaDinx (3/3)

[EFRER (oS ANEE OB EE]
Ox x xITVWEEBFEFTT, OBLIFETFVRLTDLIEBLEL X DD
XX is on another line. Would you like him to call you back later?
@ x x x [TV IAHZFTT,
I'm sorry, but XXX is tied up at the moment.
@ F % SREHBTE LW 2 95
Would you mind calling again around at 3pm?
O BAET TLLLOERIZBAITT IV,
If you’re in a hurry, please call his mobile phone. % 72
If it’s an urgent call, please call his mobile phone.
® BKFELTIW

Go ahead, please.



EE n®\{7 ‘f

AYARISEFEZEANTTSL

O DREFLHLHITBREILET,

Please let me ( ) your call to the ( X X ).
ObLbIOVLRERBFETRBE LWL T4

Could you speak a little more ( ), please?
OXXIIWEEBFEF T, OBLIFEEWVRLTEILIEBIEL X I D%

XX is on ( ) line. Would you like him to ( ) you ( ) later?
@ x x X IV IABF T,

XXX is ( ) ) at the moment.
@ % 3RFEHEBINTE L TWZiF £42»

Would you mind ( ) again at ( ) 3pm?

OBTETLLOERITEBNT T IV,

If you're ( ) a( ), please call his ( ) phone.
@BEEL T

( )( ), please.



A7« REE [$9E)
BEEickdasSaz=—h— 3 1

sREn S EEF
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EIDIRETII, BFEOMEINE. BEXDOERICES fFEZ2FV
FL71, S REWEE P> TEEE] . EBYHD
EBRERICIGEZ I TR LiIChoT-EE] EWH2oDy—V
ERELELT, Y=y TICEDES IR TREHLZVE
L&,



U= RlEEEI O E (1/6)

<—rv1> BEVWEERPLoTERE X

ClarkB : 13\, BABEEETCIIWVWET,
Caller : Hello, may I speak to Mr. Kazuo Sakai, please?

ClarkB : I'm sorry but there’s no one by that name here.
Who are you calling?

Caller : I'm calling Osaka Corporation and I've dialed 06-
3456-2020.

ClarkB : : The number you've dialed is ours, but this is not
Osaka Corporation but Kansai Trading.



U= RIERERE (2/6)

Caller : Oh, I seem to have the wrong number.
ClarkB : Would that be possible for you to look up their number?
Caller: Of course. I’'m very sorry to have troubled you.

ClarkB : No problem, sir. Good-bye for now.



EEahtxtiE (3/6)

L,

=2 AllE

@R ERH
- (AIFIZBDNT T D
What number did you dial? F7i% What number are you trying to reach?
c xxx & WO ZARTDE(ZED K 5 R4BIDE) 1TELITITR Y A,
There’s no “xxx” working with us.
- A IExxxIB6A4L BV £, EDxxxTL & 5 D%
There are five “xxxs” working here. Which “xxx” would you like to talk to?
c THEREREBNMTLTHLRDY S8 A
I’'m sorry to have caused you much trouble. / I apologize for the trouble.
- WVWNZEATHHY EHA (REHY EEA)

Please don’t mention it.



U= RlEEEIL % iE (4/6)

N

<—2> BEETIEEZRITHI LITRoTLLE
¥ BEHEOHETFE (TVarYyrR) PoREEDILARI A~D
RNDZ LilhRholer—R*
ClarkC : May I take a message for Mr. Yamamoto?

Jonson : Yes, please. Could you tell him that I'll fly to Osaka
on the flight AB25 next Monday and stay at Grace
Hotel for a week or so. My contact number is 1, our

country code, 213, area code, and 456 789.

ClarkC: May I repeat your message for confirmation?

Ly [
2

DT
jif]
R

Jonson: Sure.



U= RlEEEI % iE (5/6)

ClarkC : Your name is Mr. Tom Jonson. You will arrive in
Osaka on AB25 next Monday, December 24th local
time. And your phone number 1s 1-213-456 789. Are

these correct?
Johson : Perfect.

ClarkC : I certainly convey your message to Mr. Yamamoto
when he gets back. Thank you for calling,
Mr. Jonson. Have a nice flight next Monday.

Johnson: Thank you so much. Bye-bye now.



U= RIERE®iE (6/6)

@R ERH
s TIREERIZVETH
Would you like to leave a message for xxx? &H 5V VX Any message for xxx?
c RO OEFEEFTEBV T LET,
May I repeat your phone number just in case?
- BEFEWZ L2 (xxxI1Z) H UL ET,

I will tell him that we’ve received a phone call from you.



&RV a4X 1/2

AYARISEFEZEANTTSL
@EFE DX ST,
I'm sorry ( ) you have the ( ) number.
@HHLITITFA & WV S FIEFFTR VL TR Y £ A,
There’s ( ) Nakamura working ( ) us.
@LLLIZENFTTL X 9H
( ) are you ( )?
@LEALICITIMEEL WO EFEPAABV ETH, EOMBICBELLLEL X 5205
( ) are four ( ) ( ) with us. ( ) Kato would you (
OBITERF S AT X 5 & LT, 06-845-67894 A ¥ /L LIzDTTH, o o
I'm ( ) Kansai Trading and I've ( ) 06-345-6789.
@ AEEEBNTL, bILLITHY EEA
I( ) ( ) the ( ).
OHEZSVERA () FBRUTREDRNVTTEW)
No, ( ) at ( ), sir.

) to (

) (

)?



EE l:lllT.\ 7 'f 2/2

@1 FVIMMPIEEIZTIZINET I

( ) message ( ) Mr. Ito?
@ HABOOS{E TKRIRIZEIE T 5 ERATBBEAT SV,
Please ( ) your boss that I'll ( )] )Osaka ( ) the flight AB0O08 tomorrow.
QDT HEHA LEFEFTZRBFNTEEITL L I »
May I ask your ( ) name and phone number ( X X )?

O BEFE NN BERBENIFMARER L2 T,
I’ll tell Mr. Sato that we've ( ) a( ) call from you as ( ) as he ( ) to the office.
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B FA— )L XX €

BFA—ILIE HREARZY D EHXIZEKEE. HBHULE
BB EEDEZEIZBVNT. RPVEELIZI2 =4 —
a3 J=)ILDVEDTY,, BFA—ILOEMFERIC
EYU AW ENRENDIELLHEFIZERIZEL. FD
HER. mEROEERRI/EELZEDELRYET, OO
TlE. EPRRABIGTHRSEEDBFA—ILIERIZH
WTHIZ BARERSAEEFEUVFELELS,



ESRRA—)JLDIERE (1/7)

<ETVRA « A—)LDORER >

EURRABGTESZ SNDEF A= (LT TR A« A=) ) X, #L T Address. Subject Line. Salutation. Body.
Closing, Signature 7"HAER SN FET, 22Tk, FHEE T LICE VR A « A—)LITOMERICRAIRRRA > FE2FOREL X5, (-
L., MEIIST L PRt LB LIFRY £HA)

@ Address: TO/CC/BCC

*TO : EFA—NDELDHED G, EVRRX - A—=LOLEIE, TOIHRESNTATITREOEE N H D, (B
BOGEITEBICZEORENH D)

- CC : Carbon Copy D, [TZDEFA—NEZLEDOOIZEMSLET] OB THEE, EVXRA « A—/LTlEX
(EI2E: 77 1 ECAAN

- BCC : Blind Carbon Copy D%, CC &[RERO HRITHRE NS, TO /CCOANIZIX, BCCOANZEDE
A — NWEZTER S TWD Z L ITE L SR,

@®Subject Line : & F A —/LDZ A L
@Salutation : W\ B EAGE HLEE
@®Body : AL
Intro/Purpose (FifE X “HHJ) — Detail GEfll) — Request (\ 2 Gl MifZ L TIZ LW DY)
@®Closing : Wb HHEFE
@®Signature : &4



EORR - A—ILDERL (2/7)

<EVR R« A= O R R i b R >
- AIREZRPR D MEAR R R 72 DI b5 (B O5GE & REE T)
s FREZRPR D DD RF K EL T L, THELEDOIH S LD b RFETHY, 220, WREIRTEI IR
<Subject Line LA FOFIHE THEET & &>
(D Subject Line (B A —/LDX A FL) (BT DHEEMR
Q@ EHEMNOHIFRSNY, EEZH L EDLICSINARWNWWE S REFLITTD
@it D BIKMED B D42 T D,
—Good examples—
- MKTG Meeting on Nov 10 (11 A6 H ODMKTGZi#IZDWC)
- Urgent: Changing the date of our appointment (E& : 7R HEDEF|IZHOWT)
- Purchase order for item 9900-56 (/& 59900-56 DI {ED1F:)
» Thank-you note : During my trip to Boston (¥l : JbEED R R F U HEIZBI L £ L T)
—Bad examples—
- Very sorry for our mistake and inconvenience caused by delayed delivery (E3 X%, #SRIZIARLT)

- Congratulations ! (E VR A TIHIMIIARE#E, 2T TEY Y7 « A= & LTHIBRESND A[REHEDH V.
- ZDOAfth : Hello X° How are you? & BV R A « A — LT3,



ESRRA—=)LDIERL (3/7)

@ Salutation (WP ATHEE
AW+ 7V« X— A TRITHE
BAR2E HNBIE TV« F—=L TR, Z7—A b + F—=LDHTHUNT D ENREN
- Bl 21X, Jeff Parker &\ 95 BHEIZIE
— Dear Mr. Jeff Parker % 7213 Mr. Parker
- il 21X, Betty McNeal &\ 9 212
— Dear Ms. Betty McNeil %7213 Ms. McNeil & 3%
F : Miss °Mrs.iZ.  CRIEE - BEEEORINDINERNZ EbH V) EVRAA—LTIT M. BB TH 5,
b) 77 —=A b« F=ATEITHE (EVFRALTHLI RS AZET 7 —=A b« F=L2DHTH L)
5l 21X, Dear Jeff, Hello Betty, 72 &
1 : Dear Mr. Jeff, Dear Ms. Betty (£~ 7],

* il A & DZSRAVEE AN 72 0 | Dear Ritsuko-san, Dear Nobuo-san & 5 L T < U DAMEADH X T 5,
ZD X D7 NT=HI1Z1%. Dear Jeff-san, Dear Betty- san&E L THIT 5 L EEND b,

c) ZIEHDALRNIARATZN, HHlXb> TV DA
BIEDOEE . Dear Sir. ZMDH%4 :©  Dear Madam, &35,

k7272 L. MBS AREHD & &1 Dear Sir/Madam, Dear Sirs/ Madams, 2 % To whom it may concern: (=#(%
WA O & X\ 2ER]) FH LT D,



ESRRA—JLOER (4/7)

@ Body (A&3)
a) intro/purpose (\WH WD AFE X,/ HHY)
- BB E ¢ RAWIZHGEOEF A — /L TRIE S IAEED, MERGEITU T2 AND

1) My name is Shiro Kataoka of ABC Company that mainly manufactures food processors and

blenders. (FIHTA— /LT HFHFITIE. ZOHIO X 5 ITHEEE & FTBESFLOREIT % HID)
2) I trust that you are keeping well. & %\ %

We always appreciate your business.

(RN DD, St LEOMEEWVRHHLEEICIE. 220 L Hi2 [BrokTlmI Lol L
CHELET . TV REBHEEIZR->TEVET] Oy TEEL)

B s ANCHMZRRTRERNHD5E1E. Trldflo L 5 —XTELED D
-I am e-mailing you with regard to your reservation at ABC Hotel on Aug.7.
-We're pleased to invite you to our new-car-release exhibition on December 12, 2020.
-This is to inform you that I am retiring from ABC Corporation on Dec. 31, 2020.

-Please be informed that I am to be transferred to Hong Kong office effective Nov. 15.



ESRR-A—=ILOEE (5/7)

b) Detail (G£HH) HETE A LI NATH B = &
BRI Ao IE U < S5 = &

c) Request (fK3H)
kIROFID L HITAKRILDa) : BRI, b)irill, oz L iRl T2 H 5,

H 1 We are interested in your products, so would like to have some samples before considering

the purchase of them. — (HHJZ & L72KE)

SR HE It would be great if you could send us the samples in the following manner:
ACD6 x5 DDF7 x10 XXX9 x2

kL DA THKEFH | 53T *
* If you have anything regarding our request, please let me know.

* I am looking forward to hearing from you sooner.



ESRRA—JLOER (6/7)

@ Closing (F&3E
a) Concluding line (%% D)
5] - Thank you for your interest in and patronage towards our company.

* We look forward to a continued business relationship.
b) Complimentary close (ffsh) [#(E] TE x| 2L 2] TS T 28 CU IR ERHINS ¢

Viviy

Best regards, Sincerely yours, Thank you, =¢
<FCHp] >

Best regards, o ~vZEx, 47T

Toshi H 53 DA Hi

k BHEEIZ /2 o 727272121% : Many thanks, Thank you in advance, %%,

Il LREIEL, "HEWRSARBRBMENIARLMFE IS (WLOTRELWHIRIZZRV R LRO
CHITEE O SUTHER)

EFTOHYRF LB L ol b
Best, Kindest regards, Thanks, All the best, %%



ESRRA—=JLOERE (7/7)

® Signature (&%)
BT, K4 - =t - EEEESFELZRE L. (METHL0 222D AR—ATY,
Ll b, WOBEHIZOWTHFRZED L LT LEL XD
K4 - &KBE - FTEaE - 2404 EEFT - EX—LT RL R - Eii%k 5/ FAXE S Webt 1 FURL

B D1 >

Yamada, Eiichi (Mr.)

Sales rep, Sales Dept.

ABC Company

1-2-3, Minami-shinagawa, Shinagawa-ku,
Tokyo 999-9999, JAPAN

Tel: +81-3-1133-5577/ Fax: +81-3-0022-4466
E-mail: ~~~@ ~~~.co.jp

URL: https://~~~~~~



ESRRAA=ILORSTMER (1/2)

AAFATEZLICHSE, BV A A—VDRT T "2 o THEL LD
O fERZzEBRELIEEEFA—NLDRT 7 R

[r—=2 1] it DRET T =7 MIOW TSI TR A “—‘/]/%LZD Prlme oA F oA UiE, King
fheOfREFE (SUNTrY 27 B IZ25WT, RIFIOSEBE CAEICELICNELZ R T 5720
KingttOY = 7z A= LE LT,

<4 >SUN7a =7 FBEOMEIRIBFEL
<HEEES> U 71— X A

<AX>12H 15HDOSUNY Y =7 MEETIEZH IO N E S T8 WE L, YHOFHEDLETO FLAE
FHEAMERIETHEESZ, BLSBEWVWLET

[ HHSUNT AT ADE A : 20204E3H 15 H I 2L~ )L T—FEAT S

0 XHEF—L2ONE LT : Kingsthld, VAT A& T = v 7 O7=d1HFAPrimethic— > V=724 %k
B L., Primeftid, ZXEF—LMEBEOH, BETRL VNV OEFEZILKEREFE L L TUEmT L2 L

ERRONFICONT, FEROEDLIWIFTERENZISWVELLL, ZTHAOERETWT I,
(L8

]]I

Prime ff: « /RH= « f b U ¥



ESRRAA=ILORSTMER (1/2)

Subject: Follow-up on SUN Project

Dear Geoffrey,

I appreciate your time and cooperation at the SUN Project meeting of December 15.
To follow up on our discussion at the meeting, please let me confirm that we’ve arrived
an agreement on the following matters:
I. Introduction of new SUN system —
1) to be implemented on March 15, 2020
2) to be done concurrently on a company-wide basis
II. Start-up of “Support Team”
1) King Company will send two engineers to Prime Company HQ for the final check
of the system in mid-Jan.
2) Prime Company will nominate a coordinator (Sales division manager-level) to lead the
Support Team.

If you find any inconsistency in above or have any comments, please let me know at your earliest convenience.

Best regards,
Kenji Ito, Planning Division,

Prime Company



ESRRAA—=ILORSTMER (2/2)

@ FHHWOMEEEHBE LIEEFA—NLDORT 7 L
[/r— 22] Prime ft>A b4 I3, Queenﬁﬂ%@]\ﬁ%@ﬁﬁa AL E RPN RS A sz . A
fED A — )L &2 O L EWinter KIS A2 LI LF Lﬁ_o

<& > HHOZTETIZHOWVWT (BREaEE123-456)

<HAZE> Winterx ¥

<AKX> B ZEE (B 5123-456) (B LE LT, kiﬂw@%ﬁmmmEUﬂﬂa&@ofﬁwiﬁwi
RUME 72 78 B A B BUE 2 A4 OfifR ﬁkhfk@iﬁhtw AA =N b o TIEHEE TN E
F L7, ZHERD L, k%ﬁ”%—.‘r@iﬂﬁ T—#WIETIEENT IS NWET,

H—BXHWEEEICRBEEEIC > TWAES CHEBRAY FTRARA— IO T AL FE U,

AR THISTETVUEFERIFE L E T, LS BEWVWE L BT £,
/€

Primett « /=
A OV



ESRRAA—=ILORSTMER (2/2)

Subject: Your order #123-456

Dear Mr. Winter,

I am emailing you to inform you that it appears (that) we have not yet received
payment for your order #123-456 due on January 10, 2020. And so, I hope you

could check the current status of it and get back to us at your earliest convenience.

If the payment has already been made, kindly disregard this email.

We appreciate your prompt attention on this matter.

Sincerely,
Kenji Ito

Planning Division, Prime Company
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HORLON—/MIEICL S THRRY | IFH] CHEMETT N, EVRREGETHDON D AR REIIEZI L >0 0 FiZ
BT TBEELL I, 2T P ofc- I B A ORGERREZ2F0E T,

O

13 H first 27 H second 3% H third

* LU FIEA~VIZHEE X

0% H Oth/O0-th 5% H fifth 8% H eighth 9% H ninth 127% H twelfth
20 H twentieth 21% H twenty-first 227 H twenty-second 23% H twenty-third
100%& H hundredth *EZ&Fl% one-hundredth

@

1/2 —- a half 1/3 —one third, a third 1/4 —a quarter 1/5 —one fifth

121/2— oneand ahalf 1&1/3 — one and one third 3/4 — three quarters 2/3 —two thirds



HOREE (2/4)

@ FFfE
k A {iflRFT9 2> Do you have the time?
You got the time?
What time is it by your watch?
@30/ : half an hour
@ 1.5 : one and a half hours, one hour and a half, an hour and a half
E 2o H &3O BITEEH W
@2.5F [ : two and a half hours *3.5, 4.5, 5.50F[H] « « « LLF[AEIER
@317 1555 i, 31555 T4
It's a quarter to three. / It’s a quarter past three.(F5 (2 Z<[E])
It’s a quarter of (& L < % before) three.It’s a quarter after three. (F1ZK[H)
—IR[FAZWET D72, FRAORFLIXTEENEELE L
Its2:45am. (p.m.) ./ It’s 3:15 a.m.(p.m.)
@ -+ T : It’s noon.
@ =K T9 ¢ It’s midnight.



HOREE (3/4)

@ HAT
Q@ r—~/;
7 AU 7770 May 15th,2018 A4 ¥ U A, 15th May 2018
@ TN
7 AU 0 5/15/2018 A4 x U A 15/5/2018
QI 74—~
7 AU 73 May 15,2018 A4 ¥ U A 15 May 2018
@E H O -
7 AU 17 Tuesday, May 15th,2018 A4 F 1 A Tuesday,15th May 2018
@ H
R4~ &

* May IZAMEIE D3 720
« June & JulylZ4CTFD T2 DEME L7\ 2 &R
- September [FSept. L4L ¥ —THHOLINDHZ ENRH D



HOREE (4/4)

* ARl A, HORSRICEEE ¥ 5 KA
HANZ at the beginning of the month, early in the month
HHE)IZ  in the middle of the month, at the middle of the month
H FAJIZ late in ~, at the end of ~
HZAXHIZ on the last day of ~
HHEPIZ  in the first half of ~
HA#Y1Z in the second part of ~



~; 5 HOFUDIHZ~

SRR
VAL >k

HERIZ

714 AEE [8H11H)
R R H

nn

M ERT




BEARE

1H12H OFRBRIZOWT

1 ZOBBOBBEICELTHELEY, oK FALXFIMEALETAR, FROANFZEHME L TN TRITET., &8
DORIBEEIIZD TIPS, Y RII450 CTHREFRREICHELE T, VI ABEITEED I LIZR—ZNVICHEET,

2 Y HOFEEITzoom TITWE T, FI45TIE. BOT—<&2H/ ., $%¥4573 %7 X MR TET, BI¥4b0ORNRIT. FEHIT
WICR—ZNVICBEEITOTEEER L TTFIN,

<FHABRDOZEEE >
I. FHyal@EEes ANLTERFIW kFATE LTI SO0 v 3iZiZ1gETT
1) 4FFFE CICHBATICEGEET 5 2 S IX[EE T,

I will ( ) )« ) call the office ( ) 4 p.m.
2) FIXE N A NA VEEEGEEE LT,
He ( ) ) ( ) when he was young.

3) BAEFETEVEN2 ¥ A — FLERE T,

It’s ( ) )C )2(C ) to our office.
4) TOFEIZIZE00005F b DFERPA SN TND

( ) () fifty ( ) words are contained in the dictionary.
5) FRDOIIANIZZ & Ls% T v 7 LE LT,

My salary has increased () 5 percent this year.



ABREN 2

6) ZOMAITIOE T LICE SN ET
This investigation is ( ) ( ) 10 years.
T (B727213) eI TOTITEN 2N
You ( ) )( ) tired last week.
8) W) FEH N TR LAz o7z,
I( ) ) meet my boss on the train going to work.
I ran ( ) my boss on the train going to work.
I( ) into my boss on the train going to work.
9) AAMBEY ., ZOHITITFRITIIH Y THA L,
To ( ) ( ) of my ( ), there’s no bank around here.
10) KAFIZ SV TIFEIZAET 526 D 72,
'l ( ) everything () you about this matter.
11) WERI T B HLICHIC AW E LT,
IC ) YO )( ) the last train last night.
12) P I3 I 1RE R A L 7=,
He was 1 hour ( )( ) the meeting.



ABREE 3

13) 2DA X MIF Ak TETT
This event will ( Yfor ( )a( ).
14) Z O O R £1330cm, B |X1¥F 1 TY
This parcel is 30 cm ( ) ) and ( ) 1kg.
15) BIRHERT I X 19t e ici 2 v L L7t
The Meiji Restoration occurred ( ) the latter ( ) of the 19th century.
16) 0 X - & LTABCHOF U ZIREHMD ANTT 2
Do you ( ) to know Mr. King of ABC Company?
17) HRE DN 2 513 E2FEITED <,
( )( ) people attend, (  )( ) the meeting will ().

18) (A “BEBITHEALWVTLEY ) B WNTT X
(A): Would you ( ) ( ) opening the window? (B): ( ) at all.

19) IFADENTEDZOFEHEEZ L BEEL TWHWDEANNDS
A( ) people understand the project very well.



BEARE 4

I FERLTHFIW

1 Itook a childcare leave last year.

2 The mail transmission has failed.

3  Your accommodation hasn’t been fixed yet.

4  The business table will be set by Mr. Tanaka.

M FERLTFIW
1) ARFIAEF T, FTOVIRLTDHEIEBZFEL X 9D

2) KBEOARRER, (Hrizld) A HESIEHBOTETT,

3) HHEDZEMIZHOWTIZZOEEZZB L TTF IV,



ABRER 5

IV A—NVXDOFEREERLTF I

<4 > KEICOMETFu Y= hAEA~D ZHISRBE
<AKIL>

COMETu> =2 NEAL :

KEIODCOMET vy =7 b AU NN—2FIE, UTOBEETEBIND Z LIV ELE,
HEF: 20204E2H25H (KkIER) FRIE~
BT fEEE=E 3035=

HIEDSBCTRELILERBY, ZOXBTH VAT LOARERFTLEYT, YHETEIRNEBHOABTICEZ LB LTEBNTTIV, fiIh
RBFHEXH DB, BD3HATE TIT/MEIZ TERET SV,

UEBELSBBEWLET,
A

YA Fry
COMETuv = FJ—H—
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A Bz EFIEZB (1/2)

A T4 ATHDHEEICKDIL—F2 =121, BEPLERIG. AFY TN
S =330 A—ILPED KRR LA—IC LB EEHRLALTIBEHOEXELS
FhFET, —ANODEHBIZITFTHEALISTILONT=Z 5B DEFHD T,
FhoZOUP7LTUNKIZE. BB EICHIET A EENEMRETT, CCTIE. F
R SHOHEEITFIET A-ODRERR. v F—FZW<{OMBNMLET,

A EWVWZWZ ¢ Z{E2D

1) 'm afraid that~ I'm afraid, but~

2) I am very much afraid that~ FEHIZHLRISWVWEREADN -« - ¢)
3) Unfortunately,

4) We regret to say that~



A BWKWWZEEERD (2/2)

P (ERLBAULED)ZREFICIPLESHERIZIRELI-WVIEEILEE

1)+1 need a few minutes of your time.

$12. BENSDEBEICIEBELHIATIIMELTLENVELEIEESLEE
1)/ 2)/3) / 4)+ the person in charge has just left for home.
(GE) leave office = BEET B. leave the office= 1Bt 9 5. :BEET S

Bl3. BEASERLI-BEICELT. MERISTBALADE OF BOREA
BoTHYET ILESLE

2) | 4)+ our company’s name has been mistyped in this document.



B #FICERWMZLLEAS (1/2)

1) I'm not sure about it but~
2) It may be true but~
3) Basically, I agree to it but~

Fll. FEEREESOTCWBLEELTWVTY) MEEIIFTRVOTTR, 2957351
INVINEIITHELNETHE, WIARTLEY] ¢EHL X

1) + it may be better to do it

#12. FHELEEBE S TWBRLEELTWTHHEFOMNELZZEBLT) ERNTIEIHY
BALERWVWETE, A TIXZEOL Y REHITEHAINWEFELET) &L
EWnnwe x, 2%EFST:

Domestically it may be true, but there may be no possibility for that case to
be applied overseas.



B #HFICERWMZLLEAS (2/2)

B8, TEARMIZEBIILVOTTR, XV xvy MZOWTIIKROELEE T
REIZLIEFRIWVESIZEWWET] EEE LIV L X

3) + when it comes to the issue of the budget, I suggest we wait until
the next meeting.

+ TDMDERE,

I have a different opinion.
We’ll have to think about this.



C Bt

C W5
1) I'd like to, but I can’t.

2) I'm afraid but I’ll not be able to do it because....

3) I'm really sorry but we just can’t do that.



HETS (1/2)

C#EITS
1) We deeply apologize for ~

2) Please accept our apology for ~

1. MEOBEZFEHUHRLLIFET
1) / 2) + the delay of the delivery.

Fl2. SEIOZETRESKBEEZEMNTFLELT-

1) / 2) + any inconvenience this may have caused you.




HETS (2/2)

<FDHDERIKR>
I'm totally responsible for this.

It’s my responsibility.

SE)VHEICHLTRYT LR
It’s nothing unusual. (K{HBH_&ETT)
Please don’t mention it.(RITEHESELNVTTFELY)




E Fo#n<+— (1/4)

E ZOfD<F—
<HFOZANHALNTENEZEEILICEZRSEE>
You're wrong. EEHADTIELEL., BENGEE N E%::

*There may be a mistake / There seems to be a mistake (in your
invoice.).

*May I confirm if this is correct?

< EOFGIELSIRE>

“a foreigner” &Y. A (X someone from the U.S. % a person from
Singapore FDIEFINRL W ESNTUVS,



E Fo#n<+— (2/4)

<IFELRBERANE~]L [HBEED=A—AFSUT AT~ 1EWIEED>
Japanese people ALV Australian people FZxFEEEICT B,

“You Australian” 2 “We Japanese” ELVO B WA HET-MT=EFE L EENIAT=IE
E-oTWA&KIIZEbNSATREEL S,

<T7—ARMR—LTHUEIEDFIER>

NEANDWSEETIE, L3 -RERICEARGE D 7—A M R—LTHRUESIZEAZL. (H
AKIZIFZDEHEEENZWIZLA)ERMWIZIIHE-OFEICHEEBHICEHLET=IE ML
WEBbHbhd, TO—F. BERADHRIZIE—EDARBNI7—A R R—LTHUEICE
ZBLELGBULV ABWNWSCEZ2TNTIILLEL, . HFZ2 77— A R—LTHES
MNESME. BFLABRZEOIESHERLTHLRDOT=IF>NLL HNEADLEMIZIE,
HATI7—AbR—LZET, 1AL LY 1EHMiss YoshimuralFEUERIT 2D ED
LV %, BARICIE. BRMICID7—R b R—LATHUEIIBELLBVLDENS, TDL5%
AITHLTIE, EDOAD“BUEIZHHETIFZSNBLNESD,



E Fo#ed<+— (3/4)

<EVRRABZIZHEITEHEFEDVF—>

¥ LIFIX, EVRABRBICHITEHIFT—THY. BEPADATIIGHHEICHTIEXFESE
[XBR57E0N
-ERICERFEZENTHEE: LWERYI~TAZHERBDLETIZEDRADORIZEZTIEX
e FTEHFDRAAEABREZIEA. TAMLELIE-VLWEFORAZETS:

Hello, this 1s Ritsuko Yoshimura. I'm with ABC Corporation. Could I speak to Mr.
Bob Johnson, please?

HFEIHT=5. Is this a good time to talk? (WEHFELTHELALLTT M) EFKOMN
KUy,

-ERLETIE, EBENES-6MEN. HIABTETT 1L BEBABETEHABEEITS
M. FHFEMNEnglish speakerDEZIXEBE—FICYIYER. RDKIICES:

Good morning, (This is) Suzuki Trading. May I help you?
*This is ZfF G EEH B LY, HellolEFE,



E Fo#n<+— (4/4)

HAFENBRALEELNBEED. HAWIIEETELRULEE. 'm sorry ¥I'm afraidZ#hsd
DNFHIL:

I'm afraid Mr. Sato 1s not available right now.
I'm afraid but Mr. Sato 1s away from his desk right now.

RSN - EBREICH TN E—FZHI(ZSpeaking THEET . AREBEREIRAS:
Hello, this is Ritsuko Yoshimura in secretarial office. (=#EEDHFHTT, )

-BEEFEVALZXHIZ “Bye-bye” 2 “Thank you” TEHEEHET . LTDLSIZ:
Thank you so much for your taking time to talk with me. &HAULMIHRLIIZ

LTHLo>T=HHFICIE.
I appreciate your kind help. Thank you very much. & ED,

BB IEEICESTIE. HFM “Bye-bye” ELV>TH D “Bye-bye” L. Biaa b5,
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1) No less than fifty thousand words are contained in the dictionary. (Z DO#FEEIZIZ50000H DZ < DFENINE i T
W5)

The number of participants was not more than 100. G AZIZEWVE WL TIOALS HWEHT2)
< OAth D BhHE R B >
no more than~ The number of participants was no more than 5. (I AL >7=D5N7Z572)
not less than~ The number of participants was not less than 180. &I AT 72 < & H180 N IF W FE LT2)

k FEl4 >OFRTEITEY FTRAFL LD

2) AR HBEEENT LTS -T2

I happened to meet my boss on the train going to work.

I ran into my boss on the train going to work.
I ran across my boss on the train going to work.
* leFElFEFHEo) WO EKT, ERE3203ty hTEIEZAEL LD

* happen to ~!/%. happen to know (fi9A%1%). happen to be there (7= £7=FF 212\ %) 2, YRMOENEIZ HE
ZFET
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3) FMNHIBHEY ., ZOHVITIFRITIZH Y AL,

To the best of my knowledge, there’s no bank around here.

k Z DD : "FAD T D M SR VD7 to the best of my ability, ” FAFLE L TW AR Y TiE” to the best

of my recollection,

4) BRI B HICHEICAEWE LT,
I was in time for the last train last night.

kDO HE (be BIFEALAOEGENIZE) ZEINZE D K 9ic~1L72 1got home in time for dinner. (¥
BRICHEIZE S Lo dmE L)

5) This parcel is 30 cm in length and weighs 1 kg. Z OO E Z1330cm. EIX1%F 2 TT
HIEEIZ—XTHLOT & ETDOMDEKFLIE :
* This parcel is 30 cm in length and 1 kg in weight.

* This parcel 1s 30 cm long with a weight of 1 kg.
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I FER = TEOLTERTRS ZRNIZHAGEZE S LOICLEL XD

I took a childcare leave last year. *k take a childcare leave HikE &5
Your accommodation hasn’t been fixed yet. ¥ fix (ZOBILTIE “RETAE” OF)
3 The business table will be set by Mr. Tanaka. *business table (EV XA ED)SE

M HiR=PERHELTAFEL LD

kALAMZH TS be out of the office

kB C  be away from one’s desk

kAP I a— Ny 7 SEFEL X 90 Shall I have “A” call you back? (& D7z HcalliL)5iIE)
Would you like “A” to call you back? %%

k~FTHTET be supposed to ~ be scheduled to~
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IV A—NMEER RATA ROV FLEELE LSEEL TRITIX, SEORRBEEIIBTET
<ff:4> WECOMETF 1=z hEFHE~D I RE

<AIL>

COMETua o= &AL :

REIOCOMET 0¥ =7 b AU N—2FIE, UTOBETEBINDGZ &IZ2DFE L
HEF: 20204E2H25H (KBEH) HF#1EE~
BT . AtESE=E 3035=

AIEIDRBTRELZLERBY, ZOXBTH VAT LAOLEEERFTLET, Y ETIIRMHBEHONRICEZ LB LTBWTTFS
VW, MIPRBEERDDBEIX. SBOSHETE TIO/NRIZ ZEK T U,

PUEBELS BEWLET,

5 @=N

v~z A TFuy /
COMETvuvy =7 Y —F—
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Action requested for the next COMET Project meeting

<AL >
Dear COMET Project members,

This is to inform you that the next COMET Project meeting will be held as follows:
Date and Time: Tue, Feb 25, 1:00 p.m.
Meeting Room: No. 303 (Head office)

As decided at the previous meeting, we’ll discuss the new system specs then. Please read the
material attached in advance of the meeting. If you have any suggestions, please let me know
by 3 days before the next meeting.

Looking forward to seeing you all then.

Regards, Ichiro Maeda,
COMET Project Leader



