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はじめに

ビジネスのグローバル化にともない、職場で英語に接する機会が増えてきました。海外で仕事をする
人たちはもちろん、 日本国内のオフィスに勤務する人たちにも、ますます英語が必要になっています。
本書では、そのような新しいビジネス環境に対応した英会話が、基礎から中級レベルまで広く学習でき
るように配慮しました。

本書では、社交的な会話からビジネス交渉の会話まで、 35のビジネスに典型的な場面での会話を取
り上げています。各課の基本構成とねらいは以下のとおりです。

1.対話

適切な文を選択・補充して対話を完成し、会話全体の流れを把握します。対話文全体を何度も読んで、

ましょう。

ています。

ています。
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Informal Business CommunicationPart I

1. Making an Appointment for a Meeting

2. Making a Hotel Reservation

3. Meeting a Client at the Airport
4. Hotel Check-in

5. Business Lunch

6. Invitation to an Opening Ceremony

7. Presentation Request

8. Introduction at a Reception [H27va >T:feA^IS:n'TS]

9. Change of Address [:t7 <

10. Celebrating a Promotion.



I Making an Appointment for a Meeting1

(O) Fid in each b(ank in the dialog with one of these sentences. slow
1-2 1-3

notinsi

a. How does that suit you?

b. That sounds interesting,

c. Please hold on a minute, Mr. Wood,

d. How long are you here for?

Dick Wood: Good morning. This is Dick Wood of Stern & Smith. Could I

speak to Steve Morris, please?

Secretary: (!) I’ll put you through.

Steve Morris: Dick! It’s good to hear from you again. Where are you?

Dick Wood: I’m in Seattle. I arrived yesterday morning. Tm staying at the
Excelsior Hotel.

Steve Morris: (2)

Dick Wood: Four days. I was hoping we could meet before I leave. There’s

something I want to talk over with you. Do you think you have
the time?

Steve Morris: Let me see. Yes, I’m free tomorrow afternoon. (3)

DickWood: Tomorrow afternoon would be perfect. Our company’s

developed a new line of pet foods, and I wanted to get your
reaction to them.

Steve Morris: (4) Let’s make it 3 o’clock. That should

give us plenty of time to talk.

DickWood: Great. I’ll be there.

Steve Morris: I’ll tell our receptionist that you’re coming, and she’ll show you

to my office.

DickWood: I appreciate it. See you tomorrow at 3 o’clock.

tSJRSS] How does that suit you? ? J
sound

[33^1 put ... through
new line of pet foods h7— line IS (DM^o

It’s good to hear from you again

That sounds interesting.
Please hold on a minute ...

, f
receptionist rSi'fSfU
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PART I Informal Business Communication

(©) Answer these questions in comptete sentences.

1. Where’s Steve’s office located?

2. Which hotel is Dick staying at?

3. When will Dick and Steve meet?

4. What does Dick want to talk with Steve about?

(^) Translate these sentences into English using the hints

r  suit

rsfiiST'SJ checkcalendar

2. o

3.

±4. Tot!)

be tied up

QU

As you listen to the CD, fill in the blanks in these sentences.

1. I would like to meet with you to our new

O'■'O
CO 1-4 1-5OR

slow noimal

and discuss this2. Perhaps we could
further.

3. Mr. Landers on a

to Singapore.

4. Please as soon as you arrive inme
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