g

EnglishifforiBusinessiCommunication

HHEmCF

ES ]
Gary |. Anderson

»

NAN'UN-DO



A Shorter Course in

English for Business Communication

Copyright© 2018

by
Akiko Nitta

All Rights Reserved
No part of this book may be reproduced in any form without written permission
from the author and Nan’un-do Co., Ltd.

EE - AXBREE EE

$EmELF
AU TAIWZTNIAIKETELS, #RZFRAFZAFRICCERBRIF LS ZRE. N\ UVHIL - 2oL 4%
—%# T, BE, EYRAHEEE, BERHERR, TOEIC, TOEFL H0:#EM, WiRE, BRE, REEMEBEEZHKD S, XF,
EFFR, EEFTEELRY AR, TOEIC990 =, R 1R,

Gary I. Anderson
AVTAIVZTRKEN—=V L—RICTELTE, HUTHIVZTNIRERERS LR Z Y T +— FREXRFERICTZ
NZNELTSZEEIG, 1972 F£& VK 30 MOKRFEEMZ L CHLHORIDOREE LUIRSEREREZFENT 5,

lELHE

AEORLWVIE, HAOEBPEHELOHEII 22— 3 VEEZMIEd T & T, BRmicid
E YR ADBIE TR &GS Ui 7 L— AN T 2 X515 L T,

EHE, Hob EEOIGEAEIC X DDAV TE, fixzdhdssTcnikneEZ T
9, X BUGECFIRINC T TO—F T 5720, AEIZ, FIHET & THER ZIGECMN TR
2R L, il K UBEMRIC K BB RECEY LG 2T 5/82 — 2 2> TWE T, HlilEDT,
FEMOBES THFERFESHRANDBERL LTEMDTHEHTL X I,

CVRAGGRE VS TEHFE DR LR, HFHETOAI 22— 3 VeI HTREIHRAD
BHTHEL TR ZRIPAFEICRZATMENTED, 59 CEIRARGENLE TRV ERHFIC
LR ZR > TEBLABNELE>TVET, £DO—/T, EVXATHDLIHFICREIARRAT AT
POTEREE, PPBLL B> TVBEMRICHLTEE 5D LRI TR, AL TEHESE,
SHHREECIEEE LS, Lo AR, TEIELGH TOZNZIEY)SIGEREN D) DT
{ERBEIICEHE>T0ET,

Fo, ABICHTL 2EREDHEUIVTNE TOEIC /& LTEIERICERTT, TOERIC 25,
P, HAEANEV S E R TR LEFEAEEIC L > TRIIDIELAFEDRLSNTY,

2L DN E > TEFHZERRD B > D HiF TEIIGEEE TIN S, TNHHZ B IGEE 5> T
RO, TNTNOANDNEZREIED, RELEZEBNGII 2 =r—YarzR-ok0, ZhEFh
DY CHEEMIICTE#T 22 LD—Bhehb &, TNHIAREICEELIHANTY,

AEDIERICHTz> TR, o TEHEWIEEDRED/I—FF—, Gary L. Anderson [X & FEHD
CHRECTHNERONE LI EZT T TENIETVEREERNTT, MHICKD, AFFZXIOR
WEDIAE END E LT, DX DIEHZHRL LIFET,



Table of Contents B

1. Stating the Purpose of a Contact 6 11. Stating Requests Clearly 26
Bi%ZSIF5 (E - B5F - X—IV) FoEY LERERND (A—IVEEE)
2. Meeting for the First Time 8 12. Making Apologies 28
IXEZET S () 2U% (A—IV &)
3. Presenting a Business Card 13. Making Appointments 2 30
BREEY (Hfm) 7RERS (BFE @)
4. Transferring a Call 12 14. Notification of Absence 32
BREEOEC (EFE) FEZNSES (BFE - W@/ A—IV)
5. Phone Troubles 14 15. Confirming Your Understanding
BHEOLST)IV (BEE) BROWERET S (X—IV &5 - WE)
6. At the Airport Abroad 16 16. Informing of Email Attachments 36
BAOEET (Hm) FMIDRANZT S (A—IV &5 - HE)
7. Making Polite Requests 18 17. Inquiring About Job Openings 38
TEIEHET S (F—IVEFE - ¥H) RAROVLTHRVEDES (X—Ib)
8. Taking and Leaving Telephone Messages 20 18. Making Suggestions 1 40
EEZ%% - 539 (&) RE%Z9% (85 - W@
9. Making Inquiries 22 19. Making Suggestions 2 42
FUWabhbtEzTS (F—Ib & - WH) REZTS (F—1)
10. Making Appointments 1 20. Informing of Personnel Changes 44
7ERERD (A—-I) KFEHMSES (£—I)
21. Parting 46

EHNEES (WE/ *—IV)



Lesson 1 Stating the Purpose of a Contact
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A: Hello. We are Ron Gerald and Rachael Gordon from MMG, and we are
here to make a presentation for Mr. Minami’s team." We have a 2 o'’clock
appointment with them.

B: Let me call Mr. Minami. Please have a seat there. | will be right back.

A 1 Tamhereto (@) . '~33HMTHKRE LI,

B 98
A: Hello. | saw your flier about your new 3D printer. 1 am calling to learn more
about it.” My name is Saki Sonoda from Haru Corporation.

B: Hello, Ms. Sonoda. This is Steven speaking. If you have any specific questions,
I'm more than happy to answer them right now.

KA 2 ¢ Tam calling to (@) . T~3 2 HMTHSL THY ET .,
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| am writing to inform our valued customers of the launch of a new
computer game,’ the Highland Adventure Series. For details, please refer to
our website: www.gamehighland.com/hladventureseries/.

We start accepting orders on April 20. Please contact Hideki Onishi for more
information, volume discounts, or any other inquiries.

FEARIE 3 1 Tam writing to (@il) . T~32HMTA—LLTOET, ]

Quiz
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(A) I think it is not a good idea.
(B) I don't think it is a good idea.

FREME 1 TMICAZEERALT, D EELTHEELELL S, Cs
D
A: TRHEZBIDDPOLELE SN ? FEICEVITSKRIEDTIN?
Can I help you? ;. 2. 3.
4. 5. 6. ?

B: &, oW 5TTVET, BEEZAIARICREHLUICI D7D TI Y,
Ah, thanks. 7. 3. 9.

10. submit my résumé to Mr. Smith.

A: EOHBANDIEHETL X M7
Which department are you applying to?

B: i,
To the Planning Department.

A: 3BT, HHESLODHDOILLR—KX—2fi5TLEEW,
That will be on the third floor. Please take that elevator over there.

B: B TL7ZE0H oS> TTVET,
Thank you very much for your help.

BB 2 HEXLELLS, SHOHZLOIELAEZTY,

@ Y rF XK (Mr Jenking) 1225 AMNTEO E L,

@ MY T7 LY RRDOTOMMZMD 2 BIELTHD ET,
[ calling / the conference / learn / of / to / 1/ am / details ]

@ F—TINETRTBEDICEFLTEYET, (reserve)

@ HEOEOEOBEOLIEZL A=V LTE0Ed, GEE: —ERITOVET)

[ an estimate / writing / request / [ / am |
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