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KAN]JI

NEFPIHRZ:

P

NEFPIRZ:
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NEFPIHRZ:

DSA7

NEFPIHRZ:

DSA7

NEFPIHRZ:

DSA47
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P
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TONHTIRX:

D547

TONHTIRX:

D547

TONHTIRX:

DL 5:

TONHTIRX:

TESHHTHXRZR:

TEMNHTIRZ:

&—. UIaDEpARIFAZTICLTS?

(&2
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D547

(ELEL. Tl WENSHLLEINS5LELL<R—,

THNHTIRR: HFTADEORESCTVFE L, LDONLWWeLET,

ROMANIZATION

MURAKAMI
AGUNESU:

NOMURA:

MURAKAMI
AGUNESU:

NOMURA:

MURAKAMI
AGUNESU:

KURAIANTO:

MURAKAMI
AGUNESU:

KURAIANTO:

MURAKAMI
AGUNESU:

KURAIANTO:

Ohayo gozaimasu. Kyo kara kochira de o-shigoto sasete itadaku
Murakami Agunesu to moshimasu. Yoroshiku onegai shimasu.

Nomura to moéshimasu, kochira koso yoroshiku. Murakami san no
seki wa koko. Watashi no tonari desu.

Arigatd gozaimasu. Iroiro to oshiete kudasai.

Mazu wa denwaban o yatte morad ka na. Naisen no mawashi kata

wa koko ni kaite aru kara, wakaranakattara kiite ne.

Hai.(denwa naru) Hai, Dezain Ofisu J de gozaimasu.

Yo, Ryo-chan wa genki ni shite'ru?

Ha?

Ry6-chan ni tsunaide. Isogu n da.

A, ano, shitsurei desu kedo.

Akasaka no Gori tte ieba wakaru kara sa.
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MURAKAMI
AGUNESU:

NOMURA:

MURAKAMI
AGUNESU:

KURAIANTO:

MURAKAMI
AGUNESU:

KURAIANTO:

MURAKAMI
AGUNESU:

KURAIANTO:

MURAKAMI
AGUNESU:

ENGLISH

AGNES
MURAKAMI:

Shosho o-machi kudasailAno, Nomura-san. Akasaka no Gori-san to
iu kata kara, Ry6-chan to iu kata ni o-denwa na n desu kedo...

Ryo-chan tte, shacho no koto da to omo kedo... Ky wa shucchd de
inai naa.

Moshimoshi, o-matase shite moshi wake arimasen. Ainiku, shacho
wa honjitsu shuccho de rusu o shite orimasu ga.

Nan da y0, isogi no shigoto no hanashi na no ni sa.

Ano, watashi de yokereba go-yoken o o-ukagai shimasho ka?

O, s0? Tasukaru na. Ano ne, uchi no kaisha no kokoku o tanonde'ta
dezaina ga yonige shichatte ne. Nantoka asuju ni atarashiku
dezain shite morae nai ka ne. Tsujo no bai no ryokin harau kara sa.
Shosai wa kore kara FAX de okuru kara, sugu ni henji chodai. Anta,
namae wa?

Hai, Murakami to moshimasu. Shochi itashimashita. Nen no tame,
FAX ni go-renraku saki o kaite oite kudasai.

Hai hai. Ja, ima kara okuru kara yoroshiku né.

O-denwa arigatd gozaimashita. Shitsurei itashimasu.

Good morning. My name is Agnes Murakami. I'm going to be
working here starting today. Nice to meet you.
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NOMURA:

AGNES

MURAKAMI:

NOMURA:

AGNES

MURAKAMI:

CLIENT:

AGNES

MURAKAMI:

CLIENT:

AGNES

MURAKAMI:

CLIENT:

AGNES

MURAKAMI:

NOMURA:

AGNES

MURAKAMI:

My name is Nomura. Nice meeting you, too. Your seat is right here,
next to mine.

Thank you very much. Please offer me guidance and assistance.

Well, let's have you start with picking up the phone. The way to
transfer calls within the office is written right here. So let me know if
there is anything you don't understand.

Yes, sir. (The phone rings )Hello. This is Design Office J.

Hey! How's Ryou doing?

Uh....

Get Ryou on the line. It's urgent.

Um..Idon't mean to be rude, but who are you?

Just tell him it's Gori from Akasaka and he'll know.

Please hold. Um. Nomura-san. There's a call from a man named
Gori of Akasaka for a person called Ryou.

| think Ryou is the company president...But he's out on a business
trip today.

Hello. I'm sorry to keep you waiting. Unfortunately, the presidentis
out of the office today due to a business trip.

CONT'D OVER
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CLIENT:

Dude, this is like totally urgent.

15. AGNES Is there anything | can do to assist you?
MURAKAMI:

16. GLIENT: Well, actually you could really help me. The designer we entrusted
our advertising with ran away in the middle of the night. Could you
somehow come up with a new design by tomorrow? We'll pay you
double our normal rate. | can fax you the details right away so
please reply now. What's your name?

17. AGNES My name is Murakami. | understand. Just in case, please include

MURAKAMI: your contact information on the fax.
1g. GLIENT: Sure. I'll send it now. Thanks for taking care of it!
19. AGNES Thank you for your phone call. Good-bye.
MURAKAMI:
VOCABULARY
Kanji Kana Romaji English
person in charge of
EF‘-;EE% t“/\/j’.)(gf/\/ denwa ban answerlng phones
E== L&oan shosai detail, particulars
= (E0) bai double
HE D250 &5 tsijo regular, normal
k(¥ KIZF yonige flit, flee by night
IN= c>c< kokoku advertisement
dHL\C< HUL(C < ainiku unfortunately
S Lwo54&5 shuccho business trip
ANis TUEA naisen phone extension




SRS NABLLEIE renrakusaki contact address

SAMPLE SENTENCES

722 =S ADERERDMND LI N,

Ashuri-san no renrakusaki ga wakarimasu ka.

Do you know Ashley's contact address?

GRAMMAR

Today we introduce polite expressions for taking business calls. You often have the
situation where you refer to someone inside your own company when you talk to a person
outside the company. In that case, even if the person inside the company is your superior,
you don't use honorific suffixes or polite language, but use humble expressions.

Please check the list below, the left column of which shows normal expressions and the
right one shows polite or humble expressions you can use in the business call.

HIEEIEHETIN? KILTI(FE, /KILTIM,

HIEEENTIH? ULDNWTT(FE, /ULDNUWTI M,

Who are you? It may be rude to ask, but what is your
name?

HRIEHETFTI, HLc< . ERIFEFICLTHHFET,
HWLC, L»E&DEBTIICLTHD

Ly5&D(EHBDITY, F9.

The president is out of town. Unfortunately, the president is out of
town.

FHEIAREICVIEA, HLc, FEEEENALTHEDET,




ENDSA>EZICOIEA,

bW THDE>EETEEIFLTHD
N

Mr. Nakano is not at his desk.

I'm sorry, Nakano is not at his desk at the
moment.

HASTALEERTY.

HWIC, BFEFRIOBEREICHTHED X
ER

RIENSAIFTANDED STY

HWICL, RIEMIRDDTANICHT
HOET,

Mr. Tanaka is on the phone now.

Unfortunately, Tanaka is on another line
at the moment.

BETAHELTVET,

SEENAELTHEDET,

EMILSAER>RUNLRDLTUET,

EMNMILERNLRDLTHEDET,

Mr. Takahashi is out of office.

Takahashi is out of office.

L5&28F>TLIEE0), DrBEFELETL),
5&2&F>TLIES), L&DSUL&LDREELREDT),

Hang on, please.

Could you please wait a moment?

o FELE, AMUzLE LT,

MO FLE, L&odBULeLELTE,

OK Yes, Sir.

LEEEDSE, CIGEEADIT,
TACAZESE CCACAZEDITIZEHDIET,




Message, please.

Would you like to leave a message?

HETEBRENIEITLDICIEREL &
>h\,

HORL, HBRFEELLITFELDICH
UIEXE L &SH?

HETTADENIES T LDICDIEX
FL&LOH,

HEOMRL. STADESTULHIFBRLS
(CESLDIEZF L&D ?

Should I ask him to call you back?

Should | ask him to call you back?

BEERTLLSN?

CHHEEHSRIVVZLE L LD ?

KDUEEATLLDM?

CEOTFAZESSINRVVZLFL &S
h\?

What can | do foryou?

Could I do anything foryou?

ES5—ESBULET,

BNADIITN, E5—EEDIRLTL
rEFEIH?

EOS0EEFRRLLET,

HZENLDFTITHR. E5UEESDHHAMZ
LTuWrEiFEan 2

Canyousay it again?

Excuse me, but could you please say it
again?

HBEOLORESCTVFE LR, KLV

TLOSHS ELET,
PTADHORESSEVELIE, LD
S LSES N UET,

Good bye

Thank you for calling.




