	1-1    We’ve also released the information on the internet.

	
	
	words

	Ichiro
	We have received quite a few inquiries from abroad for the English-speaking manager position.
	

	Mr. Smith
	That’s great. How much advertising have you done so far to fill this position?
	

	Ichiro
	In America, for example, we placed an ad in most of the major papers. We’ve also released the information on the Internet.
	

	Mr. Smith
	You mean you have a new home page just for this?
	

	Ichiro
	Yes, we started a new page two months ago after spending half a year preparing for it.
	

	Mr. Smith
	Oh, yeah? That’s news to me!
	

	1-2    One of my bosses was forced into retirement.

	Yuri
	What happened?  Why do you look so glum?
	

	Mike
	I just found out that one of my bosses was forced into retirement after all his years of dedication. I can’t believe it. I hate to see him go.
	

	Yuri
	That’s too bad. What’s the usual retirement age?
	

	Mike
	At our company, it’s 60. As you know, the market is really depressed and I hear my company is losing a lot of money now.  That’s the reason.
	

	Yuri
	Your company was doing so well just a decade ago, right?
	

	Mike
	Yeah, there’s no telling what will happen in the future.  The only thing that’s certain to me is that you love me. Right?...   Right?  Hey, where are you going?
	

	1-3     I’m considering quitting my job.

	Mike
	I’m considering quitting my job.
	

	Yuri
	Why? You should wait. Like people say, any job is better than no job at all.
	

	Mike
	That may be true, but I need gain new experience.  I’m getting sick and tired of my monotonous job.
	

	Yuri
	Is it that bad?
	

	Mike
	Yeah. One of my friends was bragging about his new job in Hawaii.  He was offered $200,000 a year. Who can resist that temptation?
	

	Yuri
	You really think so?
	

	Mike
	Wouldn’t that make you consider changing jobs?
	

	Yuri
	Possibly, but we have a life-time employment system in Japan, although it’s not like it used to be anymore.
	

	Mike
	Yeah, I’ve heard.
	

	1-4    You only live once, so why stay in a boring job?

	Mike
	I’ve got to find a job soon.
	

	Yuri
	Here is the employment section. By the way, what is your dream job?
	the employment section　　広告欄

	Mike
	Well, let me close my eyes and think about it. First of all, it must be well-paid.  It must involve working with other people, because I get along with coworkers.  It would be exciting to end up in different cities and countries, too.
	

	Yuri
	Haven’t you ever thought of taking over your family business?
	

	Mike
	No, that job is boring, and it’s not challenging enough for me. I would hate to let my father down though.
	

	Yuri
	You’re not cutting ties with your family, are you?
	

	Mike
	Of course not. My motto is, “You only live once, so why stay in boring job?”
	

	1-5     I need an opening to get the reader’s attention.

	Yuri
	What are you doing, Mike?
	

	Mike
	I’m trying to write a cover letter.
	

	Yuri
	I’ve heard about that before. Would you tell me what it is exactly?
	

	Mike
	Sure. A cover letter should be enclosed every time you send out your resume.  Its enclosure is not only an act of courtesy but a means of adding a personal touch.
	a personal touch　　　
自分らしさ

	Yuri
	I get it. It’s your chance to let your individual style and personality stand out from the crowd, right?
	let ----

	Mike
	Right.
	

	Yuri
	Well, you haven’t written anything yet. What are you waiting for?
	

	Mike
	I know. I need an opening to get the reader’s attention. I’m stuck at that point.
	

	1-6   I’m calling about the position in the paper.

	Receptionist
	US lines. How may I help you?
	may,   can

	Mike 
	Hello, I’m calling to arrange an interview with Mr. Smith.
	make

	receptionist
	Hold on. I’ll put you through.
	

	Mr.Smith
	Hello, can I help you?
	

	Mike
	I’m calling about the position in the paper.
	in the paper

	Mr.Smith
	Oh, yes.  Can you come for an interview?
	

	Mike
	Yes, sir.  When is good for you?
	

	Mr.Smith
	How about this Friday at 10:00 a.m.?
	

	Mike
	I’m sorry I’m busy at 10:00, but I’m available after 11:00.
	

	Mr.Smith
	All right, 11:00 p.m. it is.
	

	Mike
	That’s great. Thank you. I’ll see you this Friday morning at 11:00.
	

	1-7    I have a lot of employee benefits.

	Yuri
	Why did you decide to switch companies?
	

	Mike
	It’s just a matter of money. You see, my job there was only a steppingstone. Yuri, what kind of company do you work for now?
	

	Yuri
	I work for a computer company.
	

	Mike
	What’s your position?
	

	Yuri
	I’m a web designer.
	

	Mike
	Oh, yeah. You must be getting paid pretty well.
	

	Yuri
	Yeah. Friends envy my salary. On top of that, I have a lot of employee benefits. I get 20 days paid vacation a year, I can expect a 5% raise every year, and I can get paid maternity leave when I need it. Most importantly, my health insurance is also taken care of.
	

	Mike
	That’s the kind of job I’ve looking for. Are there any openings in your company?
	

	1-8     Performance and skills outweigh seniority.

	Keiji
	So, what steps do I need to take to prosper in an American company?
	

	Judy
	In an American company, the harder you work, the higher you climb the corporate ladder.
	

	Keiji
	What about seniority issues?
	

	Judy
	Seniority plays a part in an American business, but  performance and skills outweigh seniority.
	

	Keiji
	Are you saying that a person below your status in a company has the possibility of someday becoming your boss?
	

	Judy
	Exactly. That’s very possible.
	

	1-9    What are your qualifications?

	Mr.Ball
	Hello. I’m Mr. Ball. Thank you for coming over to Japan Electronics. I hope our office wasn’t too hard to find.
	

	Keiji
	Not at all. I’m Keiji Takahashi. I saw your ad for an English speaking sales manager and I’m very interested in the position. Is it still available?
	

	Mr.Ball
	Yes.  The position requires fluency in English, and it is a must. By the way, what are your qualifications?
	

	Keiji
	As stated in my resume, I have a bachelor’s degree from Asahi University.
	

	Mr.Ball
	What was your major there?
	

	Keiji 
	Economics. I’d also like to add that during my junior year, my college had an exchange student program that I participated in.  Through the program, I studied in an American college for a year.
	

	1-10     You mean you’ve done cold calling?

	Mr.Ball
	That must have been an exciting year. That explains your English-speaking ability.
	

	Keiji
	Thank you.
	

	Mr.Ball
	The open position is in our sales division.  Have you done any sales in the past?
	

	Keiji
	Yes.  During my college days I was working for an  Internet service provider. My duty there was to call potential customers and persuade them to switch their services to our company.
	

	Mr.Ball
	You mean you’ve done cold calling?
	cold calling  
勧誘電話

	Keiji
	Yes, and I created an average of 25 new accounts per week.  Later that year, I was awarded best sales employee of the year.
	

	Mr.Ball
	That’s outstanding work experience.
	

	2-1.  Welcome aboard. 

	Keiji
	Hi. My name is Keiji Takahashi, I just began working here today.  What is your name?
	

	Ms. Clark
	Nice to meet you Keiji. My name is Sandy Clark. I work as a computer technician on the third floor.  How about yourself?
	

	Keiji
	I was hired to work in the sales department. I recently graduated from school, and I am looking forward to putting my education to the test.
	graduated from school

	Ms. Clark
	This is a great field to be in. I’m sure you’ll do just fine here. Welcome aboard.
	

	Keiji
	Thanks for the encouragement. Hope to see you around the office.
	

	Ms. Clark
	I look forward to seeing you as well. Best of luck. It was nice meeting you.
	

	2-2.  How may I help you?

	Secretary
	Hello.  This is US Lines. How may I help you?
	

	Keiji
	Hello. I am calling for your hours of operation.
	hours of operation

	Secretary
	Our hours of operation during the week are 8:00 p.m. until 5:00 p.m. and we are closed on holidays and weekends.
	

	Keiji
	Thank you. May I also have your street address?
	

	Secretary
	Of course.  We are located at 677 Sunshine Road, one block west of Beach Boulevard. May I help you with anything else?
	

	Keiji
	No, that will be all.  Thank you for your assistance.  Have a good day.
	

	2-3.   It sure is a time-saver.

	Manager
	I’d like to show you how to use the fax machine. There are two ways to send documents.  One is direct transmission and the other is memory transmission. If you choose direct transmission, your document will be sent right after it takes each sheet, but it takes a while.  If you choose memory transmission, it does everything for you automatically.
	

	Yuri
	How convenient!
	

	Manager
	I know, it sure is a time-saver. However, if the machine is full of paper, it’ll get a paper jam. If the toner runs out, you’ll see a sign on the display. When you see this sign, ask Mr. Taguchi to take care of it.
	

	Yuri
	Sure. But I may be able to replace it myself.
	

	Manager
	If you can handle it by yourself, please do so, but be careful not to make a mess on your clothes.  All the documents sent to us are supposed to be put in the boxes by section. There is a lot to do, but I hope you will like working here.
	

	Yuri
	Thank you very much. I’ll ask you if I have any questions.
	

	2-4      Think positively.

	Mr. Jackson
	Good morning, Keiji.
	

	Keiji
	Good morning, Mr. Jackson.
	

	Mr. Jackson
	Welcome to my sales training program. As you know, I usually work at our New York office. Today, you’ll learn the six most important rules of sales. I’d encourage you to take notes. Are you ready?
	

	Keiji
	Sure.
	

	Mr. Jackson
	All right, then. Let’s get down to business. Rule number one: Think positively. If you don’t believe in yourself, no one else will. Rule number two: Plan ahead.  You need to set a specific goal. Decide what you want to accomplish for each sale.  Rule number three: Be friendly.  A friendly smile is a must in a sales call. Don’t forget to use a customer’s name when you greet them.
	

	Keiji
	You mean by using customer’s first name?
	

	Mr. Jackson
	No, you can’t be on a first-name basis unless you know the person very well. All right?
	

	2-5     Put yourself in the customer’s position.

	Mr. Jackson
	Rule number four: keep everything simple.  Avoid using complicated language. Keep your sentences short, and each sentence should have just one idea. Rule number five: look professional. As the old saying goes, “Don’t judge a book by its cover.”But in business, this doesn’t apply. A clean professional look gives the best impression. It is always safer to dress conservatively. Have you been giving the right impression?  Rule number six: Put yourself in the customer’s position. Try to imagine how you would respond to the sales call.
	

	Keiji
	I see what you mean.  You can’t be too pushy, and at the same time you can’t be too soft, either, right?
	

	Mr. Jackson
	Right. Mastering these six rules will help you to achieve the best results when conducting business.  You’ll notice the results in your sales immediately. If you have any questions, just ask me.
	

	Keiji
	Thank you.
	

	2-6      I have a hangover this morning.

	Yuri
	Hey, Steve, how are you doing today?
	

	Steve
	Oh, hey, Yuri. I had too much to drink and I’m not myself today. You see, I went out with some friends last night. They told me that I was way out of line at the bar.
	

	Yuri
	I know what you mean. I also went out drinking, and I’m afraid I have a hangover this morning, too. I really can’t hold my liquor. Where did you go?
	

	Steve
	Well, first, we went out for some dinner at a steakhouse. The food was great. Then we decided to go to a local night club where a band we enjoy was playing. 
	

	Yuri
	It sounds like all of you had a really good time. Well, I have to get back to work. Talk to you later.
	

	Steve
	Yeah. Break time is over. Nice talking with you.
	

	2-7      I’m glad you could make it today.

	Ichiro
	I’m glad you could make it today, Mr. Smith.
	

	Mr. Smith
	Shall we take my car?
	

	Ichiro
	Let’s take my car. It’s right here. 
(at the restaurant)
Do you mind if I talk to you a little bit about the project while we wait for our order?
	

	Mr. Smith
	No, I don’t mind at all. Shoot.
	

	Ichiro
	-------------
Thank you for letting me know about your new inside deal.
	

	Mr. Smith
	Well, thank you for explain your company’s present situation. I never realized your circumstances before. How much does the bill come to?
	

	Ichiro
	I’ll take care of the bill.
	

	2-8     It’ll be easier said than done though.

	Ichiro
	Hello, Brandon, Please have a seat.  I called this morning to discuss our quarterly earnings and upcoming sales strategies. 
	

	Mr. Jackson
	Yes. Well, as you know, our earnings have risen by 5% since the first quarter. This is due mainly to our aggressive sales strategies.
	

	Ichiro
	I agree. I am very pleased with our current staff and the work that is being done. Now I am looking to push our earnings even further, and I was curious to hear any ideas you may have.
	

	Mr. Jackson
	Well, I believe we have made a name for ourselves over the last quarter and have substantially increased our clientele. My main focus would be on our new clients and finding ways to continue our business with them.
	

	Ichiro
	Yes, I believe that is the right thing to do. Now that we have these new clients, I believe that keeping them satisfied is our number one priority.
	

	Mr. Jackson
	I couldn’t agree with you more.  It’ll be easier said than done though.
	

	2-9       Can I count on you?

	Mr. Ball
	Keiji, I need you to work overtime next week. We’ve gotten behind and have a deadline to meet. Can I count on you?
	

	Keiji
	I’d be happy to help you out, Mr. Ball. Will it be all week? 
	

	Mr. Ball
	Yes, we need all the help we can get.
	

	Keiji
	Unfortunately, I have a previous engagement on Friday, but otherwise, count on me.
	

	Mr. Ball
	I wish everyone was as cooperative as you are. Well, I will have your schedule for next week ready by tomorrow.
	

	Keiji
	Thank you, sir. See you tomorrow.
	

	Mr. Ball
	Oh, I almost forgot. Would you be willing to come in on Saturday or Sunday?
	

	Keiji
	Yes, I’m available on both days if you need me.
	

	Mr. Ball
	Excellent! See you tomorrow.
	

	Keiji
	See you tomorrow. Bye, sir.
	

	2-10        Consider it done.

	Manager
	How is the new homepage coming along? Can I take a look at it?
	

	Yuri
	What do you think so far? This blue background matches their company logo.
	

	Manager
	I like the basic image. You are doing a very good job, but I have some criticism. The color is a little monotonous, and it could use more contrast.
	

	Yuri
	I see. I completely agree.
	

	Manager
	For example, you could use a vivid color for the renewal information section.  Also, it doesn’t have enough impact because there are only still pictures. As you know, animation better conveys the image of the company to users.
	

	Yuri
	I see what you mean. Consider it done.
	

	3-1     Our domestic sales were sluggish.

	Keiji
	Hello, everybody, I’m Keiji Takahashi. I’m part of the Sales Division here. Here’s the second quarter’s sales report. Feel free to interrupt me with any questions you may have. OK? Our overall sales were over five billion yen the second quarter, which was up 5% from the same time period last year.
	

	Mr. Jackson
	I hear our domestic sales were sluggish last quarter. Is that true?
	

	Keiji
	That’s true, nut they should start picking up anytime. Take a look at these sales figures. Our overseas sales hit an all-time high.
	

	Mr. Jackson
	What about our market share in the US?
	

	Keiji
	We were losing our market share there, but we regained it. As of last quarter, we have acquired 7% of the US market share, which is amazing.
	

	Mr. Jackson
	Not bad at all.
	

	3-2     I really blew it.

	Ichiro
	Good evening.
	

	Ms. Wilson
	Good evening, Mr. Yamada. I understand you are my new client. I am Ms. Joan Wilson, your instructor. I saw the video of your speech.
	

	Ichiro
	And?
	

	Ms. Wilson
	You made some drastic mistakes.
	

	Ichiro
	Tell me about it. I really blew it. I’m not a good speaker, especially in formal settings.
	

	Ms. Wilson
	Mr. Yamada, as you know, I teach　public speaking to executives. When making a speech, there are three areas of consideration. The first is the speech’s content.  The second is your delivery. And the third is your personal appearance.  Have you written something?
	

	Ichiro
	Yes.
	

	3-3     Always warm the audience up.

	Ms. Wilson
	Please begin.   
	

	Ichiro
	Tonight I’m here to speak about…
	

	Ms. Wilson
	Mistake number one. Always warm the audience up.  Tell them a joke or funny personal anecdote.
	

	Ichiro
	You mean like… if you get bored tonight, please try not to fall asleep?
	

	Ms. Wilson
	Not exactly. You’re immediately making the audience assume that you’re not interesting.
	

	Ichiro
	I see. How about… if you’ve come here tonight to fall asleep, I’m sorry to disappoint you?
	

	Ms. Wilson
	Much better. Go on.
	

	3-4       Now, stand up straight and look confident.

	Ichiro
	I’m happy to have the chance to speak tonight. I…
	

	Ms. Wilson
	Mistake number two. It sounds like the listeners are more important than you. Take control.
	

	Ichiro
	OK. I’m here tonight to tell you about ….
	

	Ms. Wilson
	Good. Utilizing a strong verb like “tell” is a good start. Now, stand up straight and look confident. Even if you’re nervous, don’t show it.  Let’s hear your summation.
	

	Ichiro
	Thank you for letting me …
	

	Ms. Wilson
	Mr. Yamada, control, remember?
	

	3-5      Use note cards if you need to.

	Ichiro
	Right. I trust that you will choose our company because of the superior quality of our products and services.      
	

	Ms. Wilson
	Excellent!  Remember your appearance, Mr. Yamada. Get yourself a dark-colored suit and a red silk tie.        
	

	Ichiro
	Yes, ma’am.  I’ll get my assistant to help me pick them out. Uh… what can I do to help me remember my speech?
	

	Ms. Wilson
	Use note cards if you need to.
	

	Ichiro
	Isn’t that a little … unprofessional?
	

	Ms. Wilson
	Not especially.  Many people use them. That’s enough for today.  Rewrite your presentation speech and we’ll work on it Tuesday.
	

	3-6      We’re capable of producing up to 30,000 units.

	Mr. Smith
	This factory is one of your oldest facilities. It was built in 1976. The entire factory occupies three acres of land and employs over 500 workers.  Do you have any questions, Mr. Yamada?
	

	Ichiro
	How many units can you produce at this location?
	

	Mr. Smith 
	We’re producing an average of 20,000 units per month now, but we’re capable of producing up to 30,000 units per month.
	

	Ichiro
	That’s a lot.
	

	Mr. Smith
	Yes, indeed. Any other questions?
	

	Ichiro
	No. thank you for your presentation. It was really interesting.
	

	3-7      Today you will learn about the latest in home appliances.

	Keiji
	Ladies and gentlemen, welcome! I’m Mr. Takahashi, a manager at Japan Electronics. Today you will learn about the latest in home appliances.
	

	Mr. Marks
	What is the main feature of this trade show?
	

	Keiji
	I’m very proud to introduce our newest line of refrigerators to you.
	

	Mr. Marks
	What improvements have been made?
	

	Keiji
	I’m glad you asked. First of all, this refrigerator is a great energy saver, which uses only half the power you would have needed 10 years ago. This will allow you to save as much as 5,000 yen a year on your electricity.
	

	Mr. Marks
	That’s very economical.
	

	3-8     That’s a very competitive price.

	Keiji
	This upgraded version is smaller and lighter than our competitors. It takes up half as much space as the old model! You can place this wherever you want, even tightly against the wall.
	

	Mr. Marks
	Really?  That’s a good sales point.
	

	Keiji
	Plus this new refrigerator is user-friendly and also friendly to the environment.
	

	Mr. Marks
	How much will it retail for?
	

	Keiji
	In spite of these great features, the model is reasonably priced. Surprisingly, our offering price is way under 100,000 yen. Considering the current market, we’re looking at 85,000 yen for our retail price.
	

	Mr. Marks
	That’s a very competitive price.
	

	3-9     This new model has really lived up to all my expectations. 

	Keiji
	This stylish refrigerator will make your kitchen a more comfortable and exciting place to be. I bet it will even increase the amount of home-cooked meals you have.
	

	Mr. Marks
	I’m very impressed.
	

	Keiji
	You won’t have to put up with loud motor noises any more, either.  In addition, there’s a quick defrost function. You’ll also find that this refrigerator makes ice very quickly.
	

	Mr. Marks
	I’ve been looking forward to hearing about it. This new model has really lived up to all my expectations.
	

	Keiji
	Well, I’ve saved the best feature for last. It is extremely spacious inside, with the capacity to store two week’s worth of food for a family of four.
	

	Mr. Marks
	That would be very helpful, but I’d need to be careful not to buy too much to eat!
	

	3-10      So we agree on this offer?

	Yuri
	Our firm has a great reputation designing home pages for various types of companies.
	

	Mr. Ball
	Have you done any design work for any electronics companies? And if so, how successful was the outcome? 
	

	Yuri
	Yes. Here is a list of our clients. Feel free to check out what we have done for them.
	

	Mr. Ball
	Oh, that’s an impressive list.
	

	Yuri
	On average, our services have raised our clients’ hit index by approximately 10%.
	

	Mr. Ball
	Oh, really? That sure would benefit us as well. 
	

	Yuri
	With our competitive price, we are sure that no one can match our past track record.
	

	Mr. Ball
	You might be right.
	

	Yuri
	So we agree on this offer?
	

	4-1     That’s as low as we can go.

	Ichiro
	Nice to meet you. I’m Ichiro Yamada. We’ve spoken on the phone a few times.
	

	Mr. Lee
	Nice to meet you, too. I’m Bob Lee from the ACC Company. Thank you for coming all the way from Japan to see us.
	

	Ichiro
	Thank you for taking the time to see me. As I mentioned on the phone, we’re interested in importing battery MN84 to make our products more competitive.  We’d like to order battery MN84 from your company because of your quality and price.   
	

	Mr. Lee
	Thank you for your compliment. Well, how about $1,000 per unit with a market price of $1,200? I’m sure battery MN84 can’t be priced lower than that anywhere else.
	

	Ichiro
	Well, couldn’t you give us a bigger price break, since we’re going to order it in volume?
	

	Mr. Lee
	Well, it’s costly to produce a product of such a high caliber. That’s as low as we can go.
	

	4-2      We have a deal.

	Ichiro
	Would it be possible for you to sell it to us for $800 if we order 1,000 units, for example?
	

	Mr. Lee
	There’s no way we can go that low. But if you order 1,500 units, we can make it as low as $900.
	

	Ichiro
	How about cutting it to $800 if we buy 1,700 units? Deal?
	

	Mr. Lee
	Well, that’s fine. We have a deal. But you’ll need to pick up the shipping tab.
	

	Ichiro
	Sure. That’s fair. I am so glad that we’ve finally reached an agreement.
	

	Mr. Lee
	Let’s get down to signing the contract. After we finish, I’d like to take you to see the sights of Hon Kong. I want you to try the best Chinese food here.
	

	4-3    How soon can you ship out the merchandise to us?

	Ichiro
	We’ve decided to order 1,800 units from your company.
	

	Mr. Lee
	Thank you for your trust in us.
	

	Ichiro
	How soon can you ship out the merchandise to us?
	

	Mr. Lee
	By the end of next month. We’ll start working on it right away to ensure an on-time delivery.
	

	Ichiro
	Good!
	

	Mr. Lee
	I’d like to remind you that we need the deposit money up-front, though.
	

	Ichiro
	You’re asking for 20% down, right.
	

	Mr. Lee
	That’s correct, sir.
	

	4-4   We’d prefer it if you could pay for a quarter up-front.

	Mr. Lee
	When can you arrange for payment?  
	

	Ichiro
	You’ll send us an invoice for each shipment, right?
	

	Mr. Lee
	We’d prefer it if you could pay for a quarter up-front.
We don’t accept payment in installments.
	

	Ichiro
	We can pay in one lump sum for each shipment, but we cannot pay for a quarter up-front.
	

	Mr. Lee
	The rates we gave you were low because we were assured that you would accept our payment condition. Remember?
	

	Ichiro
	If we pay up-front monthly, can we keep the same rate we discussed?  That’s the best we can do now.
	

	Mr. Lee
	We might have to offer you a higher rate if you do that. We’ll let you know within a couple of days.
	

	4-5     Have you gone over the contract?

	Mr. Smith
	Have you gone over the contract, Mr. Yamada?
	

	Ichiro
	Yes, I have. I have some questions, though.
	

	Mr. Smith
	OK. Go ahead.
	

	Ichiro
	Article five is talking about your company trademark on our products. It says we need permission from you for any changes.
	

	Mr. Smith
	That’s correct.
	

	Ichiro
	What do you mean by any changes?  What about using a different color? Do you consider that a change? 
	

	Mr. Smith
	Well, I suppose we would consider using a different color to be OK.
	

	Ichiro
	Then would you make that section more specific?
	

	Mr. Smith
	We’ll take care of that by our next meeting.
	

	4-6     Would you add a clause to make that clear also?

	Mr. Smith
	Anything else?
	

	Ichiro
	Article eleven is about royalties on a product-by-product basis. 
	

	Mr. Smith
	Right.
	

	Ichiro
	Does that include only commercial products? In other words, we’re not willing to pay any royalties on products we use solely for promotional purposes.
	

	Mr. Smith
	We wouldn’t expect royalties on products of a promotional nature.
	

	Ichiro
	All right. Would you add a clause to make that clear also?
	

	Mr. Smith
	We’ll work on it.
	

	4-7     This is going to cost you.

	Mr. Jackson
	We are in big trouble now!
	

	Ichiro
	What happened?
	

	Mr. Jackson
	One of our major clients, Fry’s, said they are through doing business with us!
	

	Ichiro
	Why?
	

	Mr. Jackson
	They said most of the units we sent were lemons.
	

	Ichiro
	We sent lemons by mistake? How …?
	

	Mr. Jackson
	I mean defective. We’ve got to do something about it.
	

	Ichiro
	Well, let me talk to the manager over there.
       ---------
	

	Mr. Marks
	This is going to cost you.
	

	Ichiro
	I promise this won’t happen again.  Please send the defects back to us and we will investigate the cause of the problem. In the meantime, we will send you the replacement units by special express delivery immediately.
	

	Mr. Marks
	Please do all that within a week, or the deal is off. Do you understand?
	

	Ichiro
	We understand quite well where you are coming from and you can count on me, sir.
	

	4-8    We had a mix-up within the company.

	Ichiro
	Hello, this is Mr. Yamada. How may I assist you?
	

	Mr. Marks
	Mr. Yamada, this is Jason Marks with the Fry’s Corporation in Chicago. We have not received the shipment of televisions guaranteed to us. What is the status of our order?
	

	Ichiro
	As our customer-service people said, we had a mix-up within the company and the shipment was sent to New York. This has never happened under my supervision and I sincerely apologize.
	

	Mr. Marks
	So, when can we expect our order? We have clients who depend on us to do business, and we make it a priority to keep them happy.
	

	Ichiro
	We have rerouted your shipment and it should arrive within the week. We will monitor this situation and contact you daily with updates.  This is our number one priority. I sincerely apologize for the inconvenience this has caused your company.
	

	Mr. Marks
	Just get the shipment to us ASAP.
	

	4-9    I need a definite answer.

	Mr. McVety
	Let’s get down to business, shall we?
	

	Keiji
	Sure.
	

	Mr. McVety
	I’d like to discuss the price you quoted.
	

	Keiji
	Yes?
	

	Mr. McVety
	Your offering price is $900 per unit, right?
	

	Keiji
	That’s right.
	

	Mr. McVety
	We would accept that rate if you pay for our handouts.
	

	Keiji
	Handouts?
	

	Mr. McVety
	Yes. We use them for promoting your products, which comes to about $20,000. It’ll benefit both of us eventually.  What do you say?  Do we have a deal?
	

	Keiji
	Well, I’m not sure. Maybe … I can try to …
	

	Mr. McVety
	Does that mean all right? I need a definite answer.
	

	Keiji
	I think it’s possible that … although I’m not really sure …
	

	Mr. McVety
	So …? Is that a yes or a no?
	

	Keiji
	Let me think about it. I’ll see what I can do.
	

	Mr. McVety
	(I think he is saying OK.)
	

	4-10   I’d like to talk to you about your payment which is overdue.

	Mr. McVety
	Mr. Takahashi? Oh, how are you? Long time no see.
	

	Keiji
	Yes, it’s been a while. What can I do for you?
	

	Mr. McVety
	I’d like to talk to you about your payment which is overdue. The $20,000 you owe us is now long past due, and we are beginning to get concerned.
	

	Keiji
	As I told one of your people several times, I have never agreed to pay for your handouts. Therefore, we disregarded the invoices you have sent to us in the past.
	

	Mr. McVety
	Yes, you did agree to pay for our handouts when we finalized the purchase price. Remember?
	

	Keiji
	I remember saying that I would only think about it. Since our purchase agreement contract does not state anything about $20,000 and you do not have anything in writing about it, we are not liable for your promotional fee.
	

	5-1   My baggage is missing from the baggage claim area.

	Keiji
	Excuse me, I’m having some trouble.
	

	clerk
	What can I do for you?
	

	Keiji
	My baggage is missing from the baggage claim area.
	

	clerk
	Which flight were you on?
	

	Keiji
	I was on Air Japan, flight number 2 from Tokyo. Here’s my claim tag.
	

	clerk
	All right.
	

	Keiji
	How are you going to help me if you can’t find my suitcase today?
	

	clerk
	We’ll deliver your baggage to your hotel as soon as we find it. Please put down your contact information on this form.
	

	5-2   Do you have a confirmation number?

	Keiji
	Hello.  I reserved a room for tonight.
	

	clerk
	May have your last name?
	

	Keiji
	It’s Takahashi. T-A-K-A-H-A-S-H-I.
	

	clerk
	I’m sorry, Mr. Takahashi. We can’t find any reservation in your name.
	

	Keiji
	Are you sure? I definitely made the reservation before I left Japan.
	

	clerk
	I’m sorry, sir. It’s not listed here. Do you have a confirmation number?
	

	Keiji
	Why didn’t I think of that? Here it is.
	

	clerk
	Sir, this confirmation number is for the Loyal Hotel. This is the Royal Hotel.  The Loyal Hotel is located on the other side of town. 
	

	Keiji
	Huh?
	

	5-3   I just want to confirm our appointment date.

	Keiji
	Hello. May I speak to Mr. Daniel McVety, please?
	

	operator
	What department is he in?
	

	Keiji
	He’s in the international department.
	

	operator
	Sure. One moment, please.
	

	Keiji
	International department. This is Daniel Mcvety. Can I help you?
	

	operator
	Hello, this is Keiji Takahashi. I just flew in from Japan.
	

	Keiji
	Oh, Mr. Takahashi! Welcome to America.
	

	operator
	Thank you. I just want to confirm our appointment date. I’ll be coming over to your office this coming Monday at 10:00 a.m. Is that all right with you?
	

	Keiji
	Yes. No problem. In case we need to contact you, is there any way we can get a hold of you?
	

	operator
	Yes. I’m staying at the Loyal Hotel. The number here is (949)765-4321.
	

	5-4 　　　　Please make sure that we don’t get lost.

	Taxi driver
	Where to, sir?
	

	Keiji
	To ABC Company, please.
	

	Taxi driver
	I’ve never heard of it. Do you have the address?
	

	Keiji
	Yes, right here. Take me to this address, please.  I have an appointment there 10:00 a.m.  Can you make it there on time?
	

	Taxi driver
	Well, we still have more than half an hour. We’ll make it if I don’t get lost.
	

	Keiji
	Get lost?  Please make sure that we don’t get lost. If we do, I’ll have to call the company and tell them I’ll be coming late.
	

	Taxi driver
	Would you like to take the scenic route by the ocean so that you can enjoy the sights?
	

	Keiji
	No way! It’s much more important to get there on time than to enjoy sightseeing.
	

	Taxi driver
	Gotcha. We’ll take the freeway.
	

	5-5      I’ve heard a lot about you from Mr. Yamada.

	Keiji
	Good morning.  I’m Keiji Takahashi of Japan Electronics.  Nice to meet you. 
	

	Mr. McVety
	Nice to meet you too and thank you for coming all the way. From Japan. I’ve heard a lot about you from Mr. Yamada.
	

	Keiji
	Nothing bad, I hope.
	

	Mr. McVety
	No, no. Only good things, of course.  Don’t you have jet lag?
	

	Keiji
	Yes, but I’m used to it. I’ll be all right.
	

	Mr. McVety
	Good. I’d like to introduce you to our staff. Mr. Takahashi, this is Mr. Reynolds, our sales division manager. And this is Miss Brook, our production manager. They will be working on this project also.
	

	Keiji
	Nice meeting you. Here’s my business card. May I have yours as well.
	

	5-6     I can handle just about any kind of food.

	Keiji
	Mr. McVety, I’d like to take you out to lunch, if you are available.
	

	Mr. McVety
	Yes, that would be very nice.
	

	Keiji
	What kind of food are you hungry for?  Do you have any particular restaurants in mind?
	

	Mr. McVety
	Oh, please don’t worry about me? I can handle just about any kind of food.
	

	Keiji
	      ---- after lunch ----
Excuse me, sir.  May I have the bill, please?
	

	waiter
	Thank you very much, and have a nice day.
[ The waiter leaves a check on their table. ]
	

	Mr. McVety
	Thank you for inviting me. It was a wonderful lunch.
[Mr. McVety tries to grab the check on the table.]
	

	Keiji
	Don’t be silly. Of course it’ll be my treat.
	

	Mr. McVety
	Are you sure?
	

	Keiji
	Yes, definitely.
	

	Mr. McVety
	That’s very nice of you. Thank you.
	

	Keiji
	Well, thank you. It’s my pleasure.
	

	5-7     We’d be more than happy to drive you around town.

	Keiji
	Hello.
	

	Judy
	Hello, Keiji.  This is Judy Anderson. 
	

	Keiji
	Oh, how are you?
	

	Judy
	Fine, thanks. How about you?
	

	Keiji
	Fine.
	

	Judy
	It just occurred to me that this is your first trip to LA. One of my coworkers, Hiro Irino, and I are free this weekend, and we’d be more than happy to drive you around town. What do you say?
	

	Keiji
	How kind of you to offer! I would like that.
	

	Judy
	We should probably try to get an early start. Would ten o’clock on Saturday morning suit you?
	

	Keiji
	That would be great.
	

	Judy
	Then we’ll pick you up at your hotel. It’s the Loyal Hotel right?
	

	Keiji
	Right. Thank you for inviting me.
	

	Judy
	You’re quite welcome.
	

	5-8   What are your symptoms?

	Clerk
	Hello. Front desk. How can I help you?
	

	Keiji
	Hello. I’m not feeling well.  Could you send me a doctor?
	

	Clerk
	What’s wrong with you, sir?
	

	Keiji
	I have a bad stomachache.
  ----------------------------
	

	Doctor
	Hi! What are your symptoms?
	

	Keiji
	I’ve had severe stomach pain and diarrhea since yesterday.
	

	Doctor
	I see. Are you taking any medication regularly?
	

	Keiji
	No, I’m not.
	

	Doctor
	Let me take your temperature.  98.6 degrees, normal. Did you eat anything unusual yesterday?
	

	Keiji
	Yes, I ate some raw oysters that tasted funny.
	

	Doctor
	Well, you probably have food poisoning.
	

	Keiji
	Can I continue my business trip?
	

	Doctor
	No, you should stay in bed at least one more day.
	

	5-9     Do you have Internet access at this hotel?

	Keiji
	I have an urgent need to use the Internet for my business. Do you have Internet access at this hotel?
	

	Clerk
	Yes, we have access in each room.
	

	Keiji
	What kind of connection do you have? Is it DSL, cable, or dial-up?
	

	Clerk
	We have a high-speed cable connection as an amenity to our customers.
	

	Keiji
	Oh, great. You saved my life! Are there any charges for that service?
	

	Clerk
	Yes, there will be a daily charge of $9.99 billed to your room.
	

	5-10      Our plane’s been delayed for four hours.

	Mr. Irino
	What bad luck!   Our plane’s been delayed for four hours. How are we supposed to kill that much time?
	

	Judy
	First, we need to call and let our Tokyo office staff know that we won’t be able to make it to the meeting on Thursday morning.
	

	Mr. Irino
	That’s for sure. I guess I’ll take a look in the duty-free shop afterwards. Do you think they accept traveler’s checks?
	

	Judy
	I bet they do. What do you want to buy?
	

	Mr. Irino
	Oh, maybe some whisky for my wife.
	

	Judy
	That’s it! We can go for a drink in the airport lounge. That’s the best way to forget about the four-hour wait.
	

	Mr. Irino
	That’s not a bad idea at all. This delay’s not so bad after all.
	

	6-1     It’s a small world, isn’t it?

	Keiji
	Judy! How are you?
	

	Judy
	Fine, thank you.  What a wonderful party!
	

	Keiji
	It sure is! Oh, let me introduce you. Judy, this is Yuri Sasaki. Yuri, this is Judy Anderson.
	

	Yuri
	Nice to meet you.
	

	Judy
	Nice to meet you, too.
	

	Keiji
	Judy is the new account manager at Bank of America. 
	

	Yuri
	Oh, really? How long have you been working there, Judy?
	

	Judy
	I just got transferred to the Tokyo office from the New York head office a month ago. Are you familiar with Bank of America?  
	

	Yuri
	You bet. I used to work for them at the Los Angeles office. It’s a small world, isn’t it?
	

	Judy
	When did you leave?
	

	Yuri
	About two years ago. I decide to try something new.
	

	6-2     The deal fell through.

	Yuri
	You know what? The parent company of the company I work for is launching a subsidiary this spring.
	

	Mr. Jackson
	Oh, yeah? What kind of company is it going to be? 
	

	Yuri
	It’s going to be an internet-based video game company.
	

	Mr. Jackson
	Sounds great!
	

	Yuri
	They were trying to buy out one of the video game companies, but the deal fell through.  So they decided to start their own.
	

	Mr. Jackson
	Is the new company going to be located in the same building in Tokyo?
	

	Yuri
	Actually, too take advantage of the current exchange rates, the new company will be in Los Angeles and I’m going to be transferred there.
	

	Mr. Jackson
	Well, I’m in New York, so give me a call the next time you are in town.
	

	6-3    You are on the right track.

	Judy
	I hear that your company did some reorganization last year.
	

	Ichiro
	We certainly did. We restructed the company into three divisions. We also reduced our distribution channels. We’re only using 12 distributors now.
	

	Judy
	That’s quite a change.
	

	Ichiro
	On top of that, we’re no longer doing our own hiring. We’re using professional recruiters instead.
	

	Judy
	Really? That kind of system, hiring an outside company for recruiting, has actually been getting very common.
	

	Ichiro
	I know. That way we can concentrate on expanding our services.
	

	Judy
	It sounds like you’re on the right track.
	

	Ichiro
	Yeah, we made quite an improvement.
	

	6-4     Well, in Japan business is done differently.

	Mr. Jackson
	Ten years ago, when I was working for a different company in Los Angeles, I was sent to Japan to get some business.  My objective was to contact potential buyers.
	

	Keiji
	How did it go?
	

	Mr. Jackson
	I was given only a few days to get the contracts.
	

	Keiji
	Were any signed?
	

	Mr. Jackson
	For some reason, none of our deals came through.
	

	Keiji
	Well, in Japan business is done differently. It always takes much longer than a few days to get a business deal to go through. It involves careful discussion, consideration, and group consensus within the company.
	

	6-5     You shouldn’t fidget or jump in to fill the silence.

	Mr. Jackson
	Yeah, I learned that the hard way. I was asking Japanese businessmen to make quick decisions.  We Americans want to get an immediate response.
	

	Keiji
	Right. Whereas Japanese may often take more time to think of an appropriate response.
	

	Mr. Jackson
	These mismatches between cultural expectations and timing were the major cause of problems.
	

	Keiji
	I would also suggest that if your Japanese clients are momentarily silent, be patient. You shouldn’t fidget or jump in to fill the silence.
	

	Mr. Jackson
	I know exactly what you mean now.
	

	6-6     That causes women to have more things to do.

	Yuri
	My best friend quit her job to get married. I couldn’t believe it. She was very proud of her career. I doubt she enjoys just staying at home doing housework.
	

	Judy
	I guess she thought it was impossible to work and be married.
	

	Yuri
	Honestly speaking, I feel sad to know that she is no longer a single woman with a career like me.
	

	Judy
	Do you think many women still quit their jobs after marriage in Japan?
	

	Yuri
	Not really, but I think women are still considered primarily full-time homemakers. As soon as men get married, they seem to depend on their wives for whatever they’d like to have done at home.
	

	Judy
	I know what you mean. That causes women to have more things to do.
	

	6-7      Such an idea will definitely cause more divorce.

	Yuri
	There should be relationships where both husband and wife can stand by themselves financially.
	

	Judy
	Actually, it doesn’t matter as long as couplers have a mutual understanding that men work outsides, so women should keep their homes running well.
	

	Yuri
	Exactly, but don’t you think both of them should take care of themselves without the other’s help?
	

	Judy
	Well, some people think such an idea will definitely cause more divorce.
	

	Yuri
	Right, but it’s worse than divorce if a wife has to stay in her unhappy marriage just because she cannot be financially independent from her husband.
	

	Judy
	In an ideal marriage, people will stay together because they love and respect each other.
	

	6-8      It shows that financial independence of women.

	Yuri
	You know what? There are more and more single women buying condos by themselves these days.
	

	Judy
	Really? It shows that financial independence of women. 
	

	Yuri
	I know, but having a child is another issue. We definitely need a man’s help then.
	

	Judy
	There you go. Giving birth is a role that only women can have, and we can’t ignore our biological clocks.
	

	Yuri
	I know. I don’t want to wait too long to have a child, but I don’t want to regret giving up my career goals, either.
	

	Judy
	That’s true. You would have to be really lucky to attain everything you want.
	

	6-9     I would leave business at the door.

	Ichiro
	By the way, one of my clients, Mr. Smith, invited me to his house for dinner.
	

	Judy
	What for? What’s the occasion?
	

	Ichiro
	I don’t know. What do you think I should wear?
	

	Judy
	Dress nicely, but casual as well.
	

	Ichiro
	Do you think I should bring something?
	

	Judy
	A bottle of wine is always a good gesture.
	

	Ichiro
	Do you think it would be appropriate to speak about business?
	

	Judy
	Probably not. I would leave business at the door.
	

	6-10   I’ll take you on a quick tour of the house if you’d like.

	Ichiro
	Hello, I’m Ichiro Yamada. I do business with your husband.
	

	Mrs. Smith
	Oh, hi! Welcome. I’m Mrs. Smith. We’ve been expecting you. Come on in. George is getting the barbecue ready in the back yard.
	

	Ichiro
	You sure have a nice home.
	

	Mrs. Smith
	Thank you. We hired an interior designer last year, and so much has improved. I’ll take you on a quick tour of the house if you’d like.
	

	Ichiro
	That would be great.
	

	Mrs. Smith
	Before that, I’ll let George know that you are here.
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


