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確認する

ビジネスの提案

電子メールを経由して

ソフトコピー（映像上のファイル）

ハードコピー（印刷物のファイル）

検討

最新の情報

メリット

デメリット

Mr. Scott is calling Mike Jones to confirm if he received an e-mail about 

his business proposal.

Mr. Scott: Good morning Mike. This is Mr. Scott. How have you been?

Mike: Hello Mr. Scott. I'm doing great. I'm glad to hear from you again.

Mr. Scott: Me too. I called to confirm if you received the soft-copy of 

　　our business proposal via e-mail. 

Mike: Yes I have it already Mr. Scott. I already printed a hard-copy so I 

　　　can discuss it with other managers for review and revisions.

Mr. Scott: That's great Mike! Thank you! 

Mike: No worries, Mr. Scott. I'll look into it and I'll give you updates if 

　　　there are revisions needed. We have to study the advantage and 

　　　disadvantage of this project for our company.

Mr. Scott: Okay I understand. Thank you, Mike. 

Mike: My pleasure to do business with you, Mr. Scott. Good day!
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Questions

1. Have you ever met someone and you couldn't remember 　

　　his/her name? What did you do?

2. What kind of interesting facts can you tell about yourself?

Expressions

1. I think introductions are in order.

　I'd like you to meet my colleagues.

　Please say hello to my colleagues.

　Let me introduce you to my colleagues.

2. It's a pleasure to meet you.

　Thank you for inviting me.

　It's an honor to meet you.

　I've heard a lot about you.

3. Your Japanese is excellent!

　I didn't know you speak Japanese!

　I'm very impressed!

　What a surprise! You can speak Japanese!

Business CourseBusiness Course Level 3Level 3

Questions

1. Have you ever met someone and you couldn't remember 　

　　his/her name? What did you do?

2. What kind of interesting facts can you tell about yourself?

Expressions

You and your partner are at an international conference. It's your third time 

attending so you know some of the fellow-delegates. The business cards below are 

theirs. Use the information below and practice introducing new people. Have a 

conversation and introduce each person to your partner. 

 

 

 

Take A Break

●When you introduce someone, say more than just the person's name and job

title. Introduce people with interesting facts about them. For example: "This is my 

associate Joe. He just came back from Florida." This will lead to a smooth 

conversation piece.

Any other tip? ____________________________________

______________________________________________

Exercise
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Questions

1. Have you ever experience sending an e-mail for a business 

　proposal?  What did you do to confirm if the other party 

　received it?

2.  What is the difference of a soft-copy and a hard-copy?

3. In your point of view, why is it important for business 

proposal to undergo review and revisions?

Expressions

1. I called to confirm if you received the soft-copy of 

our business proposal via e-mail...................

    - I just want to make sure if................

    - I wanted to verify if.............

2. I'll look into it..................

    - I'll check it out..............

    - I'll look at it closely............

3. I'll give you updates if there are revisions 　　

　 needed..............

     -I'll give you news if there is a need for　

       revision............

     - I'll inform you if.....................
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Questions

1. Have you ever met someone and you couldn't remember 　

　　his/her name? What did you do?

2. What kind of interesting facts can you tell about yourself?

Expressions

Situation 1

1. You sent a business proposal to Aim-talk Inc. via courier, which is said to arrive 

in 2-3 days. After 3 days, you called to check if it already arrive its destination. 

Compose your thoughts and perform a role play with your partner (teacher).

Situation 2

2. You have received an e-mail from one of your company affiliates. It is a business 

proposal that needs to undergo a review from all the managers. What are you 

going to do?

TAKE A BREAK

*Business proposals needs to be reviewed and studied for pros and cons.

*If a file was sent to you via e-mail, produce print-outs (hard-copies) to be 

distributed to person-in-charge.

______________________________________________

_____________________________________________.

Exercise
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