1 Receiving Visitors

Useful Expressions

REGH (1) Part 1
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(1) Lz
Good morning. /~ Good afternoon. |

May I help you? /" How can I help you? . W/
How are you, Mr. Stevens?

(2) BEO%H - AHFOER
May I ask (have) your name, please?
May I ask what company you are from?
Do you have an appointment with Mr. Tanaka?
Is he expecting you?
Would you give me your business card?
May I ask what you wish to see him about?
May I ask the purpose of your visit?

(3) mbRrE
OFPRAV X b DHBHE
We have been expecting you.
Welcome to our company.
Nice to meet you. /” Pleased to meet you. /” It’s a pleasure to meet you.

@7 RA Y P XY PHBVEE
*XHRTEBHE
Let me see if he is available.
Would you have a seat and wait for a moment?
I’'m sorry to have kept you waiting.
Mr. Tanaka can see you now.
He has someone with him at the moment, but he should be free in about ten minutes.



XHZTERVGE

I’m sorry, but Mr. Tanaka is out of town through Wednesday.

I’m afraid he is in a meeting at the moment.

May I take a message?

I’ll make sure he gets your message.

Shall I have him call you as soon as he gets in?

Would you like to see anyone else?

Would you make an appointment with him?

Is it convenient for you to make an appointment at 10:00 a.m. on Tuesday?

(4) =AW -BFROY—EZR
Let me take you to Mr. Tanaka’s office. '
Would you come this way, please?
Would you come in, please? m
Please have a seat.
He will be with you in a few minutes.
Let me introduce Mr. Tanaka to you.
Would you like something to drink?
How would you like your coffee (tea)? —With only cream, please.

Here’s some tea.
Please help yourself to the drinks.

(5) Ri#b
It was nice seeing you.
I'll see you off here.
Thank you for coming today.
Please give our regards to Mr. Green.
Have a safe flight.
Goodbye, /~ Good night, Mr. Stevens.

NOTE B

May I help you? / How can I help you? "TWo55U»WHEE) & TEOLSHRTEETLLSH OFE
LEEbERoc%E | Is he expecting you? HEHEHNNSSL P2 EEHFLTHDETH (=HKE
HHWETL&LSMN) | May I ask what you wish to see him about? ®icEn&L>HRTEAFETLLSH,
| We have been expecting you. &#snficLTHDEL | Nice to meet you. @»HxEL T | Let
me see if ... ~HESHHERLTL % | available #&an>< /Hitc=3 | be out of town through ...
~ (BH - Aff) £ThHE+sTH5 | I'll make sure he gets your message. ZEERMIHUGIET
| convenient #&M'& W | Let me introduce Mr. Tanaka to you. H+% fENu/zL%3 | How
would you like your coffee (tea)? I—t— (fI%) FEDLSIEEANLEL & S5h | With only
cream, please. 27U — L7 FTHEWL £7 | Here's some tea. &% % & 5% | Please help
yourself to the drinks. ¢ >zzBmicEkH# T | Ill see you off here. 55 THRILWEZLET
| give one’s regards to ... ~Ic&3L<{Ex%
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Sample Dialog

TRVADY av Iy A —F a VDA R —« AT 4 =7V AKRDBERD - DG E

L7, HADPHEO»DEA T, KFEEARHNL £,

(At the reception desk)
Stevens : Good morning.

Ito

Ito

: Good morning. Are you Mr. Stevens from Johnson International ?
Stevens : Yes,
: We’ve been expecting you, Mr. Stevens. Welcome to our company. I'm

I am.

Yuka Ito.
Stevens : Nice to meet you, Ms. Ito.

Ito

: Nice to meet you, too. Let me take you to the meeting room. Would you

come this way, please?
(In the meeting room)

Ito : Mr.

Stevens, let me introduce Mr. Tanaka to you. This is Mr. Hiroshi

Tanaka, our Sales Manager. Mr. Tanaka, this is Mr. Oscar Stevens, General
Manager of Johnson International.
Stevens : Nice to meet you, Mr. Tanaka.

Tanaka
Ito

Ito

: Glad to meet you, Mr. Stevens. Please have a seat.

: Would you like to have something to drink before we start?
Stevens : Yes,
: Certainly, Mr. Stevens. How would you like it?

I’d like a cup of coffee, please.

Stevens : With only cream, please. Thank you.
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ROBIDEFEEDEL £5. .

(1) Do you ( ) an ( ) ( ) Mr. Tanaka?
H & BHHTOLE S L2 E 30,

(2) ( ) ( ) ( ) what company you are ( )?
St BB OEE T E T,
(3) Let me ( ) ( ) Mr. Tanaka is ( ).
M oaZMERAL TEVD £T,
(4) Mr. Tanaka has ( ) ( ) him now, but he should be ( ) ( )a

few minutes.
HAZ 7= 725 H%m T, FL K TOTETITEVET,

(5) 'l ( ) you ( ) here.
ZHE5TRILLET,

B ~7IGoTO-ATLAYIELTHELLS (4l - SHARBEICRENZ L),
*% : Good morning.
Zff: Good morning. Are you KEDEZRI from KREORHE  ?
*% : Yes, I am.
ZAf: We've been expecting you, KEDBREI . Welcometo DR
I'm ENOEH]
k% :Nice to meet you,  ZfIDBAE
At : Nice to meet you, too, EZEDHEEI . Let me take you to the meeting room.

Would you come this way, please?

(In the meeting room)  KEDBET | let me introduce Mr. Jones to you.
This is Mr. Mike Jones, our Sales Manager. Mr. Jones, thisis ~ REDRA1
from RBOEHE

EFEBIT. ROEXOEFEED, O—-LTLA2IELTHEL LS,
Ito : Good afternoon.1( ) ( ) ( ) ( )
( ) ( )-
2( ) ( ) ( ) ( ) ( )
( ) ( ) ( ) ( ).
Receptionist: Good afternoon, Ms. Ito. 3 ( ) ( ) ( )
( ). Would you come this way, please?
Ito : Thank you.
Receptionist: Please have a seat. 4( ) ( ) ( )
( ) ( ) ( ) ( ) ( )
( ) ( ). Would you like tea or coffee?
Ito 05 ) ( ) ( ) ( ). Thank you.
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