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FOREWORD

This is an intermediate level conversation text designed for foreigners working for Japanese
businesses, foreign trainees of Japanese enterprises, and foreign businessmen and women associat-
ing with Japanese enterprises. The number of businessmen and women in Japanese enterprises
involved in the development and internationalization of Japan’s economy or dealing with Japanese
business is growing steadily. Many of these people want to collect information in Japanese rather
than in their own language, and to improve communication and establish deeper relationships with
Japanese people by using Japanese. Moreover, by studying Japanese, they also hope to learn about

Japanese culture and customs and to understand Japan more fully.

In this text emphasis is placed on conversational techniques that will allow these people to
accurately convey their intentions and also to carry out linguistic functions more effectively. For
these reasons, appropriate conversational techniques which correspond to settings and linguistic

functions, rather than grammar and sentence patterns, have been treated as the focus of this book.

This textbook is designed for people who have completed a standard elementary level course
(about 300 hours of study). This book was compiled as a textbook for use in schools, therefore it
will be most effective when used under the guidance of a teacher.

May, 1987

JAPANESE LANGUAGE INSTITUTE
NICHIBET KAIWA GAKUIN
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Special Features and Contents

This text consists of three volumes: the main textbook, the drill book, and the English

translation/word list. The main textbook contains 20 lessons, organized according to settings and

linguistic functions. The title and objectives of each lesson are listed below.

Lesson 1
Lesson 2

Lesson 3

Lesson 4

Lesson 5

Lesson 6

Lesson 7

Lesson 8

Lesson 9

Lesson 10

Lesson 11

Lesson 12

Lesson 13

Lesson 14

Lesson 15
Lesson 16

Lesson 17

viii

Self-Introduction = How to introduce yourself, depending on the given situation.

Asking For How to inquire about unfamiliar words, characters and sentences.
Clarification
Requests How to make requests.

Refusing A Request How to refuse requests and invitations.
Asking Directions How to ask and give directions, and how to make appointments

to meet with people.

Greetings Everyday greetings and expressions used for offering congratula-
tions, or when someone is transferred or is moving,

Receiving An How to receive phone calls; in particular, how to respond when

Outside Call the person called is out.

A Company Trip  Topics concerning company functions and requests to participate
in such functions.

Reservations How to make reservations for tickets, restaurants, etc.

A Souvenir Expressions used when exchanging gifts.

Leaving A Message How to notify someone that you will be absent, late, or that you
have to change an appointment.

Apology How to apologize when you have caused someone trouble.

Asking About How to inquire about customs of daily life in Japan and Japanese

Japanese Customs expressions that you do not understand.

And Expressions

Meeting People Greetings used when meeting someone for the first time, appro-

For The First Time priate topics of conversation for the first meeting, and conveying
messages from mutual acquaintances.

Making Inquiries ~ Obtaining information over the telephone.

Visiting Greetings used when visiting someone’s house or receiving

hospitality; Japanese customs, manners, etc., for eating and drink-

ing.
Honorific Form How to use honorific forms, topics of conversation for parties,
(Polite Form) etc.



Lesson 18 Making An How to make appointments with people whom you do not know,
Appointment or with one’s superiors.
Lesson 19 Handling Criticism How to answer when you are criticized by superiors; customs and
manners used in Japanese companies.

Lesson 20 An Interview How to reply when being interviewed for a job.

Each lesson consists of four sections: “Discourse Patterns”, “Key Dialogues™, “Variation
Dialogues”, and “Word Usage”. “Discourse Patterns” are key expressions which have been chosen
from conversations from certain settings and situations and used as the basis for discourse practice.
As students come to understand and master these discourse patterns, better communication skills
should be achieved. The “Key Dialogues” and “Variation Dialogues” illustrate how the “Dis-
course Patterns” are used in actual conversations. In “Word Usage”, words which should be
learned have been selected from the “Key Dialogues” and ‘“Variation Dialogues” and are presented

together with examples of usage.

The “Drill Book™ was compiled for the students’ use at home. In foreign language study,
mechanical oral practice should not be neglected, and in order for classroom practice using the
“Discourse Patterns” to be effective, it is necessary for students to do the oral sentence pattern
exercises completely. In this drill book, the section called “Conversation Exercises” is designed as
an aid for the “Discourse Patterns™. It is advisable for students to practice using the tapes.

The “English Translation/Word List” is also provided as a supplement for students to use at
home. It contains English translations of the “Key Dialogues” and the “Variation Dialogues”.
It also has lists showing the meaning and the usage of the words in the dialogues.
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