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. Introduction

. Taking phone calls
. Giving information

. Taking reservations
. Apologizing

. Receiving guests

. Polite requests and responses
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. Instructions
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. Asking for information

10. Asking and explaining

11. Asking and comparing

12. Presenting information

13. Recommending

14. Dealing with requests

15. Describing food dishes

16. Review
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18. Dealing with complaints(1)
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29. Payment queries
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MDVolitional form@Uses of the volitional form
@V dictionary form 23YTY
VZE L -formZE LY

PN 2 I A ==
6 HEE FRIC BoT LET @V dictionary form TPETY
ND
®OFLVT-formWVFERAC®RYET—IRY
DVit=—form [F5HLNTT
VEEL -formZE LY
@v Plain fome
L \-adj TL&S
7i-ad Plain fome
7 |mIBAE LAWY (258 LW TT & N ~%
O Plain fome
LV-adj N LhEEA
75-adj Plain fome
N ~f:
@VET -form £ L&D GQuantifier TORIH 1(MERA Z&
(Dimperrative and prohibitive forms@Uses of the imperative and
prohibitive forms@~& EWT HYBHFET/ ~EHRAEFTDXIE
YEWLWSEKRTY
8 hix E305 BERTIH ®s EEST LWELE
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®s & BAT W=EHFEFEAD
Plain form
DV t=—form | EBYIZ.V,
ND
9 pU Lt epyis LT (an  [DVTTform | BET.V,
@V1T-form V,
V1%L —formZZ LV T
(DHow to create the conditional form@)Conditional form,~
10 ETHh LWy Fr.hYFEEAD @lnterrogative V conditinal form LN\WNTT HN@NALS, ~
B~I% HYFELAD (negative question)
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— - @)V dictionary form&S(ZHYET
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13 BE2H50M, \FEHATY ®Vv Plain fome
L \-adj DIEN, TY
75-adj Plain fome
N1 ~#_)~7:-J:
D~T(T). ~
@v Plain fome
14 BT, TLOEEA rad j DT, ~
&—adj Plain fome
N ~fE—o~13
Q&P T
O Plain fome
LV-adj M.~
75-adj Plain fome
N ~#
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N ~#
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@v Plain fome
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WERILI=ESTY

23

s (DCausative verbs@Causative—verb setences@How to use
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(DHREE (Honorific expressions) @QELHHEE (Respectful
FALL Bz = expressions) @Honorific expressions and sentence style@~FEL
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1. Introduction

2. Taking phone calls

3. Giving information

4. Taking reservations

5. Apologizing

6. Receiving guests

7. Polite requests and responses
8. Instructions

9. Asking for information

10. Asking and explaining

11. Asking and comparing

12. Presenting information

13. Recommending

14. Dealing with requests

15. Describing food dishes

16. Review

FRIEESTE | 17. Exam

18. Dealing with complaints(1)
19. Describing jobs and workplaces
20.Explaining and instructing

21. Taking an order on the phone
22. Asking for clarification

23. Dealing with phoned requests
24. Giving directions indoors

25. Giving directions outside

26. Offering help and advice

27. Dealing with complaints(2)
28. Paying bills

29. Payment queries

30. Farewells

31. Answering personal questions
33. Review

34. Exam

RiEIHITE | RERERUERREBDOERZHN Y 5.

fi =

BRI M ERE SR THT=—




’g X B =

O % BEXRIER
BEREA | BHRE2
F x| 2fF
MEZFH | a2
XA K| BR
= X B i 120 B¥fE
BB N BT

O X -FBFER

¥ B B &

BAREERE 2 MNGEEET

BA-RITEEDERICEV T BARBICEOIRICDELSNDERIG

REEF S

BB ITHEARITEITIRIC. HRAGBE T, RETHOLTHIENTE

5&212755,

NEANIZHL. ZETERANOBERBFHCEM. KILERBNTHIENTED

£3I245,

REEBEICEHLE, MRREXTEMZEM

FRREE

© 0N kN~

N N NN N N N DN DN S e e e e oed ek ek oed

AEEO BN, BAREREZROBE OHEL ROV THI

40
ZTEIE A HAEREE-HERE
RTIL
TavEvy
LARSY
HREEDFHE
T7—ART—KIE
RITR ST L DR RIZDNT

. BRADOHEFERE
. BRDOE LA

BADIFL - E
BADXILEIE

BEREAER 1

BEREER 2

. BERERER 3

. BEIREIC OV TOEREA

B RREDRIRE

. EEOSa A —1 3  ORMREGRR)

R HERL D E

ES & A0l ]

B - RO EEDREE
B 0T E&R T - HFEE

. B OEGE SR
- BHOFH-HE




28. HEDRY- AR+
29. B OXLEE

30. EEEEADMEE

31. ASARERBADMRE
32. EEIAIa=—H—1a DERE (BEfR)
33. KRBEDME

34, BN-RITEEOMRE
35. #AEE

36. BEREAER 4

37. BERIEAER 5

38. BERIEAER 6

REFESE | BEEERVBEMNMR. RROSZEMELET
BEm 2 ROBEMBEE 20 B~22 [ 2EBELESARERLED
SBAEREL I
BA IR HRAELR 2 &

s x| PAFR2BOBXMERELENE 23 E~25 0

WP —aAUF R —MBHEEE English for Tour Leaders Overseas
/JTB AR

ICITRILDERNRITHIER—v% 300+ o

ISR DBIMRITHEER— 97 400




® ¥ M =

o BIHERIBR
BREMBR | ESRIXEH
F R | 24

M & | el

B E DK | BR

2 E K - 40 Bl

B33 | LR IES

o %% - RIEBkK

HARGETHERESRAYF—PIAZ21 25 —>3>, EXLIERRE
=E1EI Do

lic

F B &

B B F | G JOVJULAMESRIEBIRE HéEFE 48T+

1. AUIT>F—>3>

. BBOEANEE (F—HSR/BIZURH)

. BBOEARNEEH (RIF/B#R)

. BBEOEANEH (L&D - BULE)

. BBOEARIEE (&2 - #ifF)

L A=Za=5—>3> GEUR - BER)
LA=Za=5—-23> (BEOSEEL)

. A2 5 -3 (BERE/REDHE)

9. R ALELTOLMER IBZDIL—ILERT—)

10. t2AELTOMMER (BEAND=Z21=5—-232)

11. 2 AELTOLMER (RIEEfE (59))

1 2. BEXEEST] (- =504t 3 00257y T/ BAGIZ 14— 3 > i)
1 3. E@ESH (BRANKDICL TS S EPE X/ HIDFER)
1 4. BxXb@Eich (SEEEVILDHMUN)

15. EXtEEH (BRODBETRL)

16 - Ri&HER

o N O U b~ WN

FRIREETE

gl E | RERERURSHBROBRZHR I D,

[ G-KEN Business Skills Test for Global Human Resources

Setsugu-hen Level4 Textbook] —f%ftEIEAN J0O—/ULAMFvUT7ZIERS




SIBA HAEEDSRRAO—R BEIS/\X

FHH# HAGE IR Gk R HAGEa—2R
Jomm w | e 2wt X W | F1 0 me|we] 6 oms
B )

Eiglﬁ?ﬁlﬁﬁiﬁbfc‘%ﬂé’%’%ﬁ %210 T, BER160MFRIZZE L . SEARRZ2 Wl SCHEER I 1,0005EDRE 524
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[ ZAM FRIEE
(@)% Plain fome
\-adj ATT
72-ad]j Plain fome
N ~E—-~T3
1 THE EZiz HLES WnhTTHh @V T-form WEETEHADinterrogative V7=-formd
WNTT
@N (object)ld H-ZTI/PRNTT
EFTI/FETT
HVFET . ete

(DPotential Verbs@Sentences in which potential verbs are

5 . used @RATEEY and HICAETOTEXEITOLI»GONIZ
2 fIcy DA TITR (contrast) @DiZ used to highlight a word with another
particle already attached

g1 =e OV, E9-formZ2 35 V,@QVT-form WE 3 @Plain FormlL .
3 s Z0L. iy HoL Plain fromL., ~@Z N TG~ &X +particle
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5 Jishsh WL Bpmee DY CTorm BYET VT form BIXT@HEA

affirmative@& G Particle+d




SIBA HAEEDSRRAO—R BEIS/\X

(DVolitional form®@Uses of the volitional form

@)V dictionary form DHYTY
Vigsu-formZgu

@V dictionary form | PETY

ND
GFFEVT-formWERAGIFVET—IHD

Bz EHE5e BoT Wy

OVi=—form ES A AXSEE
VZgun-form7Zguy
@V Plain fome
" -adj TLXS
72-ad]j Plain fome
N ~¥E
@V Plain fome
VW -adj »L LIVERA
72-ad]j Plain fome
N ~7
@VET-form F LE5> GQuantifier COMD Ll Z&

iz LW 13955 WnTT X

(DImperrative and prohibitive forms@Uses of the
imperative and prohibitive forms@~& HEWT HVHET/
~EHAETDOXIIYEVOERTT
T ESN) EEETE A B8 50T WELEZ

Plain form
®s & BAT WEETEERAR
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NoD
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N

@V1T-form V,
V1ZauW-form72u_

DILB Lz &BVIZ. LT LLan
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(DHow to create the conditional form@Conditional form,~
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B ~1x HYVFEHAD (negative question)
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@DV, dictionary form ' X3z, Vo
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@D®Das a nominaliser@Vdictionary form D% adj T3
@ Vdictionary form D3 adj T3 @Vdictionary form D%
SENZFELEGV plain form D HI>T WETH

13 ROFBDM0, &R ATY ®V Plain fome
V-adj DIEN;TF
7n-adj Plain fome
N1 ~E—~TR
O~T(T). ~
@V Plain fome
. V -adj DT, ~
14 ENT, TUEEA 7o-adj Plain fome
N ~E—-~Tg
Q@& T
DV Plain fome
L\—adj ., ~
72-ad]j Plain fome
N ~¥E
15 KD TEh 5%, DiTT @V Plain fome
\-adj » Eah, ~
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N ~¥E
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15 2R 3T
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7p-adjlZ2]
@VET-form LFTNTT
19 ZDEEARIWNZ LT FEEWN WKWTY
ON& W -adj(~)—~<
Ze-adjZR]—~IT A3
NolZ
@NIZ LET
@V dictionary form
Vg -form7Zgu
V7=-form
W-adj(~1) e, ~
20 a—2% EHhExl BEIE.ED LED W Z-adjlZe]
TIHh \[)
@V Plain fome
\-adj DIEIN2TY
To-adj Plain fome

N ~F T
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VZgu-form7Zguy
Viz-form
W -adj(~1y) LZATY
7p-adjl 73]
ND

@Viz—form I TT

@V dictionary form
Viguh-formZguy
W-adj(~1) 39 TY
Tp-adjl 73]
ND

Jel LT 6o 1ERVRoIT, -
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(DPlain fome F#95T3
@V Plain fome
o P 25T \-adj I5cd
WHILIZS TS 7%-adj Plain fome ~Z—7
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O/ HF/ITBN/ D LET
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D#kEE (Honorific expressions) @2 EE (Respectful
FAK Blzz FLaEn expressions) @Honorific expressions and sentence style@~
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25
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1 BARERAHBLAXEESR N3 R EREE

2 BARERAFRBT2ES N3 Fi1E REEREREE

3 BARERAFRBT2ES N3 F2ME BREHEREE

4 BARERAHBT2ES N3 FE3E REEHEREE

5 BARERENIHBRLAXMES FEN3 EREHBRES

6 B ARGERE NHBRLE T HF AINIE AR REERERREE

7 AR TEHARE-ENFHER N3 BREEREBRREE

8 BAREREAHE EEHEAK 16 REERERREE

9 BAREREAHE EEHEAK $E2E BREEREREE

10 BARERENHAER20ATER N3 XF-BE-XE 10 |[FEMEEZELT. XFH-BEH-XEHDEIE
11 BARERENHAER20ATER N3 XF-BE-E $£2E |[(HFEMEZELT. XFH-BEH-XEHDEIE
12 BAARERANHB20BTE®R N3 XF-EE-XE $£30 |HEMEZELT. XFH-BEH-EHDEIE
13 AARERANHB20BTER N3 XF-EBE-XE $£40 |HEEEZELT. XFH-BEA-EHDEIE
14 AARERANHB20HTE®R N3 XF-EE-XE $£50 |HEMEZELT. XFH-BEA-EHDEIE

15 BAFERENHER20BTAER N3 XF-EBR-XE F6H (HEMELELT. XFH-BEH-EHDEE

16 BAFERENHER20BTAER N3 XF-EBR-XE F70H |(HEMELBELT. XFH-BEH-EHDEE

17 BAFERENHER20BTER N3 XF-F/R-XE $£8EH |(HEMBELBELT. XFH-BEH-EHDHEE

18 BAFERENHER20BTER N3 XF-F/R-XE FoH (HREMEZELT. XFH-BEH-EHDEE

19 BAARGERENHER20ATE N3 XF-3BE-XZE F10E |FEMEZEALT. XFH-BEH-EHDRIEE

20 BARGERENHER20ATER N3 XF-BE-XZE F110 |FEMEZEALT. XFH-BEH-EHDRIEE

21 BARERENHER20ATEE N3 XF-BE-XE F120 |FEMEZEALT. XFH-BEN-EHDRIE

22 BARERENHER20ATEE N3 XF-EBE-XE F130 |FEMEZEALT. XFH-BEN-EHDRIEE




SIBA BAEEDRR
O—X BEIVI/NR

23 AAGERENHB0BTER N3 XF-BE-E 140 [REMBEZBELT, FREAN RN DI
24 AAGERENHB0BTER N3 XF-FE-XE %150 [REMBEZELT, FREN RN DI
25 AAGERENRB20BTER N3 XF-FE-XE $16M [REMBEZELT, FREAN RN DI
26 AAGERENHB20BTER N3 XF-FE-XE £170 [REMBEZELT, FREAN RN DI
27 AAGERENHB20BTER N3 XF-FE-XE $180 [REMBEZELT, FREAN RSO
28 BAZERNAB0BTEE N3 XF-EE-XE F190E |HREMELELT. REN - ENDRE
29 BAZERNHBR0BTEE N3 XF-ER-XE %200 |HREHELELT. REN-ENDRE

BAGERENHER20 8 THENIXF 555 - XA EETITR

B TELREARERENAEBNS 7ILY

THRNEVEAEHE ! BABRNHARTEEEHANS  JUS—FHR
BAFBRENHBRIPTAXMEENS AA
B ARGERE N EAERAREA & 11 R Vol 2N3 T AR




SIBA BAREEDRX

O—X 1IBEISINR
BtEH A RTNVER ] Il HAGBEY xAa—2A
FEHtaYI AT SRAE 2 IR i < iF 4~5 RE | FREfEI 2K 40

Al PMESLE H Y

BPEDAS R T VR CRINL . SRR TS BT00IC, WL FORMMAE BT 5.

ORTNET RZADIEA

QFRT NEBDFEREIEA

B HER

OF T NOIHERFELAL R BEE]

QRTNDEBNARITONT,

@FRT NERADRIBFT K

ol 7~

1 FVLL T 4—Tav

BN, HEITOHH

2 AT NERT N EROEL S

BT NDOFEEEAE SR FITONT

3 RTFNLD5FE

L FERE. RS AR PR TERE

4 RN ORI

EBOBHHLITH . fRCR 22850257 i

5 RTNDEREDT (3, FHl)

EHIERM, BB EIENEDBI.

6 FTNDOEIREOFH CRHEK. FRET)

FHIKRM DR HEIE N DB

7 AT NLVORGE(1)

BT VT, AL TS ZE R HEEDFI,

8 T NADOHEE(2)

[ b

9 ’FA<rDHA<F—D

BT NVEE TOH U8 H, SEDIP

10 R rDHAk<F—Q

FTIVEE TOIEARFE, BEREAILDRA T,

1|

BT IVTOIER WERPDDEFEDRNIEITDINT

12 BT NA~DE

KT NANRIEA~DT 70—F, FF., Bz ONT

[TV BEm ] JTB#AWFIERT

F% 2R




SIBA HAEEDSRRAO—R BEIS/\X

MBE% AV =M R BE #F BAZEESRRI—X
EiEtln HTH P 2 A 1 i 1~3 R |FME% 60
T ko | B RBIEA—N—ICTTREDHLEEELSHY . BHOBEISHLTHINREZR DI
XHHE O EHRE BB A8 D

AEEMELEN

NYAVDEKRIBEEZBBLYINITTDRFILEEIZDIT ESRAXEDRAEDERMNHEEDLLSIZT S,

HEBEF

HEFSNHAHSN-BRAZEET . V. ZIIL ND—RAUMEFERADEENEFITDIT 5, FRGER

(] T—< RE
1 Windows D& KIE/E OSOIEE). BIEER. YV ADEE., F—R—FDEMERENFE
2 Word D EH# WordDFEEN ., FTRVEAL. Word DEIE B
3 XFAN BAREAN. XFOHIBR, XFOXEH, IMEQFERF
4 SXEERL XEOAN, 7’EF. GEBRLEBLERE. IE—- Y 1TE
5 ROER XEZH ROEA. XFOAN. ROGE. BHE
6 A B—RYREBERESIL A= IrDERIL—IL
BZEEDFOD/NVAVAM AVTFTVo-H—T
FEXE




SIBA EFSEKO—X IBEIS/IX

HMB% AV = b B BEAX EE BARZEESRRO—R
£3y7E-C1T5 I 3 FA 2 BRERSRE] K i 3"5 PR | BRI 60

S 3k oe| BRIBEA—H—I[CTREDHLE-BELSHY . BHOBEEICHLTHIIBEBED

AEHELAN

NVAVDEREEEZBLYINIZTDRFILEZIIDIT EDRAXEPREDIERMNEESLI12T D,

HERZF

HEFSNAIHEN-BEAZBET . 7—F. ZV0IL . ND—RAUMEFEZADENEZIZ DTS, HRMER

DHEA M, ZFERICIMBEZRODAFHLENT D,

(] T—< ES
1 Excel D EHE Excel D2, AR, BEEER . BIEA N, BREBEANE
2 T—RAAEEH T—3DAN . F—rI1LOER. B, REE
3 RIERL ERXRTE RTER. XFOEE. FR.BA-HIRE
4 TSR W T ST DR R—URFELHR, REHEH
5 PowerPoint () i BB, FRER. BEER. T—20A N RE.RTOHEE
6 RATARDYER TLET—2av B RSARDEA. T—HDALE
7 AZ1RDIRE EXDRE. BEETOLERE. ABOEE. ROBEF
8 RASARLaI—DELT T—IDERE. T=A—2avDHRE. BT, BAEHDENRIE
9 ENAOBTEEVE b A DIERIRELLNE
BEEDEOD/NNVIAVA A2 TFTv0-H—T
FERK




X 2 B =

o HIEIEAISR

BENESL | BASBE

4 )| 2

B B ¥ HR | AHR - 5

% s x| B

EBBE | O | x| JU-SATAXOREE. FEFSTVEMORME - REZHM
7 | UBMTAYEPE - ARECIE, EROEFDTIEEEE, hE
g E S OBARBEER THEEE &S T,

o %X - BBk

FEBRE

BR - HE D EHEFEC, BA - HBDC CZIBFT S LT, SEDAIIC
BARHHBEDXACGHRZHRAT DT ENTEDLSICRD

B N E | EEEBECADU. MREECENER
1. HASF >R
2. BAADHE
3. b =
4. =g
5. Xt - =4
6. ZeiE
7. mtE
8. (HAE
9. =3
10, HoEE1
11, HesED
12, 835
13, BB
14, s - e 1
15, fEhiTE - WEE 2
1 6. BADEREE 1
17. HAROHFREE?2
rpmesE | Lo THELA-E

19. BEHAYIR
20. HHBEDOIIE - R
21. HHBEDOERME 1
22. HHBDEME 2

2 3. HBOERR

24, HHBEDIGHRIEL
25, HHBDIGHIE2
2 6. HHBDIGHI=RE
27. HREOEXIL
28. ZEF

29. ODFF—UF1
30. DFF—TF2
31. GEERHMLDTHE
32. HIEEK

3 3. EtHHREK

3 4. U

3 5. HiEEk

3 6. HHBOMFIERE 1




37. HHBOMFIEREE 2
38. E#f&LIR—b

RiEEHISE | RERENUSRRL/R— hORRZTMMLUET
(&&32K]
[BAFDT CFFH | HMRASHBNT
& = [ERETHTMR—BE AU ZRE TREN I DEHEE ] RSV X4t

[RETEHEACVBAROHFREE | et v /(01 AKX
[SBER—BEEAR] BEENHEE IR 3B —-0—
[(EHERERTHE s 19 HHA RAX YT | FIZHRRKRS

FRIENEF B

BFER BERESRAT7HT=—



X 2 B =

o RIBEAXIBIR
EERNB % | EERE
F R | 2fF
MW #EF B AIEA - 2R
® % B & BER
B R [ 80 Bl
B 5 & AD UAILE IL—HX FhHhZ>S
O 1% - RIHIBIR
¥ 8 EHE | WNEARERARGHRICBVWTHB(ICEE TE DX DOEMNARREZF SN
. Highly Recommended: English for the Hotel And Catering Industry
n BN 3
Cornelsen + Oxford
1. Introduction
2. Taking phone calls
3. Giving information
4. Taking reservations
5. Apologizing
6. Receiving guests
7. Polite requests and responses
8. Instructions
9. Asking for information
10. Asking and explaining
11. Asking and comparing
12. Presenting information
13. Recommending
14. Dealing with requests
15. Describing food dishes
16. Review
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18. Dealing with complaints(1)
19. Describing jobs and workplaces
20.Explaining and instructing
21. Taking an order on the phone
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23. Dealing with phoned requests
24. Giving directions indoors
25. Giving directions outside
26. Offering help and advice
27. Dealing with complaints(2)
28. Paying bills
29. Payment queries
30. Farewells
31. Answering personal questions
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Introduction

Taking phone calls

Giving information

Taking reservations
Apologizing

Receiving guests

Polite requests and responses
. Instructions

9. Asking for information

10. Asking and explaining

11. Asking and comparing

12. Presenting information

13. Recommending

14. Dealing with requests

15. Describing food dishes

16. Review

17. Exam

18. Dealing with complaints(1)
19. Describing jobs and workplaces
20.Explaining and instructing

21. Taking an order on the phone
22. Asking for clarification

23. Dealing with phoned requests
24. Giving directions indoors

25. Giving directions outside

26. Offering help and advice

27. Dealing with complaints(2)
28. Paying bills

29. Payment queries

30. Farewells

31. Answering personal questions
33. Review

34. Exam
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FRHRERETE

. Introduction

. Taking phone calls
. Giving information
. Taking reservations

1

2

3

4

5. Apologizing
6. Receiving guests

7. Polite requests and responses
8. Instructions

9. Asking for information

10. Asking and explaining

11. Asking and comparing

12. Presenting information

13. Recommending

14. Dealing with requests

15. Describing food dishes

16. Review

17. Exam

18. Dealing with complaints(1)
19. Describing jobs and workplaces
20.Explaining and instructing

21. Taking an order on the phone
22. Asking for clarification

23. Dealing with phoned requests
24. Giving directions indoors




25. Giving directions outside

26. Offering help and advice

27. Dealing with complaints(2)
28. Paying bills

29. Payment queries

30. Farewells

31. Answering personal questions
33. Review

34. Exam
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. BBOEAKNEE (BE—HR/BIZUIRH)

. BBOEKNIEER (RIE/B#R)
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. Jd=Za2=5—>3> (GEULA - BERH)
=25 —-23> (BBOSEEL)
=15 —->23> (BERE/SEDHE)
9. HEALLTOMMER (MIZDIL—ILETF—)
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11, HEALLTOOMER (RIEEME (59))
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7 BAEREHNHER 20BHTEHK N2 XF-E%-X% $18| HEMEZELC. XFH-BEH-EHDHIE
8 AAEREANHER 20HTEHK N2 XF-3EBE-XE $£28| HEMELZELC. XFN-BEH-EHDHEIE
9 BAEREHRE 208 TEH N2 XF-EE-XE $£30| HEMELELC. XFH-BEH-EHDHEIE
10 BAEREANRER 20BTEHK N2 XF-EE-XE $40| HEMELELC. XFN-BEH-EHDHEIE
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