
 Lesson ２

Making Requests

「依頼する」



Challenge!

You’d like to talk about the project you’re 

working on right now.

Make a request to the following persons 

and set up a meeting.

■ Your colleague

■ Your supervisor / boss



Making Requests  「依頼する」

When making requests, you need to think about 

who you are speaking to and what you are requesting 

in order to adjust your level of politeness.

依頼表現を使う際には、誰に対してか、またどんな用件かなど

その状況に応じて丁寧度合いを使いわける必要があります。



■ In a casual situation  （親しい相手、簡単な用件など）

1.  Can you answer the phone for me?

■ In a polite situation  （社内でも社外でも一般的に用いられる）

2.  Could you please send me a copy of the catalog?

3.  Would you mind showing me how to use the machine?

■ In a very polite situation  （配慮が必要な相手、手間のかかる用件など）

4.  Would you be able to come over to the office tomorrow?

5.  I was wondering if you could finish the report by Monday.

• The following are some examples of polite requests.



■ Dialog 1:

A: Can you answer the phone for me?

B: Sure. Where are you going?

A: I need to go downstairs for a minute.

B: Okay.

Practice the dialogs with your partner.



■ Dialog 2:

A: Could you please send me a copy of 

the catalog?

B: Of course. May I have your mailing address?

A:   It’s …. And would you mind attaching

a price list ?

B: It’s included in the catalog.

Practice the dialogs with your partner.



■ Dialog ３:

A: I was wondering if you could finish 

the report by Monday.

B: I’ll do my best.

Practice the dialogs with your partner.



■ Making Requests in the Office

☐ receive the package for me

☐ transfer all calls to the meeting room

☐ tell Mr. Tanaka to call me in the lab

Words & Phrases

• Go through the words and phrases with your instructor. 
• Pay attention to pronunciation and intonation. Then, use the words and 

phrases to practice making requests with your partner.



■ Making Requests to Suppliers

☐ quote a price for the new product

☐ deliver the shipment a week earlier

☐ give me a discount on the price of 

the X-2 model

Words & Phrases

• Go through the words and phrases with your instructor. 
• Pay attention to pronunciation and intonation. Then, use the words and 

phrases to practice making requests with your partner.



■ Making Requests to Customers

☐ wait a few more days to receive the order

☐ discuss it by telephone conference

☐ postpone an appointment

Words & Phrases

• Go through the words and phrases with your instructor. 
• Pay attention to pronunciation and intonation. Then, use the words and 

phrases to practice making requests with your partner.



 Practice

1.  A:  I’m waiting for a delivery, 

but I have a meeting with

a client.

Can you ___________________________?

B:  No problem.

A:  Thanks.

• Fill in the blanks with the phrases in the blue box. Practice the dialogs with 
your partner.

■ Making Requests 
in the office

・ receive the package 
for me

・ transfer all calls to 
the meeting room

・ tell Mr. Tanaka to 
call me in the lab



 Practice

2.  A:  Have you looked at the 

price list?

B:  Yes. I was wondering ____________.         

A:  What percentage (%) 

do you have in mind?

B:  Around 10 percent (%).

• Fill in the blanks with the phrases in the blue box. Practice the dialogs with 
your partner.

■ Making Requests 
to Suppliers

・ quote a price for the 
new product

・ deliver the shipment 
a week earlier

・ give me a discount 
on the price of the 
X-2 model



 Practice

3.  A:  Would you be able to _________?

B:  Why? Is there a problem?

A:  There is a delay in the 

shipment from Singapore.

B:  Again? 

• Fill in the blanks with the phrases in the blue box. Practice the dialogs with 
your partner.

■ Making Requests 
to Customers

・ wait a few more days
to receive the order

・ discuss it by telephone
conference

・ postpone an 
appointment



Responses  答え方・あいづちの打ち方

In English, “yes”, “no” or “really?” are common responses to questions,
but there are other responses you can use to answer someone. 
Practice the following and learn more responses.

1. A: Can you answer the phone for me?

B:   Sure.

2. A:   Would you mind taking this document to 

the manager?

B:  No problem.



3. A:  Could you please finish cleaning before 9 a.m.?

B:  Certainly.

4. A:  I was wondering if you could write the sales

report this month.

B:  I don’t think I can do that.

5.   A:  I went to see Mr. Kane to talk about the problem

yesterday.

B:  Did you? How did it go?

Responses  答え方・あいづちの打ち方



Responses  答え方・あいづちの打ち方

1. A:  Can I borrow your pen?

B:  ________________________________________.

2. A:  Could you please tell me your secret?

B:  ________________________________________.

3. A:  Would you mind doing my homework for me? 

I’ll buy you a beer.

B:  ________________________________________.

• Take turns responding with your partner. 
Fill in the following dialogs and then make your own situations to practice.



Responding too much ? あいづちの打ちすぎにご注意

Japanese people respond many times to show that they 

are listening to someone. However, in English, you don’t 

have to respond so many times just to show that you are 

listening. Doing so may annoy the person speaking.

日本人は相手の話を聞くときには、聴いているという意思表示のために、「うん、うん、」や「はい、はい、」などと

何度もあいづちを打つ傾向があります。ところが、英語でこれをやってしまうと、話し手にとってはたいへん耳障

りで話しにくいものとなってしまいます。普段から”uh-huh”, “yes, yes”などのあいづちがクセになってし

まっている人は要注意です。英語では、相手が話し終わるまで何も言わないということも多くあります。逆にそれ

を相手が話を聞いていないと受け取る必要もありません。



(1) Brainstorm your ideas.

・ who you want to make requests and

・ what you want to ask for and why

(2) Make a dialog and practice in pair.

(3) Act out to the class.

 Final Practice 

• Think of your own situation. Practice making requests and responding 
to requests using the phrases you’ve learned.


