１－３　紹介
１　定型パターンの表現

知人・取引先を紹介する
◇I am pleased to introduce to you a person who is well known as an excellent translator. 

◇Mr. Taylor is interested in working for your company.

◇I'd like to provide you with his contact information as follows.

◇I thought you might be interested in the product they sell.

後任者・新入社員を取引先へ紹介する

◇Mr. White will be my successor. 

My successor will be Mr. White.

◇I’d like to take this opportunity to introduce my successor, Mr. Adam Lewis.

◇Mr. Alex Brown will succeed my position as a sales manager.

◇Please be advised that Mr. John Murray will be replacing me after I retire.

◇She will take over from Ms. Mary Harris as a secretary to Mr. Ben Nixon.

◇We are introducing Mr. Eric Smith as a new member of the sales staff here.

人や取引先の紹介を依頼する、紹介のお礼
◇Can you provide a referral for an expert in natural sciences?

◇I would appreciate it if you could connect me to the key person in ABC Company.

◇I wonder if it would be possible for you to introduce me to Ms. Ellison of DEF Consulting.

◇Thank you for your referral to the lawyer.

紹介を受けてコンタクトを取る
◇We were referred to your company by Mr. Parker of XYZ Trading Company.

Mr. Parker of XYZ Trading Company referred us to your company.

We were given your reference by Mr. Parker of XYZ Trading Company.

◇I would appreciate it if you could give me an opportunity to meet you.
２　知人を取引相手に紹介するEメール
Dear Mr. Lloyd,

It is my pleasure to introduce Ms. Becky Carter as a secretary who is able to fill your 

company’s recent job vacancy. Ms. Carter has a long career as an executive assistant at 
her previous company and she can speak three languages, which will be a requirement 
for your future business. I have mailed her resume to you for review.

I look forward to receiving your reply.

Sincerely yours,
Daniel Wagner
言い換え表現
１．I would be happy to introduce Ms. Becky Carter to you… 

２．Ms. Carter worked as an executive assistant at her previous company for a long 
time.

３．Please examine her resume I have sent you.
発展表現
１．She is the best candidate for the job because she is hard working, conscientious and

efficient.

２．I’m sure that her background and career goals fit your job requirements well.
３．She is prepared to join your company right away after her employment is confirmed.

単語に注目
１．We constantly strive to fulfill our customer’s requirements concerning our products.

２．The company is planning to relax the eligibility requirements for the post of chief 

executive officer.

３．Sending an email to customers about their expired accounts is a standard 
requirement.

