２－５　様々な業務命令
１　定型パターンの表現
会議出席の命令
◇All the employees in the Second Sales Department must attend the meeting.

◇All persons in charge of the new project must attend the next meeting.

◇I’d like you to attend the sales meeting on July 1st.

書類準備・提出の命令
◇Would you prepare the materials for tomorrow’s meeting?

◇Please get the materials ready for the meeting by 1:00 p.m.

◇Please submit your project plan no later than June 3.

報告命令
◇I want you to report back to me by the end of this week.　
◇Please get back to me with a status update before the end of the day.

◇Please keep me updated on the upcoming projects.
出張・転勤の命令
◇Please go to London for a business trip.

◇We need you to fly to Toronto to attend some important meetings. 

◇Please be informed that you will be transferred to the Nagoya branch office as of April 1st.
問題への対応・調査命令
◇Please handle this matter promptly. 

Please give the matter your immediate attention.

◇Please deal with this issue immediately.

◇Please discuss the matter with other staff members.

◇Please investigate the current situation right away.

◇You should look into the problem immediately.

２　問題解決の指示、問題社員への警告のEメール
例１　問題解決の指示
Mr. Parker from LEG Corporation called me to complain that he had received the wrong 

items. Please contact our deliveries department as soon as possible and investigate the 

cause of this problem with them. Please submit me a report on the result of the 

investigation. Also, please ensure that such an error does not recur.

例２　問題社員へ警告
It has been reported by your colleagues that you are frequently absent from work without notice. I strongly request that you take measures to improve your current situation. If we do not see immediate improvement, we will be forced to terminate your employment as specified in your employment contract. I appreciate your cooperation in this matter.

言い換え表現
１．We received the complaint about the delivery of the incorrect goods from Mr. Parker 

from LEG Corporation.

２．Please investigate the matter with our deliveries department immediately to 

prevent any recurrence of such avoidable errors.

３．Your colleagues reported to us about your repeated, unexcused absence from work.

発展表現
１．It is not the first time that you got a warning like this.

２．Please make sure that you apologize to HCD Trading for the delay in delivery and 

explain the situation.

単語に注目
１．You have to take the required steps to ensure complete security of your computer.

２．We will make every effort to ensure that delivery is made on the requested date.

３．Please read the safety precautions first to ensure the safe and proper use of this 

product.

