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Foreign employees in companies where Japanese is the primary language often
face significant challenges when taking meeting minutes and writing reports. These tasks demand
diverse skills, which can be particularly daunting for non-native speakers.

This study aimed to develop teaching materials for Japanese language in business settings to
cultivate the skills necessary for taking minutes and writing reports. Specifically, we have
designed task materials to enhance listening comprehension, the ability to judge the importance of
information, and the ability to write documents using appropriate expressions. In line with the
authenticity considered important in task theory in second language acquisition research, we created
scripts of meetings and conference scenes based on interviews with foreign employees. These scripts
were developed into audio versions to use as teaching materials for business Japanese language
education.
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