OBCHODNi KORESPONDENCE

Osloveni

Vazeni panové, ...

Vazeni/vazené damy a panove, ...
Vazeny (pane), ...

Vazena (pani),...

Vazeny pane ...

Vazena pani ...

Dear Sirs

Dear Sir or Madam
Dear Sir

Dear Madam

Dear Mr ...

Dear Mrs ...

K Vasemu dopisu ze dne ...

Odpovidame na Vas dopis ze dne ... a s radosti
Vam sdélujeme, ze ...

Odvolavéame se na V&s fax s datem ... a
potvrzujeme, ze ...

K nasemu dopisu tykajicimu se ...

V souladu s Vas$i objednavkou ze dne ...

V navaznosti na na$ dopis ze dne ...

Referring to your letter of ...

In reply to your letter of ... we are glad to inform you
that ...

With reference to your fax dated ... we are pleased
to confirm that ...

We refer to our letter regarding ...

In accordance with your order of ...

Further to our letter of ...

Oznameni

sdéleni

informativni dopis

Oznamujeme Vam, ze ...

Dovolte, abychom Vam oznamili, ze ...
Rad/a bych Vam oznamil/a, ze ...
Bohuzel Vam musime pfipomenout, Ze ...
Oznamujeme Vam, ze bohuzel ...
Vezméte, prosim, na védomi, Ze ...
Timto Vam oznamujeme, ze ...

Chtéli bychom Vam dat na védomi, ze ...

Prosime Vas, abyste ...
Prosim, abyste mi poslal/a...
Byli bychom velice radi/vdécni, kdybyste...

...... nam Vasi odpovéd poslali obratem.
... ndm sdélili vade bankovni spojeni.

notification

letter of advice

Please note that ...

Let me inform you that ...

| am pleased to inform you that ...

We are sorry to have to remind you that ...
We regret to inform you that ...

Be advised please that ...

This is to inform you that ...

We would like to notify you that ...

request

We ask you ...

Please send me ...

We should be very glad/grateful/thankful if you
would ...

... send us your reply by return.

... give us your banking details.

Z4dost o informace

Sdélte mi, prosim, zda ...
Mizete nam, prosim, Fici ...
Budeme Vam velice vdécni, kdyz ndm oznamite ...

Budeme radi, pokud nam date védét o ...

Byl/byla bych Vam vdécny/vdéeéna, kdybyste mi
vysveétlili ...

Chtél/a bych se Vés zeptat, zda mi nemuzete dat
informace o ...

potvrzeni

Potvrzujeme, ze ...

Obdrzeli jsme ...

Timto dopisem potvrzujeme ...
Potvrzujeme nas telefonni rozhovor a ...

Please let me know if ...

Could you please tell us ...

We would be very much obliged if you could inform
us ...

We would be pleased to hear from you concerning

I v;/.<.)uld be very grateful if you could explain me ...

| wonder if you could give me some information
about ...

Potvrzeni

confirmation, acknowledgement

We confirm ... /We acknowledge ...

We have received ...

This letter shall confirm ...

In confirmation of our telephone conversation ...



Dékuji Vam za Vas dopis, jehoz obdrzeni timto
potvrzuiji.

| confirm with thanks the receipt of your letter.

Omluva

omluva

Omlouvame se za ...

Pfijméte nasi omluvu za ...

... tuto chybu.

... za urcité zdrzeni s odpoveédi na Vas dopis.

apology

We apologize for ...

Please accept our apologies for ...
... this mistake.

... the delay in answering your letter.

Je nam opravdu lito, ale nemdzeme Vam v této véci We are very sorry, but we cannot be of assistance to

pomoci...

you in this matter.

Podékovani

vdécnost

Dékuji. Dékujeme.

Dékuji vam za ...

Pisi Vam, abych Vam podékoval/a za ...

Jsme vam zavazani za ...

Jsme vam velice vdécni, Ze jste tuto zalezitost
vyfesili tak pFiznivé.

Velice dékuji za Vas dopis a za Vasi pozornost.

Dopfedu dékujeme.

gratitude

Thanks.

| thank you for ...

| am writing to thank you very much indeed for ...

We are obliged for ...

We are most grateful to you for setting this matter in
such a friendly way.

Thank you so much for your letter and
consideration.

Thank you in advance.

Souhlas

souhlas

Souhlasim s Vami.

Uplné s Vami souhlasime.
Souhlasime s Vasim navrhem.
Mate pravdu, ze ...

Jsem stejného nazoru
Cekame na Vas souhlas.

Odmitnuti, nesouhlas

consent

| agree with you.

We fully agree with you.

We agree with your proposal.

You are right that ...

| am of the same opinion.

We are looking forward to your consent.

odmitnuti

nesouhlas

Nesouhlasim s ...

Nemulzeme s Vami souhlasit.

Mylite se.

Nesouhlasime s Vasim nazorem kvuli nasledujicim
davoddm ...

Mame jiny nazor.

BohuZzel nemuizeme vyhovét Vasi zadosti.

Je mi lito, ale nemohu Vam dat vice informaci.

refusal

disagreement

| don't agree with ...

We can't agree with you.

You are mistaken.

We cannot accept your point of view for the
following reasons ...

We are of a different opinion.

We are sorry we are unable to meet your request.

| regret that | cannot give you more complete
information.
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Dosud jsme neobdrzeli Vasi odpovéd.

Velice nas zneklidnuje, Ze nebudete moci ...

Jsme prekvapeni, Ze jsme od Vas jeSté neobdrzeli
zbozi.

Jisté chapete, Ze nas to velice zneklidriuje.

Pokud mate néjaké pfipominky tykajici se ...,
budeme radi, kdyZ se ozvete.

Danou okolnosti jsme velice roztrpeni a doufame,
ze nam tuto velice zvlastni situaci pomUizete
vyfesit.

Doufame, ze véc vyreSite k nasi plné spokojenosti.

So far we have received no reply from you.

We are most disturbed that you will not be able to ...

We are surprised that we have not yet received the
goods.

You can understand that this worries us a lot.

Should you have any comments regarding ..., we
would very much appreciate hearing from you.

We are very disappointed about this fact, and hope
that you can help us to clear out this very strange
situation.

We hope that you'll settle the matter to our full
satisfaction.



ujisténi assurance

Ujistuji Vas, ze ... | assure you that ...

UjiStujeme Vas, ze ... We assure you that ...

... se s Vami okamzité spojime. ... we'll get in touch with you without delay.

... neodkladné podnikneme kroky k vyreSeni vzniklé ... we'll take urgent actions to correct the situation.
situace.
... Vase objednavka bude uspokojena do uvedeného... your order will be completed by the stipulated

data. date.

... udélame v&echno mozné, abychom danou véc ... we'll do our best to bring this matter to a fast
dovedli do Stastného konce. positive end.

Jsme si jisti, ze nase zbozi bude pIné vyhovovat We are sure, you'll find our goods excellently suited
Vasim pozadavkum. to your requirements.

Mohu Vas ujistit, ze se to nebude opakovat. | can assure you that it will not happen again.

Obchodni vztah

obchodni vztahy business relations

Cenime si Vés jako obchodniho partnera. We value you as a business partner.

Chtéli bychom s Vami dale pokracovat ve spolupraci.We would like to maintain cooperation with you.

Doufame, Ze s vami budeme opét spolupracovat. ~ We hope to have the pleasure of doing business
with you again.

S Vasi firmou radi spolupracujeme. It is a pleasure doing business with your firm.

Doufam, Zze nase vzajemné vyhodna spoluprace | hope that we will continue our mutually satisfying
bude pokracovat i nadéle. relationship.

Prosim, obratte se na nas, pokud budete potfebovat Please do no hesitate to contact us if we can be of
nasi pomoc. any service to you.

Pokud budete mit problémy s ..., nevahejte a If you ever have any problems with ..., feel free to
kontaktujte nas. contact us for help.

Velice si vazime Vasi pomoci. We certainly appreciate your help.

Budeme Vam vdécni za jakoukoliv pomoc, kterou  We shall be very grateful for any assistance you can
nam v této véci mizete poskytnout. give us | this matter.

Prikladame ... We enclose .../We are enclosing ...

Zvlast Vam posilame .... We are sending you ... under separate cover.

K Vasi odpovédi, prosim, pfilozte ... Please enclose ... with your reply ...

Kopie smlouvy je pfiloZzena. You will find enclosed a copy of the contract.

Zavérecné fraze

Cekame na Vasi odpovéd. We are looking forward to hearing from you.
We look forward to your reply.

Ocenili bychom Vasi rychlou odpovéd. Your early reply will be appreciated.

Dopredu dékujeme za Vasi rychlou odpoved. We would appreciate your cooperation on this
matter.

Cekame vasi rychlou odpovéd. Awaiting your prompt reply.

Prejeme vam vSe nejlepsi. Best regards.

S pfanim v8eho nejlepsiho. With best wishes.

S pozdravem, ... Yours faithfully, .../Yours sincerely, ...



Struktura formalniho dopisu

e.g. Dear Mr Brown
Dear Ms Drake

Dear Sir or Madam (if you don’t know the name)

Your address

(not your name!)
possibly e-mail address,
The name (if you don’t phone number

know then e.g. The

Date 1

Introduction /

Director) and address of
who you are writing to ]

— e.g. 22 January 2006

Main parts ]

Concluding comment

What's the purpose of your letter, what you are replying to (In reply

Greetin / to your letter of 1 January ...; | would like to apply for the post of
g finance manager advertised in ...; | would like to join the trainee
programme offered ...

—  What's your main
“message” in 2-3
paragraphs, e.g. why
you are suitable for
the post; what’s your
education and
experience; what you
can offer to the
company...

—  Show your interest and
possibly suggest a
meeting / interview or
providing further
information.

e.g. | look forward to
hearing from you soon;
If you need further
information, please,
contact me on the
above phone number;
For further details see
enclosed CV ...

Ending \
\— Yours sincerely -if you wrote a name in the greeting.
Yours faithfully - if you wrote Dear Sir or Madam.
Your signature
/— This can be included when you
. % send any further documents.
Enclosures: e.g. CV, diploma
Pozn.

- nepouzivejte stazené tvary (I'm, isn’'t ...);
- zachovavejte formalni styl (nepouzivejte napf. hovorové vyrazy);

- neuvadéjte prili§ mnoho podrobnosti, které Ize nalézt v pfiloze (napf. v zivotopise).
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