Contents

I. INTRODUCTION

(i) Layout of a letter . . . . . . . R LT
(i) Different forms of address . . . . . . . . . . . . .. .. 8
(iii) The envelope and inside address . . . . . . . . . . . . s 9
(V) Date’ : o = @ 5 s m e v v w mE s e s m s 11
(v) Salutation . . . . . . . . . . . ... L. Lo 11
(vi) Complimentary close R Y o s 12
(vi) Signature . . . . . . . . . . . . . .. S 13

(viii) Notes . . . . o e 14
(ix) Electronic correspondence ................ 15
(x) Abbreviations in common use . . . . . . . . . . . . .. 16

II. COMMUNICATION BY POST, FAX AND E-MAIL

(i) Confirming (telegrams, etc) . . . . . . . . . . ... 28
1. We sent you a telex. It read as follows ... ( formal) « s » 28
(i1) Acknowledging receipt of letters . . . . . . . . . . . . . 28
2. We received your letter (formal) . . . . . . . . . . . 28
3. We received your letter (social) . . . . . . . . . . . . 28
4. We received your letter (informal) . . . . . . . . . .. 29
5. Sorry for the delay in answering your letter (informal) . . 29
(iii) Letters crossing . . . . . . . . . . . sow el s e w5 29
6. Our letters crossed (social) . . . . . . . . . . .. .. 29
7. Our letters crossed (informal) . . . . . . . . . . .. 29
(iv) Delay . . . . . . . . . .. .. .. 30
8. The present letter w1lI be sent by alrmall to avord delay
(Social) i e 30
9. I could not wrlte as I was away. I have left instructions wrth
my Secretary (social) . . . . . . . . . . . .. .. 30
10. Excuse me for writing as late as now. I have been very busy
(informal) . . & o o & « & @ 85 5 3B ow o s E e ow e e 30
11. I did not write, I was very busy I hope you will attend the
conference (informal) . . . . . . . . . . . . . . .. 31
12., 13. Thank your for you letter. Excuse me for writing only now
(informal) . . . . . . . . . . . . . . . . .. ... 31
(v) Address, wrong address, etc . . . . . . . . . . . .. .. 32
14. Thank you for the publication dddressed to Mr C I regret to
say that Mr C. died (formal) . . . . . . . . . . . .. 32

250



15. Thank you for your telegram. Write to me to Paris (informal)
16. You may reach Professor R. at the following addresses ...
(social) . . 3 e et e e
17. Change of address ( formal) o
(vi) Forwarding themail . . . . . . . . . . . . . ..
18. Please forward the enclosed letter to Dr H. (formal )
19. Please check up the address of Professor D. (formal)
20. I am forwarding to you the enclosed letter (social) .
21. Iam forwarding to you a parcel (by separate post) (informal )
(vii) Messages by post, catching the post, telegrams
22. Your lecture has been cancelled according to your mstruc-
tions (social) . .
23. You left behind your slldes ‘We have sent them on to you
(mformal) I L I
(viii) Difficulties in communication . . . . . . . . . . . . . .
24. 1 am enclosing another copy of the programme (social)
25. I am writing again to say that your friends are welcome
(informal) . . . . . . . . . . . . . . . . ... ..
(ix) Establishing contacts . . . . .
26. Your letter has been passed on to another department They
will contact you (formal) . . . . . . . . . .
27. Would anyone be willing to contact us? (social) .
(x) Resuming contacts with old friends . . . . . . . . . . . .
28. I am happy to have a letter from you (informal)
(xi) Items of news . . . . . . . .. Lo Lo
29. You can stay with us when you come to the Czech Republlc
Remember that we have moved to ——, from where I could
take you to Prague every day ( informal I
30. How nice to hear from you again (informal)
31. I may be going to Britain for a month (informal)
(xii) Introducing oneself and others . . . . . . . . . . . . ..
32. May I call on you at a convenient t1me7 (soual) -
33. Can we possibly meet you in London? (social) . . . . .
(xiii) Letters instead of personal contact . . . . . . .
34. Iregret I did not have the pleasure of making your personal
acquaintance on the occasion of your visit (social)
(xiv) Clearing up misunderstandings . . . . . . . . . . . . . .
35. I received your note late at night and could not meet you
(social) . . : « o & -
(xv) Sending things . . . . . . . . . . . ...
36. 1 am enclosing the report of the meeting (formal) .
37. I am sending you the drawings requested (formal) ;
38. We have managed to secure a copy of the book requested
(social) . . . . . . . . . . .. e



b) After the conference

()

(i)

Official . . . . . . . . .. o000

27. We are enclosmg a Conference Pamcrpant list ( formal )

28. We are sending you a volume of articles based on papers
presented at a symposium on —— (formal)

Unofficial & s « & & 5 & 6o w5 & & o 5 5 B s ow b

29. I was sorry not to ﬁnd you at the Conference The Confer—
ence brought together many people interested in the field
(informal) .

30. Your many friends w1sh to let you know that they were sorry
that you had to leave early (informal) . . . . . .

31. I was happy to make your personal acquaintance at the
Conference (informal) .

32. I'look back on the Conference wrth great pleasure (tnformal)

33. The Congress went very well (informal) . . . . .

34. I have just come from O., where I attended the Conference
I am enclosing a handout circulated during one of the ses-
sions (informal) . R

35. You will be glad to have the followrng book (informal)

36. I am sending you the camera-ready manuscrlpt Excuse the
delay (social) . . . . . . . . . . . . . ..

37. Thank you for all your eﬂ"orts to make the Prague meetmg a
success (social) . :

38. The Workshop is over! It mdde us all very busy (mformal)

X. VISITS, TRAVELLING, SOCIAL ENGAGEMENTS

(i)

Planning a visit abroad (holidays, short trips, exchange Visits),
mvrtatmns accommodation S
. I hope to see you in — this time (socra[)
2 I am anticipating my visit with great pleasure ( mformal)
3. What are your plans for the summer? I should like to call on
you when in —— (informal) . "
4. I cannot spend the weekend with you I hope I shall have the
pleasure of visiting you on some future occasion (social)
5. I cannot stay away from my commitments this year. I should
be grateful if you allowed me to keep the invitation open
(social) . . .
6. If I go to B. 1 shall look you up (soual)
7. I am not able to fix a definite date at this stage (mformal)
8.~11. Thank you for inviting me to stay with you (informal)
12. Your idea of an exchange visit is excellent (informal)
13. If my trip comes off I shall take advantage of your kind offer
to have me stay with you (social)

260

w123
123

. 123

124

124
124
125

125
126

. 126

126

127

127
127

. 128

128
128

129

129

. 129

130
130
131

. 132

132



(ii)

(iif)

14.
15.

I shall not be able to come to B. I have had a very busy year
and it is too late now to make any arrangements (informal)
Unfortunately our schedule does not correspond to yours
SO CIal I L S R I S

. I 'am glad that the revised dates of our visit are convenient

(informal) . . . . . . . . . . . . . . . ... ...

. I am sorry that you will not be at home when I arrive

(informal) : : & . & & & ¢ 5 w0 & & & w55 4w s

. Thanks for your letter dnd the formal invitation enclosed

(social) . . . . . . . . . . . . . . ...

. Thank you for your offer of facilities of study in the Library

(CSoctal )R R e ) T

. Can I visit you before the meeting and not after? (social)
. I shall be delighted to take advantage of your invitation and

visit your Department (social) . . . . . . . . . . ..

. Your son invited my son to stay with you. Is it convenient for

you or did your son act on his own out of the kindness of his
heart? I hope to hear from you (social) . . . . . . . .

. I cannot give the exact dates yet (social) . . . . . . . .
. I want to stay with a family during my short visit to C.

(social) . . . . . . . . . . . . . . ...

. Could you advise me about a reasonable hotel? (social)
13
. I wish to apply for a season job when in England. Could you

Could you recommend a place to stay at? (social) . . .

do me the favour of vouching for me? (social) . . . . .

Arrangements about schedule, route, etc . . . . . . . . . .

28.
29.

. Professor R. is arriving in L. on Monday ... (social)
. I hope to arrive in L. by —— Flight ... (social) . . . . .
. We have at last made up our itinerary (social) . . . . .
. We shall set out on Tuesday ... (informal) . . . . . . .
. Nearly all the formalities have been completed (informal)
T clegram s N o e e

Leave me a message (informal) . . . . . . . . . . ..
Do not take the trouble of meeting me at the airport (infor-
AL e
I still do not know the exact time of my arrival (informal)

. The programme of my visit is becoming clearer at last (infor-

mal) . . . . . . . .o

Seeing people, moving around . . . . . . . . . . . . ..

38.
39.

40.

I hope to be able to see you at the Institute (social) . .
I should be grateful if you allowed me to call on you. I shall
ring you up and make an appointment (social) . . . . .
Could I visit your Institute on my way home from Canada?
(social) . . . . . . . . . . . . . . . . .. .. ..

133
133
134
134
134

134
135

135
135
136
136
137

137
138
138

138
139

139

. 140

140
140
141
141
141
142

. 142

142



(iv)

V)

(vi)

(vii)

41. I am looking forward to seeing you (social) . . . . .
42. Ishould like to visit some institution concerned with —— while
staying in your country (social) . . . . . . . . . . . .
43. Could you write and tell me when I could visit the laboratory
of your College while I am at C.? (formal) . . . . . . .
44. Many thanks for all your suggestlons (informal) :
45. 1 shall probably be free on the evening of Thursday (mfor-
L T T e e
Presents . o = o . o ale s e e e m s s m w s b e w s
46. I am leaving a small present for you as a memento of my visit
(social) . . . . . . . . . . . . . . . ...
Thank-you letters on return . . . . . . . . . . . . . ..
47. I am looking for some records that you might like to have
(S0CIal). ..o. . . o o e e e e e e e e e e e e e e s
48. I am afraid I have not thanked you properly for the books
(social) . . . . . . . . . . . . . .. ...
49. I am afraid that I stayed longer than I should have and I can
only hope that I did not cause you too much inconvenience
(social) . . . . . . . . . . . . .. ...
50. Thank you for a most enjoyable evening (social)
51. Thank you for all you have done for us (informal)
52. Thank you again for the wonderful time you gave me (social )
53., 54. I appreciate your warm hospitality (informal) . . .
55. A brief note to thank you for your kindness and helpfulness
(informal) . . . . . . . . . . . . . . . .. ...
Visitors to the Czech Republic . . . . . . . . . . . . ..
56. We have made a hotel reservation in accordance with your
wishes (formal) . . . . . . . . . . . .. ... ..
57. We have been able to book a room in the Student Hostel
(social) . . . . . . . . . . . . . . ...
58. I am glad to learn that Mr H. may be coming (social) .
59. I suggest you should approach Dr H. J. (social)
60. Let us know when you are coming (social) . . . . . . .
61. We should be happy to have you with us for the weekend
following the Conference (social) . . . . . . . . . . .
62. Let us know when and where we should meet you (infor-
Al e
63. I am delighted that you are coming over (informal)
64. A telegram . . . . . . . ... ...
65. We are looking forward to offering you hospitality in return
for the hospitality you have kindly given us on many
occasions (informal) . . . . . . . . . . . . . . ..
Social invitations =

262

143

144

. 144

144
145

145
145

145

146

146

. 146

147
148
148

149
149

149

149

2150
. 150

151

151

151

. 152

152



67.
68.
69.
70.
71.
2.
13.

Accepting an invitation (social) . . . . . . . . . .
Accepting an invitation (informal) . . . . . . . .
Changing dates (social) L
Declining an invitation ( znformal T
I am looking forward to your visit (social) . . . . .
Thank you for the weekend (social) . . . . . . . . . .
Thank you for the evening (social) . . . . .

(viii) Formal invitations (engraved or printed cards in the thlrd

person) . . . . . . . ...

74.
st

Invitations . . . . . . . . . . . . ... L.
Replies: a) acceptmg, b) declining, ¢) cancelling

s 5 193
o = 153
. 153

153

. 153

154
154

.. 154
. = 154
. 155

XI. GRADUATE STUDIES, FELLOWSHIPS, POSTS, APPOINTMENTS
ABROAD, STUDY VISITS AND SPONSORING OF YOUNG PEOPLE

1.
2.

3.

. From an application form for a Grant (instructions) . .

. We can offer you a postdoctoral fellowship (social)

I should like to explore the possibility of graduate study at
your university (formal) . . . . . . . . . . . . . ..
I am greatly interested in your graduate programme ( for-
mal) . . .. L
I should hke to pursue ddvanced study at your Institution

(formal) . . . . . . . . . . . . ...

. Kindly send me a copy of the dnnual gurde to the Academic

Courses ... (formal) . . . . . . . . . . . . . . ..

. I should 11ke to obtain more mformatron on the scheme .

(formal) .. o o & 5 i i Ee e E A B s s

. Thank you for your otfer to support the application (social)
. The award of a grant is subject to a preliminary consent of

an establishment that would be ready to admit the applicant.
Could you possibly assist me in the matter? (social) .

. I am applying for a training period (formal) . . . . . .
. I am applying for a summer vacation job (formal)
. 1 wish to apply for the post of a Research Associate as
. 160

described in the advertisement ... (formal)

. Thank you for your advice (soual) ......
. I have read the advertisement and want to apply ( formal)
. I have great pleasure in accepting the place on the Business

School course (formal) . . . . . . . . . ..

. My superiors will sponsor me for the appointment ( soczal )

I’ll be applying for the studentship (social) . . . . . . .

It looks as if I have a chance to succed in obtaining a grant
(informal) . = i . i e i s s o wowE i e m s s e

I will gladly accept the fellowship (social) . . . . . . .

263

157

157

157

158

158
158

=159

159

. 160

161
161

162
162
162

. 163

164

. 164



20. I am sending my application for admission to the Faculty of
Graduate Studies (formal) . . . . . . . . . . . . ..

21. I am applying for non-university housing ( formal )

22. I am sending you the remaining parts of my application
(social) :

23. T am sending you the oﬁic1al records w1th an Engllsh trans-
lation attached (formal) . . . . . .

24. T am enclosing a detailed statement of my plan for graduate
work (social) . . . . . . . . . . .. ...

25. Can you send me an appllcatlon form" (formal)

26 ACV . . . e S S

27. From Addmonal Informatlon ............

28. I used your name as a reference (social) . . . . . . .

29-31. References, . . « = ¢ = « = @ = & 5 5 5 Eow s

32. Employer s statement . . . . . . . . . .

33. It is a disappointment for me that the 1nv1tat10n was w1th-
drawn (social) . . . . . . . . . . . . . . ..

34. It is very kind of you to keep my records on file for the next
two years (social) . . . . .

3S. T accept the appointment with great pleasure

36. I am happy to learn that I have been prov151onally accepted
(social) ‘. . 5 s e w s e s s s e e s

37. Thank you very much for all you are domg on my behalf
(Social) . . & i b . wih s e o s e e

38. 1 ant1c1pate great proﬁt from work under the guidance of my
supervisor (social)

39. Could you send me a conﬁrmatlon letter statmg that I am
going to —— under an official scheme? (social) .

40. Thank you for giving your consent to my stay at your
Laboratory (social) . . . . . . . . . . . . . . . ..

41. I am sorry that my application for a grant has not been
successful. I will try to make the most of my ten months at
your Labi (informal) . « =« = ; = « & & & « : s @ & @

42. Itis with great anticipation that I accept the invitation to join
the staff of the Hospital (informal) . . . . .

43. You will be glad to hear that I received a scholarshlp for a
year of study in Britain. I'll be happy to see you again
(social) . . . . . . . . . . . . . . . ... ...

44. 1 am happy that M has been admitted to the High School.
We are assembling now all the necessary documents and
completing the forms. Thank you very much for everything
(social) . . . . . . . . B

45. Affidavit of Support A B R

. 165

166

166

167

. 167
. 167

168

. 168
. 168

170

170

. 170

171

171

- 172
172

. 173

173

174

. 174

175



46.
47.

48.

I hope that I will pass the TEFL examination (formal) . . 176
Can you please inform me if there is an appointed examiner

in my area? (formal) . . . . . . . . . . . . . . .. 176
Certificatesand areport . . . . . . . . . . . . . = = 177

XII. BUSINESS STUDIES

1.
2

3.
4.

Please send me more information about the Business School

COULSES = « = : = & & = = & & & « & @ ® 5 s & = = & 179
Application for ddmlssron to the Master of Business Ad-

ministration degree COUTSC T e 179
A degree course in Business Admmlstratron ...... 180
A biographical notice . . . . . . . . . . . . ... . 180

XIII. BUSINESS MEETINGS AND APPOINTMENTS

1.
2,

3.
4.
5.

6.
1

Would it be convenient if I called on you at your office? 182
I am coming to the Book Fair and will be pleased to meet you

atyourstand . . . < . o . s o o e s el e e e s e s 182
The project must be rescheduled Take the necessary steps
(fax tranSMISSION) & = & + = & 6 s o & o @ 5 o 5w b 183
Meet Thursday Flight ... and arrange conference (a tele-
GraAM) = = 5 - 5 o E H e e e s e s e e s s s e s 183
Unfortunately we will not be able to meet this time. Best
wishes for your conference . . . . . . . . . . ... . 183
I am sorry you were not able to stop inBrno . . . . .. 184
. My next business trip is to Glasgow. I will contact you . . . 184

XIV. OFFERING AND SEEKING POSTS; VACANCIES; CVs, COVERING
LETTERS, REFERENCES AND TESTIMONIALS

1-10. Ads . . . . . . ..o 186
11. We are looking for an agent to represent our interests in your

(e ) 11114 O P . 188
12. I would like to represent you as your agent. Please ﬁnd

enclosed my CV and references . . . . . . . . . . . . 188
13. A curriculum vitae . . . . . . . . . . . . . .. .. 189
14. T hope you will consider my application for the post. I enclose

my curriculum Vita€ . . . = & & i v B s G e s 190
15. (a covering letter) I would like to apply for the post of

Personal Assistant as advertised in the press. . . . . . . 190
16. (from a covering letter) I am giving my reasons for leaving my

present employers. . . . . . . . . . . .. ... .. 191
17. A firm requests a reference from the applicant’s former

employer = . : i v s om G moE s A E S e w oW E e s 192
18. The answer to the request for a reference ....... 192

265



19.
20.

Anopenteference = . : i i &5 s ¢ & s B oEoE w
A testimonial . . . . . . . ... Lo Lo L.

XV. INQUIRIES, MARKETING, ADVERTISING, SALES PROMOTIONS,
OFFERS OF GOODS AND SERVICES

I

O 00N

. Find enclosed a new Journal ...........
. We are offering you 4 issues free o charge . . . . .
. Find enclosed details of our recently published titles .
. We are able to provide your laboratory with the highest

. (advertising) Vlslt our Warehouse Clearance Sale

. (advertising) The latest technology in binding machines

. (from a leaflet) A sales promotion, offering bargains . .

. (from a magazine) Buy a new kitchen equipment

. We are seeking distributors for our goods. Contact us by fax

. Coordinate the activities of the advertising agency (fax mes-

. . 200
. 200

. 201

. Get in touch with all potentlal buyers . . . . . 5 %
. An official request for a stand at a books exhrbmon .
. Our market research shows that the market here is favourable

. Send me your catalogue please . . . . . . . . . . .
We are sendmg you our catalogue . . . . . . . . . .
Our factory is studying a pilot project . . . . . . . .

. Under certain conditions you will receive a compllmentary

subscription to the journal published by us . . . . .

. We enclose llstmgs of our bestsellers. Thank you for your
. . 195
.. 196
.. 196

. 196

interest . . . . . . . . . . . ...

quality products at a moderate price . . . . . . . . .

. (advertising) Join our weekend package . . . . . . . .
. (from a leaflet) Visit the Chip Department of our Business

] 1 -

sage totheagent) . . . : . & o & ¢ . s

to your products. We are prepared to manufacture the range
of goods suggested . . . . . . . . . . ... ...

XVI. ORDERS, TRANSPORT, INSURANCE; COMPLAINTS

1.

v w

Our stocks of the article ordered by you is exhausted. We will
keep your addressonfile . . . . . . . . . . . . . ..

. Unfortunately the article is out of stock. We can suggest a
. 203

SUbSHIUE = o . & & & 2 & @ & 5 & = 8 Eo
Our firm has decided to place an order with you
Your order is being processed. We offer a 10% drscount
We were impressed by the assortment presented by you at the
Brno Fair . . . . . . . . . . . ...
Your Company has been recommended to us as good ma-
nufacturers inour line . . . . . . . . . . . . . ..

. 194
. 194

194

195

197
197

198

. 199
. 199
. 199

199
200

201

203

204
204

. 204



9.
10.

11.
12.

13:
14.
15¢

16.

17.

18.
19.

20.

. We are interested in certain goods you may have in stock or

might be able to manufacture in a modified version for us

. I think that our two companies can agree to represent each

other in our respective cities . . . . . . . . . .
The order may be dispatched in several parcels Wthh may
not arrive at the same time . . . . . . . . . . . . .

I have given your name to my old clients. If you are able to
act as their guide, please contact me as soon as possrble
Find enclosed the documents for the Order ——

We have dlspatched the goods against your order. Fmd en-
closed our invoice . . . . . . . . . . ..

Could you please arrange open cover policy for our Shlp-
TNENTS? A R s

I heard from the US Insurance Office that my claim had been
duly processed in accordance with my coverage . .

I am enclosing the receipt of the Doctor’s fee and the brll
from the pharmacy . . . . . . . . . . .

One batch of books was found defective. The prmters have
obviously failed in quality control. As our agent you will have
to face up to complaints from customers .

We regret that you are disappointed with a purchase of our
products. Thank you for contacting us and please find en-
closedacheque .. . . - o « & - 06 & 2

We apologize for the oversight in the text of your ddVCI‘tlSC-
ment . . T
We are sorry for the trouble the defective articles caused you.
Find enclosed new articles to replace the damaged ones
Can you show round Liverpool some friends of mine? If you
can, please fax me

XVII. PAYMENTS, BANKS; LEGAL DOCUMENTS

5.

1. I have arranged for a credit transfer to your account . .
2. We settled the Invoice by International Giro.

3.

4. 1 apologize for the delay in settling my account. Find en-

Find enclosed our bank draft . . . . . . . . . . . ;

closedacheque . . . . . . . . . . . .. ... ...
Our bank informed us that your transfer was credited to our
account. We look forward to your next order .

. You were overcharged by mistake. Find enclosed a credlt

note e T

. We cannot send replacement for the damaged goods in the

near future. We hope that our next shipment will be in order

. The outstanding March account has not been cleared yet

267

205

. 205

. 206

206
. 207

. 207
208
208

208

. 209

209

210

. 210

. 211

. 212
. 212

212
213
213
213

213
214



9. Find enclosed a duplicate copy of the last invoice . . . . 214
10. Find enclosed a second reminder. Please attend promptly to

thematter . « . e o+ & o & s 5 s @ w oW e e . 214
11. If your remittance does not reach us by the end of the month,

we will be obliged to start legal proceedings . . . 215
12. T apologize for the delay, which was due to an over51ght 215
13. You have overdrawn your account . . . . 213
14. T asked my bank to pay my monthly rent to my ldndlord by

standing order . . . . . . . . . . . . . 215

15. (from a brochure) If you work abroad, consult our Specmllst
Expatriate Centres. They will take care of your problems 216

16. Areceipt . . . . . . . . . . .. .. . 216

17. An official letter concermng applications for V1s1tor Rebate
of Goods and Services Tax . . . . . . . . 216

18. Specimens of legal documents: a) legahzatlon b) certlﬁca-
tion, ¢) arbitration . . . . . . . . . . T
AppendixX oo - oo os - v om e s o6 = oo ow o % J e @ oo ow s 219
Vocabularies:: = « - « ¢ & & & = = @ & B a5 56 @ oaow b s = 219
1. Educational and Sctentzﬁc Background o .. 219
2. Commercial Expressions . . . . . S e oo s 5o o« 244
3. Expressions from Informatics . . . . . . . Coe ... 246
Bibliography. = = « = 5 s & w - s & s oW ow s s R R 248
English contents . . . . . . . . . . . . . . . . . ... . . . 250
zech contents . . . . . . . . . . . . . .. S 269

268



Obsah

Oznaceni v zavorce ,,formalni, spoleCensky, neformalni** vystihuji rozdily ve
stylu dopisu.

I. UVODNI KAPITOLA

(i) Uprava dopisu . . . . . . . . . . ... 7
(ii) Titulovani . . . . . A 8
(iii) Obalka a adresa uvmtr ................. 9
(iv) Datum . . . . . s 11
(v) Osloveni (uvnitf doplsu) ................. 11
(vi) UkonCeni dopisu = = « = & & 5 » = & & 3 5 @ @ & = & & 3 12
(vii) Podpis . . . . . . ... 13
(viii) Poznamky . . . . . . . . . ..o Lo 14
(ix) Elektronicka korespondencc ............... 15
(X) Zkratky . . . . . ..o 16
1. PISEMNY STYK POSTOU, FAXEM A E-MAILEM

(i) Potvrzeni telegramu atd. (vlastnich) . . . . . . . . . . . . 28
1. Poslali jsme Vam telex tohoto znéni ... (formalni) . . . . 28
(i) Potvrzeni pHimu dopisll : = & - : : & 5 5 s @ 5 o & o s 28
2. Dostali jsme Vas dopis (formdlni) . . . . . . . . . .. 28
3. Dostali jsme Vas dopis (spolecensky) . . . . . . . .. 28
4. Dostali jsme Vas dopis (neformalni) . . . . . . . . . . 29

5. Prominte, ze odpovidam opozdéné na Vas dopis ... (nefor-
malni) . . . . . . . . . . . ... 29
(iii) Kfizovanisedopisd . . . . . . . . . . . . . . . ... 29
6. Nase dopisy se kiizovaly (spolecensky) . . . . . . . . 29
7. Nase dopisy se kiizovaly (neformalni) . . . . . . . . . 29
(1Y) R ZdrZeni B 30

8. Tento dopis poslu letecky, aby se nezdrzel (spolecensky) 30
9. Nemohl jsem psat, nebyl jsem pritomen. Moje sekretarka
zafidila, aby byl pro Vas zajistén jeden vytisk monografie

(spolefensky) : . : i 5 5 = s e s s oE o6 i osow o 30
10. Prominte, Ze pisi az nyni. Byl jsem moc zaneprazdnén (nefor-

] 1 N I 30
11. Nemohl jsem Vam psat, mél jsem moc prace. Doufam, ze se

zuCastnite konference (neformdlni) . . . . . . . . . . 31

269



39. 1 hope you will like the photographs, etc I am sendmg you

(informal) . = = = . = &6 & & < = < & = 5 o 3 & @ 41

40. I have sent you some journals (informal) . . . . . . .. 4]

(xv1) Letterstothe Editor . . = = « & « . & & = & + + 5 42
41. Can you possibly publish my appeal for addmonal 1nforma-

tion on a point I am studying? (jormal) S 42

42. 1 wonder if any of your readers are in possession of some
material pertaining to the subject I am working on (formal) 42

(xvii) Electronic correspondence . . . . . . . . . - ¥
43. Specimen Fax transmission . . . . . . . R
44. a) Specimen e-mail . . . . . . . . . . 43

b) A proper letter by post. It is easier for me to commumcate
by e-mail. Please cancel three lines in my paper . . 43

c¢) (reply by e-mail) Don’t forget about the call for the papers
and the deadline . . . . . . . . .. 44

III. GREETINGS, TRIBUTES, SYMPATHY

(i) Congratulations, tributes, public distinctions, good wishes . . 45

. I wish to offer you congratulations on your 70th birthday
(social) . . . . . . . . . . . . . .. ... ... . 45
2. You deserve the trlbute ( voczal ) R 45
3.-5. You deserve the honour ( voczal) e L 46
6. Congratulations on your promotion (informal) . . 46
7. Congratulations on the awarding of the degree (mformal) 47
8. It gave me pleasure to hear of your success (informal) . . 47
9. Various greetings of the season . . . . . B ¥
10. Best wishes for the coming year (informal) . . . . . . 47

11. Congratulations on the occasion of your marriage ( mformal ) 47
12. Wishing many happy returns of the (blrth)day, speedy recov-

ery, etc (onacard) . . . . . . . 47

13. Telegrams . . . . . . . . . . . . . . ... ... 48
(i) Announcements of death; condolences, expressmn of sympathy,

obituary notices, birth announcement . . . . . . . . . . . 48
14. Mr W. G. died (social) . . . . . . . . . . . .. .. 48
15. Announcement printed in the paper (death notice) . . . 48
16.-18. Condolences . . . . . . . . . . . .. 48
19. An obituary notice . . . . . . . . .. S 40
20. Biographical notice in a periodical . . . . . . . . 50
21. I regret to have to tell you that Professor G. died ... ( voczal ) 50
22. Anewamval = . . . & 5 5. o0 os e o8 g 5 s s s om0

IV. PERIODICALS: EXCHANGE, SUBSCRIPTION, ORDERS, etc
(i) Exchanging publications . . . . . . . . . |

252



12., 13. Dékuji za dopis. Omlouvam se, Ze pisi az dnes (nefor-
malni)
(v) Adresa, omyly v ddrese :
14. Dékuji za publikaci zaslanou na ddresu pdna C Musm Vdm
sdelit, ze pan C. zemfel (formdalni) .
15. Dékuji za telegram. Piste mi do Pafize ( neformalm )
16. Profesora R. zastihnete na téchto adresach... ( spolecensky )
17. Zména adresy (formdalni)
(vi) Zaslani dopisu (zasilky) na dalsi adresu
18. Zaslete laskavé prilozeny dopis Dr. H. /ormalm )
19. Prosim o piekontrolovani adresy profesora D. (formaini )
20. Prilozeny dopis dosel po Vasem odjezdu (spolecensky)
21. Odesilam za Vami balicek (zvlastni zasilkou) (neformalni)
(vil) Vzkazy, telegramy :
22. Vasi prednasku Jsem na Vase prdm odvolah ( spolecensky)
23. Zapomnéla jste si zde diapozitivy atd. Odeslali jsme je za
Vami (neformdaini) S
(viii) Obtize
24. Zasilam Vam jCStC )eden program (. spolecensky ) o a -
25. Pisi jeste jednou, abych Vas ujistil, ze Vase pratele srde(':né
zveme (neformalni)
(ix) Navazovani styku
26. Vas dopis jsme predall Jmemu oddelem Navazou S Vam1 styk
( formailni) :
217. Zabyvame se tim a t1m problemern Nechtel by nekdo u Vas
s nami spolupracovat? ( vpo[ecenvky )
(x) Znovunavazani styku se staryml znamymi .
28. Jsem moc rad, Ze mam zase od Vas dopis ( neformalm )
(xi) Ruzné zpravy
29. Muzete se u nas ubytovat az prljcdete do Ceske repubhky
Nezapomente, Ze jsme se prestéhovali do ——. Do Prahy Vas
muzeme vzit s sebou kazdy den ( neforma'lm' )
38. Jsem rad, ze mam zase od Vas zprdvy (neformalni)
31. Mozna, ze pojedu na jeden mésic do Britanie ( neforma[m )
(xii) Predstavovani
32. Mohu Vas ve vhodnou dobu navst1v1t‘7 ( spolecensky ) :
33. Mohli bychom se s Vami sejit v Londyne" (spolecensky)
(xiii) Dopis misto osobniho styku
34. thll]l Ze jsem nemél to potéseni se s Vam1 osobne seznamlt
pii Vasi navstéveé (spolecensky )
(xiv) Nedorozuméni .
35. Vas vzkaz jsem dostal pozde vecer, a nemohl Jsem se proto
s Vami sejit (spolecensky)

270



(XV) ZASIKY - & : s & = & 2 - 5 @ @ d s e m W o s & e

36.
37.
38.
39.

40.

Posilam Vam v pfiloze zpravu ze schuze (formdlni)
Posilam Vam pozadované vykresy (formdlni) . . . . . .
Podarilo se nam ziskat vytisk pozadované knihy (spolecen-
SFeY,) T
Doufam, ze se Vam zaslane fotograﬁe atd. budou 11b1t ( nefor-
malni) . . . . . . . . ...
Poslal jsem Vam casopisy ( neformalnz )

(xvi) Dopisy zaslané redakei . . . . . . . . . . . .. L.

(xvii) Elektronicka korespondence
43.
44

41.

42.

Mohli byste laskavé uverejnit tuto vyzvu Nutné potiebuji
podrobnéjsi material o... za ucelem doplnéni informace pro
chystanou knizni publikaci (formalni) . . . . . Ce
Nema nékdo z Vasich ¢tenafi material tykajici se... Zvlast
bych uvital fotografie. Chystam vétsi praci z této oblasti
a shromazduji material (formalni) . . . . . . .
Vzor faxu . . . . . . . .. ..o
a) Vzoremailu . . . & v 5 - LG ow w5 b E e e E
b) Dopis postou. Je pro mne snadnéjsi komunikovat s lidmi
pres e-mail. Prosim, zrus$ tfi fadky v mém ¢lanku . . .
¢) Odpovéd (e-mail). Nezapomen odeslat referat véas

III. POZDRAVY, POCTY, KONDOLENCE
(i) Blahoptani, pocty, vefejna vyznamenani, prani . . . . . . .

(ii)

1.
2-
6.
i
8.
9.
10.
11.
12:
13.

Blahopfeji k sedmdesatinam (spolecensky) . . . . . . .
5. Zaslouzite si poctu (spolecensky) . . . . . . . . . .
Blahopfteji k postupu (neformalni) . . . . . . . . . .
Blahopieji k promoci (neformalni) . . . . . . . . . .
Tési mé Vas aspech (neformalni) . . . . . . . . . . .
Pozdravy k riaznym svatkim . . . . . B

Novoroc¢ni pozdrav (neformdlni) . . . . . . . . . . .
Blahopfani k snatku . . . . . . . . . ... L L.
Prani k narozeninam, prani uzdravem .....
Telegramy k riznym piilezitostem . . . . .

Oznameni o umrti, kondolence, nekrology, oznameni o narozeni

14.

15.
16.-
19.
20.
21
22.

Pan W. G. zemfel (spolecensky) . . . . . .

Zprava o umrti v novinach . . . . . . . . . . N
18. Kondolence . . . . . . . . . . . .. .. ...
Nekrolog . . . . . . . . . . . ... .
OtiStény zivotopis (v Casopise) . . . . . . . . . . . .
Lituji, ze Vam musim oznamit, Ze ... (spolecensky)
Narozeni ditéte . . . . . . S

40
41

41

41
41
42

42

42
42
42
43



(i)

(ii)

(iif)

(iv)

)

(vi)

IV. CASOPISY, VYMENA, PREDPLATNE, OBJEDNAVKY atd.

Vyména . . . . . . . ... ...
1. Pozadované vytlsky Vam byly ihned odeslany (spolecensky)
2. Za Vas casopis posilame Vam soubor separatnich vytisku
(formalni) . . . . . . . . . . . . . . . . ...

3. Zaslali jsme Vam separaty Jako dar ( formalm J R

4. Radi bychom si s Vami vyménovali publldeC ( formalm)

S. Zaridili jsme, ze Vam budou zasilany ¢asopisy na vyménu
(formalni) . . . . . . . . . . . . .. . ...

6., 7. Dékujeme Vam ze souhlasxte s vyménou ¢asopisu far—
malni) . . .

8. Radi bychom znovu s Vdml obnov1h vymenu casoplsu (for-
mdlni) . . . . . . . . . . . ...

9. Vitame Vase rozhodnuti znovu zahajit vymenu ( formalm)

Predplatné Casopist . . . . . . . . . .. o

10. Prihlasuji se k odbéru ( formalm P

11. Misto naseho ctvrtletniku bude vychazet nova publlkace
Laskavé nam sdélte, jestli si prejete ji odbirat (formalni)

12. Nemohu predplatit Vas casopis. Zaridil jsem, aby jej odbirala
—— knihovna (formdlni) . . . . . . . . . . . . . ..

13. Letacek ohlasujici novou publikaci S w5 e ow a s

Objednavky azadosti . . . . . . . . . . ... ... ..
. Poslete mi, prosim, Vas posledm katdlog (. formalm )

15 Vynasnazime se sehnat pro Vas ro¢nik 1994 ( formdlni)

16. Vytisk 5. svazku Vam bude odeslan, jakmile vyjde (spole-
censky) . . . . . . . .. ...

*17. Posilame Vam seznam naSich publldeI (formalni) .

DOtazy . = o : = 5 & 5 2 9w e s W w@og s s

18. Jsme radi, zZe se stavate nasim odberatelem ( formalm )

19. Posilam tyto tiskopisy... (spolecensky) . .

Doslé zasilky . . . . ... ..

20. Rijnovy vytisk dosel v poradku ( formalm )

21. Chybegji-li Vam néjaké vytisky, oznamte nam to laskavé ( for-
malni) . . . . . . .

22. Cislo 3 naseho casoplsu je jesté v tisku (formalni) .

Chybéjici a vadné vytisky . . . . . . . . . . . ... ..

23. Natisténa zadost o nahrazeni vytisku . . . . . . . . .

24. Dékujeme za nabidku duplikatnich vytiska (formdaini)

25. Jelikoz Vam nemuZeme nabidnout nahradni vytisk, radi Vam
puj¢ime vlastni vytisk, abyste si mohli pofidit xerox (for-
malni) . . . . . L L L

26. Zaslali jsme Vam stranky, které Vam chybély (formdlni) . .

27. Posilame Vam obrazovou pfilohu 1, ktera chybi ve Vasi
roence (formadlni) . . . . . . . . . . . . .. ...

51



28.
29.

Zaslete mi laskave chybgjici Cisla (formadlni) :
Jedna z knih, které jste poslah je vadna. Laskave poslete
nahradni vytisk (formalni) .

(vil) Z nasténky . . . . . . . ...

30.
31.

Knihovna je znovu otevrena
Katalog je automatizovan

V. VYMENA INFORMACI
(i) Vyména poznatka . . . . . . . . ..

1.

2.

3.

4.

S0

Byl bych Vam vdécen za clanky lykd_]lCl se experlmentalmch
metod uzxvanych v —— (spolecensky) . . . . .

Piedali jsme Vas dopis Dr. P, ktery Vam osobne naplse
( spolecensky ) .

Jsme radi, ze jsme dostah separaty Vaseho clanku ( nefor-
malni) :

Vitame Vasi nabldku vymenovat si s nami 1nf0rmace
(; spolecensky )

Velmi se zajimam o Vase vysledky ( spolecensky )

(ii) Vysledky a problémy

6.

i
8.
9.

10.
11.

12.
13.

14.
1S:
16.

17.

Budeme Vas informovat o vysledcwh ( spolecensky )

TéSim se na Vas referat (spolecensky)

Posilam vyobrazem naseho nového pnstrOJe ( spolecensky)
Rad bych si s Vami pohovofiil o nekterych problémech
( spolecensky R
L1tu]1 Ze jsem nebyl doma kdyz Jste tu véera byl. Byl bych
si moc rad s Vami pohovoril ( vpolecenvky ) :

Rad bych s Vami probral nékolik véci, které nas oba Za_lll’na_]l
(neformdlni) o : - & - 2w e s oo

Zabyvam se intenzivné urcxtyml pokusy ( neformalm )
Prestoupil jsem na univerzitu, kde uc¢im védecké aspxranty
( neformalm )

Dospeh jsme k podobnym vysledkum ( neformalnz )

Resili jsme —— systém (neformdlni)

Nejsem spokojen s nékterymi vysledky. Test prostc nevycha21
(neformalni)

Velké procento vysledku ktere Jsem obdrzel v pokusech
zklamalo. Doufam, Ze se nam podafi vyloucit nékteré rusivé
faktory (neformdlni) . . . . . . . . . . . . ..

(iii) Organizace vyzkumu (pracovni kolektlvy, skuplny)

18.

19.

Jsem rad, ze se konecné rysu;e pracovni skupina a ze se
podilite na organizacni pram ( spo[ecensky IR A
Doufam, ze oba utvary spoji své usili. Rad bych poznal Vase
nazory na celou véc (spolecensky) . . . . . . . . .

273

59
60
60
60
60
61
61

61

64
64

65
65

66
67
67
68
68
68

69



20.
21.

Mate spravny nazor o pracovni skupiné
Poradenska sluzba Zdhd_]lld c¢innost. Poskytuje techmckou
pomoc pii vyucovani

VI. PUBLIKACE

a) Moznosti

(1) SpOl{in‘dCC odbormku

10.

11.

. Rad prijimam Vasi ndbldku spoluprdce na prlprave adresare
(formalni)

Je to od Vas hezke ze ]ste Jednal s —— ndkladatelstVlm v mé
veci ( spolecenvky A

Dekuji, Ze jste piehlédl mu] rukopls ( spolecensky ) .

Muj clanek je v redakci. Doufam,ze vyjde tiskem ( spolecen-
sky) :

Obavam se, ze prlslusny casopls otxskule clanky SplSC vse-
obecného razu. Pokusim se o uvetejnéni ¢lanku v odborném
Casopise (spolecensky) . o

Nakladatelstvi — nema zajem o mou knihu. Dekujl Vam za
vse, co Jste pro mne udélal (spolecensky) . .
Jsem rad, ze piijimate mou nabidku podllet s€ s€ mnou na
vydani ¢lanku (neformalni)

Mohl byste laskave prehlednout pnlozenou zpravu" ( nefor-
malni) )
Dékuji Vam, ze Jste mi nabidl spolupram na &lanku o ——
( neformalm ) .

Kniha ma hodné nedostatki. Neni _|este zrala pro vydam
(neformdlni) :

Jsem si védom kratkosti lhuty Zasilku odeslu do konce tydne
(neformalni )

(i1) Zahranic¢ni vydani, preklddy, revize

12.

13.

14.

15.

16.

17.

Dékuji Vam mnohokrat, ze JSIC mi zprostredkoval styk
s feditelem (spolecensky) . ;

Posilam Vam anglické résumé spolecne s orlgmalem
(spolecensky) .

Byl bych rad, kdybyste prual mUJ &lanek k uverejnem ( for-
malni) 3

Jsem vdécen za Vasi nabidku zafidit americké vydam mé
knihy ( vpolecensky ) .

Doufam, ze budete SpOkO_]Cn s prekladem mého &lanku
(spolecensky)

Zaslu Vam revidovanou verzi mé kmhy ( spolecensky )

(iii) Povoleni pietisknout (napr fotografie), citovat atd.

18.
19.

Byl bych Vam zavazan, kdybyste mi dovolili pretlsknout
z Vaseho clanku fotografii (spolecensky) ’ .
Deékuji za povoleni pretisknout fotografii ( formalm )

274

69
70
71
71
71

71
71

72

73
73
73
73
74
74

75
75

76
76
76
76
71
77
78

78
78



b) Pfed vydanim . . . . . . . . ... P R 79

(i) Upravy; ne_]asnostl ................. 79
20. Doufam, ze v této podobé je cldnek prljatelny (formalni) 79
21. Vracim opraveny rukopis svého piispévku (formalni) . . 79

22. Doufam, ze jste schémata obdrzel v poradku (formdalni) 80
23. Doufam, ze nebude pfili§ obtizné vytisknout schéma, i kdyz

presahuje predepsané rozmeéry (spolecensky) . . . . . . 80

(ii) Posudky recenzentd . . . . . . . . . . . . . .. 80
24. Priecetl jsem si posudky recenzenti. Rad bych na né od-

povedél (formdlni) . . . . . . . . . . . . . .. .. 80

25. V souladu s Vasim pranim zkratlme 6. oddil. Doufame, ze
nebudete trvat na tom, aby se vypustil 3. oddil (formadilni) 81

26. Udélal jsem prislusné upravy (formalni) . . . . . . . . 81
(iii) Korektury, technické podrobnosti . . . . . . N .
27. Posilam Vam vykresy (formdlni) . . . . . . . . . . . 82
28. Vracim sloupcové korektury (formalni) . . . . . . . . 82
29. Vracime fotokopii pfislusnych stranek (spolecensky) . . . 82
(iv) Ohlaseni novych a pfipravovanych publikaci . . . . . . . . 82
30. Vas clanek vyjde ve 4. Cisle (formalni) . . . . . .. 82
31. Pravé vyslo ¢islo casopisu s Vasim ¢lankem ( formalm ) .. 83
32. Dékuji za pomoc (spolecensky) . . . . . . . . . . .. 83
33. Dodatek k —— se pfipravuje (formalni) . . . . . . . . . 83
34. Vysel Vam clanek (neformdlni) . . . . . . . . . . .. 83
3S. Pravé jsem dokoncil rukopis ucebnice (neformdlni) . . . 84
(v) Podékovani . . . . . . ... ..o 84
36. Podékovani vytisténa v knize . . . . . . . . . . . . . 84
37. Dékuji za povzbuzovani (neformalni) . . . . . . . . . 85
38. Dékuji za Vase prlpommky ( neformalm ) ........ 85
c¢) Povydani . . . . . B - 1)
(i) Recenze a recenzerm .............. ... 85
39. Dovoluji si vénovat Vam recenzni vytisk (formaini ) S 85
40. Vénovani v darované knize . . . . . . . . . . 86

41. Dekujl Vam za Vas zajem o mou kmhu Posilam Vam recenz-
ni vytisk (neformadlni) . . . . . . . . .. .. 86
42. Deékuji Vam za Vasi odbornou krltlku ( 9polecenvky ) 86

43. Mnohokrat dékuji za recenzni vytisk. Rad napisi recenzi Va51
knihy pro —— Casopis (spolecensky) . . . . . . . . . . 86
(ii) Separaty a dalsi vytlsky L 87
44., 45. Dovolujemc si Vas pozadat o separatni vytisk (formaini) 87
46.,47. Dovoluji si Vas pozadat o separat (spolecensky) . 87

48. Rad bych ziskal jeden vytisk Cisla, v némz vyéel Vé§
Clanek..., resp. separat ¢i fotokopii ¢lanku. Rad uhradim
veskeré vylohy (formalni) . . . . . . . . . . . . .. 87

275



(iif)

(iv)

49.

50.
318

52,

Rad bych ziskal separat... Prikladam separét svého vlast-
niho ¢lanku... ( spolecensky ) ..

Predtisténé formulare zadosti o separat a odpovedl

Dékuji za dopis. Budeme Vam pravidelné zasilat separaty
z oblasti... (spolecensky) . . . . &« w5 ow ow @
Nezbyl mi zadny separatni vytisk, avsak clanek byl pretlsten
v jiném casopise (spolecensky)

53. Dé&kuji za separaty (spolecensky) S S w e s e
54. Doufam, ze se Vam separat hodi ( spolecensky ) .....
55. Zajima mé Vas clanek, ktery vysel v — (spolecensky)

56. Prikladam pozadovany separat (spolecensky) SR

57. Mohl byste mi poslat svou knihu? Rad bych Vam poslal néco
na oplatku. Mate néjaké prani? ( neformalm ) o

Ohlasy . . . -

58. Vas c¢lanek j _]C vyborny ( spolecensky )

59. Teésim se na Vasi knihu ( 9polecensky ) .
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68. Jsem Vam velmi vdécen za povzbudiva slova. Je Vam asi
znamo, ze 4. oddil knihy byl podroben ostré kritice. Nebral
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Radi Vas prijmeme JdkO hosta po dobu kongresu (spole-
censky) .

Jsme radi, ze muzete prljet na konferencn ( spolecensky )
Rad bych se zucastnil schize ——. Muzete mi poskytnout
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spisu po dobu dvou let (spolecensky) . . . . . . . ..

. Pfijimam ]menovam s radosti (formaini)
. Jsem S$tastny, ze jsem byl predbézné priijaty (spo[ecensky)
. Dékuji mnohokrat za vSechno, co pro mne délate (spolecen-

K <7 R U

. Ocekavam, ze moje prace pod vedemm skolitele bude velm1

prospésna (spolecensky) . . . . . . . . . . ..

. Muzete mi poslat potvrzeni, Zze Jedu do —— oﬁmalne"

(spolecensky)

. Dékuji za svo]em ze mohu zﬁstat ve Va§i laboratoﬁ

( spolecensky )
Lituji, Ze moje zadost o grant nebyla uspesna Poku51m se co
nejlépe vyuzit mych deseti mésicu v laboratofi (neformadini)
Hodné oc¢ekavam od pozvani nastoupit do nemocnice (nefor-
malni) . . . . .

Budete radi, ze Jsem dostala stlpendlum na rok studla
v Britanii. Jsem S$tastna, ze Vas znovu uvidim (spolecensky)
Jsem Stastna, ze M. byl pfijat do gymnazia. Davame nyni
dohromady vsechny potifebné doklady a vypliujeme for-
mulare. Dékujeme Vam za vsechno (spolecensky)
Mnstoprlsezne prohlasem ..........
Doufam, ze llSple ve zkousce TEFL ( formalm ) .....
Muzete mi prosim sdélit, kde mohu slozit zkousku z anglic-
tiny pozadovanou univerzitou v ... (formadlni) . . . . .
Vysvédceni .

XII. OBCHODNI STUDIUM

1.

2.
3.
4.

Prosim, poslete vice informaci o studiu na vysoké S$kole
obchodni . . . . . . . . . ...
Zadost o prijeti na studl_]m obor fizeni podmku .....
Program oboru fizeni podniku . . . . . . . . . ..
Biograficka noticka . . . . . . . . . . . . . . ..

XIIl. OBCHODNI SCHUZE A SCHUZKY

15
2.

3.

Hodilo by se Vam to, kdybych za Vami pfisel do kancelaie?
Pojedu na knizni veletrh a rada Vas navstivim ve Vasem
StAnkU . . ;5 os 8 s s e om o e E o

Dochazi k zménam v ¢asovém planu prolektu Ucmte po-
tirebné kroky (faxem) . . . . . . . . . . . . . . ..

. 168

170
170

170
171
171
172
172
173
o 173
174
175

175

2 175

175
176

176

- 177

179

179

. 180
. 180

182

. 182



Al

Prijdte mi naproti na letiS§t¢ a svolejte poradu (telegram) 183
Bohuzel nebudeme moci se tentokrat vidét. At Vam konfe-

rence dobfe dopadne! . . . A [ 83
Lituji, Ze jste se nemohl zastav1t v Brne e v e om s ow s 184
Moje pristi obchodni cesta mé zavede do Glasgow. Spojim se

SVAML . &5 5 & 5 5 5 od s e d m s s swom s . 184

XIV. NApl’DKY A HLEDANI MISTA; VOLNA MISTA; ZIVOTOPISY,
PRUVODNI DOPISY, REFERENCE

1.-10. Inzeraty . . . R S .. 186
11. Hledame obchodmho sttupce ..... s mowow oo 188
12. Rad bych Vas zastupoval. Pfipojuji zxvotopls a reference 188
13. Zivotopis . . . . . . . . .. . ... . 189
14. Doufam, ze kladné vyfidite mou zadost o mlsto Prlkladam

ZIVOLODIS. & 5 & o v o % 8 & o = i 5 % & & o g w5 s . 190
15. (pravodni dopis) Uchamm se 0 mlsto osobni tdjemmce podle
inzeratu v tisku . . . . . . . . . . . ... L. 190
16. (z pruvodniho doplsu) Uvadlm divody, pro¢ chci odejit
znynéjsiho zaméstnani . . . . . . . . . . . .. . 191
17. Firma zada o reference od uchazeccma drlvejsmo zamest-
navatele . . . & - - & & = s T . 192
18. Odpoved na zadost oreferenci . . . . . . . . . .. . 192
19. Tzv. oteviena reference . . . . . . . . . . . . .. . 193
20. Reference « . = < o & « 5 5« i w5 s R . 193

XV. DOTAZY, MARKETING, REKLAMA, PROPAGACE ZBOZI, NA-
BIDKA ZBOZI A SLUZEB

ook o

90Oy

10.

12.

Prosim, zaslete nam katalog . . . . . S .. 194
Zasilame katalog . . . . . . . . . . W e E .. 194
Nase tovarna zkouma zkusebm projekt . . Lo 194
Splmte li ur¢ité podminky, obdrzite od nas predplame na
Casopis, ktery vydavame . . . . . . . . . . . . . .. 195
Posilame seznamy nasich bestseleru. Dékujeme za zajem . . 195
Posilame novy €asopis . . . . . . . . . . . . . .. . 196
Nabizime Vam 4 volné vytisky . . . ; . 196
Posilame podrobnéjsi informace o naswh nejnovejsmh utu-
e T e I R S . 196
Jsme schopm dOddI do Va31 labordtore nejkvalitnéjsi vy-
robky za umirnéné ceny . . . . . . . . . . . . . . = 197
(reklama) Zucastnéte se naseho v1kendoveho zajezdu . . . 197
. (z letacku) Navstivte elektronické oddéleni naseho obchod-
ntho'stfediska < « s « = & 5 & = ¢ ® & 5 § & & s s+ 198
(reklama) Navstivte nas 11kv1dacn1 vyprodej . . . . . . 199

284



. (reklama) Nejnovéjsi technika ve vazani knih a fascikla

. (z letacku) Propagace zbozi, nabidka vyhodné koupé . .
. (zilustrovaného ¢asopisu) Kupte si nové zatizeni pro kuchyr')
. Hledame dealery. Kontaktujte nas faxem .

. Koordinujte ¢innost reklamni agentury (zprava faxem za-
... ... . 200
. Kontaktujte Vsechny potencmlm zakdzmky ...... . 200
. Oficialni zadost o stanek na vystdve knih .

. Pruzkum trhu ukazal, Ze situace je pfizniva pro Vdse zb021

stupci)

Jsme ochotni vyrobit navrzeny sortiment .

XVI. OBJEDNAVKY, DOPRAVA, POJISTENI; REKLAMACE

L.

Nowuew P

90

10.

11.
12.
13.
14.

15.
16.
17:

18.
19.

20.

. Bohuzel zadany artikl neni na s.kldde Ndvrhujeme podobny
Coo.o... 203

.. 204
. 204

. 204

. Vase objednavka se vyfizuje. Nabizime 10% slevﬁ

Nase zasoby artiklu, ktery objednavate, jsou vycerpany.
Ponechavame si Vasi adresu

artikl .
Nase firma se rozhodla ve zada ob_]ednavku

Velmi se nam libil Vas sortiment na brnénské vystavé
Byli jste nam doporuceni jako vyrobci artikli v nasem oboru
Zajimame se o nékteré vyrobky, které mozna mate na skladé
nebo byste mohli vyroblt pro nas v jiné upraveé

Domnivam se, ze nase podniky by se mohly vzajemne za-
S DOV L I R

. Mugze se stat, ze Vase objedndvka bude odeslana v nékolika

obalech a ze nedOJde vsechno najednou .
Sdélila jsem Vase jméno svym starym zikazniktm. Budete-li
moci jim poslouzit jako pruvodkyne prosim, oznamte mi to
co nejdiive . .

Zasilame Vam doklddy tykd)1c1 se ob_]cdnavky
Zaslali jsme zbozi, které jste objednali. Piikladame fakturu
Muzete, prosim, zafidit generalni pojistku pro lodni prepravu?
Americka poji§t’ovnd mi sdélila, ze mij narok odpovida roz-
sahu kryti a vyfizuje se .
Prikladam stvrzenku od lekare a ucet lekarny .
Jedna série knih byla shledana vadnou. Ziejmé doslo k se-
lhani kontroly kvality. Jako nas obchodni zastupce budete asi
vystaven reklamacim

Je nam lito, Ze Vas nase vyrobky zklamaly DCkUJCmC Vam
7e jste se na nas obratil a pfijméte, prosim, Sek
Omlouvame se za nedbalost pfi otisténi Vaseho inzeratu
Omlouvame se, ze nase vadné vyrobky Vam zpusoblly obtize.
Posilame Vam nové vyrobky jako nahradu

Muzes provést po Liverpoolu moje pratele? Jestlize ano, posh
mi fax . .
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XVII. PLATBY, BANKY; PRAVNICKE DOKUMENTY
Zaridil jsem prevod penéz na Vase konto .

Uhradili jsme fakturu pfes mezinarodni ziro
Zasilame Vam bankovni sménku . . . . .
Omlouvam se za zpozdem a piikladam uhradu sekem
Banka nam oznamila, ze uhrada dosla. Tésime se na dalsi
objednavku T B
Omylem jsme Vam uctovall vice. Prlkladame dobropls
Nemuzeme Vam v nejbhzsm terminu poslat nahradu za
poskozené zbozi. Doufame, Ze pfisti zasilka bude v potadku

8. Ucet nebyl dosud vyrovnan . .

9. Posilame Vam duplikat posledni faktury .
10. Piikladame druhou upominku. Urychlene vyrldte zale21tost
11. Nedojde-li od Vas uhrada do konce mésice, budeme nuceni

pristoupit k soudnimu fizeni
12. Omlouvam se za prodleni. Slo o prehlednutl
13. Precerpal jste ucet
14. Pozadal jsem banku, aby proplacela na)em trvalym prlkazem
15. (z brozury) Pracujete-li v zahrani¢i, poradte se s nasimi
odbornymi stfedisky. Pomohou Vam s nékterymi problémy
16. Stvrzenka . &« o : 6 e s e B s s &G ow s s e s
17. Utedni dopis [ykalel se zadost1 o refundovam ddm za zbozi
a sluzby
18. Vzory pravmch dokumentu a) legallzace b) ovérovani,
¢) arbitrace R

Uiih DO

O

Dodatky . . . . .
Slovnicky:
1. Redlie z oblastz skolstvz a vedy ..
2. Vybrané vyrazy z oblasti obchodu .
3. Vybrané vyrazy z informatiky
Bibliografie ..
AngItckyobsah...,............. .....
Cesky obsah .
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28.
29.

Kindly send the missing issues (formal)
One of the books you dispatched is defective
Please send a replacement copy (formal) .

(vii) From a noticeboard

30.
31.

The Resource Centre is open agam
Automation has “opened up” the lerary cata]ogue to in-
clude access by subject, title word and class mark

V. EXCHANGE OF INFORMATION
(i) Sharing research data .

1.

2
3.
4.

5

I should appreciate recelvmg papers relatmg to the ex-
perimental methods in —— (social)

We have passed your letter to Dr P, who w1ll wrrte to you in
person (social) ..

We are delighted to have the reprmts of your paper ( mfor-
mal) :

We apprecrate your oﬁ”er to share mformatron w1th us ( so-
cial)

I am greatly mterested in your results (soczal )

(if) Discussing results and points of interest .
6. We will inform you of the results obtained ( soaal )

I shall be looking forward to hearing your paper (socia'[)

7
8. I enclose a drawing of our new apparatus (social) .
9.
0

I should like to discuss some points with you (social)

10. I regret that I was not in when you called on me yesterday.

11

12
13

14.
15
16.
17.

I should have liked to speak to you (social) S

I want to discuss a few pomls of common interest wrth you
(informal)

I am working hard on a series of experlments ( mformal)
I have transferred to a umversrty, where I teach graduate
students (informal)

Your results are similar to mine ( mformal )

We have been investigating the —— system (informal )

I am not very happy about some points (informal) ;
A rather high percentage of the results obtained in the experi-
ments are a disappointment. I hope we shall be able to
eliminate some of the disturbing factors (informal)

(ii1) Discussing organization of research (workmg groups)

18.

19.

I am glad that the workmg group is taking shape at last and
that you are involved in organization work (social) -
I hope that the two units will combine their efforts. I am
anxious to have your views on the subject (social) .
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27. We are enclosing Plate 1 left out of the Yearbook ( formal) 59
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60
60

60
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20.
21.

You are right about the Working Group . . . . . . . .
From a Reference Publication. A consultancy service is op-
erating. It provides technical assistance in education and
training - -« + : : ¢ = s s I T

VI. PUBLICATIONS
a) Discussing possibilities . . . . . . . . . . T
(i) Collaboration between scientists . . . . . . . . . . . . .
1. I gladly accept your offer of collaboration in the preparation

10.

11.

of the Directory (formal) . . . . . . . . . . . . ..

. It was kind of you to contact the University Press on my

behalf (social) . « & o & ¢ & & w s oe Bm e s s e s

. Thank you for havmg gone through the manuscnpt (social)
. My paper on —— is with the Editor. I hope it will be pubhshed

(Social) R s R

. I am afraid the Journal in question provides artrcles of a

rather general character. I shall try to have my paper pub-
lished in a specmlrst journal (social) . . . . . . . . . .

. The —— Press is not interested in my book. I am very grateful

for all the trouble you have taken on my behalf (social)

. I am glad you accept my offer of sharing with me in the

publication of the paper (informal) . . . . . . . . . .

. Could you possibly look over the enclosed report? (informal)
. Thank you for offering me to share with you in the writing

of the paper on —— (informal) . . . . . . . . . . ..
The book in question suffers from many defects. It is not fit
for publication yet (informal) . . . . . . . . . . . ..
I am aware of the deadline. By the end of the week I shall
have sent you the parcel (informal) . . . . . . . . ..

(i) Technicalities, foreign editions, translation, revision, etc

12:
13
14.
15:

16.

17.

Thank you very much for putting me in touch with the
Director (social) . . . . . . . . . . . . . . . ...
I will let you have an Englrsh summary of my book together
with the original (social) . . . . . . . . . . . . ..
I should be happy if you could acccpt the paper for publica-
tioni(i(formal ) ¥ el
I am grateful for your offer to arrange for an American
edition of my book (social) . . . . . . . . . . . ..
I hope you will find the translation of my paper satisfactory
(Social) Rl

I shall send you the revrsed version of my book (socza[)

(iii)) Asking permission to reprint (eg photographs), to quote, etc

18.

I should be obliged if you allowed me to reprint a photograph
from your article (social) . . . . . . . . . .
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19. Thank you for giving us permission to republish a photo-
graph (formal) ..... T

b) Before publication . . . . . . . . . . R

(1)

(ii)

(iii)

(iv)

)

Discussing editing; queries . . . . . . . . . . . . . . ..

20. I hope that in its present form the paper is acceptable (for-
mal)

21. I am returning the corrected MS of my contrlbutlon (formal)

22. 1 hope the diagrams have safely reached you (formal)

23. 1 hope that it will not be too inconvenient to reproduce the
diagram although it exceeds the dimensions prescribed
(social) . . . . . . . o e

Correspondence with referees S = e

24. 1 have read the referees’ comments. In reply I should like to
make the following points ... (formal) . . . . . . . .

25. In accordance with your w1sh we will abridge Section 6. We
hope that you will not insist that Section 3 should be omitted
(formal) . . . . . . . . . . . . . . . .. ...

26. I have made the appropriate amendments (formal)

Proof-reading, technicalities . . . . . . . . . .

27. 1 am sending you the line drawings (formal)

28. I am returning the galley (formal) . . . . .

29. We are returning the photocopy of the pertment pages
(Social) T e

Recent and fortheommg publlcatlons S e

30. Your paper will be published in No 4 (formal) .....

31. The issue of our Journal where your paper is printed has just
come out (formal) . : . & = 5 5 s s e s v s o w

32. Thank you for your assistance (social) . . . . . . . . .

33. A supplement to —— is in preparation (formal) . . . . .

34. Your paper has appeared (informal) . . . . . . . . . .

35. I have just finished the manuscript of the handbook (infor-
mal) . . . . . . ... .

Acknowledgements . . . . . . S N

36. Acknowledgements inside a book ...........

37. Thank you for your encouragement (informal) . . . . .

38. Thank you for your suggestions (informal)

c) After publication . - . . . . 2 ;i s s s s s @ s s o5 o os w s

(i)

Reviews . . . . . . . . .. ..o

39. I am presentmg you w1th a review copy (formal)

40. Inscription in the book presented o ot d s o -

41. Thank you for your interest in my book. I am sending you a
review copy (informal) . . . . . . . . . .
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(ii)

(iif)

(iv)

42.
43.

Thank you for your expert criticism (social) . . . . .
I shall be delighted to review your book in the —— Qudrterly
(social) . .

Reprints and copies . . .

44,
46.,

48.

49.

50.
S1.
52.
33.
54.
55.
56.
57.

45. We should appreciate recelvmg a reprmt ( formal )

47. We should welcome reprints (social) . o

I should appreciate a reprint or a reproductlon of your artlcle
(formal) .

I should appreciate a reprmt I enclose a reprmt of my recent
paper (social) . . . . .

Printed requests, etc .

I shall place your name on my malllng llst ( soczal )

My supply of reprints is exhausted (social) .

Thank you for your reprints (social) .

I hope the reprint may be of some use (social)

I am interested in your paper (social)

I enclose the reprint requested (social) . :

Could you send me your book? I should be glad to do
something for you in return (informal) o

Discussing publlshed papers and books
58. Your paper is excellent (social) . . . . .

59.
60.

6l.
62.

63.
64.,
66.

67.
68.
69.
70.

71

72

I look forward to rece1v1ng the copy of your book { soczal )
The theory expounded in your book is interesting (social)
We have found your work very stimulating (social)

Could you give us some particulars of the scope of the book

you are preparing" (social) . . . . .

Your article is very useful (informal)

65. Your review article is of great interest lo us ( mformal )
Your book is a 51gn1ﬁcant summary of research to date

(informal)

I congratulate you on your book It does you cred1t 6 mfor-

mal)

Your apprematlon means a gredt deal to me ( voctal )i

Your book has been well received here (informal) .

May I draw your attention to a collection of papers edited by

—= (informal) . : « & & = & ¥« s @ @ o 5oEow

A very important pubhcatlon is in preparatxon I will secure

a copy for your Institute (informal) R

Thank you for the collection of articles on —— ( mformal )

Various items

73.
74.
75.

We need your full name for the Author Index ( soctal )
Published in a Journal (correction) . .
A letter to the Editor suggesting a correctlon .
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76., 77. Corrections .
78. (from an index)

VII. COPYRIGHT, EXCLUSIVE RIGHTS
1. Instructions for the authors .
2. An American firm would like to act as a non- exclusrve agent
of a Czech publishing house

3. A circular letter announces a recent agreement between two
firms -

4. An author asks for the permrssron to reproduce some ﬁgures
published elsewhere . X

5. We request permission to reprmt some material from your
publication

6. We regret that the translatlon nghts for the book cannot be
given to us .

7. Could you grant us the rlghts for translatlon of a book
published by you? . .

8. We would like to receive exclusrve rlghts for pubhshmg a play
by S. M. in Czech translation .

9. We take pleasure in granting you the rlghts for the Engllsh
translation . L

10. From an Author’s Mdrketmg Questlonnalre

VIII. MEMBERSHIP OF VARIOUS ORGANIZATIONS
(i) Inquiries, applications . :
1. I'wish to apply for full reglstrdtron w1th the Councrl (formal)
2. I wish to apply for membershlp (forma[) -
3. Printed form .
(i1) Life of the Association
4. Another printed form . .
5. A circular letter announcing a meetmg
6. Close contact should be established with your Orgamzatlon
(formal) . ;
7. An international commission should be set up (formal)
8. I am kept busy with the agenda of the Organization (infor-
mal) .
9. We missed you at the annual celebrdtlon ( mformal)
10. From a brochure on the publications of the Association

IX. CONFERENCES, WORKSHOPS
a) Before a conference
(1) Announcements
1. Circulars
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(i1) Organization, programme, technicalities . . . . . . . . . .

2,
3.

4.
5.

Cireulars. o o i ke s s sl e w B e A s e w
I am glad that the Union will sponsor the Symposium
(social) . . . . . . . . . . . . . . . ...
From the minutes of a meeting . . . . . . . . . . ..
From a.programme & « « « & © « + % 5 & » & & & 5 s

(iii) Invitations and personal plans . . . . . . . . . . . . ..
6. I take pleasure in inviting you to contribute a paper (social)

(iv)

8
8.
9.

I invite you to the conference on behalf of the Committee
(social) . . . . . . . . . . . . . . . ...
Thank you for the grant covering my registration fee (for-
7 e P
This letter is a formal receipt of your cheque. Have a pleasant
stay In Prague « o o 2 ¢ @ 5 . osoe ow s s s s ek

10. Form for Hospitality . . . . . . . . . . . . . . ..
11. We are writing to let you know where you will be staying at
the conference. Complete the attendance card (social)

12. From a programme (general information) . . . . . . .
13. Formsiandleaflets : . : & = &= « & & & = - & & « = @
14. We are sending you information regarding the Congress

(social) . . . . . . . . . . . . . . ... ...
15. I gladly accept your offer to provide for my room and board
(formal) . . . . . . . . . . . . . .
16. I very much regret that I shall not be able to attend the
Conference (social) L1
17. I am not able to attend the Conference Could I see you at
some other time? (informal) . . . . . . . . . . . ..
18. We shall be pleased to have you as our guest for the duration
of the Congress (Social) . « = < « & o 5 < o & & .
19. We are pleased you can come to the Conference (social)
20. I should like to attend the meeting of — in April. Can you
tell me more about it? (informal) . . . . . . . . . . .
21. Is there any chance of your attending the —— Conference?
(informal) . « ¢ &« i e o s ke e s E e E e
22. 1 am making arrangements for your stay in the Czech Repu-
blic (informal) . . . . . . . . . . . . ...
23. 1 shall not be able to dttcnd thc C Conference owing to a
previous engagement (informal) . . . . . . . . . .
Abstracts . . . . . . . . . L.
24. Thank you for the abstract. It will be considered at the next
meeting (social) . . . . . . . . . . . . . ... ..
25. We enclose an Abstract Submission Form for the Poster
T o
26. Abstract Submission Form . . . . . . . . . .
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