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NEFORMALNI DOPIS (INFORMAL LETTER)

UZITECNE VYRAZY

ZACATEK DOPISU

PozvANi

* Dear Peter/Greg
Uvop

- I'm writing to invite you to...
*I'm having... (a party)
 Would you come to...2

“ [ hope you're fine.

* How are you?/How are you doing?
« It was good to hear from you/Thanks for your letter

SDELOVANI INFORMACI

* | hope you'll be able to join us/to make it
ZAKONCEN(

* | must be going now
* Bye for now

- I'm writing to tell you...

- | wonder if you remember/have heard...
* As for my latest news, ...

VYJADREN{ PLANU

- See you

«Say hello to...

* Love from.../Love, Karel
*Have a nice trip

« All the best
« First/Secondly, we're going to...
« The plan includes...
VY)ADREN{ ZADOSTI

- I'm writing to ask you for your help/advice...
«| wonder if | could ask you to/for..

- Could you tell me...

- Id be really grateful if you could...

VYJADREN{ VDECNOSTI

V4§ americky pfitel pijizdi pozitfi na navstévu.

Napiste mu e-mail, ve kterém:

« se zeptate, jak se pfipravuje na cestu, a pfipomenete
mu, aby nezapomnél na dulezity balicek,

* I'm writing to thank you for...

* Thank you so much

It was (so/really) very kind of you to...

OmLuvy

« ho pozadate, aby vam z USA pfivezl néjakou knihu,
a omluvite se, ze ho s tim obtézujete,

« struéné popisete, jaky mate plan na prvni den jeho
navitévy v Ceské republice,

+ mu pfipomenete, kde se mate na letisti setkat,
a navrhnete, co ma délat v pfipadé, ze se nahodou

*I'm writing to tell you how sorry | am to../about...

«I'm really sorry that...

* It will never happen again.

opozdite.

+Sorry for (any) trouble/bothering you (again).

ZACNETE DOPIS KRATKOU
NEFORMALNI FRAZI.

PRVNI, UVODNI VETA SE
OBVYKLE NEJAKOU OSOBNI
POZNAMKOU VZTAHUJE K
TOMU, KOMU JE DOPIS URCEN.

KAZDY ODSTAVEC VENUJTE
JEDNOMU TEMATU, NEBO
JEDNE INFORMACI.

DoPIs ZAKONCETE
VHODNOU FRAZI.

\/
Hi Greg,

How are you doing? | wonder if you’re ready and packed? By the
way, | hope you remember about the packet from Aunt Milena -
she’d be really mad if you forgot to take it.

Oh, and a friend of mine has just asked if you could bring On

the Road by Jack Kerouac. | hope you don’t mind.
TAM, KDE TO LZE,

: UZIVE)TE ZKRACENE
| TVARY A INTERPUNKCN{
ZNAMENKA (NAPR,

Well, I’'m also getting ready for your stay. Plans for the first day

include a quick tour of my town and a party with all my friends.

And as for lunch, my mother wants to know whether you prefer i VYKRICNIKY) TYPICKA
f e PRO NEFORMALNI STYL.

fish or chicken. Let me know! A T | O R S S

Oh, and another thing! In case you’ve forgotten where we meet
at the airport, it’s Terminal A, next to the newspaper stand. If
I’m late, you can check what’s making headlines in the Czech
Republic!

Have a nice journey,

Dusan
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FORMALNI DOPIS: ZADOST O INFORMACE (LETTER OF ENQUIRY)

UZITECNE VYRAZY

ZACATEK ZADOSTI

» Dear Sir or Madam
Uvop

POZNAMKY NA ZAVER

« | am writing in connection with.../to ask/enquire about...
« [ have read/found your advertisement in... and would like
to...

VYJADREN{ ZAJMU

+ 1 look forward to your answer/to hearing from you...
ZAKONCEN{

- I am interested in.../| have been looking for..
*1 am planning to... and that is why | found this
advertisement/offer/text interesting/important

VYJADREN{ POCHYBNOSTI

«I have read the advert/about your services and/but | am
not sure if..

+| cannot understand if..

* It is not clear to me if..

Z)15TOVANI PODROBNOSTI

* | would like to know more details about...

- would like to ask for further information about/
concerning..

* | am still not sure about one thing/problem, namely...

iADOST O INFORMACE

* I would be (very) grateful if you could...
- | wonder if you could...
* I would like to ask if/when/where/why...

K OSLOVEN{ ADRESATA DOPISU UZIJTE FORMALNI ZPUSOB.

- jestlize dopis za¢ina Dear Sir or Madam:

Yours faithfully

- jestlize dopis zacina Dear Ms/Mr Robinson:

Yours sincerely

ZKUSEBNI ULOHA

Hledate kvalitni kurz anglictiny na velmi pokrocilé
Grovni. V mistnich novinach vas zaujme inzerat, ktery
takovy kurz nabizi v Iété v Cambridgi. Napiste do
redakce dopis, ve kterém:

« se kratce predstavite a vysvétlite, pro¢ vas inzerat
zaujal,

« uvedete informaci z inzerétu, kterd vam neni tpiné
jasna, a pozadate o jeji uptesnéni,

« se zeptate na jednu zéleZitost spojenou s organizaci
kurzu a vysvétlite, proc je pro vas tato informace
dilezita,

« Zjistite, jakym zpUsobem lze platit, a zeptate se, jaké
dal3i formality je tfeba splnit, chcete-li se do kurzu
prihlasit.

V PRVNIM ODSTAVCI
ZPRAVIDLA UVADIME,
JAKY JE UCEL NASEHO DOPISU.

Dear Sir or Madam,

-------------------------------------- # [ am writing in connection with an advertisement for your

NEPOUZIVEJTE ZKRACENE TVARY
A ZACHOVAVEJTE ODPOVIDAJICI
FORMALNI STYL.

--------------------------------------- # However, I am not sure if the course is for Czech students only,

be enrolled.

DoPris ZAKONCETE
oDPOVIDAJiCi

AVERECNOU FRAZI.
ZAvEREENOU FRAZE. > OISR

Radek Novak

Proficiency course in English. I am an eighteen-year-old student
from the Czech Republic. For some time I have been looking
for a course in English at a higher level, and that is why I found

your course very interesting.

or for other Europeans, too. I would like to ask for more details
on this matter. I would also be very grateful if you could inform
me if there is a choice of meals at the cafeteria: I am allergic

to some foods. Finally, I would like to ask if I can pay for the
course with a credit card and what kind of documents I need to

I look forward to your answer.

KAZDY ODSTAVEC VENUJTE
JEDNOMU TEMATU NEBO
JEDNE INFORMACI.
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FORMALNI DOPIS: STIZNOST (LETTER OF COMPLAINT)

UZITECNE VYRAZY

ZACATEK DOPISU

» Dear Sir or Madam/Dear Ms/Mr Smith

Uvop

*| am writing to complain about...
* | must express my dissatisfaction with...

DUvoD, PROC PISETE STIZNOST

“ (In fact), | have already talked/written to... about it but
(unfortunately) nothing has changed/happened

- There has been no reply to my previous letter/enquiry

« The (faulty item) has not been replaced

UVEDENI PODROBNOSTI

- | bought/purchased this watch last week in your shop in
Washington Square.

- | started attending this course a week ago.

- | visited your restaurant last weekend.

rv ¥

Poris POTiZi NEBO POSKOZENI VYROBKU

- It suddenly stopped working.

+ The screen went blank.

- The hands/mechanism stopped moving.

*It had two deep cracks on the front.

+ The keyboard was missing.

- Contrary to the description in the brochure, ...

PROBLEMY S POSKYTNUTYMI SLUZBAMI

- The course has not been provided properly.
* The holiday was too expensive.

- The hotel room was dirty.

« The food was not cooked properly.

Popris NASLEDKU

- It was a very unfortunate event because...
«In this way it ruined all my plans as...
*As a result, | was left without...

K OSLOVENI ADRESATA

NAVRH MOZNEHO RESENI PROBLEMU

* In this situation | am afraid | must ask for.../ask you to...

« | hope/believe this (failure/loss/disappointment) entitles
me to compensation/a refund.

+ Taking into consideration all the (trouble) | suffered/
experienced, | hope | can expect...

POZNAMKY NA ZAVER

* | hope to hear from you soon.
ZAKONCENT

- jestlize dopis za¢ina Dear Sir or Madam:
Yours faithfully

- jestlize dopis zacina Dear Ms/Mr Robinson:
Yours sincerely

ZKUSEBNI ULOHA

Pobyvite se svoji rodinou v Kanadé a zacali jste
navstévovat jazykovy kurz, ktery viak zcela nesplnuje
vase ocekavani. Nékolikrat jste se pokouseli projednat
vade vyhrady s feditelkou skoly, Barbarou Smithovou,
ale situace se viibec nezlepsila. Napiste ji dopis, ve
kterém:

- vysvétlite divod, pro¢ pidete, a uvedete
podrobnosti, tykajici se kurzu,

- popisete, jakym zplisobem jste se pokouseli si
stézovat, a zdUraznite, Ze to nevedlo k zadnému
vysledku,

« pfipomenete ji, jaké byly vase dvé hlavni stiznosti,

a vysvétlite, pro¢ jsou pro vas dilezité,

« navrhnete, jak by se podle vaseho nazoru méla véc
fesit, a dotazete se, kdy byste s ni mohli zalezitost
osobné projednat.

DOPISU UZIJTE FORMALN{

Usos.
i RSO . Dear Ms Smith,

V PRVNiM ODSTAVCI b
ZPRAVIDLA UVADIME, JAKY :
JE UCEL NASEHO DOPISU.  :

PouzyTE spojujici
VYRAZY, DiKY KTERYM
SE TEXT LEPE CTE.

I am writing to complain about the course in business English for
beginners run in your school on Mondays, Wednesdays and Eridays.
In fact, I have already talked to you about problems with this
course, and last week you promised a change for the better, but

unfortunately nothing has happened.

‘ Let me remind you that there are two main problems with this course.

KAZDY ODSTAVEC VENUJTE
JEDNOMU TEMATU NEBO
JEDNE INFORMACI.

NEPOUZIVE)TE ZKRACENE
TVARY, A ZACHOVAVEJTE
oDPOVIDAJICI FORMALNI

STYL.

........................... P First, it is not providedonareg\ﬂarbasisasthe instructor does Not COmMe - -f«-ceeareersearminarsenrnreane

Pravesed -3 on Mondays. Secondly, there is not enough business vocabulary in the
coursebook. A language course which has no regular routine and uses
a wrong coursebook is not likely to help the students learn a lot, is it?

Doris ZAKONCETE
opprovipaJici
ZAVERECNOU FRAZI.
.................................. - Yours sincerely,

Karel Nemec

T hope it will be possible for you to find an instructor for the Monday
classes and to replace the coursebook as soon as possible. Please let
me know when I could come to your office to talk about the details.
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FORMALNI DOPIS: ZADOST O MISTO (LETTER OF APPLICATION)

ZACATEK DOPISU ZAKONCENI
* Dear Sir or Madam/Dear Ms/Mr Scott - jestlize dopis za¢ina Dear Sir or Madam:
i Yours faithfully

+jestlize dopis zacina Dear Ms/Mr Robinson:
-1 am writing in response to/in reply to/with regard to... Yours sincerely
- am writing in connection with...
VYJADRENI ZAJMU O NABIDKU

*| would like to express my interest in...

«| found the (advertised) post/position/job offer extremely
interesting because...

« The (advertised) post/position/job fits my expectations of

Bydlite uz rok v Londyné. Az dosud jste pracovali
jako recepcni v hotelu, ale ten ted pravé ukonéil svoji
c¢innost. Dnes jste objevili inzerat nabizejici podobnou

a perfect job/career for a young person/student. praci v jiném hotelu. Napiste dopis, ve kterém:
DOVODY, &M VAS NABIDIA ZAUJALA * popiete, jak jste inzerat nasli, a vysvétlite, pro¢ vas
! zaujal,
*I would like to apply for this job because... « strucneé popisete svoji dosavadni praxi a uvedete,
*My reason for applying for this job is that... (I am very pro¢ by mohla vyhovovat uvedené pracovni nabidce,
hard-working/| like working with children) « popiSete dvé své vlastnosti, které z vas délaji
- | have always been interested in.../enthusiastic about... vhodného uchazede, a struéné vysvétlite, jak by
VASE KVALIFIKACE A ODBORNE ZKUSENOSTI mg}hlg}byt prnosne. . i
: T « vyjadrite ochotu dostavit se k stnimu pohovoru
*As for my experience/As far as my qualifications are a navrhnete moznost, jak |ze kontaktovat vaseho
concerned,.. s predchoziho zaméstnavatele a vyzadat si od néj
*My professional experience includes... reference.
-] worked for... as...
POZNAMKY NA ZAVER
-l would be happy to come to/attend an interview at your
earliest convenience/at any time that is convenient to you
«I enclose my CV/references from my previous employers
+I look forward to hearing from you
- ; T KAZDY ODSTAVEC
K OSLOVENI ADRESATA DOPISU VENU]TE ]ED;OMU
.L!?.".T.E. .F.O.R’YtA.L.I?I.Z.Plf?q-B: ..... {0 Dear Sir or Madam TEMATU NEBO lEDNé
1 INFORMACI.
VevNimoostavar I am writing in response to your job offer concerning the post R e R
ZPRAVIDLA UVADIME, JAKY S 2 z .
JE GEEL NASEHO DOPISU. of a hotel receptionist which I found in the latest issue of » L
.................................... 2 | N NEPOUZIVE)TE ZKRACENE
ome News. TVARY A ZACHOVAVEJTE
I believe this position fits my expectations of a perfect job. ODPOVIDAJICi FORMALN{

STYL.
As far as my qualifications are concerned, Thave been working ~— <-fe--eereeeecnniniincinninn,

for about a year as a senior receptionist at the Eagle Hotel in
Charing Cross Road, where I have gained a lot of valuable
professional experience. In addition to this, I consider myself
hard-working and career-orientated. I know very well from my
experience that the post of a hotel receptionist requires both of
these features,

I am ready to attend an interview at your earliest convenience.
I'am enclosing the names of two referees from the Eagle Hotel,

whom you can contact for further information.
Doris ZAKONCETE
obpovipaJici Ilook forward to hearing from you,
ZAVERECNOU FRAZI.

.................................... 2 Yours falthfu“y,
Jiri Maly




