| Private and commercial correspondence - anglictina

Otazka: Private and commercial correspondence
Jazyk: Anglictina

Pridal(a): Kalomi

What are the rules of the writing English correspondence

- no grammar and spelling mistakes should be written, neatnees counts (slusnd Uprava se
také pocitd)

- the writer must decide whether (zdali) he is writing a private (mostly informal), formal or
commercial letter, because there are many differences among them (mezi nimi)

- INFORMAL LETTER - do not follow certain format (neni ureni format)
- colloquial(hovorova) English is allowed (short forms: don’t,
|’'m, abbreviations/abvijejSn/: BYOB, phrasal verbs: to doze off - zchrupnout si,

idioms(fraze): it wal hell- to bylo peklo

- FORMAL,BUSINESS LETTERS: the form and style depends on their purposes /prpes/
(zalezi na ucelu dopisu)

What are the main differences between private and business letters?

- see question number 1
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What kinds of commercial letters do you know?

- Enquiry (poptavka),request (zadost) and replies to these letters - a odpovéd na ty to
dopisy

Replies to an advertisement (odpovéd na inzeraty) - cover letter

- Orders, invoces, statements - objednavky, faktury, bankovni vypisy
- complaints - stiznosti

- Transport documentarion, insureance - prepravni dispozice, pojisténi
- electronic correspondence (e-mails)

- reservations, invitations, letters of condolence, of congratulations - rezervace,
pozvanky, kondolence, gratulace

Dou you have a penfriend? How often dou you exchange letters? What dou you write
about?

No, | don’t have penfriend, but when | was 10 | wrote with my class mate on holiday. We
exchanged letters once a week We wrote about news in my village and in her villge, about our
pets and holiday trips.

- left-justified - zarovnany vlevo

1) sendres’s address (or it is written on a letterhead papers) adresa odesilatele
2) date

3) the receiver’s address - adresa prijemce
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4)  salution - pozdrav - Dear Sir, or Madam (nevime, komu piSeme)

- Dear Mr., Ms., (vime, komu piSeme)

5) closing remarks - pozdrav na konec (Your sincerely)

- pokud ¢&arka za oslovenim, pak i za pozdravem

6) signature - pozdrav - hand written - vlastni rukou

- printed - natistény

7) enclosures (sometimes) - prilohy

Phrases of business letter
INQUIRY
OPENING PHRASES:
- We thank you for letter of 3rd June

- We reply to your letter of May 10 we wish to inform you (odpovidame na vas dopis ze
dne...a informujeme vas...

- We refer to your fax of 2nd September (Odvolavame se na vas fax...)

- With reference to your letter of 8 March we wish to say (s odkazem na vas dopis z... )
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PHRASES ANNOUNCING (oznamujici) A NEW FACTS:

- we would like to inform you that - radi bychom vas informovali, Zze

PHRASES ANNOUNCING A PLEASANT OR AN UNPLEASENT FACTS:
(frdze oznamuijici pfijemna nebo nepfijemna fakta)
- We are plased (glad, happy) to learn - s potéSenim se dovidame...

- We are sorry (we regret) to have let you know that - musime Vam bohuzel sdélit...

REQUEST - zadost:
- We ask you to send us kindy - Zddame vés, abyste ndm laskavé poslali
- Reply by return - odpovéd obratem

- We will appreciate your attention - vénujte pozornost

CLOSING PHRASES:

- We are looking forward to an early reply (to receiving - pfijeti - an early reply) - téSime
se vasi brzkou odpovéd

- We await your reply as soon as possible (¢ekame vasi odpovéd co nejdrive)

- We hope to hear from your soon - doufdme, ze ndm brzy odpovite (Ze se brzy ozvete)
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Many thanks for your inquiry - dékujeme za poptavku

we are inclousihg a catalog - priklddame katalog

- incloused sample - pfilozeny vzorek
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