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Anglicky jazyk-odborna témata/ Forrmalni dopis
7.3.2013

Material je urcen pro studenty druhého ro¢niku mirné pokro¢ili a slouzi k seznameni s psanim
neformalniho dopisu ve vyuce anglického jazyka.Zaci formou prezentace ziskavaji uceleny
ptehled o stylua pouziti slovnich obrati a frazi, které se pouzivaji pti psani formalniho dopisu a
nasledné si vSe procvicuji pii dopliiovani slov a frazi ptimo v daném dopise.

Material je urcen k bezplatnému pouZivani pro poti‘eby vyuky a vzdélavani na vSech typech Skol a $kolskych zafFizeni.

Jakékoliv dalsi pouzivani podléha autorskému zakonu.

Tento vyukovy material vznikl v ramci Operacniho programu Vzdélani pro konkurenceschopnost.
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INVESTICE DO ROZVOJE VZDELAVANI



FORMAL LETTER



ENVELOPE

Na obalce se uvadijméno a adresa ve stejném znéni jako v dopise, pouze se

mohou pouzit zkratky Road(Rd), Avenue(Av) a Street(St).

Mr Thomas Simons
Moravan Manufacturing
Bromsgave Rd
Sheffield Yorkshire
SF2 bST

UNITED KINGDOM

Na obdlce mohou byt uvedeny ndsledujici poznamky:

Air mail letecka posta Confidential
Express expres To be called
Urgent spésné Poste restante
Registered doporucené Please forward
Private soukromé Sample
Personal osobni Fragile

Printed matter tiskovina Postage page

ddverné

uloZeny na posteé
poste restante
prosim preposlat
vzorek

krehké

bez poplatku



OUR ADDRESS

Nakladatelstvi Pony, s.r.o
Trzni 29

360 01 Karlovy Vary

tel.: +420 378 584 936
fax: +420 378 584 935
e-mail:info@pony.cz
WWW.pony.cz

V pravém hornim rohu uvddime ndzev firmy, adresu, telefonni a faxové Cislo,
e-mail,popr.webové stranky

Datum:

25 March 2013

225’rh March 2013)
March 25, 2013)


http://www.pony.cz/
http://www.pony.cz/

ADDRESSEE

Dr Henry Green (Henry Green, Ph) 25 March 2013
Customer Service Dept.

Cheap-O Stores Ltd.

52 Stroud Road

London GL2 8LO

UK

Na levé strané( na stejné rddce, kde je datum) uvddime
Jméno(popr.titul) adresdata(pokud jej zndme), nazev firmy a
adresu prijemce dopisu.



SOLUTATION

Nezndme-Ii jméno adresdta:

Dear Sir (pokud vime, Ze adresdt je muz)

Dear MCldClm (pokud vime, Ze adresdt je zena)

Dear Sir/Madam nebo Dear Sir or Madame
Dear Sirs/ Mesdames (pro dva a vice lidi)

Dear Gentlemen/Ladies (v americké angli¢tiné)

Zndme-Ii jméno( a titul) adresdta:

Dear Mr/Mrs/Miss/Ms/Dr Brown
Dear Professor Brown
Dear MI"._BI"OWH( v americké angli¢ tiné)



STYLE

Dopis zacindme po osloveni velkym pismenem.
Pouzivime jednoduché krdtké véty nebo frdze.
Pouzivime l.os. C.J. a mn. I nebo we

NepouZivame zkrdcené tvary(neslusne)

I“m W/"/'f/hg,\}ﬁ/ inform

Pokud je to mozné ,pouzivejte 3.0s a trpny rod

your order is being processed,
a mistake has been made in our order



Abbreviations and notes

Ltd(limited) s.r.o.
Inc(Incorporated-US) a.s.

(Our)Ref: sp/sova znacka odeSIIatele( Reference)
Your ref: spisova znacka prijemce

For the attention of Mr Brown nebo
Attention: Mr Brown( do rukou)

p-p. v zastoupeni

Enc(s) nebo Encl(s)-Enclosure(prilohy)
cc: nebo copy to( kopie komu)



TEXT — beginning

I am writing with r'e%ar'd to your advertisement
I am writing to complain about......

Thank you for your offer of ......

Further to my letter of 5 July, I am hap]P to....
Further to our telephone conversation of last
Friday, I enclose......

I would be very interested in finding out more
about.....

I am writing to enquire about......

Could you send me please further detailed
information about.....

I am writing in response to your letter...

As I have learned from our representative.......



CONCLUSION

Zaverecné fraze se ridi oslovenim:

Dear Sir or Madam === Yours faithfully

Dear Mr Brown &E===)

Yours truly(US)
Truly yours(US)

Yours sincerely

Yours truly(US)

Very truly yours(US)
Sincerely(yours) (US)



SIGNATURE

Podpis stoji vzdy mezi zaverecnym pozdravem a na stroji napsanym
Jjménem odesilatele( popr.i s titulem),stejné jako funkce ve firme.

Yours faithfully

. Brown

J Brown
Sales Representative



PRACTICING

UK
Osloveni: Pozdrav:
Dear Sir/Madam Best wishes

Dear Mr Brown(formalne) Yours faithfully
Dear Sarah (pritelkyne) Regards
Dear David(Obchodni partner) Yours sincerely

Dear Mrs Brown(neformalne) Yours



PRACTICING

Martin Maskin
40 Lincoln Road
Yorkshire L35HJ8

lélg TBE:?rgﬁrgzrl Rentals 25 March 2013

Weatherfield 4YS L21

.. Mrs Brown

..To your letter of 12 February. I... a cheque for
500 Euros as a . .ona flat 7, Washmg’ron Buildings.
As we agreed, my rental contract will... .on 1 february and
run for one year. I would be... .if you could send me a receipt
for the amount enclosed. I would dlso................... It if you could let me
know... I will be able to park in The basement of ’rhe building. If not,
will T be able to fmd parkmg ........................
If you need any.... .information fr'om me, please do not...
To call me.
YOUPS....ooeee s

Martin Maskin



Seznam pouzité literatury a prameni:
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Objekty, pouzité k vytvoreni materialu jsou vlastni originalni tvorbou autora. pochazeji z vefejnych knihoven obrazka (public domain) nebo z
databaze SW Smart Notebook.

Mgr. Martina Fukarkova
SOS logisticka a SOU Dalovice
fukarkova@Ilogistickaskola.cz
brezen 2013



