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Jak napsat e-mail v angli¢tiné?

PiSete v praci emaily v anglicting€? Vite, jak napsat anglicky email? Emailova komunikace v anglictiné
je dnes skoro nezbytna, chcete-li ziskat dobrou préci. PfindSime vam tedy zakladni slovicka a fraze pro
vasi anglickou emailovou korespondenci.

send odeslat target cil

copy kopie delay zpozdéni

company spole¢nost forward preposlat

interest zajem confirm potvrdit

inquiry dotaz, zjistovani schedule rozvrh

question otdzka check zkontrolovat
answer odpovéd regards pozdravy

response odpovéd reply odpovédét, odepsat
order objedndvka respond odpovédét, ozvat se
offer nabidka in advance predem

regarding ohledné ceho attached file pfiloZzeny soubor
see below viz nize attachment pfiloha (emailu)

see above viz vyse delivery dodani, doruceni
request Zadost quantity mnozstvi

service sluzba discount sleva

kind laskavy price list cenik

ASAF.’ (as soon as Jakvneijrychlejl to bude VAT (value added tax) | dan z pfidané hodnoty
possible) mozné

Priklady pouziti a fraze:

Thank you for your interest (in our services). Dékujeme za Vas zajem (o nase sluzby).

Thank you for your inquiry. Dékuji za Vas dotaz.

We are a company based in the Czech Republic. Jsme spole¢nost sidlici v Ceské republice.

Already replied a few minutes ago. UZ jsem odpovedél pred par minutami.

Delivery would take 3-4 weeks. Doruceni by trvalo 3-4 tydny.

I am applying for the position of IT specialist which is advertised on your website. Uchazim se o
pozici specialisty informacnich technologii, ktera je inzerovana na Vasich strankéach.

I was referred to your company by Mr. Mark Berry. Odkazal mé na Vas pan Mark Berry.

We are pleased to offer you 10% discount. S potéSenim Vam nabizime 10% slevu.




Sorry for the delay in replying. Omlouvam se, ze odpovidam se zpozdénim.

Sorry for the delay in response. Omlouvam se za zpozdénou odpoveéd'.

Please see the attachment. Podivejte se prosim na piilohu.

I hope this answers all your questions. Doufam, ze toto zodpovi vSechny Vase otazky.

Please let me know if we can be of further assistance. Dejte mi prosim védét, jestli VAm mizeme
dale n&jak pomoci.

I look forward to hearing from you. T¢Sim se na Vasi odpoved’.
Ukazky e-mailU:
Dear Sir or Madam, Véazeny pane/pani,

I was referred to you by Mr. Daniel Benett. I am interested in your products. Odkazal mé na Vas
pan Daniel Benett. Mam z4jem o Vase produkty.

Could you please send me a catalogue? Mohl byste mi prosim poslat katalog?
Yours faithfully, S pozdravem,

Richard Brown

Dear Mr. Brown, Vazeny pane Browne,
thank you for your interest in our products. Dékuji za zajem o nase vyrobky.
You can find our catalogue in the attachment. N4s katalog miiZete najit v ptiloze.

Please let me know if I can be of further assistance. Dejte mi prosim védét, zda Vam mohu néjak
dale pomoci.

I look forward to hearing from you. T¢Sim se na Vasi odpoved’.
Kind regards, S pozdravem,

John Collins

Dear Mr. Collins, Vazeny pane Collinsi,

thank you for your answer. Where can I find the prices of your products? Dékuji za Vasi odpovéd'.
Kde mohu najit ceny Vasich produktt?

Best wishes, S pozdravem,

Richard Brown



Dear Mr. Brown, Vazeny pane Browne,
I am sorry for the delay in response. Omlouvam se za zpozdéni s odpovédi.

Please feel free to download our current price list under the following link: pricelist. Prosim
nevahejte stahnout si nas§ soucasny cenik pod nasledujicim odkazem: cenik.

I am pleased to offer you a special 10% discount. Jsem potéSen, Ze Vam mohu nabidnout specialni
slevu 10%.

If you have any further questions, don’t hesitate to contact me. Pokud mate jakékoli dalsi otazky,
nevahejte mé kontaktovat.

Best regards, S pozdravem,

John Collins
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