2 !\@F 3 1
evropsky LA ‘E ‘

socidini MBI B TERETS
MINISTERSTVO SKOLETWI OF yrisiimani
' e M’CH EVROFSEA LINIE MLAGESE A TELOWYCHONVT P e T

INVESTICE DO ROZVOUE VZDELAVAMI

Inquiries — Worksheet

| Correct the letter with appropriate capital letters, punctuation and paragraphs.
the sales department

hami ag

67 ashley road

luton lu2 3Im

England

3 april 202_
dear ms jones

we are one of the main producers of handmade toys in the czech republic you were recommended to us by
mr phillip doyle we are interested especially in your offer of fabric with patterns for children please would
you send us your latest catalogue and up-to-date price list and indicate your selling and delivery terms if
your terms are acceptable we can promise regular orders we hope to hear from you in the near future

yours sincerely
Alena Zborilova
purchasing manager

Il Translate the following letter.
Vazeny pane Donutile,

naSe firma dovazi kancelarské vybaveni. Vase spole¢nost nam byla doporu¢ena nasim obchodnim partnerem. Mame
zajem o VaSe vyrobky a radi bychom se seznamili s Vasi nejnovéjsi nabidkou. Byli bychom radi, kdybyste nam poslali
katalog s cenikem a platebni a prodejni podminky.

Pokud nam Vase pozadavky budou vyhovovat, staneme se mozna Vasimi stalymi zakazniky.
S pozdravem

Jan Konecény
Vedouci zasobovaciho odd€leni

© Mgr. Markéta Cefovska
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111 Translate the following letter.
VézZeni panove,

odvolavame se na nase setkani na Brno Fair Trade. Zaslete nam laskavé Vasi aktualni nabidku obsahujici vzorky a
dodaci podminky. Prosime Vas o laskavé udani ceny vyrobku ¢. 451 a prosime, abyste nam oznamili, zda toto zbozi
mate na sklad¢.

Doufame, Ze nam budete moci poskytnout co nejvyhodnéjsi podminky.

S pozdravem

Andrea Novakova
Vedouci zasobovaciho odd€leni

zdroj: doc. dr. Josef PYTELKA, CSc. Milena GAVLASOVA. Angliétina pro ekonomické obory (odborné
texty a korespondence). Statni pedagogické nakladatelstvi, 1987.



