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« OBCHODNI DOPIS

Zasady:
» Obchodni dopis je typem formélniho dopisu (viz str. 14),

» Do adresy clovéka, se kterym jednate, uvedte jeho pozici.
Pokud nepiete konkrétni osobé, poudijte frazi
To Whom It May Concern: (K rukdm osoby, které se to tykd).

+ Pokud odpovidate na dopis, u néhoz bylo uvedeno jednaci
cislo, napiste jej pod svoji adresu.
Pokud nikoli, za¢néte dopis napi. frazi:
With reference to your letter/e-mail dated...
(V odpowvédi na Vds dopis/e-mail z ...}, nebo
With reference to our telephone conversation of...
(V odpovédi na nds telefonicky rozhovorz ...)

= V prvnim odstavci uvedte udel dopisu, mizZete jej uvést napr.
| am writing to inform you that...
(Pisi Vidm, abych Vds informovala, Ze ...).

« V daléim odstavci poskytnéte blizsi informace, popf. svoje
stanovisko.

« V poslednim odstavci shmite, o co se vam jedna.
+» Pokud jsou soucasti dopisu pfilohy, nezapomenite je zminit.

» Obchodni dopis by mél byt jasny a strucny s pouditim
formalniho jazyka.

« Obchodni dopis nikdy nepiste rukou.



Mrs Mary Duff
Customer Service Manager
Home Appliances, Ltd.
3 Penny Lane
London
28th January 2015
Marcus Granger
63 Magnolia Rd.
Bath
Dear Mr Granger:

Thank you for your letter of 2nd December enquiring about
our goods. Recently we have been introducing a number
of new products on the market. | enclose our current price
guide. Our company has been manufacturing high quality
home appliances for 15 years now and we offer our custo-
mers a wide range of products. We can also advise you on
the selection and installation of our products at your home.

We guarantee delivery within 2 working days from the date
that we receive your order.

If you have any further gquestions please do not hesitate to
contact me via telephone (+44(0)207 631 5600)
or email (mary.duff@ahomeappliances.co.uk).

| look forward to your reply.

Yours sincerely,
Mary Duff
Customer Service Manager




« EUROPASS

Personal information

Surname(s) / First name{s)
Addressi{es)

Telephone(s)

Mobil(s)

E-mail{s)
Mationality{-ies)

Date of birth

Cender

Desired employment /
Occupational field
Work experience
Dhates

Occupation or position
held

Main activities
and responsibilities

Mame and address of employer

Type of business or sector
Education and training
Dates

Title of qualification awarded
Main subjects/ Profession skills

Jakub Micha

Diouhd 13, 741 01 Jidin,
Czech Republic

(+420) 656 070 123
(+420) 757 180 602
jakub.matcentrum.cz
Czech

16 February 1979

male

Tourism management

September 2009 to present
Customer service manager

Head of department with
eight full-time staff members
dealing with requests tor
information, bookings,
complaints etc. from
customers of a |

Czech travel agency

Sim-Tour, Lhota 9-11,
741 01 Jicin,
Czech Republic

Tourism

September 1998-June 2(813

Magister (equivalent to MA)
Economics for Services

and Tourism



MName and type of organization
providing education
and training

Level in national
or international classificaion

Personal skills and
compelences

Mother tonguel(s)
Other language(s)
Self-assessment

European level(*)
English
German

Social skills and competences
Organisational skills
and competences

Computer skills
and competences

Other skills and competences

Driving licence(s)
Additional information
Additional information

Prague University
of Economics

ISCED 5B

| have good interpersonal
skills and enjoy working both
on my own and with a team.

I am punctual, conscientious,
and have a good eye for detail.
| work well to deadlines.

I am familiar with most
common computer and web
applications and have

experience of website design,

| am a qualified football referee.
I am fond of ballroom dancing
and cross-country skiing.

I am a trained sushi chef.
category B vehicles

(private cars)

marital status - married

copy of school-leaving
certificate and certificate

of master's degree
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