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Autor, Khaled Mohamed Al Maskari, pochazi z Arabskych Emiratl a Zije
v Abu Dhabi. Sestnact let pracuje na rtznych vedoucich pozicich stat-
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Strhujici, poucnd a velmi uZite¢nd jsou slova, kterd vystihuji knihu Ang-
lictina — praktickd obchodni korespondence.

Strucny a vystizny obsah ndm dava jasny navod jak ziskat skvély komu-
nikac¢ni systém pro kazdou organizaci.

Kniha vam pomuze rozvijet vase komunikacni schopnosti at pracujete
na jakékoli pozici firemniho Zebficku. Pouziti pfikladli z této knihy ucini
~~~~~~~~~~~~~~~ veskerou vasi korespondenci v angli¢tiné efektivnéjsi.

Kniha je dobra — velmi dobra!

Dr. Clarence Emslie
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V této knize najdete spoustu praktickych informaci pro viechny, ktefi
musi vytvaret kratké a efektivni dokumenty v pracovnim prostiedi
21. stoleti.

To, co tato prace nabizi, jsou rozumna, cenna a uzite¢nd pravidla pro
psani efektivnich internich zprav, reportd, dopisli a e-maill, které
budou jasné, stru¢né a snadno citelné pro vsechny, kdo pracuji v naro¢-
ném prostiedi moderniho priimyslu a obchodu.

Ale kniha jde jesté dale — nabizi ¢lovéku bez zkusenosti s obchodni
korespondenci nejen pravidla, ale také vzory pro rizné situace, kdy je
potifeba se omluvit, stézovat si, Zddat, vysvétlovat, doporucovat atd.

Jak:

« mam napsat Uvod?

« podpofim svij zamér?

« zpravu odeslu rdznym pfijemctim?
- text spravné zakonc¢im?

Zde jsou Feseni
Jaké nejbéznéjsi chyby se délaji v obchodni korespondenci a jak se
s témito chybami vyporadat?

Zde jsou reseni
Jakou formu ma mit vas text? Je néjaky vzor, pfedloha nebo Sablona,
kterou mohu rychle a snadno pouzit? Samoziejmé je.

Zde jsou reseni
Pokud je nezbytné, abyste v praci psali anglicky, tak budete Stastni, ze
mate tuhle knihu na svém pracovnim stole. Piectéte si ji. UZijte si ji.

Pouzivejte ji.

Michael Doherty
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Vzhledem ke svym pracovnim zkusenostem a tomu, ze pomaham pfi
zapracovani Cerstvych absolvent(, jsem proved| priizkum, ktery mél
zjistit techniky a nastroje, které podporuji efektivni pisemnou komuni-
kaci.Bylo zfejmé, ze neschopnost zaméstnanct psat efektivni obchodni
dopisy ae-maily byla jejich hlavni pfekdzkou v komunikaci na
pracovisti.

Ve skutecnosti Cerstvi absolventi opravdu postradaji schopnosti psat
dobré obchodni dopisy a maji jen ptimérené jazykové a rétorické
schopnosti potiebné k psani vhodnych, smysluplnych a preciznich
dokument( rizného druhu. MUj hlavni zamér byl sepsat zakladni prin-
cipy, které ¢tendfi pomohou psat efektivné.

Kniha je proto napsana pro absolventy i pro profesiondly, ktefi chtéji
rozvijet své schopnosti psat efektivni obchodni dopisy a e-maily
a uspésné na pracovisti komunikovat.

Dnes se vétsina korespondence odehrava prostiednictvim e-maild,
a proto jsem se zaméril na tento specificky zptisob komunikace, ktery
pokladam za hlavni komunikacni nastroj obchodniho svéta.

Kniha se vénuje nejproblematictéjsim aspektdm obchodni korespon-
dence. Je to komplexni prlivodce, ktery vede ¢tenare celym procesem
a je psan pfimym a srozumitelnym jazykem pfistupnym kazdému. Také
poskytuje uzivateli podrobny prehled hlavnich technik, pfikladd, gra-
fické upravy a véeho, co s tim souvisi, aby se mohl zlepsit a psat dobrou
obchodni korespondenci.
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Co najdete
v této knize?



Kapitola 1: Styl psani obchodni korespondence

vam nabizi zasady psani v obchodni anglic¢ting, radi, jak prizpUsobit
text Uc¢elu daného dokumentu, vasemu vztahu s adresatem a obsahu,
ktery by vyhovoval jak ucelu, tak adresatovi.

Kapitola 2: Interni zpravy
prozkouma rGzné druhy internich zprav, jejich zakladni strukturu,
a nabidne Sirokou skalu Sablon pro nejbéznéjsi pfipady.

Kapitola 3: Obchodni e-maily
rozdéleni e-mailu na jednotlivé ¢asti, zakladni pravidla co délat a co ne,
poradi pisateli jak pouzivat nékteré moznosti Outlooku.

Kapitola 4: Obvyklé chyby
poradi, jak se vystfihat chyb, kterych se pisatelé ¢asto dopousti. Ukaze,
jak chyby najit a opravit.

Kapitola 5: UzZite¢né obchodni fraze

zkontroluje, zda dokument pini svij Ucel (interni zprava, e-mail, apod.),
navrhne nékolik moznosti Uvodu izakonéeni dokumentu. Zde je
mnoho konkrétnich pfikladd, které mlzete pouzit ve své praxi.

Kapitola 6: Slova, ktera se casto pletou

pfindsi slovicka, kterd se v kazdodenni obchodni korespondenci ¢asto
zaménuji a pletou. U kazdého slovicka je uvedena véta pro lepsi pocho-
peni, zapamatovani a rozpoznani rozdilu.

Kapitola 7: Osobni dokumenty

ukazuje celou skalu prikladt jak psat dokumenty tykajici se vas osobné
- od zadosti o zvyseni platu az po podékovani.
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Kapitola 1
Styl psani obchodni
korespondence






Tato kapitola vdm chce poskytnout tipy pro efektivni psani obchod-
nich pisemnosti. Uvedend pravidla m{zete pouzit pro vsechny
formy obchodni korespondence, jako jsou interni sdélenti, faxy, zpravy
a e-maily.

Zde je 12 tipy, diky kterym bude vase obchodni korespondence psana
efektivné:

1. Myslete na cil, ¢tenafe a obsah.
2. Piste kratké véty.

. Piste pozitivné.

H W

. Pouzivejte spojovaci slova.

9]

. Pouzivejte jednoducha a dobfe zndma slova.

6. Pasivni tvary pouzivejte jen pro specifické pfilezZitosti.
7. Oznacujte jednotlivé body a Cislujte vycty.

8. Efektivné vyuzivejte tabulky a grafy.

9. Piste neosobné, kdyz vyjadfujete minéni ¢i nazor.

10. Nepouzivejte zastarala slova.

11. Neopakujte se.

12. Neménite slovesa na podstatna jména.
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1. Myslete na cil, ¢tenare a obsah

ez zaCnete psat e-mail, interni ¢i jinou zpravu, méjte na paméti
PRC (Purpose, Reader, Content) trojuhelnik (obr. ¢. 1.1)

k4 Purpose - Cil

Co je myj cil?

- Informovat . Presvédcovat
. Stézovat si « Ocenit
. Zadat « Navrhovat nebo doporucovat

+ Vysvétlovat

'Y Readers - Ctenari

Kdo bude ¢ist mou zpravu?

- Nadrizeni - Novacci
- Vedouci « Ostatni
+ Asistentky + Technici

« Zaméstnanci

Content - Obsah
- Jakou informaci si chtéji adresati precist?
« Budou rozumét technickym termindim?
« Pomohou ¢tenarlim priklady, podrobnosti nebo grafické znazornéni
k tomu, aby obsah lépe pochopili?

?

i Bl

Obrazek 1.1 PRC trojuhelnik

7@\; Kdyz piSes, méj trojuhelnik PRC na paméti. Pfipomene
Remember  ti, Zecil, obsahi¢tenaf jsou stejné dullezité slozky a vza-
jemné se ovliviuji.
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2, Piste kratkeé véty

V obchodni korespondenci plati, Ze ¢im méné slov, tim |épe. Na nasle-
dujicich pfikladech se presvédcte, jak se zbavit nadbytecnych slov
a zachovat smysl véty.

I TN

One of the best things you can do for To improve your writing,
yourself to improve your writing is to  cut out unnecessary words.
learn how to cut words that are not

necessary.

25 words__
Make your employees sufficiently Warn your employees
aware of the potentially adverse about these chemicals.

consequences involved regarding
these chemicals.

In view of the fact that the motor Since the motor failed twice
failed twice during the time that we  during testing, we are now
tested it, we are at this point in time  looking at other options.
looking for other options.

14 words g
To be sure of obtaining optimal To get the best results, give
results, it is essential that you give your employees the

your employees the resources that are resources they need to
necessary for completion of the job.  complete the job.

é
é

Our intention is to implement the We want to verify the
verification of the reliability of the system’s reliability soon.
system in the near future.

8 words

Angiictina PRAKTICKA OBCHODNI KORESPONDENCE | 5



IR TN

Let me know as to whether or not we Since the problem has not

can start drilling in view of the fact
that the problem has not been fixed
at the present time.

We hereby advise you, as per your
request, that we will be forwarding a
copy of the contract to you in due

course.

| will be unable to attend your May 6
meeting. | would like to say the
reason is that | will be attending the
leadership course in Dubai on the
same day.

32 words 2

In this e-mail we have attempted to

answer all of your questions and we
hope that if you have any additional
questions whatsoever, please do not
hesitate to contact us immediately.

yet been fixed, let me know
whether we can start
drilling.

A copy of the contract will
be sent to you in a few
days as requested.

16 words 2

| will be unable to attend
the May 6 meeting as | will
be attending the leadership
course in Dubai.

20 words 2

If you have any additional
questions, please call us.

i « Omezte se na jednu myslenku v jedné vété.

Remember

y

6 |
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3. Piste pozitivné

okud chcete v obchodni korespondenci dosahnout svych cild, je

dUlezité psat pozitivné.

Jak uvidite v pfikladech nize - levy sloupec je psan negativné a pravy
pozitivné proto, abychom nakonec dostali pozitivni odezvu.

" egive e

We are unable to promote you
to supervisor because you do
not have the skills and
experience required for this
position.

We will not start repairing your
test equipment until we receive
a deposit.

This is the second time that you
do not bother to follow and
stick to the duty roster.

If you fail to provide the
specifications by the May 1
deadline, the project will fail.

You cannot reconnect without
logging on again.

The corporation will not pay
unless employees also
contribute.

We will be able to promote you
to supervisor when you meet
the experience required for this
position.

We will begin repairing your test
equipment once we receive a
deposit.

This is to remind you again that
your attendance is required.

By providing the specifications
by May 1, you can be assured
that the project will be on time.

Log on again to reconnect.

The corporation will pay only if
employees contribute.
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T

You neglected to send us your
passport copy and therefore we
cannot process your request.

It is bad not to review the spare
parts availability before
submitting a work request.

| hope that you will not be
disappointed with the quality
of our report.

The parts your company sent us
the last time were the wrong
size. Do not do this again.

We cannot send your order from
our store until June 1, 2004.

You failed to include your
company number, so we cannot
process your application.

This problem would not have
happened if you had connected
the wires properly in the first
place.

8

Remember chcete.

We will be able to process your
request as soon as we receive a
copy of your passport.

It is good to review the spare
parts availability before
submitting a work request.

| am sure that you will be
delighted with the quality of our
report.

We hope the parts will arrive as
ordered.

Your order will be sent to you on
June 1, 2004.

We will be glad to process your
application as soon as we
receive your company number.

This problem may be resolved
by connecting the wires as
shown in the handbook.

- PiSte pozitivné, abyste pfitahli pozornost ke sloviim
a vyjadfenim, kterd vam pfinesou vysledek, ktery

« Véty by mély byt pozitivni, pokud nemate dlivod
zd(raznit: ,not", ,no” nebo ,never”.

8 |
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4, Pouzivejte spojovaci slova

pojovaci slova ujasni vztahy mezi myslenkami. Diky nim plynou
véty i odstavce hladce a dobfre se ¢tou.

Nasledujici tabulka shrnuje a na pfikladovych vétach vysvétluje nejob-
vyklejsi spojovaci slova pouzivand v obchodni korespondenci.

And « Your salary adjustment has been
reviewed and approved by the
operations committee.

In addition - In addition to cleaning the
valve, the entire machine was
inspected.

Also « The parts are cheap and they are

also well made.

Moreover « The supplier will deliver the unit.
Moreover, he will supervise its
installation on site.

Furthermore « You are requested to submit the
drawing for the Gas Project.
Furthermore, inform us of the
starting date.
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Because (of)

Due to

Therefore

As a result

Consequently

Hence

« The flight was delayed because
of fog.

« Internet users had a hard time
accessing the web due to the
international hacking
competition yesterday.

« The pay rate is not clearly
defined. Therefore, it is
recommended that the contract
should not be signed yet.

« The morale and overall
capabilities of our trainees have
shown a remarkable
improvement as a result of
your efforts.

« The spare parts did not arrive

on time. Consequently, |
contacted the suppliers.

« The number of trainees has
been increased. Hence, we
should monitor their
attendance and performance.
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But - The software is expensive, but it
meets our requirements.

However « The meeting scheduled for Monday
was cancelled. However, we will
meet sometime next week.

Yet

This is acceptable, yet it could be
better.

Although + Although no complaints have been
received, we think that the use of
the internet must now be
monitored.

In orderto - We are writing to you in order to
clarify certain confusing points.

So that » The new employees must be trained
in a practical hands-on manner so.
that we can bring their performance
up to acceptable levels.

So « Our office printer is running low on

ink, so please refrain from printing
unimportant documents for the
time being.
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Despite - Despite being issued a warning
letter, your attendance record has
not improved.

In spite of - In spite of previous memos, private
car owners are still parking their
cars in the administration building

areas.

Either... » We plan either to adjust your salary

or... or to promote you to operations
supervisor.

Neither... - We have neither the spare parts

nor... nor the manpower to carry out this
task.
Or + Do you need to receive your order

in one day or in three days?
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5. Pouzivejte jednoducha a dobfe znama slova

Pl’éeme proto, abych se vyjadfili — ne proto, abychom pouzili véechna
slova ze slovniku. Vyhybejte se ,velkym’, nadnesenym sloviim, kdyz
chcete néco presné vyjadrit. Napfiklad misto,magnitude and configu-
ration”, pouzijte ,size and shape”.

Vzdy se snazte pouzivat co nejjednodussi slova.

accrue add, gain
acquire get, buy
alleviate reduce
allocate assign
ameliorate improve
anticipate expect, await
apparent clear

apprise tell

articulate explain
ascertain find out
attain reach, meet, achieve
attributable due to
caveat warning
cease stop, end
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cogitate think

cognizant of aware of
commensurate equal

concur agree

confront face

consolidate combine, join
consummate complete or finish
contemplate consider

convene meet

deem consider
designate appoint
detrimental harmful

dispatch send

disseminate give, issue, pass, send
encounter meet

enumerate list

facilitate make easier, help
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furnish

inception

incombustible

initiate

interrogate

manifest

mitigate

numerous

obviate

peruse

possess

preclude

promulgate

ratify

recapitulate

send, give

start

fireproof

start

question

clear, obvious

reduce

many

avoid

review

own

prevent

issue, publish

approve, confirm

sum up
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Big word Simple word

pay back
repeat

pay

give, make
keep

show

inspect

ask for, request
plan

update, simplify
take place, occur

use
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Pfi psani myslete na to, zZe cilem obchodni korespondence je komuni-
kovat, nikoli ohromit adresata svym slovnikem.

Zde jsou uvedeny nazorné priklady, ze pouziti jednodussich slov miize
ucinit celou vétu mnohem jasné&jsi a srozumitelnéjsi.

e | e

He discerned that the
promulgated policy would
work.

As stipulated, we extrapolated
the budget figures for two
years.

Will you utilize instruction
manuals during the obligatory
training period?

We anticipate that most of the
options will be fundamental
enough to meet our needs.

Remember to incorporate all
the other good writing
principles you have learned in
this course.

He knew the proposed policy
would work.

As required, we estimated the
budget figures for two years.

Will you use instruction
manuals during the required
training period?

We expect that most of the
options will be basic enough to
meet our needs.

Remember to include all the
other good writing principles
you have learned in this course.

7/!\ Vyhybejte se pouzivéni slozitych slov tam, kde vdm ke

Remember

komunikaci staci slova jednoducha.
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6. Pasivni tvary pouzivejte jen pro specifické prilezitosti

da ve své obchodni korespondenci pouzijete pasivni ¢i aktivni tvar
zélezi na stylu vaseho psani. Vétsina ucebnic doporucuje pouzivat
aktivni tvary. Ale jsou zde i vyjimky z tohoto pravidla.

Pasivni tvar je uzite¢ny, kdyz chceme, aby sdéleni znélo diplomatictéji,
nebo kdyz chceme zdUraznit pfedmét véty.

Kdy pouzit pasivni tvar?
Pasivm’mu tvaru byste méli dat prednost v nasledujicich pfipadech:

1. Pouzivejte pasivni tvary, pokud nechcete presné uvést plvodce
akce.

Vi
/ ~ Examples:

Smoking is prohibited.

A new safety policy was introduced after the accident.
The new offices were decorated last week.

The error has been corrected.

The centrifugal pump was installed on May 12, 20xx.
Procedures have been written to ensure safety.
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2. Pouzivejte pasivni tvary pfi popsani chyby ¢i problému, pokud
nechcete presné urit vinika.

/

_ Examples:

3. Pouzivejte pasivni tvary, pokud nevite, kdo je za véc odpovédny.

é Examples:
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7. Oznacujte jednotlivé body a cislujte vycty

Lidé maji na ¢teni zprav malo ¢asu. Proto vytvofrte prehlednou struk-
turu a jednotlivé dllezZité vycty nebo seznamy oznacte bodem,
nebo ¢islem. Toto zpfehlednéni pomize ¢tendfi ziskat prehled, aniz by
musel Cist slovo za slovem.
Kdy pouzit oznaceni body a kdy cisly
Oznaceni ¢isly pouzivejte v pfipadé, Ze jde o seznam ¢i vycet pokyn(,
které by mély byt provedeny v urcitém poradi. Pokud neni pofadi dule-
2ité,)znac”:te vycet body.

74

/ Example 1: Seznam oznaceny body

We are still having problems with the five new computers we
have purchased from XYZ Computer Company. The problems we
have been having include:

« Two notebook computers won't boot up.
» One monitor continues to make a high-pitched, whining sound.
« Two desktop computers became infected with viruses.

4

J
/ Example 2: Seznam oznaceny body

| raised your difficulty about arriving for work on time. | pointed
out that:

- your managers had done their best to take account of your
travel problems; and

« you had agreed with them that Dubai was the most convenient
place for you to work.

However, your initial improvement was short-lived. Over the past
two months your punctuality has dropped to a totally unaccep-
table level.

Pfi pouziti bodl upoutéate pozornost ¢tenare k dilezitym polozkam.
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