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Introduction to business correspondence

abbreviation

address

addressee

attach

attachment

blocked style

body of the letter

business letter
advice of dispatch
complaint
execution of orders
inquiry
offer
order
reply to complaint
reply to offer

complimentary close

contact details

date

dispatch

enclose

enclosure

figure/number

full address

inside address

job title/job position

letter

letterhead

line

number of the house

phrase [freiz]
closing phrase
opening phrase

post code/zip code

private letter

reader

receive

receiver

recipient [rsipront]

reply

salutation/greeting
closing salutation
opening salutation

send

sender

sign [san]

signature [signry5]

street name

subject

writer

zkratka

adresa

adresat, prijemce

prilozit, pripojit

priloha

zarovnani do bloku

viastni text dopisu

obchodni dopis
oznameni o odeslani zbozi
stiznost
vyFizeni objednavky
poptavka
nabidka
objednadvka
odpovéd’ na stiznost
odpovéd’ na nabidku

zaverecna zdvorilostni fraze

kontaktni udaje

datum

odeslat

prilozit (néjaky dokument jako prilohu)

priloha

cislovka

uplna adresa

adresa odesilatele

pracovni zarazeni

1. dopis, 2. pismeno

hlavicka

radek

c¢islo popisné

fraze
zaveérecna fraze
uvodni fraze

PSC

soukromy dopis

1. prijemce dopisu, 2. ctenar

obdrzet, dostat

pFijemce

prijemce

1. odpoved, 2. odpovedét

osloveni
zaverecné osloveni
uvodni osloveni

odeslat

odesilatel

podepsat

podpis

nazev ulice

predmeét

pisatel
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