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INVESTICE DO ROZWVOUE YZDELAVAMI

Execution of orders

| Vocabulary:
advice of dispatch

as agreed upon jak bylo dohodnuto

be ready for dispatch byt pripraveny k odesldni
be satisfied with byt spokojeny s

bill of lading konosament (namoini ndlozni list)
Commercial Invoice obchodni faktura
confirm potvrdit

consignment zasilka

deal with jednat s n., zabyvat se
delay zdrZeni, zpoZdéni
dispatch odeslat

in duplicate dvojmo

insurance certificate doklad o pojistéeni

11 Confirmation of receiving orders
1 We confirm we have received your order.

2 Thank you for your order No. 653/F which we
received today.

111 Execution of order
3 We are dealing with your order now.

4 Your order is now being processed.

5 We are pleased to inform you that we have already
prepared your order for dispatch.

6 You can expect delivery within the next two days.

7 Your order will be ready for dispatch by the end of
this week.

8 We have done our best to speed up the execution of
your order.

9 We assure you that your order will have our best
attention.

10 Please let us have your shipping instructions so that
we can dispatch the goods in time.

11 We believe that the high quality of our products
will lead to further orders.

IV Advice of dispatch
12 The consignment has been dispatched by air (by
rail, by M/S Susy) as agreed upon.

13 The consignment of 20 cases has been shipped
today on board the ship Maria.

14 Your order is already on board the SS Maru, sailing
from ___ on 16 May and arriving on 11 June.

15 We are pleased to inform you that your order will
be on flight BA165 leaving London at 11.00 a.m.

16 Your order is being sent express rail-freight and can
be collected tomorrow.

execution of orders
express rail-freight
hand over predat

avizo o doprave, ozndameni o odeslani

to ship the goods

turn down

vyFizeni objednavky
expresni viakova preprava

onboardtheship__ napalubé lodi

out of stock vyprodany

prepare for dispatch pripravit k odesldani

process zpracovat

run out of vycerpat zasobu, spotiebovat

nalodit; dopravit zbozi (lodi)

shipping documents prepravni doklady
shipping instructions nakladact pokyny
transaction transakce

odmitnout, zamitnout

Potvrzujeme Vasi objednavku.

Dékujeme Vam za Vasi objednavku cislo 653/F, kterou
Jjsme dnes obdrzeli.

Vase objednavka je aktualné vyrizovana.
Vase objednavka se nyni zpracovava.

S radosti Vam oznamujeme, zZe Vase objednavka je
pFipravena k odeslani.

Dodani ocekavejte do dvou dnii.

Objednavka bude pripravena k odeslani do konce
tohoto tydne.

Ucinili jsme, co bylo v nasich silach, abychom vyrizeni
Vasi objednavky urychlili.

Ujistujeme Vas, ze Vasi objedndavce budeme vénovat
nasi nejvyssi pozornost.

Poslete nam laskaveé své nakladaci pokyny, abychom
mohli odeslat zbozi vcas.

Verime, Ze vysoka kvalita nasich vyrobkii povede
k dalsim objedndvkdam.

Zasilka byla odeslana letecky (po Zeleznici, lodi Susy),
jak bylo dohodnuto.

Zasilka 20 beden byla dnes nalodéna na palubu lodi
Maria.

Vase objednavka je jiz na palubé lodi Maru,
vyplouvajici z ___ 16. kvétna a priplouvajici do
11. cervna.

S radosti Vam oznamujeme, Ze Vase objednavka bude

prepravena letecky, ¢islo letu BA165, odlet v 11.00
dopoledne z Londyna.

Vase objednavka je odeslana expresni viakovou
prepravou a bude k vyzvednuti zitra.

zdroj: doc. dr. Josef PYTELKA. Angli¢tina pro ekonomické obory (odborné texty a korespondence). Statni pedagogické nakladatelstvi, 1996.
A. ASHLEY. Oxford Handbook of Commercial Correspondence. Oxford University Press 2007
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V Shipping documents
17 We are enclosing our Commercial Invoice
amounting to £2,350.00 in duplicate.

18 A full set of shipping documents will be handed
over to you through our bank.

19 The shipping documents have been forwarded to
your bank.

VI Delays
20 1 am writing to tell you that unfortunately there will

be a three-week delay in delivery.

21 We regret to inform you that there will be a delay in
getting your goods to you.

22 We apologize for this delay which is caused by...
23 If you wish to cancel your order due to delay,
please let us know as soon as possible.

VIl Refusing an order
24 We are sorry to say that we are completely out of
stock of this item.

25 We no longer manufacture this product.

26 Thank you for your order, unfortunately we have
run out of the material you asked for.

27 We thank you for your order but we only supply on
payment against documents.

28 We are sorry to say that we must turn down your
order as we have full order books at present.

29 Many thanks for your order but the discount you
asked for is far more than we can offer to any of
our customers.

30 The delivery time cannot be kept to as you require.
31 We are a small company and we cannot deliver
such an amount of goods as you required.

VII Closing phrases
32 We hope that the shipment will reach you in perfect
order.

33 We hope you will be satisfied with the execution of
this order and will soon place another order with us.

34 You should contact us immediately if any problems
arise.

Prikladame dvojmo obchodni fakturu v celkove vysi
£2.350,00.

Uplnd sada prepravnich dokladii Vam bude preddna
prostiednictvim nasi banky.

Prepravni doklady byly preposlany Vasi bance.

S politovanim Vam oznamujeme, ze dodani Vasi
objednavky se zdrzi o tri tydny.

S litosti Vam oznamujeme, Ze dodani Vaseho zbozi se
zdrzi.

Omlouvame se za zpozZdeéni, které je zpiisobeno...

Chcete-/i svou objedndvku zrusit z ditvodu zpozdeni,
oznamte nam své rozhodnuti co nejdrive.

S litosti Vam oznamujeme, Ze Vami poZadované zbozi
je naprosto vyprodano.

Vami pozadovany produkt jiz nevyrabime.
Dékujeme Vam za Vasi objednavku, bohuzel zasoba
Vami pozadovaného materialu byla vycerpana.
Dékujeme za Vasi objednavku, bohuzel dodavka je
mozna poUze pri platbé proti dokumentiim.

S litosti Vam oznamujeme, Ze Vasi objednavku musime
odmitnout, jelikoZz nase kapacita objednavek je
naplnéna.

Dékujeme za Vasi objednavku, ale Vami pozadovanou
slevu nemiizeme nabidnout Zadnému z nasich
zakaznikil.

Vami pozadovana lhiita dodani nemiize byt dodrzena.

Jelikoz jsme mala spolecnost, nemiiZeme zajistit
dodani tak velkého mnozstvi zbozi, jak pozadujete.

Doufame, ze zasilka Vam dojde v naprostém poradku.

Doufame, zZe budete s vyrizenim této objednavky
spokojeni a brzy ndm zaddte dalsi objednavku.
V pripadé jakychkoliv obtizi se na nds okamzité
obratte.

zdroj: doc. dr. Josef PYTELKA. Angli¢tina pro ekonomické obory (odborné texty a korespondence). Statni pedagogické nakladatelstvi, 1996.
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