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INVESTICE DO ROZWVOJE WZDELAVANI

Replies to complaints — Wordstock

| Vocabulary:

apology omluva

apologize for omluvit se za
appreciate ocenit, vazit si

be prepared/ready byt pripraven

be sorry for litovat

be willing byt ochotny

to cause zapricinit, zpiisobit
claim stiznost, pozadavek
a complaint reklamace, stiznost
to complain reklamovat, stézovat si
compensate uhradit

deal with Jjednat s, zabyvat se
due to kvali

give an explanation

poskytnout vysvétleni

grant a discount
handle st. carelessly
in full

in this case

in transit

interfere with
investigate matter
meet one’s claim
packing department
regret

poskytnout slevu
nedbale s n. zachdzet
plné

v tomto pripadé
béhem dopravy
narusit, zasahnout
vySetrit zaleZitost
vyhovet stiznosti
expedicni oddéleni
litovat

[1 Opening phrases:
1) Thank you for your letter of informing us that...

2) We would like to thank you for letting us know that...

3) We are replying to your letter of __ in which you
told us that ...

4) We thank you for your letter and are sorry for the
trouble caused you.

I11 Asking for time to investigate the complaint

5) At present we cannot give you an explanation but we
are dealing with the problem and will contact you
shortly.

6) We are trying to find out the cause of the trouble, as
soon as we solve the problem, we will let you know.

IV Explanation of the cause of the complaint:
7) We have investigated the matter and found that a
mistake was made in our packing department.
8) In our opinion the cases have been handled carelessly
in transit.
9) The delay was caused by a fire in the manufacturing
works.
10) The mistake was due to a fault in one of our
machines, which has now been corrected.
11) There has been some problem in our addressing
system, but this has been sorted out.

settle the matter urovnat zalezitost

solve the trouble vyresit problém

sort out vyresit

trouble potizZ, neprijemnost
Dékujeme Vam za Vas dopis z ___, ve kterém nam

oznamujete, ze...

Dékujeme Vam, Ze jste nam oznamili, Ze ...
Odpovidame na Vas dopis z ___, ve kterém jste nam
sdelili, ze ...

Dékujeme za Vas dopis a omlouvame se za zpiisobené
potize.

V tuto chvili Vam nemiiZeme poskytnout vysvétleni. Vasim
problémem se zabyvame a v dohledné dobé Vas budeme
kontaktovat.

Zjistujeme priciny vzniklého problému. Jakmile problém
vyresime, oznamime Vam vysledek.

Prosetrili jsme celou zalezZitost a zjistili jsme, ze k chybé
doslo v nasem expedicnim oddéleni.

Podle naseho minéni se pri dopravé s bednami nedbale

zachazelo.

Zpozdeéni bylo zpiisobeno pozZarem ve vyrobnim zavode.

Chyba byla zpiisobena zavadou na jednom z nasich
strojut, ktera byla nyni odstranéna.

Doslo k potizim v nasem systému adresovani, ktery jsme
vyresili.

zdroj: doc. dr. Josef PYTELKA. Anglic¢tina pro ekonomické obory (odborné texty a korespondence). Statni

pedagogické nakladatelstvi, 1996.
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V Suggesting settlement:

12) We are willing to compensate you in full.

13) We are ready/prepared to replace the damaged
goods.

14) We have arranged for the right goods to be
dispatched to you.

15) We appreciate your offer to keep the goods and are
ready to grant you a discount of 5 per cent.

VI Rejecting a complaint

16) We regret very much that we cannot meet your
claim.

17) We have closely compared the articles you returned
with our samples and can see no difference between
them.

18) In this case we are not willing to substitute the
articles.

19) The trouble has not been caused by us but by the
transport company.

VI1I Apology and closing phrases:
20) We hope that the delayed shipment has reached you
by now.

21) We apologize for this trouble and hope it will not
interfere with our good relations.

22) We apologize for the inconvenience.

23) Please accept our apologies for the inconvenience.

24) We thank you for your cooperation and hope that
the matter is now settled to your full satisfaction.

Jsme ochotni ztrdtu Vam plné uhradit.
Jsme pripraveni Vam nahradit poskozené zboZzi.

Zaridili jsme, aby Vam bylo odeslano sprdavné zbozi.

Radi prijimdame Vasi nabidku ponechat si zbozi a jsme
ochotni poskytnout Vam pétiprocentni slevu.

Vasi stiznosti nemiizeme bohuzel vyhovet.

Porovnali jsme zbozi, které jste nam vratili, s nasimi
vzorky a neshledali jsme mezi nimi zadny rozdil.

V tomto pripade neni mozné zbozi nahradit.

Potize nebyly zpiisobeny nami, ale prepravni spolecnosti.

Doufame, Ze zpozdeénou zasilku jste uz obdrzeli.

Omlouvame se z7a tuto potiz a doufame, ze nenarusi nase
dobré vztahy.

Omlouvame se za vzniklé neprijemnosti.

Prijméte omluvu za vzniklé neprijemnosti.

Dékujeme Vam za Vasi spolupraci a doufame, Ze
zalezitost je nyni urovndna k Vasi plné spokojenosti.

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

pedagogické nakladatelstvi, 1996.
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