Business English

Vazeni studentil
Prosim netrapte se ‘biflovdnim” nize uvedenych texti. Tyto budou v plném rozsahu
vysvétleny, zpracovany a konverzacné procvicovany v rdamci tydenniho intenzivniho
kurzu. Pokud najdete chut’ a éas, uvarte si kavicku, jakymkoli prijatelnym zplisobem

se uvolnéte a texty si opakované procitejte.
Prejeme prijemnou zdbavu a téSime se na Vas v pondéli na kurzu!

The General Meeting

Highway Cars is a company specializing

In the production of up-market sports cars.
The company has 15 sales outlets all over
the United States.

On 10 March, a regular General Meeting

is held on the premises of the company

in London.

Has everyone got a copy of the agenda

and the enclosed papers?

Thank you for your efforts in developing
and launching the new model.

Could 1 ask you to give us a brief outline
on how the preparations are going?

They have confirmed their attendance.

Has anybody got comments on this?

You know about the time pressure we had.
Nevertheless, that’s a good point.

We could do the best in the remaining weeks.

We have been forced to give notice to Mr E.
There were problems regarding his attitude to
customers, his unreliability etc.

You know about the serious mistakes

in consignment quantities, misfiles bills of
exchange, letters of credit and so on.

We signed about 20 contracts and they became
effective in February.

We are in process of providing them with all
the necessary materials.

We had to back out of a few contracts.

The substitute contracts are due to be signed
next week.

Let’s vote on the changes of the Memorandum
and Articles of Association.

Who is in favour of the proposed changes?

Valna hromada

Highways Cars je spole¢nost specializujici
se na vyrobu luxusnich sportovnich aut.
Spole¢nost ma 15 prodejen po celych
Spojenych statech.

10. biezna se kona f4dnd valna hromada

v kancelafrich spolecnosti v Londyné.

Ma kazdy kopii dokladu a ptilozené
podklady?

Dé&kuji za vase usili pfi vyvoji nového
modelu a jeho uvedeni na trh.

Mohl bych t& poprosit, abys ndm ve
stru¢nosti popsal, jak probihaji ptipravy?
Potvrdili svou ucast.

Ma k tomu né€kdo pfipominky?

V1§, v jaké Casové tisni jsme byli.
Nicméng, je to dobra pfipominka.

Mohli bychom udélat, co je v naSich silach
ve zbyvajicich tydnech.

Byli jsme nuceni dat vypovéd panu E.
Byli zde problémy tykajici se jeho postoje
k zakazniklim, jeho nespolehlivosti atd.
Vite o zavaznych chybach tykajicich se
mnozstvi v zasilkach, Spatn€ zalozenych
Smeének, akreditivu a tak dal.

Podepsali jsme asi 20 smluv a ty vstoupily
v platnost v Ginoru.

Jsme ve fazi poskytovani vesSkerych
potiebnych materiald.

Museli jsme jiz vypoveédét nékolik smluv.
Néhradni smlouvy maji byt podepsany
ptisti tyden.

Hlasujme o zménéch ve spolecenské
smlouvé a stanovach.

Kdo je pro navrhované zmény?




The changes have been approved by a majority
of 82% of all votes from the attending
shareholders.

At the Bank

He has to deposit money in the company’s
account.

He must do some personal banking and also
some errands downtown.

| have a payment order.

The due date is missing.

When do you want to transfer the money?
Fill in the date, please.

Here is a form for changes in standing
order.

Could I ask about the conditions for opening
a savings account?

If you keep a certain balance, our bank won't
charge any maintenance fees.

Withdrawals through an ATM are free of charge.
What about the interest rate?

I'm sorry, your account is overdrawn.

Could you give me my bank statement?

The following difficulties may arise.

She is not authorized to withdraw money from
his bank account.

The blue suit was a real rip-off.

The handbag was a real bargain.

| paid through the nose for the shoes.

This red underwear was a steal, too.

I can see, we're in the money.

Sales Figures

I"d like to keep this meeting to one hour.

Our turnover rose by 8% in the first half of year.
Pre-tax profits went up by 5%.

The efficiency dropped.

Sales rose only slightly.

They even leveled off in March

and remained stagnant in April.

Sales peaked in the middle of May.

We expect sales to increase steadily.

Have a look at the pie chart.

In comparison with the beginning of this year,
this is an increase of 2%.

Zmény byly schvaleny vétSinou
82% vsech hlast zucastnénych
akcionafa.

V bance

Musi vlozit penize na tcet spolecnosti.

Musi vyfidit osobni bankovni zalezitosti
a udélat n¢jaké pochiizky ve meste.
Mam piikaz k tthrad¢.

Chybi datum splatnosti.

Kdy chcete prevést penize?

Vyplitte datum, prosim.

Zde je formuléf pro zmény v trvalém
piikazu. k uhradé.

Mohu se zeptat na podminky zalozeni
sporiciho uctu?

Pokud budete udrzovat urcity zuastatek,
naSe banka vam nebude Gc¢tovat zadné
poplatky za vedeni uctu.

Vybéry z bankomatu jsou zdarma.

A co trokova mira?

Lituji, ale vas ucet je piecerpan.

Mohla byste mi dat vypis z ctu?
Mohou nastat nasledujici potize.

Neni opravnéna vybirat penize

z jeho bankovniho uctu.

Ten modry kostym, to byla opravdu zlodégjina.
Ta kabelka, to byla vyhodna koupé.

Za boty jsem zaplatila nektestansky.
Toto Cervené spodni pradlo bylo také iZzasné levné.
Vidim, Ze mame spoustu pen¢z.

Prodejni hodnoty

Réd bych, aby tato porada netrvala déle nez hodinu.
Nas obrat se v prvni poloving roku zvysil o 8%.
Zisk pted zdanénim se zvysil o 5%.

Efektivita klesla.

Trzby vzrostly jenom mirné.

Dokonce v bfeznu stagnovaly

a v dubnu zustaly na stejné trovni.

Trzby dosahly nejvyssich hodnot v poloving kvétna.
Ocekéavame, Ze trzby postupné porostou.

Podivejte se na kolacovy graf.

Ve srovnani se za¢atkem roku je to nartst

0 2%.



We have even outrun our major competitor.

Sales suffered a sharp fall.

| see what you are getting at.

The small profit increase is caused by rise

of labour costs.

Labour cost make up 30% of our total production
costs.

The profits could fall dramatically in the long run.
We have already taken steps against this trend.

Launching the
THUNDERBOLT 363

Don't hesitate to interrupt if you have

any questions.

With regard to the marketing concept...

I'd like to point out that we must perceive

the new model as a opportunity for excitement.
Today’s highly competitive market is completely
saturated.

Have we skipped radio spots totally?

We carried out comprehensive research.

We came to the conclusion that we’ll split

the budget between television and print.

I'm afraid I can’t go along with you on this point.
Our decision is based on the results of the survey.
All of you saw the drafts of our commercials.

Booking the Restaurant

We’ve just had a cancellation.
1"d like to order a three-course menu.
I'll ask around.

Jealous

Don't get excited.

Don’t whisper.

| must have had my mind on something else.
Don’t mumble.

Don't stutter.

Take care of yourself.

I"ve just had a great workout.

| exercise like a fiend.

I don't feel like it.

Dokonce jsme piedbehli naseho hlavniho konkurenta.
Trzby zaznamenaly vyrazny pokles.

Chapu, kam mifite.

Pomaly rist zisku je zapfi¢inén nartistem

mzdovych nakladu.

Mzdové naklady tvoti 30% celkovych vyrobnich
nakladi.

Zisk by mohl v dlouhodobé perspektivé dramaticky klesat.
Jiz jsme udélali kroky proti tomuto trendu.

Uvedeni na trh modelu
THUNDERBOLT 363

Nevahejte me prerusit, budete-li mit
jakékoliv otazky.

S ohledem na marketinkovou koncepci...

Réd bych zdiraznil, ze musime vnimat novy
model jako ptilezitost zaZit vzruSeni.

Dnesni siln€ konkurencni trh je zcela nasycen.

Vynechali jsme Gplné rozhlasové spoty?

Provedli jsme rozsahly pruzkum.

Dosli jsme k zavéru, ze rozdélime rozpocet

mezi televizi a tisk.

V tomto s vami bohuzel nemohu souhlasit.

Nase rozhodnuti je zaloZzeno na vysledcich studie.
Vsichni jste vidéli navrhy nasSich spott.

Rezervace restaurace

Prave jsme obdrzeli zruSeni rezervace.
Réda bych objednala menu o tfech chodech.
Poptam se.

Zarliva

Neroz¢ilyj se.

Nesepte;.

Musel jsem myslet na néco jiného.
Nemumlej.

Nekoktej.

Mgj se.

Perfektné jsem si zacvicil.

Cvi¢im jako blazen.

Nechce se mi.



| am mad at him.
I didn’t dump him.
You don’t want to cheat on Carol, do you?

Asking for Help

There are two things that have come up.
Would you mind looking through this report
and making a one-page summary for me?

I don't feel it’s up to me.

Is that it, then?

| owe you one.

The Cold Call

She is responsible for making cold calls to
target companies.

We specialize in production of various
promotional items.

Keep it short.

Our range includes various products.

We can tailor everything to your needs.
We have quality products at reasonable prices.
I'm really running short of time.

You might like to see our products.

I've got relatively full schedule next week.
I'll send you an e-mail to confirm

our arrangements.

Asking for a Quotation

We need more information before we can
make a decision.
We would like to know the exact unit price.

The mouse pads come in a wide range of shapes.

The size shouldn’t exceed 30 by 28.

This sounds like what we had in mind.

If you could bear with me for a minute..

It works out to 1.25 pounds each.

You’'d have to order at least 5000 to bring the
unit cost down significantly.

Ordering

Could I have extension 215, please?

Could you hold?

Just a minute please, I'll check.

Shall we send them by airfreight?

We would prefer if you could send us a sample

Jsem na n¢j nastvana.
Nedala jsem mu kosem.
Nechces podvadét Carol, ze?

Zadost o pomoc

Objevily se dvé véci.

Nevadilo by ti projit tuto zpravu

a udélat mi jednostrankovy souhrn?
Nemyslim si, Ze bych to méla udélat ja.
Je to tedy vSechno?

Mas to u mé.

Prodejni telefonaty

Je zodpovedna za prvni telefonické kontaktovani
cilovych firem.

Specializujeme se na vyrobu reklamnich
predméta.

At je to strucné.

Nase fada zahrnuje rtizné vyrobky.

Vse vam mizeme “usit” na miru.

Mame kvalitni vyrobky za rozumné ceny.
Opravdu uz nemam cas.

MozZna byste chtél vidét naSe vyrobky.
Ptisti tyden médm pomérné nabity program.
PoSlu vdm e-mail pro potvrzeni

naSeho ujednani.

Zadost o cenovou nabidku

Potfebujeme vic informaci nez se rozhodneme.

Rédi bychom znali pfesnou cenu za jednotku.
Podlozky na mys jsou v Siroké fadé¢ tvard.
Velikost by neméla piesahnout 30 x 28 cm.
To je to co jsme méli na mysli.

Pokud minutku vydrzite...

Vychéazi to na 1.25 libry za kus.

Museli byste objednat minimalné 5000 ks,
aby cena za jednotku vyraznéji klesla.

Objednavani

Prosil bych linku 215
Vydrzite chvilku?
Moment, zkontroluji to.
Mame je poslat letecky?
Preferovali bychom, kdybyste nam poslali vzorek,



before we make the payment.

I'll send it to you by registered post.

What form of payment do you require?

Just to make things clear.

The transport could be arranged by ground
transportation, through our carrier.

I've made a note of that.

We will consider placing further orders.

I'm sure you could make a small concession.
| think we could order on those terms.

Booking the Hotel

I'd like to make a reservation.

I'd like quiet rooms not facing the street.
This is a room with windows facing

the courtyard.

Our hotel has a central location.

The hotel is within walking distance.

As far as the convention centre is concerned...

We have one conference room with
a capacity of up to 100 people.

It has four booths for simultaneous

interpretation.

Could you send me a confirmation?
What is your cancellation policy?

Ordering the Stand

May I be of any help to you?

According to the catalogue, the rates

per square meter range from 90 to 180 dollars
depending on section and location.

The price is excluding tax.

The minimum registration fee is 150 dolars.
The price includes a full range of advertising
services and you've got free exposure

in the catalogue of exhibitors.

What is the admission fee for visitors?

What payment process do you have?

Half of the fee has to be transmitted or
deposited into our account.

The assignment of the stand occurs after

the deposit payment.

We will issue a confirmation.

We will provide you with a pro-forma ivoice.
A standard tax receipt will be made out.

pfedtim nez zaplatime.

Poslu vam to doporuceng.

Jaky druh platby pozadujete?

Jenom pro upiesnéni.

Doprava by mohla byt zajisténa pozemni
dopravou, nasim dopravcem.
Poznamenala jsem si to.

Budeme uvazovat o dalSich objednavkach.
Jsem si jisty, Ze byste mohla udélat maly ustupek.
Myslim, Ze bychom za téchto podminek mohli
objednat.

Objednavani hotelu

Réda bych provedla rezervaci.
Chtéla bych tiché pokoje, ne s okny do ulice.
Toto je pokoj s okny sméfujicimi do dvora.

N4s hotel je v centru mésta.

Hotel je v bezprostiedni blizkosti.
Pokud jde o aredl vystaviste. ..
Mame jednu konferen¢ni mistnost
s kapacitou az 100 lidi.

Ma ¢tyti kabiny pro simultanni
tlumoceni.

MiiZete mi poslat potvrzeni?

Jakeé jsou vase storno podminky?

Objednavani stanku

Mohu Vam byt néjak ndpomocna?

Podle katalogu se 1i8i sazby za metr
¢tverecny od 90 do 180 dolarti

Vv zavislosti na sekci a umisténi.

Cena je bez dan¢.

Minimalni Gc¢astnicky poplatek je 150 dolart.
Cena zahrnuje kompletni skalu reklamnich sluzeb
a mate zdarma prezentaci v katalogu
vystavovatelil.

Jaké je vstupné pro navstévniky?

Jak probiha placeni?

Polovina poplatku musi byt prevedena

nebo vloZena na nas ucet.

Ptid€leni stanku prob&hne po zaplaceni
zalohy.

Vystavime potvrzeni.

Poskytneme Vam pro-forma fakturu.

Bude vyhotoven standardni danovy doklad.



The rental sum already paid will remain with
us as a contractual penalty.

Interest charges will be invoiced to the exhibitor.

We’ll send you the payment order.
You should send the bank statement containing
the transmitted amount.

Jiz zaplacend suma za ndjem ziistane ndm jako
smluvni pokuta.

Vystavovateli budou fakturovany troky.
Posleme vam piikaz k uhrade¢.

M¢I1 byste poslat bankovni vypis obsahujici
prevedenou castku.

We are not responsible for any losses or damages. Nejsme zodpovédni za zadné ztraty ¢i Skody.

Enclose a copy of your trade license.

Going to the Fair

The check-in deadline is in about 30 minutes.
The free baggage allowance is 30 kilos.

I have to fill in and hand over the customs
declaration.

Your seat assignment could be cancelled.

| should keep in mind the local time

and put my watch back.

Avre there any storm forecast for today?

Arriving — Welcoming

You'll see signs with carousel numbers.
There’s a large shuttle area on the right.
This might be Ms Sheldon.

Did you have a good flight?

I'll drop you off at the hotel.

I'd be very happy to show you downtown
Miami during your stay here.

Hiring a Car

I've made an online reservation for a car rental.
Pick-up location Miami, drop-off location
Key-West, pick-up date May 5, drop-off date
May 15.

Do you have insurance against damages to

a rental car?

I'm covered by my regular insurance.

The weekly rate is 350 dollars.

There’s unlimited mileage.

At the Stand

I'm particularly interested in your new model.
We are a mid-size US trading firm dealing in
the engeneering industries.

We have our headquarters in Austin, more than

Ptilozte kopii zivnostenského listu.

(Off to the Airport)

Lhita pro odbaveni je asi za pil hodiny.
Hmotnostni limit zavazadel je 30 kg.
Musim vyplnit a odevzdat celni prohlaSeni.

Rezervace tvého mista by mohla byt zruSena.
M¢I1 bych si pamatovat mistni ¢as

a nastavit si hodinky dozadu.

Jsou na dnesek néjaké predpovédi bourek?

Prijezdy — uvitani

Uvidite cedule s ¢isly zavazadlovych pasu.
Vpravo je velka plocha pro letiStni autobusy.
To by mohla byt pani Sheldonova.

M¢I jste dobry let?

Vysadim vas u hotelu.

Réda bych vam ukézala centrum Miami,
béhem vaseho pobytu zde.

Pronajem auta

Rezervoval jsem si po internetu auto.
Misto vyzvednuti Miami, misto odevzdani
Key-West, datum vyzvedunti 5. 5., datum
odevzdani 15. 5.

Mate pojisténi Skod na pronajatém

auteé?

Mam kryti ze svého bézného pojisténi.
Tydenni sazba je 350 dolart.

Mate neomezeny pocet kilometrt.

Na stanku

Zajima mé& predevs§im vas novy model.
Jsme stiedné velka americka firma zabyvajici se
strojirenskym primyslem.

Mame sidlo v Austinu, vice nez



20 outlets all over the States and 2 branch offices 20 prodejen po celych statech a dvé pobocky

in Europe.
Do you offer any bulk discounts?

We will quote the price according to the size of

the order.
We have an introdudctory offer for this model.

If you place an order, we will give you a quotation

with exact numbers.

Ten new retailers and two big wholesalers have

placed orders.
It’s roomier than many cars in this class.
Are there any modifications to the engine?

The performance numbers are significantly better.

You can see a lot of new improvements.
The noise levels have been reduced.

Problems with the Supplier

It’s about the copy machines we bought from you.

The machines aren’t working properly.

Has you staff been given instructions on how to

operate the machines?

That’s the other point I'm calling about.
According to the contract, there should have
been training right after installation.

We've alwya been satisfied with your
after-sales service.

There may have been some misunderstanding
about our last order.

We've just started to unload the truck.

There has been some slip-up in our transport
department.

The fans from the same consignment are
partly damaged.

Would you prefer a credit note or a replacement?

We've got plenty in stock.
We’ll reimburse you for the transport costs.

Second Reminder

The company has got into a difficult
situation of insolvency.

They have a number of outstanding accounts.
They have to pay large amount of overheads.
They already have a considerable overdraft.
The invoice was due 20 days ago.

Our money is very tight at the moment.
Could we ask for an extension of credit?

We have more requests for deferred payment.

v Evropé.

Nabizite mnozstevni slevy?
Vykalkulujeme cenu podle velikosti
objednavky.

Maéme zavadéci nabidku pro tento model.
Pokud provedete objednavku, dame vam
cenovou nabidku s pfesnymi Cisly.

Deset novych maloobchodnikti a dva velci
velkoobchodnici ho jiz objednali.

Je prostornéj$i nez mnoha auta v této tride.
Jsou n¢jaké zmény na motoru?
Vykonnostni hodnoty jsou podstatné lepsi.
Muzete vidét mnoho dalSich vylepSeni.
Hladina hluku byla sniZena.

Problémy s dodavatelem

Jde o kopirky, které jsme od véas koupili.
Stroje nefunguji spravné.

Dostali vasi zamé&stnanci Skoleni,

jak zachazet se stroji?

To je druhd véc, kvili které volam.
Podle smlouvy mélo probéhnou Skoleni
hned po instalaci.

Vzdy jsme byli spokojeni s va§im
po-prodejnim servisem.

Asi doslo k nedorozuméni

ohledn¢ nasi posledni objednavky.
Pravé jsme zacali vykladat kamion.
Stala se chyba v nasem dopravnim
oddéleni.

Ventilatory z téze dodavky jsou
¢astecné poskozeny.

Davéte pfednost dobropisu nebo néhr. dodavce?

Mame jich hodné na skladé.
Uhradime vam néklady na dopravu.

Druha upominka

Firma se dostala do sloZité

platebni neschopnosti.

Maji mnoho nezaplacenych ucta.

Maji platit velké mnozstvi rezijnich nakladi.
Maji vyrazné precerpani.

Faktura byla splatna pted 20 dny.

S penézi jsme na tom ted’ Spatné.

Mohli bychom pozadat o prodlouzeni tivéru?
Mame vice zadosti o odloZeni platby.



We don’t want to jeoperdize our solvency.
We can solve this problem to our mutual
satisfaction.

Chasing a Payment

She has to deal with customers who don’t
pay their invoices on time.
They turned out to be real non-payers.

She passed the case on to the Legal Department.

They have to také legal steps against
the non-payers.

Let me check on this.

You've overcharged us by 237 pounds.
Will you issue us a credit note?

We'll postpone the due date.

Wrong Interpretation

She has a vivid imagination.

He’s staring at me.

He took a glance at you.

He sweats and his hands tremble.
She winked at me three times.

She bites her nails.

She yawns all the time.

She frowns at everybody.

| get the creeps every time | see her.

Nechceme ohrozit nasi solventnost.
Doufam, Ze tento problém vyfeSime
k oboustranné spokojenosti.

Shanéni platby

Musi jednat se zédkazniky, ktefi
neplati své faktury vcas.

Ukézalo se, Ze jsou skutecni neplatici.
Ptedala ptipad pravnimu odd¢leni.
Musi ucinit vici neplaticim

pravni kroky.

Zkontroluji to.

Nauctovali jste nam o 237 liber vice.
Vystavite ndm dobropis?

Posuneme datum splatnosti.

Spatna interpretace

Ma bujnou fantazii.

Zira ne mg¢.

Podival se na tebe.

Poti se a tfesou se mu ruce.

Ttikrat na mé mrkla.

Kouse si nehty.

Porad ziva.

Na kazdého se mraci.

B&ha mi mraz pokazdé, kdyz ji vidim.

Tyto texty jsou vybérem ze studijnich textl a nahrdvek, které studenti obdrzi béhem
tydenniho intenzivniho kurzu. V pripadé jakychkoli dotazd Vdm budeme rddi ndpomocni.




