POHLEDNICE (PosTCARD)

UZITEENE VYRAZY
ZACATEK TEXTU POHLEDNICE

- Dear Susan,
- Hi Peter,

KDE SE NACHAZITE

“I'm in Rome

- I'm spending my holiday at the seaside
- I've just arrived at the airport

-I'm going to stay here for two weeks

CO ZROVNA DELATE

- Every day there are many things to do
- I'm (very) busy every day
There are morning/evening activities
- We climb mountains/visit places of interest

JAKE JE POCASI

- The weather is pretty good/fine/awful/horrible
It’s raining/snowing
“It’s sunny/cold most of the time

JAK SE CITITE

[ enjoy it/I'm having a great time

I'm glad/happy/disappointed because...

It's my best/worst holiday/stay abroad ever
I'm enjoying/hating every minute of it

DOTAZY URCENE ADRESATOVI

*How about your holidays?
-l hope you're fine

I hope you're having a great time
«How’s your summer/holiday?

ZAKONCENI TEXTU POHLEDNICE

- All the best

- Best wishes

- See you soon
-Love

« XXX (Kisses)

ZKUSEBNI ULOHA

Uéastnite se letniho kurzu angli¢tiny na $kole

v Dublinu. Napiste pohlednici svému priteli do

Australie a v textu:

« vysvétlete, kde pravé jste,

- popiste dvé typické cinnosti, kterym se kazdy den
vénujete,

» napiste, co se vam na kurzu nejvic libi.

JEreeE = Hi Peter, MUOZEeTE POUZIT
: I ZKRACENE VYRAZY.
v i_
I'm here in Dublin on a summer language course. E_
!
I'm very busy every day. We have four language |
PRO PSAN[ POHLEDNIC : . . i
VOLIME NEFORMALN{ STYL. : classes every day. There are also evening activities; L
NA ZACATKU I NA KONCI ¢ . ) = :
TEXTU POUZIJTE HOVOROVE : for example, Irish dancmg. The weather's «aecreoemesecrccrenitee
JAZYKOVE PROSTREDKY.

Cettureveeararesecarennssrasiranns rather horrible. Just rain most of the time. L e T TT T aiws

NEKTERA SLOVA (NAPR.

I'm enjoying the course because there are so many SLOVESA) MUZETE VYNECHAT.

PAMATUJTE SI, ZE POHLEDNICE

people from all over the world! BY MELA BYT STRUENA.

How about your holiday? | hope you're having

a great time, too.

SN » Love,
Karel
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LETAK/UPOUTAVKA (ANNOUNCEMENT)

| UZITECNE VYRAZY

7 ACATEK TEXTU UPOUTAVKY

- Attention!

- Announcement!

- We're happy/pleased to announce a competition to find
an expert on the Czech Republic.

POPIS UDALOSTI/AKCE

We're happy/pleased to announce...
a competition/contest/tournament
- @ meeting to elect our representative to the School Council
-a party to celebrate the end of the school year
. an exhibition to show the best paintings by our school
artist
PopmiNKY UCASTI

- If you are interested in..

- You must be eighteen years old/have some experience of..
- To take part, you need to know something about...

- To sign up, contact...

VYZVANI K GCASTI

. Come on, don't be afraid/it’s not difficult/it’s easy!

- Why don't you come and meet interesting people/see
great things

- Come and tell us what you think

NEZAPOMERNTE DO SVE :
PRACE ZAHRNOUT VSECHNY
POZADOVANE INFORMACE ‘
OBSAZENE V' ZADANI.

.
asssssavessvassassessrsos ooy fesvasere

.

.

.

.

| 2nd floor, on Monday, 12a.m.-1p.m.

you need to know something
about Czech history and geography.
Come on, it’s not so difficult!

: The prizes include
P free passes to major tourist attractions
' in Prague and albums about the Czech Repubilic.

If you're interested, contact

INFORMACE O ODMENACH A JINYCH POBIDKACH
PRO UEASTNIKY

- The prizes include... free passes to the National Museu

- The winner will receive... (a medal/trophy/cup)

- Special attractions include... (a free cruise on the river/
a one-day ticket to the National Museum

VYSVETLEN, JAK PODAT PRIHLASKU

- To sign up, contact John :

- If you are interested in joining us, call John on 23443223

- If you would like to take part in this tournament, contact
Peter, in 3A

ZKUSEBNI ULOHA

V rdmci programu mezinarodni studentské vymény
navétivi vasi tidu skupina anglickych studentd.
Pripravujete pro né védomostni test o Ceské republice.
Napiéte upoutavkuy, ve které:

. popidete, o jakou akci se jedna,

. uvedete, co je k (i¢asti na akci tieba,

« poskytnete informace o cenach pro soutézici,

. vysvétlite, jak se Ize do soutéze ptihlasit.

We're pleased to announce ‘

A a competition

to find an expert on the Czech Republic.

To take part,

Jiri in Room 12,
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POZVANKA (INVITATION)

UZITECNE VYRAZY
ZACATEK TEXTU POZVANKY

- Invitation

-I'm organising...

- 1d like to invite you to...
- We are holding...

O JAKOU AKC!I/PRILEZITOST SE JEDNA

- a birthday party/picnic by the river/exhibition of my
photographs

-a party to celebrate/mark... (my birthday/the beginning of
holidays)

DoPLNUjiCi INFORMACE O OSLAVE/VECIRKU

- If you want, you can bring a friend
- You are welcome to...
- Come with a friend
Take your favourite music with you
- Come on time because...

MisTO KONAN{

- The party will take place in/at...
- To get there, take the bus and get off at the third stop
- When you get there, find apartment no. 6

ZAKONCENI POZVANKY

- See you!
-1 hope to see you!
* Please let me know if you can’t come

ZKUSEBNI ULOHA

Béhem pobytu v San Franciscu slavite narozeniny.

Chystate se usporadat oslavu pro skupinu svych

americkych pratel. Napiste pozvankuy, ve které:

+ oznamite datum a ¢as konani oslavy,

» sdélite pratelim, Ze si s sebou mohou privést jesté
jednu dal3i osobu,

« vysvétlite, jak se dostanou na misto, kde bude
vedirek probihat. '

I N VI

Please come to a party
to celebrate my 18" birthday.

....’;

NEZAPOMENTE DO SVE +
-.»

PRACE ZAHRNOUT VSECHNY ;-

POZADOVANE INFORMACE

OBSAZENE V ZADANI. e
N |

The party will take place in the Golden Rose
pub, at the corner of Edelberry Avenue and
Rose Road.

B | To get there, take bus 112
from the High Street
and get off at the fifth stop.

The party will start at 8 p.m.
on Saturday, 23™ August.

You are welcome to bring a friend.

TATION

See you!
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ZPRAVA/VZKAZ (NoOTE)

ZACATEK VZKAZU
Hi Matt/Susan
PrOC VZKAZ PISETE

- I've just receivedy/got... (news/information/a call) that..
- Your mother/boss has just called to say that...

- I'm not sure if you remember about...

- Id like to remind you that...

ZDORAZNENT NALEHAVOSTI

- My mobile has stopped working

- They're waiting for your call, so...

- I have to leave right now/call them back as soon as
possible/leave a message at once

PoOPIS ZMEN, KTERE SI VYZADALA NOVA SITUACE

-I'm afraid I'll have to...

- As a result, | need to go back to town/instead of staying

here for longer

- | have to leave now, so therell be no time to say goodbye

ZpUsO0B, JAK SE POZDE]I SETKAT

Let’s meet...
- Let'’s talk about...
“I'll call you later today at 6
“1 hope to see you at/in...

VZKAZ JE DOBRE ZACIT
VHODNYM, ZPRAVIDLA
NEFORMALNIM
ZPUSOBEM.

PiSETE-LI PRITEL, T
OBVYKLE POUZIVATE
NEFORMALNI

VYRAZOVE

PROSTREDKY,

ZKRACENE TVARY

A NEKTERA SLOVA

(NAPR. SLOVESA)

MUZETE VYNECHAT. .
............................. I

Let’s meet at the Tourist Internet Café at |0 and discuss other

options.

e Sorry about that!

lvana
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- Sorry!/Sorry about... (that/this problem)
- See you!/See you... (back home/at 6 then)
- Thank you/Thanks/Cheers

Vasi angli¢ti pfatelé, se kterymi travite prazdniny
na horach, odesli nakupovat. Mezitim dostanete
dtilezitou zpravu, abyste okamzité odjeli kvili
naléhavé zaleZitosti, a musite zménit své dosavadni
plany. Napiste svym piatelim vzkaz, ve kterém jim
vysvétlite:

« jakou zpravu jste pravé dostali,

« pro¢ musite tak nahle odjet,

- jakym zptisobem musite zménit svoje plany,

« kde se s nimi pozdéji setkate.

NEZAPOMENTE DO SVE PRACE ZAHRNOUT
VEECHNY POZADOVANE INFORMACE OBSAZENE
V ZADANI.

Derek and Harry,

.4 I've just got news from home that my brother has had

an accident. My mobile stopped working in the middle of my

conversation with Mum, so | have to go out right now and find a place |
\
where | can talk to her for longer. | may be out for some time, so i

I’m afraid we have to drop the idea of going on the trip today.



DELSI TEXT -

1 DRUH TEXTU

V &asti B budete mit za Gkol napsat delsi prakticky
slohovy (tvar, jakym je neformalni dopis (napt. priteli)
nebo dopis formalni (napiiklad dotaz nebo zadost

o zaméstnani) tak, aby byl v souladu s béznymi
pravidly vystavby takového druhu textu. Dale je také
tieba, abyste pouzivali slovni zasobu, ktera je v daném
kontextu pfirozena. Vzdy si pozorné prectéte zadani
a pokyny, protoze v nich najdete vsechny nezbytné
informace, o jaky druh slohového Gtvaru se jedna.

CL 1 A POKYNY

Pokyny ke kazdému (kolu obsahuji informace

o tom, o jaky typ textu se jedna, a také uvadeéji dalsi
souvislosti a myslenky, které mate do své prace
zahrnout (obvykle se jedna o tfi doplfujici daje).
Prectéte si nasledujici priklad:

Ukol B

Chcete si najit praci jako au-pair v Britanii. Na
internetu jste objevili nasledujici inzerat agentury
Au-Pair World a rozhodli jste se uchazet se o misto
jejim prostrednictvim.

AU-PAIR WANTED!
Dear Au-Pair,
We are a fun family Tiving near Southampton
on the south coast of England. Parents Jon
and Sarah are both air traffic controllers
who work shifts. We both 1ike sports and have
a house in France we visit regularly. Thomas,
who is eight, is very artistic and loves
learning. Sam, on the other hand, is very
active and Toves to play! Both are well behaved
(honestly!!l) and are very close to each other.
We require our au-pair to take the children
to scheol on two days a week. Otherwise her
duties will include some 1ight housework and
babysitting. She will have a bedroom with her
own bathroom and plenty of time off!!
If interested, please contact:
info@aupairworld.com

Napiste do agentury e-mail v rozsahu 120-150 slov,

ve kterém:

« sdélite, kde jste inzerat nasli, a vyjadrite sviij
zajem o misto,

= uvedete dvé vlastnosti, které z vas podle vaseho
nazoru délaji vhodného uchazeée, a zminite se
o svych predchozich zkugenoste¢h,

* pozadejte o dalsi informace a vysvétlete, proc je
potirebujete,

* nabidnéte moznost ustniho pohovoru, bude-li si
to agentura prat.

Sviij e-mail za¢néte oslovenim: Dear Sir or Madam,

Nezapomerite si pozorné pfeéist celé zadani. Pokud
napriklad zapomenete zahrnout nékterou z jeho
soucasti do své prace, ztratite pfi hodnoceni body.

DELKA A FORMA SLOH# HO U1 U

Vase prace musi zahrnovat véechny nezbytné
informace obsazené v zadani a zaroven musi splfiovat
formalni nalezitosti pozadovaného typu textu:

+ Va3 dopis musi splfiovat 5 hlavnich zasad spravné
vystavby textu, coz znamena, Ze musi obsahovat:

1 vhodny zacatek,

2 Gvod, ve kterém vysvétlite ucel dopisu,

3 jeden nebo vice odstavc(, které obsahuji
informace a myslenky zadani,

4 zavérecny odstavec, ve kterém shrnete obsah
dopisu,

5 vhodny zavér,

« Je treba, aby text byl vhodné a logicky uspotadan;
myslenky by mély byt vyjadieny dostateéné jasné
a presné, s pouzitim vhodnych prostfedk( textové
navaznosti.

« Musi byt dodrzena pozadovana délka textu, tj.
120-150 slov.

Pamatujte si, Ze napiSete-li vice nebo méné slov, nez
je dany limit, mdzZete ztratit body pfi posuzovani
tzv. splnéni tikolu, které je jednim z hodnoticich
kriterii. Pokud bude vas text kratsi nez 50 slov,
nebude hodnocen viibec a zadné body za tento
ukol neziskate. Je tedy nezbytné vytvofit si postup,
ktery vam dovoli délku textu automaticky a Géinné
kontrolovat.

Abyste toho dosahli, je dobré zkusit:

» spocitat slova obsazena v prvnich tiech fadcich
textu a vydélit je tiemi. Timto zplGsobem ziskate
ptedstavuy, kolik slov se vam v praméru vejde na
jeden fadek (napf. 10 ). Toto ¢islo si zapamatujte a
napristé spocitejte pouze to, kolik rfadka tvoii vas
text. Vynasobite-li toto ¢islo primérnym poctem
slov na radkuy, ziskate celkovy pocet slov v textu
(napft. 12 fadkd x 10 = 120 slov).

« vyuzit vizualni pamét a zapamatovat si, kolik mista
na strance zaujima dopis prislusné délky (napf. 2/3
na strance formatu A4). Budete-li psat dalsi dopis,
snazte se vejit do prostorového ohraniceni, které si
pamatujete.

Pokud byste chtéli nékterou z téchto strategii pouzit
pii samotné zkousce, snazte se ji vyuzit pii psani
nanecisto. Nez budete psat cistopis, méli byste si pro
jistotu pocet stov zkontrolovat klasickym zp(isobem!
Prosté je spoditat. Splnite-li vSechna uvedena kriteria,
budete moci ziskat z hlediska splnéni tikolu za svoji
praci maximalni podet 5 bodtl.
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4 POUZITI VHQDNYCH JAZYKOVYCH
PROSTREDKU

Uvédomte si, Ze pfi vlastni zkousce je pro vas vidy
lep$i pouzivat mluvnici a slovni zasobu, kterou jiz
znate, nez experimentovat s novou. Pokud vam
vyhledavani ve slovniku zabere pfili§ mnoho Casu,
ztratite cenné minuty, které by se vam mohly hodit
pfi viastnim psani nebo pfi psani konceptu.

Budete-li &ist sv(ij text napsany nanecisto, a aZz potom
prepisovat kone¢nou verzi dopisu na zkouskovy arch,
ziskate tim dvoji moZnost najit a opravit pfipadné
chyby. Pamatujte si, Ze za spravné uziti miuvnickych
prostredkd a slovni zasoby miiZete v této Casti ziskat
a7 10 bod{i z 22. Kromé spravného pouziti jazykovych
prostfedki je hodnocena i jejich rozmanitost a
bohatost. Pfi pfipravé na zkousku se ucte rizné
obraty a slovni spojeni (napt. I am writing to ask for
information... a | am writing to enquire about...)

a synonymické vyrazy (napf. start a begin), ktere
mizete pouzit k vyjadieni stejné myslenky. Vyhnete
se opakovani, dosahnete lepsi Grovné vyjadieni

a samoziejmé tak pii zkousce ziskate vice bod(!

Rozhodnéte, které z vét 1-8 jsou typickeé pro
formalni dopis (F) a které pro neformalni (N).
Promyslete si, co vam pomobhlo je rozlisit.

It's cool!

| would like to ask for compensation.

Would you believe it?

However, | do not agree with this point.

| believe 1 am the right candidate for this job.
Pat went home and now she says she wants to
come back - isn’t it strange?

7 1 wonder how aunt Jane is? Give her my love!
8 | look forward to hearing from you.

VAW =

@ Prectéte si zkusebni tlohu a ndsledujici odstavce
A-H. Vyberte ty z nich, které nejlépe vyjadiuji
informace obsazené v jednotlivych bodech zadani,
a dejte je do stejného poradi, v jakém jsou tyto body
uvedeny. Vysvétlete, pro¢ se zbyvajici odstavce
nehodi.

Zijete v Sydney, kde jste ziskali ro¢ni stipendium.

Véera jste si v mistnich novinach precetli ¢tanek

o situaci mladych lidi v dnesnim svété. S mnohym

z toho, co bylo v ¢lanku uvedeno, nesouhlasite.

Napiste dopis, ve kterém:

« vysvétlite, odkud pochazite, a uvedete diivod
svého pobytu v Sydney,

- vyjadfite sv(ij nesouhlas s nékterymi argumenty
v ¢lanku a vysvétlite pro¢,

« uvedete jeden rozdil mezi Zivoty mladych lidi
v Ceské republice a v Austrilii a objasnite jeho
vyznam,

» budete chtit zjistit, zda redak¢ni tym chysta
dal$i ¢lanky na podobna témata, a jedno takové
téma navrhnete.
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A Young people i the Czech Republic
continie to Live with their parents for
longer thaw in Australia, and that is wh
they may have swch big problems whem

they try to adapt to Life o their owi in
society).

B Ow the other nawd, there ts one point whwhe
1 fund diffioult to accept, probably be’oaus
{ grew wp Ln BUrope, and wot here. ttis

s .
FossLbLe that | stmply alzf wotywale)rstawal v
But there Ls only one point Like this.

C 1 wonder if you're planning more articles
about this itssue; if so, 1 would Like to
suggest a topic which might be really
interesting to many people, which is living
abroad as a Young person

Lfferences between Life
blic and Australla. For

example, everything’s so cleawn herel | L}«ZC
the food and the kindness of people- ! E,L' ea
the Language. twthe czeeh Republic, s

different story-

D There are many d
Lin the Czech REpU

E ( come from the Czech Republic, and
currently  am staying in Sydney on a
scholarship. t have read the article which
appeared in Saturday’s paper with great
interest because it toweches on many
universal Lssues.

F if you think You can afford to publish

more articles about it, | couly suggest a

few topics, Like what makes Young people

ZD u,wha’ppg about older generations. Bt (
ont think you'll be interestey.

| canmot agree with the opinion L
at social skills are always easy

(2744
to Learn, because Young people grow »q?c -
different social contexts, and this cow ex:
can influence them Ln & negative way.

G However,
the artiele th

H i simpl,g Loved your article; honestly, 've
never vead anything Like that in my whole
life as normally, all newspapers are so
boring, and it was really surprising to see
something about people Like myself!

L] 0] BL] &0



{Q‘;Q Nasledujici dopis je ukazkou odpovédi na zkusebni

tlohu. Dopliite slovni spojeni A—F do mezer 1-5
tak, aby vysledny text byl logicky a srozumitelné
uspofradany. Jedno spojeni je uvedeno navic a do
textu se nehodi.

Dear Sir or Madam,

[ am writing to enquire about the mobile phone,
model UNA-8. The phone'___Ibought it. In your
letter of 12* October you___a new phone within
ten days. However, it is now three weeks later, and
the phone has still not arrived.

Being without a phone for such a long time is
making my life impossible because I am currently
looking for a joband ®___.Iam particularly
disappointed about the lack of information
because if I*___ so long, I would have bought
another phone a long time ago.

As the matter ° , I expect now to receive a new
phone together with a letter of apology. I hope it
can be resolved within the next few days.

Yours faithfully,
Viktor Hubert

A has taken so long

B need to be available all the time
C was still working very well

D stopped working on the day

E had known it would take

F agreed to send me

@ Podivejte se na dopis ze cviceni 3. Urcete, o jaky

druh dopisu se jedna, a zkuste odhadnout, jaké
informace mél zahrnovat.

1 Druh dopisu:

2 Informace obsazené v zadani k uloze:

@ Prectéte si zkusebni ulohu a koncept dopisu.

Dopis je delsi, nez je poZzadovana délka textu.
Které véty nebo casti vét je moiné vynechat, aby
mél vysledny text odpovidajici rozsah?

Béhem pobytu v Irsku vas zaujal inzerat nabizejici

kratkodobou praci asistenta v cestovni kancelafi.

Napiste dopis, ve kterém:

« se kratce predstavite a vyjadrite zajem
o nabizenou praci,

» vyli¢ite svoje odborné zkuSenosti a vysvétlite,
proc je povazujete za pfinosné,

» uvedete dvé svoje vlastnosti a vysvetlite, proc
jsou podle vas pro tuto praci dilezité,

« predlozite svoji zadost o dané misto a vyjadrite
zajem piijit k tstnimu pohovoru.

Dear Sir or Madam,

I am writing in connection with the very
interesting post of assistant in the All Across the
World Travel Agency.

I am a nineteen-year-old student from the Czech
Republic. I am currently living and studying in
Dublin which by the way I find very beautiful and
exciting. I am interested in the post as I believe I
am the right person for this job.

I worked in a travel agency in London for two
months last summer, which helped me develop
many skills that may be useful when working for
you. As a person I am very patient and optimistic.
I think these two features are very important
when you work in a travel agency because you
must have patience with customers and when you
are always smiling, they begin liking what you are
trying to sell.

I would like to add that I am ready to come to an
interview any time you like.

I hope to hear from you soon,
Yours faithfully,
Karel Novak
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) Preitéte si zadani zkuebni tlohy a koncept

odpovédi. Podtriené vyrazy v textu 1-9 priradte
ke slovnim obrattim A-l, které jsou pro tento druh
dopisu vhodnéjsi.

Chystéte se po ukondeni studii stravit rok
cestovanim po USA. Na internetu jste nasli
reklamu spole¢nosti Panther Bus, ktera nabizi
mladym lidem pfiznivé ceny. Napiste dopis, ve
kterém:

. se kratce predstavite a popisete svoje plany,

. vyzadate si informace o zlevnénych jizdenkach a
zeptate se, mate-li na podobnou slevu narok,

. budete chtit informace o autobusovych linkach a
dotézete se, jestli dvé mésta, ktera chcete v USA
rozhodné navtivit, jsou na trasach téchto linek,

. zeptate se na pfibliznou cenu vasi cesty a kdy je
potfeba provést rezervaci.

Dear Sir or Madam,

I am writing to enquire about the bus services you
run. [ saw them advertised on the Internet.

I am eighteen years old. I come from the Czech
Republic. Next year I ! want to start university.
Before that T am planning to spend one year in
the USA. I want to ask some questions about your
services.

First, I would like to know if you sell discount
tickets for students. If you 2 sell any, I * would like
to know if somebody like me * can buy them.

5 Now I would like to know ¢ something about
your bus routes. I would like to visit two cities,
Chicago and San Francisco. I do not know if the
Panther Bus travels between them. ” Now

I would like ® you to tell me how much return
ticket between these cities cost. > And my last
question is when I should book it.

I am looking forward to your answer.

Yours faithfully,

‘ Klara Karlova

A Secondly

B wonder

C more details

D to enquire

E intend

F is entitled to purchase
G Thirdly,

H provide

I Finally,
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0 Nasledujici dopis je konceptem odpovédi na
zkusebni ulohu. Preététe si ho a najdéte 6 chyb
v mluvnici, 5 lexikalnich chyb, 4 chyby pravopisné
a opravte je.

‘ Hi, Amanda

I haven't hear from you from such a long time!
| Actualy, P’m a bit worried and wonder if you're
OK.

When you last me wrote, you mentioned you

| might come on a trip to Alaska. Have you
managed to get there? As about myself, I've got
important news for you: we've just moving to a

| new house. It’s just grate, but it's unfortunately far
away from my previous home, so in fact ['ve Jost
nearly all my friends!

| As for my family, my big sister Anna is think
about applying for a job at Ottawa. She’s asking for
your advise about languages: which one is speak

‘ in Ottawa, French or English? '

I am already planning my holidays last year: T
think it'll be the seaside as usually. I wonder if you
‘ did come to join me in the second haf of August.

I hope to hear from you soon.
‘ Love,

Anna Kovacs
|

0 Na zakladé dopisu ze cviceni 7 napiste pokyny ke
zkusebni uloze.




NEFORMALNI DOPIS (INFORMAL LETTER)

UZITECNE VYRAZY

ZACATEK DOPISU

- Dear Peter/Greg
Uvop

-1 hope you're fine.
How are you?/How are you doing?
- It was good to hear from you/Thanks for your letter

SDELOVANI INFORMACI

I'm writing to tell you...
- wonder if you remember/have heard...
As for my latest news, ...

VYJADREN{ PLANU

- First/Secondly, we're going to...

- The plan includes...

VYJADRENI ZADOSTI
I'm writing to ask you for your help/advice...
I wonder if | could ask you to/for...

Could you tell me...
I'd be really grateful if you could...

VYJADRENi VDEENOSTI

I'm writing to thank you for...
« Thank you so much
- It was (so/really) very kind of you to...

OmLuvy

PozvANi

«I'm writing to invite you to...

“I'm having... (a party)

- Would you come to..2

-1 hope you'll be able to join us/to make it

ZAKONCENI

I must be going now

* Bye for now

- See you

- Say hello to...

- Love from.../Love, Karel
*Have a nice trip

- All the best

ZKUSEBNI ULOHA

vvvvv

Napiste mu e-mail, ve kterém:

« se zeptate, jak se pFipravuje na cestu, a pfipomenete
mu, aby nezapomnél na ddlezity balicek,

+ ho pozadate, aby vam z USA pfivezl néjakou knihu,
a omluvite se, ze ho s tim obtézujete,

« strucné popisete, jaky mate plan na prvni den jeho
navstévy v Ceské republice,

« mu piipomenete, kde se mate na letisti setkat,
a navrhnete, co ma délat v pripadé, Ze se nahodou

*I'm writing to tell you how sorry | am to.../about... opozdite.
“I'm really sorry that...
- It will never happen again.
- Sorry for (any) trouble/bothering you (again).
ZAENETE DOPIS KRATKOU
NEFORMALNI FRAZI,

I > — '!
PRVNi, UVODN{ VETA SE 4
OBVYKLE NEJAKOU OSOBNi Hi Greg, E ------------- S R000000000000000050000RRROEREEEEI RIS
POZNAMKOU VZTAHUJE K 2 l
TOMU, KOMU JE DOPIS URCEN. \4 g
------------------------------ #  How are you doing? | wonder if you’re ready and packed? By the :

way, | hope you remember about the packet from Aunt Milena -

KAZDY ODSTAVEC VENUJTE . :
she’d be really mad if you forgot to take it.

JEDNOMU TEMATU, NEBO |
JEDNE INFORMACI.

the Road by Jack Kerouac. | hope you don’t mind.

Well, I’m also getting ready for your stay. Plans for the first day
include a quick tour of my town and a party with all my friends.

And as for lunch, my mother wants to know whether you prefer i

fish or chicken. Let me know!
Oh, and another thing! In case you’ve forgotten where we meet
at the airport, it’s Terminal A, next to the newspaper stand. If
I’'m late, you can check what’s making headlines in the Czech
Republic!

Dopis zakoNCETE
VHODNOU FRAZ].

Have a nice journey, '

Dusan

Oh, and a friend of mine has just asked if you could bring On ‘

. TITTTTTYTITE) sncnafes

TAM, KDE TO LZE,

: UZIVEJTE ZKRACENE
 TVARY A INTERPUNKENT
ZNAMENKA (NAPR.
VYKRIENTKY) TYPICKA
: PRO NEFORMALNI STYL.
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FORMALN{ DOPIS: ZADOST O INFORMACE (LETTER OF ENQUIRY)

UZITeCNE VYRAZY

ZACEATEK ZADOSTI

« Dear Sir or Madam
Uvobp

-1 am writing in connection with.../to ask/enquire about...

POZNAMKY NA ZAVER

-1 look forward to your answer/to hearing from you...

ZAKONCENT

jestlize dopis zacina Dear Sir or Madam:

- | have read/found your advertisement in... and would like Yours faithfully
to... jestlize dopis zac¢ina Dear Ms/Mr Robinson:
VYJADEENT ZA)MU Yours sincerely
-1 am interested in.../| have been looking for...
-1 am planning to... and that is why | found this
advertisement/offer/text interesting/important

ZxUSEBNI ULOHA

Hledate kvalitni kurz angli¢tiny na velmi pokrocilé
trovni. V mistnich novindch vas zaujme inzerat, ktery
takovy kurz nabizi v 1été v Cambridgi. Napiste do
redakce dopis, ve kterém:

« se kratce predstavite a vysvétlite, pro¢ vas inzerat

VYJADRENI POCHYBNOSTI

-1 have read the advert/about your services and/but | am
not sure if..

- | cannot understand if...

«It is not clear to me if...

f wv oo , zaujal,

e ZjISTOVANI PODROBNOSTI « uvedete informaci z inzeratu, kterd vam neni pIné
& -l would like to know more details about... Jasha, a’pozad.ate & JEN o

\E -1 would like to ask for further information about/ * se zeptate n%J‘%dnU zalve'2|tost el seeael-E i e s
s concerning. kurzu‘ a vysvétlite, pro¢ je pro vas tato informace
& «lam still not sure about one thing/problem, namely.. dilezita,

& JADOST O INFORMACE « Zjistite, jakym zpUsobem lIze platit, a zeptate se, jaké
. : _— daldi formality je tfeba splinit, chcete-li se do kurzu
< I would be (very) grateful if you could... prihlasic.

X e (very) & y

’g -1 wonder if you could...
©  -lwould like to ask if/when/where/why...
=
N

!
=
2
5‘, K OSLOVENi ADRESATA DOPISU UZIJTE FORMALN{ ZPUsoB.

) et ieeeBanriiassrarenaesssnssansinsnnasesasssnsses ey

= —

V PRVNIiM ODSTAVCI
ZPRAVIDLA UVADIME,
JAKY JE UCEL NASEHO DOPISU.

T T T T PRI =

Dear Sir or Madam,

t KAZDY ODSTAVEC VENUJTE
i JEDNOMU TEMATU NEBO
JEDNE INFORMACI.

i rresvercsescssnscesassracsinsnsass

I am writing in connection with an advertisement for your
Proficiency course in English. I am an eighteen-year-old student
from the Czech Republic. For some time I have been looking

for a course in English at a higher level, and that is why I found
NEPOUZIVEJTE ZKRACENE TVARY
A ZACHOVAVEJTE ODPOVIDA)ICI
FORMALNI STYL.

seessssescsescrestascsstessassrscacsones e

your course very interesting.

However, I am not sure if the course is for Czech students only,

or for other Europeans, too. I would like to ask for more details
on this matter. I would also be very grateful if you could inform

me if there is a choice of meals at the cafeteria: I am allergic

to some foods. Finally, I would like to ask if I can pay for the !
course with a credit card and what kind of documents I need to 3
I

be enrolled.

DoPis ZAKONCETE 1 look forward |
obrovibajici ook forward to your answer. !

ZAVERECNOU FRAZI.

Yours faithfully,

i
I
Radek Novak ’
i
)
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FORMALNI DOPIS: STIZNOST (LETTER OF COMPLAINT)

UZITECNE VYRAZY
ZACATEK DOPISU

- Dear Sir or Madam/Dear Ms/Mr Smith
Uvop

- | am writing to complain about...
- | must express my dissatisfaction with...

DUvoD, PROC PISETE STIZNOST

(In fact), | have already talked/written to... about it but
(unfortunately) nothing has changed/happened

There has been no reply to my previous letter/enquiry
The (faulty item) has not been replaced

UVEDENi PODROBNOSTI

I bought/purchased this watch last week in your shop in
Washington Square.

| started attending this course a week ago.

| visited your restaurant last weekend.

rv s ¥

Poris POTIZi NEBO POSKOZENI VYROBKU

- It suddenly stopped working.

- The screen went blank.

- The hands/mechanism stopped moving.

- It had two deep cracks on the front.

- The keyboard was missing.

- Contrary to the description in the brochure, ...

PROBLEMY S POSKYTNUTYMI SLUZBAMI

- The course has not been provided properly.
« The holiday was too expensive.

+ The hotel room was dirty.

- The food was not cooked properly.

Popris NASLEDKU
« It was a very unfortunate event because...

«In this way it ruined all my plans as...
* As a result, | was left without...

K OSLOVENi ADRESATA

DOPISU UZIJTE FORMALNI
zp0s0B.

seessassessastsascarssnerevercsaseded

Dear Ms Smith,

V PRVNIiM ODSTAVCI
ZPRAVIDLA UVADIME, JAKY
JE UCEL NASEHO DOPISU.

..............................

In fact, I have already talked to you about problems with this

PouZiTte spojujici
VYRAZY, DIKY KTERYM
SE TEXT LEPE ¢TE.

R L Ty Y Y P R T YT )

.
seshesenn

vy

I hope it will be possible for you to find an instructor for the Monday
classes and to replace the coursebook as soon as possible. Please let
me know when I could come to your office to talk about the details.

Doris ZAKONEETE

oorovipajici

ZAVEREENOU FRAZI.

A L T Y P Y L .‘.’

Yours sincerely,

Karel Nemec

<9 T am writing to complain about the course in business English for

beginners run in your school on Mondays, Wednesdays and Fridays.

course, and last week you promised a change for the better, but

unfortunately nothing has happened.

Let me remind you that there are two main problems with this course.
First, it is not provided on a regular basis as the instructor does N0t COME < ofoeseveesencececseroneaoncocsone
on Mondays. Secondly, there is not enough business vocabulary in the
coursebook. A language course which has no regular routine and uses
| a wrong coursebook is not likely to help the students learn a lot, is it?

NAVRH MOZNEHO RESEN{ PROBLEMU

- In this situation | am afraid | must ask for.../ask you to..

- I hope/believe this (failure/loss/disappointment) entitles
me to compensation/a refund.

- Taking into consideration all the (trouble) I suffered/
experienced, | hope | can expect...

POZNAMKY NA ZAVER

- I hope to hear from you soon.

ZAKONCEN{

jestlize dopis zacina Dear Sir or Madam:
Yours faithfully

- jestlize dopis zacina Dear Ms/Mr Robinson:
Yours sincerely

ZKUSEBNI ULOHA

Pobyvate se svoji rodinou v Kanadé a zacali jste
navstévovat jazykovy kurz, ktery viak zcela nesplnuje
vase ocekavani. Nékolikrat jste se pokouseli projednat
vase vyhrady s feditelkou $koly, Barbarou Smithovou,
ale situace se vibec nezlepsila. Napiste ji dopis, ve
kterém:

« vysvétlite dvod, pro¢ pisete, a uvedete
podrobnosti, tykajici se kurzu,

« popisete, jakym zplsobem jste se pokouseli si
stéZovat, a zddraznite, ze to nevedlo k zadnému
vysledku,

« pfipomenete ji, jaké byly vase dvé hlavni stiznosti,

a vysvétlite, proc¢ jsou pro vas dUlezité,

« navrhnete, jak by se podle vaseho nazoru méla vec
fesdit, a dotazete se, kdy byste s ni mohli zalezitost
osobné projednat.

KAZDY ODSTAVEC VENUJTE
JEDNOMU TEMATU NEBO
JEDNE INFORMACI.

NEPOUZIVEJTE ZKRACENE
TVARY, A ZACHOVAVEJTE
0DPOVIDA)ICi FORMALNI

STYL.
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FORMALNI DOPIS: ZADOST O MiSTO (LETTER OF APPLICATION)

UZITECNE VYRAZY

ZACATEK DOPISU

- Dear Sir or Madam/Dear Ms/Mr Scott
Uvob

-1 am writing in response to/in reply to/with regard to...
-1 am writing in connection with...

VYJADRENI ZAJMU O NABIDKU

-1 would like to express my interest in...

-1 found the (advertised) post/position/job offer extremely
interesting because...

- The (advertised) post/position/job fits my expectations of
a perfect job/career for a young person/student.

DUvoDY, ¢im VAS NABIDKA ZAUJALA

-1 would like to apply for this job because...

* My reason for applying for this job is that... (I am very
hard-working/! like working with children)

- I have always been interested in.../enthusiastic about...

VASE KVALIFIKACE A ODBORNE ZKUSENOSTI

+ As for my experience/As far as my qualifications are
concerned,...

« My professional experience includes...

-l worked for... as...

POZNAMKY NA ZAVER

-1 would be happy to come to/attend an interview at your

earliest convenience/at any time that is convenient to you
-1 enclose my CV/references from my previous employers
-1 look forward to hearing from you

K OSLOVEN{ ADRESATA DOPISU
UZIJTE FORMALN{ zPUsoB.

....n..........-.................-.-->

Dear Sir or Madam

V PRVNIM ODSTAVCI |
ZPRAVIDLA UVADIME, JAKY [
JE UCEL NASEHO DOPISU.

cessssesasessasciserssnassacoscacceds i

Home News.

I am writing in response to your job offer concerning the post
of a hotel receptionist which I found in the latest issue of

ZAKONCENT

jestlize dopis zacina Dear Sir or Madam:
Yours faithfully

- jestlize dopis zacina Dear Ms/Mr Robinson:
Yours sincerely

ZKUSEBNI ULOHA

Bydlite uz rok v Londyné. Az dosud jste pracovali

jako recepéni v hoteluy, ale ten ted pravé ukoncil svoji

¢innost. Dnes jste objevili inzerat nabizejici podobnou

praci v jiném hotelu. Napiste dopis, ve kterém:

« popisete, jak jste inzerat nasli, a vysvétlite, pro¢ vas
zaujal,

« stru¢né popisete svoji dosavadni praxi a uvedete,
pro¢ by mohla vyhovovat uvedené pracovni nabidce,

« popiSete dvé své vlastnosti, které z vas délaji
vhodného uchazele, a stru¢né vysvétlite, jak by
mohly byt pfinosné, .

» vyjadrite ochotu dostavit se k Ustnimu pohovoru
a navrhnete moznost, jak Ize kontaktovat vaseho
predchoziho zaméstnavatele a vyzadat si od néj
reference.

KAZDY ODSTAVEC
VENUJTE JEDNOMU
TEMATU NEBO JEDNE
INFORMACI.

sRsscsocesansnansrannonbinn

t
{
I
|
§

NEPOUZIVEJTE ZKRACENE
| TVARY A ZACHOVAVEJTE
oDPOVIDAJICT FORMALNI

DoPis ZAKONCETE
obpPoViDAJici
ZAVERECNOU FRAZI.

corccrscescssrsssscscascrcsesasescasod

40

I I believe this position fits my expectations of a perfect job.

As far as my qualifications are concerned, I have been working
for about a year as a senior receptionist at the Eagle Hotel in
Charing Cross Road, where I have gained a lot of valuable
professional experience. In addition to this, I consider myself
hard-working and career-orientated. I know very well from my
experience that the post of a hotel receptionist requires both of
these features.

I am ready to attend an interview at your earliest convenience.
I am enclosing the names of two referees from the Eagle Hotel,
whom you can contact for further information.

Ilook forward to hearing from you,
Yours faithfully,
Jiri Maly

STYL.

BesemsansescstitarssasteanncsIne



T like work: it fascinates me. T can sit and look at it for hours!

JEROME K. JEROME

(BRITISH HUMOROUS WRITER, 1859—1927)

WORDBANK * PAGE 85

o Complete the sentences by adding the suffixes from
the box to the words in bold to make names of jobs.
Which of the jobs are shown in the pictures?

............................................................................

............................................................................

1 A person who is responsible for the accounts of
a company is an .
2 A person who directs filmsis a .
3 A person who repairs electrical devices/things is
an .
A person who works in a library is a
A person who plays music is a
A person who works in politics is a
A person who programs computers is
a .
A person who delivers the post is a
9 A person who has studied psychology is
a )
10 A person who takes photographs is
a ;
11 A person who works in the field of science is
a

NN

[+.<]

Which of these jobs are most/least useful?
Discuss in pairs.

78

o Match the people to what they do.
1 Ajournalist a will operate on you if youareiill.

2 A chef b designs clothes.

3 A miner ¢ builds roads, bridges or

4 A farmer machines.

5 Anengineer d writes for a newspaper.

6 A fashion e cooksin a restaurant.
designer f works underground.

7 Asurgeon g grows food for all of us.

o Match the words to make names of jobs.

1 police a attendant

2 shop b representative
3 flight ¢ guard

4 driving d officer

5 sales e driver

6 security f instructor

7 taxi g assistant

o Look at all the jobs in Exercises 1-3. Which ones
would you quite like to do? Which ones would you
never want to do? Why? Tell another student.




@ Complete the crossword to find out what all

the jobs have in common. @ Match the words to the definitions.

1 salary ¢ a money that you make by selling

2 wages things or doing business
3 fee 7 b the money a retired person receives
4 income 4 ¢ money paid every month for work
5 profit ¢ d extra money paid to employees
6 bonus e.g. as a reward for good work
e 7 pension 2 e money paid per hour or per week
i of work

2 f payment for professional services,
e.g. of a doctor or lawyer
g all the money a person makes (and
has to pay tax on)

ulp]

1 He/She looks after you if you are ill in hospital.
2 You need him if the taps are leaking. USEFUL PHRASES
3 He/She can cure you when you're il ©) cp 1-33 Read the dialogue and choose the best
4 You need him/her if your dog is ill. words (a—c) for each gap. Then listen and check.
> Heserves youina restaur.an,t. . BARRY: Excuse me, Mr O'Reilly, may | have a word
6 You need him if your car isn’t working well. with you?
7 He/She can advise you on legal matters. ) ‘Y 8 ] What is it?
8 You need him/her if you want your hair cut. MR O'REILLY: Yes, Barry, of course. What Is It
BARRY: Mr O'Reilly, I've been thinking maybe it’s time
lhada'___rise. I've been working here for five
@ What S the opposite of... years, 12 my ;ol? well, I've never taken aday®
- ‘( but my salary is still the same as when [ started.
1 awell-paidjob - a M-ra

MR O'REILLY: It seems to me you're *___ paid, and as
you know the ® fringe ___ we give are unusually
good: you've got health insurance, a staff canteen...

BARRY: But what about overtime, Mr O’Reilly? | work

2 apermanent job - a- ifi’lkﬂm‘a iy jOb

3 afull-timejob-a_rast Lo “job

LOOKING FOR A JOB

6
0 Complete this letter of application with the words really 6K : youknow,
from the box. MR O’REILLY: Well, Barry, we all have to do our best,
............................................................................ don’t we? I'm sure you're proud to be part of such
skills responsible qualifications  interview an excellent 7___, aren’t you? And you'll get a bonus
experience CV apply advertisement at Christmas.

............................................................................

BARRY: Thank you, Mr O'Reilly.

September 6, 2007 1 aincome b wages (Cpay
2 amake b work {"\do
3 Qoff b free c out
Dear Sir or Madam, 4 agood Bwell cmuch
; 5 ('benefits b fees ¢ bonuses
I would like to '_&4#¢# % for the position of 6 atime b day hours
assistant at your art gillery. I saw your > £40¢+< - 7 agroup @ Xeam c work

in The Guardian on June 12.

As you will see from my * C.b. , I have all the

Y ualiw - you require: a degree in art history and
several certificates in foreign languages. I also
have five years’ 5 €/ 71 «uof similar work at

@ Complete the sentences with the correct
prepositions from the box.

............................................................................

a small local gallery in my home town, Carnforth. 1H K fm bi |
While working there, I was 641 L +for contacts eworks_____abig mte_rna.tlona L s
with buyers, both face to face and via the Internet. 2030 work's —— areceptionist.
s bl . 3 I'm working ,a new invention.
My computer ’__~ ¥__ include using all the 4 She’sin charge the music department of

applications in both MS Office and OpenOffice.

['ook forward to an opportunity to meet with you
in person. Please contact me at any of the email

addresses or telephgne numbers listed in the CV

to arrange foran®  .«f = |

Yours faithfully,
Sharon Collins

Sharon Collins

a big shop. /.

5 Whatdoyoydo__ aliving?

6 Heapplied ajob in Thailand.

7 She’s responsible all the correspondence
in the office. ’

8 The workers felt so angry about the bad working

conditions that they went strike.
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FORMAL LETTER: APPLICATION LETTER «40

maturitaworkout

ssesesusesevsesesranees

o Read the following exam task and do preparation
exercises a—f.

You are applying for a summer job in the USA on
the basis of an advertisement you have seen on a
website. Write an application letter to the future
employer: -
. explain what job you are applying for and wher
you found out about it, s
« describe your experience in similar work and say
if you enjoyed it,
. give at least two character features that make
.._you suitable for the job,
:i:describe your level of English and your
§ experience in using it in practical situations.

Begin like this: Dear Sir or Madam,

a Highlight the eight items of information that the
instructions ask for. The first one has been done

for you.

b Read a candidate’s response to the task. Which
three pieces of information are not included?

What else is wrong with the letter? 7. ¢ (ol
,/v@ gko l“é (

Dear Sir or Madam,

I am writing to apply for the job of
instructor at your summer camp. Last summer
I worked as an instructor in the UK and the
children liked me. I can do many sports.

I speak English quite well, I think I will
be able to communicate with the children

at your camp.

I look forward to hearing from you.
Yours faithfully,

Marketa

¢ Which three of the following sentences contain
the information required by this bullet point:

« ... your experience in using English in practical
situations’?

1 | have no problems speaking English.
@ | have used English a lot when travelling and
| can communicate with people of different
nationalities.
3 | think | will be able to communicate with the
children at your camp.
(@) | often show foreign visitors around my town.
@ When | went on a school exchange to Britain
two years ago, | had to speak English all the
time.

g4

o8 M”‘m

d Match the jobs (1-6) to the candidates’
strengths (a-f).

€ 1 au pair {94 receptionist

¢ 2 instructor at 45 shop assistant
summer camp in a supermarket

d 3 fruit picker b 6 cleaner

$" a Ican work long hours and shifts.

© b lam hard-working and very tidy.

7. ¢ Aswell as playing tennis and football, I am
a strong swimmer. |

% d lam strong, fit and | enjoy working outdoors.

/ e lam very patient and | like working with
children.

Y4 f 1can speak English, Spanish and Russian.

e Here are different ways in which you can join two

strengths in a sentence.

1 1am strong and fit and | also enjoy working
outdoors.

2 lam strong and fit and | enjoy working outdoors
as well.

3 As well as being strong and fit, | enjoy working
outdoors.

Now rewrite this sentence in the same three ways.
I am very patient and | like working with children.

3

f Put this jumbled sentence in order. .

The Guardian [ apply for/ the position of / like /
would /1/in / on / to / waiter / May 28 / advertised
J would //:/u. }47 "{/‘jﬁﬂ” #"H“;‘;;IW f M/M-l(,r Ehdyanied
o Write an improved version of the candidate’s letter.
Inthe Cuardbir 3 Fau 1],

maturitaexam

€) Piettite si zadani ukazkové dlohy a napite
zadost.
You are studying in London and would like to take

a part-time job. You have seen this advertisement in
the London News:

Are you a music junkie? |
We've got work for you!
If you like music come and work in one of our music stores!
Send your letter of application with a short text

about a band you really like
to Patrick Jones, pai@cdw.net j

Write an application letter of 120-150 words in

which you will:

« say how you found out about the job and why you
would like to get it,

« mention your previous work experience,

« say who you wrote your short text about and why.

Begin your letter like this: Dear Mr. Jones,



