EMAILS

- email sa lisi od bezného dopisu, ale maju aj nieo spolo¢né.
- daju rozdelit do troch kategorii:

- neformalne (informal)

- neutralne (neutral)

- formalne (formal)

Neformalny email:

- mozeme pouzivat’ hovorové vyrazy a skratky.

Neutralny email:

- nie je ani prilis formalny, ani neformalny. Vyvarujete sa tu hovorovym vyrazom, ale na
druhej strane nebudete pouzivat’ prili§ knizné vyrazy. Styl je veeny. Takyto email zasielame
napr. kolegovi, ktorého dobre nepoznate, nadriadenému, ¢i obchodnému partnerovi, s

ktorym ale uz spolupracujete.

Formalny email:
- je pro studentov angli¢tiny najt’azsi, pretoze sa tu pouzivaju frazy, ktoré sa nepouzivaji v

beznej komunikacii. Takyto email sa posiela obchodnym partnerom, ktorych napriklad

chcete ziskat’ pre spolupracu, alebo napr. budete zasielat’ oficialnu st'aznost’.

Zavinacd

- najdolezitejsia Gast mailovej adresy: zavinaé = al ot

@2 & ol ad

Citanie emailovej adresy- znaky

zavinac = at ot

pod¢iarkevnik = underscore anda'sko:"

pomlcka = hyphen 'haif’n / dash daef

Hyphen je kratka pomlcka (uprostred slova), dash je dlha (medzi slovami alebo vetami).
lomitko = slash slaf

spatné lomitko = backslash

bodka = dot dot



Citanie anglickej bodky:
dot = bodka v emailovej adrese alebo adrese webovych stranok
point = desatinna bodka
V anglictine nie je desatinna Ciarka, ale desatinna bodka:
1 234,56 slovensky
1,234.56 anglicky
full stop = bodka na konci vety BrE
period 'piriad = bodka na konci vety AmE

Z.ahlavie emailu

Hlavicka emailu je vZdy rovnaka, a ked’ pouzivate anglicky editor, stretnete sa
S tymito vyrazmi:

from = od

to = pre

cc (carbon copy) = kopia carbon paper = 'kopirak'

bce (blind carbon copy) = skryta kopia

subject = predmet

reply = odpovedat’

reply to all = odpovedat’ v§etkym

forward = preposlat’

Subject (predmet spravy)
- musi vzdy byt vyplneny- jasny a strucny.

Oslovenie
- je dolezity $tyl, ¢i sa jedna o formalny, neutralny alebo neformalny email.

Formalne oslovenie

- ak poznate prijemcu emailu, potom napisete:
Dear Mr Jackson

Dear Mr. Jackson

Dear Ms Wong



Dear Ms. Wong
Pozn.: bodka sa pise prevazne v americkej anglictine

Ms pouzijeme vtedy, ked’ nevieme, ¢i prijemca pani = Mrs nebo sle¢na = Miss.

- ak nepoznate meno doty¢nej osoby, musite pouZit’ univerzalne oslovenie:

Dear Sir or Madam
Dear Sir/Madam

Messrs (firma), pouziva sa u firiem, ktoré maji vo svojom nazve najmenej dve priezviska
alebo jedno priezvisko a dodatok and Co.

Bros (Brothers), bratia
Ltd (Limited), spol. s obmedzenym ruéenim ¢lenov

Inc (Incorporated), zapisana ako a.s.

To whom it may concern = K rukam osoby, ktorej sa to tyka. V opaéném piipadé viak

Oslovenie

Neutralne oslovenie

Neutralne az neformalne oslovenie je oslovenie menom, za ktorym je vacsinou Ciarka.
MébzZete ju vSak vynechat’:

Dear Paul,

Dear Susan

Neformalne oslovenie

V neformalnom emaily oslovujete prijemcu vel'mi priatel’sky, napriklad Hi alebo Hello. Opéat’
mozete (ale nemusite) napisat’ ¢iarku:

Hi Paul,

Hi Paul

Hello Susan,

Hello Susan



Body of the email

Formalny email

- neskratené tvary (yeu're you are)

- dlhsie vety

- kniznejSie vyrazy

- pouzivanie dlhsich tvarov slov (FV television)
Neformalny (neutralny) email

- skratené tvary (you're)

- kratke vety

- internetové skratky

- emotikony

- pouzivanie skratenych tvarov (TV)

Rozdiely medzi formalnou a neformalnou angli¢tinou- email, alebo dopis

neformalna formalna
thanks thank you
I'm sorry I would like to apologize
can you could you
get receive
give provide
buy purchase
more further
a lot of a number of
lots of a great deal of
because of due to
maybe perhaps
but however
because since, as
also in addition
SO therefore



- Niekol’ko prikladov vo vetach: (modrou farbou je veta pisana vo formalnej angliétine)

Please get in touch with me if you want to know more.

Please do not hesitate to contact me if you need further details.

I'm sorry for any problems that I've caused you.
| would like to apologize for any inconvenience | may have caused you.

I would like to apologize for any inconvenience you may have suffered.

If you need more information...

Should you need further information... (inverzia v podmienkovej vete)

Thanks for your email about...

Thank you for your email regarding...

Could you please...

| would be grateful if you could...

We sent your order on...

Your order was dispatched on...

I'm sorry to tell you...
| regret to inform you that...

I'm happy to tell you...
| am pleased to inform you that...

I'm writing to let you know...

| am writing to draw your attention to...

Thanks for letting me know.
Thank you for bringing the matter to my attention.



Sorry, 1 won't make it to the meeting.

| am afraid | will not be able to make it to the meeting.

| can say that...

| can assure you that...

Canyou...?

| was wondering if you could...
Would you be so kind and...?
Would you be so kind as to...?

Don't forget...

| would like to remind you...

I'm sorry for...

Please accept my sincere apologies for...

Thanks for letting us...
Thank you for giving us the opportunity to...

See you on Friday.

| look forward to seeing you on Friday.

| want an immediate refund.

| insist on an immediate refund.

I'd be happy if you could...

| would appreciate it if you could...

We will talk about it with...

We will discuss the matter with...

I'll find more about it and get back to you ASAP.

I will look into the matter and get back to you as soon as | can.



It's a big problem for us.

The situation is causing us considerable inconvenience.

Please take care of that ASAP.
| hope you will deal with this matter promptly.

You can order our goods...

Our goods may be ordered...

Thanks a lot.

Thank you very much. | really appreciate it.

The date is not suitable for me.

The date is rather inconvenient.

| don't think that...
| find it hard to believe that...

Do you know...?

Would you happen to know...?

Do you have...?
Do you happen to have...?

Odstavce (paragraphs)

vynecha jeden vol'ny riadok.

V obchodnych dopisoch sa odstavce osadzovat’ mozu.
Nezabudnite vSak medzi odstavcami vynechat’ riadok.

- odstavce sa v emailoch neodsadzuju. Pre vacsi prehl’ad sa vSak medzi kazdym odstavco




Zaver emailu

Pod hlavnou ¢astou dopisu nezabudnite napisat’ zavere¢ny odstavec.

| would appreciate it if you could reply as soon as possible.

| await your prompt reply with great interest.

Thank you for your prompt reply.

| would be grateful for your response as soon as possible.

I would be very pleased to meet with you and discuss the matter in further details.
Should you require any additional information, do not hesitate to contact me.
Please contact me at your earliest convenience.

I will be happy to hear from you in the near future.

I hope to hear from you in the foreseeable (dohl'adnej) future.

Please feel free to contact me if you have any questions or concerns.

| look forward to your prompt reply.

| look forward to meeting you.

| look forward to hearing from you.

Pozor! Po viazbe LOOK FORWARD TO je GERUNDIUM, nie infinitiv:
I look forward to meet you.

I look forward to meeting you.

Zavere¢na formulka
- ak poznate-li meno adresata (Dear Ms Wong):

Yours sincerely BrE

Sincerely yours / Sincerely AmE

- nepoznate-meno adresata (Dear Sir/Madam):
Yours faithfully Bre

Sincerely yours / Sincerely AmE

Neutralny pozdrav

Neutralny alebo menej formalne pozdravy st napriklad:
Best regards

Kind regards

Kindest regards



Regards
Best wishes

Neformalny pozdrav

Neformalny pozdrav méze byt’ prakticky ¢okol'vek, napriklad:
Yours

See you soon

Love

Take care

Pozn.: Ci uz piete formalny &i neformalny email, ak ide o interpunkéné znamienko za
zavereCnym oslovenim, plati va¢sinou nasledujuce pravidlo:

Ak ste napisali za oslovenim v tivode dopisu ¢iarku, mala by sa objavit’ i za zavere¢nym
pozdravom. Ak tu ¢iarku nenapisete, nebudete ju pisat’ ani na konci emailu.

Je to vSak pravidlo, ktoré sa ¢asto 'poruSuje’.

Prilohy
Ak prikladame v maily, alebo dopise prilohy, pouzijeme tieto ustalené spojenia:
Please find attached my CV.
| have attached a Word document.
The file is attached.
Please find the file attached (to this email).
Please take a look at the attached document.
You will find the file attached to this email.
Please find attached a copy of our company presentation.
The spreadsheet, which you will find attached (to this email), is...
See the attached file.

See the attachment.

pozri (odkaz na stranu)

Posledné dva priklady zacinaja slovesom SEE, ktoré vsetci ponate. Toto sloveso vSak
Vv koreSpondencii znamenad aj vyraz ,,vid™.

see below = vid’ nizsie

see above = vid’ hore




Pozn.: Vo formalnejsej anglictine je vhodnejsie pouzit’ vazby ako ‘as mentioned above', ‘as
noted below" apod.
see the attached file = vid’ priloZeny subor

see the attachment = vid’ priloha

Skratky

ASAP = as soon as possible

FYI = for your information

BTW = by the way

PLS = please

e.g. = for example

i.e. =thatis

etc. = et cetera et'set’ra nepouziva se ve formalnim textu

Vice zde.

Odpoved’ v nepritomnosti
Mozno sa vam bude hodit’ niekol’ko prikladovych emailov, ktoré sa rozosielaju v pripade

nepritomnosti:

Thank you for your email.

| am out of the office until Friday, 11th May, 2011 and your email will not be forwarded.
Should the matter be important, please contact James Morgan (james.morgan@abc.com) in
my absence.

Thank you for understanding.

Kindest regards


https://www.helpforenglish.cz/article/2011032302-zkratky-etc

