Seminar work, 1/2 2007

Write three business letters according to the instructions below. The letters must include all
particulars of business correspondence and must be handed in typed. The letters will be
presented as a logical sequence of business correspondence between two particular
companies, a British and a Czech one. The name and type of the company will be chosen or
made up by you. It will also be up to you to decide what the companies deal in.

Deadline to hand in the seminar work is 29 March 2007.

I. Confirmation of receiving the order

II. Complaint of the buyer

III.  Dealing with the complaint, accepting it

Company A

L. Potvrd'te ptijeti objednavky zbozi. Pod€kujte za ni, vyjadiete radost ze spoluprace.
Upfesnéte datum odeslani zasilky a pfesné specifikujte typ zbozi, mnozstvi, barvu,

rozméry atd. zbozi, které odeslete. Uptesnéte / zopakujte zptisob platby a dalsi

podminky, na kterych jste se jiz dfive domluvili.

Company B
I1. Napiste stiznost. Konkrétni obsah stiznosti vymyslete sami. Mlize se jednat o
nespravny podet kusti / objem dodaného zboZi, poskozenou zasilku apod. Zadejte

rychlé vyfizeni stiznosti a slevu z prodleni / nedodrZeni zdvazku. Odvolejte se na

objednavku z bodu 1.
Company A
II.  Vyfid'te stiZznost. Pfijméte svou vinu a navrhnéte feSeni. Ujistéte zakaznickou

firmu, ze ud¢late vse pro to, aby dostala objednané zbozi v poradku v co nejkratsi
dobé¢. Zdivodnéte, pro¢ doslo k omylu ¢i chybé. Vyjadrete nadéji, Zze vznikla

nepiijemnost neohrozi dalsi mozné spolecné podnikani.



