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UNIT 1 FACE TO FACE

accountant n
alert
anxiously
apparently
assumption
awkward
back-up
badge
blinking
branch
business associate
business card

clumsy
colleague
consider
considerably
conversationalist
counterpart
credit control
deadline
demanding
demonstration
determine
disaster
dissemble
distinct

distrust

divert flight
efficient

effort

encounter problem
environment

export sales manager

figures
frankness
generate
gesture
handshaking
hands-on

/Ck (D tCht/
/010t /
/'eegkUsli/
/OpeerChtli/
/OsAmp [/
/'Okwld/
/"oaekp/
/bedz /
/'blkg/
/briint[/
/'blznls Os[D 1/
/'bl2n[$ k[1d/

/kKlAmzi/

/'kOi:k/
/kn'sd(D)/
/k[h'sld[[bli/
/RChvCse T[St/
[k tCpLLt/
['kred@k[n'tr[D 1/
/'ded1n/
/dC[ind[d/
/[dem[h'stre[lh/
/dt0mld/

/A% stl{r)/
/d['sembl/
/dstmkt/
/d[d'trAst/
/dl'v3:t/

/U Tit/

/e'flt/

ucetni

ostrazity, bdely

uzkostlive, zneklidnéné
ziejmé, oc¢ividné, vypada to
ptedpoklad, domnénka
slozity,

zabezpeceni, zaloha, rezerva
odznak, jmenovka

mrkani

pobocka, filidlka

obchodni partner

vizitka, navStivenka
nemotorny, neobratny, netaktni,
spolupracovnik, kolega
povazovat, uvazovat

znacné

zabavny Clovek, dobry spoleénik
protéjSek

kontrola uvéru
kone¢ny/posledni termin
narocny

predvedeni, predvadéni
urcovat, rozhodnout (se)
pohroma, nestésti, fiasko
pfetvatfovat se, predstirat
rozhodny

nedaveérovat, neverit
odklonit let

schopny, tc¢inny, vykonny
usili, snaha

/in'k nt[{r) 'pr{bllin/ narazit na problem

/in'vOFChmCht/

zivotni prostfedi, okoli, prostiedi

/'ekspt manld3[{r)/ vedouci zahrani¢niho odbytu

/'18[F2/
/'free Knls/
/'dzenlted
/'d3est(r)/
/haend e[/
/hendz [h/

cifry, pocty, Cisla

upfimnost, pfimost, poctivost
vytvaret, vyrobit/ vyrabét
gestikulace, gesto, projev
potteseni rukou, stisknuti ruky
prakticky, "na ostro"



head of department /hed[¥ dlplitmlht/  vedouci oddéleni

hectic /'hektt/ plny vzruchu, hekticky, hore¢ny

cherished /'tler I/ opatrovany, dodrzovany, uctivany

chief designer /G dlEOn{r)/ hlavni projektant

indigestion /[MdtzestOn/ porucha traveni, Spatné traveni, boleni Zaludku
junior /'dzu:n/ sluzebné mladsi/nizsi, podiizeny

managing director  /meanld3[ dekt{r)/ generalni feditel

manners /'meen[tz/ chovani, zpiisoby, vystupovani

nasty /n[tsti/ neptijemny, odporny, nevrazivy,zakeiny
notable /0 tbl/ pozoruhodny, vyznacny, dilezity
obstacle /'[bstkl/ ptekazka, problém

offence /Ofens/ urazka

off-hand /Ch haend/ nedbaly, nenuceny, ledabyly

personnel manager  /p3:sCnel maen[di3({r)/ vedouci perzonalniho odd&leni
personnel /[g3:sUnel/ osobni oddéleni, zaméstnanci

precisely /prlsLsli/ presné, exaktné

prejudiced ['pric3Cdlst/ ptedpojaty, zaujaty

production manager /prC0dAld meen[@d3[{r)/ vedouci vyroby

prospect /prOspekt/ vyhlidka, Sance
provide /prUvid/ poskytnout, zajistit, obstarat
public relations /'pAblE e/ tiskové odd¢leni, styk s vetejnosti

/p0't0s 'led3dr)/
/'p3:t0 s maenld3[{r)/ vedouci nakupu

purchase ledger nakupni kniha

purchasing manager

recruiting interview /rlkru:tI[ht(3;ju:/  nabor pohovor

reliable /r(1TICb1/ spolehlivy, hodnovérny, jisty
require /rTkwI{(r)/ vyzadovat, pozadovat, byt zapotfebi, nafizovat
resolve problems /r(Z0v/ (vy)fesit, najit feSeni

sales director /sels dlrekt[{r)/ vedouci odbytu

sales office /sels "1/ odd¢leni prodeje

senior /'si:n{I{(r)/ nadfizeny, sluzebn¢ starsi

shifty /'Utt/ zradny, nespolehlivy, vyhybavy
sigh /sld/ vzdech, povzdech, povzdechnuti
skilful /'skiftl/ obratny, Sikovny, zru¢ny, zrucny
small talk /sm0l tOk/ nezavazna spolecenska konverzace
sniffing /snflg/ popotahovat

stifling /stDfILY dusny, nedychatelny

subordinate /sUb0d el podiizeny

subsidiary /seb's[d[IITi/ dcefinnd firma/spole¢nost

suffer /'sAfl{r)/ trpét, vytrpét, protrpét

superior /su:'p It Ir)/ nadfizeny, pfedstaveny

supplier /sCplMIr)/ dodavatel

tackle a job /teekl/ vyporadat se s né¢im

tap your fingers

/teep jO 'fldglttz/

tukat prsty



stat pred
vystrasit (se), postrasit, podésit, nahnat strach

to be confronted with /kCh'frant/
/Mrtn/
/'tre[d[y '[¥lder/

/teAbl 't/

to frighten

training officer referent pro dalsi vzdélavani

trouble -shooting zbavit se problému

trustworthy [trastw 30/ dtavéryhodny, spolehlivy
vice-chairman /vIs 'tlelimlh/ mistoptedseda
whereabouts...?pron /'weltebalts/ kdepak asi, kam asi, kampak
worth /w3: v hodnoté, stat za to, vyplatit se
yawn /ijdn/ zivat

PHRASES

Udé¢lali jsme co bylo tieba

Musi fesit kazdodenni problémy
Je zodpovédny za

Odkud v USA pochazite?

We have made necessary arrangements

He has to deal with day-to-day problems

He is responsible for....

Where abouts do you come from in the USA

UNIT 2 LETTERS, FAXES AND MEMOS

abbreviation /Ubri:vild/ zkratka
acknowledge /Lkm@ady potvrdit

additive /laad 20/ piisada

addressee /l8adrelsli:/ adresat

aptitude /l@epttju:d/ schopnost, nadani
assemble /Usembl/ shromazdit

assign /Ukald/ pridélit

at a glance /glltns/ jednim pohledem
be aware of st. /Owel{r)/ byt si védom ¢eho
be fired out = get the sack  /[fhllld all/ byt vyhozen

be on the dole /d0l/ byt na podpoie
beer mat /B thaeet/ pivni tacek
benefit from /Menlfit/ mit uzitek z

by registered mail /lredstld/ doporucené

come up to expectations

/U [p tUldkspektelihz/ spliovat ocekavani

compile /kCmigally sestavit

concise /k[hlsals/ struény

confirm /khfdm/ potvrdit
consequence /RChskwlhs/ nasledek
consequently /kh(dkwentli/ z toho plyne, tudiz
consignment /k[hisaldmCht/ zasilka

counsellor /MalhsOKr)/ radni

courier /R kuryr, kuryrni posta
courteous /IROtIs/ zdvotily

dismissal /d[Sisl/ propusténi

dot matrix printer /[d[} heetriks printl] jehlickova tiskarna
draft /drtt/ koncept; nacrtnout



draw a pension
due to

edit

enc. = enclosure
enclose
encourage
enquiry

erase

execute

Esq.= Esquire
esteemed
evaluate
feedback
flashing light
foreman

frank

heading
hesitate
highlight
illegible
indented

in due course
inspect
in-service course
in-tray

item

jeopardise
laptop

lay out

lay sb. off
layout

legally binding
letterhead

logo
long-standing
mail order
memorandum, memo
merger

merit

negotiate

on someone else's behalf
order form
order of priority
outline
overtime

/ldrd Olpgenls/
/[dju: td
/ladlty
/MK (r)/
/WK1 z/
/MR
/Kwalllti/
/xel2/
/ldksRju:t/
/[SKwallll
/UEti:md/
/[edjlelt
/Hi:dbask/
/flee (I TAIY
/HHmh/
/free [/
/Medt
/Mezltelt/
/Mallall
/Iedbl/
/Hldentld/
/in [dju: [d0s/
/mlspekt/
/MsUvld kOs/
/htrel/
/ditln/
/ldCepldalz/
/Ubeptlp/
/Oealt/
/0el1df/
/Oeldt/
/M:gi BaldIl
/OetChed/
/a0 gn/
/U1 steendil)
/imel [
/Ithem[raend i/
/ihddn/
/her [t/
/BN ielt
/blHa:t/
/A Cm/
/MdUr) v prallliiti/
/laltlald/
/U vRalh/

pobirat dichod

vlivem, vzhledem k, pro
upravovat ( pro tisk )
ptiloha

ptilozit (k dopisu)
pobidnout, dodat odvahu
poptavka (cenova)
vymazat

vykonavat, provést
vazeny pan

ctény

vyhodnotit

zpétnd vazba

blikajici svétlo

predak

uptfimny

zahlavi, nadpis

véahat

zvyraznit

necitelny

s odrazkou

v pravy ¢as

vySetrovat

podnikovy kurz
ptihradka na doslou postu
véc, polozka

ohrozit

laptop, penosny pocitac
usporadat, rozvrhnout
vyhodit n¢koho
usporadani, Gprava
pravné zavazny
hlavic¢ka dopisniho papiru
znak, emblém firmy
dlouhodoby

zasilkova sluzba

memorandum, vnitini sdéleni

faze

zasluha, vyhoda, ptfednost
vyjednavat

v zastoupeni
objednavkovy formulaf
potadi priority

osnova

piescas



pad
paperclip
play by ear
post code = zip code
promotion prospects
puzzled
questionnaire
raise a query
range
reject
relevant
remuneration
rough
sample
scrap paper
second to none
senior citizen
session
sort out
sniff
stationery
stock position
subcontract

submit a report
suffcient stocks
transmit
unavailable
undersigned
utilize

word processor

ABBREVIATIONS

# 24/No.24 = number 24

enc. = enclosure
ea. = each
c.c. = carbon copy

c/o = care of

Attn = for the attention of
ref. = reference number

p.p. = per pro

P.T.O. = please turn over

i.e. = that is

/paad/ blok (poznamkovy)
/[gelpklp/ kancelaiska svorka
/[glelballl{r)/ improvizovat
/P stk d/ PSC
/prUml[ n [Prikpekts/  vyhlidky na povySeni
/plld/ zmateny, zaskoCeny
/WRwest nel{r)/ dotaznik
/leelz ORw It/ vznést dotaz
/reddd fada, rozsah,paleta
/rdCekt/ zamitnout
/el Cht/ podstatny
/rihju:nCien/ odmeéna
¥/ hruby
/seampl/ vzorek
/IskregppelpL{r)/ odpadovy papir
/Iseklhd tOMCh/ nejlepsi, neptekonatelny
/lshi:n0 (S 2n/ star$i obCan, diichodce
/seln/ kurz, vyu€ovani
/Id0t [/ rozttidit, vytesit
/snlfV pri¢ichnout
/[stelnri/ kanceléiské potieby
/Istk pUz[TH/ stav zasob
/[SCbkChltraekt/ zadat dil¢i smlouvu,

uzaviit subdodavatelskou smlouvu
/s[bih Urp4t/ ptedlozit zpravu

/s LTIt [stCk/ dostate¢na zasoba
/traensth[1/ pfenaset, vysilat
/UTh[vedIbl/ neni k dispozici
/UIhd[Tsaldd/ niZe podepsany
/Gh:tOalz/ zuzitkovat, vyuzit
/Wd prid sLsd textovy procesor

¢islo 24
ptiloha
kazdy

kopie (na védomi)
bytem, na adresu
k rukdm

¢islo jednaci
prokura, v. z.
obrat’te prosim

tj.

plc = public limited company akciova spolecnost

Ltd = limited

spolec¢nost s ru¢enim omezenym



Bros. = brothers

& Co. = and company
Corp. = corporation
Inc. = incorporated
etc.=so on (et cetera)
e.g.= for example

@ = at

® = registered

™ = trade mark

VAT = Value Added Tax

RSVP = please reply
IOU =1 owe you

PHRASES

bratfi
a spol.
(US) akciova spolecnost
(US) akciova spolecnost
a tak dale
naptiklad
zavinag, po, za
registrovand znacka

ochranna znamka, obchodni znacka
p & p = postage and packing poStovné a balné

prosime o odpoveéd
dluzim vam

With reference to... — S odvolanim na ...
We acknowledge receipt of your letter. - Potvrzujeme piijem Vaseho dopisu.
Thank you for your letter of 10™ October... — D&kujeme Vam za V4§ dopis z 10.ijna...

dan z pfidané hodnoty (DPH)

UNIT3 ON THE PHONE

agreeable

air freight

alert

amend

announce

answer queries
area code / dialling code
at stake

batch

boost

busy / engaged
clear up

collect call/
confirm reservation
consumption

cut off / disconnect
deal

deposit on / for
directory enquiries
discard

dispatch

disturb

examine

expense

extension

feel confident

/Ugri:[bl/

/el{r) frelt/

/I3:t/

/Umend/

/Unalhts/

/Unts(Dr Kwldi:s/
/[@ri0k [ d / [dalNOOkT d/
/et stellt/

/baatl]

/bu:st/

/Bl1 / (geld[d/
/KI{r) Op/

/klekt kO31/

/k[h[fB:m rkz[vell{[n/
/kh[Cmp{{Dn/

/kt [¥ / diSk[Dnekt/
/dm/

/dIPCEE Th / fU(r)/
/dliekt(Dri Mkwalllti:z/
/dIEktd/

/dIEpaet]

/d[Et3:b/

/[g[Asam[n/

/kldpents/

/[Ristent[1h/

/i1 RChfld(Dnt/

piijemny

letecka doprava nakladu
cily

doplnit, napravit
uvefejnit

odpovidat na dotazy
smérové Cislo - UTO

v sazce

varka, série

zvysit, posilit
obsazeno

objasnit, vytesit

hovor na tucet volaného
potvrdit rezervaci
spotfeba

prerusit

obchodovat

zaloha na

informace o telefonnich ¢islech
skartovat, zahodit
odeslat

vyruSovat

zkousSet, testovat
vydaje

klapka, linka, pobocka
mit sebedtivéru



figure /Hgl{r)/

file /fally

fill in /f [/

firm reservation /f3:m rezlvell{Dn/
follow-up /H o0/

for the moment /AU(r) T I mtht/
gather /[gee [r)/

get in touch with /get in tLUwIL

get through /get [u:/

guidelines /Igaldlalds/

hang up /hee [Tp/

head set /hed set/

hold on a moment /hd1d [h Oh mCht/
hold the line /h01d [0 lald/
implement /hplih Cht/

in advance /[ LdWUintst/
instruct /[AlsktrCkt/

intention /Mitenl{Dn/
labelling /Med(O1Y

long-distance / trunk call /1[0 [dlst(Onts / trlD k kO31/
look up / find a number /1Ck [p / faldd UHCnbHr)

luggage-space /NEldl spels/

make sure /melk [:(r)/
measuring equipment
/mlKs [p/

/net [k [/

/0 &kstrt0] :dJ

/nth MO kD z[ n/

mix-up

net income

no extra charge
non-smoking zone

observer /IbZ3:v{r)/
occasionally /OkeI{Dn(D1i/

off the hook /LF [0 hik/

once in a while /wlhts [@ Ohwalll
operator /p(Dreltl(r)/
outlook /a1l k/

outside line /altldald lald/

owe /a/

pace /peld/

packaging /[dask ALY
performance /pfTimlhts/

pick up / lift the receiver /pk [p 09 rilsi:va(r)/
preliminary /prIlth [(Dri/

pretend /priiend/

prospective client /pripekty Klal(Dnt/
punctuation /P ktjuldTOn/

put on /plt (h/

/mel(r) D Rwpmnt/

myslet si

zakladat, archivovat
vyplnit

zavazna rezervace
nasledny

prozatim
predpokladat; sbirat
spojit se s

dovolat se

pravidla, smérnice
zavesit

sluchatka s mikrofonem
vyckejte chvili
nepokladat telefon
provést, uskutecnit
piedem

nafidit komu co, ucit
umysl, zamer
oznaceni nalepkou
mezimestsky tel. hovor
vyhledat ¢islo
zavazadlovy prostor
ujistit se

meéfici zafizeni
zdmeéna; poplést
Cisty ptijem

bez ptiplatku
nekuracka zéna
pozorovatel
prilezitostné
vyvéseny

jednou za Cas
telefonista

vyhled, vyhlidka
venkovni linka
dluzit

tempo

baleni, obalova technika
vykon

zvednout sluchatko
ptedbézny, ptipravny
piedstirat
potencialni zdkaznik
interpunkce

zavolat k telefonu



put sb. through
quick witted
quote

rarely, seldom
rate of discount
realise

receipt of samples
rehearse
rejection

rely on

remind
reminder
research
resourceful

reverse charge call
revised shipment date
ripe

self-employed
separate consignments
shipping

sign

staff sickness

stick-on label

striped

stufty

sub-contract

survey

switchboard

tick off

transferred charge call
update

venue

Phrases:

/pt SCmbCdi Cru:/
/kwik W[Hd/

/kwl t/

/i, [seld i/

/reltl [ [dldkalht/
/idIalz/

/r(Ei:t v [SCmplz/
/rlIh3:s/
/rdCek{Dn/
/AT h/

/r{Ithaldd/
/r(thadd{r)/
/rI8B:t[/

/rEOs{( D1/

/r[3:s tO :dIk 31/
/r(Malzd [Mpm[ht delt/
/ralp/

/Iself h{pl[ld/
/isep(Drelf klh(saldm[hts/
/p Y

/saln/

/st2f [SRn[$/

/stlk [h Oed(DI/
/stralpt/

/[stCFi/
/[S[bk[hitraekt/
/d{r)vell
/IswbOd/

Stk X/

/traents({B:(r)d tO :dIk 31/
/Chdeltf
/Bdenju:/

spojit nékoho

bystry

cenova nabidka

ziidka

diskontni ( eskontni ) sazba
uvédomovat si

ptijem vzorki

nacvicovat, zkouSet
zamitnuti

spolehnout se na
pfipomenout

upominka

vyzkum

vynalézavy, duchaptitomny
hovor na ucet volaného
zménéné datum expedice
zraly

samostatn¢ vydélecné ¢inny
samostatné zasilky
nakladani; expedice
podepsat

onemocnéni personalu
nalepka

pruhovany

dusno

zadat dil¢i smlouvu
prehled

telefonni centrala, ustiedna
zatrhnout

hovor na ucet volaného
modernizovat, aktualizovat
misto setkani

['m afraid she’s tied up at the moment. Bohuzel, mé ted’ hodné préce.
Pockejte moment, vezmu si tuzku.
Would you like a hand with some things? Chtél byste s né¢im pomoci?
Could you put me through to the secretary? Miizete mé spojit se sekretaikou?
Bohuzel, neni tady, je nemocny.

Hold on. I'll get a pencil.

I'm afraid he’s off sick.

UNIT 4

acquisition

SUMMARIES, NOTES, REPORTS

/ kw0 /

zakoupeni, nabyti ¢eho
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apostrophe
appendix
brackets

clarify

cluttered

colon

comma
consolidation
contradiction
conventional
dash

double quote
exclamation mark
freelance worker
full stop

hyphen

interfere
inverted commas
job-related
maintanance
oblique
parenthesis
policy
procrurement
question mark

repetitive strain injury /rCpetlv strein 'Ind3[3[] poSkozeni zpisobené opakovanym jednostrannym

replacement
safety regulations
salaried employee
semi-colon

single quotes
stroke

suffocation

trade exhibition
undertake

PHRASES:

Can you deal with it?

/9'pLbtrafi/

/9'pendlis/
/"braekts/

/'kleer(fiai/
/'klatad/

[k 1an/
/'kCma/
/klh,s(10de T/
/ KhtrOd R/
/k[h'venUnl/
/deell

/'dAbl kwlUts/

/ ekslOmedih mltk/

/MrCCns 'w3:ka(r)/
/f0 stlp/
/"halfin/

/ D)/
/m'vitit 'kOmaz/
/,d3[b rlleld/
/'me[dtanans/
/Obli:k/
/pa'renBsls/
/'pUasi/
/pra'kjoamant/
/'kwestldn mlLtk/

/rCplelsmant/
/'selftlregjDlehz/
/seelarld omplli:/
/'semi’ k[ 10h/
/'sligl kwll ts/
/strlIk/

/ snfa'kelli/
/treld eks'bn/
/ ,Andte[R/

They are willing to give me...
We were billing them for....
I have set aside a session for you to speak...Dohodli jsme pro Vas schiizku

apostrof

dodatek

zavorky

objasnit
zanetadény
dvojtecka

carka

posileni, slouceni
rozpor
konven¢ni, obvykly
pomlcka

dvojité uvozovky

vykfti¢nik

nezavisly pracovnik, byt na volné noze
tecka period

spojovnik

zasahovat do ¢eho plést se do ¢eho
uvozovky (horni)

souvisicis praci

udrzba, zachovavani

lomitko

zavorka

politika

opatreni

otaznik

vyména, nahrada
bezpecnostni pravidla
zaméstnanec s pevhym mesiénim platem
stiednik

jednoduché uvozovky
lomitko

(u)duseni
vystava, veletrh

zarucit se, ujmout se

Zvléadnes to?
Chtéji mi dat.../ Jsou ochotni mi dat..
Uctovali jsme jim za
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UNIT S WORKING TOGETHER

abandon
abolish
advertise for
affordable
approve of
arbitration
autocracy
backlog of
ban

base on
beverage
bid for
blame for
board of directors
bring up
bulk
catering
collective bargain
committee
consign
cornerstone
crucial
dispute
enquire
fivefold
fledgling
get rid of

child-care facilities

inflationary period
mutual
negotiate
oblivion
picketing
premises
proprietorship
reluctantly
report to
scrutiny
shareholder

spearhead

/Obaand [/
/OO0y
[aadvtllz fl1/
/Of3debl/
/Opru:v L/
/,[db[tre i/
/U'tLkras(/
/'baklog 3/
/baen/

/beld [h/
/"be'varldz/
/bld 13/
/blelh 3/

/bUd [ daltektliz/

/Br 'Ap/
/bAlk/
/'keltlt(H)/
/kClektly 'bLig/
/kOmfi/
/k(h'san/
/'kOnCstl n/
/'kru: [V
/d[$pju:t/
/['kwall{r)/
/fal¥fll1d/
/'fled3ln/
/get rld [/

zanechat ¢eho, ustat v ¢em,
odstranit, zrusit

propagovat inzerovat co
dostupny,dosazitelny
schvalovat

smirci/rozhodc¢i fizeni, arbitraz
autokracie, samovlada

resty, nedodélavky

zakazat uredné, oficialné
stavét na cem, vychazet z ceho
napoj

nabidka za

davat vinu komu za co

spravni rada

zacit hovorit o ¢em

velké mnozstvi

dodavéani jidla

jednani o kolektivni smlouvée
vybor komise

deponovat, ulozit
zékladni/Ghelny kamen
rozhodujici, rozhodny

spor svar

dotézat se, informovat se, vyptat se
petindsobny

novacek, zelenac

zbavit se ¢eho

/tEAOd keO(r) fOsI/zatizeni

/[A"fle M Op M4/

/'mju:tlhll/
/D el

/ CblITh /
/'pR[HH/
/'premld[s/
/pra'pralltll p/
/r(AktChtli/
/rCpt tu:/
/'skru:tldi/
/Le(hO 1d{r)/
/'splThed /

infla¢ni obdobi

vzajemny, oboustranny

jednat o ¢em dojednat dohodnout co
zapomnéni

demonstrace pred podnikem
komplex budov, aredl (firemni ap)
vlastnictvi, majetnictvi

neochotné

zodpovidat se nékomu
podrobné/peclivé

akcionaf, podilnik

razit cestu ¢emu, byt v Cele/na Spicce
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strike /stralt/
takeover [telRLUVI(r)/
tertiary /tgdri/

/ju:n(h rek(E'n{n/
/'treld "JunIh/

union recognition
trade union

vast /vilst/
versatile /'vOsalll
willing /'wlny/
workforce /'wlrkfds/
zest /zest/
PHRASES:

They are handy

The machines are coming to the end
There is no use sending them a fax
I agree entirely...

stavka

ptevzeti, kontrola

tercialni, tietiho stupné/radu
uznani odbori

odbory

ohromny, rozsahly
vSestranny univerzalni
ochotny

pracovni sily, zaméstnanci
potcSeni

Hodi se/ Jsou po ruce

Ty stroje dosluhuji

Nema cenu jim posilat fax
PIn¢ souhlasim

UNIT 6 INTERNATIONAL TRADE

air waybill /el{r) weDBI
aligned / Claldd/

alter /'O1tl(r)/

assure /O01/

banker's draft /'baenk{r)z drl it/
bill of exchange /b0 3 W'stlémdz/
bill of lading /bl 'leldy
buying agent /balfy 'eld3Cht/
carry out /'keeri al1/

letecky nakladni list

sjednoceny

(z)ménit (se), pozménit
ujistovat, ubezpecit koho o ¢em
bankovni sménka

sménka cizi

konosament

nakupci

uskutecnit

cash deposit with order /kee [dPEEwLTIOd{r)/ zaloha soutasné s objednavkou

/kee OCh dO1RH/
/kee OwlD'0dr)/

cash on delivery

cash with order

certificate of insurance /sCtRE v [@'sultChz/
/st O '(Hd3m/
chamber of commerce /'tlé[thbl¥ [y kns/

certificate of origin

charge /t0:dg/
comply of /kUm'plall3/
cope with /k[p will
cut back on /kAt baek [h/

placeni na dobirku

placeni hotové soucasné s objednavkou

ceny nakoupeného zbozi, neni Zadosti o platbu
doklad o pojisténi

osvédceni pivodu

obchodni komora

uctovat (si)

vyhovét komu/€emu

vyrovnat se s né¢im, vyporadat se s

omezit

dangerous goods note /'deMd3[t$ gtz nllt/ zprava o nebezpecném zbozi

debit /deblt
discontinue /[d[Sk[h'tdju:/
disguise /d[d'galZ/

draw up a contract

duty /'dju:ti/

zapsat na vrub, zatiZit ucet
prerusit co, zastavit co
(za)maskovat (se)

/dr0 Ap O'kChtreekt/ sestavit, vypracovat smlouvu

daii clo poplatek
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eavesdropping
export credit
forthcoming
free-trade area
freight forwarder
hands on
haulage

hereof

hostile

insurance broker

inventory

payable

phone booth
proforma invoice
proprietor
quote
rationalization
redundancy
refundable

sea waybill
shipping agent
shipping note

surcharge

tender

terms of delivery
triplicate
warehouse
warranty
wholesale

PHRASES

/i:vzdrplHy /
/'ekspUit 'kredl/
/EEOkAmM/
/fri: treld e[(F0TY
/frelfl fOwld{r)/
/haendz [h/
/"h1dlz/

/hIMr 37/
/'hktall/

naslouchani poslouchéani

vyvozni aver

nastavajici, nejblizsi

z6na volného obchodu

speditér nakladu

prakticky, "na ostro" (prace, zkuSenost)
nakladni doprava

pokud jde o toto (u dokumentu)
neptatelsky, pokud

/M'sultlhs 'br k[{r)/ pojistovaci dohodce/ zprostredkovatel

/'[MvChtri/

/'pellIbl/
/fLUn bu:J

/gralfUm0' [dv s/

/prUpralliL®/
/kwlt/

/ reemOalkeln/
/rfdAndlChsi/
/ri:'fAnd[ b1/
/lsh: 'weBIY
/CplDy ‘eld3Cht/
/ Oplhy nlI t/

/'sOtd :d3g/
/'tend[({r)/

/tOm 7 dI¥ari/
['triplRelt/
/'welhalk/
/'wx[hti/

/'h 1sey

CFR = C & F = Cost and Freight
CIF = Cost, Insurance, and Freight

CP = Carriage Paid

CIP = Carriage and Insurance Paid
DAF = Delivered at Frontier

DES = Delivered Ex-Ship
DEQ = Delivered Ex-Quay
DDU = Delivered Duty Unpaid
DDP = Delivered Duty Paid

EXW = Ex-Works
FCA = Free Carrier

inventar, zasoba (zbozi na sklad¢)
odesilatele zbozi, ptijemce zbozi, popis nakladu
splatny

telefonni automat

pro forma faktura- ptedbézné faktura obsahujici
majitel, vlastnik

stanovit cenu,udavat, uvadet

odtivodnovani, hledani logického vysvétleni
nadbyte¢nost, nadstav

refundovatelny

motsky nakladni list -dokument vystavovany
zastupce lodni spole¢nosti

potvrzeni o pfijmu zbozi na lod', smérovani,
soutézi)

ptirazka, ptiplatek

vefejna soutéz, uchdzet se o zakazku (ve verejné
podminky dodavky

v trojim vyhotoveni, trojnasobny, vytvofit tii kopie
skladiste, sklad

zaruka

velkoobchod

vylohy a dopravné v cen¢

vylohy, pojisténi a dopravné v cené
vyplacené do

pfeprava a pojisténi placeny do
pieprava a pojisténi placeny s dodanim
na hranici

s dodanim z lodi

s doddnim z pfistavni hraze

s dodanim clo neplaceno

s dodanim clo placeno

ze zavodu

vyplacené dopravci
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FAS = Free Alongside Ship

FOB = Free On Board

We had quite a rush

At your earliest convenience
Where does JTV originate from?
Capital tied up in material

vyplacené k boku lodi

franko paluba lodi

M¢li jsme docela naspéch
Az se Vam to bude hodit
Odkud pochazi JTV
Kapital je vazan na material

UNIT 7 MONEY MATTERS

accounts department
advance payments
annual rate
applicant

assess
bad debt

beneficiary
cash-flow

credit assessment
credit insurance
approved debts
credit limit

credit risk

credit terms
CWO - cash with order
date of expiry
deprive
discrepancy
discharge
dispatch
documentary credit
downturn

draft at sign
endorse

exert

exploitative
dispose of

face value

factoring
odkoupenim

fragrance
gross profit

handling charge

herein
in favour

/Ukaunts dpCttm[ht/
/td'vlins pelth[hts/
/aenjull relt/
/'@eplRLht/

/Uses/

/baed det/

/ ben[Tri/

/ke 10U/
/'kred[tl sesm[ht/
/'kredt] [A'0hrLhs/
/3'pru:vd det/
['kred[d"1Th [T/
/'kredt r(sk/
/'kred[tltimz/

/ keeOwl Od{r)/
/ded 3y R'spallti/
/d[praly/
/d[d'kreplhsi/
/dist0 :d3/
/d$paetl]
/,dlkjOment('kred [/
/'dalh, tUn/

/drlHt et sald/
/[@'dUs/

/[g'z[3t/

/W'spl LR/
/dCsp0 z 3/

/feld 'veelju:/
/'feekt[F 1Y

/'frelgrlChs/
/gr's proflt/
/"heendl®y tO :d3/
/ W1/

/[ 'fe@{r)/

uctarna

platby pfedem
ro¢ni sazba
zadatel

stanovit, hodnotit
nedobytny dluh

piijemce

hotovostni tok

vyméfeni Gvéru

uvérove pojisténi

uznany dluh

uvérovy limit

uveérove riziko

podminky uvéru

uhrada po zadani objednavky
datum vyprseni

zbavit koho ¢eho, pfipravit koho o co
nesrovnalost

propustit

odeslat

pisemny uvér

pokles

sménka na vidénou

Zirovat

snazit se, vyvijet usili
vykoftistovatelsky

zbavit se ¢eho, vyhodit co
nominalni hodnota

faktoring  (druh  avérového
kratkodobych pohledavek)
vonavka

hruby zisk

manipulacni poplatky

v tomto dokumentu

ve prospéch koho

obchodu



inconsistent
insure against

irrevocable letter of credits

issue a draft
launch n
marginal increase
net profit

open account

operating costs

outstanding account

chase up
outstanding bill
overdraft
pay-by date
plausible
prompt payment
recovered debt
rectify
revocable
stipulated
swifly

tendered documents

unsettled debt

unwillingness

PHRASES

/,[dk[h's[Stlht/
/W'l Ogeldtst/

/M O drHt/
/10nt

/'mtd31nl 'Mkri:s/
/net 'prlAleY

/O pth Okalht/
/'[pliertly 'klkts/
/ ,alt'steend M CkalCht/
/HL8(8 Ap/
/,all'steend bV
/O vCdrHt/
/peldbaldel/
/'pl0zlbl/

/prUmpt 'pelthht/
/tlkAvld det/
/'rektfal/

/O kbl
/'stlpjuleltld/
/swliitli/

/'tenda(r)d dkjCments/

/,A'nsetld det/
/An'wIgnls/

proménlivy, nestaly
pojisti proti

/Ctevlk(bl letl{r) 37 'kred1t/ nevratny akreditiv

vypsat sménku

uvedeni na trh
marginalni navyseni
Cisty zisk

nezaplaceny tcet
provozni ndklady
nezaplacené ucty

uhanét koho o co
nezaplaceny ucet
debetni saldo

datum spaltnosti
veérohodny, presvédcivy
vCasna platba

uhrazeny dluh

opravit, dat do potadku, napravit
zruSitelny, stornovatelny
dany jako podminka, vyminény
okamzité

pfedlozené dokumenty
nevytizeny dluhy
neochota

We have recently been experiencing a number
of difficulties with...
We hope to settle our debts

V posledni dobé jsem méli problémy s...

Doufame, z¢€ uhradime vSechny své dluhy.

UNIT8 DEALING WITH PROBLEMS

accuracy /a8 L L81/ preciznost, presnost
adjustment /A0 stmlht/ Uprava, sefizovani
advice of shipment /Ldald 37 [Mpmlht/ avizo o nalodéni

air traffic control /ldtreeflk kCh{E 11/ tizeni leteckého provozu
alloy /el slitina

anticipate /ean[tls[pelty predvidat

breakdown /Mrekdalh/ porucha

bind /baldd/ vazat

bonded warehouse /BLhdld Welhals/ celni skladisté

charge for /0 .dof/ uctovat

claim for damages /Wlelh fUdeem[d narok na ndhradu Skody
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claim

clear the goods
collate
complainer
costly

credit note
dedicated
deteriorate

environmentally friendly

extent of the damage
established staff
faulty circuit board
flourish

foresee

fragile

goodwill

handling charge
hence

hold-up

impose
inadequate
income tax
inevitably
insurance policy
jammed

justify
labour-intensive
lawsuit

line manager
links in the chain
loyalty
maintenance engineer
meet specifications
merchandise
merge with
mislay

negligence

notify sb. of st.
object to st.
one-stop shopping
pressure of work
production line
promote

promptly

queue

/Rlelh/

/KRIODM [gCdz/
/kle
/kOmigleM{r)/
/Rktli/
/Wreddnlt/
/ldedKeltld/

/d @t e Y
/inMallltChithentl /]
/iklstend/
/Ustaebl [T st f/
/it SOk BHd/
/A

/Aki:/

/HraadCAlY
/[gldWw [l

/Heend1 D& :dd
/hens/

/hld Cp/
/{0 z/

/(Head Rw(1/
/[HkOm taeks/
/[Hev[Hbli/

/M rChs pUILEY/
/dée md/

/[d0 stfal/
/IeBr) MiensH/
/Msju:t/

/T2l maan[d[I(r)/
/1ks 4 [0 [TeH/
/I0t/

/ltheMtMlhs [EndmI{r)/

/Idpes[flKe(lihz/
/h(tOndals/
/mQOdUd

/[ch[del/
/eglldIns/
/M tHall
/[bldlekt tl]
/h stlp I pY
/lgred(r) By &Ok/
/prldd k[ lald/
/prUm[It/
/[grCimptli/

/kju:/

uplatiiovat narok
proclit zbozi
shromazdit
stézovatel
nakladny
dobropis
oddany
zhorSovat se
ekologicky nezavadny
rozsah Skody
staly §tab zaméstnanct
vadna obvodova deska
prosperovat
predvidat
kiehky
dobré jméno firmy
manipulaéni poplatek
tudiz, proto
dopravni zécpa, zdrzeni
uvalit, zavést
nedostatecny, nepfiméieny
dail z ptijmu
nevyhnutelné
pojistka
zablokovany, ucpany
ospravedInit, obhajit
pracovné narocny
soudni fizeni, pte
usekovy manazer
¢lanky fetézu
veérnost
technik udrzby
vyhovovat technickym parametrim
zbozi (j.C.)
sloucit se, spojit se s
n¢kam zalozit
nedbalost
vyrozumét koho o cem
mit ndmitky proti cemu
nakup pod jednou sttechou

naval prace

vyrobni linka

propagovat; povysit

okamzité

fronta, fada



quote /kvt/ ptedkalkulace

random check /lreend [ t[ek/ namatkova kontrola
rebate /lri:[Belt/ sleva

reel /r/ civka, buben

refund /leh: M hd/ refundace, vraceni penéz
reject /[ri:dCekt/ zmetek

scale of charges /lskell ¥ [t11:d[Tz/ rozsah (rozpéti) poplatkil

screw adaptor /lskru: [dasptl] Sroubovy nastavec

shortage of staff /A0 st/ nedostatek zaméstnancti

sight bill /[salfibl sménka na vidénou

slip-up /sllp o/ mylka, nedopatieni

soak /s k/ prosaknout

sole supplier /001 sCplalll jediny/vyhradni dodavatel

solicitor/attorney /sNSHLY/ Tk Oni/ advokat, pravni zastupce

spreadsheet /[dpredd:t/ tabulkovy procesor

stain /steln/ skvrna

sue /su:/ podat zalobu

threaten sb. /@retn/ vyhrozovat nékomu

tooling and cutting /110 Chd kT obrabéci a fezaci

trade gap /ltteld gaep/ obchodni deficit

unload /Chilll d/ vylozit (ndklad)

update service /pldeltl sLivls/ udrzba programi

upset /[hlset/ rozzlobit; rozmrzely

user interface /Gh:zU{r) [htlfels/ uzivatelské rozhrani

utility /ju: LIt/ obsluzny program

valid complaint /hedld klim[gleldt/ opravnéna stiznost

void /vIOd/ neplatny

voltage /tidid napéti

withhold payment /wllh[1d/ pozdrzet platbu
PHRASES

It may have slipped your mind, but... - Mozna, Zze vdm to vypadlo z paméti, ale...

Unless we receive a remittance by 15 May, we'l 1 place the matter in the hands of our solicitors.
- Nedostaneme-li tthradu do 15. kvétna, pfedame tu zalezitost naSim pravnikam.
We have immediately looked into the matter and ... — Thned jsme zélezitost presetiili a ...
We greatly regret any inconvenience that may have been caused. - Velmi litujeme jakychkoli
nepiijemnosti, které tim mohly byt zptisobeny.
Due to unforeseen circumstances ... - Kviili nepfedvidatelnym okolnostem ...
documents against payment - doklady proti platbé
documents against acceptance - vydani dokladu proti akceptaci (sménky)
RoRo ferry - trajekt bez prekladky zbozi (pro ndkladni auta)
at 24 hours‘notice - do 24 hodin
at short notice - téméf okamzité, zakratko
at your expense - na vaSe naklady
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UNIT 9

accessible

aisle
amendment
appetizer/starter
approach
arrangements
authorization
avoid

be relieved

blow up
boot

boarding time

business associate

carelessness
carry-on luggage
cater for sb.
chain smoker
check in
check-in desk
coach class
drop sb. off
engine failure
enquire about st.
exhausting
exquisite

fee

full board
furnishing
haven
host/hostess
flat tyre

intend

invalid
itinerary

jet lag

knock back
landing gear
literally
long-haul flight
loudspeaker
manifesto
metal lap

/[kI[Ses[bl/
/ail/
/Umendm[ht/
/@ thlZ[{r)
/[p[rl tl2
/OreendCim[hts/
/[0 FallHe M/
/v d/
/bi: ri:vd/
/BIO O/
/bu:t/
/BOdIDtalmn/
/B(znld L[ sil1/
/Re$nls/
/Meari [h 1Cld0
/e I3/
/e smI k7
/tlék in/
/tlék in desk/
/RO tCKICEs/
/dr[p ¥/
/lend[n fellJ

/kwalll{r) (bal1/

/[g[Z0st)
/Riskw(zHY
/fi:/
/UL BOd/
/Hn 00
/Melin/
/A st/ /ML stes/
/Heet [tAll(r)/
/Mltend/
/mhadld/
/allIrE/
/ldCet lasg/
/Mlk [Bak/
/Mend MM g({r)/
/I i/
/I h{31 Haly
/Oaldspi:k{r)/
/imaen(Tfestll/
/et lagp/

VISITORS AND TRAVELLERS

pristupny, dostupny
uli¢ka (v dopr.prostiedku)
zlepSeni, pozménovaci navrh
predkrm

ptiblizovaci manévr
ptipravy, program
opravnéni

vyhnout se

citit ilevu

vyhodit do povétii

kufr (auta)

doba nastoupeni na palubu
obchodni spole¢nik
bezstarostnost, lhostejnost
pfiru¢ni zavazadlo

hostit, postarat se o pohosténi
naruzivy kufak
zaregistrovat se
odbavovaci pult

2. cestovni tida

vysadit nékoho z auta
porucha motoru
informovat se na co
vycerpavajici

znamenity, nadherny
honorat, poplatek

plné penze

bytové zafizeni, nabytek
utociste, utulek

hostitel/ hostitelka

pichla pneumatika
zamyslet

neplatny

cestovni trasa, program

unava z cestovani mezi ¢asovymi pasmy

hodit do sebe, vypit na ex
podvozek (letadla)
doslova

dalkovy let

reproduktor

seznam cestujicich
kovova dvitka
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mid-budget
mince pie
mousse

on site

overhead projector
overlooking
passer-by

pecan
provisionally
rate

regardless of
remit money to
retain
screwdriver

set meal

security check
self-catering apartment
shrimp

single occupancy
sirloin steak
socialize

sticky sauce
stuffing

suite

sundae
suspicious

set off

tag

track

traffic jam

run short of
unsurpassed
vaccination certificate
venue
wheelchair

PHRASES

I'd like to book some accommodation for five nights. - Chtél bych rezervovat ubytovani na pét noci.
Are these rooms accessible by wheelchair? - Jsou tyto pokoje dostupné pro invalidni vozik?

/lch[d BCAT/
/h(ds [Pall
/mu:s/

/[h [Saltf

/W vihed priddLektl{r)/
/I v Ck Y
/lgltsOBall
/pKaen/
/prv I ni/
/reltf

/rIBdIs B/
/rih [/

/r(teld/
/Iskru:[dral’¥[{r)/
/et hi:l/
/syl tlek/
/[Selfke [t
/UWhp/

/[dTgl [kjCpLhsi/
/010N stel/
/I lalz/
/ISt S/
/sty

/swi:t/

/[dChdeld
/ssplz/

/Isket [¥/

/teeg/

/traek/

/[treefTik digk m/
/ilh [0t B/
/WhsOptst/
/heeks el s[kHAKE/
/tlenju:/
/i:1tle{r)/

s prumérnymi dietami

biskupsky chlebicek (kulaty)

pena

na mist¢, v misté
zpétny projektor

s vyhledem na
kolemjdouci

pekan (ofech)
docasn¢, prozatimné
sazba, tarif, cena, mira
bez ohledu na
poukazat penize
udrzet si

Sroubovak

menu, nabidka dne
bezpecnostni kontrola
apartma, kde si lze vafit
garnat

obyvany jednou osobou
svickova

stykat se spolecensky
tekutd poleva

nadivka

apartma

zmrzlinovy pohér
podeziely

dat se na cestu, vyrazit
visacka, Stitek

kolej

dopravni zacpa
dojit, nemit (v zasobg)
nepiekonany
ockovaci prikaz

misto kondni

invalidni vozik

There is no point in convincing them. - Nema cenu je presvéd€ovat.
They narrowly missed each other. - Tésné€ se minuli.

I'd like to have my expenses paid in cash in dollars. — Uvital bych, aby byly mé vydaje

proplaceny v hotovosti v dolarech.

Can you tell me what the cheapest fare is? — Mizete mi fici, kolik stoji nejlevnéjsi jizdné?

v

APEX = Advance Purchase Excursion - systém levnéjSich jizdenek
T/T = telegraphic transfer - telegraficky prevod
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UNIT 10 MARKETING

a tiny bit
ad (advertisement)
after-sales service

arouse interest
be saturated with
break the bulk
chain store
cheat

compete
competitor
contribute

create a desire

cross-reference
customize
decline
definite trend

direct mail advertising
emphatically
encouraging

end-user
eraser

feature

field work

fix a price

fixed costs
fluctuate
four-wheel drive
gloomy

glue

hire purchase
impact

impress

key account

life cycle
light-hearted
likeable

list

mail order house
manure

market research
market share
marketing concept

/[taldi bt/
/ead/
/[IHtOselE S3vIs/

/Oral¥ [Mtlrest/
/bi: [Seatj[Frelfld/
/bre® [ bOk/
/[Tem st(r)/
/ta:t/

/kCn[pi:t/
/kOmiget{r)/

/ k(h(EBju:t/
/krildfl OdIHally

/Wrls [efrChs/
/IRktCmalz/
/dROA/
/Idefld[1 trend/

/dalltekt mel BadvRalZz0lY
Jem[Teet[Rli/

/K ALY
/lénd Gh:z[(r)/
/e2{r)/
/Mt (r)/
/ii:1d Wk/
/flkks Uprald/
/HKst [KOkts/
/Hktjuelt
/3 wi:l [draly/
/Iglu:mi/
/gla:/
/MallgbtOs/
/ [hpaekt /
/Ihidres/

/Idi: [kalht/
/Oaf salkl/
/Mal Mttd/

/OakObl/

/18t/

/lthel OdJhalk/
/m[nj [ (r)/

/Ich k[ r B0t
/ch [k [ [B{r)/

/ch k[T KChsCpt/

trochu

reklama, inzerat
poprodejni servis
vzbudit zdjem

byt nasycen, saturovan ¢im
rozd¢lit hromadny néklad
jednotkovy obchodni diim
podvést, osidit
konkurovat

konkurence

prispét

vzbudit touhu

ktizova reference
vyrobit na objednavku
upadat

vyrazny trend

pfima postovni reklama
darazné

povzbudivy

kone¢ny uzivatel

guma

vlastnost, rys, znak
prace v terénu

nasadit cenu

fixni naklady

kolisat

pohon na ¢tyfi kola
zasmusily

lepidlo

koupé na splatky

dopad, Gcinek, pisobeni

ud¢lat dojem

klicovy zékaznik, kli¢ové konto

zivotni cyklus
bezstarostny, optimisticky
sympaticky

uvadet

zasilkovy obchod

hntyj

prazkum trhu

podil na trhu
marketingova koncepce
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meaningless
memorable
misconception
mist

multiple store
non-profit-making
outcome

outlet

package

package tour

pay off

personal selling
plausible

point of sale display

press release
pricing
product range
profit margin
prominently
prospect
public services

rate

retrain
ruler

sales drive
sales force

sales-wise
selling point
showroom

spot trends
stapler
stunning
subscribe to
toll-free
unglamorous
uniqueness
update
upgrade
valid

value
withdraw from
witty

word of mouth

[Ithi:nCs/
[Ihhem[bl/
/Ith(SkChisep i/

/mlst/

/hOtpl StO(r)/
/MCh [Prif me kI
[tk O/

/@atilet/

/[paekdd
/Beek[d tM (r) /
/[pet/

/[@0s[hl [Sel[)
/[pldzbl/

/[@nt 3 d08plel/

/[dres ri:s/
/[pralSJ
/lgrCdCkt eMdd
/[gr (¥l mtdn/
/[grCin M Chtli/
/lprkpekt/
/[p[blk SOvIS2/
Ireld

/rlireld/

/I 10(r)/

/[dellz dral¥/
/[Sell s/

/8ellz Walz/
/[Selllpnt/
/I ru:m/
/[Splt [trendz/
/[ste[pl{r)/
/stChl
/s[blskralB/
/R i/

/I gleam[E[$/
/jni:knCs/
/Dhldeld
/plgreld/
Ivad(d/
/ttedju:/
/wIdr(3 frCim/
/AW Hh/

/0d B [thalB/

nemajici smysl
zapamatovatelny
mylnad ptedstava

opar, mlha

filidlkovy obch. dim
neziskovy

vysledek, zaveér
prodejna, obchod

soubor, komplex
organizovany zajezd
vyplatit se

osobni prode;j

ptijatelny

vystaveni v misté prodeje
ozndmeni tisku

tvorba cen

sortiment vyrobkl
ziskova marze

napadné, na vyznacném misté

potencialni klient, perspektivni zékaznik

vetejné sluzby
hodnotit

pteskolit, rekvalifikovat
pravitko

prodejni kampan, Gsili
prodavaci

z hlediska prodeje
vlastnost zbozi rozhodujici o prodeji
ptedvadeéci salon
vyhledavat trendy
seSivacka

omracujici

ptedplatit si, odebirat
bez poplatku

bez plivabu
jedinecnost
aktualizovat

vylepsit

byt platny

hodnota

odstoupit od

vtipny, duchaplny

ustni podéani (doporucent)



PHRASES

r.p.m.= revolutions per minute - otacky za minutu

USP = Unique selling propositio- narok na jedinec¢né postaveni
keep a high profile - udrzovat velkou publicitu
keep a low profile - drZet se zpatky / stranou
down market - trh s levnéjSim zbozim
up-market - trh s draz$im zbozim

I think you’ll agree that this new budget-price product is a real bargain. — Myslim, Ze budete souhlasit,

Ze tento novy a levny vyrobek je opravdu vyhodny.
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UNIT 11

adjourn

advance

agenda

any other business
be involved in
boundary

cautious

core times

credit controller
crockery

entitle sb. to do st.
estimate
excessively
guideline

chair a meeting
chairperson
influential
investigate

item on the agenda
flexitime

last in - first out
leak

make a point
minutes

motion

object to

on the spot
one-to-one meeting
opt for

production rate
pro-rata

put a tick
quarterly

MEETINGS

/A :n/

/LA ins/
/dCendd

/léni [ BEZns/
/bi: [MMOvd W/
/MBalhdri/
/ROOs/

/IRO(r) falhhz/
/Kred @ kChtrll 107
/WrCk i/

/MtA/

/ldsth 1/
/eklses¥i/
/[galdlald/

/e {r) Ot
[Ele[pOsn/
/MAflulen1/
/Miestlgelt/
/ldltlim Ch O OdCend
/Heksital/

/UL tst MR [{ist [@lt/
Ni:k/

/lthel OPnt/
/Ith[n[s/

/[ n/
/IbldCekt t[]

/U [ [§plt/

/B Ch tOwCh it
/Wpt B(r)/

/prid k[ el
/[grD r2tld

/Pt ORR/
[RwOtOi/

odlozit, odrocit, pterusit
zaloha
program schiize/jednéni
rtizné (bod schlize)
byt zainteresovan na, byt zapojen
hranice
opatrny
zékladni pracovni doba
uvérovy kontrolor
keramické nadobi
opraviiovat nékoho k
ocenit, odhadnout
nadmérné, neptiméiené
voditko
predsedat schiizi, fidit schizi
piedsedajici
vlivny
zkoumat, prohledat
bod na programu jednani
pruzné pracovni doba
pfijat posledni, propustén prvni
vyzradit, prozradit
ucinit poznamku
zapis ze schlize
navrh
namitat, mit namitky, byt proti né¢emu
na misté
setkdni mezi ¢tyfma ofima
vybrat, zvolit
vyrobni kvéta
pomérné spocitany
odskrtnout si, zatrhnout
Ctvrtletni; Ctvrtletné
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rental /lcent[1/ najem, ¢inze; AM pij¢ovna
respectively /rBpektvli/ v tomto pofadi, a to

run out /il h @t/ vyprset (limit)

safety rules /Iselfti ru:lz/ bezpecnostni predpisy
streamline [[Stri:mlalm/ zjednodusit, zredukovat,
take the minutes [Eelk [0 hinis/ délat zapis ze schlze

to and fro /ith: Chd HL/ sem a tam, tam a zp¢t
unanimous /ju:Meenth($/ jednohlasny, jednomyslny
PHRASES

Shall we get down to business? - Mlizeme zacit? /Pustime se do toho?

I suppose we’d better make a start. — Myslim, Ze bychom m¢li zacit.

They can cover for each other. - Mohou se vzajemn¢ zastupovat.

Sorry, I‘m not quite with you. — Prominite, néjak nechépu, co tim chcete fici.
As far as I'm concerned ... - Pokud jde o mne ...

I’d go along with that. - S tim bych souhlasil.

Could I just make a point here? — Mohl bych mit v této souvislosti poznamku?
Any other points? — Dalsi pozndmky? / Jesté néco?

What are your views on this? - Jak to vidite? / Jaky mate na to nazor?

Let's put this to the vote. - Nechme o tom hlasovat.

I think we’ll move on to the next item on the agenda... - Myslim, ze ptejdeme k dal§imu bodu jednani...
Stick to the agenda, please. - Drzte se programu schiize, prosim.

UNIT 12 PROCESSES AND OPERATIONS

adhere /odM1a(r)/ pilnout

adjust /aldz Bt/ prizpusobit

all-round /1-lthChd/ univerzalni, vSestranny
almond cluster /[Mmand KICkta(r)/ mandlova hrudka, bonbon
analogue tone /[@nallE talh/ analogovy signal

apprentice /9lprentIs/ ucen, zacatecnik

arise /oldarz/ vyvstat

around the clock /3thChd &s klk/ nepfetrzité, ve dne v noci
assembly /9ldembli/ montaz

assortrnent /3[stmant/ sortiment, tfidéni, vybér

back and forth /MBaek send UL dozadu a doptedu

bar /bli(r)/ tabulka, tyCinka

be understaffed /bi: [Thdalstltt/ mit nedostatek personalu
bottleneck /Bl tInek/ nesnaze, zazeny pruchod

by- product /Marlprdkt/ vedlejsi produkt

coat /kalt/ pokryt, potdhnout, udélat vrstvu
cocoa beans /"’kalkallbi:ns/ kakaové boby

commission /kalth1[dn/ zadat zakazku, povéftit, provize
concentric circles /konldentr1k [sB:klz/ soustfedné kruhy
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conching
convert

conveyor
craft

crucial
crumb
crusade
crystalline
currently
cut back

destroy
determined attempts

dismantle
dot

dozen
drum

dull grey
dust
emphasize
employ
evaporate

even distribution

expose
face down

faddish

finishing

fitted with

flash

flavouring
flowchart diagram
friction

fuse

gadget

gear

gloss

grind

gritty

handle

handling equipment
harmful to health

hazelnut whirl

/kCht3d
/kon3:t/

/kane1a(r)/
/kr2Ht/

/Kru: B/
/krOm/
/kru:serd/
/Iristalain/
/[RCFantli/
/k[1 baek/

/d1lstr[/
/d1ltB:mInd altempts/

/d1lsmaentl/
/dLy/

/ldzan/
/drm/

/d gre1/
/dCst/
/ledmpfosaiz/
/Imlpl3/
/1aeporelt/
/ltven [d1strIBju:[dn/
/iklspal¥/
/fe1s dalh/
/Heedil]
/HnI3

/Mrtrd wid/
/flael
/Bervarild
/Mt :t [daragraem/
/Hr1k[Bn/
fju:z/
/[gadgit/
/g1a(r)/
/gllh/
/graind/
/Igr1ti/
/Maendl/
/Maendl1l1KwIpmant/

/HOmfal tu: hell]
/Meizalnlt w3:l/

mixovani, hnéteni ¢okolady

pfeménit

dopravni pas
obratnost, Sikovnost
rozhodujici

drobty, stiida, napln
tazeni

krystalicky
prabezné

kraceni vydajii, redukovat,snizovat

rusit (nicit)

odhodlané snahy

rozebrat, zbourat, zbavit se

bod, tecka

tucet

buben, valec

matné Sedy
poprasit, nanést
zdUraznit
uzit, pouzit, vyuzit
vypafit, odpafit
rovnomérné rozlozeni
exponovat

ptredni stranou dola

snobsky, vybiravy

kone¢na/povrchova uprava

vybaveny ¢im
blikat
prichut’

postupovy, vyvojovy diagram

tteni
zapékat
mechanismus, piistroj

prevodni kolo, ozubené kolo, soukoli, pohon

lesk

mlit

zrnity, krupi¢naty
zvladnout; obstarat
manipulaéni zatizeni
zdravi Skodlivy

liskova $picka, bonbon
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heat sensitive
heavy-duty
high voltage
charge

in accordance with
in bulk

in confidence
in debt

in progress

in transit

in turn
inexplicable
kibbling

late shift

lens

lever
machinery

maintenance schedule
malt

manpower

meet the daily deadline

melt

mirror image
mode

nibs

particle

paste
photocopier
plotter
precision

press

project
provisional
pulverize

put faults right
put into practice
put out of action
rate

rcmote control
read/write head
reckon

refer to

/hi:t [SentsItIv/
/Mevi-ldju:ti/
/ha1 MOtIdz/
/t0:d3/
/[n sKOdants wid/
/n bOk/
/In lChfidants/
/In det/
/In [grallres/
/In [ttenzit/
/In t3:n/
/@n1ik(gplikabl/
/kibl1l/
/le1t3ft/
/lenz/
/M:va(r)/
/malli:nari/
/ltheIntInants [Bdju:l/
/m[t/
/[thanpalB(r)/

/mi:t ©9 [de1li [dedlain/

/melt/

/mira(r) @midz/
/mald/

/nIbz/

/[ga:tIkl/

/pelst/

/e ko k[phia(r)/
/ip1Ea(r)/

/prI[silbn/
/pres/

/praldzgekt/
/proM1lbnl/
/l[@g0voaraiz/
/plt fUts ra1t/
/p[t [Entu: [PraektIs/
/pt @[T [Ek[dn/
/re1t/
/rIlthalt kenlttall/
/ri:d /r[1t hed/
/lrekan/
/r1B:(r) tu:/

citlivy na teplo
odolny

vysoké napéti
naboj, nabijet

v souladu s

ve velkém mnozstvi
diavérné

zadluzeny

pravée probihat

pii pieprave

jeden po druhém
nevysvétlitelny
mleti nahrubo
druha sména, no¢ni sména
cocka

packa

strojovy park

plan udrzby

slad

pracovni sila

splnit denni normu

tavit, tat

zrcadlovy obraz

rezim na specialnim stroji
drt’; astecky necistot
éastice, CastecCka

pasta

kopirka

plotr

presnost
lisovat

promitnout

prozatimni

mlit na prasek

opravit zavady
realizovat

vyfadit z provozu
rychlost

dalkové ovladani
¢teci/zdznamova hlava
vypocitat si, spocitat si

vyjadiovat se k
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restrict
revolve
rnill
roast
roller

scan

sensitize
sensitizer
setback
setting

shell

snap

solidify
spindle

stack

standby crews
step up

sticky
subscription for share
take into account
tempering
tend to
texture
thermal head
three-shift
tighten up
tiny

toner powder

treat size bar
treated

Turkish delight
user-friendly
variable

whim

widen

winnowing

Phrases:

/r1lstrIkt/
/rInv/
/m1l/
/ralkt/
/o 3(r)/
/Idkaen/
/IsentsItalz/
/IentsItalz(r)/
/ setbaek/
/[sketIlJ
/el/
/snaep/
/sallid1far/
/[dpIndl/
/staek/
/[steendbar kru:s/
/step Lb/
/stIki/
/sablskrip[®n {1 [&3z/
/te1k [Mntu: 9Kalht/

/temparilt
/tend tu:/

/EekstD(r)/
/[1B:ma] hed/
/ri: 2t/
/tartan [p/
/faIni/

/ta[ha [Palda(r)/
/tri:t salz bll(r)/
/tri:tid/
/B:k10d1dhAIt/
/:za(r)-Hrendli/
/deariabl/
/wIm/
/Wardan/
/Inalily

omezit

otacet se

mlyn, valcovna, provozovna
prazit

valec

prohlizet ( peclive )

zcitlivét, zvysit citlivost
zcitlivujici latka, senzibildtor
zdrzeni, piekazka, nevyhoda, pokles
prostiedi, situace

slupka (skotéapka)

kiupavost

ztuhnout

vietenovy

nahromadit

pohotovostni Cety

urychlit

lepivy

upisovani akcii

vzit v ivahu

dosahovani zddané jakosti
klonit se, sméfovat, vést k

konzistence, struktura
termalni hlava
ttisménny

stahnout, pfitdhnout

drobny

toner, tonerovy prasek
pochoutkova ty¢inka
upraveny

rahat (turecky med)
vstiicny k uzivateli
nastavitelny, proménny
vrtoch, rozmar

rozsifit (se)

fukarovani

Bonus payments for working unsocial hours and nights. Pfiplatky za praci po pracovni dob¢ a v noci.
We are badly understaffed. Mame velmi malo zaméstnanci.

Things cannot go on as they are now. Nemtze to dal pokracovat (vyvijet se) tak, jak je to nyni..

You must call on me at the office, when you are here. Urcité se zastavte u mé v kancelafi , az tu budete.



Standby crews were on duty around the clock. Pohotovostni ety byly ve sluzbé neptetrzité 24 hodin.
Does that seem to make sense? Zda se vam, ze to dava smysl?

Experts reckon that cutting production times by a quarter can reduce overall costs by about a fifth.
Odbornici pocitaji s tim, ze zkraceni vyrobni doby o ¢tvrtinu snizi celkové naklady asi o pétinu.
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UNIT 13 JOBS AND CAREERS

ageism

alleviate one‘s guilt

appointnments brochure /Eplintmants Bralla(r)/

/[d1d31zZom/

/oli:viert wlhs gIlt/

vékova diskriminace lidi
ulehéit svému svédomi

naborova brozura

appreciation /3lpri:Hidiln/ ocenéni

aptitude /l@ptitju:d/ schopnost

arbitrarily /[tb1ltrear1li/ libovolnég, svévolné

assessment form /3ldesmant fim/ posuzovaci formular
background /Beekgralhd/ puvod, vzdélani, podklad

be well off /bi: wel L¥/ byt na tom dobfte (financn¢)
blanket /Blaelk1t/ pausalni, souborny

cabin crew /MaebIin kru:/ kabinova posadka

commitment /kalthitmont/ zavazek, vérnost, angazovanost
consultancy /konlsl1tontsi/ poradenska sluzba

contemplate /RChtomplertt/ zamyslet

conviction /konM1k[dn/ odsouzeni

cope with /kalp wid/ zvladnout, vyrovnat se s ¢im
creed /kri:d/ krédo, vira

culprit /ROpr1t/ vinik

damn /daem/ odsoudit, proklinat

dead-end job /ded-end d3[b/ neperspektivni zaméstnani
deep-end /di:p-end/ tézky problém

disruptive /d1sid ptrv/ rozkladny

drawback /ldrdbaek/ nedostatek, stinna stranka, nevyhoda
endorse /Inld0s/ zirovat, podepsat na rubu, indosovat
enter /lénta(r)/ uvést ( pisemné )

equal opportunities

/litkwal [paltju:natis/

stejné piileZitosti

flight slot /flaxt sl[1/ letovy termin

fringe benefits /frindg Benifits/ mimoplatové vyhody poskytované
from scratch /frlim skraet[] od nuly, od zacatku

fussy /HLk1/ uzkostlivy, puntickarsky

graduate /[graedguat/ absolvent

high-flver /hatfllIa(r)/ ctizadostivec

immediate /1lrhi:diat/ bezprostiedni

implementation /mmplimenlte1ldn/ provedeni, uskutecnéni, realizace
incident-packed /[@nts1dant paekt/ bohaty na udalosti

indiscriminate /Ind1lskrimInat/ nekriticky, nevybiravy, nerozliSujici,
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insistent
irrespective of

job sharing

job slot

job

lack of experience
lag behind

letter of application

long-range goals

meet the requirements

nominal rent
obsess

on approval

on behalf of

on business

on closer inspection

on condition
on display
on loan

on order

on request
on schedule

on the spot
oppress
overall impression

overseas branch

PA = personal assistant /pi: ei =[33:s9n3l aldIstant/

panel interview
pay scale
pensionable
pressing concern
prevalent
probation service
progress interview
put forward
recognition
redundancy
resume
rewarding

rot

scope

/In[sIstant/
/mrispektiv [¥/
/d3[b [dar1y
/d3[D s1R/
/d3[b/
/laek [ 1kIdpIariants/
/laeg biHaind/
/Meta(r) Ov [@plike1dn/
/I -reInd3 galls/
/mi:t 09 rIBwaIamants/
/0mInal rent/
/blsks/
/Ch algru:vl/
/Ch bW v/
/Lh B1zn1s/
/Ch K1a[Za® 1nlspek[1/
/h konld1l/
/[h d1lsple1/
/[h 1I9th/
/[h [MIda®/
/Lh r1dwest/
/Ch [Bdju:l/
/[h 09 splt/
/olgres/
/Bvalil Imlpreldn/
/B¥3lsi:z brlintl/

/[deenal @ntavju:/
/pel skell/
/[dent[dnabl/
/presillkon(sB:n/
/[grevalant/
/pralllbel [3n [SB:vIs/
/pralgres [Intavju:/
/pLiliwad/
/lrlekagM1ldn/
/r1ldChdentsi/
/r1lZju:m/

/iy Odil)
/r¥/
/skalp/

neustupny, neodbytny

bez ohledu na

rozdéleni uvazku mezi vic pracovnika

pracovni misto
zakazka, loha
nedostatek zkuSenosti
opozd’ovat se, byt pozadu
pisemné zadost
dlouhodobé cile
vyhovovat pozadavkim
nominalni najemné
zachvatit
na zkousku, ukazku
jménem koho, v zastoupeni
sluzebné
pti dikladngjsi prohlidce
za piedpokladu
vystaveny
zapijceny
objednéno (dosud nedodéno)
na pozadani
podle planu
na misté
utlacovat
celkovy dojem
zamoi'ska pobocka
osobni pomocnik
pohovor pted komisi
platova stupnice
pod penzi
nutkavy zajem
prevladajici, hlavni
socialni kuratorska sluzba

komplexni hodnoceni

nabidnout,pfijit s, pfednést navrh

uznani

nadbyteCnost, snizovani stavu zaméstnancu

shrnout, zacit znovu
vdécny, hodnotny
rozklad, opotfebovani

prostor, oblast, sféra ptisobnosti
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scratch /skraetl/ psat, popsat, Skrabat
screen out /skri:n [@[1[/] vytridit, vytadit
self-confidence /self RChfrdants/ sebedlvéra

short list /0t l1st/ uzsi vybér
single-strand carier /SiCyl-strand Kaeria(r)/ jednostranna kariéra
sliding /slaxdil) klouzajici, klouzavy
social benefit /ISela] MenIf1t/ socialni podpora
solely /[dpli/ jeding, vyhradné
strenuous /[strenjuas/ velice naro¢ny

take off /lteIk ¥/ ujmout se, uspét; startovat(o letadle)
take on /lteIk[h/ najimat

take time off /lte1k taim[ ¥/ vzit si volno

temp = temporary /temp=[temporari/ docasny

traineeship /ltrexmi:Op/ zaSkolovani

turnover /EB:nB0Ova(r)/ obrat, fluktuace
unpaid leave /Chigard li:v/ neplacena dovolena
vary /deari/ meénit se, kolisat
wander off /Chder [¥/ odejit

Phrases:

This was very time-consuming. Bylo to ¢asove naro¢né.

...time is pressing on, I m afraid... bohuZzel, ¢as nés tlaci......

My French is a little bit rusty. Moje francouzstina pottebuje oprasit.

Your CV seems well up to scratch. Zda se, Ze vas Zivotopis splituje predepsané podminky.

If I can just get down to the nitty-gritty...Jestli mohu, pfistoupim k projednavani podrobnosti..

Would the salary be reviewed at the end of the year? Bude se na konci roku uvazovat o zmén¢ vyse platu?

You ‘1l also be eligible to share in the company‘s bonus scheme. ? Budete také ptichazet v ivahu pti podilu
na prémiovém systému spolecnosti.

I have just been given the sack. Prave jsem dostal vypoved.

She has no ties here. Nic ji tady nedrzi.

That sounds a great idea! To je fantastické, baje¢né!

We get on very well together. Vychazime spolu velmi dobfe.

Make me feel like I make difference. Chei mit pocit, Ze na mné zalezi.

Take advantage of the offer. VyuZijte té nabidky!

You will receive dependant care allowances for evening work commitments. Dostanete ptiplatky za péci o
zavislé osoby pii praci vecer.

UNIT 14  SALES AND NEGOTIATION

along the line of /oM 02 lain v/ asi jako, podobné jako

approval /3lgru:val/ schvaleni, souhlas

bargaining /Ba:gIn1l) smlouvani

boost /bu:st/ zdvihat, zesilovat

bottom limit /BOam MImi1t/ dolni hranice

cardboard box /tdbUd/ lepenkova krabice

concede /kanlsh:d/ ustupovat, povolit protivnikovi
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concession
default

design fault
double-page spread
enforceable
exploratory
exposure
feeling of depth
focusing
foreseeable
give away
cheated
inferior quality
introductory
key account

law of contract
leak

liability

lump sum
mail order company
mains supply
meet the needs
objection

out of stock
outgoing
persuasion
point out
postpone

print

push through
remedy
reverence

sale or return
salesmanship
showcard
sound

strike a deal
sturdy
trustworthy
under separate cover
viewfinder

widespread belief

/konlsk[®n/
/A1t

/d1lZain fU1t/
/[d[b] pe1ds spred/
/Inlfl1sabl/
/ekisplltatri/
/1k[dpa Dl a(r)
/110 0vIdepl)

/e lkasil)
/f0[sh:abl/
/gIvalwer/
/taktrd/

/In[fIariar [Kwll1ti/
/Intrald[ktari/
/ki: aKaltht/

/10 v RChtrakt/
/i:k/

/UhTaBIlIti/

/ICmp sCm/

/mell Uda(r) KCmpani/

/melns salplal/
/mi:t 09 ni:ds/
/obldzek [/
/alt [ stlk/
/Eltigalxld
/polswelldn/
/plint alt/
/palktidalh/
/print/

/[P Gru:/
/ilbmadi/
/ltevarants/
/sell [(r) rIltB:n/
/[se1lzman[1p/
/[dlka:d/
/salhd/

/straIk @ d1al/
/[st3:di/

/(X bt 3:0i/

/UThdar [deporert K[ Vor/

/Bju: fainda(r)/
/vaid[spred brli:f/

ustupek

nedodrzet zavazek, zanedbavat, neplnit
konstrukéni vada
dvojstranka
prosaditelny, vynutitelny
prizkumny

expozice, osvit

pocit hloubky
zaostrovani
predvidatelny

prozradit

oklamany, podvedeny
horsi, podfadna jakost
zavadéci

klicové konto, zakaznik

zakon o smlouvach
téct, zatékat, prosakovat

zodpovédnost
celkova, pausalni ¢astka
zasilkovy obchodni dim
elektricka sit’
vyhovét potiebam
namitka
vyprodany
otevieny, spolecensky
pfesvédcovani
zdiraznit
odlozit, posunout
snimek, fotokopie
provést do konce, prosadit
naprava, soudni opatieni
ucta, vaznost, uctivost
komisionaisky prode;j
prodejni uméni
reklamni poutac, plakat
dostate¢ny, rozumny, spravny
ud¢lat obchod
pevny, odolny
diavéryhodny
v samostatném obalu
hledacek (fotoaparatu)

Siroce rozsifeny nazor
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win-win situation

wiring

Phrases:

/winwIn[sTtjuldrld/

/WararilJ

How do you deal with objections?
One thing to keep in mind. .....
They decided to take strike action.

It‘s a deal.

The company nearly went bankrupt as a result.
We* re running a national advertising campaign.

UNIT 15

Revision unit
ample

blunt

boast
commission
dismay
down-to-earth
evasive

forge

hub-bub
inhibited
intensely
outspoken
pushy

undaunted

Phrases:

oboustranné vyhody, zisk

kabeldz, propojeni, zapojeni

Jak si poradite s namitkami?

Jednu véc byste meli na paméti .....

Rozhodli se jit do stavky.

Smlouva je uzaviena. Souhlasim s podminkami
Nésledkem toho spole¢nost téméef zbankrotovala.
Provadime reklamni kampan po celé republice.

A SPECIAL PROJECT

/l@mpl/
/blht/

/balkt/
/koh1[1/
/d1lsime1/
/dalht1B:[Y
/1e1sIv/
/fOd3/
/Hb[Db/
/InA1bI1tid/
/Inlténsli/
/[dtlspalkan/
/p1/
/hidOnt1d/

...by 1 May at the very latest....
We'll give your order top priority.

He is charging you a levy for advertising.
...commitments under the terms of the contract..

He is committed to following the proprietor’s methods.
She gets a 15% commission on every machine she sells.

rozsahly, bohaty

odméfeny, strohy

chlubit se, pysnit

provize

vydgsit, konsternovat,
ptizemni, realisticky
vyhybavy

propracovat se na predni misto
chaos, zmét’, zmatek

majici zabrany, nesmély
uplné, velmi

upiimny, otevieny
ctizadostivy, touzici po kariéie

nezastraSeny, nedat se odradit

...nejpozdéji do 1. kvétna

Vasi objednavku vyfidime ptednostn¢.

Uctuje vam poplatek za inzerci.

zavazky vyplyvajici ze smlouvy(na zaklad¢

smlouvy)...
Je povinen dodrzovat metody majitele.
Dostava 15 % provizi za kazdy prodany
stroj.
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