Unit 2 —_— Revision * Explain the abbreviations:
p&p =

* Translate:
C.C. (in an e-mail) =

an order of over 500 pieces — ® =

to have sufficient stocks — etc. =

to enclose a price list — eg =

a long-standing cooperation — enc. =

an outline of a first draft — CEO =
asap =

rukou napsané postovni smérovaci ¢islo — ie. =

zlevnéna cena —

¢ Translate the sentences:

zadat objednavku —

odsazeny odstavec — Rozhodl jsem se vyuzit této necekané piilezitosti, nicméné mé zkusenosti se
sestavovanim obchodni zpravy nejsou velice zajimavé.

potvrdit podrobnosti —

* Give synonyms:

recipient

question

format (of a letter) =

Jednim z nejobtiznéjsich aspektt korespondence s lidmi, se kterymi jste se
nesetkali tvaff v tvaf, je navazani osobniho vztahu, ktery by jim ukazal, Ze nejste
jen stroj na psan{ dopist.

* Give a preposition:

please get touch me

they provided us feedback

others can benefit his work

your request our catalogue

we will supply you a suitable service

the MD has negotiated our main clients



