CONTENTS

I. INTRODUCTION
/i/ Lay-out of a letter
/ii/ Different forms of address
/iii/ The envelope and inside address

/iv] Date
/v/ Salutation
/vi/ Complimentary close
/vii/ Signature
/viii/ Some don’ts
/ix/ Abbreviations in common use

1I. COMMUNICATION BY POST
/i/ Confirming /wires, etc./

11
11
12
13
15
15

18

1. We sent you a telex. It read as follows . .. /formal/
/ii/ Acknowledging receipt of letters
2. We received your letter /formal/
3. We received your letter /social/
4. We received your letter [informal/
5. Sorry for the delay in answering your letter
[informal/
/iii/ Letters crossing
6. Our letters crossed /social/
7. Our letters crossed /informal/
fiv] Delay )
8. The present letter will be sent by airmail to avoid
delay /sociall
9. I could not write as I was away. I have left in-
structions with my Secretary /social/
10. Excuse me for writing as late as now. I have
been very busy /informal/
11. I could not write, I was very busy. I hope you will
attend the conference /informal/
12., 13. Thank your for you letter. Excuse me for
writing only now /informal/
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/v| Address, wrong address, etc. 22

14. Thank you for the publication addressed to Mr
C. I regret to say that Mr C died. /formal/

15. Thank you for your wire. Write to me to Paris
[informal|

16. You may reach Professor R. at the following
addresses . . . [social/

17. I am not able to send you the address required

[social/
/vi/ Forwarding the mail 23
18. Please forward the enclosed letter to Dr H.
[format
19. Please check up the address of Professor D.
[formal]

20. I am forwarding to you the enclosed letter /social/

21. Iam forwarding to you a parcel /by separate post/
[informal/

[vii/ Messages by post, catching the post, wires 24

22. Your lecture has been cancelled according to your
instructions /social/

23. You left behind your slides. We have sent them
on to you /informal/

[viii/ Difficulties in communication 25
24. I am enclosing another copy of the programme
/sociall

25. I am writing again to say that your friends are
welcome [informal/
[ix/ Establishing contacts 25
26. Your letter has been passed on to another
department. They will contact you /formal/
27. Would anyone be willing to contact us? /social/

/x/ Resuming contacts with old friends 26
28. I am happy to have a letter from you /informal/
/xi/ Items of news 27

29. You can stay with us when you come to
Czechoslovakia. Remember that we have moved
to — —, from where I could take you to Prague
every day /[informal/

30. How nice to hear from you again [informal/

31. I may be going to Britain for a month /informal/

/xii/ Introducing oneself and others 28
32. May I call on you at a convenient time? /social/
33. Can we possibly meet you in London? /social/
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b) After a conference 100
/i/ Official 100

27.

We are enclosing a Conference Participant list
/formal/

28. We are sending you a volume of articles based on
papers presented at a symposium on — — [formal/
/ii/ Unofficial 100

29.

30.

31.
32.
33.
34.

35.

I was sorry not to find you at the Conference. The
Conference brought together many people
interested in the field /informal/

Your many friends wish to let you know that
they were sorry that you had to leave early
[informal/

I was happy to make your personal acquaintance
at the Conference /informal/

I look back on the Conference with great
pleasure /informal/

The Congress went very well /informal/

I have just come from O., where I attended the
Conference. I am enclosing a handout circulated
during one of the sessions /[informal/

You will be glad to have the following book . . .
[informal/

VIII. GRADUATE STUDIES, FELLOWSHIPS, POSTS AND
APPOINTMENTS ABROAD
/i/ Inquiries, information 104

1.

2.

3.

4,

5.

6.

I should like to explore the possibility of
graduate study at your university /formal/

I am greatly interested in your graduate
programme |/formal/

I should like to pursue advanced study at your
Institution /formal/

Kindly send me a copy of the annual guide to the

Academic Courses ... /[formal/
I should like to obtain more information on the
scheme . .. [formal|

Can you advise me as to whom I should approach
[informal/

/ii/ Particulars of programme, offers of service

e

I take the liberty of approaching you to ask if 106
there is any chance for me to work in your
Laboratory /social/

What is the minimum residence requirement for

the — — programme? /social/
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9, 10. I am taking advantage of your kind interest
in my work to ask for advice /social/

11. The award of a grant is subject to a preliminary
consent of an establishment that would be ready
to admit the applicant. Could you possibly
assist me in the matter? /social/

12. I am applying for a training period /formal/

13. I am applying for a summer vacation job /formal/

14. I wish to apply for the post of a Research
Associate as desribed in the advertisement . ..

/formal/
15. Thank you for your advice /social/
16. I have read the advertisement — - and wish to

apply /formal/
[iii/ Possibilities of accepting scholarships, etc: leave of

absence, leave for graduate study abroad 112
17. Thank you for considering my late application
/formal]

18. I am sending you the statement of my
superiors /social/

19. I have not been granted a leave of absence yet
[sociall

20. I am enclosing the completed application form
[sociall

21. I shall not be able to accept a place in the
Summer School this year /social/

22. T am very glad that you think that I stand
a good chance for the Summer School next year

[social]
/iv] Offering grants 114
23. We can offer you a post-doctoral fellowship
[social/
/v Financial matters 115

24. I should welcome the chance to work for pay while
attending the University /formal/

25. T have just been granted a study leave. I should
be grateful if you could consider me for
assistantship [formal/

26. Thank you for the brochure describing the awards
available /[social/

27. Thank you for the list of reference books where
I might find a possible source of financial
assistance [social/
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/vi/ Completing application forms; curriculum vitae

/personal history forms/; personal reference; other

records, particulars and formalities; technicalities;

renewal of appointment

28. I shall gladly accept the fellowship /social/

29. I am sending my application for admission to the
Faculty of Graduate Studies [formal/

117

30. I am applying for non-university housing /formal/

31. I am sending you the remaining parts of my
application [social/

32. I am sending you the official records with
an English translation attached [formal/

33. I am enclosing a detailed statement of my plan
for graduate work /social/

34. Can you send me an application form? [formal/

35. Curricula vitae

36. May I use your name as a reference? [soctal/

37. An appraisal

38. A personal reference

39. From personal references

40. Employer’s statement

41. It is a disappointment for me that the invitation
was withdrawn /social/

42. It is very kind of you to be willing to keep my
records on file for the next two years [social/

43. I accept the appointment with great pleasure
[formal/

44. Iam happy to learn that I have been provisionally
accepted [social/

45. Thank you for all you are doing on my behalf
[social/

46. I anticipate great profit from work under the
guidance of Dr K. [formal/

47. Could you send me a confirmation letter stating
that I am going to — — under the official

scheme ... ? [social/
48. Thank you for giving consent to my stay at — -
[socialf

49. Thank you for your information /informal/
50. I have just heard from - — that I may join the
staff of — — [informal/

[vii/ Examination in English

51. Irealize that I have to take an examination. I am
making the appropriate arrangements /[formal/
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52.

Can you inform me if there is an appointed
examiner in my area? /[formal/

/viii/ Certificates and reports

1X. VISITS, TRAVELLING, SOCIAL ENGAGEMENTS
/i/ Planning & visit abroad /holidays, short trips,
exchange visits/, invitations, accommodation

1°
2.

3.

I hope to see you in — — this time /social/

I am anticipating my visit with great pleasure
[informal/

What are your plans for the summer? I should
like to call on you when in — - [informal/

I cannot spend the week-end with you. I hope
I shall have the pleasure of visiting you on some
future occasion /social/

I cannot stay away from my commitments this
year. I should be grateful if you allowed me to
keep the invitation open /soctal/

If I go to B. I shall look you up /soctal/

I am not able to fix a definite date at this stage
[informal/

8—11. Thank you for inviting me to stay with you

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

[informall

Your idea of an exchange visit is excellent
[informal/

If my trip comes off I shall take advantage of your
kind offer to have me stay with you /[social/

I shall not be able to come to B. I have had a very
busy year and it is too late now to make any
arrangements [informal/

Unfortunately our schedule does not correspond
to yours /social/

I am glad that the revised dates of our visit are
convenient /informal/

I am sorry that you will not be at home when

I arrive [informal/

Thanks for your letter and the formal invitation
enclosed /social/

Thank you for your offer of facilities of study
in the Library /social/

Can I visit you before the meeting and not after?
/socral/

I shall be delighted to take advantage of your
invitation and visit your Department /social/
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22. Your son invited my son to stay with you. Is it
convenient for you or did your son act on his own
out of the kindness of his heart? I hope to hear from
you /social/

23. I cannot give the exact dates yet [social/

24. T wish to stay with a family during my short
visit to C. /social/

25. Could you advise me about a reasonable hotel ?
[soctal/

26. Could you recommend a place to stay at? /social/

27. I wish to apply for a season-job when in England.
Could you do me the favour of vouching for me?

/social/
/ii/ Arrangements as to schedule, route, etc. 141
28. Leave me a message where we should go first
[informal/

29. Do not take the trouble of meeting me at the
airport /[informal/

30. I still do not know the exact time of my arrival
[informal/

31. The programme of my visit is becoming clearer
at last [informal/

32. Professor R. will arrive in L. on Monday . ..
[8ocial/

33. I hope to arrive in L. by — — Flight . . . [social/

34. We have at last made up our itinerary /social/

35. We shall set out on Tuesday . .. /informal/

36. Nearly all the formalities have been completed

[informal/
37. Wires
/iii/ Seeing people, moving around 145
38. I hope to be able to see you at the Institute
[social/

39. Ishould be grateful if you allowed me to call on
you. I shall ring you up and make an appointment
/social/

40. Could I visit your Institute on my way home from
Canada? /[social/

41. T am looking forward to seeing you /[social/

42. T should like to visit some institutions concerned
with — — while staying in your country /social/

43. Could you write and tell me when I could visit the
laboratory of your College while I am at C.?
[social|
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44,

Many thanks for all your suggestions /informal/

45. I shall probably be free on the evening of
Thursday /informal/
/iv] Presents 148
46. I am leaving a small present for you as a memento
of my visit /social/
/v]/ Thank-you letters on return 148
47. I am looking for some records that you might

48.

49.

50.

51.
52.

like to have /[social/

I am afraid I have not thanked you properly for
the books /social/

I am afraid that I stayed longer than I should
have and I can only hope that I did not cause
you too much inconvenience /social/

Thank you for a most enjoyable evening
soczal/

Thank you for all you have done for us [informal/
Thank you again for the wonderful time you gave
me /social/

53, 54. I appreciate your warm hospitality [informal/

55. A brief note to thank you for your kindness and

helpfulness [informal/
[vi] Visitors to Czechoslovakia 152

56. We have made a hotel reservation in accordance
with your wishes [formal/

57. We have been able to book a room in the Student
Hostel /[social/

58. I am glad to learn that Mr H. may be coming
[sociall

59. I suggest you should approach Dr H. J. /social/

60. Let us know when you are comiag /social/

61. We should be happy to have you with us for the
week-end following the Conference [social/

62. Let us know when and where to meet you
[informal/

63. Is there any chance of your coming over?
[informal/

64. A wire

65. We are looking forward to offering you hospitality

in return for the hospitality you have kindly given
us on many occasions [informal/

/vii/ Social invitations 155

66.
617.

An invitation to tea [social/
Accepting an invitation /[social/
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68. Accepting an invitation /informal/

69. Changing dates [social/

70. Declining an invitation [informal/

71. I am looking forward to your visit /social/
72. Thank you for the weekend /social/

73. Thank you for the evening /social/

/viii/ Formal invitations/engraved on printed cards in the

third person/ 167
74. Invitations
75. Replies

a) accepting

b) declining

c¢) cancelling

X. GREETINGS, TRIBUTES, SYMPATHY
/i/ Congratulations, tributes, public distinctions,
good wishes 159
1. I wish to offer you congratulations on your 70th
birthday /social/
2. You deserve the tribute /social/
3—5. You deserve the honour /social/
6. Congratulations on your promotion /wnformal/
7. Congratulations on the awarding of the degree
[informal/
8. It gave me pleasure to hear of your success
[informal/
9. Various greetings of the season
10. Best wishes for the coming year [informal/
11. Congratulations on the occasion of your marriage
[informal|
12. Wishing many happy returns of the /birth/day,
speedy recovery, etc. /on a card/
13. Wires
/ii/ Announcements of death; condolences, expression of
sympathy, obituary notices, ete. 162
14. Mr W.G. died /social/
15. Announcement printed in the paper /death notice/
16—18. Condolences
19. An obituary notice
20. Biographical notice in a periodical
21. I regret to have to tell you that Professor G.
died ... /social/
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I. UVODNI KAPITOLA

/i/ Uprava dopisu 7
/ii/ Titulovan{ 8
/iii/ Obédlka a adresa uvnitt 9
/iv/ Datum 11
/v] Osloveni /[uvniti dopisu/ 11
/vi] Ukonéeni dopisu 12
/vii/ Podpis 13

/viii/ Co se nedoporuduje 15
/ix| Zkratky 15
II. PISEMNY STYK VSEOBECNE
[i/ Potvrzeni telegrami atd. /vlastnich/ 18
1. Poslali jsme Vam telex tohoto znénf . . /formdint/
/ii/ Potvrzeni pi{jmu dopist 18

2. Dostali jsme V&8 dopis /formdini/

3. Dostali jsme Va8 dopis /spolelensky/

4. Dostali jsme Vé8 dopis /neformdini/

5. Prominte, %e odpovidém opoZd&né na Vés
dopis . . . [neformdint|

/iii/ K¥iZovéni se dopist 19

6. Nase dopisy se kfiZovaly /spolefensky/

7. Nafe dopisy se kfiZovaly /neformdini/

/iv] ZdrZen{ 20

8. Tento dopis poslu letecky, aby se nezdrZel
|spoledensky/

9. Nemohl jsem psét, nebyl jsem piitomen. Moje
sekretédfka zafidila, aby byl pro Vés zajistén jeden
vytisk monografie /spolefenskyj/

10. Prominte, Ze pisi aZ nyni. Byl jsem moc zane-
prézdnén [neformdini/
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11. Nemohl jsemmn VAm psdt, mél jsem moc préce.
Doufdm, Ze se zudastnite konference
[neformdlni/

12—13. Dékuji za dopis. Omlouvdm se, Ze pisi a%
dnes [neformdlint/

/v| Adresa, omyly v adrese

14. Dékuji za publikaci zaslanou na adresu pana C.
Musim Vém sdélit, Ze pan C zemfel /formdini/

15. Dékuji za telegram. PiSte mi do PariZe
[neformdlni/

16. Profesora R. zastihnete na téchto adresédch ...
[spoletensky/

17. BohuZel VAm nemohu zaslat Zddanou adresu,
nemdm ji s sebou /spolefensky/

/vi] Zasléni dopisu /zésilky/ na dalsi adresu
18. Zaslete laskavé prilozeny dopis Dr H. /formdini/
19. Prosim o prekontrolovéni adresy profesora D.

/formdlni/

20. PriloZeny dopis dofel po Vafem odjezdu
[spolelensky/

21. Odesildm za Vémi balidek [zvldstni zésilkou/
[neformdlni/

[vii/ Vzkazy, telegramy
22. Vasi pfednasku jsme na VaSe piédni odvolali
[spoledenskyj/
23. Zapomnéla jste si zde diapozitivy atd. Odeslali
jsme je za VAmi [neformdint/
Iviii/ ObtfZe '
24. Zasilém Vdm jestdé jeden program [spoledensky/
25. Pisi jesté jednou, abych Viés ujistil, Ze VaSe
prétele srdeénd zveme [neformdini/
/ix/ Navazovani styku
26. V4as dopis jsme piedali jinému oddéleni. NavédZou
8 Vami styk [formdini/
27. Zabyvéme se tim a tim problémem. Nechtél by
nékdo u Vés s ndmi spolupracovat? /spolefensky/
/x/ Znovunavézdni styku se starymi zndmymi
28. Jsem moc rdd, Ze méam zase od Vis dopis
[neformdlini/
/xi/ Ruzné zpravy
29. MuZete se u nés ubytovat, aZ prijedete
do Ceskoslovenska. Nezapomeiite, %e jsme se
prestéhovali do — —. Do Prahy Vés muZeme vzit
s sebou ka?dy den /neformdini/
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[xiii/ Letters instead of personal contact 29

34. I regret I did not have the pleasure of making
your personal acquaintance on the occasion of
your visit /social/
/xiv/ Clearing up misunderstandings 30
35. I received your note late at night and could not
meet you /social/
/xv/ Sending things 30
36. I am enclosing the report of the meeting /formal/
37. I am sending you the drawings requested /formal/
38. We have managed to secure a copy of the book
requested /social/
39. I hope you will like the photographs, etc. I am
sending you /informal/
40. I have sent you some journals [informal/
[xvi| Letters to the Editor 31
41. Can you possibly publish my appeal for additional
information on a point I am studying? /formal/
42. I wonder if any of your readers are in possession

of some material pertaining to the subject I am
working on /formal/

III. PERIODICALS: EXCHANGE, SUBSCRIPTION,
ORDERS, ETC.

/i/ Exchanging publications 33
1. The copies requested have been sent to you
immediately [social/
2. In return for your journal we are sending you
a selection of reprints /formal/
3. We have sent you reprints on a complimentary
basis /formal/
4. We should appreciate exchange of Reports
[formal/
5. Exchange arrangements have been made [formal/

6, 7. Thank you for agreeing to our suggestions

with respect to an exchange of publications
/formal/

8. We should be pleased to resume old contacts
[formal/
9. We welcome your decision to resume the exchange
of periodicals /formal/
/ii/ Subscription 36
10. Please enter my subscription [formal/
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30. Jsem rdad, Ze mam zase od Vés zpravy

31.

[neformdlni/
Moz#né, %e pojedu na jeden mésic do Britdnie
[neformdlni/

/xii/ Predstavovéni
32. Mohu Vis ve vhodnou dobu navstivit?

[spolelensky|

33. Mohli bychom se s Véami sejit v Londyné?

[spoleéensky|

/xiii/ Dopis misto osobniho styku
34. Lituji, Ze jsem nemél to potéseni se s VAmi osobng

sezndmit pfi Vas{ ndvstéveé [spoledensky/

/xiv/ Nedorozuméni
35. V4s vzkaz jsem dostal pozdé veler, a nemohl jsem

se proto s Vami sejit /spolefensky/

/xv/ Zésilky

36
37
38

39.

40.

/xvi/ Dopisy zaslané redakci
41. Mohli byste laskavé uvefejnit tuto vyzvu: Nutnd

42.

Posfldém Vam v pifloze zprdvu ze schtize [formdint/
Posflém Vém poZadované vykresy [formdini/
Podatilo se ndm ziskat vytisk poZadované knihy
[spoledenskyj/

Doufédm, Ze se Vam zaslané fotografie atd. budou
libit /neformdlnt/

Poslal jsem Vam éasopisy /neformdlini/

potfebuji podrobnéjsi materidl o... za udelem
doplnéni informace pro chystanou kniZni
publikaci /formdini|

Nemé nékdo z Vasich ¢tenditu materidl tykajici se
... Zvldst bych uvital fotografie. Chystdm vétsf
préci z této oblasti a shromaZduji materidl
[formdlni/

1II. CASOPISY VYMENA, PREDPLATNE, OBJEDNAVKY

ATD.

/i Vyména

1

2.

3.

Pozadované vytisky Vam byly ihned odeslény
|spolelensky/

Za V43 ¢asopis posildme Vam soubor separdtnich
vytiskl [formdini/

Zaslali jsme V4m separdty jako dar [formdini/
Rédi bychom si 8 Vami vyménovali publikace
[formdlni]
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6. Zaridili jsme, ¢ Vdm budou zasflény d&asopisy
na vyménu /formdini/

6—7. Dé&kujeme Vém, Ze souhlasite s vyménou
dasopisu /formdini/

8. Ré4di bychom znovu s Vémi obnovili vyménu
dasopist [formdini/

9. Vitdme VasSe rozhodnuti znovu zahdjit vyménu
[formdlni/

(ii/ Predplatné ¢asopisi

10. Prihlasuji se k odbéru /formdini/

11. Misto naseho é&tvrtletniku bude vychdzet nové
publikace. Laskavé ndm sdélte, jestli si pfejete ji
odbirat /formdini/

12. Nemohu predplatit V48 éasopis. Zafidil jsem, aby
jej odbirala — — knihovna /formdini/

13. Letddek ohlasujici novou publikaci

/iii/ Objedndvky a Zddosti

14. Poslete mi, prosim, V&8 posledni katalog
[formdlni/

15. VynasnaZime se sehnat pro Vés ro¢nik 1966
/formdlini/

16. Vytisk 5. svazku Vdm bude odesldn, jakmile vyjde
[spoleéensky/

17. Posfléme V4am seznam nasich publikaci
[formdlini/

/iv] Dotazy

18. Jsme rddi, Ze se stdvdte nasim odbératelem
[formdini/

19. Posildm tyto tiskopisy . .. [spolelensky/

/v] Doilé zésilky

20. Rfijnovy vytisk doSel v poiddku /formdint/

21. Chybéji-li Vdém néjaké vytisky, oznamte ndm to
laskavé [formdlni/|

22. Cislo 3 naseho &asopisu je jestd v tisku /formdini/

[vi/ Chybéjici a vadné vytisky

23. Natisténd %ddost o nahrazeni vytisku

24. Dékujeme za nabfdku duplikdinich vytiska
[formdlni/

25. JelikoZ VA4m nemuZeme nabidnout nédhradni
vytisk, rddi Vdm pujéime vlastni vytisk, abyste
si mohli poF{dit xeroxovou kopii /formdini/

26. Zaslali jsme Vdm strdnky, které Vam chybély
[formdlnit/
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27.

28.
29.

Posflime Vam obrazovou piilohu 1, kterd chybf
ve Vasi rodence [formdint/

Zaslete mi laskavé chybéjici éisla [formdint/
Jedna z knih, které jste poslali, je vadnd. Laskavé
poslete ndhradnf vytisk /formdini/

IV. VEDECKA INFORMACE
/i/ Vyména. poznatku

2.

3.

4.

5.

. Byl bych Vam vdéden za éldnky tykajici se
experimentédlnich metod uZivanych v —-
/spoleéensky/

Predali jsme V&s dopis Dr. P., ktery Vdm osobné
napise /spoledensky/

Jsme rddi, Ze jsme dostali separdty Vaseho éldnku
[neformdini]

Vitdme Vasi nabidku vyménovat si s ndmi
informace /spoledensky/

Velmi se zajimdm o Vase vysledky /spoledensky/

/ii/ Vysledky a problémy

6.
-
8.
9.

10.

11.

12.

13.

14.

15.
16.

17.

Budeme V4ds informovat o vysledcich /spoledenskyj/
Tésim se na V&S referdt [spoledensky/

Posildm vyobrazeni naseho nového pifstroje
[spoleensky/

Réd bych si 8 Vdmi pohovofil o nékterych
problémech /spoleensky/

Lituji, Ze jsem nebyl doma, kdyZ jste tu véera byl.
Byl bych si moe rdd s Vami pohovoriil
[spoleéensky|

Réd bych s Vdmi probral nékolik vécf, které nés
oba zajimaji /neformdini/

Zabyvém se intenzivné urditymi pokusy
[neformdini/

Prestoupil jsem na universitu, kde uéim védecké
aspiranty /neformdlini/

Dospéli jsme k podobnym vysledkiim
|neformdlni/

Redili jsme —— systém /neformdini/

Nejsem spokojen s nékterymi vysledky. Test
prosté nevychdzi [neformdini/

Velké procento vysledkd, které jsem obdrZel
v pokusech, zklamalo. Doufém, %e se ndm podaii
vyloudit ndkteré rusivé faktory /neformdlni/

/iii/ Organizace vyzkumu /pracovni kolektivy, skupiny/

18.

Jsem rdd, %e se koneénd rysuje pracovni skupina
a Ze se podilite na organizaén{ préci /spolefensky/
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19.

20.

Doufém, Z%e oba utvary spojf své tsili. Rdd bych
poznal Vasde nézory na celou véc [spoledensky|
Mohl byste podat celkovy piehled o situaci viem
élentim a poZddat je o pfipominky? /neformdini/

V. PUBLIKACE

a) MoZnosti

/i/ Spolupréce autoru

§

2.

3.

10.

11,

Réd pfijimém Vadi nabfdku spoluprdce na
pripravé adreséfe [formdlni/

Je to od Vés hezké, Ze jste jednal s ——
nakladatelstvim v mé véci /spolefensky/

Dékuji, Ze jste piehlédl muj rukopis /spoleensky/
Muj ¢éldnek je v redakei. Doufédm, Ze vyjde tiskem
[spoleensky/

Obdvém se, Ze piisluSny &asopis otiskuje élinky
spiSe vSeobecného rdazu. Pokusim se o uverejnéni
¢lanku v odborném &asopise [spoledensky/
Nakladatelstvi — — neméd zdjem o mou knihu.
Dékuji Vam za vSe, co jste pro mne udélal
[spolebensky/

Jsem rdd, Ze pfijimdte mou nabidku podilet se
se mnou na vydani élénku /neformdlini/

Mohl byste laskavé piehlédnout ptiloZenou
zpravu? [neformdini/

Dékuji Vdm, Ze jste mi nabidl spolupréci na
éldénku o — — [neformdlini/

Kniha mé hodné nedostatkt. Neni jesté zrald pro
vydéni [neformdint,

Jsem si védom kréatkosti lhuty. Zdsilku budete mit
do konce tydne [neformdlni/

/ii/ Zahraniéni vydéni, pfeklady, revize

12.

13.

14.

15.

16.

17.

Dékuji VAm mnohokrét, Ze jste mi zprostfedkoval
styk s feditelem /spolefensky/

Posildim Vam anglické résumé spole¢nd

s origindlem /[spoledensky/

Byl bych rad, kdybyste pfijal muj ¢ldnek

k uverejnéni [formdini/

Jsem vddééen za Vasi nabidku zaf{dit americké
vydéni mé knihy /spoledenskyj/

Doufém, %e budete spokojen s pfekladem mého
élanku /[spolelensky/

Zaslu Vdm revidovanou verzi mé knihy
[spolelensky]
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/iii/ Povoleni pretisknout /nap¥. fotografie/, citovat
18. Byl bych Védm zavdzén, kdybyste mi dovolili 59
pretisknout z Vaseho éldnku fotografii

[spoledensky/
19. Dékuji za povoleni pretisknout fotografii
[formdlni/
b) Pfed vydénim 60
/i/ Upravy; nejasnosti 60
20. Doufém, Ze v této podobd je &lének piijatelny
[formdlni/
21. Vracim opraveny rukopis svého piispévku
[formdlni/
22. Doufédm, Ze jste schémata obdrZel v pofddku
[formdlni/

23. Doufém, Ze nebude piili§ obtiZné vytisknout
schéma, i kdyZ pifesahuje piedepsané rozméry
/8polelensky|

/ii/ Posudky recenzentu 62

24. Priecetl jsem si posudky recenzentu. Rédd bych na
né odpovédél /[formdini/

25. V souladu s Va$im prédnim zkrdtime 6. oddil.
Douféme, Ze nebudete trvat na tom, aby se
vypustil 3. oddil /formdint/

26. Udélal jsem pfisluiné Gpravy /formdini/

/iii/ Korektury, technické podrobnosti 63

27. Posilém Vém vykresy /formdini/

28. Vracim sloupcové korektury /formdint|

29. Vracime fotokopii pFislusnych strének
[spolebensky/

/iv/ OhldSeni pfipravovanych publikaci 64

30. V4&s ¢ldnek vyjde ve 4. ¢&isle [formdlni/

31. Praveé vyslo é&islo dasopisu s Vasim ¢ldénkem
[formdlnt|

32. Dékuji za pomoc [spolelensky/

33. Dodatek k — — se pfipravuje /formdlni/

34. Vysel Vam é&ldnek /[neformdini/

35. Prdavé jsme dokondil rukopis udebnice
[neformdlni/

/v] Podékovéni{ 65

36. Podékovéni vytisténd v knize

37. Dé&kuji za povzbuzovéni /neformdini/

38. Dékuji za VaSe pfipominky /neformdlni/

¢) Po vydéni 66
/i/ Recenze a recenzenti 66
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39.

40.
41.

42.

43.

Dovoluji si vénovat Vém recenzni vytisk
[formdlinit|
Vénovéni v darované knize

Dékuji VAm za V438 zdjem o mou knihu. Posflén

Vém recenzni vytisk [neformdlni/

Dékuji Vdm za Vadi odbornou kritiku
[spolebensky/

Mnohokrat dékuji za recenzni vytisk. Rdd napisi
recenzi Vasi knihy pro — — &asopis [spoledensky/

/ii/ Separaty a dalsi vytisky
44.—45. Dovolujeme si Vés poZdadat o separdtni

vytisk /formdini/

46.—47. Dovoluji si Vés pozddat o separdt

48.

49.

50.

51.

52.

53.
54.
55.

56.
57.

[spolelensky/

Réd bych ziskal jeden vytisk ¢&isla, v némZ vysel
V4s ¢ldnek . . ., resp. separdt ¢i fotokopii ¢ldnku.
Réd uhradim veskeré vylohy /formdini/

Réd bych ziskal separdt ... Pfikldddm separdt
svého vlastnfho éldnku ... [spolefensky/
Predtisténé formuldie Zddosti o separdt

a odpovédi

Dé&kuji za dopis. Budeme Vém pravidelnd zasilat
separity z oblasti, .. [spolelensky/

Nezbyl mi Z4dny separdtni vytisk, aviak ¢ldnek
byl pretistén v jiném d&asopise [spolefensky/
Dékuji za separdty [spoledensky/

Doufédm, %e se Vdm separdt hodi /spolefensky/
Zajimé mé V48 &ldnek, ktery vysel v — -
[spolelensky|

Prikldédém poZadovany separit [spolefensky/
Mohl byste mi poslat svou knihu? Réd bych Vdm
poslal néco na opldtku. Méte néjaké pidnf?
[neformdini/

/iii/ Ohlasy

58.
59.
60.

V&3 ¢&ldnek je vyborny [spolelensky/

Té&8im se na Vasi knihu [spoledensky/

Vase kniha vzbudila velky zdjem. Dovedete své
nézory spravnd podloZit fakty, které je tieba
pfijmout. Zaujala nds VaSe teorie, Ze...
Domnivdme se také, Ze existuje vztah mezi. ..
Dovolime si jesté se k Vasi knize vrétit, a¥
vyzkousime v praxi Vase teoretické piedpoklady
[spolefensky/
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61.

62.

63.

V4§ vyzkum je podnétny. Je zajimavé, Ze
vysledky . .. potvrzuji Vase zdvéry /[spoledensky/
Mohl byste nés podrobné&ji informovat o Vasf
pfipravované knize? [spolefensky/

V4as ¢lének je velmi uZiteény [neformdint/

64.—65. Vas piehled je pro nés velmi cenny

[neformdlni/

66. Vase kniha poddvé uceleny souhrn dosavadnich
vysledku /neformdini/

67. Blahopreji Vdm ke knize. Déldé Vam &est
[neformdlni/

68. Jsem Véam velmi vdéten za povzbudivé slova. Je
Vém asi zndmo, Ze 4. oddil knihy byl podroben
ostré kritice. Nebral jsem pry v ivahu skuteénost,
Ze ... To, Ze jste prdvé tuto &dst priznivé
hodnotil, je pro mne velmi cenné [spolefensky/

69. VaSe kniha byla u nds vysoce hodnocena
[neformdlni/

70. Dovolte, abych Vés upozornil na soubor é&lénku
[neformdlni/

71. Pripravuje se velmi duleZité dilo. Zajistim jeden
vytisk pro Vas ustav /neformdlni/

72. Dé&kuji Vam za soubor ¢lénkiu o — -. Dobfe se zde
uplatni /neformdlni/

/iv] Ruzné

73. Potiebujeme zndt Vase celé jméno pro autorsky
rejstiik [spoledenskyj/

74. Oprava uveiejnénd v cCasopise

75. Dopis redakei upozortiujici na chybu v jednom

z ¢ldnka v éasopise

VI. CLENSTVI V RUZNYCH UCENYCH
SPOLECNOSTECH

/i/ Dotazy, Zddosti

1:
2.
3.

Zédém o registraci [formdini/
Prihlasuji se za élena [formdini/
Natistény formuldf Zddosti

/ii/ Cinnost spole¢nosti

4,
5.
6.

Natistény formuléi pro ¢élenskou evidenci
ObéZnik ohladujief schuzi

Méli bychom navézat aktivni spoluprdei nasich
dvou organizaci [formdlni/

Méla by byt ustavena mezindrodni komise
[formdlni/
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Agenda na8f organizace vzrustd [neformdlni/
Chybél jste ndm na vyroén{ slavnosti /neformdini/
Vynatek z broZury o publikaéni éinnosti
spoleé¢nosti

VII. KONFERENCE, KONGRESY, SCHUZE
a) Pred konferenci
/i/ Oznémeni

1.

Obd#niky

/ii/ Organiza¢ni prédce, program /pofad/

2.

3.

4.

5.

Obézniky

Je dobré, Ze Mezindrodni svaz — — se bude podilet
na pordddni konference [spolelensky/

Vybor se zdleZitosti zabyval. Vysledek Vdm jesté
ozndmime [formdlini/

Vynatky z programu

/iii/ Oficidlni pozvéni a soukromé zdleZitosti

6.

e

10.
11.

12.
13.
14.

15.

16.

17.

Dovoluji si Vés poZddat, abyste prispél
referdtem /spolefensky/

Dovoluji si Vds jménem - - vyboru pozvat na
konferenci /spolefensky/

Dékuji za uhrazeni registra¢niho poplatku
/formdlni]

Uhradime Véam vydaje spojené s ucdasti
[spolebensky/

Formuldf k ubytovéni

Budete ubytovédn v ... Pfipojujeme popis cesty.
Informaé¢ni kanceldf bude umisténa v ...
Laskavé vyplite priloZenou kartu /spoletensky/
Vyplnte laskavé hotelovy listek /spoledensky/
Formulére a letddky

Posildme Vam blizsi informace o kongresu.
S dal$imi dotazy se obratte pfimo na nés
[spoledensky|

Réd prijimém Vasi nabidku uhradit vydaje za
ubytovdni a stravu. Vracim fd4dné vyplnény
formulér prihldsky /[formdlni/

Velmi lituji, e se nebudu moci zudéastnit
konference /spoledensky/

Nemohu pfijet na konferenci, netykd se mého
hlavniho oboru, nemohl bych tucast zduvodnit
v ustavu. Kde jinde a kdy bychom mohli se sejit ?
Snad b&¢hem mé studijni dovolené? [neformdini/
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18.

19.

20.

21.

22.

23.

Rédi Vés prijmeme jako hosta po dobu kongresu
[spoledensky/

Jsme rddi, Ze muZete pfijet na konferenci
[spolelensky/

Rdd bych se zucastnil schize ——-. MuZete mi
poskytnout bliz8i informace? /neformdini/

Je nadéje, Ze byste se mohl zudastnit ——
konference? /neformdini/

Jsem ve spojeni s pofadateli kongresu. Dostanete
bliz§i informace. Pokousim se sestavit program
pro Vas pobyt v Ceskoslovensku po konferenci
[neformdlni/

Nemohu se zudéastnit — - konference, jsem jiZ
zaddn [neformdini]

/iv] Abstrakta

24.

25.

26.

Dékuji za zaslany abstrakt. Bude projedndn na
pristi schuzi poradatelského vyboru. Ddme Vam
védét [spolebensky/

Na poradé mohou byt pfitomni i hosté z jinych
instituci /spoledensky/

Profesor G. je rdd, Ze si prejete zulastnit se
porady. Rédi poslouZime bliz§imi informacemi
[spoleéenskyy/

b) Po konferenci
/i) Utedni zélezitosti

27.
28.

Zasildme Vém seznam ucastnikt [formdini/
Zasildme Vém soubor ¢ldnka navazujicich na
referdty prednesené na sympoziu [formdini/

/ii/ Soukromé korespondence

29.

30.
31.
32.
33.

34.

35.

Skoda, Ze jste nebyl na konferenci. Sedlo se tam
mnoho vyznamnych odbornik z oboru
[neformdlni|

Mnoho Vasich prétel litovalo, Ze jste musil odejet
pred koncem /neformdlni|

Byl jsem réd, Ze jsem Vés mohl osobné poznat
[neformdlni/

Rdad se v myslenkdch vracim ke konferenci
[neformdlni|

Kongres se vydafil /neformdlni/

Préavé jsem se vratil z O., kde jsem se ztcastnil
konference. Pfikldddm materiél, ktery jsme dosté-
vali na jednom ze zaseddni /neformdini/

Tato kniha VAm jisté zpusobi radost /neformdlni/

225

99

100
100

100



VIII. POSTGRADUALNI STUDIA, ASPIRANTURA,
STIPENDIA, ZAMESTNAN{ V ZAHRANICI
/i/ Dotazy, informace

13

2.

3.

Réd bych se dozvédél néco blizsfho o postgradudl-
nim studiu na Vasi université /formdini/

Velice se zajimdm o V&$ postgradudlnf program
[formdlni|

Réd bych se piihldsil do postgradudlnfho studia
u Vés /[formdlni/

Poslete mi, prosim, pifehled akademickych
kursa . . . [formdint/

Réd bych se o akei néco blizsiho dozvédél. Na
koho se mohu obrétit? /formdini/

N4s reditel nenamitd, abych znovu jela do zahra-
ni¢{. Mém moZnost za tim i¢elem obdrZet studijni
dovolenou. Nevim jen, na koho se médm obrétit.
Piimo na profesora H. nebo nejdiive na pana
—— ? [neformdlni/

[/ii/ Studijni program, nabidka sluZeb

7

10.

11:

12.

13.

14.

15.

Dovoluji si obrétit se na Vés s prosbou, zda by
nebylo moZné, abych pracoval ve Vasf laboratofi
[spoledénskyj/

R4d bych védél, jakd je nejkratii mo#néd doba
k splnéni podminek pro dosaZeni hodnosti — -
[spolelensky/

VyuZivim laskavého zdjmu, ktery projevujete
o mou préci, abych se na Vés obrétil s prosbou
o radu /spolefensky/

Velmi ndm zdleZ{ na spoluprdei mezi naSimi
laboratofemi, vyméné zkuSenost{ apod.
Konkrétnd médm na mysli jednoho naseho mladé-
ho kolegu, ktery se zabyvd ... Velmi by mu
prospél kratsf pobyt ve Vasi laboratofi. Prosil
bych o radu, co mém v té véci podniknout
[spolebensky/

Stipendium se védZe na prijeti do pracovniho
poméru. Mohl byste mi pomoci? /spolebensky/
Jsem student elektrotechniky a Z4dédm, abych
mohl u Vds vykondvat praxi v oboru /formdlni/
Prihladuji se na sezénni préci podle ozndmenf
uvefejnéného v — — [formdint|

Laskavé mi poslete pfihldSku podle inzerdtu — -
[formdlnit/

Dékuji za radu [spolefensky/
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11. Our Quarterly is to be incorporated in a new
publication. Kindly inform us if you wish to
remain in our mailing list /formal/

12. I am not able to subscribe to your Review.

The — - Library, however, will subscribe to it /formal/

13. A leaflet announcing a new publication

/iii/ Orders and requests 37

14. Please send me your last catalogue /formal/

15. We shall do our best to secure the 1966 volume
[formal]

16. The copy of Volume 5 will be sent you as soon as
it appears /social/

17. We are sending you a list of our publications /formal/

/iv/ Inquiries 38

18. We are glad to add your Institute to our regular
mailing list /formal/

19. I enclose the following Reports . . . /social/

[v] Safe arrival of periodicals 39

20. We acknowledge the safe arrival of the October
issue /[formal/

21. If any copies of our Journal are missing kindly
notify us /formal/

22. Publication of No. 3 of our Review has been
delayed [formal/

[vi] Missing or defective copies 40

23. A printed letter requesting the replacement of
some copies

24. Thank you for offering to send us duplicate copies
[formal|

25. As we cannot supply you with a replacement copy
we shall be pleased to lend you our own copy to
enable you to make a Xerox /formal/

26. We have sent you the pages required to
complete your defective copy [formal/

27. We are enclosing Plate 1 left out of the Yearbook
[formal]

28. Kindly send the missing issues [formal/

29. One of the books you dispatched is defective.

Please send a replacement copy /formal/

IV. SCIENTIFIC INFORMATION

/i/ Sharing research data 43
1. I should appreciate receiving papers relating to
the experimental methods in — — /social/
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16.

Zidam o misto odborného asistenta podle
inzerdtu uvetejnéného dne ... v... [formdini/

/iii/ Stipendia, sluZebni pobyty v zahraniéi, studijni
dovolend

17.

18.
19.

20.
21.

22.

Dékuji Véam, #e jste prihlédli k mé prihldsce,
i presto, Ze lhuta prosla /formdini/

Prikladdém prohldseni vedouciho /spolefensky/
Jesté jsem nedostal povoleni od vedoucfho
[spoleéensky|

Zasilém Vam vyplnénou piihléSku /spolefensky/
Nebudu moci pfijmout misto v letosni letni skole
[spolebensky/

Jsem rdd, Ze mi ddvéite naddji na pristi rok
[spolecensky/

/iv/] Nabidka stipendia v CSSR pro zahraniéni studenty

23.

Nabizime Véam stipendium /spolefensky/

/v/ Finanéni zéleZitosti

24.

25.

26.

217.

Uvital bych prilefitost vydélku pifi pobytu
na université /[formdint/

Dostal jsem studijni dovolenou a rovné% mi
budou hrazeny cestovni vydaje. Pii projedndvani
mé Zédosti o misto asistenta laskavé prihlédnéte
k okolnostem, které jsem wvyli¢il v poslednim
dopise [formdini/

Dékuji za broZuru, kde se popisuji existujic{ moZ-
nosti /spolefensky/

Dékuji za seznam literatury tykajici se stipendif
[8poledensky/

/vi/ Vypliovéni pfihldsek; Zivotopis, reference a posudky,

28.
29.

30.
31.
32.

33.
34.
35.
36.

37.

ostatnf{ doklady, formality, prodlouZeni pobytu
Réd pfijimédm stipendium /spoleéensky/

Zasildm Zédost o prijeti do postgradudlniho studia
[formdlni/

Prosim o ubytovdni mimo universitu [formdini/
Posilém zbylou &4st prihldsky /spolefensky/
Zasilém Vém doklady s pfipojenym anglickym
prekladem /formdini/

Pripojuji podrobny studijni pldn [spoledensky/
Poslete mi, prosim, formuld# pfihldsky /formdini/
Curricula vitae

Smfm uvést, Ze o mnd podédte referenci?
[spolelensky|

Posudek

38.—39. Reference

227

112

114
115

117



40.
41.

42.

43.
44.

45.
46.

47.

48.

49.
50.

ProhldSeni zaméstnavatele

Je pro mne zklaménim, Ze pozvén{ bylo zruseno
[spolebensky/

Je to velmi laskavé od vés, Ze povedete v patrnosti
mé doklady pro pristi dva roky /spolelensky/
Prijimédm jmenovéni /formdini/

Jsem rédd, Ze jsem byl predbéiné piijat
[spoledensky|

Dé&kuji za viechno, co pro mne déléte /spolefensky/
Odekdvéam, Ze mnoho ziskdm pod vedenim Dr. K.
[formdlni/

Mohl byste mi poslat potvrzeni...? Usnadnfi
mi to Zddost o vizum /spoleCensky/

Dé&kuji, Ze souhlasite s mym pobytem ...
[spoleéensky/

Dékuji za informaci [neformdlni/

Préavé dosla zprdva, Ze mohu nastoupit v...
jako ... na dobu 12 mésict /neformdini/

[vii/ Zkouska z angliétiny

51.

52.

Uvédomuji si, Ze musim udélat zkousku.
Zatidim se podle toho /formdlni/

Muzete mi laskavé Fici, zda je u nds profesor
povéfeny zkousenim? /formdlni/

[viii/ Vysvédéeni, osvédéeni a potvrzeni

IX. NAVSTEVY, CESTOVAN{, SPOLECENSKE
POVINNOSTI

/i/ Plénovéni zahraniéni cesty, dovolend, krétké pobyty,
vyména, pozvéni, ubytovéni

1.
2.
3.
4.
5.

6.

7.

Doufédm, Ze se s Vami tentokrat sejdu /spoledensky/
Velmi se t&8im, %e Vés navstivim /neformdini/
Réd bych Vés navstivil, aZ pfijedu do ... Jaky
méte program na léto? [neformdlni/

Nemohu za Vémi jet na vikend. Doufédm, Ze Vés
budu moci navativit jindy /spolefensky/

Nemohu se letos uvolnit. Budu vdéden, nechéte-li
pozvéni oteviené [spolefensky/

Pojedu-li do B., vyhleddm Vés [spoledenskyj/
Nemohu jestd urdit pfesné datum [neformdlni/

8.—11. D&kuji za pozvéni, abych se u Vés ubytoval

12.
13.

[neformdlni/

Vas ndpad s vyménou je skvély /neformdini/
Dojde-li k mé cesté, vyuZiji Vasi laskavé nabidky,
abych u Vés bydlel /spoleenskyj/
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fii/

14.

15.

16.

17,
18.

19.

20.

21.

22.

23.
24.
25.

26.

217.

Nebudu moci pfijet do B., mél jsem letos perny
rok a stejnd je jiZ pozdé néco zafizovat
[neformdlni/

BohuZel neméme ¢éas ve stejnou dobu /spoledensky/
Jsem rédd, Ze se Vam hodi zménénd data
[neformdlni/

Skoda, %e nebudete doma, a¥ piijedu /neformdini/
Dékuji za dopis s priloZenym formélnim
pozvénim [spoledensky/

Dékuji za nabizené moZnosti studia v tustavni
knihovné /spoleéensky/

Mohu Vis navstivit pied schiizi a ne aZ po schuzi?
[spoledensky/

R&d vyuZiji Vaseho pozvani k ndvstévé Vaseho
ustavu /[spoleéensky/

V43 synek pozval mého syna k Vam. Byli jste
domluveni anebo to byl jen jeho ndpad? Doufdm,
Ze mi ddte védét zcela upfimné, zda se VAm tato
navstéva hodi [spoledensky/

Nezndm jesté piesnd datae [spoleensky/

Réd bych se ubytoval soukromsé [spolefensky/
Mohl byste mi poradit néjaky ne piili§ drahy
hotel? [spoledensky/

Mohla byste mi poradit s ubytovanim?
[spolebensky/

Réd bych si nasel sezénn{ préci pro dobu svého
pobytu v Anglii. Byla byste tak velmi laskavé
a zarudila se za mne? [spolefensky/

Ruznd zafizovéni, trasa apod.

28.

29.
30.

31.
32.

33.
34.
35.
36.

37.

Nechodte mi naproti na leti§té! Jen mi nechte
vzkaz [neformdini/

NeobtéZujte se na letisté /neformdini/

Jedtd poidd nevim presnou dobu pifletu ani &islo
letu /neformdlni/

Program mé ndvstévy se jiZ rysuje /neformdini/|
Profesor R. prileti do Londyna v pondéli.. .,
éislo letu ... [spoledensky/

Mém priletét do L. linkou ... [spolefensky/
Méme uZ koneéné vybrarnou trasu /spolefenskyj/
Vyrazime v utery [neformdini/

Mém za sebou uZ skoro vSechny formality. Zbyvé
jen balit /neformdlni/

Telegramy
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/iii/ Navstévy 145

38. Vystava bude zahdjena zitra. Doufdm, Ze Vis
budu moci vyhledat v ustavu a prohovofit s Vémi
tu zdleZitost spoluprdce na projektu... Mohl
byste laskavé nechat vzkaz v —— hotelu?
[spolebensky/

39. Byl bych rdd, kdybyste mi dovolil Vés navstivit.
Zavoldm Vam predem /spolebensky/

40. Mohl bych navstivit V4§ Gstav na zpdteéni cestd
z Kanady? /spolefensky/

41. Tésim se, Ze se s Vami sejdu [spoledensky/

42. Rdd bych navstivil instituce zabyvajici se...
[spoleéensky/

43. Mohl byste mi sdélit, kdy mohu navstivit Vasi
laboratot? /spolelensky/

44. Diky za v8echny rady /neformdlni/
45. Budu mift asi volny veder ve étvrtek [neformdini/
/iv] Dérky 148
46. Nechdvdm Véam maly dédrek jako pamédtku na
mou néavstévu [spolelenskyj/

/v] D&kovné dopisy po névratu 148

47. Shénim pro Vs desky /spolefensky/

48. Zd4 se mi, %e jsem VAm ani dostate¢nd nepodéko-
val za ty knihy /spolelenskyj/

49. Uvédomuji si, Ze jsem pretdhl a zdrZel Vés déle,
neZ jsem mél v umyslu /spoledensky/

50. Dékuji za krésny veder. Vzpomindm ;spoleéenskyj/

51. Dékuji za vSechno /[neformdlni/

52. Dékuji, %e jste se mi tolik vénovali /spoledensky/

53.—54. Dé&kuji za pohostinnost /neformdini/
55. Dé&kuji za Vasi ochotu a laskavost /neformdlni/
/vi] Pozvéni do CSSR 152
56. Objednali jsme Véam pokoj v hotelu podle Vaseho
préni /formdini/

57. Podafilo se ndm rezervovat pokoj v koleji
|spolelensky/

58. Jsem rdd, Ze je nadéje, Ze pan H. ptijede
[spolebensky/

59. Mél byste se obrdtit na Dr. H. /spolefensky/

60. Oznamte ndm, kdy pfijedete /spolefensky/

61. Rédi bychom Vés pozvali na vikend po
konferenci /spolefenskij,

62. Dejte ndm vé&dét, kdy a kam muZeme za Vémi
prijit [neformdini/
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63. Je nadéje, Ze sem prijedete? [neformdini|
64. Telegram
65. Réadi Vdm nabidneme pohostinstvi opldtkou za
Vase pohostinstvi /neformdini/
/vii/ Spoletenskd pozvéni /mezi prFdteli| 155
66. Pozvéni na &aj [odpoledne/ [spoledensky/
67. Pfijimdm pozvéni /[spoledensky/
68. Prijimdm pozvéni [neformdini/
69. Méni se plany /spoletensky/
70. Nemohu pfijmout pozvéni jneformdini/
71. Tésim se na Vés [spolefensky/
72. Dé&kuji za krésny vikend /spoledensky/
73. Dékuji za krdsny veder [spolelenskij/
[viii/ Forméln{ pozvéni /nati$ténd, ve 3. os./ 157
74. Pozvéni
75. Odpovédi
a) pfijimé
b) nemuZe pfijmout
c) rusi
X. POZDRAVY, POCTY, KONDOLENCE
/i/ Blahopiéni, pocty, vefejnd vyznamendni, pidni 159
1. Blahopfeji k sedmdesdtindm /spoledensky/
2.—b5. ZaslouZite si poctu [spolefensky/
6. Blahopieji k postupu /neformdini|
7. Blahopieji k promoci [neformdint/
8. Té&sf mé V48 uspéch [neformdini/
9. Pozdravy k riznym svétkium
10. Novoroéni pozdrav [neformdlni/
11. Blahopidni k snatku
12. Pfénf k narozenindm, pifénf uzdraveni
13. Telegramy k raznym piileZitostem
/ii/ Ozndmen{ o tmrti, kondolence, nekrology 162
1t. Pan W. G. zemfel /spolefenskij/
15. Zpréva o umrtf v novindch
16.—18. Kondolence
19. Nekrolog
20. Otistény Zivotopis /v ¢asopise/
21. Lituji, Y6 V4m musfm oznémit, %e . . . [spolebensky/

Dodatky
Slovnidek &esko-anglicky 165
Slovnidek anglicko-&esky 181
Bibliografie 195
Anglicky obsah 197
Cesky obsah 215
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2. We have passed your letter to Dr P., who will
write to you in person /social/

3. We are delighted to have the reprints of your
paper [informal/

4. We appreciate your offer to share information
with us /social/

5. I am greatly interested in your results /social/
(ii/ Discussing results and points of interest 44
6. We will inform you of the results obtained /soctal)
7. I shall be looking forward to hearing your paper

/social/
8. I enclose a drawing of our new apparatus [social/
9. I should like to discuss some points with you
/8ociall
10. I regret that I was not in when you called on me
yesterday. I should have liked to speak to you
[socialf
11. I want to discuss a few points of common
interest with you /[informal/
12. I am working hard on a series of experiments
/informal/
13. I have transferred to a university, where I teach
graduate students [informal/
14. Your results are similar to mine /[informal/
15. We have been investigating the — - system
Jinformall
16. I am not very happy about some points
[informal/
17. A rather high percentage of the results obtained

in the experiments are a disappointment. I hope
we shall be able to eliminate some of the
disturbing factors [informal/

/iii/ Discussing organization of research /working groups/ 50

18.

19.

20.

I am glad that the working group is taking shape
at last and that you are involved in organization
work /social/

I hope that the two units will combine their
efforts. I am anxious to have your views on the
subject /social/

Could you outline the present state of affairs to
all members of the working group and ask them
for suggestions? [informal/
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V. PUBLICATIONS

a) Discussing possibilities 52
/i/ Collaboration between scientists 52
1. I gladly accept your offer of collaboration in the

2.

3.

10.

11.

preparation of the Directory /formal/

It was kind of you to contact the University
Press on my behalf /social/

Thank you for having gone through the
manuscript /social/

My paper on — — is with the Editor. I hope it will
be published /social/

I am afraid the Journal in question provides
articles of a rather general character. I shall try
to have my paper published in a specialist
journal /social/

The — — Press is not interested in my book. I am
very grateful for all the trouble you have taken on
my behalf [social/

I am glad you accept my offer of sharing with me
in the publication of the paper /informal/

Could you possibly look over the enclosed report ?
[informal/

Thank you for offering me to share with you in
the writing of the paper on — - [informal/

The book in question suffers from many defects.
It is not fit for publication yet [informal/

I am aware of the deadline. By the end of the week
1 shall have sent you the parcel /informal/

[/ii/ Technicalities, foreign editions, translation, revision, 56

12.

13.

14.

15.

16.

17.

ete.

Thank you very much for putting me in touch
with the Director /social/

I will let you have an English summary of my
book together with the original /social/

I should be happy if you could accept the paper
for publication /formal/

I am grateful for your offer to arrange for an
American edition of my book /social/

I hope you will find the translation of my paper
satisfactory /social/

I shall send you the revised version of my book
[social/

/iii/ Asking permission to reprint /e.g. photographs/, 59
to quote
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18. I should be obliged if you allowed me to reprint
a photograph from your article /social/

19. Thank you for giving us permission to republish
a photograph /formal/

b) Before publication 60
/i/ Discussing editing; queries 60

20. I hope that in its present form the paper is
acceptable /formal/

21. I am returning the corrected MS. of my
contribution /formal/

22. I hope the diagrams have safely reached you
[formal/

23. I hope that it will not be too inconvenient to
reproduce the diagram although it exceeds the
dimensions prescribed /social/

/ii/ Correspondence with referees 62

24. I have read the referees’ comments. In reply
I should like to make the following points . . .
[formal]

25. In accordance with your wish we will abridge
Section 6. We hope that you will not insist that
Seetion 3 should be omitted /formal/

26. Ihave made the appropriate amendments /formal/

/iii/ Proof-reading, technicalities 63

27. I am sending you the line drawings /formal/

28. I am returning the galleys /formal/

29. We are returning the photocopy of the pertinent
pages [social/

/iv] Forthcoming publications 64

30. Your paper will be published in No. 4 /formal/

31. The issue of our Journal where your paper is
printed has just come out /formal/

32. Thank you for your assistance [social/

33. A supplement to — — is in preparation /formal/

34. Your paper has appeared [informal/

35. I have just finished the manuscript of the
handbook /informal/

/v] Acknowledgements 65

36. Acknowledgements inside a book

37. Thank you for your encouragement /informal/

38. Thank you for your suggestions [informal/

c) After publication 66
/i/ Reviews 66
39. I am presenting you with a review copy /formal/
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40. Inscription in the book presented

41. Thank you for your interest in my book. I am
sending you a review copy [informal/

42. Thank you for your expert criticism /social/

43. 1 shall be delighted to review your book in the — -
Quarterly /social/

[/ii/ Reprints and copies 68

44, 45. We should appreciate receiving a reprint
[formal/

46, 47. We should appreciate receiving a reprint
/social/

48. I should appreciate a reprint or a reproduction
of your article [formal/

49. I should appreciate a reprint. I enclose a reprint
of my recent paper /sociul/

50. Printed requests, etc.

51. I shall place your name on my mailing list /social/

52. My supply of reprints is exhausted /soctal/

53. Thank you for your reprints /social/

54. I hope the reprint may be of some use /social/

55. I am interested in your paper /social/

56. I enclose the reprint requested /social/

57. Could you send me your book? I should be glad
to do something for you in return /informal/

[iii/ Discussing published papers and books 71
58. Your paper is excellent /social/
59. I look forward to receiving the copy of your book

/social/

60. The theory expounded in your book is interesting
[sociall

61. We have found your work very stimulating
[social/

62. Could you give us some particulars on the scope
of the book you are preparing? [social/

63. Your article is very useful /informal/

64, 65. Your review article is of great interest to us
[informal/

66. Your book is a significant summary of research
to date [informal]

67. I congratulate you on your book. It does you
credit /informal/

68. Your appreciation means a great deal to me
/social/

69. Your book has been well received here [informal/
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70.

71. A very important publication is in preparation.
I will secure a copy for your Institute /informal/
72.

May I draw your attention to a collection of
papers edited by —— ? [informal/

Thank you for the collection of articles on — -
[informal/

/iv] Various

73.

74.
75.

We need your full name for the Author Index
/social/

Published in a Journal /correction/

A letter to the Editor suggesting a correction

VI. MEMBERSHIP OF VARIOUS ORGANIZATIONS
/i/ Inquiries, applications

1.

2.
3.

I wish to apply for full registration with the
Council /formal/

I wish to apply for membership /formal/
Printed form

/ii/ Life of the Association

4.
5.
6.
[
8.
9.

10.

Another printed form

A ciroular letter announcing a meeting

Close contact should be established with your
Organization /formal/

An international commission should be set up
[formal/

I am kept busy with the agenda of the
Organization [informal/

We missed you at the annual celebration
[informal/

From a brochure on the publications of the
Association

VII. CONFERENCES, CONGRESSES, MEETINGS
a) Before a conference
/i/ Announcement

1.

Circular letters

/ii/ Organization, programme, technicalities

2.
3.

4.

Circular letters

I am glad that the Union will sponsor the
Symposium /social/

The Committee has considered the matter. As
soon as a decision is reached you will be
informed [formal/

From a programme
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/iii/ Invitations and personal plans 90

6.

7.

I take pleasure in inviting you to contribute
a paper [social/

-I invite you to the conference on behalf of the

Committee [social/
Thank you for the grant covering my
registration fee /formal/

9. We are offering to provide for your expenses

during the Congress [social/

10. Form for hospitality

11. We are writing to let you know where you will be
staying at the conference. Complete the
attendance card /social/

12. Kindly complete the Hotel Registration Form
[social/

13. Forms and leaflets

14. We are sending you information regarding the
Congress /soctal/

15. I gladly accept your offer to provide for my room
and board /formal/

16. I very much regret that I shall not be able to
attend the Conference /social/

17. I am not able to attend the Conference. Could
I see you at some other time? /informal/

18. We shall be pleased to have you as our guest for
the duration of the Congress /social/

19. We are pleased you can come to the Conference
/sociall

20. Ishould like to attend the meeting of — — in April.
Can you tell me more about it? /informal/

21. Is there any chance of your attending the — -
Conference? [informal/

22. I am making arrangements for your stay
in Czechoslovakia /informal/

23. I shall not be able to attend the C. Conference
owing to a previous engagement /[informal/

/iv|/ Abstracts 99

24. Thank you for the abstract. It will be
considered at the next meeting /social/

25. The University discussion is not limited to the
members of the P. Society /social/

26. Professor G. is delighted that you wish to attend

the Discussion /social/
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