
Mastering Professional Emails and 
Small Talk in Czech Workplaces

Learn a Bit of Czech Without Losing Your Mind

Welcome to your essential guide on navigating professional communications in Czech 

workplaces. Whether you're an expat adjusting to a new business culture or a professional 

looking to refine your communication skills, this PDF will equip you with the necessary tools 

to write effective emails and engage in meaningful small talk.

Section 1: Writing Professional Emails in Czech

1.1 Structure and Formality

Understand the layout of a Czech professional email. Begin with a formal greeting, follow 
with a concise and clear body, and end with a polite closure.
An example of a structured email is provided to illustrate the typical format.

1.2 Greetings and Openings

Use these formal greetings to start your emails appropriately:
„Vážený pane Nováku,“ – Dear Mr. Novák,
„Vážená paní Svobodová,“ – Dear Mrs. Svobodová,
or simply: “Dobrý den,” - Good day,

1.3 Body of the Email

Integrate these phrases to ensure clarity and politeness:
„Děkuji za Váš email.“ – Thank you for your email.
„Vážím si Vaší pomoci.“ – I appreciate your help.
„V příloze Vám zasílám…“ – I am sending you in the attachment…

1.4 Closing Your Email

Conclude your emails with these professional sign-offs:
„S pozdravem,“ – Best regards,
„Těším se na naši spolupráci.“ – I look forward to our cooperation.
or simply: “Děkuji a přeji hezký den!” - Thank you and have a nice day!



Section 2: Networking & Small Talk with Czech Colleagues

2.1 The Importance of Small Talk

Explore how casual conversations can help build connections and make daily interactions 
smoother and more pleasant.

2.2 Effective Small Talk Phrases

Use these phrases to start and sustain conversations:
„Jak dlouho pracujete v této firmě?“ – How long have you worked at this company?
„Proč jste se rozhodl/a pro tento obor?“ – What brought you into this field?
„Je tady někde blízko nějaké dobré místo na oběd?“ – Is there a good place to eat 
nearby?

2.3 Keeping the Conversation Going

Tips for actively engaging in small talk:
Show interest in the responses of your colleagues.
Ask follow-up questions to deepen the conversation.

Section 3: Final Tips and Tricks

Commanding Respect Through Language

Clear and polite communication is your secret weapon in the corporate jungle. Keep it crisp 

and formal; think James Bond at a high-stakes poker game, not James Bond at the beach.

Daily Language Practice

To master Czech, immerse yourself:

Chat Up the Locals: Whether you’re buying a trdelník or asking for directions to the 
nearest pub, every little chat helps.
Set Fun Daily Goals: Perhaps challenge yourself to order coffee in Czech without 
accidentally buying a goat.
Language Apps Are Your Friends: They’re like those reliable pals who are always there to 
help you practice your pickup lines—except these lines help you pick up a new language.

Example Phrase for Daily Use

„Promiňte, raději bych pokračoval/a v češtině.“ – Excuse me, I’d rather continue in Czech.

This phrase helps you stick to Czech when tempted to switch languages, showing your 

commitment to learning.



YOU’VE MADE IT!

Armed with top-notch email pointers and snappy chat lines, you're ready to charm your Czech 
colleagues like never before. Keep practicing—soon you'll be tossing around phrases as smoothly as 
you toss back your morning coffee.


