Template e-mails for devops

Schedule of sending e-mails

1. Signature with logo and contact's in each e-mail

2. E-mail’s to client’s sent by script automatically
1. Invoice for client Tst day of month

2. Credit note on the 10th day of the month

3. Invoice reminder 1 day due date

4. Invoice reminder more than 7 days due date
5. Invoice reminder 3 days before the due date
6. Sending cleaning schedule

3. E-mails to the partner sent by script automatically
1. Balance overview on the 10th day of month

2. Sending Cleaning schedule

4. E-mails to the client sent manually in the system
1. Re-sending of any invoice

2. Confirmation of substitute cleaning
3. Confirmation of pernament change of the partner

4. Confirmation of pernament cleaning day change

5. Confirmation of one-time change of the cleaning day

5. E-mails to the partner sent manually in the system

1. Confirmation e-mail for switching building units long-term

2. Confirmation e-mail for substitute cleaning

3. Offer with free building units to be cleaned - pernament change

4. Offer with free - building units to be cleaned - substitute

5. Sending the cleaning schedule anytime

Signature with logo and contact's in each e-mail

This Signature with the logo is used for every e-mail.

CZem SK e=
Tym Andulka Mésto -

colour #B92F46 #BO2F46
E-mail: E-mail:

mesto@naseandulka.cz mesto@ouranna.eu

Tim Anna Mesto - colour

Web: @ Uklidové sluzby A Web: @ Upratovacie sluzb
ndulka | Nechte uklid nan =y Anna | Nechajte upratov

as! anie na nas!

ENG + (offices) Example

result

Team Anna City - colour
#B92F46

Email address: NS

anna@ouranna.eu

Web: Anna Cleaning_Services |_

Leave the cleaning to us!



http://www.naseandulka.cz/
http://www.naseandulka.cz/
http://www.naseandulka.cz/
http://www.naseandulka.cz/
http://www.nasaanna.sk/
http://www.nasaanna.sk/
http://www.nasaanna.sk/
http://www.nasaanna.sk/
mailto:mesto@naseandulka.cz
mailto:mesto@ouranna.eu
mailto:anna@ouranna.eu
http://www.ouranna.eu/
http://www.ouranna.eu/

Uzijte si svUj volny ¢as -
color #B92F46

a uklid nechte na Andulce
- color #B92F46

Tento e-mail byl
vygenerovany

automaticky.

¥,
' 3!

Veskeré VaSe dotazy Vam
radi zodpovime na e-
mailu:
mesto@naseandulka.cz

Uzite si svoj volny ¢as -
color #B92F46

a upratovanie nechajte na
Anne - color #B92F46

Tento e-mail bol

vygenerovany

( 21!

Na vSetky VaSe otazky
Vam radi odpovieme na e-
maili:
mailto:mesto@nasaanna.

automaticky.

7

sk

E-mail's to client’s sent by script automatically

Invoice for client 1st day of month

CZem

Andulka mésto - faktura za
uklidové sluzby MM/RRRR

Dobry den,

dle dohody Vam zasilame
fakturu na dalsi obdobi
MM/RRRR za uklidové sluzby.

Fakturu si mlzete stahnout a
prohlédnout:

(seznam faktur - odkaz)

SK =

Anna mesto - faktlra za
upratovacie sluzby MM/RRRR

Dobry den,

podla dohody Vam zasielame
fakturu na dalSie obdobie

MM/RRRR za upratovacie sluzby.

Faktdru si mdzZete stiahnut a
pozriet:

(zoznam faktur - odkaz)

Start your work with a clean
desk - color #B92F46

and let Anna take care of the
cleaning - color #B92F46

This email was generated

automatically.

7

7 <
( 1§l

We will be happy to answer all
your questions via email:
city@ouranna.eu

ENG + (offices)

Anna city - Invoice for cleaning
services MM/YYYY

Hello,

In accordance with our
agreement, we are sending you
an invoice for the upcoming
period MM/YYYY for cleaning

services.

You can download and review
the invoice via the following
link:


mailto:mesto@naseandulka.cz
mailto:mesto@nasaanna.sk
mailto:mesto@nasaanna.sk
mailto:city@ouranna.eu

V odkaze také mizete vyuzit
moznost platby pres QR kod. Z
bezpecnostnich divodu je

odkaz platny po dobu 30 dn.

Prosime o spravné zadavani
variabilniho symbolu, ktery je

stejny jako Cislo faktury.

Pokud preferujete vyuzit
moznost trvalého pfikazu,
zadejte jako variabilni symbol
Vase klientskeé ¢islo:
XXXXXXX.

Predem dékujeme za vCasnou

uhradu.
S pranim hezkého dne

« Signature with logo and

contact’s in each e-mail

V odkaze tiez mbzete vyuzit
moznost platby cez QR kod. Z
bezpecnostnych dévodov je
odkaz platny po dobu 30 dni.

Prosime o spravne zadavanie
variabilného symbolu, ktory je

rovnaky ako Cislo faktury.

Predom dakujeme za vcasnu

uhradu.
S prianim pekného dna

. Signature with logo and

contact’s in each e-mail

Credit note on the 10th day of the month

CZ

Andulka mésto - opravna
faktura za uklidové sluzby
MM/RRRR

Dobry den,

v priloze Vam zasilame
opravny doklad k fakture
CXXXXXXXXX za MM/RRRR.

Opravny doklad si muzete
stahnout a prohlédnout:

(tlacitko Stahnout opravny
doklad)

SK =

Anna mesto - opravna faktura
za upratovacie sluzby
MM/RRRR

Dobry den,

v prilohe Vam zasielame
opravny doklad k fakture
CXXXXXXXXX za MM/RRRR.

Opravny doklad si m&Zete
stiahnut a pozriet:

(tlacitko Stahnout opravny
doklad)

(list of invoices - link)

In addition to this, the link
offers you the convenience of
making payment via QR code.
Please note that for security
purposes, this link will remain

active for a duration of 30 days.

We kindly request you to
correctly enter the variable
symbol while making the
payment, which should be the

same as your invoice number.

We appreciate your prompt

attention to this payment.
Wishing you a pleasant day

. Signature with logo and

contact’s in each e-mail

ENG + (offices)

Anna city - corrective document
for cleaning services MM/YYYY

Hello,

Attached please find the

corrective document for invoice
no. XXOXOKXXX dated MM/YYYY.

You can download and review the
corrective document using the
following link:

(Download Corrective Document
button)


https://andulkaservices.atlassian.net/wiki/spaces/SAT/pages/1315504129/Template+e-mails+for+devops#Signature-with-logo-and-contact%E2%80%99s-in-each-e-mail
https://andulkaservices.atlassian.net/wiki/spaces/SAT/pages/1315504129/Template+e-mails+for+devops#Signature-with-logo-and-contact%E2%80%99s-in-each-e-mail
https://andulkaservices.atlassian.net/wiki/spaces/SAT/pages/1315504129/Template+e-mails+for+devops#Signature-with-logo-and-contact%E2%80%99s-in-each-e-mail
https://andulkaservices.atlassian.net/wiki/spaces/SAT/pages/1315504129/Template+e-mails+for+devops#Signature-with-logo-and-contact%E2%80%99s-in-each-e-mail
https://andulkaservices.atlassian.net/wiki/spaces/SAT/pages/1315504129/Template+e-mails+for+devops#Signature-with-logo-and-contact%E2%80%99s-in-each-e-mail
https://andulkaservices.atlassian.net/wiki/spaces/SAT/pages/1315504129/Template+e-mails+for+devops#Signature-with-logo-and-contact%E2%80%99s-in-each-e-mail

Z bezpecnostnich dlvod je
odkaz platny po dobu 30 dn.

Pokud jste fakturu za obdobi
MM/RRRR uhradili v pIné vysi,
zaSleme Vam preplatek zpét
na Ucet dle splatnosti faktury.
V opacném pripade Vas
zadame o uhradu platby
faktury za obdobi MM/RRRR,
od které odectete vysi
opravného dokladu a rozdil

poslete na nas ucet.

Dékujeme za spolupraci a

prejeme Vam pekny den.

S pranim hezkého dne

Invoice reminder 1 day due date

CZum

Andulka mésto - neuhrazena
faktura S XXOXOKXXXXX

Zdravime Vas,

chceme se pfipomenout o
uhrazeni faktury za tento
mesic. Jedna se o fakturu €.
XXXXXXXX ze dne
DD/MM/RRRR, za uklid
spolecnych prostor, splatna ke
dni DD/MM/YYYY.

Fakturu si mlzete stahnout a
prohlédnout:

Z bezpecnostnych dévodov je
odkaz platny po dobu 30 dni.

Ak ste fakturu za obdobie
MM/RRRR uhradili v plnej
vysSke, zasleme Vam preplatok
spat na Ucet podla splatnosti
faktury.

V opacnom pripade Vas
Ziadame o Uhradu platby
faktury za obdobie MM/RRRR,
od ktorej odcitate vysku
opravného dokladu a rozdiel

poslete na nas ucet.

Dakujeme za spolupracu a

prajeme Vam pekny den.

S prianim pekného dna

SK =

Anna mesto - neuhradend
faktira & XXXOKXXXXX

Zdravime Vas,

chceme sa pripomendt s
uhradenim faktury za tento
mesiac. Jedna sa o fakturu &.
XXXXXXXXX zo dna
DD/MM/RRRR za upratovanie
spolocnych priestorov, splatna
ku driu DD/MM/RRRR.

Faktiru si mozete stiahnut a

pozriet:

For security reasons, the link will
be valid for 30 days.

If you have already paid the
invoice for the period MM/YYYY in
full, we will refund the
overpayment to your account
according to the invoice's due
date.

Otherwise, we kindly request you
to settle the payment for the
invoice covering the period
MM/YYYY, deducting the amount
specified in the corrective
document, and send the

remaining balance to our account.

Thank you for your cooperation,

and have a great day.

Best regards,

ENG + (offices)

Anna City - unpaid invoice no.
XXXXXXXXXX

Hello,

We would like to remind you
about the payment of the invoice
for this month. The invoice
number is XXXXXXXX dated
DD/MM/YYYY for the cleaning of
your office, due on DD/MM/YYYY.

You can download and review the
invoice here:

(list of invoices - link)



(seznam faktur - odkaz)

Predem dekujeme za provereni

a Uhradu faktury.

(Pokud jiz byla platba
uskute¢néna, mlzete tento e-

mail ignorovat.)

S pranim hezkého dne

(zoznam faktur - odkaz)

Predom dakujeme za

preverenie a uhradu faktury.

(Pokial' uz bola platba
uskutocnena, mdzete tento e-

mail ignorovat.)

S prianim pekného dna

Invoice reminder more than 7 days due date

CZum

Andulka mésto - upominka za
fakturu & XXOXXXXXX

Dobry den,

pfi kontrole Uéetnich dokladu
jsme zjistili, ze nam doposud
nebyla uhrazena faktura €.
XXXXXXXX ze dne
DD/MM/RRRR, za uklid
spolecnych prostor, splatna ke
dni DD/MM/YYYY.

Fakturu si mlzete stdhnout a
prohlédnout:

(seznam faktur - odkaz)

Vyse dluzné Castky:

Chceme Vas upozornit, ze dle
nasich VSP si za kazdou
jednotlivou upominku na
fakturu mdzeme Uctovat
poplatek v hodnoté 100 KcC.
Veérime vSak, ze se jedna

pouze o0 nedorozumeni a

SK e=

Anna mesto - upomienka za
faktdru & XXXOXXXXXX

Dobry den,

pri kontrole uctovnych dokladov
sme zistili, ze nam doposial
nebola uhradena faktura €.
XXXXXXXXX zo dna
DD/MM/RRRR, za upratovanie
spolo¢nych priestorov, splatna ku
dnu DD/MM/RRRR.

Fakturu si moZete stiahnut a
pozriet:

(zoznam faktur - odkaz)

Vyska dIZznej Ciastky:

Chceme Vas upozornit, ze podla
nasich VZP si za kazdu jednotlivu

upomienku za fakturu mézeme

Uctovat poplatok v hodnote 4 €.

Verime vSak, ze sa jedna len o
nedorozumenie a ziadame o

Uhradu v ¢o najblizséom termine.

Thank you in advance for

verifying and settling the invoice.

(If the payment has already been
made, you may disregard this

email.)
Wishing you a great day.

Best regards,

ENG + (offices)

Anna City - Reminder for Invoice
NO. XXXXXXXX

Good day,

when checking the accounting
documents, we found that
invoice No. XXXXXXXX issued on
DD/MM/RRRR, for cleaning, due
on DD/MM/YYYY.

You can download and view the
invoice:

(list of invoices - link)
Amount owed:

We would like to inform you that
according to our General Terms

and Conditions, we may charge

a fee of €4 for each individual

invoice reminder.

However, we believe that this is
just a misunderstanding and we
ask for payment as soon as

possible.



zadame o Uhradu v co
nejbliz§im terminu.
Pokud jiz byla platba
uskutec¢néna, zddame o

uveédomeéni obratem.

S pranim hezkého dne

Pokial uz bola platba
uskutocnenag, Zziadame o

uvedomenie obratom.

S prianim pekného dna

Invoice reminder 3 days before the due date

CZum

Andulka City - Oznameni o
blizici se splatnosti faktury
MM/RRRR

Dobry den,

dovolujeme si Vas informovat
o blizici se splatnosti Vasi

pravidelné mési¢ni fakturace:
(Seznam faktur)

za Uklid Vaseho domu
splatnou ke dni DD.MM.RRRR.

Predem dekujeme za vCasnou
uhradu. Pokud mate zadany
trvaly pfikaz anebo jste jiz
prislusnou platbu provedli,
povazujte prosim tuto zpravu

za bezpredmétnou.

Dékujeme za pochopeni a za

Vasi spolupraci.

S pranim krasného dne,

Sending cleaning schedule

SK =

Anna City - Oznamenie o bliziacej
sa splatnosti faktury MM/RRRR

Dobry den,

dovolujeme si Vas informovat o
bliziacej sa splatnosti Vasej

pravidelnej mesacnej fakturacie:
(Zoznam faktur)

za upratovanie Vasho objektu
splatnu ku driu DD.MM.RRRR.

Vopred dakujeme za v€asnu
uhradu. Pokial' mate zadany trvaly
prikaz alebo ste uz prislusnu
platbu vykonali, povazujte prosim

tuto spravu za bezpredmetnu.

Dakujeme za pochopenie a za

Vasu spolupracu.

S prianim krasneho dna,

If the payment has already been
made, we ask for an

acknowledgment in return.

Have a nice day

ENG + (offices)

Anna City - Notification of the
approaching due date of the
invoice MM/YYYY

Hello,

We would like to inform you
about the approaching due
date of your regular monthly

invoicing:
(List of invoices)

for the cleaning of your object
due on DD.MM.YYYY.

Thank you in advance for the
timely payment. If you have
entered a standing order or
have already made the relevant
payment, please consider this

message irrelevant.

Thank you for your
understanding and
cooperation.

Have a nice day,



CZnm

Andulka mésto - rozpis
Uklidovych sluzeb pro rok
YYYY

Dobry den,

zasilame Vam rozpis
Uklidovych sluzeb na rok
XXXX.

Prosime Vas také o kontrolu
rozpis(, zda je na nich vSe v
poradku dle Vasi
objedndvky/smlouvy.

Rozpis si muzete stahnout

zde:

Vas uklidovy partner se
postara o jeho vyveseni.
MUze se stat, ze nékteri
partneri nebudou mit
moznost si rozpis
vytisknout. Pokud se tak
stane, tak Vas poprosime o
soucinnost a pripadné
vyvéseni na nasténku.
Rozpis slouzi jako prehled,
kde vidite:

« co a jak Casto se uklizi

« kdy se uklizi

. podpis partnera

- pfipadné poznamky
Rozpis slouzi na
zaznamenani vykonaného

uklidu. Partner na uklid se

vzdy po vykonani své prace

podepise do spravné kolonky

SK =

Anna mesto - rozpis
upratovacich sluzieb pre rok
YYYY

Dobry den,

posielame Vam rozpisy
upratovacich sluzieb na rok
XXXX.

Prosime Vas tieZ o kontrolu
rozpisov, Ci je na nich vetko
v poriadku podla Vasej
objednavky/zmluvy.

Rozpisy si mozete stiahnut

tu:

Vas partner na upratovanie
sa postara o jeho vyvesenie.
MoZe sa stat, Ze niektorf

partneri nebudu mat

moznost si rozpis vytlacit. Ak

sa tak stane, poprosime Vas
o sucinnost a pripadné

vyvesenie na nastenku.

Rozpis sluzi ako prehlad, kde

vidite:

. €0 a ako Casto sa upratuje

. kedy sa upratuje

« podpis partnera

- pripadné poznamky
Rozpis sluzi na
zaznamenanie vykonaného
upratovania. Partner na
upratovanie sa vzdy po
vykonani svojej prace
podpise do spravnej kolonky

ENG + (offices)

Anna City - Cleaning Services
Schedule for the Year YYYY

Hello,

We are sending you the cleaning
schedule for the year XXXX.

We kindly request you to review the
schedule to ensure that everything is
in order according to your
order/contract.

You can download the schedule here:

Your cleaning partner will take care of
posting it. It may happen that some
partners won't have the ability to print
the schedule. If that happens, we
kindly ask for your cooperation and

assistance in posting it in your space.
The schedule provides an overview of:

- What and how often the cleaning is

performed.
- When the cleaning takes place.
« Signature of the partner.

« Any additional notes.

The schedule is meant to record the
completed cleaning tasks. After
completing their work, the cleaner will
sign in the appropriate column, fill in

the date and time of the cleaning.

If you have already received and
posted the schedule, you can

disregard this email.



a také vypIni datum a Cas a vyplni tiez datum a Cas We are happy to answer any questions
uklidu. upratovania. you may have, so please don't hesitate

V pripadé ze jste rozpis jiz V pripade, ze ste rozpis uz to contact us.

obdrzeli a mate ho vyvésen  obdrzali a mate ho vyveseny, Best regards,

muzZete tento e-mail mozete tento e-mail
ignorovat. ignorovat.
Radi Vam zodpovime Radi Vam zodpovieme vSetky

vSechny Vase dotazy, proto  VaSe otazky, a preto nas

nas nevahejte kontaktovat. nevahajte kontaktovat.

S pozdravem, S pozdravom,

E-mails to the partner sent by script automatically

Balance overview on the 10th day of month

CZum SK = ENG + (offices)

Andulka mésto - Prehled za Anna mesto - Prehlad za obdobie  Anna City - Overview for the
obdobi MM/RRRR MM/RRRR period MM/YYYY

Dobry den, Dobry den, Hello,

v pfiloze Vam zasilame faktury v prilohe Vam zasielame faktury a = Attached please find the

a prehled uklid za obdobi prehlad upratovani za obdobie invoices and cleaning
MM/RRRR. Faktury si pouze MM/RRRR. Faktury si iba overview for the period
stahnéte, neni tfeba nic platit. stiahnite, nie je potrebné nic¢ MM/YYYY. You are only
VesSkerou administrativu platit. VSetku administrativu required to download the

ohledné fakturace fesSi Andulka  ohladom fakturacie rieSi Anna za  invoices; there is no need to

za Vas. Odmeénu odesilame 16.  Vas. Odmenu odosielame 16. den  make any payment. Andulka

den v mésici na Vas ucet. v mesiaci na Vas ucet. handles all the administrative
V prehledu uklidd vidite: V prehlade upratovani vidite: aspects of the invoicing on
your behalf. We will send the
« Sumu faktur za Vase stalé « Sumu faktur za Vase stale ,
remuneration to your account
domy domy

on the 16th day of each

« Zaskoky, které jste zajistovali =~ « Zaskoky, ktore ste month.

Vy sami, nebo naopak nékdo zabezpecovali Vy sami, alebo

za Vas naopak niekto za Vas



« Doplatky od Andulky « Doplatky od Anny In the cleaning overview, you

« Smluvni pokuty a bonusy . Zmluvné pokuty a bonusy will see:
V nésledujici tabulce miizete  V nésledujlcej tabulke mozete - The total amount of
vidét vas prehled: vidiet Vas prehlad: invoices for your permanent
offices.
Vydanych faktur Vydanych faktar
. Stand-ins that you have
. Faktury vydané klientdm . Faktury vydané klientom XXXX :
provided yourself or
XXXX KE EUR .
alternatively arranged by
« Opravy faktur vydanych « Opravy faktur vydanych someone else on your
klientdm XXXX K¢ klientom XXXX EUR behalf
. Faktury vydané za zajisteni . Faktury vydané za . Additional payments from
uklidl XXXX Ké zabezpecenie upratovania Anna.
. Doplatek od Andulky XXXX K&~ XXXXEUR . Contractual penalties and
Prijatych faktur -+ Doplatok od Anny XXXX EUR bonuses.
. Faktury pfijaté za zajisténi Prijatych faktdr The following table provides
Uklidl XXXX K& « Faktury prijaté za zabezpecCenie an overview:
. Servisni poplatek XXXX K¢& upratovania XXXX EUR Issued Invoices:
x X .. % . Servisny poplatok XXXX EUR
Vase odmeéna: XXXX K¢ Y pop . Invoices issued to clients: €
Seznam faktur: VaSa odmena: XXXX EUR XXXX
(link) Zoznam faktur: . Invoice corrections issued
(link) to clients: € XXXX

Z bezpecnostnich dlvod je o .
. Invoices issued for cleaning

odkaz platny po dobu 30 dn(. Z bezpecnostnych dévodov je
pamy p P y J arrangements: € XXXX

Dékujeme za zajisténi uklidd v odkaz platny po dobu 30 dni. . Additional payment from
tomto mésici. Dakujeme za zaistenie upratovani Anna: € XXXX

v , v tomto mesiaci.
S pranim hezkeho dne Received Invoices:

S prianim pekného dna . .
. Invoices received for

cleaning arrangements: €
XXXX

« Service fee: £ XXXX
Your remuneration; € XXXX
List of invoices:

(link)



Sending Cleaning schedule
CZ m

Andulka mésto - rozpis
uklidovych sluzeb pro rok
YYYY

Dobry den,

v priloze Vam zasilame
rozpisy uklidovych sluzeb na
rok XXXX a prosime Vas o
jejich vyvéseni na domech.
V pfipadé Ze Vam rozpis
nepUjde otevfit nebo nebude
obsahovat klienty o které se
starate, kontaktujte nas
prosim obratem. Moc Vam
dékujeme za soucinost pfi
kontrole rozpis.

Rozpis je Vase vizitka o

spravné provedeném uklidu, v

pfipadé jeho absence se ma

zato, Ze Uklid nebyl proveden.

Proto Vam doporucujeme
jeho vyvéseni hned pri
nasledujicim uklidu a

podepisovani se do néj.

SK =

Anna mesto - rozpis
upratovacich sluzieb pre rok
YYYY

Dobry den,

v prilohe Vam posielame
rozpisy upratovania na rok
XXXX a Ziadame Vas o ich

vyvesenie na domoch.

V pripade, Ze sa Vam rozpis

nepodari otvorit alebo nebude

obsahovat klientov, o ktorych
sa starate, kontaktujte nas
prosim obratom. VelmiVam
dakujeme za sucinnost pri
kontrole rozpisov.

Rozpis je Vasa vizitka o
spravne vykonanom
upratovani . V pripade jeho

absencie sa ma za to, ze

upratovanie nebolo vykonané.
Preto Vam doporucujem jeho

vyvesenie hned pri

nasledujucom upratovani.

For security reasons, the link
will be valid for 30 days.

Thank you for providing

cleaning services this month.
Wishing you a great day.

Best regards,

ENG + (offices)

Anna City - Cleaning Schedule for
the Year YYYY

Hello,

Attached, you will find the cleaning
schedule for the year XXXX, and we
kindly request you to post it in the

respective office.

If you are unable to open the
schedule or if it does not include the
clients you take care of, please
contact us promptly. Thank you very
much for your cooperation in
checking the schedules.

The schedule serves as proof of
proper cleaning and its absence may
imply that the cleaning has not been
performed. Therefore, we
recommend posting the schedule
during the next cleaning and signing

it accordingly.

The schedule provides an overview
of:



Rozpis slouzi jako prehled,
kde vidite:

« Co a jak Casto se uklizi

« kdy se uklizi

. Vas podpis

- pfipadna poznamka

Po uklidu se VZDY podepiste
a pripojte ¢as odchodu.

S pozdravem a pranim

hezkého dne

Rozpis sluzi ako prehlad, kde
vidite:

. €0 a ako Casto sa upratuje
« kedy sa upratuje

. Vas podpis

- pripadné poznamky

Po upratovani sa VZDY
podpiste a pripojte ¢as
odchodu.

S pozdravom a zelanim

pekného dna,

E-mails to the client sent manually in the system

Re-sending of any invoice
CZ m

Andulka mésto - doposlani
faktury za uklidové sluzby

Dobry den,

v odkaze nize si mlzZete
stahnout a prohlédnout

nasledujici faktury:
(seznam faktur - odkaz)

V odkaze také mUzete vyuzit
moznost platby pres QR kod. Z
bezpecnostnich dlvodu je

odkaz platny po dobu 30 dn.

Prosime o spravné zadavani
variabilniho symbolu, ktery je

stejny jako Cislo faktury.

Predem dékujeme za vCasnou

Uhradu.

SK e=

Anna mesto - doposlanie faktiry
za upratovacie sluzby

Dobry den,

V odkaze nizsie si mozete
stiahnut a prezriet nasledujuce

faktury:
(zoznam faktur - odkaz)

V odkaze tiez mbzete vyuzit
moznost platby cez QR kod. Z
bezpecnostnych dévodov je
odkaz platny po dobu 30 dni.

Prosime o spravne zadavanie
variabilného symbolu, ktory je

rovnaky ako Cislo faktury.

Predom dakujeme za vcasnu

Uhradu.

« What and how often the cleaning

takes place.
« When the cleaning is scheduled.
. Your signature.

. Any additional notes.

After each cleaning, please ALWAYS
sign the schedule and indicate the
time of completion.

Best regards and have a great day,

ENG + (offices)

Anna city - resending the
invoice for cleaning services

Hello,

You can download and view the
following invoices at the link

below:
(list of invoices - link)

In addition to this, the link
offers you the convenience of
making payment via QR code.
Please note that for security
purposes, this link will remain

active for a duration of 30 days.

We kindly request you correctly
enter the variable symbol while

making the payment, which



Pokud jste jiz prislusnou platbu
provedli, povazujte informaci o

placeni za bezpredmétnou.

S pranim hezkého dne

Pokial ste uz prislusnu platbu
vykonali, povazujte informaciu o

plateni za bezpredmetnu.

S prianim pekného dna

Confirmation of substitute cleaning

CZ

Andulka Mésto - zaskok na
uklid

Dobry den,

radi bychom Vas informovali o

zaskoku v ramci Vasich prostor.
Uklid zajisti v terminu
DD.MM.YYYY nahradni partner
JMENO PRIJMEN].

Nemusite se o nic starat, vSe

najdete na rozpisu uklidd.

Dékujeme za pochopeni a

prejeme Vam krasny den!

SK e=

Anna Mesto - zaskok na
upratovanie

Dobry den,

radi by sme Vas informovali o
zaskoku v ramci Vasich

priestorov.

Upratovanie zabezpeéi v
termine DD.MM.RRRR
nahradny partner MENO
PRIEZVISKO.

Nemusite sa o ni¢ starat,
vSetko najdete v rozpise

upratovani.

Dakujeme za pochopenie a

prajeme Vam krasny der!

Confirmation of pernament change of the partner

CZum

Andulka Mésto - vyména
partnera na uklid

SK =

Anna Mesto - vymena partnera
na upratovanie

should be the same as your

invoice number.

We appreciate your prompt

attention to this payment.

If you have already made the
relevant payment, consider the

payment information irrelevant.

Wishing you a pleasant day

ENG + (offices)

Anna City - substitute cleaning

Dear Sir/Madam,

we would like to inform you about

a substitute for your premises.

The cleaning will be handled on
DD.MM.YYYY by substitute
partner NAME SURNAME.

You don't need to worry about
anything; everything is listed in
the cleaning schedule.

Thank you for your

understanding, and have a great

day!

ENG + (offices)

Anna City - change of cleaning
partner



Dobry den,

radi bychom Vas informovali,
ze v ramci Vasich prostor

probéhne vymeéna partnera.

0d tydne DD.MM.YYYY -
DD.MM.YYYY se bude o Vas
prostor starat JMENO
PRIJMENI a pravidelnym
Uklidovym dnem je: XXXXX.

Nemusite se o nic starat, vSe

najdete na rozpisu uklidd.

Vérime, ze Vam bude novy

prabéh uklidd vyhovovat.

Dékujeme za pochopeni a

prejeme krasny den!

Dobry den,

radi by sme Vas informovali, Zze
v ramci Vasich priestorov

prebehne vymena partnera.

Od tyzdiha DD.MM.YYYY -
DD.MM.YYYY sa o Vas$ priestor
bude starat MENO
PRIEZVISKO a pravidelny der
upratovania je: XXXXX.

Nemusite sa o ni¢ starat,
vSetko najdete v rozpise

upratovani.

Verime, ze Vam novy priebeh

upratovania bude vyhovovat.

Dakujeme za pochopenie a

prajeme Vam krasny den!

Confirmation of pernament cleaning day change

CZm

Andulka Mésto - zména
uklidového dne

Dobry den,

radi bychom Vas informovali,
ze probéhne zména uklidového

dne Vasich prostor.

0d tydne DD.MM.YYYY -
DD.MM.YYYY bude novym
pravidelnym dklidovym dnem:
XXXX.

SK s

Anna Mesto - zmena
upratovacieho dna

Dobry den,

radi by sme Vas informovali, ze
prebehne zmena
upratovacieho dna Vasich

priestorov.

Od tyzdna DD.MM.YYYY -
DD.MM.YYYY bude novym

pravidelnym driom upratovania:

XXXX.

Dear Sir/Madam,

we would like to inform you that
there will be a change of partner

for your premises.

From the week DD.MM.YYYY -
DD.MM.YYYY, NAME SURNAME
will be taking care of your
premises, The regular cleaning
day is: XXXXX.

You don't need to worry about
anything; everything is listed in
the cleaning schedule.

We trust that the new cleaning
schedule will be convenient for

you.

Thank you for your
understanding, and have a great

day!

ENG + (offices)

Anna City - change of the
cleaning day

Dear Sir/Madam,

we would like to inform you that
the cleaning day for your

premises will change.

From the week DD.MM.YYYY -
DD.MM.YYYY, the new regular
cleaning day will be: XXXX.

You don't need to worry about

anything; everything is listed in



Nemusite se o nic starat, vse Nemusite sa o ni¢ starat,

najdete na rozpisu uklidd. vSetko najdete v rozpise
Dékujeme za pochopeni a Upratovani.
prejeme krasny den! Dakujeme za pochopenie a

prajeme Vam krasny den!

Confirmation of one-time change of the cleaning day

CZum SK e=

Andulka Mésto - pfesun Anna Mesto - presun
Uklidového dne upratovacieho dna
Dobry den, Dobry den,

radi bychom Vas informovalio  radi by sme Vas informovali o

presunu uklidu Vasich prostor v presune upratovania Vasich

tydnu DD.MM.YYYY - priestorov v tyzdni
DD.MM.YYYY. DD.MM.YYYY - DD.MM.YYYY.
Misto Vaseho bézného Namiesto Vasho bezného
Uklidového dne probéhne z upratovacieho dna prebehne z
organizacnich dlvodu uklid organizaénych dévodov
DD.MM.RRRR. upratovanie DD.MM.RRRR.
Nemusite se o nic starat, vSe Nemusite sa o ni¢ starat,
najdete na rozpisu uklidd. vSeeko najdete v rozpise
upratovani.

Dékujeme za pochopeni a
prejeme krasny den! Dakujeme za pochopenie a

prajeme Vam krasny den!

E-mails to the partner sent manually in the system
Confirmation e-mail for switching building units long-term

CZem SK e=

Andulka Mésto - potvrzeni Anna Mesto - Potvrdenie zmeny

zmény partnera partnera

the cleaning schedule.

Thank you for your
understanding, and have a great
day!

ENG + (offices)

Anna City - shift of the cleaning
day

Dear Sir/Madam,

We would like to inform you about
the rescheduling of the cleaning
of your premises in the week
DD.MM.YYYY - DD.MM.YYYY.

Instead of your regular cleaning
day, cleaning will take place on
DD.MM.YYYY due to

organizational reasons.

You don't need to worry about
anything; everything is listed in
the cleaning schedule.

Thank you for your

understanding, and have a great

day!

ENG + (offices)

Anna City - Confirmation of
partner change



Dobry den,

radi bychom Vas informovali o
zmeéne partnera na nize

uvedenych zakazkach.

. Plvodnim partnerem pro
uklid je: (name of the original
partner from IS).

. Telefonicky kontakt: (phone
number of the original
partner from IS).

« Novym partnerem pro uklid
bude: (name of the new
partner from IS).

. Telefonicky kontakt: (phone
number of the new partner
from 1S).

Informace k jednotlivym

domdm:
Pivo Novy Novy
Adres dni  uklid partn
a uklid  ovy er
ovy den  uklizi
den od
Hicko Stfed Pond 30.6-
ry a el 6.7.2
Lane 5
25

Timto Vas zadame o schlizku,
idedlné na adresach uklidu, a o
predani vsech klict a informaci
0 zakazkach.

Po predani kli¢( Vas prosime o

nasledné potvrzeni e-mailem.

Dobry den,

chceme Vas informovat o zmene

partnera na nizsie uvedenych

zakazkach.

« Pbévodny partner na
upratovanie je: (name of the
original partner from IS).

. Telefonicky kontakt: (phone
number of the original partner

from IS).

« Novym partnerom na

upratovanie bude: (name of the

new partner from IS).

. Telefonicky kontakt: (phone
number of the new partner
from IS).

Informacie o jednotlivych

domoch:

Adres Pbvod Novy Novy

a ny den partne
den uprato r
uprato vania upratu
vania jeod

Tymto Vas Ziadame o stretnutie,

idealne na adresach upratovania,

a o predanie vsetkych klucov a

informacii o zakazkach.

Po predani klti€ov Vas prosime o

nasledné potvrdenie e-mailom.
BlizSie informacie o zakazkach
najdete v prilohe.

Dakujem a prajem pekny deri.

Hello,

we would like to inform you
about a change of partner for

the apartment cleaning jobs.

« The current cleaning partner
for the is: (name of the
original partner from IS).

« Phone contact: (phone
number of the original
partner from IS).

« The new cleaning partner for
the will be: (name of the new
partner from IS).

. Phone contact: (phone
number of the new partner
from IS).

Information about the
individual buildings:

Addre Origin New  New
S al cleani partn
cleani ng er
ng day  starts
day cleani
ng
from

We kindly ask you to arrange a
meeting, ideally directly at the
cleaning addresses, and to
hand over all keys and
information about the cleaning
jobs.



Blizsi informace o zakazkach

najdete v priloze.

Dékuji a preji hezky den.!

Confirmation e-mail for substitute cleaning

CZum

Andulka Mésto - potvrzeni
zaskoku na uklid

Dobry den,

radi bychom Vas informovali o
zaskoku na nize uvedenych

zakazkach.

. Souc¢asnym partnerem pro
Uklid domu je: (name of the
current partner from IS).

. Telefonicky kontakt: (phone
number of the current
partner from IS).

« Zaskokovym partnerem pro
uklid doma bude: (name of
the substitute partner from
1S).

. Telefonicky kontakt: (phone
number of the substitute

partner from IS).

Informace k jednotlivym

objektim:
Adresa Bézny  Zaskok
Uklidovy v tydnu
den od-do

SK =

Anna Mesto - potvrdenie zaskoku

na upratovanie

Dobry den,

chceme Vas informovat o
zaskoku na nizsie uvedenych

zakazkach.

. TerajSi partner na upratovanie
domu je: (hame of the current
partner from IS).

. Telefonicky kontakt: (phone
number of the current partner
from 1S).

. Zaskokovym partnerom na
upratovanie domov bude:

(name of the substitute partner

from IS)

. Telefonicky kontakt: (phone
number of the substitute

partner from IS).

Informacie o jednotlivych

objektom:
Adresa Bezny  Z&askokv
upratova  tyzdni
ciden od—-do

After the handover of the keys,
please confirm via e-mail.

More detailed information

about the cleaning jobs.

Thank you and have a nice day.

ENG + (offices)

Anna City - Confirmation of
substitute cleaning

Hello,

We would like to inform you
about a substitution on the
cleaning assignments listed

below.

« The current cleaning partner
for the building is: (name of
the current partner from IS).

« Phone contact: (phone
number of the current
partner from IS).

« The substitute cleaning
partner for the buildings will
be: (name of the substitute
partner from IS).

« Phone contact: (phone
number of the substitute

partner from IS).
Information about the

individual objects:

Substitu
cleaning tionin

Address Regular

day the



Exact Regular ~ Week
address cleaning fromto
of the day the
building substitu
unit te will be
provided

Timto Vas zadame o schizku,
idealné na adresach uklidu, a o
predani vsech klict a informaci
0 zakazkach.

Po predani kli¢td od dom( Vas
prosime o nasledné potvrzeni
e-mailem.

Blizsi informace o zakazkach
najdete v pfiloze (attach the
PDF from IS “Zakazky detail
PDF").

Dékuji a preji hezky den.

Tymto Vas ziadame o stretnutie,
idedlne na adresach upratovania,
a o predanie vsetkych klucov a

informacii o zakazkach.

Po predani kfti¢ov od domov Vas
prosime o nasledné potvrdenie e-
mailom.

BlizSie informacie o zakazkach
ndjdete v prilohe (attach the PDF
from IS “Zakazky detail PDF").

Dakujem a prajem pekny den.

Offer with free building units to be cleaned - pernament change

CZum

Andulka Mésto - nové zakazky
na uklid

Dobry den,

v priloze Vam zasilame
aktualni nabidku volnych

zakazek na staly uklid.

SK =

Anna Mesto - nové zakazky na
upratovanie

Dobry den,

v prilohe Vam zasielame aktualnu
ponuku volnych zakaziek na staly

upratovaci servis.

week
from—to

(the information will be
displayed in table format, see
screenshot below)

We kindly ask you to arrange a
meeting, ideally directly at the
cleaning addresses, and to
hand over all keys and
information about the

assignments.

After the handover of the keys,
please confirm via e-mail.

More detailed information
about the assignments can be
found in the attachment
(attach the PDF from IS
"Zakazky detail PDF").

Thank you and have a nice day.

ENG + (offices)

Anna City - new cleaning jobs

Hello,

Please find attached the
current offer of available
permanent cleaning

assignments.



Podrobnosti najdete v
prilozené PDF tabulce.

Dulezité informace a postup:

. Ujednotlivych zakazek nam
prosim napiste uklidové dny,
ve které budete pravidelné
dochazet.

. Sdélte nam také Vase
¢asoveé moznosti, kdy si
muZete prevzit kli¢e (napr.
stfeda v 11:00).

« Pockejte prosim na
potvrzeni zakazek od
manazera Andulky —
zakazky pfidélujeme podle
poradi prihlaseni.

. Adresa zakazek: (String:
Attach the list of addresses)

Tento e-mail je hromadny,
vSem vsak odpovime
individualné.

Tésime se na Vasi odpoved a
prejeme hezky den.
Attachment:

N\ Seznam zakdzek (PDF)

Podrobnosti ndjdete v prilozenej
PDF tabulke.

Délezité informacie a postup:

« Prijednotlivych zakazkach

nam, prosim, napiste

upratovacie dni, v ktoré budete

pravidelne dochadzat.

« Uvedte nam aj Vase Casové
moznosti, kedy si mdZete
prevziat klti¢e (napr. streda o
11:00).

« Pockajte, prosim, na potvrdenie

zakaziek od manazéra Andulky

— zakazky pridelujeme podla
poradia prihlasenia.

. Adresa zdkaziek: (String: Attach

the list of addresses)

Tento e-mail je hromadny,
kazdému vSak odpovieme
individualne.

Tesime sa na Vasu odpoved a

prajeme pekny den.

Attachment:
N Zoznam zakaziek (PDF)

Offer with free - building units to be cleaned - substitute

CZum

Andulka Mésto — nabidky
jednorézovych uklidd (zaskok)

Dobry den,

SK =

Anna Mesto — ponuka
jednorazovych upratovani
(zaskok)

Dobry den,

Details can be found in the
attached PDF table.

Important information and how

to proceed:

« For each assignment, please
indicate the cleaning days on
which you will regularly
attend.

« Let us know your availability
for key handover (e.g.
Wednesday at 11:00).

« Please wait for confirmation
from the Andulka manager —
assignments are allocated in
order of registration.

. Assignment addresses:
(String: Attach the list of

addresses)

This e-mail is a bulk message,
but we will respond to everyone

individually.

We look forward to your reply

and wish you a nice day.

Attachment:
N List of assignments (PDF)

ENG <+ (offices)

Anna City — one-time cleaning
job offers (substitution)

Hello,



posilam Vam nabidku zakazek

na uklid jako zaskok.

Podrobnosti najdete v
pfilozené PDF tabulce.

Dulezité informace a postup:

« U zakazek na uvedenych
adresach prosime rovnou
dopiste, ve které dny byste
mohli zaskok zajistit.

+ Pockejte prosim na
potvrzeni od manazera
Andulky — zakazky
pfidélujeme podle poradi
pfihlaseni.

. Adresy zakazek: (String:
Attach the list of adresses)

Tento e-mail je hromadny,
vSem vsak odpovime
individualné.

Tésime se na Vasi odpoved a
prejeme hezky den.

Attachment:

N\ Priloha: Seznam zakazek

(PDF s odmeénou pro zdskok)

posielam Vam ponuku zakaziek

na upratovanie ako zaskok.

Podrobnosti ndjdete v prilozenej
PDF tabulke.

Dolezité informacie a postup:

« Pri zakazkach na uvedenych
adresach prosim rovno dopiste,
v ktoré dni by ste mohli zaskok
zabezpecit.

« Pockajte, prosim, na potvrdenie
od manazéra Andulky —
zéakazky pridelujeme podla
poradia prihlasenia.

. Adresy zakaziek: (String: Attach

the list of adresses)

Tento e-mail je hromadny,
kazdému vSak odpovieme

individualne.

TeSime sa na Vasu odpoved a

prajeme pekny den.
Attachment:

N Priloha: Seznam zakaziek
(PDF s odmenou za zaskok)

Sending the cleaning schedule anytime

CZwm

Andulka Mésto — aktualizace
rozpisu uklid(

SK =

Anna Mesto — aktualizacia
rozpisu upratovania

| am sending you an offer of
cleaning assignments as a

substitute.

You can find the details in the
attached PDF table.

Important information and how
to proceed:

« For the assignments at the
listed addresses, please
indicate directly on which
days you would be available
to cover the substitution.

« Please wait for confirmation
from the Andulka manager —
assignments are allocated in
the order of registration.

« Assignment addresses:
(String: Attach the list of

adresses)

This e-mail is a bulk message,
but we will respond to everyone

individually.

We look forward to your reply

and wish you a nice day.
Attachment:

N\ Attachment: List of
assignments (PDF with
compensation for substitution)

ENG + (offices)

Anna City — cleaning schedule
update



Dobry den,

v priloze Vam zasilame
aktualni rozpis Uklidu a ¢innosti
pro dany prostor, ktery Vam byl
pridelen.

Prosime Vas o jeho vytisténi a
vyvésSeni na viditelném misté v
prostoru, idealné jiz pri
nejblizsim uklidu.

Rozpis slouzi jako dlezity
pfehled a zaznam o provadeéni
Uklidu.

Obsahuje:

+ CO a jak casto se uklizi

. terminy uklidu

« misto pro Vas podpis

. pripadné poznamky

Po kazdém uklidu se prosim

vzdy podepiste a uvedte Cas
pfichodu i odchodu.

Rozpis zaroven slouzi jako
potvrzeni, ze Uklid probéhl v
dohodnutém rozsahu a

terminu.

Dékujeme Vam za spolupraci a

zodpovédny pristup.

Dobry den,

v prilohe Vam zasielame aktualny
rozpis upratovania a ¢innosti na
priestor, ktory Vam bol prideleny.

Prosime Vas o jeho vytlacenie a
vyvesenie na viditelnom mieste v
priestore, idedlne uz pri
najbliz§om upratovani.

Rozpis sluzi ako délezity prehlad
a zaznam o vykonavani
upratovania.

Obsahuije:

« CO a ako Casto sa upratuje

. terminy upratovania

« miesto pre Vas podpis

« pripadné poznamky

Po kazdom upratovani sa prosim

vzdy podpiSte a uvedte Cas
prichodu aj odchodu.

Rozpis je zaroven potvrdenim, ze
upratovanie prebehlo v

stanovenom rozsahu a termine.

Dakujeme Vam za spolupracu a

zodpovedny pristup.

Hello,

Attached you'll find the current
cleaning schedule and list of
tasks for the object assigned to
you.

Please print it out and place it
in a visible location within the
object of cleaning—ideally

during your next cleaning visit.

This schedule serves as an
important overview and record

of the cleaning work.

[t includes:

« What needs to be cleaned
and how often

« cleaning dates

- space for your signature

. a section for any notes

After each cleaning session,
please make sure to sign the
form and note your time of
arrival and departure.

The schedule also serves as
confirmation that the cleaning
was completed within the

agreed scope and timeframe.

Thank you for your cooperation

and responsible approach.



