COMMUNICATION

Post office:

Writing and posting a letter: sender – odesilatel, addressee – adresát, notepaper/letter paper, sign – podepsat, fold – složit, put into an envelope, seal – zalepit, zapečetit, put/stick a stamp on it – nalepit známku, come off – odlepit se, stamp collector – filatelista, return address/sender´s address – zpáteční adresa,  legible x illegible script – čitelné x nečitelné písmo, handwriting – rukopis, enclose st. – vložit, send a letter by recorded delivery – poslat doporučeně, receipt – stvrzenka, postcode BE/zip code AE – PSČ, c/o = care of – bytem u, COD = cash on delivery – na dobírku, poste restante, answer by return – odpovědět obratem, RSVP = please, reply to an invitation, business letter, love letter, postcard, well-wish card – přání, telegram, to correspond with, pen-friend

sending a parcel: parcel BE/packageAE – balík, packet – balíček, wrap in wrapping paper – zabalit do balicího papíru, tie with a string – zavázat provázkem, get/come undone – rozvázat se, sellotape – izolepa, put a label on – nalepit nálepku, Fragile – Křehké, Handle with care, This side up – Neklopit, Urgent – Pilné
sending money: postal order – poštovní poukázka, money order – pošt. poukázka na vyšší obnos 

at the post office: GPO = General Post Office/Main Post Office, counter – přepážka, parcel counter, parcel scales – váhy, stamp counter, stamp machine, stamp book, sheet of stamps, paying-in/pensions/money counter – peněžní přepážka, hand stamp – razítko  x  postmark – razítko (natisknuté), to stamp - razítkovat, stamped envelope, hand in at the counter – odevzdat u přepážky, postal rate - poštovné
delivery of mail: delivery – doručování, to deliver mail to the addressee – doručit poštu adresátovi, post box/mail box – poštovní schránka, pillar box – v Británii, letterbox – schránka na dopisy doma, clear the post/letter box – vybrat schránku, drop in – vhodit, sort – třídit, postman BE/mailman AE, collection bag/mail bag – poštovní pytel, postman bag. 
The mail is collected at six .– Schránka se vybírá v šest. It came in the mail – Přišlo to v poště. In case of non-delivery please return to the sender.
junk mail = letters to promote companies and products that are neither asked or wanted, leaflets - letáky
Telephoning:

telephone set, receiver – sluchátko, answerphone/answering machine telephone – záznamník, mobile telephone, cell(ular) phone, cordless – bezdrátový, portable – přenosný, fax/facsimile, to fax sb, videophone, telephone call- hovor, to phone/to call sb/to ring/to give sb a ring/to give sb a call - telefonovat, ring a number – zavolat na jisté číslo, ring back – zavolat zpět, make a call, take a message – převzít vzkaz, leave a message – nechat vzkaz, call box/telephone box/booth– telefonní budka, pay phone/public phone – veřejný automat, local call, long-distance call, emergency call – tísňové volání, fixed time call – hovor na výzvu, transferred charge call – na účet volaného, urgent call – bleskový hovor, telephone directory/book/yellow pages – telefonní seznam, directory enquiries – tel. informace, look up the number – vyhledat číslo, have sb on the phone – mít někoho na drátě, answer the phone – vzít telefon, dial the number – vytočit číslo, wrong number – omyl, dialing tone – oznamovací tón, ringing tone – vyzváněcí tón, engaged tone – obsazeno, be cut off – být přerušen, lift/pick up the receiver – zvednout sluchátko, put down – položit, extension – klapka
Wrong number. - Omyl. The line is engaged./The line is busy – Je obsazeno. It´s a bad connection. – Je špatně slyšet. Hold the line./Hold on./Hang on.– Nepokládejte. Trying to connect you. – Pokouším se vás spojit. You are through, go ahead! BE – Jste spojen, mluvte! Are you through? AE – Už jste skončil? The telephone is broken. – Telefon nefunguje.

Computers and Internet:

PC = personal computer, monitor, notebook, laptop, palmtop, modem, cursor, terminal, mouse, mouse pad, keyboard, CD-ROM, printer, scanner

network, information superhighway, the world-wide web, web page, the cyberspace, electronic post, e-mail, @ = at, chat, chat rooms, chat-lines

problems – hackers, viruses, bugs

Main talking points:

To write or to telephone?

The advantages and disadvantages of having a phone

The pleasures of stamp collecting

My personal correspondence

Become a postman – it's an interesting job

Problems of junk mail – wasting of paper or a useful source of information?

What services could you expect in a city centre post office, suburban one and a small country one?

What are the most frequent phrases at the beginning/end of the letter/phone call?

Internet – new way of communication

A danger of computers

Questions:

Is the telephone just an expensive toy or an essential part of modern life?

Has writing letters gone out of fashion? What will writing letters replace very soon?

Are telephone services in our country expensive or not?

Describe a post office

What does a postal clerk do?

What does a postman do?

Do you like writing letters?

How do you make your phone call?

Do you like answerphones?

What should a record on the answerphone look like?

Can telephone help the flat robbers? How?

Describe a way of a letter from writing to delivering

How is a parcel packed?

Do you consider mobile phones just as fashion or are they really necessary for all the people who have them?

Is for you personally a computer a new way of communication and a source of information or just a very good typewriter or source of games?

Are you computer-literate?

Are you on the net?

How much time do you spend online?
