Communication





Letter


Form - headed paper, used form - clear, correct, courteaus, complete, brief, strict form. Emphasis is on a high quality appearance. It´s typed or word - processed and than printed. It´s send by post (mail), registered post or by courier.


It takes much time to make letter, post is usually slow. But letter has legal validity and is cheaper then others.





Fax


It´s a true copy of a letter or has special form, it could have a form of hand - written notes. It´s send from one fax machine to other over telephone lines.


It´s very fast, but fax hasn´t legal validity because of open network. It should be confirmed by a letter. Sometimes lines could get missed or fax is illegible (necitelný).





E-mail (electronic mail)


It has a form of a letter of a message, it appears on the screen. It´s typed or word-processed, should be printed out. Email is send between computers throw the computer network.


It´s very fast, cheaper then telephone, you can send pictures, text, voices, sounds.





Telex


Telex is like telegraph, now is quite old - fashioned. There are used short words and abbreviations such as TKS (thanks) and RGDS (regards). It´s transmitted, received and printed by a special telex machine. 


Telex readers often overlook some mistakes in grammar so they doesn´t mather, telex is a legaly binding document, because it has closed net.





Memo (memorandum)


It´s a brief hand- written note or longer word - processed letter. The style depends on the relationship between the people in the company. Many companies uses a special memo pads, usually are unformal. It is used as an internal mail in a company or between branches of the same firm. You can let it on the persons table or send it by courier or by internal (tube) mail. 


A memo for senior member of staff may need as much care as a letter to a client. 








Phone


History 


In the 1875, 120 years ago, Mr. Graham Bell, an american university profesor of physics from Boston university, invented the telephone.








Branches where telephone is used


business


international travel, transport


private life


emergency lines


in every branch


for fun





Special uses


for internet network


advertising


fax sending


early morning calls


calling hotel service


information - arrivals, departures


              - time


              - programs of cinemas, theaters, TV´s,...


              - weather forecast


hot lines - 0609 - over 30,--/minute


free lines - 0800


connection for mobile phones - 0601, 0602, 0603


paging - one way service, sending messages to the receiver (operátor)


european databank - 185


booking tickets


telephone answering machines


you could send a telegram, order meal, flowers, make a reservation, get a taxi,...


free emergency lines - 159 - local police, 158 - police, 155 - police, 150 - ambulance





Advantages of the phone


 very fast


everywhere


can save time and money


makes distances shorter


can get help by phone


can be moveable


comfortable





Disadvantages of the phone


expensive


can´t see the person 


can disturb (annoy)


Telephone numbers


country code+ area code (STD code) (don´t use at area code first 0) + local number


00420     0508      25260


(+420)





Telephone taxes


to GB 25,--/min  country code 0044


   US, CAN 40,--/min  country code 001


   AUSTRALIA 65,--/min  country code 061


inside PV 7 - 18 hour 2,4/3min


          18 - 7 hour 2,4/6min





Rules of telephoning with a foreigner


I. send a fax - before your call


              - after your call


II. prepare the call - notes, numbers, names, documents you are talking about


III. make notes during the call


IV. speak very slowly, clearly, 


    try to be calm and polite- more polite than usually


    use the name of the person you are talking with


    be brief





Some useful phrases


Introducing yourself	This is (name)


	(name) speaking


	It´s (name) from (company)


	My name is ...





Asking for someone or for a number	May/could I have your name/number, please?


	Is that (name or number)?


	Can/could I speak to (name)?


	It´s (name), isn´t it?





Speaking with a switchboard operator


	Can you put me through to (name or number)?


	Can I have extension (number)? - linka


	I´d like to speak to (name).





Being helpful	


                            You´re through, caller - please go ahead.


	The line´s ringing for you, caller.


	You´re welcome. (As a response to thank you)


	Speaking, can I help you?





Saying why you´re calling	I´m calling about (the meeting)


	I´m calling for (some information)


	I´m calling to (let you know I´ll be late)








Asking the caller to wait	Could you hold on?


	Will you hold or will you call back later?


	Trying to connect you, please hold the line.


	The number is engaged. Wait a minute, please.





Apologising	Sorry to keep you.


	I´m afraid the line´s engaged.


	I´m sorry but there´s no reply.


	I´ve dial the wrong number.


	It seems to be wrong number.





Offering to take a message	Can I take a message?


	Could you get her to call me?


	Could you tell her I rang?


	Could you take a message for her?





Promising action	I´ll get her to call you back.


	I´ll give him your message.


	I´ll call you on Monday.


	I´ll check that for you now.


	I´ll put you through to someone else.


	I´ll try to get him.


	I´ll ask him to call you back as soon as...


	What time do you expect her back?


	I´m afraid he is - in a meeting


	                 - not in the office


	                 - still at lunch


	                 - not available now





Asking for repetition       I didn´t catch that. Could you repeat what you said?


	Sorry, what was the name?


	I´m afraid it´s a bad line. Could you speak up?





Saying goodbye	Nice talking to you.


	I´ll speak you tomorrow.


	Look forward tohearing from you again soon.


	Thank you for 
