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UuvoD

Toto skripticCko mé& v nadpise Anglictina v poStovnictvi, financnictvi a logistice. Jeho
1. ¢ast se zabyva finan¢nictvim a postovnictvim. Dnes$ni moderni doba vyuzivd mnohych
komunikacnich prostiedkti, na poStach a v bankach se pracovnici prepazek setkavaji
s klientelou z mnoha zahrani¢nich zemi a potiebuji zlepSit svou profesni orientaci
ve sluzbach bankovnich a finan¢nich i s ohledem na cizi jazyky. Tento studijni material je
zamétfen na nacvik slovni zasoby, modelovych vét, ale hlavné na nacvik modelovych
situaci, se kterymi se mohou setkat studenti v praxi. Véfime, ze jim tento material pomuze

nejen pii studiu, ale také v praxi. Hodné zdaru pfi studiu!
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1 CILE VYUKY PREDMETU, METODY EFEKTIVNIHO
SAMOSTUDIA

1.1 Cile vyuky predmétu

Hlavnim cilem a ukolem kurzu je tedy prakticky nacvik komunikacnich cviceni
ve specifickych profesnich situacich, které Vas mohou potkat béhem prace v posStovnictvi
a finan¢nictvi. Mezi dil¢i cile pak patii pfedat Vam — studentim odbornou slovni zasobu
a fraze a vzbudit ve Vs zdjem o dalsi prohlubovéani nabytych znalosti a dovednosti formou

samostudia.

1.2 Metody efektivniho samostudia

Na konci kazdého ucebniho bloku Vam bude zadan tzv. korespondenc¢ni tkol, na jehoz
zpracovani budete mit urcité casové obdobi. Na tomto ukolu budete pracovat samostatn¢
¢1 v uréenych skupinach a budete mit k dispozici veskeré studijni materidly, se kterymi jste
pracovali v hodinach kurzu. Béhem celého kurzu byste méli vyuzivat mnohé metody

samostudia.

Samostudium je proces vzdélavani, ktery probiha bez piimé interakce s ucitelem, lektorem,
instruktorem, konzultantem. Ridicim ¢initelem je sam ugici se subjekt (dospély ¢lovek),
ktery pfi studiu pouzivd rizné metody a pomicky. Samostudium je komplexni edukacni
proces, ktery ma za cil osvojit si a upevnit soustavu trvalych védomosti, dovednosti
¢1 navykd.

Efektivnost samostudia je podminéna tim, zda ucici se méa jednoznacné ujasnény cile,
schopnost sebehodnoceni, schopnost a moZnost porovnavat své studijni vysledky
se studijnimi cili, zda ma schopnost sebemotivace, zda ma k dispozici vhodné studijni

opory, zda mé moznost konzultace a poradenstvi.

Idedlni je fizené samostudium provadéné formou distancniho vzdélavani, které splituje
vSechny vyse uvedené podminky efektivnosti. Ta je podminéna také dodrzovanim urcitych
zdsad fizeni a regulace samostudia, mezi které patii odpoveédnost, soustavnost,

koncentrace, individudlnost a systémovost.
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1.2.1 Strucny vycet zasad samostudia
1. Rozvrzeni tkolu na kratsi etapy — dosazitelné dilci cile
2. Chut k uCeni — co nas bavi, délame radi a dafi se nam
3. Planovani latky na dalsi den — ukonc¢eme tak kazdodenni studium
4. Sebediivéra — je tieba ji neustale péstovat
5. Svédomitost, poradek v umisténi pracovnich pomiicek

6. Vyuziti veSkerého casu ureného pro studium — snazme se nemyslet na

nepiijemnosti
7. Ugelné planovani piestavek — pii unavé zméime ¢innost
8. Dostatek spanku
9. Samostatné a aktivni mySleni

10. Disledné opakovani
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2 ZAKLADNI SLOVNI ZASOBA VE FINACNICTVI

APOSTOVNICTVI

Cil kapitoly: Osvojit si zdkladni slovni zasobu svého oboru a aplikovat ji do vét, nasledné

pak dokazat vést dialog se spravnym uzitim nabytych védomosti. Dale pak v oblasti

postovnictvi a finan¢nictvi pracovat s odbornymi texty a formulafi.

2.1 Zakladni slovni zasoba ve finanénictvi

Cil kapitoly: Osvojeni zakladni slovni zasoby, nutné pro ptipravu dialogt.

V bance

Making transactions

I'd like to withdraw £100, please

I want to make a withdrawal

how would you like the money?
in tens, please (ten pound notes)
could you give me some smaller notes?

I'd like to pay this in, please
I'd like to pay this cheque in, please

how many days will it take for the cheque to
clear?

have you got any ...?
identification
ID (zkratka pro identification)

I've got my ...
passport
driving licence
ID card

prostuduj

rad/radda bych si vybral/vybrala £100,
prosim

chci ucinit vybér

v jakych hodnotéach budete chtit penize?
v desetilibrovych bankovkach, prosim
muzete mi dat mensi bankovky?

chtél/chtéla bych toto sloZit na ucet, prosim
chtél/chtéla bych proplatit tento Sek, prosim

kolik dni trva zucétovani Seku?

mate néjaky ...?
prikaz totoznosti
prikaz totoznosti

ztratil/ztratila jsem svij ...
cestovni pas

fidi¢sky prikaz

prikaz totoZznosti
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your account's overdrawn na vasem uctu je zaporny zistatek

I'd like to transfer some money to this account rad/rada bych prevedla n&jaké penize na

tento ucet
could you transfer £1000 from my current muzete prevést £1000 z mého soucasného
account to my deposit account? uctu na muj spofici tcet?
Other services — Dalsi sluzby
I'd like to open an account chtél/chtéla bych si zalozit Gcet

I'd like to open a personal account  chtél/chtéla bych si zalozit osobni Gcet
I'd like to open a business account  chtél/chtéla bych zalozit firemni Gcet

could you tell me my balance,
please?

could I have a statement, please? = mohl/mohla bych dostat vypis z uctu, prosim?

muzete mi sdélit muj stav uctu, prosim?

I'd like to change some money chtél/chtéla bych si vyménit néjaké penize
(I:Srlrlel;eC;O order some foreign rad/rdda bych si objednal/objednala cizi ménu
what's the exchange rate for euros? jaky je sménny kurz na Euro?

I'd like some ... prosil/prosila bych ...

euros eura

US dollars americké dolary

could I order a new chequebook, = mohl/mohla bych si objednat novou $ekovou knizku,
please? prosim?

I'd like to cancel this standing order chtél/chtéla bych zrusit tento trvaly piikaz

Other useful phrases

where's the nearest cash machine? kde je nejblizsi bankomat?
what's the interest rate on this account? jaka je urokova sazba u tohoto uctu?
what's the current interest rate for personal  jaka je soucasna urokova sazba osobnich
loans? pujcek?
I've lost my bank card ztratil/ztratila jsem svou bankovni kartu
| want to reporta ... chci nahlasit ...
lost credit card ztracenou kreditni kartu
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stolen credit card

we've got a joint account

could I make an appointment to see ...?

the manager
a financial advisor

I'd like to speak to someone about a

mortgage
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ukradenou kreditni kartu
mame spolecny ucet
mohu si domluvit schiazku s ...?

vedoucim
finan¢nim poradcem

Using a cash machine — Pouziti bankomatu

Insert your card
Enter your PIN
Incorrect PIN

Enter
Correct
Cancel

Withdraw cash

Other amount

Please wait

Your cash is being counted
Insufficient funds

Balance
On screen

Printed

Another service?
Would you like a receipt?

Remove card

Vlozte kartu
Zdejte vas PIN
Nespravny PIN

Vstup
Spravné
Zrusit

Vybrat hotovost

Jind Castka

Prosim cekejte

Vase hotovost se nacita

Pozadovana ¢astka neni na Gctu k dispozici

Zustatek
Na obrazovku
Vytisknout stvrzenku

Jinou sluzbu?
Piejete si stvrzenku?

Vyjméte kartu

Quit Konec operace
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2.1.1 Zakladni slovni zasoba v poStovnictvi

Cil kapitoly: Osvojeni zékladnich obratti, potiebnych pro tvotreni dialogi.

Post offices and the services they provide

post office posta, poStovni urad
sub-post office

post counter / village shop (uk)
postal clerk

postmaster / postmistress

postman (uk) / mailman (us)

Post Office Box / POB

poste restante (uk) / general delivery (us)
parcel post

counter

window

to keep X lose one’s place (in a queue)
post van (uk) / mail truck (us)
public telephone

fax

coin-operated phone x card phone
postal order (uk)

pension payments

unemployment benefit

road tax renewal

bill payments

savings account

Posting letters and parcels

pillar box (uk)

letter box (uk) / post-box (uk) / mailbox (us)
first class post / mail (us)

second class post / mail (us)

registered post (for valuables)

recorded delivery (for important letters)
express letter

telemessage (replaces telegram)

jiffy bag / padded envelope

packet

package

parcel

string

sealing wax

air mail

zapamatuj si
Posty a sluzby, které poskytuji

sorting office tridirna poStovnich zasilek
posta, zvl. na venkove

postovni ptepazka v obchode
postovni ufednik

poStmistr, pfednosta postovniho tfadu
listonos, postovni dorucovatel
postovni piihradka

poste restante

zasilkova sluzba

pfepazka

okénko

udrzet si X ztratit misto ve fronté
postovni viiz

vetejny telefon

fax

telefonni automat na mince X na kartu
postovni poukazka

vyplata dichodii

ptispévek v nezaméstnanosti
opétovné placeni silni¢ni dané

platby uctu

sporici ucet

Posilani dopisu a bali¢ku

poStovni schranka (Cervena ve tvaru vélce)
schranka na dopisy v domé

expresni dopis

novinova zasilka (us), obycejny dopis (uk)
cenn¢ papiry, doporucené

doporucené (dulezité dopisy)

expresni, spesny dopis

rychlé ptedani zpravy

bublinkova, protindrazové obalka

balicek, krabicka

balik, balicek

balik, balic¢ek, zasilka

provazek, motouz

pecetni vosk

letecka posta
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stamp

aerogramme
postmark

franked envelope
window envelope
cancelled stamp
commemorative issue

stamp collector / philatelist

postal rates / charges
Communication

to weigh a letter / parcel
scales

to insure the contents
sellotape

to tie with spring
fragile

handle with care

this side up

urgent

please forward to

Letters

put a letter in an envelope
address it

put/stick a stamp on it
post it / mail it (us)
personal letter

business letter

love letter

poison-pen letter

to drop a line to (inform.)
to keep in touch

to put st in writing

to seal a letter

quick note

postcard

to correspond with sb
pen-friend / pen-pal
stationery

to make a draft (rough copy)

to make a fait copy
greeting

letterhead

enclosures

receiving / replying to post

znamka

specialni letecky dopis, aerogram
postovni razitko

ofrankovana obalka

obalka s okénkem

orazitkovana znamka

pamétni vydani, emise

sbératel znamek, filatelista
postovni poplatky

Komunikace

zvazit dopis

vaha, vahy

pojistit obsah (zasilky)

prusvitnd samolepici paska, izolepa

svazat provazkem, motouzem

ktehké (oznaceni na balicich)

kiehké (oznaceni na balicich)

neklopit (oznaceni na balicich)

naléhavy, pilny, spé€$ny (oznaceni na balicich)
doslete adresatovi, zaSlete za adresatem

Dopisy

str¢it dopis do obalky

napsat na ni adresu

nalepit na ni znamku

poslat ji poStou

osobni dopis

obchodni dopis

milostny dopis

anonym

napsat n€komu (par fadku)

zustavat v kontaktu

napsat néco, pismem né€co zaznamenat

zalepit, zapecetit dopis

kratky dopis, zprava

pohlednice

dopisovat si s nékym

pritel na dopisovani

psaci potieby, dopisni papir

napsat koncept

napsat cistopis

pozdrav, osloveni (v dopise)

hlavicka dopisu

pitilohy

pfijimani / odpovidani na dopisy
11

Postilion — projekt zvySovani kvality vzdélavani v oblasti postovnictvi
a logistiky s dirazem na konkurenceschopnost absolventl na trhu prace.
Tento projekt je spolufinancovdn Evropskym socidlnim fondem a statnim rozpoétem Ceské republiky.



* *
evropsky
socialni
- fondvCR EVROPSKA UNIE

* X %
* *
* *

*xk

MINISTERSTVO SKOLSTVI,
MLADEZE A TELOVYCHOVY pro konkurenceschopnost

OP Vzdélavani

INVESTICE DO ROZVOJE VZDELAVANI

stamped addressed envelope (s.a.e.)
to sing for it

proof of identity

return to sender

return address

not known at this address

C.O.D. (cash on delivery)

excess postage

The telephone

telephone set
receiver

earpiece
mouthpiece

remote microphone

mike / mic (infml.)

answerphone / answering machine
telephone rotary x push-button
car telephone

mobile / cellular telephone
portable / cordless telephone

Communication

ex-directory number (uk) / unlisted number (us)

telephone directory / book
yellow pages

operator

directory enquiries

automatic dialling

last number redial

dialling tone

to dial a number

ringing tone

engaged tone (uk) / busy signal (us)
number unobtainable

to be cut off / be disconnected

to have a bad line / a bad connection
local call x trunk / long distance call

extension (number)

to reverse the charges (uk) / collect call (us)
international code x area code x local code

to answer the phone
wrong number
facsimile (fax)
to fax someone

ofrankovana obalka s adresou
podepsat néco

dikaz totoznosti

vratit zpét odesilateli

zpate¢ni adresa

adresat nezndmy

dobirka

doplatek postovného

Telefon

telefonni piistroj

telefonni sluchatko, pfijimac
sluchatko

mluvitko, mikrofon telefonniho pfistroje
ptenosny mikrofon, mikrofon,

ktery je soucasti telefonniho pfistroje
mikrofon

telefon se zaznamnikem / zdznamnik
vytaceci X tlacitkovy telefon

telefon v auté

mobilni, pfenosny telefon

pfenosny telefon

Komunikace

¢islo neuvedené v telefonnim seznamu
telefonni seznam

zlaté stranky

spojovatel, telefonista, operator
informace o telefonnich cislech
automatické vytaceni Cisel
automatické vytaceni posledniho ¢isla
oznamovaci ton

vytocit Cislo

vyzvanéci ton

obsazovaci ton

ton signalizujici poruchu na Cisle
byt pferusen, odpojen

mit Spatné spojeni

mistni hovor x meziméstsky hovor
klapka, linka

volat na ucet volaného
mezinarodni smérové Cislo
zvednout telefon

Spatné Cislo

fax

poslat nékomu fax
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modem

email

datalink

videophone

digital information transfer

Postal services — Postovni sluzby

Ve Spojeném kralovstvi jsou dva hl

modem

email

datové spojeni, datovy okruh
videotelefon

digitalni pfenos informaci

shrnuti

avni typy postovného — First Class (Prvni tiida)

a Second Class (Druha ttida). First Class je rychlejsi.

how much is a First Class stamp?

how much is a Second Class
stamp?

I'd like ..., please

an envelope

a packet of envelopes
a jiffy bag

could I have ..., please?

a First Class stamp

a Second Class stamp

a book of First Class stamps
some First Class stamps

how many would you like?
how many are there in a book?

I'd like to send this to ...
Canada

I'd like to send this parcel to ...
Brazil

how much will it cost to send this
letter to ...?

the United States

can you put it on the scales,
please?

kolik stoji zndmka prvni t¥idy?

kolik stoji zndmka druhé tiidy?

chtél/chtéla bych ..., prosim
obalku

balicek obalek
polstrovanou obalku

mohl/mohla bych dostat ..., prosim?
znamku prvni tfidy

znamku druhé ttidy

blok znamek prvni tfidy

blok zndmek druhé tiidy

kolik si jich ptejete?
kolik jich je v bloku?

chtél/chtéla bych toto poslat do ...
Kanady

chtél/chtéla bych poslat tento balik do ...
Brazilie

kolik bude stat poslat tento dopis do ...?

Spojenych stath

muzete to dat na vahu, prosim?
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I'd like to send this letter by ... chtél/chtéla bych poslat tento dopis ...
Recorded Delivery doporucené (vyzaduje podpis pri doruceni)
spesné (zaruceno doruceni do druhého dne na vuzemi
Special Delivery Spojeného kralovstvi, s nahradou skody pri ztraté ci
poskozeni)
where's the postbox? kde je postovni schranka?

what's the last date I can post this

to . to arrive in time for kdy nejpozdé€ji musim tohle odeslat, aby to dorazilo

pied Vanocemi do ...?

Christmas?

Germany Némecka

Australia Australie

I've come to collect a parcel ptisel/pfisla jsem si vyzvednout balik

Other services — Dalsi sluzby

I'd like to pay this bill chtél/chtéla bych zaplatit tento Gcet

I'd like to send some money to ... chtél/chtéla bych poslat néjaké penize
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3 ZDVORILOSTNI FRAZE NA POSTE AV BANCE

Cil kapitoly: Osvojeni modelovych situaci, zdvofilostnich situaci.

3.1 Zdvorilostni fraze na posté a v bance prostudij spolupracty
In English In Czech
This form is used for ing ...../to
send....

Please fill in your name/ bank account
number/...

This postal order is for sending money cash to
cash/cash into a bank account/from a bank
account into a bank account.

Please fill in the amount of money in Czech
currency.

It must be filled in in block letters.

It serves as a payment receipt.

Would you like to have the letter/package
insured (against loss)?

How much would you like the insurance to
be?

The package is too big. It must be sent
separately and you must pay extra charge.

Would you like to have a receipt for the
registered mail?

Would you like to make use of any
complementary services?

Please fill in the customs form.

It serves for fast delivery.

It serves for sending an insured package
abroad/to a foreign country.

It must be wrapped up properly.

The address is missing.

Please write the address legibly in blue or
black pen.
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At the Post Office

Listening Task:

1. What is she mailing?
a. A package
b. A letter
2. How does she want to send it?
a. Firstclass
b. Priority mail
3. How long does it take to get there?
a. About three days
b. About two weeks

Vocabulary and Phrases

Have you got any mail for me?

Here is your mail.

How much is the stamp for a postcard to England?

A stanp for this postcard/letter, please.

I would like to send this letter...

- by registered mail

- by special delivery

- by airmail

I’d like to send a parcel/money.

Please fill in the receipt for registered mail/postal money order.
What counter shall 1 go to?

What is the value and content of the parcel?

Will you go to the next window, this position is closed.

To fill in the form in block letters
To fill in the parcel form
To fill in the customs form
Postal order
Money order
Post office savings bank
When will it be delivered?
Address
Return address
Address of the recipient
Parcel
Post-office special delivery
C.0.D./cash on delivery
Letter
Registered letter
Insured letter
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Personal letter
Business letter
Valuable letter
Stamped postal card
Express

To receive

Form

If undelivered, return to the sender.
Place of destination
Envelope

Sender

Remittance

Receipt for registered mail
Postcard

Insurance

To insure against loss
Fee/charge

To send/to mail/to post
Poste restante

Post office

Post box

Postage

Postal order

Postman, postwoman, postmaster
Dispatch note/registration form
Post office box
Postage stamp
Recipient

Addressee

Incomplete address
For the attention of...
Deposit slip

Postcode
Express/urgent
Receipt

Weight

To weigh

To seal

To send

To stick on a stamp
Free of charge
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3.1.1 Modelové situace v bance, piriklady bankovnich operaci

Cil kapitoly: Osvojeni moznych modelovych situaci, byly vybrany pouze zakladni a bézné
piipady bankovnich operaci.

‘

pracovni list prostuduj zamysli se

vyzkousej

Nacvik osvojeni: prace ve skupinach, rizné obmeény, diiraz na zapamatovani klicovych

slov,

pojmu apod.

& &

spolupracu;j prestavka

At the Bank
17 modelovych situaci v bance:

1.
. Asking about Checks
. Making a Deposit

. Making a Withdrawal
. A Check Bounces

. Transferring Money

© 0O N OO O B WODN

Setting up a Bank Account

. Canceling an Account
. Cashing a Check
. Canceling a Check

10. Using the ATM

11. The Card Gets Declined
12. Asking about Fees

13. Paying Fees

14. Minimum Balance Requirement

15. Not Getting a Bank Statement
16. Reporting Wrong Charges
17. Opening Another Account
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1.A: How are you doing today?

: Great. Thanks.

: What can | help you with?

: ' would like to open a bank account.

: What kind would you like to open?

: I need a checking account.

: Would you also like to open a savings account?
: That's fine.

: In order to open these accounts, you need to deposit a minimum of $50.
: I want to deposit $300.

: I'll set up your accounts for you right now.

: Make sure to put $150 in each account.

W>WP>WOW>W>LP>m

2.A: How are you doing today?

: Great. Thanks.

: What can | do for you today?

. | just have one question.

: What's your question?

: How do | order checks?

: You can order them right now, if you'd like.
: That would be great.

: Just fill out this application.

: Then what?

: Give it about 5 to 7 business days, and you should receive them in the mail.
: Here's my application. Thanks for your help.

WPW>W>W>W>wW

3.A: How are you doing?

: Great. Thanks for asking.

: What can | do for you today?

: I would like to deposit some money.

: Are you depositing cash or a check?

. I want to deposit cash.

: How much are you depositing?

: I would like to deposit $300.

: What account do you want your money in?
. I want to deposit it into my checking account.
: Do you need anything else?

: No. That's all. Thank you.

T>WO>WO>W>T>T

4.A: How are you doing today?

B: Great. Thank you.

A: What can | do for you?

B: | need to withdraw some money.

A: How much would you like to take out?

B: | need to withdraw $300.

A: Which account would you like to take the money from?
B: I want to take it from my checking account.
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A: Here you go.
B: Thank you very much.
A: Can | do anything else for you?
B: No. That'll be all.

5.A: What can | help you with today?

B: | have a problem.

A: What is the problem?

B: I wrote a check for $100 and it bounced.

A: Do you have enough money in your account?
B: | think so.

A: Let me check that for you right now.

B: Okay. Thank you.

A: Apparently there is only $57 left in your account.
B: You can't be serious!

A: That's what my records show.

B: I see. Thanks for your help.

6.A: How are you doing?

B: Great. Thanks.

A: May | help you with something?

B: 1 would like to transfer some money.

A: Where would you like to transfer money from?
B: Take it from my savings account.

A: Where would you like the money transferred?
B: I want it transferred into my checking account.
A: How much would you like to transfer?

B: 1 would like to transfer $200.

A: Will that be all today?

B: That's it for today. Thank you.

7.A: Can | help you with something?

B: I need to cancel one of my accounts.

A: Is there a problem with it?

B: I don't need it anymore.

A: What would you like to do with all the money in this account?
B: Just transfer it over to my remaining account.

A: | can do that.

B: That would be great.

A: Do you want to take any money out?

B: Not today.

A: It's going to take a moment for me to cancel your account.
B: That's fine. Take your time.

8.A: What can | help you with today?
B: I would like to make a deposit.
A: Will that be cash or check?
B: I'm depositing a check.
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A: Could you sign the back of the check, please?
B: All right. Here you go.
A: Would you like any cash back?
B: That would be great.
A: How much would you like?
B: 1 would like $150.
A: Here is your $150.
B: Thanks for everything.

9.A: How are you doing today?

. I'm fine.

: What can | do for you?

: ' would like to cancel a check.

. Is there a problem?

: | wrote the check out for too much.
: How much did you write it out for?
: I wrote it out for $150.

: How much was it supposed to be?
: It was supposed to be for $100.

: I'll cancel that check for you.

: | really appreciate your help.

T>WO>WO>W>T>T

10.A: I need to use the ATM.

: What's stopping you?

: I'm not sure how.

: I don't understand.

: I've never used one before.

: I can help you figure it out.

: What do I have to do?

: Slide your card into the machine.
: Then what?

B: You need to type your PIN in.
A: What do | have to do next?

B: Click on whichever option you want, and you're done.

B
A
B
A
B
A
B
A

11.A: Your total comes to $36.78.

B: Put it on my VISA.

A: There's a problem with your card.

B: What's wrong with it?

A: | believe it was declined.

B: You're kidding me!

A: Do you have another card | could try?
B: I only have one card.

A: Do you have cash, perhaps?

B: 1 don't have any cash on me.

A: You're not going to be able to take these items today.
B: I'll be back tomorrow.
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12.A: Do you have any other questions?

B: I want to know about fees.

A: Which fees?

B: Overdraft fees.

A: You will be required to pay a small fee for every time you overdraft.
B: How much is the fee?

A: You'll have to pay $25 every time you overdraft.
B: That's a small fee?

A: It should stop you from overdrafting.

B: You would think it would, but it most likely won't.
A: Can | help you with anything else?

B: That's it for today. Thank you.

13.A: How are you doing today?
B: Very well. Thank you.

A: What can | help you with?

B: Do | have any fees to pay?

A: As a matter of fact, you do.

B: How much?

A: You owe $235.13.

B: That's unbelievable.

A: Will you be paying some of that off today?
B: | want to pay all of it off today.

A: How will you be paying?

B: I'll be paying with cash.

14.A: I would like to open an account today.
B: What kind?

A: | want to open a checking account.

B: You need to keep a minimum balance.
A: How much is it?

B: You need at least $100 in your account.
A: Is that all?

B: Yes. That's the minimum.

A: What happens if | don't meet that requirement?
B: You will get a fine.

A: How much?

B: It's going to be $25.

15.A: How may I help you?
B: I'm having a problem.
A: What is it?
B: | apparently owe some fees, but | never got the bank statement.
A: 1 do apologize for that.
B: My fees went up, but | didn't even know | had fees to pay.
A: | see your problem.
B: What are you going to do about it?
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A: 1 will cancel the fees you owe.

B: 1 don't have to pay any fees?

A: You'll only have to pay the initial fee.
B: That's fine. | appreciate your help.

16.A: What can | do for you today?

B: I have an issue.

A: What is your problem?

B: There were charges on my debit card that | never made.
A: Do you have a statement for your debit card?

B: 1 do.

A: Which charges are you talking about?

B: It's the last four charges.

A: We're going to have to do an investigation.

B: Is that going to take long?

A: I'm not sure, but in the meantime we will freeze these charges.
B: That's wonderful. Thank you.

17.A: How may | help you today?

B: I need to open a second account.

A: What kind of account would you like to open?

B: I need another savings account.

A: Do you have another account with us?

B: I sure do.

A: Would you like to transfer money from that account into your new one?
B: That's fine.

A: How much would you like to transfer?

B: Transfer $100.

A: Give me a moment while | complete your transaction.
B: That's fine. Thank you.
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4 PENEZNI A POSTOVNI SLUZBY

Cil kapitoly: Osvojeni zakladniho piehledu penéznich a postovnich sluzeb, jednak
nabizenych Postovni spofitelnou a podnikem Ceské posta, S. p.

prostuduj vyzkousej

4.1 Penézni sluzby

4.1.1 Postovni sporitelna — Post-office savings bank Services

Loan Era — a loan of up to 300 000 CZK get without collateral, money you can use what

you want.

Insurance online — save your time and cover to the Internet, you can choose a travel

insurance, liability insurance, acciodent insurance and household insurance.
Remote Banking, Credit Cards, Foreign Payments, Other

Era Loan for housing — money can be used on virtually evarything related to housing,

you can borrow as you need, purpose of which will guarantee loans beneficial interest.

Red Era Account — enhances your money for great interest, controls are easy via the

Internet, saving your fingertips, you do not pay unnecessary fees.

Era personal account — a simple and understandable account for everyone from 10 years,
it has everything you expect from the account, including credit cards, access your account
anytime and virtually anywhere, preference for fans of electronic banking, seniors and

juniors.

Red Era account — savings account — special interest on your savings, it can be controlled

via the Internet, orders, the establishment and management accounts are free.

Era term deposit — if you have savings that you appreciate, when you want a good interest
on your money, the minimum deposit is only 9 000,- CZK, you do not have a personal

account Era Postal Savings Bank.
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Bankbook — easily you create it on every post office and financial center of the Postal

Savings Bank, you can choose between a savings book without notice or with notice,
personal service, the minimum deposit is only 50 CZK.

Children‘s bankbook — saving specifically for your child, the interest rate is increased by
a premium financing, the minimum deposit is only 50 CZK, easily to create on every post

office and financial center of the Postal Savings Bank.

Era online account — when you control your account via the Internetand do not want to go
to branches, free domestic cashless payments made via internet or mobile phone, credit
card Maxkarta for the account holder is free, free unlimited number of withdrawals in
Maxkartou CSOB ATM/Postal Savings Bank.

Era first account — if you want to secure a child to step into adulthood, preferential

interest, no limits for the duration of balance.

PaySec — when you shop on the internet quickly and securely, when you do not like using
credit card, versatility, safety, is free and faster than bank transfer, PaySec is yours for a

few minutes.

Internet banking (Max Internetbanking) — if you want to manage your finances quickly

and in comfort, when you do not like walking to branches, electronic control account.

Mobile banking (Max Mobil) — if you want to manage their finance quickly and easily,

use it anywhere, just carry your mobile phone.

Telephone Banking (Max Phone) — if you like things simple and reliable, completely safe

and simple.

Credit Card — when you do not like to carry with them a lot of cash, if you want to pay
quickly and securely, if you like things simple and reliable, at home and abroad can pay
without cash, money from each selected ATM, totally free service by selecting cash
CashBack.

Image Card — if you want the card to suit your taste, once you do not like your credit
card, yourself, how it will look like, it has all the advantages of conventional credit cards,

you have it within 10 days.
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CashBack — when you pay by credit card, if you want to save on cash, when we solve

multitask, for cash pay no fee, you do not expect either the ATM or the post office, money

you choose quickly and safely.

Eurogiro — when you need to send payment to foreign payment, if you want to make
foreign payments, even if you do not have a current account, if you want to save on fees,
you need not be a client Postal Savings Bank, payment can be made in both cash and
cashless, it works in most European countries, all you need is internet or go to the nearest

post.

Foreign payments and payments in foreign currency — cashless — these payments can

make a paper or electronic statement.

Convenient billing — when using internet banking, costs nothing, pay your bills even
easier thanks to the pre-filling all the data, if you want to quickly and conveniently pay
their bills.

Loyalty Program — when at least sometimes pay by credit card, when you expect from a

bank reward for your loyalty.

Discount cards for young — when you are young or study, if you want to také advantage

of discounts, not only here but also abroad, if you want to save the card issue.

Max Postkonto — when your business requires a higher number of payment transactions,
postkonto you get a free 6 months and pay no management fee, credit card for 1 year, 10
electronic payment orders per month free, monthly get a free listing in paper and electronic

form.

Postkonto nonprofit sector — when you have a non-profit organisation, foundation or
association, if you have a simple transparent account, which can all you need, if you do not
want to pay account fees, postkonto you acquire free and you will have it for free forever,
you can control your finances anywhere, issuing credit cards free, setting up standing

orders and debit free, free monthly account statement in paper and electronic form.

Postkonto Village — when you have the status of the body the municipal sector, if you
have a simple transparent account, which can all you need, when you want unlimited

access to your account, postkonto you get a free 6 months and pay no management fee,
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credit card for 1 year, 10 electronic payment orders per month free, monthly get a free

listing in paper and electronic form.
Payment Terminal for Accepting Payment Cards

Card Payments on the Internet (e-commerce) — when you sell your goods and services

online, fast transfer of payments, speed and convenience, highest security standart.

Payment button — when you sell your goods and services on the internet, if you want to
speed up payments, if you care about, so the customer can choose a convenient payment

method, no risk of errors in payment.

Term deposit — if you have savings that you appreciate, when you want a goog interest on
your money, when you know how long you need the money, very favorable interest rate
increases with time saving money, you decide the period for which you want to increase
the value of money, establishing a time deposit and its administration are free, the
minimum deposit is only 5 000 CZK, you do not have a personal account with the Postal
Savings Bank, for term deposit for 2 years, you can choose any time up to 20 % deposit
with no penalty for early withdrawal, term deposit will set easily at post offices and in

financial centers.

Postal Investment Program — if you want to invest their money in securites, if you have
a choice when investing, simple and easy way to invest, minimum initial investment from
5000 CZK, wide selection.

Offer Funds — KBC Multi Cash, KBC Czechrenta, CSOB Bond mix, CSOB Equity mix,
CSOB Conservative Fund, CSOB balanced fund, CSOB Growth Fund, CSOB Dynamic
Fund.

Postal Investment Program — Guaranteed — if you want to invest their money in

securities and have secured revenue, simple and easy way to invest CSOB Click Fixed 16.

Small business loan — when you develop your business in the absent money, if you want
to borrow without proof of purpose, limit of up to CZK 500 000, you can repay the loan

early.

A small investment loan — if you want your business to support further investment, when

you need to borrow for something specific, if you do not want to unnecessarilly delay the

27
Postilion — projekt zvySovani kvality vzdélavani v oblasti postovnictvi
a logistiky s dirazem na konkurenceschopnost absolventl na trhu prace.
Tento projekt je spolufinancovdn Evropskym socidlnim fondem a statnim rozpoétem Ceské republiky.



evropsky bt e *: f !
|4

socidlni — MINISTERSTVO SKOLSTVI, OP Vzdélavant
fondv CR EVROPSKA UNIE  MLADEZE A TELOVYCHOVY  pro konkurenceschopnost

INVESTICE DO ROZVOJE VZDELAVANI
administration, limit of up to 8,000,000 CZK, for evaluation of a loan you pay nothing,

maturity of up to 15 years, you can delay repayment of principal.

Credit Card Business — when you occasionally lack their own money, if you want to
borrow interest-free, if you have a card, to use anywhere, limit of up to CZK 500 000,
grace period of up to 45 days, you can also use ATM withdrawals, with a credit card for
business you can pay at merchants on the internet, when purchasing fuel station in the

network Cepro EuroQil have a special discount of CZK 0,40 /1.

Savings Account — evaluate your money up to 1,70 % per year, the minimum deposit is

only 500 CZK, deposits and withdrawals take place cashless.

PaySec for traders — fastest payment in the Czech Internet, PaySec is suitable and
convenient for small payments and large accounts, for your customers for you in

a completely safe and inexpensive method of payment.

Era account for business — simple account management for the 6 months you pay no fee,

control account is easy and can be anywhere.

zapamatujsi kljdové pojmy prestavka

roz8ifufi text
Other products and services to businesses and organisations
Remote Banking  Internet Banking
Corporate Banking
Mobile Banking
Telephone Banking
TV Bank
Credit Cards Credit Card, Image Card, CashBack
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The specific payment instruments Cheque Vouchers, Bills and cash on delivery bills

Foreign payments Eurogiro, FX International cashless payments

Other Convenient billing, Loyalty Program, Grant Services

4.1.2 Sluzby Ceské posty, s. p.

spolupracuj

Basic Information

Company name Ceska posta, s.p.
Legal status state — owned enterprise
Registered office Praha 1, Politickych vézna 909/4

Identification number 47114983
Founder Ministry of the Interior of the Czech Republic
Toto jsou zakladni tidaje o posté

N

rozsitujici text zamysli se
Services and products for personal customers

Letters ordinary letter, registered letter, Postfax
Parcels ordinary, registered, insured, EMS
Money orders A, A for Tax Payment, B, C, D
International letters

International parcels

International Money orders
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Western Union

Czech POINT

SIPO Associated utility payments

N

zamysli se
Services and products for small and medium businesses
Letters ordinary letter, registered letter, Postfax
Parcels ordinary, registered, insured, EMS
Money orders A, A for Tax Payment, B, C, D
International letters
International parcels
International Money orders

Western Union

zamysli se
Services and products for corporate and public sector
Letters ordinary letter, registered letter, Postfax
Parcels ordinary, registered, insured, EMS
Money orders A, A for Tax Payment, B, C, D
International letters
International parcels
International Money orders

Western Union
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SLUZBY PODNIKU CESKE POSTY, S.P.

Commercial Letter prostuduj

A cost-effective choice for bulk mailers of advertising letters

Description: a simple and reliable solution for bulk mailers of addressed advertising letters
What can | post?

Newspapers, magazines, books, brochures, catalogues, invitations to business or other

events, leaflets or printed matters of advertising nature.
Paper cards.

Closed package with inserted contents.

Y omss”  Podaci listek

Vypini posta;

Odesilatel

[+
Kod zdkaznika{odesilatele)

*E-mail:

Adresat Dobirka K¢

Udana cena K¢

-
Kod zékaznika (adresata)

Druh zasilky Hmotnost Cena sluzby

Podaci Cislo Poznamka (dopiikevé siuzby) | Placenc v hotovosti

T11-036A (03-11)  * Nepovinny (daj
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Commercial Parcel

Decription: a modern, fast and reliable way of transporting goods weighing up to 30 kg

with guaranteed delivery time. The maximum declared value of a Commercial Parcel is
CZK 100 000,-

CETIS/DINOCOMMERCE

Guaranteed delivery time

High quality, fast and reliable service

Signature / Podpis
=

§ ===y EM 314732026 CZ - |
~ 5555 EXPRESNI POSTA \0’
L Ceska posta, s.p., IC 47114983
[ SENDER / Odeslatel..............cooocoooeceec. |
<
ADDRESSERIGAGrasat . e o e ievdaminsorva Ly eiesd s sod v )
YOl N i e Tl s e e ore T s e v b S oot AT Vs e oA (e Dot s 9o Vo ey (IS 54
(CUSTOMS PECEARATON N GEENERBONBASBNINE ... oo iinciiiton s iists oo o oy e ads B e e it o by
rDescrlpLion of contents / Popls obsahu COUNTRY / Zemé urcenf
..................................................................... POSTCODE I PSC ....c..oiivuiiiviivmiiniiniin JEL  Fax )
Post of origin / Podaci posta Sluzebnf tdaje posty )
>E Documents / Dokumenty Value / Cena
] it/ parek 1 I
Date, hour of posting | Weight Charge
D Merchandise / Zbozi Datum a hod.%?)dangi Fineticet Cena sluzby
(i certify that this item does not contain any prohibited
or dangarous articles.
Prohlasuji, Ze zasilka neobsahu]e Zadny zakazany
nebo nebezpeény pfedmat.
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Czech POINT

Description: The Czech POINT scheme allows easy to the public administration.
By visiting any of the contact points in the Czech POINT network you can quickly
a comfortably get certified extracts from a number of public and non-public registers of
the public administration or file forms required to obtain or change you trade licenses.

e Extract from the Land Register

e Extract from the Commercial Register

e Extract from the Trades Register

e Extract from the Register of Qualified Contractors
e Extract from the Insolvency Register

e Extract from the Criminal Register

e Extract from the Driver Register

e Forms Filed under the Trade Act

e Authorised Conversion of Documents

Czech POINT saves your time and energy . Post offices also have longer opening hours
compared to the relevant office hours.
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Data Safe

What is Data Safe?

Data Safe is a helpful service if you want to keep your emails safe in your mailbox after
the lapse of 90 days.Once you have activated Data Safe your received and sent emails
older than 90 days will be automatically removed to the data safe without any further

action on you side.

Distribution of Information / Promotional Materials

Description: a simple and reliable service to distribute unaddressed bulk posted
information and promotional materials which are not intended for concrete addressees and
whose contents do not breach valid laws, good morals and the Czech Post ‘s business
interests. Such materials can be delivered to letter boxes, delivery boxes of homes,

businesses, offices and institutions. or P.O.boxes in the whole Czech Republic.
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EMS (Express Mail Service)

pro konkurenceschopnost

Description: once posted, EMS items can be tracked and traced on the Czech Post’s

website.

e High quality, fast and reliabl

e service

e Guaranteed delivery by 2 p.m. the next working day

e Delivery on Saturday, at select place salso on Sunday and holidays

e Available with a large number of additional services

\SEMsS———O 314732026 CZ |
- 5555 EXPRESNI POSTA ‘0’
\ Ceska posta, s.p., IC 47114983
( SENDER / Odesflatel
"""" <
__________ ADDRESSEE /AUrO88L ......_ioocce oo eosreeiosssesseboesin )
© e e e e e ros b e B ORGSR U B R+ O LS Bl L s X | e
2 )
E‘ QJSTOMS PECEARATICING GEENERBONEASENIS .. oo i i iiiiten i s o sl Sty e o s o e s i i e 1 s e
2 rDescrlpuon of contents / Popls obsahu Y OUN T R e S e B s i e e i e
o
W [ itemie i ks el POSTCODE / PSC ... TEL / Fax 4
[}
% Post of origin / Podaci posta Sluzebni tidaje posty R
O B \.....
Documents / Dokumenty Value / Cena |
] citt/ parek [l [
Date, hour of posting | Weight Charge
LD Merchandise / ZboZi Datum a hod. podéngi Hmcglnost Cena sluzby
(i c: certify that this item does not contain any prohibited
or dangerous articles.
Prohlasuji, Zze zéstlka neobsahu;e 2adny zakéazany
nebo nebezpeény pfedmat.
Signature / Pod|
|: ignature / Podpis JL
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eShop — Extracts by Post

Description: the eShop — Extracts by Post application provides easy online access to

certified extracts from public registers of the public administration.

You can use the online form on eshop.czechpoint.cz — only the Czech version of the page
is available — to order any of the following extracts:

e Extract from the Land Register
e Extract from the Commercial Register

e Extract from the Trades Register
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Insured Letter

OP Vzdélavani

The only letter product for safe delivery of valuables with added peace of mind.

Description: you can use Insured Letter for mailing money, precious metals and stones

and products made out of them, jewellery and similar valuables, securities, traveller

cheques, bearer cheques, bills of Exchange. Payment cards, gift vouchers.

You can declare the value of your Insured Letter up to CZK 1 000 000,-.

Your Insured Letter will be delivered to the addressee only against confirmation

of delivery.

hod

Cesks poita, s.p.
s |C 47114983

Podaci listek

Vypini posta:

Odesilatel

-
Kéd zékaznika(odesilatele)

"Tel

E-mail:

Dobirka K&

""" Udana cena K¢

=
Kéd zékaznika (adresata)

Druh zasilky

Hmotnost Cena sluzby

Podaci cislo

Poznamka (dopii #by)| Placenc v hotovosti

T11-036A (03-11)

* Nepovinn

y Gda)
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Insured Parcel

The only parcel product for safe delivery of valuables with added peace of mind.

Description: you can use Insured Parcel for mailing money, products of metals and stones,
jewellery and similar valuables, securities, traveller cheques, bearer cheques, bills
of Exchange, payment cards, gift vouchers as well as other valuables.

Declared value up to CZK 1 000 000,- .
Benefits:
e Guaranteed delivery time (for express parcels)

e Favourable price

International Commercial Parcel
A modern, fast and reliable way of transporting goods toup twenty European countries.
You need Posting form — Podaci listek / Podaci arch

Maximum weight 30 kg, for Poland only 20 kg
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International EMS

Description: International EMS meets the needs of private or business users mailing
things other than actual and private correspondence. Your item will be carried as fast as

possible and delivered within the guaranteed delivery time after arrival to the destination

country.

Benefits:
e Posting — you can post you item at a post office anywhere
e Delivery

e Wide range of formats — accepted formats range from a 16,2 x 22,9 cm envelope up

to large parcels

International Insured Letter

The only international letter product for mailing valuables.

Description: International Insured Letter meets the needs of private or business uisers
mailing actual and private correspondence abroad. You can also mail money and another
valuables. Delivery is confirmed by the recipient.International Insured Letter includes

compensation cover up to the value declared by the sender.
Benefits:

e Available anywhere

o Safe for valuables

e Declaration of value

e Peace of mind
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International Insured Parcel

The only international parcel product for mailing valuables.

Description: International Insured Parcel meets the needs of private or business users
mailing gifts, documents or merchandise abroad. International Insured Parcel includes
compensation cover up to the value declared by the sender. You can use International

Insured Parcel only if permitted by the Foreign Terms and Conditions.
Benefits:

e Available anywhere

o Safe for valuables

e Declaration of value

e Compensation — International Insured Parcel includes compensation cover for lost,

damage or part loss items up to the declared value.

International Ordinary Mail

Description: International Ordinary Mail meets the needs of private or business users
mailing actual and private correspondence as well as other things abroad. There is no

compensation for International Ordinary Mail.
What can | post?

e Closed package with inserted contents.

e Unfolded paper card, postcard or picture card.
Benefits:

e Fast and simple

e Posting anywhere
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International Ordinary Mail for the Blind

International Ordinary Mail for the Blind enables blind and partially sighted people to send
articles for the blind that weigh up to 7 kg abroad.

What can be sent?
e Correspondence produced in tactile form for use by the blind.

e Special papers for use by the blind sent by an organisation or institution

for the blind.

e Audio records for personal use by the blind.

International Ordinary Printed Matter Bag

Ideal for larger mailings to a same addressee.

Description : International Ordinary Printed Matter Bagis ideal for Publisher and
distributors of newspapers, books, magazines and other similar materials who wish to mail

larger volumes to a same addressee abroad at discounted rates.

What you can post:

e Newspapers, magazines, books and other similar materials reproduced by printing
e You may attach audio and audio-video records, information materials

e The attached things must relate to the content of such items and the combined

weight may not exceed 2 kg
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International Postfax

Take advantage of International Postfax for fast international transmission of documents

from or to any person even if they have no fax machine.

You can send your document from any post office or from your own fax station to any

of the listed destination countries.

International Registered Mail

Use International Registered Mail for reliably mailing documents, small things and other

merchandise, with compensation from posting to delivery.

Description: International Registered Mail meets the needs of private or business users

meiling actual documents and private correspondence as well as other things abroad.
Posting:

e You can post your International Registered Mail at any post office or by handing

it over to authorised postal staff.

e You will get a certifikate of posting in the formo f Posting Formo r Bulk Posting

Form.

© spesse  Podaci listek

Vypini posta:

Odesilatel

Kéd zékaznika(odesilatele

“Tel. Eislo: ;

"E-mail:

Adresat Dobirka K&

Udana cena K&

"Tel. &islo: ; : P silis i

"E-mail:

Druh zasilky Hmotnost Cena sluzby

Podaci ¢islo Poznamka (doplikevé siuiby)| Placeno v hotovosti

T11-036A (03-11)  * Nepovinny Gdaj
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International Standard Parcel

A cost-effective choice for reliable delivery.

Description: Standard Parcel meets the needs of private or business users mailing things
abroad such as gifts, documents or merchandise. Standard Parcel includes limited

compensation cover.

MMS Postcard

Under the MMS Postcard scheme you can send us a picture and text message from your

mobile phone to be printed and delivered to any domestic address as physical postcard.
How can | send an MMS Postcard?

Simply sen dan MMS containing the picture and text in the following format :

NAME SURNAME.STREET HOUSENUMBER.TOWN.POSTCODE.TEXT

To telephone number 720 00 22 55.
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Money Order A
Description:
e Form of payment by the sender: in cash
e Form of payment to the recipient: into a bank account

Data in the white boxes in the Money Order A form will be processed by a computer.

Please use careful, legible characters to fill them out.
Money Order A for C.O.D. Payment

On delivery of recorded domestic mail posted as C.O.D. mail the C.O0.D. amount, given by
the sender, will be collected from the recipient and paid to the sender or to a person

designated by the sender. The C.O.D. amount must be rounded to whole crowns.

C.O.D. — Cash on Delivery

Tr. kéd.

116

Postovat dobirkova poukizka A Postovni dobirkova poukizka A
¢ [ Ciistka K 0

PoStovni poukizka A
h

v kéd
11| 4
Ll

-

Adresa majitele GEtu Zpréva pro pFijemce (hiilkovym pismem, tiskem)

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, ulice (obec), & domu, PSC, dodivaci poita

Vyplni plitce - majitel PostZira nebo Postkonta jen
pHi hradé

Datum, prévoplatny podpis

: |
e..m, 777777 : : 10300 [B‘““g‘ "H'"'c']"l“'g'jﬁgl ‘ ‘ ‘ ‘ | [B)d h;‘hoﬂ ik
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e Form of payment by the sender : from a bank account

e Form of payment to the recipient: in cash

OP Vzdélavani

e Additional services — certificate of delivery, restricted delivery, delivery

to the addressee only, fixed time delivery

OTVIZen! O prevzeu poaacino aokiaau

Postovni poukazka B

Podaci doklad - Postovni poukazka B

‘
| Castka K& h

| |

]

|

|

1

E Lhita pro vyplatu

Do vlastnich rukou
vyhradné jen adresata

|
| Var. symbol

rNovypIi\ce( pied-liu“]
D Do viastnich rukou

! Spec. symbol sl | Dodejka D Poznamky
: resat (hilkovym pismem
Céstka Ad hlk )
K¢ h
Adresat o AR
T
| e e oY g &
I psi . L L L L L e e et
Odesilatel (hulkovym pismem)
L 5
Odesilatel
PSC: : ; R
i L 1 1 1 il L 1 1 1 L L L It (IS e
| Platba bude provedena z Gétu &." ‘ l ‘ ‘ | ‘ Kéd banky ‘ ‘
o 1Zpréva pro adreséta L Dtle AoV VERYOL DYl St Shle 08 (pfo ) rvede Risd Dojramfnoy viston —
Platba bude provedena
Z Gétu Eislo / : . o i i L . i i 926+
! | | () | i
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Money Order C
Description:

e form of payment by the sender: in cash

e form of payment to the recipient: in cash
Money Order C for C.0O.D. Payment
Additional services:

o certificate of delivery

e restricted delivery

e delivery of addressee only

o fixed time delivery

Postovni poukizka (
)

L LI TN D]

il ~ NenEEEER

i [178]

118+
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Online Posting

Online Posting is a web application designed to meet the needs of bulk mailers who have

signed an agreement with the Czech Post.

You can use Online Posting for a fast and easy handling of background data necessary to
post money orders or other types of mail, store details of posted items or print address

labels.

Online Stamp Service

A fast and simple way to get both new and old issues of postage stamps.

Orders costing more than CZK 600 are free of any handling fees. The ordered stamps will
be delivered by COD mail.

You have to register and log in to be able to use our Online Stamp Service.

Ordinary Letter
Easy to post and easy to deliver to letter box, P.O.Box or delivery box.

Description: a convenient service for mailing items of no intrinsic value. Without any
certificate of posting or delivery, there is no compensation for lost, damaged or part loss

Ordinary Letter between posting and delivery.
What can | post and how do I do it?
o closed package with inserted contents
o unfolded paper card, postcard or picture card
e we can use envelope, with window, airmail envelope
e We can use stamps

e you can post you item at any post office, with authorised postal staff or by putting it

directly into post box
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Ordinary Mail for the Blind

Description: the Ordinary Mail for the Blind scheme enables blind and partially sighted
people and organisations or institutions for the blind to send or receive correspondence in

Braille or audio records for personal use by the blind.
What can be sent?
e correspondence produced in tactile form use by the blind

e special papers for use by the blind sent by an organisation or institution for the
blind

e audio records for personal use by the blind — to use the service, either the sender

or the addressee must be a blind person o ran organisation or institution for the
blind

Benefits:
e fast and simple posting — no certificate of posting or delivery is required
e high quality, fast and reliable service
e basics services are available free of chargé

e label Slepecka zasilka
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Ordinary Parcel

Description: you can use Ordinary Parcel to mail even larger things of no intrinsic value.

Without any certificate of posting or delivery , no value can be declared or additional

services used.

Benefits:

e aconvenient service for transporting things without any need for certificate of

delivery

e favourable price

b4

Condputn

Ceska podta, 5.p.
IC 47114983

Podaci listek

Vypini posta:

Odesilatel

"Tel

*E-mail:

[*
Kod zakaznika(odesilatele)

Adresat

Dobirka K¢

Udana cena K&

Kod zékaznika (adresata)

Druh zasilky

Hmotnost

Cena sluzby

Podaci cislo

Poznamka (doplakové siuzby)

Placeno v hotovosti

T11-036A (03-11)
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Postfax

You can send your document from any post office or from your own fax station to any
ordinary domestic delivery address. The document can also be sent to the addressee's fax

number or the addressee can pick it up at the post office of delivery.

The document will be delivered to the addressee according to your instructions, i.e. either
sent directly to the addresssee s fax number or delivered, at the latest next working day,

to a business or residential address.
Registered Mail

Description: a service designed for mailers of things of intrinsic value (documents, books,
small things, etc.), the compensation payable by the Czech Post for lost items is CZK

500,-, for damaged or part loss items up to CZK 500,-.
What can | post and how do | do it?

e closed package with inserted contents

e unfolded paper card, postcard or picture card

e additional services — certificate of delivery, cash on delivery, delivery to the
addressee only, delivery to the addressee in person only, shorter collection time,

longer collection time set by the sender
Registered Mail for the Blind

Description: the Registered Mail for the Blind enables blind and partially sighted people
to send articles for the blind that weigh up to 7 kg with added benefits of a registered

service.
Benefits:
e Dasic sevices are available free of charge

e additional services — certificate of delivery, cash on delivery, delivery
to the addressee, delivery to the addressee in person only, shorter collection time,

longer collection time set by the sender

50
Postilion — projekt zvySovani kvality vzdélavani v oblasti postovnictvi
a logistiky s dirazem na konkurenceschopnost absolventti na trhu prace.
Tento projekt je spolufinancovdn Evropskym socidlnim fondem a statnim rozpoétem Ceské republiky.



(— 4

.
*

- * * J
evropsky *x lt 5
sociaini * -

MINISTERSTVO SKOLSTVI, OP Vzdélavani

fondvCR EVROPSKA UNIE
INVESTICE DO ROZVOJE VZDELAVANI

MLADEZE A TELOVYCHOVY pro konkurenceschopnost

Eurogiro to send money

Ceskoslovenska obchodni banka, a. s.

Postovni spofitelna

Podaci znaky

Castka platby / Payment Amount

Kurs v K¢ / Rate of Exchange in CZK

Castka v K& / Amount in CZK

Poplatek v K& / Fee in CZK

Celkem v K& / Total in CZK

Identifikace odesilatele
Payer Identification

Druh dokladu ...
Cislodokladu, . .. . ...
Platnost dokladu do

Rodné &islo /
datum narozeni

Ceskoslovenska obchodni banka, a. s.,
Radlicka 333/150, 150 57 Praha 5; IC: 00001350, zapsana v obchodnim
rejstiiku vedeném Méstskym soudem v Praze, oddil B: XXXV, viozka 46

EUROGIRO
TO SEND MONEY

PS 02 12

Odesilatel (pfjmeni a jméno, adresa s PSC, pouze na Gzemi CR)
Payer (Name, Address, ZIP Code, only the CR)

EEN: L1 |

|
EEEREEENNNNASEREE

Pfijemce (pfijmeni a jméno - pfipadné néazev firmy, adresa s Péé)
Beneficiary (Name, Address zZIP Code)

SesEPEEEREEE

\

\

‘ =

Stat l | "=} ’

Coumry | ’ L | =
Ména ’ Castka Kéd thrady poplatki / Detail of Charges
Currency|__ ‘ Amount [JOuRrR [JSHA [JBEN

Cislo uétu prijemce (IBAN) / Beneficiary s Account No. (IBAN)

Nazev a adresa banky pfijemce (BIC)
Name and Address of the Beneficiary’s Bank (BIC)

Ucel platby
Purpose of the Payment

Potvrzuji timto, Ze mi byly pfed provedenim platby EUROGIRO poskytnuty veskeré informace k této platbé a souhlasim s podminkami pro
sluzbu EUROGIRO. / | hereby confirm that before the respective EUROGIRO payment was made | had been provided with all information
thereto and | agree with the terms and conditions for this EUROGIRO service.

Viypliujte pouze v plipads bezhotovostn! plaby z bézného USt PoStown! spofteiny. PN hotovstni
dé pi To be filled in by the Payer only if funds from Postovni spoiiteina current account

Referenéni &islo / Reference No.
[
1 (el |

&r6 romhiad cashiess by bank transfer. If you pay in CASH, plLﬂse CROSS the field.
Cislo Gétu odesilatele | ]

Payer’s Account No. | | i ] 0 ‘ 30 ‘E‘

= Silné ordmovanou &ast vypini odesilatel HULKOVYM PiSMEM!
ev.8.0001917742 Datainthe bodine frame shail be in CAPITAL LETTERS!

Datum a podpis / Date and signature
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Deposit

Ceskoslovenska Ceskoslovenské obchodni banka, a. s. Tisk povolen jen se souhlasem banky. VKLAD

obchodni Postovni sporitelna Géstka EUR Kbd dokladu
banka, a. s. |

Postovni |- ‘ 0 L 0 EUR

spofitelna ['Ve prospéch uctu I ‘ T ‘ l
Potvrzeni

VKLAD aon Kod banky V. symbol
: _ ¢ JCIEILIC S
Potowni spofitina Postovni spotitelna -
I»K symbol*l [s. mbol ‘ l

Castka | Nézev Gétu: l
EUR 0 0

Ve prospéch it / kéd banky:

/0300 |

K. symbol

V. symbol

S. symbol S T PS 04/04

Withdraw

Ceskoslovenska Ceskoslovenska obchodni banka, a. s. Tisk povolen jen se souhlasem barnky. Y, i &
obchodni Postovni spofiteina Castka EUR VYPLATNI SEK 05

banka, a. s. I | I EUR

Postovni Plat do:
sporitelna I—Zl.'lé!ujle na vrub Uétu I ‘ T T e
L I I

BN )

Kéd banky Ev. &
an ‘ [
S | el R =
Postovni sparitelna . -

Viybér povolen jen do vySe min. zistatku!

Koéd dokladu

Potvrzeni
VYPLATNI SEK
EUR

Ev.&.

Castia | Nazev uétu:
EUR

Vybrano v hotovosti z uétu €. / kéd banky: Oiuby opravnéné k disponovanf - disponenti 28 pode‘plsovam
Pfijmeni ajméno Rodné ¢islo / Dat. narozeni
/ 0300

Vyrobni éislo: 0000261248

(LA o B R AN L Uiy 1y ST e G

Check order

SEKOVA POUKAZKA SEKOVA POUKAZKA 3 j-‘"“““ 511
Ustrizek pro pfijemce

Poukizanou &stku piijal v hotévosti di .
Osobni doklad.

CESKA POSTA

Podpis
ve prospéch tiéty dislo 2 Kod banky

V>l
Stvezent
bezhotovostaiho prevodu poraci znaky podaci maky vSplatni znaky - podpis syplicejicibo

Ke l b | Slovy

Odesilatel Odesilatel .8
ﬂ ; A Cisly Géty_—— o
. Kédpanky 1. . = iVl

C. iétu Pod. fosta | Okasek latnyst Alresit | - - # .
(8 (e | DIFEERES =D

Dopliikové sluzby .

Cteci z6na - nevpisujte Zadné ddaje | P42

C. Gétu /

Zpriva pro adresita S

52
Postilion — projekt zvySovani kvality vzdélavani v oblasti postovnictvi
a logistiky s dirazem na konkurenceschopnost absolventt na trhu prace.
Tento projekt je spolufinancovan Evropskym socialnim fondem a statnim rozpoétem Ceské republiky.



t* * *ﬂ‘ S I .. - e
evropsky * g *: f !
[~ 4

socidin{ y MINISTERSTVO SKOLSTVI, 0P Vadatavini
fondvCR EVROPSKA UNIE ~ MLADEZE A TELOVYCHOVY  pro konkurenceschopnost

INVESTICE DO ROZVOJE VZDELAVANI

Registered Packet

Best combination of reliability and reassurance available for sending small packages
containing documents and small things. Registered Packets are tracked and traced from

despatch to delivery.

The compensation payable by the Czech Post for lost items is CZK 500,-, for damaged or
part loss items up to CZK 500,-.

What can | post?
o closed package with inserted contents
Benefits:
¢ high quality, fast and reliable service
e favourable price
e certificate of posting
o available with a large number of additional services

e additional services — certificate of delivery, cash of delivery, delivery
to the addressee only, delivery to the addressee in person only, shorter collection

time, longer collection time set by the sender

e electronic alerts — it is an information of delivery

Reply Mail
Reply Mail meets the needs of senders of mail paid by the addressee.

Description: the service is best used for returns of goods, surveys, Exchange of mails

between businesses and their partners or branches, etc.
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Western Union

Under the WESTERN UNION scheme you can send money express from more than 1 700

post offices.
Money can be sent or received by Czech as well as foreign nationals.

You must use the green-striped To Send Money and the yellow-striped To Receive Money
carbonless forms to send or pick up your money. Both types are printed with instructions in
Czech and English.

Money Order D

A solution that helps send your money for payment in cash in the Czech Republic within 1

working day after posting.
Description:
e Form of payment by the sender: in cash

e Form of payment to the recipient: in cash

Postovni poukazka D

Odesilatel
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Additional services

e stationary

e post stamps

e postcards

o fee stamps

e newspapers, magazines
o lottery tickets

e philately shop

SIPO Focused utility payments

SIPO is procurement activities of the Czech Post, based in the collection of payments from
individuals for legal and other person who enter into agreement with the post

for the provision of SIPO.

SIPO is to be paid as rent, elektricity, gas, water, radio and television licence fees, cable

television, print subscriptions, but also savings, life and other insurance policies.

SIPO will allow you to bring together all regular payments into one single payment. Each
month you get of course a detailed overview of the prescribed payments, so you have
control, what and how much you pay.

SIPO is a modern payment tool that saves you time, worry and money.
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Parcel delivery to the post office

e The addressee needn’t worry about being at a certain time at a certain place.

e Guaranteed pickup time already the next working day at the receiving post office.

Parcel delivery to hand
e Guaranteed delivery to the addressee already the next working day

e The addressee can change the time or manner of delivery online

Parcel oversize loads

Parcel oversize loads is a new service of Czech Post, which carries items weighing
up to 1000 kg.

Parcel express

e Is aunique service of the Czech Post for express delivery to 15 kg.

Types of insurance
e Life insurance /assurance/
e Property insurance
e Health insurance
e Auto insurance
e Travel insurance
e Pension insurance
e Accident insurance

e Liability insurance, third party insurance
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pracovni list prostuduj spolupracu;j vyzkousej

SOUBOR ULOH

Nasledné predlozeny soubor uloh je vystupem znalosti v celé c¢asti A, kurzu

Angli¢tina v poStovnictvi, finan¢nictvi a logistice projektu Postilion.

1.

2.

3.

10.

11.

12.

13.

Zéakladni slovni zasoba v oblasti posty — Post office
Zakladni slovni zasoba v oblasti banky — At the Bank

Modelova situace na posté — poslat obycejny dopis do statu EU, jakou postovni

znamku potiebuji.

Modelova situace na post€¢ — poslat doporuceny dopis, pomoci s vyplnénim

podaciho listku.
Modelova situace na posté — poslat balik do statu EU, co k tomu potiebuji.
Modelova situace v bance — pozaduji oteviit bankovni Gicet, bézny i spofici.

Modelova situace v bance — pozaduji terminovany vklad, poradit zajimavé

produkty a zajimavy urok.

Modelova situace v bance — cestuji do USA, potiebuji vyménit dolary, umét se

orientovat v kurzovnim listku.
Modelova situace v bance — vytesit problém, klientovi nechodi vypis z uctu.

Modelova situace v bance — klient ma Gcet a ma zistatek v zapornych Cislech, kolik

stoji sankce apod. Kdy to ma splatit?
Modelova situace v bance - pomoci klientovi s obsluhou bankomatu.
Modelova situace v bance — klient pozaduje vybrat hotovost.

Modelova situace v bance — klient pozaduje vlozit penize v hotovosti na tucet.
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14. Modelova situace v bance — klient pozaduje piesunout penize z G¢tu na ucet,

pfipadné na ucet, vedeny u jiné banky.

15. Modelova situace v bance — klient pozaduje icet zrusit. A penize prevést jinam.

16. Modelova situace v PoStovni spofitelné — klient pozaduje zalozit ditéti vkladni
knizku.

17. Modelova situace v Postovni spofitelné — klient pozaduje informaci a pomoc

pfi poslani penéz na Slovensko sluzbou EUROGIRO.

18. Modelova situace v PoStovni spofitelné — klient ma problém, jeho platebni karta

MAXKARTA je odmitnuta.

19. Modelova situace v Postovni spofitelné — klient pozaduje provést penézni operaci

pomoci MAXKARTYy.

20. Modelova situace u poStovni pfepazky — klient chce zaplatit koncesionatské

poplatky za TV a radio.
21. Modelova situace u postovni piepazky — klient pozaduje sluzbu CZECH POINT.
22. Modelova situace na posté — klient pozaduje sluzbu SIPO, co to je?
23. Modelova situace na posté — klient ma zajem o informace ohledné¢ riznych forem
pojisténi.
24. Modelova situace na posté — klient pozaduje sluzbu WESTERN UNION, potiebuje

poslat penize.

25. Modelova situace na posté — klient pozaduje sluzbu POSTFAX, potfebuje poslat

FAX ataké ma zajem si vyzvednout odpovéd'.

26. Modelova situace na posté — klient pfiSel reklamovat zasilku, listovni nebo
balikovou, pozaduje reklamaci, protoze v piipadé posSkozeni zésilky je toto

zahrnuto v ceng sluzby.

27.Modelova situace na post¢ — klient pozaduje nakup doplikovych materiala

u ptepazky dopliikkovy prode;.

28. Modelova situace na post¢ — klient pozaduje nakup postovnich cenin v riznych

hodnotach.
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29. Modelova situace na posté¢ — klient pozaduje podat sazenku.

30. Modelova situace na posté — klient pozaduje informaci o penéznich sluzbach Ceské

posty, potiebuje poslat penézni ¢astku postovni poukazkou C.
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SEZNAM POUZITYCH SYMBOLU

LGN

doméci ukol pracovni list prestavka prostuduj rozsifujici text
‘ ‘ ‘ \
shrnuti vyzkousej spolupracuj zamysli se zapamatuj si
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SEZNAM OBRAZKU

Naskenované formuléfe v oblasti postovnich sluzeb:
e Dobirkova poukazka A
e Dobirkova poukazka C
e EMS
e Eurogiro
e Podaci listek
e poukazka A
e poukazka B
e poukazka C
e poukazka D
e piikaz
e piikaz k pfevodu
e Sekova poukazka
e trvaly piikaz
e vklad eur

e vyplatni Sek EUR
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SLOVNICEK POJMU

At the Post office
post office

post office services
post mark

free of charge
types of letters
business letter
formal, informal letter
postcard

post box

to post a letter
air mail

sending a parcel
counter

postman
postwoman

letter

envelope

address

sender

addressee

stamp

registered letter
insured Letter
Parcel

registered parcel
insured Parcel
delivery

At The Bank
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bank

bank account

open bank account
cancel Bank account
withdraw

deposit

bank clerck

balance

statement

fee

fine

figure

be in debt

be in credit

savings account
checking account
credit card

in cash

transfer

from my account to a new account
is declined

cash machine (ATM)
the application
check, cheque
bounced

overdraft

pay off

minimum balance
charge

freeze the charges
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change money

currency
money

coins

banknotes

exchange office

exchange rate

exchange rate list

the exchange rate for euros
it is 25 crowns to the euro
sign

signature

commission

no commission

change money

amount

Post — office services
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Post-office services Postovni sluzby

Legible, illegible Citelny, necitelny

To underline podtrhnout

To cross out preskrtnout

To fold the letter Slozit dopis

To put it into an envelope Vlozit jej do obalky

To stick down the envelope Zalepit obalku

To stick on a stamp Nalepit znamku

charge poplatek

Free of charge bezplatné

An address adresa

A post code PSC

sender odesilatel

An addressee adresat

An incomplete address Netplna adresa

Types of letters Druhy dopist

A personal letter Osobni dopis

A business letter Obchodni dopis
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An official letter Utedni dopis

Formal, informal Formalni, neformalni
A valuable letter Cenny dopis

A registered letter Doporuc¢eny dopis

A postcard pohlednice

A stamped postal card Koresponden¢ni listek
Printed paper tiskopis

A postal receipt Podaci listek

A receit, a bill stvrzenka

Special delivery

Do vlastnich rukou

Poste restante

Poste restante

To post a letter

Poslat dopis postou

A post box Postovni schranka
Overseas, inland Zamofri, vnitrozemi
To deliver dorugit

The place of destination

Misto uréeni

A counter, a window prepazka

To fill in the postal receipt Vyplnit podaci listek
What is the postage ? Jaké je postovné ?
To frank the letter Orazitkovat dopis
Sending a parcel Poslat balik

To get it insured

Nechat jej pojistit

To get the counterfoil

Dostat kontrolni ustfizek

To fill in the customs form

Vyplnit celni prohlaseni

G.P.O.

Hlavni posta

Stamps of various denominations

Znadmky rtzné hodnoty

Stamp collector

Sbératel znamek

New issue of stamps

Nova emise znamek

The next collection Pristi vybér
postmark Postovni razitko
Declaration of value Udéani hodnoty

Printed matter only

Pouze tiskopisy

Handle with care

Zachazet opatrné

perishable Podléhajici zkaze

fragile rozbitné

Fee stamp, revenue stamp kolek

Bank services

Exchange office sméndrna

Traveller’s cheque Cestovni Sek

Cheque book Sekova knizka

Cash a cheque Inkasovat Sek

Rate of exchange Vyménny kurz

Give proof of identity Prokazat totoznost
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Identity card Obcansky prukaz

passport Cestovni pas

Convert crowns to euros Ptepocitat koruny na EURo

Pay a commission Platit poplatek

ATM bankomat

Withdraw money from an ATM Vybrat penize z bankomatu
PIN Osobni identifikac¢ni ¢islo
Enter your PIN Vlozte PIN

Pay by credit card Platit kreditni kartou

Bank clerk Bankovni tGiednik

teller pokladnik

Savings bank spofitelna

Open an account

Oteviit si ucet

Current account

Bézny Gdet

Deposit account

Depozitni ucet

Save money Setiit penize
savings uspory
Deposit money Ulozit penize
safe trezor
Take out a loan Pozadat o ptjcku
Pay interest Platit uroky
Lend money Pujcit penize
Borrow money Vypujcit si penize
creditor vefitel
debtor dluznik
Pay off the debt Splatit dluh
Power of attorney Plnd moc
currency ObéZivo, meéna
coins mince
Small change drobné
banknotes bankovky

67

Postilion — projekt zvySovani kvality vzdélavani v oblasti postovnictvi
a logistiky s dirazem na konkurenceschopnost absolventl na trhu prace.
Tento projekt je spolufinancovdn Evropskym socidlnim fondem a statnim rozpoétem Ceské republiky.




Texty vznikly v ramci projektu Postilion — projekt zvySovani kvality vzdélavani
v oblasti poStovnictvi a logistiky s dirazem na konkurenceschopnost absolventl na trhu prace,
ktery byl spolufinancovan Evropskym socialnim fondem a statnim rozpo&tem Ceské republiky.
Registracni Cislo projektu CZ.1.07/1.1.07/03.0018



