Obsah

Strana
CD1

1 Introduction
Greetings, telephoning basics, numbers and telephone numbers,
job descriptions, to be, present simple - pozdravy, zakladni slovni zasoba

- telefonovani, Cislovky a telefonni €isla, pracovni pozice/napln prace,
to be, present simple

2 Getting connected
Introducing yourself, to receive a call and to connect someone,

to wantto speak to a person, expressions of regret, modal verbs, A
present simple, present continuous - pfedstavovani, pfijeti a pfepojeni

telefonniho hovoru, chtits nékym hovofit, vyjadfovani litosti, modalni
slovesa, present simple, present continuous

3 Leaving a message
Taking and leaving a message, the telephone alphabet, countries

and nationalities, simple future - pf¥ijeti a zanechani vzkazu, hlaskovani
v telefonu, zemé a narodnosti, simple future

4 What | am calling about
Reason for calling, making appointments, time of day, marketing vocabulary,
structuring words, prepositions - dlvod telefonatu, domlouvani schiizek,

udavani Casu, vyrazy z marketingu, spojovaci vyrazy, predlozky

2
5 Avoiding misunderstandings
Avoid and clarify misunderstandings, signalise understanding,
booking an accommodation, past simple, adjectives and adverbs
- pfedchazeni a vyjasnovani nedorozuméni, vyjadfeni porozumeni, N
rezervace ubytovani, past simple, pfidavnajména a pfislovce 2

6 Ending a phone call

Ending a telephone call, saying thanks, making appointments for

the future, confirming appointments, present perfect - ukonceni N
telefonatu, podékovani, domlouvani pfistich schlizek, potvrzovani schiizek,
present perfect



Obsah

CDh 2 Strana

7 Making appointments

Times (days of the week/months), making and cancelling appointments,
expressions of regret, different types of meetings - udavani Casu

(dny v tydnu/mésice), domlouvani a rusenischlizek, vyjadfovani litosti

rizné druhy schizi 37

8 Placing an order

Different modes of payment, vocabulary for ordering and purchasing

goods, conjunctions - rzné druhy plateb, slovni zasoba k objednavani

a nakupovani zbozi, spojky 42

9 Complaints
To complain, to apologize, there is/there are, past simple
- stézovat si, omlouvat se, there is/there are, past simple 46

10 Travel arrangements

Travel plans, methods of transportation, booking an accommodation,
arrival/departure, automatic answering machines - cestovniplany,
dopravniprostfedky, rezervace ubytovani, pfilet/odlet, automatické

telefonnizaznamniky ol

11 Difficult situations

Obtaining information, clarifying misunderstandings, comprehension
difficulties, telephoning etiquette, relative pronoun, personal pronoun

- ziskavani informaci, objasfiovani nedorozumeéni, problémy s porozuménim,

etiketa telefonovani, vztazna zdjmena, osobni zajmena 56

12 Negotiations

To negotiate, making suggestions, offering discounts, conference

call, propose/suggest, advertising business - véstjednani, délat navrhy,
nabizet slevy, konferenc¢ni hovor, propose/suggest, oblast reklamy 60

Business abbreviations 6

Alphabetical word list 68



