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          Modernizacja kształcenia zawodowego w Małopolsce
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W ramach projektu unijnego "Małopolska Chmura Edukacyjna" nasze koło naukowe z języka angielskiego odbyło szereg spotkań mających na celu stworzenie podstawowej bazy branżowej dla zawodów, takich jak: logistyk, informatyk oraz hotelarz. W wyniku naszych starań powstał zbiór materiałów przydatnych do pracy w wyżej wymienionych zawodach, zawierający między innymi:

· Słowniczek czynności dla danego zawodu,

· Stanowiska pracy w danej branży, 

· Przykłady korespondencji,

· Przydatne zwroty,

· Wyrażenia używane podczas rozmów telefonicznych,

· Elementy BHP,

· Wzory głównych dokumentów.

Nasza praca przebiegała pod nadzorem Uniwersytetu Pedagogicznego w Krakowie.
Słowniczek czynności logistycznych / Dictionary of logistics actions
logistyka - logistics
logistyk - logistician
zamawiać - order
nabywać - purchase
sprzedawać - sell
produkować - produce 
faktura - invoice
dystrybucja - distribution
magazyn - warehouse
magazynować - store
zapasy - inventory
łańcuch dostaw - supply chain
płacić - pay
koszty - costs
cena - price
centrum logistyczne - logistics center
transport - transportation
dostawca - deliverer
handel - trade
koordynować - coordinate
marketing - marketing
produkt - product
towary - items
obsługa klienta - customer service
klient - customer
materiały - raw materials
kontener - container
palety - pallets
opakowanie - package
detal - detail
detalista - retailer
hurt - wholesale
urządzenie - device
dostarczać - deliver
otrzymywać - receive
wysyłka - shipment
wysyłać - send
produkcja - manufacture
przyjąć - accept
praca w toku - work in process
sprzęt - equipment
kurier - courier 
transport na żądanie - on-demand transport
sklep - shop
przechowywać - store
promocja - promotion
personel - staff
dokument - document
karta kredytowa - credit card
gotówka - cash
przelew internetowy - transfer
analizować - analyze
konsumpcja - consumption
jakość - quality 
ilość - quantity
firma - company
negocjować - negotiate
zniżka - discount
strategia - strategy
zysk - profit
korzyść - benefit 
oferta - offer
reklamacja - complaint
reklamować - complain
wymagać - require
kwalifikacje - qualifications
eksport - export
import - import
linia produkcyjna - assembly line
uszkodzenie - damage
strefa - area
kompletować - complement
sortować - sort/pick
kaucja - deposit
paczka - pack
pakować - pack
składowisko - landfill
recykling - recycle
naprawiać - repair
przywieszka - tag
odnawiać - refurbish
wózek widłowy - forklift
układać - display
zapas - stock
cel - objective/goal/target/purpose/aim/destination
kształtować - shape
rozmiar - size
przepustowość - capacity
skrzynka - crate
terminal - terminal 
identyfikacja - identification
operator wózka widłowego – put away driver
załadowca - loader
opóźnienie - delay
list przewozowy - bill of lading
Słowniczek czynności informatyczych / Dictionary of IT activities
zapisywać - save

usówać - delete

kopiować - copy

przenosić - drag and drop, move

programować - programme

debugować - debug

udostępniać - share

naprawiać - repair

rejestrować - register

wprowadzać (dane, zmiany itp.) - input (data, changes etc.)

administrować - to admin

logować - log in
drukować - print

wysyłać - send

tworzyć - create 
modyfikować - modify

aktualizować - update

diagnozować - diagnose

instalować - install

optymalizować - optimize

serwer - server

serwerownia - server room

komputer (a w nim): PC (in it):

pamięć RAM - RAM memory

dysk twardy - hard drive

karta graficzna - graphic card

procesor - CPU (central processing unit)

płyta główna - motherboard

napęd DVD - DVD drive

biuro informatyczne - IT office

myszka - mouse

klawiatura - keyboard

monitor - monitor

Słowniczek czynności hotelarza / Our little dictionary of hospitality industry actions
sprzątać - to clean
odkurzać - to vacuum
ścierać kurze - to dust
myć podłogę - to clean the floor
ścielić łóżko - to make a bed
zbierać papierki - to collect trash
naprawiać - to fix sth
rejestrować - to register
odbierać telefony - to answer the phones 
otwierać drzwi - to open the doors
witać gości - to welcome the guests
rekompensować - to compensate
reklamować - to make a complain about
reklamować - to advertise
płacić - to pay
płacić z góry - to pay in advance
płatność przy odbiorze - collect payment
robić przelew - to make a transfer
zaliczka - advanced payment
zadatek - deposit 
depozyt - deposit
podwieźć - to give a lift
gościć - to host
obsługiwać - to serve
przyjmowac zamówienia - to take orders
czyścić stoliki - to clean tables
podawać drinki - to serve cocktails
parzyć kawę - to made coffee
gotować- to cook
prasować - to iron
dekorować salę - to decorate the event-hall
parkować - to park
przechowywać bagaż - to store luggage
sprzedawać - to sale 
apatrament - suite
pokój jednoosobowy - single room
pokój dwuosobowy - double room
pokój trzyosobowy - triple room
pokój z dwoma łóżkami - twin-bedded room
pokój z łóżkiem typu queen - queen-bedded room
pokój z łóżkiem typu king - king-bedded room
cena - price
promocja - promotion 
wyprzedaż - sale
oferta - offer
rabat - discount
lada recepcyjna - front desk
parking – car park
główne wejście - main entrance
księga gości - guests register
księga rezerwacji - reservation
karta meldunkowa - registration form, check-in card
karta pobytu - the residence card
fitness - fitness
siłownia - gym
basen- swimming pool
karta magnetyczna - magnetic card
jaccuzzi - jaccuzzi
faktura - invoice
paragon - receipt
hol - launge
winda - elevator, lift
schody - stairs
klatka schodowa - staircase
wózek na bagaż - trolley
taca - tray
podlewać kwiatki - to water plants
myć okna - to clean windows
wystawiać fakturę - to make an invoice
Stanowiska pracy / Jobs

1. Warehouse logistics manager – coordinates inventory in warehouse. 
( Kierownik Magazynu – koordynuje  zapasy w magazynie).

2. Delivery Driver – provides items to the customers. (Dostawca – dostarcza produkt do klienta).
3. Supply Chain Manager – responsible for supplying goods. (Kierownik Dostaw – odpowiedzialny za łańcuch dostaw).
4. Customer Service Manager – serves and help cutomers. (Kierownik ds. Obsługi Klienta – obsługuje i pomaga klientom). 
5. Distribution Manager – supervises distribution. (Kierownik Dystrybucji – nadzoruje dystrybucję).
6. Marketing Manager – introducing new product. (Kierownik Marketingu – udostępnia i prezentuje nowe produkty na rynku).

7. Merchandiser – arranges product displays. (Organizator Ekspozycji Towaru – planuje i organizuje wystawy towarów).
8. Production Operator – operates an assembly line. (Operator Produkcyjny – pracownik pracujący na linii produkcyjnej).  
9. Purchasing Manager - buys needed items to the company. (Kierownik ds. Zaopatrzenia – nabywa potrzebne materiały).
10.  Plant Manager – company’s production director. (Dyrektor Przedsiębiorstwa Produkcyjnego – sprawuje władzę wykonawczą).
1. Software Developer – develops software (wydawca oprogramowania)

2. Database Administrator – administrates database (administrator bazy danych)

3. Computer Hardware Engineer – design computer components  (projektant części komputerowych)

4. Computer System Analyst - assesses organizational needs and recommends
configurations of hardware and software to enhance a system's efficiency (analityk systemów komputerowych)
5. Computer Network Architect- designs, implement and maintain networking (projektuje, wdraża oraz utrzymuje sieci komputerowe)

6. Web Developer – creates technical structure of websites (tworzy techniczną strukture strony internetowej)

7. Information Security Analyst – creates systems to protect information networks and websites from cyber attacks (tworzy systemy obronne przed cyber atakami)

8. Computer Programmer – write the code of program (tworzy kod programu)

9. Computer and Information Systems Managers – analyzes a company technology needs and oversee the implementation of appropriate data systems (analizuje potrzeby technologiczne firmy, oraz wdraża odpowiednie systemy danych)
10. Project Manager – coordinate a team of programmers and analyst the complete projects (koordynuje zespołem programistów oraz analizuje gotowy projekt)

1.Receptionist-rents rooms for guests

 ( Recepcjonista – wynajmuje pokoje )

2.Concierge-tells hotel guests about local entertainment  

( Konsjerż - doradza gościom w sprawach dot. rozrywki )

3.Housekeeper-cleans the hotel rooms

 ( Pokojowa – sprząta pokoje w hotelu )

4.Bellhop- helps with carrying hotel guests’ bags 

( Bagażowy – pomaga gościom w noszeniu ich bagaży )

5.Waiter-takes orders and delivers food to the tables 
( Kelner – przyjmuje zamówienia oraz dostarcza posiłki do stolików )

6.Bartender-makes various drinks and cocktails

 ( Barman – przygotowuje rozmaite drinki i koktajle )

7.Room service attendant-delivers food to the rooms 

( Pracownik room sevice – dostarcza gościom posiłki do pokoju )

8.Valet- parks guests’ cars

 ( Parkingowy – parkuje za gości ich samochody )

9.Maintenance worker-fixes broken items at the hotel

 ( Konserwator - naprawia zniszczenia )

10.Doorman- waits at the hotel entrance and welcomes the hotels guests’

 ( Odźwierny - czeka przy wejściu i wita gości ) 

11.Supervisor- takes care of each workplace duties and tells employees what to do.

 ( Zwierzchnik/przełożony – pilnuje jak przebiega praca pracowników, musi dopilnować wykonania obowiązków oraz wydaje pracownikom polecenia )

12.Accountant-settles hotels expenses and prepares the VAT invoice

( Księgowa – rozlicza hotelowe wydatki oraz sporządza faktury VAT )





  A LETTER OF APOLOGY
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Queen's Road, Liverpool L28 8PM






E -mail: ag_logistics@gmail.com






         tel. / fax: 0233 7625189


Ms Martha White


17 Oak Road


London


NE33 8DT












5th January 2015


Dear Ms White.


 
Thank you for your letter faxed on 3rd January concerning the trouble you experienced with our service in December. I was extremely sorry to hear that you 
were not served properly by our staff. I shall try to explain the problems although
 there is no adequate excuse for causing so much inconvenience to our guest.


Firstly, since it was still high season in our company. Our employees have overlooked some of their duties while in a hurry. Certainly, this should not have 
happened at all and the person responsible for serving you has already been given a reprimand.







I also do apologize for your order delay. As a matter of fact at that time we had several secondary - school students doing our internship and two of them proved unable to handle their duties in the right way. They have already completed their training but will 
not be employed in our company in the future. Naturally, our management assumes the 
whole responsibility for all the problems caused.


I can assure you that if you decide to order goods via AG Logistics, you will 
receive special discount from us as the due recompense. 


I look forward to serving you again.






Yours sincerely.


      
Anna Gaweda 


Anna Gaweda 


Front office Manager
 

Useful synonyms:

· promise - assure - zapewniać
·  a training period - intership - praktyki 
· actually - as a matter of fact - w gruncie rzeczy
· in the right way / well -properly - właściwie
·  connected with - concerning - dotyczy
· as / because - since - ponieważ
·  takes on - assumes - przejąć
· very - extremely - ogromnie
· did not see or do sth - overlook - przeoczyć 

· deal with sth / take care of sth - handle - poradzić sobie
A letter of application

11 Highstreet

London

EC4V

'The Networking'

Personal Manager

25 Queen's Road

London

EC1V

21st August 2014


Dear Sir or Madam,



I am writing in connection with your advertisement in 'The Times' of 15th August. I would like to apply for the position of a graphic designer in your company.


My reasons for doing so are that I have been in this job since I finished a vocational Technical school six years ago. I like meeting new people and I am very good at teamwork. I have recently completed Animation course, which makes me the most suitable person for mentioned position. I also know English very well and a little German, so I have no problems with foreign communication as you are the international company.


I enclose my Curriculum Vitae.  As you will see I have worked in few offices both in Britain and on the Continent. I can provide the references from all my previous employers if you required.



I would be the most grateful if you would consider my application. I look forward to your reply.

Yours faithfully,


Adrian Synowiec

Adrian Synowiec

Enc. CV

Przydatne zwroty / Useful phrases

· Piszę, żeby... - I am writing to...

· Piszę w związku z... - I am writing in connection with...

· Chciał(a)bym ubiegać się o posadę... - I would like to apply for the position of...

· Powody dla których... - My reasons for doing so...

· Załączam... - I enclose...

· Byłbym wdzięczny, gdyby zechcieli Państwo... - I would be most grateful if you would conside...
· ... dostępne na żądanie... - available upon request...

· ... gotów / gotowa stawić się na rozmowę kwalifikacyjną... - I am ready to attend an interview

· Oczekuję na Państwa odpowiedź... - I look forward to your reply / hearing from you...

· Z poważaniem... - Yours faithfully...

WELCOME LETTER
Waluś Hotel

ul.Kolorowa 12

32-050 Kraków

tel/fax: 678905234

e-mail: walushotel@wp.pl

www.walushotel.com


Mr. Emil Stok







     

Ząb 15

32-049 Zakopane                         

31st January 2015

Dear Mr. Stok,

Thank you for choosing the Waluś  Hotel, we are glad to host you. Our hotel is combination of homely atmosphere and top-quality service, accompanied by unforgettable views of the Wawel Castle and Wisła river. We hope that all these merits will match your expectations.


Our hotel offers accomodation in single, double and triple rooms, each of them is en-suite and air-conditioned. Waluś Hotel provides also a wide range of facilities such as Wi-Fi Internet access, satelite TV, mini fridges, hairdryers, irons with boards  and many other avaliable upon request.
In Waluś Hotel you can organise conferences, banquets and business meetings.

We also provide venues and cater for private celebrations: weddings, anniversaries, babtism, etc.


Should you require any additional information or assistance during your stay with us  please, do not hesitate to contact our front desk clerks or dial extension #7 directly from your room.

We look forward to seeing you and wish you a pleasant stay. We shall do our best to make you feel at home.


Yours sincerely, 


Dominika Walo 


Dominika Walo
Main manager of the hotel
Przydatne zwroty- Useful synonyms
1) wszystkie te zalety spęłnią Pana oczekiwania - all these merits will match your expectations

2) dostępne na życzenie - available upon request
3) szeroki wachlarz udogodnień-a wide range of facilities
4) gdyby Pan potrzebował - sahould you require

5) oczekujemy Pana wizyty - we look forward to seeing you

6) uczynimy wszystko, co w naszej mocy - we shall do uor best

7) naszym głównym celem jest zapewnienie - our primary goal is to provide

8) w razie problemów - in case of any problems

9) mamy nadzieję, że pobyt z nami będzie dla pana wspaniałym przeżyciem - we hope that your stay with us will be a most enjoyable time for you
10) hotel współpracuje z władzami lokalnymi oraz biurami aby zapewnić dodatkowe atrakcje dla swoich gości - 

the hotel co-operates with the local authorities and businesses to provide extra entertainment to its guests
The following documents  are examples of two different hotel letters. The first one is the reservation letter  and the other lines are examples taken  from the letter of confirmation.

Reservation: 

Dear Sir/Madam,

I would like to reserve three double rooms and one single from 15th to 20th July  for four of our managers. 

The rooms should be booked in the names of John Brown. Marry Black, Erik Yellow and Ann Green. 

Each of them will be accompanied by their business parterns, except for Erik Yellow . 

Could you please inform me of your rates and whether you offer discounts for company bookings. 

I look forward to receiving your confirmation.

Yours faithfully,

Maciej Syrek

Management Assistant 

Letter of confirmation:

Dear Ms Peacock,

Thank you for your letter of 16th May . We are very pleased that you have chosen to use our hotel for you four managers who will be in Leeds from 15th to 20th July.

I would like to confirm your reservation for three double rooms and one single for these dates. We are happy to be able to offer you our corporate rates, details of which are enclosed.

We look forward to receiving our guests.
Yours sincerely,

Maciej Syrek 

Reservation Clerk

Useful phrases - Przydatne zwroty

1. Dear Sir/ Madam – Szanowni Państwo

2. I would like to reserve/make a reservation – Chciałbym dokonać rezerwacji

3. To have a reservation under the name XYZ – Dokonać  wcześniejszej rezerwacji na nazwisko XYZ
4. To inform of hotel’s rates and discounts – Poinformować o stawkach i zniżkach obowiązujących  w hotelu 

5. To be very pleased of – Być szczęśliwym/zadowolonym z (np. wyboru hotelu)

6. To be happy to be able (e.g. to offer) – Być szczęsliwym, żeby móc (np.  zaoferowac)

7. I am writting to – Piszę w związku z

8. To look forward to –seeing/receiving/having – Oczekiwać na 

9. Yours fatihfully/sincerely/Best regards – Z wyrazami szacunku

When it comes to explaining the differences between:

Yours faithfully, Yours sincerely and Best regards, the crucial thing you need to know is that the first one is used, when we don’t know who we are writing or responding to. The next one stands as one with the document within which the addressee`s name or surname is known and shown to us.

We can use the phrase ‘‘Best regards“ when we want to respond to our friend or co-worker in an e-mail or a letter.
Basic phrasebook

1. Various services

	Hospitality industry
	Logistics
	Informatin Technology

	Customer service
	Customer service 
	Customer service

	Orders
	Orders
	Orders

	Accommodation 
	Transport
	Creating websites

	Distribution 
	Distribution
	Maintaining 

	Restaurant
	Supplies
	Server service

	Facilities
	Storing goods
	Graphic designer

	Event planning
	Production
	Data storage and recovery


2. At the hotel/ in the restaurant 

What was the reservation under?
How can I assist you?

May I help you?
Would you like a single or double room?
Would you like a room for smoking or non-smoking?

Could you fill in this form, please?

Can I have your passport or ID, Sir/Ma’am?
Would you like somebody to help you with your luggage?

What can I do for you?

Would you mind taking a seat in the lounge while we prepare your room?

Sorry to keep you waiting.

Can I suggest you try our outdoor facilities?

We are glad you have enjoyed the stay and we look forward to welcoming you again in the future.

Customer’s complaints:

I am forced to be unpleasant now, you see, there is a problem in my room, because neither TV nor the shower are working properly, in fact, they don’t work at all! 

I am out of towels, can you replace them?

My neighbors from the room 103 are too loud, they are making noises all the time and I cannot sleep for most of the night. 
I have a complaint to make about the service I received here yesterday. 

I cannot stand the noise that is being heard from the kitchen, I am here to relax and eat breakfast, not to hear other people’s life problems.

Could you do something about it?

Could you see to it, please?

Excuse me, I didn’t order this, in fact it is undercooked.
I am sorry, but I think the bill is wrong.

I am sorry, but I think there is a mistake in the invoice.

I would like my money back, please.

Unfortunately, I am not satisfied with your service.


Responding to complaints:

I am terribly sorry to hear that.

I will definitely speak to that waiter, right away, ma’am.

We will fully compensate that.

I assure you, that kind of situation will not happen again in the future.

I will send our best technician up in a minute.

I will fetch you new ones.

I am sorry we do not give refunds.

I will certainly have it checked.

3. Additional services:

May I speak to the manager?

Could you give me a wake-up call tomorrow morning, please?

I would like to reserve a table for four this evening.

What do you recommend?

Could I have the bill, please?

I would like to have breakfast to my room, please.

Is it possible to get a discount?

Can I pay by credit card, transfer or in cash?

What is the deadline for me to pay?

Do you accept Master Cards? 

What is the exchange rate?

Can you get me a taxi to the airport, please?

How much is that/are those?

How much does it cost?

How much do I pay?

Is it possible to have my hair done in the hotel?

Could you put it on my bill, please?

Could you tell me how to get to the nearest shopping center?

Could you explain me the way to the museum?
Is there a post office near here?
Is it far from the hotel to the beach?

Can I have a DBL room for this weekend, please?

What time does the outdoor swimming pool close?

Could I make an appointment to see a doctor?

What is the lot size?

How much does it weigh? 

Do I pay in advance or at the spot?

What is the load time?


Responding to requests:

Do you need an invoice or is the receipt enough?
Certainly, sir.

Take the first turning on the right and then you will see it.

Go straight on until you get to the zebra crossing.

Turn left. 

Sorry, but there is no answer.

Can I take a message?

I am afraid, but we are fully booked this weekend.

Of course, Ma’am.

Usually before dark. Tonight it will be at 7 o’clock.

One moment, please. I will work out the total. 

What is the matter?

Have you got any medical insurance?

NEGOCJACJE / NEGOTIATION PHRASES
To be honest, this product seems quite expensive.

Szczerze mówiąc, ten produkt wydaje się być zbyt drogi

We were thinking of about 5% discount.

Rozmyślaliśmy o 5-cio procentowej zniżce.

That won’t be easy.

To nie będzie łatwe.

Perhaps we should …

Może powinniśmy...

There seems to be a problem with …

Wydaje mi się, że mamy problem z...

Why don’t you … ?

Czemu nie...?

Perhaps it would be a good idea to …

Być może, dobrym pomysłem byłoby, gdybyśmy...

Maybe we could …

Może moglibyśmy...

We would need a quality guarantee.

Potrzebowaliśmy gwarancji jakości...

Here’s an idea we could consider.

Oto pomysł, który moglibyśmy rozważyć...

There’s just one thing I’d like to add.

Jest jeszcze tylko jedna rzecz, którą chcę dodać.

There seems to be a problem with …

Obawiam się, że może być problem z...

Sorry, we are not very happy about …

Obawiam się, że nie jesteśmy zadowoleni z...

Wouldn’t it be better/easier to …

Nie byłoby lepiej, gdybyśmy...

Actually, we were rather hoping …

Właściwie to spodziewaliśmy się...

What we want to achieve is …

To, co chcemy osiągnąć...

The problem we face is …

Problem, któremu stawiamy czoła to...

On the one hand … On the other hand …

Z jednej strony... Z drugiej strony...

I propose/I suggest …

Sugeruję...

Suppose we did this, would it be acceptable?

Proponuję, żebyśmy zrobili to, czy byłoby to do zaakceptowania?

How about …?

Co powiesz o...?

If you agree to this we’ll …

Jeśli się zgodzisz, to...

If you can’t agree to this we’ll …

Jeśli nie możesz się zgodzić, to nie...

I’m comfortable with that.

Pasuje mi to

I’ll come straight to the point.

Przejdę prosto do sedna

I don’t want to jump to any conclusions.

Nie chcę wyciągać pochopnych wniosków

I’m afraid that …

Obawiam sie, że...
Frankly speaking…

Szczerze mówiąc...

Despite what you say …

Pomimo tego, co mówisz...

I do believe that …

Naprawdę w to wierzę

That may be true, however …

To może być prawdą, jednakże...

On the contrary …

W przeciwieństwie do...

Let me put it this way …

Pozwól, że zrobię to w ten sposób...

Would you mind if …
Czy miałbyś coś przeciwko, gdybym...

I wonder if you could …

Zastanawiam się, czy byś mógł...

Telephoning

	Caller
	Recipient

	Is that Novotel/DHL/IBM?


	 Yes, How may I help you?



	I would like to confirm the reservation/order.


	      Yes, please.

	Can I have the Reservations, please?


	 Hold on a moment, please.



	Could I speak to the supervisor, please?


	I’m afraid Mr. XYZ is not available at the moment.



	Can I take a message?


	           Of course, madam.

	Can you tell him I called?


	           Can you call back later, please?

	I am calling to make a complaint.


	     I will put you on hold.



	Could you speak up a bit, please?


	Could you speak up a bit, please?



	Thanks a lot.


	                    You are welcome.

	Can you speak more slowly, please?


	Can you speak more slowly, please?



	I would like to get a discount, please.


	 I am sorry, I cannot help you.



	Can you say that again, please?


	Can you say that again, please?

	    Who is calling?


	                 Who is calling?



	             Would you like to leave a message?


	                           Certainly, sir. 

	      Yes, X – Y – Z
	      Could you spell your name, please?



	                Yes, 527 – 983 – 213, please.


	   May I have your telephone number?




Safety at work
· Employees must learn and respect the safety regulations of their workplace. (IT, Logistics, Hospitality Industry)
· Employees must not eat or bring food to their workplace. (IT, Logistics, Hospitality Industry)
· Employees must report any accidents injuries or illnesses to their superiors. (IT, Logistics, Hospitality Industry)
· Employees must clean any dirty equipment after use. (Logistics, Hospitality Industry)
· Employees must not smoke, drink alcohol or use drugs during work. (IT, Logistics, Hospitality Industry)
· Employees must evacuate immediately in case of a fire or another emergency, following the emergency notices. (IT, Logistics, Hospitality Industry)
· Employees must report any broken or faulty equipment. (IT, Logistics, Hospitality Industry)
· Employees must not use any working equipment contrary to its function. (IT, Logistics, Hospitality Industry)
· Employees must not remove any working equipment from the workplace without permission. (IT, Logistics, Hospitality Industry)
· Employees must learn the basics of first aid. (IT, Logistics, Hospitality Industry)
· Employees must not try to repair any broken equipment on their own. (Logistics, Hospitality Industry)
· Employees must leave their workplace clean and tidy. (IT, Logistics, Hospitality Industry)
· Employees must wear protective gear there required.  (Logistics, Hospitality Industry)
· Employees must not tamper with the fire alarm system or any other electrical system unless they are qualified for such activities.  (IT, Logistics, Hospitality Industry)
· Employees must respect the amount of daily working time. (IT, Logistics, Hospitality Industry)
Useful safety notices

Emergency notice
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Faulty equipment
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First aid kit
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Injury
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Protective gear
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High voltage
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Do not drop litter
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Fire procedures

1. Ask guests to check where the nearest fire wyjście is located as soon as they find their room.

2. There will be a fire próba for everyone working in the hotel every six months.

3. All fire drzwi must be kept closed at all times as they will stop the rozprzestrzenianie of a fire.

4. If you see a small fire, you should try to ugasić it.

5. If it is an electrical fire, do not use water fire gaśnica.

6. If it is a large fire, podnieść the alarm immediately.

7. Do not use the windy if there is a fire.

8. If there is a lot of dymu, cover your mouth and nose with a handkerchief.

9. Ewakuować the building as quickly as possible.

10. Do not allow anyone to wchodzić the building.

11. Check that everyone is bezpieczny.

12. Phone the fire straż pożarną.

1. EXIT

2.  DRILL

3.  DOORS

4.  EXTINGUISH

5.  EXTINGUISHER

6.  RAISE

7.  LIFTS

8.  SMOKE

9.  EVACUATE

10.  ENTER

11.  SAFE

12.  SERVICE

Protective gear

apron - fartuch


chef's hat - czapka kucharska
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coveralls - kombinezon
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disposable cap - czapka jednorazowego użytku
[image: image10.jpg]



earmuffs - nauszniki
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ear plugs - stopery do uszu
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face mask - maska na twarz 
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face shield - maska na twarz z szybką
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gloves - rękawiczki
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goggles - gogle
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hairnet - siatka na włosy
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hard hat - kask
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mitts - rękawice z jednym palcem
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protective sleeves - rękawy ochronne
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protective coat - fartuch ochronny
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rubber gloves - gumowe rękawiczki
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safety boots - buty ochronne
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FAKTURA / INVOICE 
CARTON COMAPNY
24831 South Way Avenue




Invoice 21255 - 7721
Alice, Arizona 3454-91008




Date: March/07/15
Tel: 303 1123 Fax: 303 2123
Transaction type: Sale of goods
www.cartoncompany.com




Shipped per: rail

Sold/Ship to:
Morol
441 Plaza Road
Sydney, Australia
Tel: 32 234 988 226
Payment term:


Open account
Product Description:
Quantity
    Unit Price
      Amount
Article no 8


7


 120.00
      1200.00



Article no 18 

2


1000.00             1000.00
                                           Total before discount   2200.00






   0% Discount 
       0.00







   2.75% Total Tax
       65.50
   Total 
     $ 2260.50 
 
Payment date: March/21/15

ZAMÓWIENIE / ORDER





Bookland online shop 



  BOOKLAND ONLINE ORDER FORM
	Quantity Item
	Code
	Description
	Total cost

	50 Grammar Books
	GB
	A4 format
	$150

	50 Vocabulary Books
	VB
	 A5 format
	$100









    Gross total

$250
Billing address



        Delivery address (if different)
Language School
337 First Avenue Los Angeles, LA 20266
Tel: (323) 442 0840
www.languageschool.com
You will receive an e-mail verifying their order. Please contact our Distribution Department (313)442 03 with any questions or concerns about this form, or your order.

BILL OF LADING
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LOGISTICS COMPANY ADVERTISEMENT
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Our Services Included :

< Door-to-Door Express Delivery service

< Free Pickup from any part of the city and suburb
< Help in Packing

< Help in Documentation

% Track and Communicate the status

< 50% Discount for Students

< Pickups on Sundays





IT COMPANY ADVERTISEMENT
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Hotel Advertisment
Hotel Madam
The Hotel is located in the central part of the city Kraków. The hotel can accommodate up to 140 people in different types of rooms: 20 single, 20 twin and 20 triple, 4 group and 5 suite rooms. Group contains up to 5 people. Madam provides fabulous stay and unforgetable memories! We organize our guests' free time depending on guests' preferences. In our offer there are excursions to the Wawel Castle, Cloth Hall, Kazimierz - Jewish District. We also reserve tickets to theaters, operas, cinemas and museums. Our guests can also use the hotel swimming pool, fitness center, spa or playroom with table tennis, table football and table billard.
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Praca zbiorowa, Business English . Aktualne tematy, nagrania, ćwiczenia,testy, wzory dokumentow. Warszawa 2008.

Alison Pohl, Test Your Professional English. Hotel and Catering. Essex 2002.
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