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[bookmark: _Toc528264911]WS5 – Electronical communication with official at the authority

General description of the workshop
In this workshop, you will learn different ways to create an email account, as well as how to send, receive, and process email with or without attachments. We will also show you e-mail correspondence with the authorities and what key rules should be followed in electronic communication.

Plan of the main topics of the workshop
· [bookmark: _Hlk19783515](1) Create a new email address
· (2) Rules for e-mail communication
· (3) Sending, receiving and handling emails
· (4) Add file (attachment) to email
· (5) E-mail communication training


Objectives of individual topics
(1) Create a new email address
The participant will learn different ways to create an email account.

(2) Rules for e-mail communication
The participant will become familiar with the rules for secure electronic communication.

(3) Sending, receiving and handling emails
The participant will learn to send, receive and process (reply, delete, archive, forward) mails.

(4) Add a file (attachment) to an e-mail
The participant will learn to send e-mails with different types of attachments.

(5) Training of e-mail communication
The participant will learn and practically try different kinds of electronic communication with authorities.




Workshop 5 – Curriculum, Minute scenario

Elektronical communication with official at the authority	1
[bookmark: _Toc21516567][bookmark: _Hlk21350709]Minute scenario
Workshop 5
	Electronical communication with official at the authority




	time
	theme
	partial steps
	methods
	equipment
	teaching materials
	meth. notes

	30´
	1. Create a new one
email addresses
	· basic principles of e-mail communication
· parts of an e-mail message
· options and how to set up an email address
	Training with the lecturer (T_L)
Individual work (I_W)
	Computer (PC)
Projector (P) 
Flipchart (FL)
	Textbooks
Worksheet 1
	1

	30´
	2. Rules for
email communication
	· basic rules of e-mail communication
· rules for creating an email account
· principles of creating a secure password
	Training with the lecturer (T_L)
Individual work (I_W)
	Computer (PC)
Projector (P) 
Flipchart (FL)
	Textbooks
Worksheet 2
	2

	30´
	3. Sending and receiving and handling
  of emails
	· principles of sending e-mail
· principles of receiving e-mail
· possible options for handling e-mail
	Training with the lecturer (T_L)
Individual work (I_W)
	Computer (PC)
Projector (P) 
Flipchart (FL)
	Textbooks
Worksheet 3
Worksheet 4
Worksheet 6
Worksheet 7
	3


	15´
	4. Add file (attachment) to
email

	· how to attach an attachment to an email
· possible forms of annexes
· work with attachment 
	Training with the lecturer (T_L)
Individual work (I_W)
	Computer (PC)
Projector (P) 
Flipchart (FL)
	Textbooks
Worksheet 5

	4

	45´
	5. Training
email communication
	· practical training in e-mail communication
· model situations for e-mail communication
	Training with the lecturer (T_L)
Individual work (I_W)
	Computer (PC)
Projector (P) 
Flipchart (FL)
	Worksheet 8
	5





Notes






CONTENT

Curriculum	1
Minute scenario	2



image3.png




image4.png




image5.png




image6.png
(I




image7.png




image8.png




image9.png




image10.png
O




image11.png




image1.jpeg




image2.jpeg
Co-funded by the
Erasmus+ Programme
of the European Union




