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Is ingilizcesi & Toplant
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Kopyala, kendine gore degistir

Bilgi isteme, toplanti, takip, hatirlatma
Oziir, sikayet, tesekkiir, duyuru

Acilis ve kapanis cuimleleri
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YTK 103 PROFESYONEL E-POSTA 20 HAZIR SABLON Y YTK Academy

01 Bilgi ve toplanti

1. Bilgi istemek

SIS IS & e W11kl the Q3 report
i (T,

I o] o J-RRYZe LVAN T- BRI Y B R o [UA N IRVI ULV I sl the latest sales figuresp
IO 1T R g [T IR o[l Thursday 's meeting

Thanks in advance,

Your name

Ne istedigini ve ne zamana kadar lazim oldugunu yaz.

2. Toplanti talebi

SV [Tk e Y I T I Ve [XS el project kickoff

¥ anc}

I'd like to set up a 30-minute meeting to discuss RaCRIalel[-IchamAE=1q] .

LI ITREVERR T -IGI Tuesday at 10:00 jelgl Wednesday at 14:00f

Best regards,

Your name

iki secenek sunmak, cevap gelmesini hizlandirir.
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YTK 103 PROFESYONEL E-POSTA 20 HAZIR SABLON Y YTK Academy

01 Bilgi ve toplanti (devam)

3. Toplantiy1 ertelemek
Subject: Rescheduling our meeting

v (.

I'm sorry, but I need to reschedule our meeting on .
(LI M Wednesday at 11:00 UTelal @k e]l gAeI1VE

Apologies for the inconvenience.

Your name

Oziir dile, hemen yeni bir zaman 6ner.

4. Toplanti sonrasi 6zet
Subject: Summary of today's meeting
Hi alt,
Thanks for your time today. Here is what we agreed:
Sl Decision 1
S Action il owner ENY
Please let me know if I missed anything.

Your name

Kararlari ve kimin neyi ne zamana kadar yapacadini yaz.

5. Daveti kabul ya da reddetmek
i (.
Thanks for the invitation. QUEEVACIEMEHCE] works for me.

(or) Unfortunately, I can't make it on .
Could we meet on QNUIELEW instead?

Your name

Reddederken mutlaka alternatif oner.
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YTK 103 PROFESYONEL E-POSTA 20 HAZIR SABLON Y YTK Academy

02 Takip ve hatirlatma

6. Kibarca hatirlatma

Subject: Reminder:

i (.

Just a quick reminder about RHiEENloJahdar:{eAd .
Could you send me your comments by [FgENA?

Thank you,

Your name

"Just a quick reminder" kalibl baski yapmadan hatirlatir.

7. Cevap gelmediginde takip

Subject: Following up on
vi (.
I'm following up on my email from QEEISMEEE{EA.

Have you had a chance to look at it?

Best regards,

Your name

Sitem etme; sadece bakip bakmadigini sor.
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YTK 103 PROFESYONEL E-POSTA 20 HAZIR SABLON Y YTK Academy

02 Takip ve hatirlatma (devam)

8. Durum giincellemesi

Subject: Project update -
Hi alt,

Here is this week's update:
design approved

- In progress:
the supplier may be late

Your name

Ug baslik: biten, siiren, risk.

9. Teslim tarihini uzatmak

Subject: Request for an extension

i (N,
I'm afraid I need more time to finish FEENCIJINY .
Could I send it on NS CEL Al Friday B

Sorry for the delay.

Your name

Yeni tarihi kendin 6ner; "ne zaman olur" diye sorma.

10. Dosya gondermek

Subject: (Sl Lgd attached
fanc}

HCELCIR TGRS £ Ll the Q3 report |
Let me know if you have any questions.

Best regards,

Your name

Ek varsa konu satirinda da belirt.
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YTK 103 PROFESYONEL E-POSTA 20 HAZIR SABLON Y YTK Academy

03 sorun, 6ziir, sikayet

1. Oziir dilemek

Subject: Apology for FhiCEGELEN

vear (TN,

TS K hhL- MR ol the late delivery BERIMIREINEUECMOAMa system errorf
(A D Gl B o I o o] L X =T [« the order will arrive tomorrowf

Thank you for your patience.

Your name

Oziir, neden, ¢dziim: bu sirayi bozma.

12. Sikayet etmek

Subject: Problem with [Ie[IAsyXl
vear (.

IR RS W1 oIkl order 4521 @M Three items were missing.
OGINIG RGN IEEIW send them by Friday sIgl refund the amount [

I look forward to your reply.

Your name

Sorunu somut yaz ve ne istedigini acik¢a soyle.
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YTK 103 PROFESYONEL E-POSTA 20 HAZIR SABLON Y YTK Academy

03 sorun, 6ziir, sikayet (devam)

13. Sikayete cevap

OEET Name

Thank you for letting us know, and I'm sorry for the trouble.
We are looking into it and will get back to you by .

Kind regards,

Your name

Hemen ¢6zemesen de aldigini ve ne zaman dénecedini bildir.

14. Hatayi diizeltmek
Subject: Correction:
Hi alt,
Please ignore my previous email. The correct time is , not KEACL].

Sorry for the confusion.

Your name

Konu satirina "Correction" yazmak gdézden kagmasini Onler.

15. Kibarca reddetmek

v (T,

Thank you for thinking of me. Unfortunately, I can't take this on

(s R [0 )R LYo [Tkl my current workload |8

I'd be happy to help [I3SaRAAAY-

Your name

Tesekkir, kisa neden, mimkiinse alternatif.
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YTK 103 PROFESYONEL E-POSTA 20 HAZIR SABLON Y YTK Academy

04 Tanisma, tesekkiir, duyuru

16. Kendini tanitmak

Subject: Introduction - ,
sear (.
ty nane is D, and T'm the now o+ G,

I'llL be your contact from now on.

I look forward to working with you.

Your name

Kim oldugunu ve karsi taraf i¢cin ne degistigini sdyle.

17. iki kisiyi tanistirmak

i1 (D, s (.

I'd like to introduce you to each other.

m leads our , ENsll Name B EEESRTGINGHCEMGIM a similar project B

I'll let you take it from here.

Your name

Her birini bir cimleyle tanit ve neden tanistirdigini belirt.

18. Tesekkiir
vi (.

Thank you for your help with RlizREIaCEY-liks-Rake]e] .
Your feedback made a real difference.

Best,

Your name

Neye tesekkdr ettigini somut yaz.
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YTK 103 PROFESYONEL E-POSTA 20 HAZIR SABLON Y YTK Academy

04 Tanisma, tesekkiir, duyuru (devam)

19. Ekibe duyuru

SILBI 3l Office closed on 29 October

Hi alt,

HCELCENGE IR EYall the office will be closed on 29 Octoberf
If you have urgent requests, please contact QENEE.
Thank you,

Your name

"Please note that" resmi duyurunun standart girisidir.

20. Otomatik yanit (izin)

Thank you for your email.
I'm out of the office until FPANNILIIRd with limited access to email.
For urgent matters, please contact [[EIY at (EIEENN.

Donds tarihini ve acil durumda kime ulasilacagini yaz.

05 Acilis ciimleleri .

1 lThope this email finds you well. Umarim iyisinizdir. (resmi)

2 Thanks for your quick reply. Hizli yanitin igin tesekkiirler.

Fatura hakkinda soru sormak icin

3 I'm writing to ask about the invoice.
yaziyorum.
4 Following our call this morning, ... Bu sabahki goériismemizin ardindan, ...
5 As discussed, I'm sending the files. Konustugumuz gibi dosyalari génderiyorum.
Sorry for the delay in getting back to Gec déniis yaptigim icin 6zir dilerim.
you.
7 I'mreaching out about our partnership. s birligimizle ilgili yaziyorum.

8 Just a quick note to let you know that... ... oldugunu bildirmek icin kisa bir not.
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PROFESYONEL E-POSTA 20 HAZIR SABLON Y YTK Academy

06 Kapanis ciimleleri -

Please let me know if you have any Sorunuz olursa lutfen haber verin.

questions.
10 llook forward to hearing from you. Sizden haber almay!i bekliyorum.
11 Looking forward to your feedback. Geri bildiriminizi bekliyorum.
12 Thanks again for your help. Yardiminiz i¢gin tekrar tesekkiirler.

13 Let me know what works best for you. Size en uygun olani bana bildirin.

14 Have a great weekend. lyi hafta sonlari.
15 Kind regards, Saygilarimla, (resmi)
16 Best, Selamlar, (samimi)

ytkacademy.com.tr - Mesledine 6zel birebir ingilizce - ilk 15 dakikalik tanisma gériismesi licretsiz 10



YTK 103 PROFESYONEL E-POSTA 20 HAZIR SABLON Y YTK Academy

BU KAYNAKLA NRSIL GALISMALI?

Sablonu kopyala, sari isaretli yerleri doldur. Konu satirini (Subject) mutlaka kisa
ve somut yaz.

e Bir e-postada tek bir istek olsun; ne istedigini ilk iki cimlede soyle.

Q Gondermeden once ismi, tarihi ve eki kontrol et.

KENDi NOTLARIN

YTK 103 - iS INGILIiZCESi & TOPLANTI

BUNLARI KENDI ISINDE, BIREBIR DERSTE GALIS

Kaliplari bilmek ilk adim. Asll is, onlari kendi mesleginde ve gercek konusmada

kullanabilmek. Dersler birebir ve meslegine 6zel; ilk 15 dakikalik tanisma gorusmesi
Ucretsiz.

ytkacademy.com.tr
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