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Is ingilizcesi & Toplanti

RESMi VE SAMiMI
90 CUMLE GIFTI

Ayni seyi iki tonda soylemek

Solda resmi, sagda samimi hali
E-posta, toplanti, rica, 6zur, tesekkuir

Hangi tonun ne zaman kullanilacagi

n YTK Academy - ytkacademy.com.tr



RESMi VE SAMiMi 50 CUMLE CiFTi

01 selam ve giris

Sol: resmi - Sag: samimi

1

10

Dear Mr. Brown,
Hitap

I hope this email finds you well.
Umarim iyisinizdir.

I am writing to inquire about the invoice.
Fatura hakkinda soru sormak igin yaziyorum.

Thank you for your prompt reply.
Hizl yanitiniz icin tesekkdirler.

Further to our conversation, ...
Gorlismemizin ardindan, ...

I would like to introduce myself.
Kendimi tanitmak isterim.

It is a pleasure to meet you.
Tanistigimiza memnun oldum.

How do you do?
Nasilsiniz?

| apologize for the delayed response.
Gecg yanitigin 6zUr dilerim.

Please allow me to explain.
Aciklamama izin verin.

. YTK Academy

Hi Tom,

Hope you're doing well.

Quick question about the invoice.
Thanks for the quick reply.

As we discussed, ...

Let me introduce myself.

Nice to meet you.

How's it going?

Sorry for the late reply.

Let me explain.
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RESMi VE SAMiMi 50 CUMLE CiFTi

02 Ricaetmek

Sol: resmi - Sag: samimi

"

12

13

14

15

16

17

18

19

20

Would you be able to send me the
report?
Raporu bana gonderebilir misiniz?

| would be grateful if you could confirm.

Teyit edebilirseniz memnun olurum.

Could you kindly provide more details?

Daha fazla ayrinti verebilir misiniz?

Would it be possible to reschedule?
Tarihi degistirmek mimkiin olur mu?

| would appreciate your feedback.
Geri bildiriminizi rica ederim.

Please do not hesitate to contact me.
Benimle iletisime gegcmekten ¢cekinmeyin.

Could you please advise?
Goruslintizi alabilir miyim?

May | ask you a question?
Size bir soru sorabilir miyim?

| would like to request a meeting.
Bir toplanti talep etmek istiyorum.

At your earliest convenience.
Misait oldugunuz ilk firsatta.

. YTK Academy

Can you send me the report?

Could you confirm?

Can you give me more details?
Can we move it?

Let me know what you think.
Just give me a shout.

What do you think?

Can | ask you something?

Can we meet?

When you get a chance.
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RESMi VE SAMIMi 50 CUMLE GiFTi Y YTK Academy

03 Bilgi vermek

Sol: resmi - Sag: samimi

I would like to inform you that the

21 . Just to let you know, the meeting is off.
meeting is cancelled.
Toplantinin iptal edildigini bildirmek isterim.

22 Please find the document attached. Here's the document.
Belge ektedir.

- We regret to inform you that the order is Unfortunately, the order is late.

delayed.
Siparisin geciktigini Gzulerek bildiririz.

24 |1am pleased to confirm your booking. Your booking is confirmed.
Rezervasyonunuzu teyit etmekten memnuniyet duyarim.

25 :II::::: be advised that the office will be Heads up: the office will be closed.

Ofisin kapali olacagini bilginize sunariz.

26 | will revert with an update shortly. I'll get back to you soon.
Kisa stre icinde bilgi verecegim.

27 The matter is currently under review. We're looking into it.
Konu su an inceleniyor.

28 lam unable to attend. | can't make it.
Katilamiyorum.

29 We require additional information. We need more info.
Ek bilgiye ihtiyacimiz var.

30 This is to remind you of the deadline. Just a reminder about the deadline.
Son tarihi hatirlatmak isterim.
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RESMi VE SAMIMi 50 CUMLE GiFTi Y YTK Academy

04 Goriis bildirmek ve itiraz

Sol: resmi - Sag: samimi

31 lam of the opinion that we should wait. | think we should wait.
Beklememiz gerektigi gorlistindeyim.

32 lam afraid | do not agree. I don't agree.
Maalesef katilmiyorum.

23 :)?::e some reservations about this I'm not sure about this plan.

Bu planla ilgili cekincelerim var.

34 Would you care to elaborate? Can you say more?
Biraz daha acar misiniz?

35 Thatis an excellent suggestion. Great idea!
Bu mukemmel bir éneri.

| would suggest an alternative

36 How about another way?
approach.
Farkl bir yaklasim oneririm.

37 ldo not consider that feasible. | don't think that will work.
Bunu uygulanabilir bulmuyorum.

38 Letus proceed to the next item. Let's move on.
Bir sonraki maddeye gecelim.

39 Could you clarify what you mean? What do you mean?
Ne demek istediginizi netlestirir misiniz?

40 | fully support this proposal. I'm all for it.

Bu dneriyi tamamen destekliyorum.
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RESMi VE SAMiMi 50 CUMLE CiFTi

Oziir, tesekkiir ve kapanis

Sol: resmi - Sag: samimi

41

42

43

44

45

46

47

48

49

50

I sincerely apologize for the
inconvenience.

Verdigimiz rahatsizlik icin ictenlikle 6zur dilerim.

Please accept my apologies.
Lutfen 6zriimi kabul edin.

| greatly appreciate your assistance.
Yardiminiz i¢in ¢ok tesekkir ederim.

Thank you for your understanding.
Anlayisiniz icin tesekkiirler.

I look forward to hearing from you.
Sizden haber almayi bekliyorum.

Should you have any questions, please
let me know.

Sorunuz olursa litfen bildirin.

I look forward to our meeting.
Gorismemizi bekliyorum.

Yours sincerely,
Saygilarimla,

Kind regards,
Saygilarimla,

It was a pleasure speaking with you.
Sizinle konusmak bir zevkti.

. YTK Academy

Sorry about that.

My bad.

Thanks a lot for your help.

Thanks for understanding.

Talk soon.

Any questions, just ask.

See you then.

Cheers,

Best,

Great talking to you.
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RESMIi VE SAMiMi 50 CUMLE GiFTi Y YTK Academy

06 Ton hatalari 5

51 X Hey: I he-fite- ASAP—{mil hve)
v Could you send me the file by tomorrow, please?
Musteriye emir kipi ve ASAP kaba durur; tarih ver ve rica et.

52 X hwantameeting:
v Iwould like to request a meeting.
"I want" resmi yazismada sert durur; "l would like" kullan.

53 X PearSirMy-bad-Cheers:
v Dear Mr. Brown, | apologize for the error. Kind regards,
Tek e-postada resmi ve argo karistiriimaz.

54

v Hi Tom, free for lunch?
Yakin ¢alistigin kisiye asiri resmi yazmak soguk durur.

55 X Fhanksin-advanceforyoururgentaction:
v Thank you for your help with this.
Karsi tarafa 6nceden gorev yuklemek baski gibi okunur.
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\A'G =R RESMi VE SAMiIMi 50 CUMLE GiFTi Y YTK Academy

BU KAYNAKLA NRSIL GALISMALI?

0 Her satirda solda resmi, sagda (renkli) samimi climle var; altinda Tiirkcesi
yaziyor.

Musteri, list yonetim ve ilk kez yazdigin kisi icin resmi; yakin calistigin ekip
arkadasi icin samimi hali kullan.

0 Emin degilsen resmi olani se¢; karsi taraf samimi yazarsa sen de ona uy.

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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