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ﬂ'l Fatura ve odeme hatirlatma

1. Fatura gondermek

Subject: Invoice [RVERLEA -
sear (.

Please find attached invoice BUWEPLIAN for [SREEAICIN,

cve on EENEND.

Our bank details are on the invoice.

Kind regards,

Your name

Fatura numarasi, tutar ve vade ilk climlede.

2. Birinci hatirlatma (nazik)
Subject: Reminder: invoice p{\EPIEHN

OEET Name

This is a friendly reminder that invoice PUWEWPACIAR for [SV:8/:{c]¢]

was due on EIENENE.

If you have already paid, please ignore this message.

Kind regards,

Your name

"Odediyseniz dikkate almayin" ciimlesi tonu yumusatir.

ytkacademy.com.tr - Meslegine 6zel birebir ingilizce - ilk 15 dakikalik tanisma gorlismesi licretsiz 2



YTK 106 FINANS E-POSTALARI 12 HAZIR SABLON Y YTK Academy

01 Faturave 6deme hatirlatma (devam)

3. ikinci hatirlatma (net)
Subject: Second reminder: invoice pHWEVIFAE

Dear m,

According to our records, invoice PAWEVAIAN is now days
overdue. Could you let us know when we can expect payment?

Kind regards,

Your name

Kag glin geciktigini yaz ve 6deme tarihi sor.

4. Uciincii hatirlatma (resmi)

Subject: Final notice: invoice pINNEVIZAN

vear ([EI.
Despite our previous reminders, invoice PIWEVIFER for FSIzEw{ol]

remains unpaid. Please arrange payment by PIENIVIAYA.
After this date, we may have to suspend further deliveries.

Yours sincerely,

Your name

Son tarih ve sonucu acik¢a yaz; tehdit degil bilgi tonu.

5. Odeme teyidi

OEET Name

We confirm receipt of your payment of [JI:g:fele]l for invoice

INV-2041 mEliELLER1N

Kind regards,

Your name

Kisa bir teyit, iliskiyi iyi kapatir.
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02 Fatura sorunlari

6. Faturaya itiraz
Subject: Query on invoice pLNEVIFAE

Dear m,

We have received invoice PUWEPAAN. The quantity shows units,
but we received . Could you check and send a corrected invoice?

Kind regards,

Your name

Faturadaki ve gercekteki degeri yan yana yaz.

7. Dlizeltilmis fatura gondermek

Dear m,

Thank you for pointing this out, and apologies for the error.
Please find attached the corrected invoice BIWEVACTARIY and
a credit note for the difference.

Kind regards,

Your name

Tesekkdr, 6zur, diizeltilmis belge.
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02 Fatura sorunlar (devam)

8. iade talebi

SV Lo =R AT s AT NI Rl duplicate payment
vear ([T,
We paid invoice PIWEWAIAN twice by mistake, on EL[fl 5 June B

Could you refund [LE[] to the same account?

Thank you,

Your name

Miukerrer 6demenin tarihlerini ve tutarini yaz.

9. Odeme plani 6nermek

Dear m,

We are unable to pay invoice pNWEMLIAR in full by the due date.
We would like to propose the following plan:

S EUR 2,400 BIil 30 June
S EUR 2,400 Wil 31 July
Please let us know if this is acceptable.

Kind regards,

Your name

Sorunu gizleme; net tarihli bir plan 6ner.

03 Mutabakat ve bilgi

10. Cari hesap mutabakati

Subject: Balance confirmation as of [ENREIETLTIE]

Dear m,

According to our records, your balance with us as of [ENEEEYLTlE]R

is [SV;EmEEEiNe]l in our favour.

Could you confirm this balance or send us your statement?

Kind regards,

Your name

Tarih, tutar ve kimin lehine oldugu mutlaka yazilir.
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03 Mutabakat ve bilgi (devam)

o v e

11. Banka bilgisi degisikligi

Subject: Change of bank details

Dear m,

Please note that our bank details will change from .
The new details are in the attached letter, signed by our CFO.

If you have any doubts, please call us on the number you already have.

Kind regards,

Your name

Dolandiriciliga karsi: imzali yazi ekle ve bilinen numaradan teyit 6ner.

12. Odeme dekontu istemek

Dear m,

We have not yet received the payment for invoice BNWEPASIAN.
Could you send us the proof of payment so that we can trace it?

Thank you,

Your name

"Proof of payment" dekont demektir.

04 Odeme kosulu ciimleleri

Payment is due within 30 days of the Odeme, fatura tarihinden itibaren 30 giin
invoice date. icinde yapllir.
Our payment terms are net 30. Odeme kosulumuz net 30 giin.

We offer a 2 percent discount for early

payment Erken 6demede yilizde 2 indirim sunuyoruz.

Late payments are subject to interest. Gec¢ 6demelere faiz uygulanir.

Prices are exclusive of VAT. Fiyatlara KDV dahil degildir.

Please quote the invoice number with Liitfen 6demenizde fatura numarasini
your payment. belirtin.

Payment should be made by bank

transfer. Odeme banka havalesiyle yapilmahdir.
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04 Odeme kosulu ciimleleri (devam)

A 30 percent advance payment is

. Yizde 30 6n 6deme gereklidir.
required.

The remaining balance is due on

. Kalan bakiye teslimatta 6édenir.
delivery.

All bank charges are to be paid by the Tum banka masraflari génderene aittir.

sender.
05 Sik kullanilan ciimleler 10
11 Theinvoice is overdue. Faturanin vadesi gecmis.
12 The payment is on its way. Odeme yolda.

It will be included in this Friday's

13 Bu cumaki 6deme listesine dahil edilecek.
payment run.
. -
14 We re waiting for approval from our Finans mudurimiiziin onayini bekliyoruz.
finance manager.
15 Could you resend the invoice? Faturayi tekrar génderebilir misiniz?

16 The purchase order number is missing. Siparis numarasi eksik.

17 Our records show a different amount. Kayitlarimiz farkh bir tutar gosteriyor.

We've applied the credit note to your

lade faturasini hesabiniza isledik.
account.

19 Your account is now up to date. Hesabiniz artik glincel.

Please send remittance advice to

g Lutfen 6deme bildirimini su adrese goénderin.
email .

N
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06 Sikyapilan hatalar .

21 X ¥eotrdidn'tpay-yourinveice:
v According to our records, the invoice is still open.
Sucglama yerine kayitlara dayan.

22 X Pleasepay-as-seonaspessible:
v Please arrange payment by 20 July.
Belirsiz ifade yerine tarih ver.

X Wesesttheie S duaes

v We sent the invoice on 3 June.
Tarihlerle "on" kullanilir; ticari belge "invoice"tir.

24 X Thepaymentis-done:
v The payment has been made.
Odeme "make" ile yapillir.

25 X Yourdebtis4,800euros:

v The outstanding balance is 4,800 euros.
"Debt" sert durur; "outstanding balance" kullanilir.
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BU KAYNAKLA NRSIL GALISMALI?

o Sablonu kopyala, sari isaretli yerleri (fatura no, tutar, tarih) doldur.

Fatura numarasi ve tutari konu satirinda ya da ilk ciimlede ver; karsi taraf
aramak zorunda kalmasin.

6 Hatirlatmalarda ton adim adim sertlesir: birinci nazik, ikinci net, ticlincili resmi.

KENDi NOTLARIN

YTK 106 - FINANS & BANKACILIK

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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