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YTK 107

USTERI YONETIMI
HAZIR E-POSTA

Karsilama, takip, sikayet, yenileme

Yeni musteriyi karsilamak ve diizenli takip
Sikayet, gecikme ve fiyat artisi yazismalari

Yenileme, Ust paket ve referans istemek

n YTK Academy - ytkacademy.com.tr



VAl S YA MUSTERI YONETIMI 12 HAZIR E-POSTA

01 Karsilama ve takip

Y YTKAcademy

1. Yeni musteriyi karsilamak
Subject: Welcome to
i (T,
Welcome on board! I'm , your account manager.
Here's what happens next:
- NOLGEWA: kickoff call
- [[GE@4: training for your team
You can reach me directly at (Y.

Best,

Your name

Kim oldugunu, siradaki adimlari ve sana nasil ulasilacagini yaz.

2. ilk ay sonu yoklama

T onc )

You've been using [yel:[i[d for a month now.
How is it going so far? Is there anything we could do better?

I'd be happy to jump on a short call if that helps.

Best,

Your name

Sorun ¢ikmadan dnce sor; musteri kaybini en ¢ok bu énler.
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VAl S YA MUSTERI YONETIMI 12 HAZIR E-POSTA

01 Karsilama ve takip (devam)

Y YTKAcademy

3. Diizenli is degerlendirme daveti
Subject: Quarterly review -

v (.

It's time for our quarterly review. I'd like to go through
your results, open issues and plans for next quarter.

LI Thursday at 14:00 ETeIu el A1V

Best,

Your name

Glindemi Ui¢ baslikla ver: sonuglar, acik konular, planlar.

4. Yeni ozellik duyurusu

¥ anc}

NIV I Ko W LR Rl exporting reports RELCEERT M GLIN
We've just released ERCIECEARI@PGLIgd, and it's already

active in your account.

Let me know what you think.

Best,

Your name

Genel duyuru yerine miisterinin kendi sdyledigi soruna bagla.
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VAl S YA MUSTERI YONETIMI 12 HAZIR E-POSTA Y YTKAcademy

02 sorun ve sikayet

5. Sikayete ilk cevap
vi (.
Thank you for telling us, and I'm sorry about Rdjl-ERTINeIi[ReASAVIINA.

I've passed this to our QELEEISESIEW:-EIN and will update you

)Y tomorrow at noon 8

Best,

Your name

Tesekkdr, 6zur, kime iletildigi, ne zaman donllecegi.

6. Cozum bildirimi

v (.

Good news: FiEELIN-IAMERLNIE] were shipped today and will arrive
GIil Thursday BEECEETRE LG\ ZRTRAVREL LWl a 10% credit

to your next invoice.

Sorry again for the trouble.

Best,

Your name

Ne yapildi, ne zaman ulasacak, telafi olarak ne sunuldu.
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VAl S YA MUSTERI YONETIMI 12 HAZIR E-POSTA Y YTKAcademy

02 sorun ve sikayet (devam)

7. Gecikme bildirimi

Subject: Delay to your order

Hi (EE.

I'm sorry to tell you that your order will be delayed by
GEGETUEMGR M @ supplier problem BEGERGERGCIRATINAGELREEN 12 May B
If this causes a problem, please call me and we'll find a solution.

Best,

Your name

Misteri sormadan sen haber ver; yeni tarihi net yaz.

8. Fiyat artisi bildirimi
Subject: Price update from

OEET Name

From FEIRENNEIRd, our prices will increase by because of
higher material costs FENEIVIaRelVIa al-Yok sl o] ol NoJ- T3 o= \A- T o o [-NE-T-11 <)
IhY&AM your renewal in Marchf

I'm happy to discuss this on a call.

Kind regards,

Your name

Ne kadar, ne zamandan itibaren, neden; mevcut s6zlesmeye etkisi.
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VAl S YA MUSTERI YONETIMI 12 HAZIR E-POSTA Y YTKAcademy

03 Yenileme ve biiyiitme

9. Yenileme hatirlatmasi
Subject: Your contract renews on MEEIETNH

v (.

Your contract renews on NEREINeh]. Before that, I'd like to check
that the current plan still fits your needs.

Do you have 20 minutes next week?

Best,

Your name

Yenilemeden en az bir ay 6nce gonder.

10. Ust paket 6nerisi

¥ anc}

I noticed that your team reached K% of its user limit.
LN Business IRIEREEGANLEIE unlinited users QELTIRTTIVAN: BT}
EUR 40 QulIa:

per month.

Shall I send you the details?

Best,

Your name

Musterinin kendi kullanim verisine dayan; baski yapma.
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VAl G yA MUSTERI YONETIMI 12 HAZIR E-POSTA Y YTKAcademy

03 Yenileme ve biiyiitme (devam)

11. Referans ve yorum istemek

i (.
NI e ) - To R o [-F- [ F-4ll the new process is saving your team time[

Would you be willing to share a short testimonial?
Two or three sentences would be perfect.

Thank you,

Your name

Memnuniyetini séyledigi anin hemen ardindan iste.

12. Ayrilan muisteriye veda
i Q.
I'm sorry to see you go. Your account will stay active until .

If you have a minute, I'd really appreciate knowing what we
could have done better.

A1l the best,

Your name

Kapiyi acik birak ve nedenini 6grenmeye calis.

04 sik kullanilan ciimleler 12

Just checking in to see how thingsare . . v -
Islerin nasil gittigini gormek i¢in yaziyorum.

going.

2 lwanted to give you a quick update. Size kisa bir bilgi vermek istedim.
Thanks for your patience while we Biz bunu incelerken gosterdiginiz sabir icin
looked into this. tesekkdrler.

| completely understand your

frustration. Hayal kirikhiginizi ¢ok iyi anliyorum.

This is not the experience we want you Yasamanizi istedigimiz deneyim bu degil.
to have.
6 Here's what we're doing to fix it. Bunu diizeltmek icin sunlari yapiyoruz.

I'll personally make sure this is

Bunun ¢o6ziilmesini bizzat takip edecedim.
resolved. ¢ P 9

ytkacademy.com.tr - Meslegine 6zel birebir ingilizce - ilk 15 dakikalik tanisma goriismesi licretsiz 7



MUSTERi YONETIMIi 12 HAZIR E-POSTA Y YTK Academy

04 sik kullanilan ciimleler (devam)

Is there anything else | can help you

. . . 5
with? Yardimci olabilecegim baska bir sey var mi?

Sizinle ¢alismaya gercekten deger

9 We really value your business. .
verilyoruz.

10 Please don't hesitate to reach out. Litfen bana ulasmaktan ¢ekinmeyin.

Gelecek hafta sizinle tekrar iletisime

11 I'll follow up with you next week. o
gececegim.

Sadik bir misterimiz oldugunuz icin
tesekkdurler.

05 Sikyapilan hatalar -

13 X We-are-sorry-foranyineonvenienee:
v I'm sorry about the wrong delivery.
Kalip 6zir yerine sorunu adiyla an.

12 Thank you for being a loyal customer.

14 X HHshetourfaultthesupplierwasiate:
v The delay was caused by a supplier problem. Here's what we're doing.
Suc¢ atmak yerine nedeni ve ¢6zimu yaz.

15 X AstsaicHn-my-previodus-email—
v Justtorecap:...
"Daha once soyledigim gibi" sitem gibi okunur.

16 X Yeou-mustrenew-yourcontractbefore-15-Mareh:
v Your contract renews on 15 March. Shall we go through the options?
"Must" musteriye emir gibi gelir.

17 X Unfertunately,-we-have-torise-theprices:

v From 1January, our prices will increase by 4 percent.
Dogru fiil "raise" ya da "increase"; karari net ve tarihiyle yaz.
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\ Al ¢ YA MUSTERI YONETIMIi 12 HAZIR E-POSTA Y YTK Academy

BU KAYNAKLA NRSIL GALISMALI?

Sablonu kopyala, sari isaretli yerleri doldur. Her e-postada musteriye 6zel en az
bir cimle olsun.

0 Kotl haberi (gecikme, fiyat artisi) ilk iki cimlede ver; sonra ¢6ziimii ve tarihi
yaz.

e Sikayete ayni glin cevap ver; ¢6zum hazir degilse bile ne zaman donecegini
bildir.

KENDi NOTLARIN

YTK 107 - PAZARLAMA & SATIS

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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