IMMIB-INGILIZCE TICARI
YAZISMALAR EGITIMI

DOG. DR. EBRU NERGIZ




OZGECMISIM

Lisans: istanbul Universitesi iktisat FakUltesi Uluslararasi liskiler

Yiiksek Lisans: Bournemouth University, ingiltere, Uluslararasi Isletmecilik
Doktora: istanbul Universitesi Avrupa Birlidi

Docentlik: Avrupa Birligi

Tekstil sektérunde dis satis temsilcisi olarak calistim. 18 yildir dgretim Uyesiyim.

Istanbul Gelisim Universitesi Uygulamali Bilimler Fakultesi'nde Uluslararasi
Ticaret ve Finansman BAlUm Baskani ve Uluslararasi Ticaret ve Lojistik
Anabilim Dali baskaniyim.

Uzmanhk alanim: Uluslararasi ticaret, uluslararasi pazarlaoma ve Avrupa Birligi
E-mailim:

Instagram: doc.dr.ebrunergiz
Linkedin: Ebru Terazi Nergiz



mailto:energiz@gelisim.edu.tr

KAYNAK KITAPLAR

» _Turkce- Ingilizce Ticari Ingilizce El Kitabi Ceviren: Artun
Altiparmak ABC Kitabevi

» - Business English Oxford University Press




EGITIMIN ICERIGI

» - |ngilizce Dis Ticaret Terimleri
» -Yazisma Formatlari
» -Ornek Yozismalar

» _[s Ingilizcesi
» -Telefon Gorusmeleri




INGILIZCE DIS TICARET TERIMLERI

-A-

ACCOUNT

Hesap
ACCOUNTING
Muhasebe
AIRWAY BILL (AWB)

Hava konsimentosu, tasima belgesi




AMOUNT

Miktar

ARRANGE THE DOCUMENTS
Belgelerin diizenlenmesi
ARTICLE

Mal

ASSOCIATION

Dernek, birlik



-B-

BILL OF EXCHANGE

Kambiyo senedi

BILL OF LADING (B/L)

Konsimento, tasima belgesi, malin tasinmayla ilgili bilgilerini iceren belge
BOND

Tahvil, borc senedi




BRANCH
Sube

BUY
Almak

BUYER
AliCl



-C-

CERTIFICATE OF ORIGIN

Malin menseini, hangi Ulkede Uretildigini gdsteren belge
CHEAP

Ucuz

CLAUSE

Kanuni bir metnin maddesi, sart, anlasma maddesi




CLOSE THE CAMBIO ACCOUNT

Kambiyo hesabinin kapatimasi

COMMERCE

Ticaret, mal ve hizmet alimi, satimi

COMMERCIAL

Ticari



COMMERCIAL INVOICE

Ticari fatura

COMPETITION
Rekabet

COMPETITIVE
Rekabetci



CONFIRM

Teyit etmek, onaylamak

CONSIGNEE

Alici, mal gonderilen kimse

CONSIGNOR

Safici, mall gdonderen kimse



COST

Fiyat (maliyet+kar), tretim icin 6denen para

COUNTRY
Ulke

CUSTOMER
MUsteri




CUSTOMS

Gumruk

CUSTOMS CLEARANCE

GUmrUk muayenesi, gumruk islemleri

CUSTOMS ENDORSEMENT

GUmrUk onayi




DEMAND
Talep

DELIVER

Teslim etmek

DELIVERY

Teslim, sevkiyat



-D-
DATE
Tarih

DECLARE

Beyan etmek

DECLARATION

Beyan



» DESCRIPTION OF THE GOODS
» Mallarin cinsi, fanimi
» DISCOUNT

» |ndirim

» DRAFT

= Bir banka ya da muosteri tarafindan para édenecegini gosteren yazili emir,
police




_E-
ENCLOSE

Zarf icinde ya da beraberinde dokiiman gondermek

EXCHANGE

Doviz

EXPENSIVE
Pahal




EXPORT

lhrac etmek

EXPORTER

lhracatc




-F-
FAVOURABLE PRICE
Makul fiyat, kabul edilebilir fiyat

FOREIGN TRADE

Dis ticaret

FREIGHT

Navlun (tasima bedeli)




FRANCHISING

Franchise verme, isim hakki verme

FREIGHT FORWARDER

Bir malin gondericisinden alicisina teslimine kadar lojistikle ilgili ttim
faaliyetleri gerceklestiren firma




G-
GOODS

Mallar

GROSS WEIGHT
Brot agirlik

GUARANTEE

Garanti, teminat



_H-
HEAD OFFICE

Merkez ofis, bluro

IMPORT

ithal etmek

IMPORTER
ithalatcl




INSURANCE

Sigorta, sigorta bedeli

INTERNATIONAL TRADE

Uluslararasi ticaret

INVOICE

Fatura



ITEM

Kalem, tane (mal)

|-
LETTER OF CREDIT
Akreditif mektubu

LOGISTICS
Lojistik



M-
MAKE A CONTRACT

Sozlesme yapmak

MAKE A DISCOUNT

Indirim yapmak

MAKE A LOSS

Zarar etmek



MAKE A PROFIT

Kar etmek

MANAGER

Muaddar, yOnetici

MANUFACTURE

Makine ile imal etmek, uretmek




MARKET

Pazar

MARKETING

Pazarlama

MOVEMENT CERTIFICATE

Dolasim belgesi



-N-
NEED
Ihtiyac

NET WEIGHT
Net agirlik

-|-
LOSS
arar



LOWER PRICE
DUsuUk fiyat

LESS VALUE
DUsuk deger, gercek fiyatinin altinda

LICENSING

Lisans verme




_O-
OFFER
Teklif

ORDER

Siparis, siparis vermek, talimat

ORIGIN

Mense, koken




-P-
PACK
Paketlemek

PACKING
Paketleme

PACKING LIST

Ceki listesi, paketleme listesi, mallarnn yuklemeyle ilgili detayl bilgilerini, enini,
boyunu, agirhgini, kilosunu, koli adedini iceren belge




PALLET

Palet, mallarnn bir arada tek bir birim olarak tasinmasini saglayan plastik, metal
veya ahsaptan yapilan tasinabilir alcak platform

PAY
Odemek

PAYMENT

Odeme



PLACE AN ORDER

Siparis vermek

PREFER

Tercih etmek

PREFERENTIAL TRADE
Tercihli, ayricalikl ticaret, ticarette birtakim kolayliklar saglamak



PREPARE THE GOODS

Mallarnn hazirlanmasi

PRICE
Fiyat

PRODUCE

Uretmek



PRODUCER

Uretici

PROFIT

Kar

PROFORMA INVOICE

Ornek fatura



PURCHASE

Satin almak

“R-
RECEIVE

Almak, eline gecmek

REQUEST

Rica etmek, istemek



REPLY

Cevap vermek

REMITTANCE OF EXCHANGE

Dovizin gelisi, doviz havalesi

_Q_
QUANTITY
Miktar




QUALITY

Kalite

QUOTA

Kota, ithalata konan sinirlama

QUOTATION
Fiyat bildirimi




QUOTE

Fiyat vermek, fiyat bildirmek

SALES
Satis

SAMPLE

Numune, ornek



SEND

Gondermek

SEND THE GOODS

Mallarn gondermek

SELL

Satmak



SELLER

Saticl

SHIP

Gemi, yuklemek, gondermek

SHIP THE GOODS

Mallarn gondermek




SHIPMENT

Yukleme (gemiye), sevkiyat

SINGLE TAX NUMBER

Tek vergi numarasi

STORE

Magaza, dUkkan



SUPPLY

Tedarik etmek, saglamak, arz

SUPPLIER
Tedarikci



-T-

TAX

Vergi
TRADE
Ticaret
TRANSPORT

Tasima



» TRIAL ORDER

®» Deneme Siparisi
» -J-

» URGENT

» Acll

» URGENTLY

» Acil olarak




-V-
VOUCHER
Makbuz, fis, dekont

“\W-
WAREHOUSE
Depo
WEIGHT
Agirlik



CONFIRMATION OF RECEIPT

Gentlemen,

Thank you very much for your offer concerning ....dated....which we immediately passed on
to our technical department for their consideration.

Please be patient for several days; we will reply as soon as possible.

Sincerely yours,



INGILIZCE TICARI YAZISMA FORMATI

Giriste:

Dear Sir/Madam,
Dear Sir,

Dear Madam,

Dear Mrs. Nergiz,
Dear Ebru,

Baslarken:

| hope you are fine.

| hope this e-mail finds you well.
Bitirirken:

Please confirm.

Please reply as soon as possible.
With our best regards,

Yours faithfully,



IFE CEVAP REPLY TO OFFER

ALINDIGINI TEYIT ETME CONFIRMATION OF RECEIPT

Sayin Baylar, Gentlemen,
..... ailigkin..... tarihli teklifinize tesekkur Thank you very much for your offer
ederiz. Teklifinizi incelemeleri icin hemen concerning ....dated....which we

teknik servisi

Latfen bigkac gln sabrediniz; mumkin olan
en kis/’zamanda cevap verecegiz. Please be patient for several days; we will
reply as soon as possible.

ize gonderdik. Immediately passed on to our technical
department for their consideration.

larmizia,
Sincerely yours,



ATIVE REPLY

Gentlemen:
We acknowledge receipt of your offer and thank you.

Unfortunately, it does not meet our expectations, as the prices quoted are considerably
higher than those for comparable merchandise of other firms.

We regret ot being able to give you a more favorable reply.

Sincerely yours,



OLUMSUZ CEVAP
Sayin bayilar,

Verdiginiz fiyatlar diger firmalarnn benzer
mallarina gore hayli yuksek oldugu igin
teklifiniz maalesef, beklentilerimize uygun
dusmemektedir.

Size olumly bir cevap veremedigimiz igin
UzgUniuz

Saygyarimiziaq,

Teklifinizi aldigimizi bildirir, tegekkur ederiz.

NEGATIVE REPLY

Gentlemen:

We acknowledge receipt of your offer and
thank you.

Unfortunately, it does not meet our
expectations, as the prices quoted are
considerably higher than those for
comparable merchandise of other firms.

We regret not being able to give you a more
favorable reply.

Sincerely yours,



IVE REPLY

Gentlemen:

On the basis of your offer dated ....we enclose Purchase Order No... for the specified goods
at the prices and terms of payment quoted.

We have set ...as the delivery date.

Sincerely yours,

Encl@gsure:
1 Plrchase Order




LU CEVAP POSITIVE REPLY

Sayin Baylar, Gentlemen:

..... tarihli teklifinize dayanarak, verilen On the basis of your offer dated ....we
fiyatlar ve 6deme kosullarina gore belirlenen  enclose Purchase Order No... for the
mallarla ilgili .....No.lu siparis listemizi ilisikte specified goods at the prices and terms of
sunuyoruz. payment quoted.

Teslim tarihi .....olarak saptanmistir. We have set ...as the deliverely date.
Saygilanmiziq, Sincerely yours,
Enclosure:

iparis listesi 1 Purchase Order



ST FOR A CHANGE IN OFFER

Gentlemen:

In the offer of ....received by us, you have unfortunately failed to indicate the minimum
quantity we would have to order.

Wouldyou, therefore, kindly let us have a revised offer. Also state what guarantees, if any, are
included.

Sincergly yours,



IFTE DEGISIKLIK YAPILMASI iSTEGI

Sayin Baylar,

Bize vlasan ....tarihli teklifinizde, maalesef
vermemiz gereken asgari siparis miktarini
belirrmemissiniz.

Dolayisiyla, bize yeniden gozden gecirilmis
bir teklif yollamanizi rica ederiz. Bu arada,
eger varsg,’ hangi garantileri verdiginizi de
belirtiniz

rrmiziaq,

REQUEST FOR A CHANGE IN OFFER

Gentlemen:

In the offer of ....received by us, you have
unfortunately failed to indicate the minimum
qguantity we would have to order.

Would you, therefore, kindly let us have a
revised offer. Also state what guarantees, if
any, are included.

Sincerely yours,



ST FOR A CHANGE CANNOT BE MET

Gentlemen:

In your letter of .....you requested amendments in our offer of.....concerning conditions of
payment.

We must, however, inform you that other terms of payment along the lines desired by you are
unfortunately not possible.

uch regret this, but would have to reject the order should you insist on the changes

Sincefely yours,



DEGISIKLIK ISTEGININ KABUL EDILEMEMESI

Sayin Baylar,

.....tarihli mektubunuzda odeme kosullarina
iliskin ....tarihli teklifimizde degisiklikler
yapilmasini istiyorsunuz.

Ancak, istemis oldugunuz dogrultuda baska
bir odeme kosulunun mumkun olmadigini
k zorundayiz.

Belirttigiriz degisikliklerde israr ettiginiz
takdirde siparisinizi yerine
getiremeyecegimiz i¢cin ¢ok uzgunuz.

Saygillarmiziq,

REQUEST FOR A CHANGE CANNOT BE MET

Gentlemen:

In your letter of .....you requested amendments
In our offer of.....concerning conditions of
payment.

We must, however, inform you that other terms
of payment along the lines desired by you are
unfortunately not possible.

We very much regret this, but would have to
reject the order should you insist on the
changes specified.

Sincerely yours,



ST CAN BE MET

Gentlemen:
We agree to the amendments to our offer as requested in your letter of ....
We will execute your order promptly in accordance with your instructions.

Sincerely yours,




IN KABUL EDILMESI REQUEST CAN BE MET

Sayin Baylar, Gentlemen:

....Iarihli mektubunuzda istediginiz, We agree to the amendments to our offer as
teklifimizle ilgili degisiklikleri kabul ediyoruz. requested in your letter of ....

Siparisinizi verdiginiz talimata gore hemen We will execute your order promptly in
yerine getirecegiz. accordance with your instructions.

Saygilanmyziq, Sincerely yours,




EST CAN BE PARTIALLY MET

Gentlemen:
Inyour letter of...you have asked for certain amendments to our offer.

Insofar as it was possible to revise our original offer, we have included these amendments in
the enclosed offer.

We hope this will be of service to you.

Sincefrely yours,

Enclosure:
Offer




ISTEGIN KISMEN KABUL EDILMESI

Sayin Baylar,

....tarihli mekiubunuzda teklifimizde bazi
degisiklikler yapilmasini istiyorsunuz.

Esas teklifimizi mumkun oldugu kadar gozden
gecirip, bu degisiklikleri ilisikte sundugumuz
teklife koymus bulunuyoruz.

Bunun size yararh olacagini umit ediyoruz.

Teklif mektubu

REQUEST CAN BE PARTIALLY MET

Gentlemen:

Inyour letter of...you have asked for certain
amendments to our offer.

Insofar as it was possible to revise our original
offer, we have included these amendments
in the enclosed offer.

We hope this will be of service to you.

Sincerely yours,

Enclosure:
1 Offer




REFERANS ISTEKLERI
REQUEST FOR REFERENCES

FROM THE BUSINESS PARTNER

Gentlemen:

We wish to thrank you for the order sent to us.

As we haye not done business with you before, we should appreciate it if you would send
| references.

erstand that this is merely a routine procedure.

yours,



SLEKTASTAN FROM THE BUSINESS PARTNER

Sayin Bayilar, Gentlemen:

Bize gonderdiginiz siparis icin tesekkur We wish to thank you for the order sent to us.
Sl As we have not done business with you
Sizinle daha once ¢alismadigimizdan, bize before, we should appreciate it if you would
birkac referans bildirmenizi rica ediyoruz. send us several references.

Bu alisilagelén bir islem oldugundan lutfen Please understand that this is merely a
anlayisla kKarsilayiniz. routine procedure.

imiziq, Sincerely yours,



A THIRD PARTY

Gentlemen:
We are planning to do business with the firm of...

We have been informed that you have had business connections with this firm for many years
and we would appreciate it if you could advise us about their business practices.

We wish to assure you that this matter will be treated in strict confidence, and we shall be
iprocate the favor at any time.

Sincergly yours,



UCUNCU BiR SAHISTAN

Sayin Baylar,
.....firmasityla ¢calismayi planlyoruz.

Bu firmayla yillardrr is iliskilerimizin oldugunu
haber almis bulunmaktayiz; onlarin calisma

usulleriyle ilgili bilgi verebilirseniz mutesekkir
kalinz.

Bu konunun kesinlikle gizli tutulacagi
hususunda sizi temin ederiz; bu yardiminiza
herhapgi bir zamanda karsihik vermekten
olacagiz.

Saygillanmizia,

FROM A THIRD PARTY

Gentlemen:
We are planning to do business with the firm of...

We have been informed that you have had
business connections with this firm for many years
and we would appreciate it if you could advise us
about their business practices.

We wish to assure you that this matter will be
treated in strict confidence, and we shall be glad
to reciprocate the favor at any time.

Sincerely yours,



TO REQUEST FOR REFERENCES
POSITIVE REFERENCE

Gentlemen:

We have received your inquiry concerning...

alings with this firm, we have had only the best
expeyience and can highly recommend them. The firm is well
managed and well versed in its field. To date, we have had no
difficulties.

hope this is of some help to you.

incerely yours,




RANS ISTEKLERINE CEVAP

OLUMLU REFERANS

Sayin Baylar,

....ile ilgili bilgi isteyen mektubunuzu aldik.

Bu firmayla ¢calismalarimiz her yonuyle

mukemmel bir sekilde suregelmis olup onlari

size kesiflikle tavsiye edebiliriz. Bu firma iyi

G ektedir ve kendi alaninda genis
yoeye sahiptir. Buglne kadar herhangi

bir yorunumuz olmamustir.

By bilgilerin size yararh olacagini umariz.

ygillarmiziq,

REPLY TO REQUEST FOR REFERENCES

POSITIVE REFERENCE

Gentlemen:
We have received your inquiry concerning...

In our dealings with this firm, we have had
only the best experience and can highly
recommend them. The firm is well managed
and well versed in its field. To date, we have
had no difficulties.

We hope this is of some help to you.

Sincerely yours,



IVE INFORMATION

1. Gentlemen:

In answer to your inquiry concerning....we regret to inform you that our experience with them
has been most unfavorable. The management proved to be most unreliable. Therefore, we
terminated business relations with them two months ago.




OLUMSUZ REFERANS

1.

....lle ilgili bilgi isteyen mektubunuza cevap
olarak, onlarla olan iliskilerimizden ¢ok kotu
sonu¢ aldigimizi Uzulerek bildiririz.
Yoneticilerine hi¢ guvenilmeyecegi ortaya
cikmistir. Dolayisiyla, onlarla olan is
iliskilerimize iki ay once tarafimizdan son
verilmistir.

Sayin Baylar,

ri size ¢ok gizli tutulmak kaydiyla ve
konuyu azami dikkatle ele alacaginiz
dusyncesiyle veriyoruz.

Saygilanmizia,

NEGATIVE INFORMATION

1. Gentlemen:

In answer to your inquiry concerning....we
regret to inform you that our experience with
them has been most unfavorable. The
management proved to be most unreliable.
Therefore, we terminated business relations
with them two months ago.

This information is supplied to you in strict
confidence and on the understanding that
you will treat it with the utmost discretion.

Sincerely yours,



Gentlemen:

In reply to your inquiry, we must unfortunately inform you that our experience with them has
been most unsatisfactory.

Deadlines were not kept. We could collect only by bringing stit. We no longer do business
with this firm

ask you to kindly treat this information as strictly confidential.

Sincergly yours,



i.....firmasi

Sayin Baylar,

Bilgi isteyen mektubunuza cevap olarak
onlarla olan iliskilerimizden son derece kotu
sonu¢ aldigimizi maalesef size bildirmek
zorundayiz.

Son 6deme tarihlerine uyulmamistir. Paramiz
ancak mahkeme yoluyla alinabilmistir. Bu
arhk is yapmamakitayiz.

ileri ¢ok gizli kaydiyla kullanmanizi
rica/ederiz.

Saygillanmiziq,

2. Re: Firm...

Gentlemen:

In reply to your inquiry, we must
unfortunately inform you that our experience
with them has been most unsatisfactory.

Deadlines were not kept. We could collect
only by bringing stit. We no longer do
business with this firm.

We would ask you to kindly treat this
information as strictly confidential.

Sincerely yours,



SSIBLE TO PROVIDE REFERENCES

Re: Firm...

Gentlemen:

We cannot supply you with any information on this firm, as they are unknown to us.
We are sorry we cannot be of service.

Sincerely yours,




ANS VERMEK OLANAKSIZ

..... firmasi
Sayin Baylar,

Bu firmayir tanimadigimiz i¢in size onlarla
ilgili herhangi bir bilgi veremiyoruz.

Size yardimci olamadigimiz igin uzgunuz.

NOT POSSIBLE TO PROVIDE REFERENCES

Re: Firm...
Gentlemen:

We can not supply you with any information
on this firm, as they are unknown to us.

We are sorry we cannot be of service.

Sincerely yours,



KOSULLAR
TERMS

QUANTITY

Gentlemen:
We have received your request for our terms.

Because ofour low prices, a minimum order of....is required. We could also agree on an
annual grder in the amount of....which could be delivered in partial shipments of at least....

If thesg quantities are not accepted in full, the price will be based on the delivered amounts
/..% of the amount of invoice.

We' hope you will understand our reasons for this arrangement.

Sincerely yours,



Sayin Baylar,

Kosullarmizla ilgili bilgi isteginizi iceren
mektubunuzu aldik.

Fiyatlannmiz dusuk oldugu i¢in asgairi...’lik bir
siparis verilmesi gerekmektedir. Asgari ...’lik
partiler halinde gonderilebilecek, toplam
yillik tutar /....olan bir siparis Uzerinde de
anlasabifiriz.

miktarlar tam olarak
Imeyecekse, fiyat gbnderilen mala
fatyra tutarinin %......i eklenerek tespit
edilecektir.

duzenlemeden dolayi bizi anlayisla
arsilayacaginizi umuyoruz.

ygillarmiziq,

QUANTITY

Gentlemen:

We have received your request for our
terms.

Because of our low prices, a minimum
order of....is required. We could also
agree on an annual order in the amount
of....which could be delivered in partial
shipments of at least....

If these quantities are not accepted in full,
the price will be based on the delivered
amounts plus....% of the amount of
invoice.

We hope you will understand our reasons
for this arrangement.

Sincerely yours,



NG

Gentlemen:

The goods you ordered will be shipped in special crates. The packing charge is included in
the price. Return of the crates is not necessary.

Sincerely yours,




LAJLAMA PACKING

Sayin Baylar, Gentlemen:

Siparis verdiginiz mallar ozel sandiklarla sevk  The goods you ordered will be shipped in
edilecektir. Ambalajlama masrafi fiyata special crates. The packing charge is
dahildir. Sandiklan geri yollamaniz gerekli included in the price. Return of the crates is
degildir. not necessary.

Saygilanmzia, Sincerely yours,




TERMS OF PAYMENT

1. Gentlemen:

We would like to add in connection with our offer dated....that in the case of
customers with whom we have had no previous experience we deliver c.o.d.
only.

Sincerely yours,



E KOSULLARI

Sayin Baylar

...... tarihli teklifimizle ilgili olarak, daha
once hi¢c calismadigimiz musterilerin
siparislerini ancak tesliminde odenmesi
kosuluyla yolladigimizi ilave etmek isteriz.

Saygilarimiz

TERMS OF PAYMENT

1. Gentlemen:;

We would like to add in connection with our
offer dated....that in the case of customers
with whom we have had no previous
experience we deliver c.o.d. only.

Sincerely yours,



2. Gentlemen:

In reply to your inquiry concerning our terms of payment, we would like to inform you as
follows:

Our conditions are ..... % discount on cash payment, or net price within....days.

Sincerely yours,




2. Sayin Bayilar,

Odeme kosullarnmizla ilgili mekiubunuza
cevap olarak size asagidaki bilgiyi vermek
Istiyoruz:

Kosullanmiz, pesin odemede %.....indirim ya
da .....gun icinde odenmek Uzere net fiyattr.

Saygilari

2. Gentlemen:

In reply to your inquiry concerning our terms
of payment, we would like to inform you as
follows:

Our conditions are ..... % discount on cash
payment, or net price within....days.

Sincerely yours,



ACCEPTANCE OF AN ORDER

Gentlemen:

We wish to confirm receipt of your order of .... for the
shipment of ....

We will dispatch the goods to you as per our agreed
schedule of delivery . Shipment will be made in
accordance with the conditions of our offer dated ....

We are certain you will be successful with these goods.
Sincerely yours,




SIPARISIN KABULU
Sayin Baylar,

sevkiyatiyla ilgili ... tarihli
siparisinizi aldigimizi bildirmek
isteriz.

llarin size kararlastiriimis
teslimat planimiza yogun olarak
gonderecegiz. Sevkiyat ... tarihli
teklifinizde yer alan kosullara
uygun olarak yapilacaktir.

Bu mallarla basarili bir sonug
elde edeceginize eminiz.

saygilarimizia,

ACCEPTANCE OF AN ORDER
Gentlemen:

We wish to confirm receipt of your
order of .... for the shipment of ...

We will dispatch the goods to you
as per our agreed schedule of
delivery. Shipment will be made in
accordance with the conditions of
our offer dated ....

We are certain you will Dbe
successful with these goods.

Sincerely yours,



REJECTION OF AN ORDER

Gentlemen,
We have received your order for shipment dated ...

Unfortunately,we must inform you that at present we are
not in a position to deliver your order as specifed . For the
next ... months our entire production is sold out.

Please let us know if you are interested in a shipment in
the month of ...

We regret not being able to meet your order at the present
time .

Sincerely yours,



SIPARISIN REDDI
Sayin Baylar,

Sevkiyat talimatinizi iceren .... tarihli
siparisinizi aldik.

Maalesef, su anda siparisinizi belirtilen
sekilde teslim edebilecek durumda
olmadigimizi bildirmek zorundayiz.
Ondimiizdeki ... ay i¢in Uretimimizin timu
atilmistir.

. ayinda yapilabilecek bir sevkiyat size
uygun geldigi takdirde bildirmenizi rica
ederiz.

Siparisinizin su anda karsilayamamaktan
oturd uzgunuz.

Saygilarimizla,

REJECTION OF AN ORDER
Gentlemen,

We have received your order for shipment
dated...

Unfortunately,we must inform you that at
present we are not in a position to deliver your
order as specifed . For the next ... months our
entire production is sold out.

Please let us know if you are interested in a
shipment in the month of ...

We regret not being able to meet your order at
the present time .

Sincerely yours,



PLACING AN ORDER

1. Gentlemen,

Reffering to your offer fo .... we would like to send you the following
order:

.... items at ... The articles should conform to those described in your
brochure and to the samples you send us.

We expected delivery free of charge by ... Packaging is to be in boxes
(...) and with no extra charge.

Remittance will be made upon receipt and inspection of the goods.

Please confirm this order.
Sincerely yours,




SIPARIS VERME
1. Sayin Baylar,

.... tarinhli teklifinizle ilgili olarak size su
siparigi vermek istiyoruz:

... fiyattan .. adet . Gbéndereceginiz
mallar broslirinuzdeki tarifelere ve bize
yolladiginiz numunelere uygun olmalidir.

eslimatin tasima ucreti alinmaksizin ...

tarinine kadar gerceklesmesini
istiyoruz. Ambalajlama sandiklarla (...)
yapllacak ve ayri bir ucret
alinmayacaktir.

Odeme, mallar  teslim  alinip
incelendikten sonra yapilacaktir.

Lutfen bu siparisi teyit ediniz.
Saygilarimizia,

PLACING AN ORDER
1. Gentlemen,

Reffering to your offer fo .... we would
like to send you the following order:

... items at ... The articles should
conform to those described in your
brochure and to the samples you send
us.

We expected delivery free of charge by
... Packaging is to be in boxes (...) and
with no extra charge.

Remittance will be made upon receipt
and inspection of the goods.

Please confirm this order .
Sincerely yours,



PLACING AN ORDER

2. Gentlemen,

With reference to your offer of ... please send us a shipment of ...
The shipment must be sent f.o.b. ... by ... Payment will be made
upon receipt of the goods with a discount of ...% for cash payment.

As agreed, we will receive a discount of ... % if the packing material
is returned to you with in .. weeks from the date of invoice.

Please send us a brief confirmation of this order. If shipments are
received in perfect condition, you may count on regular orders from
us.

Sincerely yours,



SiPARIS VERME
2. Sayin Baylar,

...tarihli teklifinizle ilgili olarak bize
...gondermenizi rica ederiz. Sevkiyat ...
tarihine kadar f.o.b. olarak ..’e
yapilacakti. Odeme mallarin teslim
alinmasindan sonra % ... pesin 6deme
indirimi hesaba katilarak yapilacaktir.

Aramizdaki anlasma geregince, ambalaj
malzemeleri fatura tarihinden itibaren
hafta icerisinde size iade edildigi takdirde
%... indirim almamiz gerekmektedir.

Bu siparisi teyiden kisa bir cevap
yazmanizi rica ederiz. Sevkiyati mikemmel
bir durumda aldigimiz takdirde bizden
devamli  siparis alacaginiza emin
olabilirsiniz.

Saygilarimizla.

PLACING AN ORDER
2. Gentlemen,

With reference to your offer of ... please
send us a shipment of ... The shipment
must be sent f.0.b. ... by ... Payment will
be made upon receipt of the goods with a
discount of ...% for cash payment.

As agreed, we will receive a discount of ...
% if the packing material is returned to you
with in .. weeks from the date of invoice.

Please send us a brief confirmation of this
order. If shipments are received in perfect
condition, you may count on regular orders
from us.

Sincerely yours,



NOTICE OF BEGINNING OF PRODUCTION

Gentlemen,

With reference to your order dated .. for a shipment of .. We wish to

inform you that the goods you ordered are in production and will be
ready for shipment by.

Please let us know how you wish this order to be shipped.
Sincerely yours,




URETIMIN BASLADIGINI BILDIRME

Sayin Baylar,

. tarihli .... gonderilmesine iligkin
sipariglerinizle ilgili olarak, siparig
verdiginiz mallarin su anda

uretiimekte olduklarini ve ... tarihine
kadar gondermeye hazir olacaklarini
size bildirmek isteriz.

nasil gonderilmesini
bildirmenizi rica

Bu siparisin
istediginizi bize
ederiz.

Saygilarnmia,

NOTICE OF BEGINNING OF

PRODUCTION
Gentlemen,

With reference to your order dated ..
for a shipment of .. We wish to inform
you that the goods you ordered are in
production and will be ready for
shipment by.

Please let us know how you wish this
order to be shipped.

Sincerely yours,



NOTIFICATION OF SHIPMENT

Gentlemen,

We wish to inform you that your order No... dated ... has been
shipped today.

The goods were shipped by truck through .. (company), f.o.b. ..

We hope you will be satisfied with this shipment and we look
forward to additional orders from you.

Sincerely yours,




SEVKIYATIN BILDIRILMESI
Sayin Baylar,
... No.lu, ... tarihli siparisinizin
bugin sevk edildigini size
bildirmek isteriz.

allar ... (sirketin  ad),

araciliglyla, kamyonla ... ‘a f.o0.b.
olarak sevk edilmistir.

Bu sevkiyatin memnun
kalacaginizi umar, baska
siparislerinizi de bekleriz.

Saygilarimizla,

NOTIFICATION OF SHIPMENT
Gentlemen,

We wish to inform you that your
order No. dated ... has been
shipped today.

The goods were shipped by truck
through .. (company), f.0.b. ..

We hope you will be satisfied with
this shipment and we look forward
to additional orders from you.

Sincerely yours,



INVOICING

Gentlemen,

You order was shipped today.

Enclosed you will find the invoice for the complete shipment
We would be very pleased to be of service to you again.
Sincerely yours,

Enclosure

1 invoice




FATURALAMA INVOICING

Sayin Baylar, Gentlemen,

Siparisini bugin yollanmistir. You order was shipped today.

Sevkiyatin tiumine ait fatura Enclosed you will find the invoice for the
ilisiktedir. complete shipment

We would be very pleased to be of service

ize tekrar hizmet edebilmekten _
to you again.

cok memnun kalacagz.

Sincerely yours,
Saygilarnmia, v

EK
1 Fatura

Enclosure

1 invoice




CONFIRMATION OF RECEIPT OF MERCHANDISE

Gentimen,

The shipment goods which you announced in your letter of ...
arrived today.

An immediate examination of the shipment indicated that it is in
order.

Sincerely yours,




MALLARIN ALINDIGINI TEYIT ETME

Sayin Baylar,

...tarihli mektubunuzda haber
verdiginiz mallar bugun gelmistir.

erhal yapilan incelemede
sevkiyatin dizenli oldugu
gorulmustur.

Saygilarimizla,

CONFIRMATION OF RECEIPT OF
MERCHANDISE

Gentimen,

The shipment goods which you
announced in your letter of .....
arrived today.

An immediate examination of the
shipment indicated that it is in
order.

Sincerely yours,



DELAY IN DELIVERY

1. Gentlemen,

According to the purchase contract dated ... the products should
have been delivered by .. at the latest.

Unfortunately, we have not as yet received the shipment, nor have
we received any noticed of shipment,

As we need the goods urgently, we will set as deadline for delivery.
If you do not deliver by this time , we must cancel this order.

Sincerely yours,




TESLIMDE GECIKME
1. Sayin Baylar,

.... tarihli satin alma sozlesmesine
gore mallar en ge¢ ...” e kadar
teslim edilmesi gerekiyordu.

Su ana kadar sevkiyat Dbize
ulasmadig gibi ne yazik ki sevkiyatla
IIgii herhangi bir haber de alamadik.

u mallarin acilen ihtiyacimiz
oldugundan .... tarihini son teslim
gunu olarak kabul ettigimizi bildiririz.
O tarihe kadar mal teslim
etmediginiz taktirde siparisi iptal
etmek zorunda kalacag)z.

Saygilarimizia.

DELAY IN DELIVERY
1. Gentlemen,

According to the purchase contract
dated ... the products should have been
delivered by .. at the latest.

Unfortunately, we have not as yet
received the shipment, nor have we
received any noticed of shipment,

As we need the goods urgently, we will
set as deadline for delivery. If you do
not deliver by this time , we must cancel
this order.

Sincerely yours,



2. Gentlemen,

In out letter dated ...we gave you a deadline for the delivery of our
order . Unfortunately you have not been able to keep this deadline .

Therefore, our order is hereby cancelled.

Sincerely yours,




2. Sayin Baylar,

...tarihli mektubunuzda
siparisimizle ilgili son teslim
gununu size bildirmistik.
Maalesef, bu son teslim
unune uymamis
bulunuyorsunuz,

Bu nedenle, siparisimizi bu
mektubumuzla iptal ediyoruz.

Saygilarimizla,

2. Gentlemen,

In out letter dated ...we gave
you a deadline for the
delivery of our order
Unfortunately you have not
been able to keep this
deadline .

Therefore, our order is

hereby cancelled.

Sincerely yours,



3. Gentlemen,
We must inform you that we will not accept the goods ordered.

You did not meet our deadline regarding the date of delivery as per
our letter dated....

Because of this, we were forced to cover our needs elsewhere . We
are enclosing a bill for additional cost incurred by us, and request
that you forward the amount promptly.

Sincerely yours,
Enclosure:

1 Purchase Order




3. Sayin Baylar,

Siparis ettigimiz mallar kabul
etmeyecegimizi size bildirmek
zorundayiz.

... tarinli mektubumuzda belirtilen son
teslim tarihine uymamisg
bulunuyorsunuz.

u nedenle ihtiyacimizi baska bir yerden
saglamak zorunda kaldik. Tarafimizdan
Odenen ilave masraflarla ilgili bir
faturayl, bedelini bize hemen havale
etmeniz ricasiyla ilisikte sunuyoruz.

Saygilarimizla,
EK:

1 Fatura

3. Gentlemen,

We must inform you that we will not
accept the goods ordered.

You did not meet our deadline regarding
the date of delivery as per our letter
dated....

Because of this, we were forced to cover
our needs elsewhere . We are enclosing
a bill for additional cost incurred by us,
and request that you forward the amount
promptly.

Sincerely yours,

Enclosure:

1 Purchase Order



DELAY IN PAYMENT

Gentlemen,

Based on your order dated ...., we turned the goods ever to the
shipping company ... on .. for delivery.

According to our terms, payment should have been made ... days after
receipt of the shipment. Unfortunately, to date we have not received
payment.

We, therefore, urgently request that you forward the amount of ... We
await confirmation of payment.

Sincerely yours,



ODEMEDE GECIKME
Sayin Baylar,
...tarihli sipariginize iliskin mallar size

teslim edilmek Uzere ... tarihinde ...
nakliyat sirketine verilmigtir.

Kosullarimiza gore 6demenin,
sevkiyatinin alinmasindan ... gln sonra

apllmasi gerekiyordu. Maalesef, bugiline

kadar s0z konusu Odeme elimize
gecmemigtir.

Dolayisiyla ... tutarindaki parayl derhal
yollamanizi rica ederiz. Odemenin
yapildigini teyit eden mektubunuzu
bekliyoruz.

Saygilarimizia,

DELAY IN PAYMENT
Gentlemen,

Based on your order dated ...., we
turned the goods ever to the shipping
company ... on .. For delivery.

According to our terms, payment
should have been made ... days after
receipt of the shipment.
Unfortunately, to date we have not
received payment.

We, therefore, urgently request that
you forward the amount of ... We
await confirmation of payment.

Sincerely yours,



SHORTCOMINGS

1.Gentlemen,

Your shipment was received on... Upon examination, we

found that ... items are missing. We assume that this was
caused by a mistake in your shipping department.

Please send the missing items immediately. Additional
shipping costs should not be charged to us.

Sincerely yours,




AKSAKLIKLAR,
Sayin Baylar,

Sevkiyatiniz ... tarihinde
teslim alinmistir. Incelendikten
sonra .. adedin /parcanin
eksik oldugu tespit edilmistir.
Bunun sevkiyat servisinizde
yapilan bir yanlisliktan
kaynaklandiginizi saniyoruz.

Eksik mallari derhal yollamanizi
rica eder, yapilacak ek sevkiyat
masraflarinin bize  fatura
edilmemesi gerektigini bildiririz.
Saygilarimizla,

SHORTCOMINGS
Gentlemen,

Your shipment was received on...
Upon examination, we found that ...
items are missing. We assume
that this was caused by a mistake
In your shipping department.

Please send the missing items
immediately. Additional shipping
costs should not be charged to us.

Sincerely yours,



REQUESTS FOR AN OFFER

1. Subjects: Business offer

Gentlemen:

As a major manufacturer of washing machines, we require
large quantities of electric motors from 0.1 to 0.5 hp.

Could you make us an offer for such motors? Please quote
your lowest price based on an annual order of .... motors.

We look forward to receiving your detalied offer.
Sincerely yours,




OFFER

TEKLIF ISTEKLERI
Konu: is TekIifi
Sayin Baylar,

Buylk bir camasir makineleri Ureticisi olarak
onemli miktarda 0,1- 0,5 beygir glclinde
elektrik motorlarina ihtiyacimiz vardir.

Bu tUr motorlar igcin bize bir teklifte bulunabilir
misiniz? Yilda ... adetlik bir siparis esas alarak
bize en dlsuk fiyatinizi bildirmenizi rica ederiz.

Ayrintili teklifini bekliyoruz.

Saygilarimizla,

REQUESTS FOR AN OFFER
1. Subjects: Business offer
Gentlemen:

As a major manufacturer of washing machines, we
require large quantities of electric motors from 0.1
to 0.5 hp.

Could you make us an offer for such motors?
Please quote your lowest price based on an
annual order of .... motors.

We look forward to receiving your detalied offer.

Sincerely yours,



2. Gentlemen:

We received your address from Mr. Black our representative in
Paris. He informed us that you manfacture various types of adding
machines. We are very interested in including your machines in our
sales program.

If you are interestd in doing business with us, we would like you to
make us an offer with full details.

We hope to hear from you soon.
Sincerely yours,



2. Sayin Baylar,

Adresinizi ... temsilcimiz olan Bay ...'den
aldik bize sizin degisik tipte hesap
makineleri arettiginizi bildirdi.
Makinelerinizi satis programimiza dabhil
etmek istiyoruz.

Bizimle is yapmak istemeniz halinde bize
ayrintili bir teklifte bulunmanizi rica ederiz.

Yakinda sizden haber almak umuduyla.
Saygilarimizia,

2. Gentlemen:

We received your address from Mr. Black
our representative in Paris. He informed
us that you manfacture various types of
adding machines. We are very interested
in including your machines in our sales
program.

If you are interestd in doing business with
us, we would like you to make us an offer
with full details.

We hope to hear from you soon.
Sincerely yours,



3. Gentlemen:

In recent years, we have introduced vaious foreign brands in Milan
and have built up a considerable market for the manufactures.

We are interested in your line which we saw exhibited in Paris.

Please send us all avaliable data on your ... We would like to point
out that we offer our customers an excellent service department
and repair facilites.

We await your reply with great interest.
Sincerely yours,



3. Sayin Baylar,

Son yillarda bircok yabanci markayi
piyasasina surdiuk ve Uretici firmalar icin
onemeli sayilacak bir pazar olusturduk.

Paris’ten sergilendigini gordugimuz
cesitleriniz ilgimizi cekmis bulunmaktadir.

Bize lGtfen UrGnUndz/Uranlerinizden ... ile
ilgili tum bilgileri yollayiniz. Bu arada
musterilerimize mikemmel servis ve onarim

kolayliklar sundugumuza dikkatinizi cekmek
isteriz.

Cevabinizi buyUk bir ilgiyle bekliyoruz.
Saygilarimizia,

3. Gentlemen:

In recent years, we have introduced vaious
foreign brands in Milan and have built up a
considerable market for the manufactures.

We are interested in your line which we saw
exhibited in Paris.

Please send us all avaliable data on your ...
We would like to point out that we offer our
customers an excellent service department
and repair facilites.

We await your reply with great interest.
Sincerely yours,



REPLY TO REQUEST FOR AN OFFER

REJECTION
1. Gentimen,
Thank you very much for your letter dated in which you expressed interest in our product

Unfortunately, we must inform you that for competitive reasons our productin line comprise only
spesific items. We do not produce the merchandise you request.

We have, there for asked... , with which we have close connections , to send you an appropiriate
offer.

We are including and illustrated folder showing the items we produce. If you are interested in
any of these please let us know. We will them send you a detailed offer including delivery dates
prices terms of payment, etc.

Sincerely yours,
Enclosure
1 folder



RED, KABUL ETMEME
1. Sayin Baylar,

Uriinlerimizle ilgilendiginizi bildirdiginizi ... tarihli

mektubunuza cok tesekkur ederiz.

Maalesef rekabet kosullari nedeniyle Uretim
alanimizin yalnizca belirli maddeleri kapsamakta
oldugunu size bildirmek zorundayiz. Istemis

)

oldugunuz mali Gretmiyoruz.

olayisiyla yakin iliskimiz olan ...’dan size uygun bir
teklifte bulunmasini istedik.

Urettigimiz mallan gdsteren resimli bir brosiri
ilisikte sunuyoruz. Eger bunlardan herhangi biri ile
ilgilenirseniz lGtfen bize bildiriniz. O taktirde size
teslim suresini fiyatlan 6édeme kosullar vb. igceren
ayrintili teklif yollayacagz.

Saygilarimizia,
Ek
1 brosur

REJECTION
1. Gentimen,

Thank you very much for your letter dated in
which you expressed interest in our product

Unfortunately, we must inform you that for
competitive reasons our productin line
comprise only spesific items. We do not
produce the merchandise you request.

We have, there for asked... , with which we
have close connections , to send you an
appropiriate offer.

We are including and illustrated folder
showing the items we produce. If you are
interested in any of these please let us know.
We will them send you a detailed offer
including delivery dates prices terms of
payment, etc.

Sincerely yours,
Enclosure
1 folder



2. Gentlemen,

We acknowledge recept of your letter of inquiry dated
.... Unfortunately, we are not in a possition a present
to make you an offer as our production is sold out for
the next ... month. A temporary increase In
production capacity is not possible.

We trust you will understand are position.
sincerely yours,



2. Sayin Baylar,

tarinli  bilgi isteginde bulunan
mektubunuzu aldik. Maalesef 6nimuzdeki
ay icin Uretimimiz tumdayle satiimig
oldugundan su anda size bir teklifte
bulunamiyoruz. Uretim  kapasitemizin

gecici olarak ylUkseltimesi mumkin
degildir.
Durumumuzu anlayisla

karsilayacaginizdan eminiz.

Saygilarimizla

2. Gentlemen,

We acknowledge receipt of your letter of
inquiry dated .... Unfortunately, we are not
in a position a present to make you an
offer as our production is sold out for the
next ... month. A temporary increase in
production capacity is not possible.

We trust you will understand are position.

sincerely yours,



3. Gentlemen,

Thank you very much for your letter of inquiry dated ..
Unfortunately, we must inform you that we do not exports.
We only supply the market in ...

All product manufactured by us are exported by .. We have
forwarded your request to them and have ask that they make
you the offer you desire. You may expected an answer from
them shortly .

Sincerely yours.



3. Sayin Baylar,

tarinli  bilgi isteginde  bulunan
mektubunuza cok tesekkulr ederiz. Ihracat
yapamadigimizi Gzilerek size bildirmek
zorundayiz. Yalnizca .. piyasasina mal
veriyoruz.

Urettigimiz tim mallar ... tarafindan ihrag
edilmektedir. Talebinizi onlara gbénderip
arzu ettiginiz teklifi size yollamalarini
istedik. Onlardan kisa slre icerisinde
cevap alabilirsiniz.

Saygilarimizla.

3. Gentlemen,

Thank you very much for your letter. Of
inquiry dated .. Unfortunately, we must
inform you that we do not exports. We only
supply the market in ...

All product manufactured by us are
exported by .. We have forwarded your
request to them and have ask that they
make you the offer you desire. You may
expected an answer from them shortly .

Sincerely yours.



4. Gentlemen,

We have received your letter of Inquiry dated
Unfortunately we are not in a position to make you a direct
offer.

For many years now we have been represented by ...
Because of a contractual agreement with this form, we can
not make direct sales in that territory .

Please direct your inquiry, with reference to this letter, to ...
Sincerely yours,




4. Sayin Baylar,

tarinli  bilgi isteginde bulunan
mektubunuzu aldik. Ne yazlk ki size
dogrudan dogruya teklifte bulunacak
durumda degiliz.

Uzun yillarsan beri ... tarafindan temsil
ediliyoruz. Bu firma ile yaptigimiz s6zlesme
nedeniyle o bélgede dogrudan satis

yapmamiz  imkansizdir.  Litfen  bu
mektubumuza atifta bulunarak .. e
basvurunuz.

Saygilarimizla.

4. Gentlemen,

We have received your letter of inquiry
dated ... Unfortunately we are not in a
position to make you a direct offer .

For many years now we have been
represented by ... Because of a contractual
agreement with this form, we can not
make direct sales in that territory .

Please direct your inquiry, with reference
to this letter, to ...

Sincerely yours,



OFFER BASED ON INQUIRY

1. Gentlemen,
Thank you for your inquiry of jeans

At the same time we enclose the sample of jeans which you requested . We can
offer you this item on the following terms:

Plastic bags in lots of 80

indmum order : 500

elivery: freight payed to border

Packing. no charge

Payment: by irrevocable letter of credit.

We would appreciate your order promise you promt service at all times.
Sincerely yours,

Enclosure
1 sample




ISTEK SONUCU YAPILAN TEKLIF
1. Sayin Baylar

... tarihli istek teklifinize tesekkir ederiz. Bu
mektupla birlikte size istemis oldugunuz ...
numunesini yolluyoruz. Bunun size asagidaki
kosullarla verebilecegimizi bildiririz.

Plastik ... ‘lik parcalar/ takimlar halinde asgari
siparis

limat: sinirda teslim
Ambalajlama: Ucretsiz
Odeme: gayri kabiliriicu Akreditif

Siparisinizi almaktan memnun olacagimizi ve
her defasinda suratli bir sekilde yerine
getirecegimizi bildiririz.

Saygilarimizla,

EK

1 numune

OFFER BASED ON INQUIRY
1. Gentlemen,
Thank you for your inquiry of jeans

At the same time we enclose the sample of
jeans which you requested . We can offer
you this item on the following terms:

Plastic bags in lots of 80

Minumum order : 500

Delivery: freight payed to border
Packing. no charge

Payment: by irrevocable letter of credit.

We would appreciate your order promise
you promt service at all times.

Sincerely yours,
Enclosure

1 sample



4, Gentlemen,

We received your inquiry about the delivery of shoes. It will not be
neccessary to send you samples , as you are familiar with the
qguality of our merchandise

Proivided your order is early enough , we will be able to ship you
100 Items quarterly.

Mr Blue of our company has informed you of prices, delivery
chedules, etc. Your references have proven satisfactory;
therefore, we can begin making shipments receipt of order.

Sinceresly yours,



4. Sayin Baylar,

gonderilmesi ile ilgili bilgi isteyen
mektubunu aldik. Mallarimizin kalitesini
zaten bildiginizden size numune yollamak
gerekmemektedir.

Siparisinizin 6nceden bildiriimesi kosuluyla
her Ug¢ ayda bir ...adet/parca yollayabilecegiz.

Calisma arkadaslarrmizdan Bay .. size
fiyatlar ve teslimat kosullar vb. ile ilgili bilgi
vermis bulunmaktadir. Verdiginiz referanslar
yeterli goérinmustur; dolayisiyla; siparisinizi
aldiktan sonra size mal goéndermeye
baslayabiliriz

saygllarimizla.

4. Gentlemen,

We received your inquiry about the delivery
of shoes. It will not be neccessary to send
you samples , as you are familiar with the
quality of our merchandise

Proivided your order is early enough , we will
be able to ship you 100 Items quarterly.

Mr Blue of our company has informed you of
prices, delivery chedukes, etc. Your
references have proven satisfactory;
therefore, we can begin making shipments
receipt of order.

Sinceresly yours,



OFFER DEVIATING FROM INQUIRY
VARIATION IN TYPE

Gentlemen:

We regret to inform you that we do not manufacture an item of the
type you desire.

However, we would like to take the liberty of enclossing a brochure of
our current line of merchandise. We would be pleased if some of
these goods should fit in your sales program.

May we hear from you at your convenience,
Sincerely yours,




TEKLIFIN TALEPTEN DEGISIK OLMASI
MAL CESIDINDE DEGISIKLIK
1. Sayin Baylar,

Istemis olugunuz tiirde mal Uretmedigimizi
size bildirmek isteriz.

Bununla birlikte size suanda Uretmekte
oldugumuz mallarin bir brostrinu ilisikte arz
ediyoruz. Bu mallarin bir boéliumunl satis
programiniza uygun dustiglu taktirde
memnuniyet duyacagiz.

Uygun zamaninizda yazmanizi rica ederiz.
Saygilarimizia,

OFFER DEVIATING FROM INQUIRY
VARIATION IN TYPE
1. Gentlemen:

We regret to inform you that we do not
manufacture an item of the type you desire.

However, we would like to take the liberty of
enclossing a brochure of our current line of
merchandise. We would be pleased if some
of these goods should fit in your sales
program.

May we hear from you at your convenience,
Sincerely yours,



2. Gentlemen,

Thank you for your inguiry of shoes. We also confirm receipt of your sample.

Having examined it, we can assure you that we are able to produce an article of identical type and qualitiy.
Based on your annual requirement of 1000 items, we make the following offer:

Price. from factory 50 € each

Packing : you will (not) be billed

Payment: irrevocable letter of credit.

Delivery: 10 days after receipt of order.

May we assure you that these are our lowest prices for the above - stated quantities.
See our brochure for all technical details.

Should you have additional questions, feel free to conract us.
Sincerely yours,

Enclosure

1 brochure



2. Sayin Baylar,

... tarihli bilgi isteyen mektubunuza tesekkir ederiz. Bu
arada numunenizi aldigimizi da teyit ederiz.

Onu incelemis bulundugumuzdan ayni tipte ve kalitedebir
mall Uretebilecegimizi size temin ederiz.,

Yillk ... adet mal istediginizi esas alarak asagidaki teklifi
sunuyoruz.

Fiyat: fabrikada teslim adedi ...
Ambalajlama: fatura edil(mey)ecektir.
eme: gayri kabilirucu akreditif

Teslimat siparisin kabulunden gun sonra yukarida
belirtilen miktarlar icin en disik fiyatlan verdigimiz, sizi
temin ederiz.

Tum teknik ayrintilar igin brogtirimuize bakiniz.

Baska sorulariniz oldugu taktirde bizimle temas etmekte
tereddut etmeyiniz.

Saygilarimizla
Ek
1 brosur

2. Gentlemen,

Thank you for your inguiry of shoes. We also confirm receipt
of your sample.

Having examined it, we can assure you that we are able to
produce an article of identical type and qualitiy.

Based on your annual requirement of 1000 items, we make
the following offer:

Price. from factory 50 € each

Packing : you will (not) be billed
Payment: irrevocable letter of credit.
Delivery: 10 days after receipt of order.

May we assure you that these are our lowest prices for the
above - stated quantities.

See our brochure for all technical details.

Should you have additional questions, feel free to conract
us.

Sincerely yours,
Enclosure

1 brochure



3. Gentlemen

We are pleased to send you line of samples as you requested . We
are also enclosing an export price list of all of our items.

We are very interested in exporting to .... and would like to
demosantre our proficiency by a trial order. We assure you that all
ders will be handled with utmost care.

May we request a prompt repl.
Sincerely yours,

Enclosure

1 sample collection

1 price list




3. Sayin Baylar,

istediginiz Uizere size numunelerimizi yollamaktan
memnuniyet duyuyoruz. Ayrica tum mallarimizin
ihrac fiyat listesini de ilisikte sunuyoruz.

... ' a ihracatta bulunmak bizim i¢in son derece ilgi
cekici olup deneme niteligindeki siparigle
yeterliligimizi gostermek istiyoruz. Tum siparislerin
azami dikkatle yerine getirilecegine size temin
ederiz.

Acele cevap vermenizi rica ederiz.
Saygilarimizla.

Ek

1 numune koleksiyonu

1 fiyat listesi

3. Gentlemen

We are pleased to send you line of samples as you
requested . We are also enclosing an export price
list of all of our items.

We are very interested in exporting to .... and would
like to demosantre our proficiency by a trial order.
We assure you that all orders will be handled with
utmost care.

May we request a prompt repl.
Sincerely yours,

Enclosure

1 sample collection

1 price list



VARIATION IN QUALITY

Gentlemen;

Thank you for your inquiry of trousers However we are sorry to informy you that we do not manufacture
the requested item in the desired quality.

We are forwarding a line of our own samples for you to determine whether they meet your
equirements. If only the quality you requested is acceptable, we would be able to produce and deliver
it in approximately 2 months.

For price quotations, price details concerning quantity are necessary. As soon as we receive details
from you , we can make you an offer.

We look forward to your reply.
Sincerely yours,

Enclosure
Quality samples



KALITEDE DEGISIKLIK
Sayin Baylar,

. tarihli bilgi isteyen mektubunuza tesekkur
ediyoruz. Ancak istediginiz mali arzu ettiginiz
kalitede Uretemedigimizi size Uzllerek bildirmek
isteriz.

Ihtiyaclariniza cevap verip vermediklerine karar
verebilmeniz icin size Urunlerimizden bir dizi 6rnek
gonderiyoruz. Eger yalnizca arzu ettiginiz kalite
kabul edilecekse bunu yaklasik olarak ... ayda
uretip teslim edebiliriz.

ize fiyat verebilmemiz igin siparis miktariyla ilgili
kesin ayrintilari bilmemiz gerekmektedir. Bu
ayrintilari alir almaz size teklifimizi yapabiliriz.

Cevabiniz bekliyoruz.
Saygilarimizla,

EK

Kalite ile ilgili numuneler

VARIATION IN QUALITY
Gentlemen;

Thank you for your inquiry of trousers However we
are sorry to informy you that we do not manufacture
the requested item in the desired quality.

We are forwarding a line of our own samples for you
to determine whether they meet your requirements.
If only the quality you requested is acceptable, we
would be able to produce and deliver it in
approximately 2 months.

For price quotations, price details concerning
guantity are necessary. As soon as we receive details
from you , we can make you an offer.

We look forward to your reply.
Sincerely yours,
Enclosure

Quality samples



NO TRIAL SHIPMENTS

Gentlemen,
We regret to inform you that we do not make trial shipments.

Our products have gained an oustanding reputation in many
countries. Therefore we hope you understand our position.

We are indeed interest in exporting to your country and are therefore
willing to give you an introductory discount of. 10% on our regular
prices for the first ..... Shipments.

Please let us know whether we could reach an agreement with you on
this basis. We look forward to hearing from you.

Sincerely yours.




DENEME SEVKIYATI YAPILMAMASI
Sayin Baylar,

Deneme mahiyetinde mal goénderdigimizi size
uzulerek bildiririz.

Urlinlerimiz  bircok llkede birgok sohrete
ulasmistir. Dolayisiyla durumumuzu anlayacaginizi
Uumit ederiz.

Ulkenizde ihracat yapmay pek tabidir ki arzu
etmekteyiz ve dolayisiyla ilk ... sevkiyatinda size
normal fiyatlarimiz Gzerinden % ... tanitma indirimi
yapmak istiyoruz.

Bu esas uzerinden sizinle bir anlagsmaya varip
varamayacagimizi lutfen bildiriniz cevabiniz
bekliyoruz.

Saygilarimizla,

NO TRIAL SHIPMENTS
Gentlemen,

We regret to inform you that we do not make trial
shipments.

Our products have gained an oustanding
reputation in many countries. Therefore we hope
you understand our position.

We are indeed interest in exporting to your country
and are therefore willing to give you an introductory
discount of. 10% on our regular prices for the first
..... Shipments.

Please let us know whether we could reach an
agreement with you on this basis. We look forward
to hearing from you.

Sincerely yours.



LIMITED OFFER

1. Gentlemen;

In drawing up your order of t-shirts. We have to inform you that it is
not possible to send you the entire quantity requested.

Of the lot ordered , we will be able to send you only a partial shipment
of 200 of within 10 days. Beyond this we can not make any further
shipments as we have to work up a backlog of orders first.

Please let us know immediately if this is of any help to you.

Sincerely yours,



LIMITED OFFER

SINIRLI TEKLIF
1. Sayin Baylar,

. tarihli siparisinizi duzenlerken istemis
oldugunuz miktarin timunu yollamamizin
imkansiz oldugunu size bildirmek zorundayiz.

Siparis verdiginiz partiden ancak 200
tutarinda bir sevkiyati 10 gun icerisinde
yapabiliriz. Bu sevkiyatin digsinda daha
onceden beklemekte olan siparisleri
karsilamak zorunda oldugumuzdan baska
sevkiyatta bulunmayiniz.

Bu teklifimizin size yararl olup olmayacaginin
bize acele olarak bildirmenizi rica ederiz.

Saygllarmizia,

LIMITED OFFER
1. Gentlemen;

In drawing up your order of t-shirts. We have
to inform you that it is not possible to send
you the entire quantity requested.

Of the lot ordered , we will be able to send
you only a partial shipment of 200 of within
10 days. Beyond this we can not make any
further shipments as we have to work up a
backlog of orders first.

Please let us know immediately if this is of
any help to you.

Sincerely yours,



2. Gentlemen,

We were happy to receive your inquiry dated 2 nd of october. We can
ship your order only if you are able to accept the goods, which are now
avaliable, no later than 20 th of october.

Please let us know your decision as soon as possible.
Sincerely yours.




2. Sayin Baylar,

... tarihli bilgi isteyen mektubunuzu

memnuniyetle almis bulunuyoruz.

Su anda mevcut olan mallan ..

tarihten sonra olmamak kosuluyla

almayl kabul ederseniz siparisinizi
vk edebiliriz.

Lutfen kararinizi mumkun olan en
kisa zamanda bildiriniz.

Saygilarimizla,

2. Gentlemen,

We were happy to receive your
inquiry dated 2 nd of october. We
can ship your order only if you are
able to accept the goods, which
are now avaliable, no later than
20 th of october.

Please let us know your decision
as soon as possible.

Sincerely yours.



3. Gentlemen,
Thank you for your inquiry,

Enclosed you will find our current export price list. Due to the fact that the
prices of raw materials have been steadily increasing for several months now,
we can hold our offer open only if you order within the next 10 days.

After this date , the stock we have on hand will be gone, and in view of the raw
aterials market trends, We must then review and most likely readjust our
prices.

We trust you understand our position and look forward to hearing from you.

Sincerely yours,
Enclourse

1 export price list



3. Sayin Baylar,
Bilgi isteyen mektubunuza tesekkur ederiz.

Suanda gecerli olan( cari) ihrac fiyatlan
listemizi ilisikte sunuyoruz. Hem madde
fiyatlarinin birka¢ aydir devamli artmasi
nedeniyle bu teklifimizi ancak .. Gln iginde
siparis vermeniz kosuluyla gecerlidir.

Bu tarihten sonra mevcut stogumuz
tikenmis olacagindan ve ham madde
piyasasindaki gelismeler nedeniyle
fiyatlanmizi gozden gecirmek ve buyuk bir
olasilikla yeniden ayarlamak zorunda
kalacagiz.

Durumumuzu anlayacaginizdan emin olarak
cevabinizi bekliyoruz.

Saygilarimizla,
Ek

1 ihrag fiyatlan listesi

3. Gentlemen,
Thank you for your inquiry,

Enclosed you will find our current export
price list. Due to the fact that the prices of
raw materials have been steadily increasing
for several months now, we can hold our
offer open only if you order within the next
10 days.

After this date , the stock we have on hand
will be gone, and in view of the raw
materials market trends, We must then
review and most likely readjust our prices.

We trust you understand our position and
look forward to hearing from you.

Sincerely yours,
Enclourse

1 export price list



4. Gentlemen,

Unfortunately, you did not state in your inquiry of shirts the amount
desired.

Enclosed is a price list of our range of merchandise. We wish point
out, however, that these prices are based on a quantity of 100 of any
one them. Orders for less than this amount can not be accepted due to
difficulties in processing and packing.

Plesa let us know if you agree to our conditions. We could delivery the
goods to you with in 7 days

Sincerely yours,
Enclourse
1 export price list




4, Sayin Baylar,

. tarihli bilgi isteyen mektubunuzda arzu
ettiginiz miktari maalesef belirtmemissiniz.

ilisikte mal cesitlerimizin fiyat listesini
sunuyoruz. Ancak bu fiyatlarda her mal icin
esas alinan miktarin 100 oldugunu belirtmek
isteriz. Bu miktarlardan asagl olan istekler
siparigleri hazirlama ve ambalajlamadaki
lUkler nedeniyle kabul edilmemektedir.

osullarmiz sizin i¢cin uygunsa bize bilgi
vermenizi rica ederiz. Mallar 7 gun icerisinde
size teslim edebiliriz.

Saygilarimizla,
Ek
1 ihrag fiyatlar listesi

4. Gentlemen,

Unfortunately, you did not state in your
inquiry of shirts the amount desired.

Enclosed is a price list of our range of
merchandise. We wish point out, however,
that these prices are based on a quantity
of 100 of any one them. Orders for less
than this amount can not be accepted due
to difficulties in processing and packing.

Plesa let us know if you agree to our
conditions. We could delivery the goods to
you with in 7 days

Sincerely yours,
Enclourse

1 export price list



UNSOLICITED OFFER

1. Gentlemen,

We have received your address from ... a business acquaintance of ours in Ankara, who also
informed us that you require a large amount of the items we manufacture.

Our products are very well know in more than 4 European and other foreign countries during
the past 5 years we have been able to constantly expands our expoert program.

We are interested in gaining food hold in your country and offering our entire line of
sweatshirts on the market.

In order to give you an idea of the capacity of our organization, we are enclosing our
comprensive illustirate brochure.

We would be very pleased to receive a favourably reply form you.
Sincerely yours,

Enclourse

1 Brochure




TALEP EDILMEDEN YAPILAN TEKLIF
1 Sayin Baylar,

Adresinizi ... * de bulunan .. adindaki ticari, ilisikimiz
olan bir dostumuzdan aldik. Dostumuz Uretmekte
oldugumuz mallara blylk miktarda ihtiyaciniz
oldugunu da bildirdi.

allarnmiz 4'ten fazla Avrupa ulkesinde ve
digerulkelerde ¢ok iyi bir séhrete sahiptir. Son 5 yilda
ihpag programimizi surekli olarak  genisletmeyi
asardik.

Ulkenizde bir képriibasi elde etmeyi ve kazak
cesidimizin timunu piyasaya sunmayi arz ediyoruz.

Kurulusumuzun kapasitesi hakkinda size bir fikir
verebilmek Uzere ayrintili resimli brogtirumuzu ilisikte
sunuyoruz.

Sizden olumlu bir mutluluk

duyacagz.

cevap almaktan

Savegilarimizla.

UNSOLICITED OFFER
1 Gentlemen,

We have received your address from ... a business
acquaintance of ours in Ankara, who also informed
us that you require a large amount of the items we
manufacture.

Our products are very well know in more than 4
European and other foreign countries during the
past 5 years we have been able to constantly
expands our expoert program.

We are interested in gaining food hold in your
country and offering our entire line of sweatshirt on
the market.

In order to give you an idea of the capacity of our
organization, we are enclosing our comprensive
illustirate brochure.

We would be very pleased to receive a favourably
reply form you.

Sincerely yours,
Enclourse
1 Brochure



2. Gentlemen,

A few days ago we visited trade represtation of your country and made inquiries
regarding firms which import .. Your was among the adresses and we take the
liberty of submitting to you an offer.

We would like to supply one or two major importers in your country with our
products , which very are popular on the market both here and abroad.

We are sending you, under spreate cover, samples of our various models along
ith an export price list.

If you are interesting in our offer, we would appricate an answer from you as soon
as possible in order that final arrangements can be discussed.

Sincerely yours
Enclosure
1 under spreate cover




2. Sayin Baylar,

Birka¢ gin 6nce Ulkenizin ticari temsilciligini ziyaret
ederek ithal eden firmalar ile ilgili bilgi istedik.
Aldigimiz adresler arasinda bulunan firmanizda bir
teklifte bulunmak istiyoruz.

Gerek burada gerekse yabanci Ulke piyasalarinda
cok taninan drunlerimizi Ulkenizdeki bir ya da iki
ithalatgiya yollamak istiyoruz.

ektupta ayr olarak size bir ihracat fiyatlar
ligtesi ile birlikte degisik modelde numuneler
yolluyoruz.

Eger teklifimizle ilgileniyorsaniz kesin
dizenlemelerin goérisulebilmesini saglamak Uzere
bize mumkin olan en kisa zamanda cevap
verirseniz mutesekkir kalacag)z.

Saygilarimizia,
EK

1 ayrica gonderilmistir.

2. Gentlemen,

A few days ago we visited trade represtation of
your country and made inquiries regarding firms
which import .. Your was among the adresses and
we take the liberty of submitting to you an offer.

We would like to supply one or two major
importers in your country with our products |,
which very are popular on the market both here
and abroad.

We are sending you, under spreate cover,
samples of our various models along with an
export price list.

If you are interesting in our offer, we would
appricate an answer from you as soon as possible
in order that final arrangements can be
discussed.

Sincerely yours
Enclosure

1 under spreate cover



3. Gentlemen

During the textile fair in Paris we had lengethy conversation with your representative, Mr.
Blue when he visited our exhibited

We had arranged with him that you would inform as immediately if our products could be
sold on your market. Unfortunately, we have heard nothing from you to dated.

After having spoken with quite a large number of interested parties, we must now reach a
decision as to who will represent as. We would, therefore, appreciate it very much if you
could let us have your reply in this matter as soon as possible.

We wish to drawn your attention to the quality of our products and to our favorable prices
and conditions.

We look forward to hearing from your.

Sincerely yours,



3. Sayin Baylar,

... ‘daki .. fuarinda temsilciniz Bay ... ‘in bizi
ziyareti sirasinda kendisi ile uzun bir konugsmamiz
oldu.

Bu konusmaya goére Urunlerimizin Ulkenizde
satilip satilamayacagina ilisikin bilgiyi bize en kisa
zamanda vermeniz gerekiyordu. Ancak bu gune
kadar, maalesef sizden bir haber alamadik.

Oldukca c¢ok sayida firma ile gorustukten sonra,
suanda bizi kimin temsil edecegi konusunda bir
karara varmak durumundayiz. Dolayisiyla bize bu
konuya iligkin cevabinizi en Kkisa zamanda
yollayabilirseniz cok memnun olacag)z.

Bu arada urdnlerimizin kalitesine uygun fiyat ve
O0deme kosullarimiza dikkatinizi ¢cekmek isteriz.
Cevabinizi bekliyoruz .

Saygilarimizla,

3. Gentlemen

During the textile fair in Paris we had lengethy
conversation with your representative, Mr. Blue
when he visited our exhibited

We had arranged with him that you would inform
as immediately if our products could be sold on
your market. Unfortunately, we have heard
nothing from you to dated.

After having spoken with quite a large number of
interested parties, we must now reach a decision
as to who will represent as. We would, therefore,
appreciate it very much if you could let us have
your reply in this matter as soon as possible.

We wish to drawn your attention to the quality of
our products and to our favorable prices and
conditions.

We look forward to hearing from your.

Sincerely yours,



MUSTERIYLE YAPILAN TELEFON

GORUSMELERI

1-Gelen Aramalarda

Telefonu cevaplarken Hello / Good

morning / Good afternoon ile s6ze
baslayabilirsiniz.

Daha sonra, sirketinizin adini ve kendi
adinizi soyleyin. Ornek:

-Good morning. Pin Electronics, this is
Bilge. How may | help you?

(Gunaydin. Pin Elektronik, ben Bilge.
Nasil yardimci olabilirim?)

-Good evening. Nova Company, Ali
speaking. How can | help you?

(lyi aksamlar. Nova Sirketi, Ali konuguyor.
Nasil yardimci olabilirim?)

Eger sizi kimin aradigini

bilmiyorsaniz “May | ask who is calling?
/ May | ask your name” gibi kalipalr
kullanarak kim oldugunu sorabilirsiniz.



Neden aradigini ve bilgilerini sorarken

®» -Could you please tell me what
company you are with?

» (Hangi sirketle calistiginizi sGyleyebilir
misiniz lGtfen?)

= -\What is your suggestion?

® (Sizin 6Gneriniz nedir?)

®» -Could you send me the report please?

®» (Bana raporu génderebilir misiniz [Utfen?)




Anlamadiginiz Birseyi Tekrar Etmesini
Istediginiz Zaman

-Could'you please repeat it?
(Lutfen tekrar eder misiniz?)

-Could you spell that please?
(Latf&n bunu heceler misiniz?)

didn’t catch the product’s name. Could you say it again please?
(UrGnUn adini yakalamadim. Tekrar séyler misiniz [Gtfen?)

-Would you mind speaking louder please?
(Daha yUksek bir sesle konusabilir misiniz [Utfen?)



Yardimci olamayacaginiz durumlarda

-Sorry ‘but | can’t give you this information.

(Uzginum ama size bu bilgiyi veremem.)

raid she/he is not available right now. Could you please call again at...

(Kofkarm ki o su an uygun degil. LUtfen ... saatte tekrar arayabilir misinize)

-Sorry but she/he is not here today. Do you want to leave a message?

(UzginUm ama o bugin burada dedil. Mesaj birakmak ister misiniz?2)



Konusmayi Sonlandirirken

-I’ll ask her/him to call you soon.

» (Sizi kisa zamanda aramasini rica edecegim.)

» -|’'ll send you the information as soon as possible.

(En kisa zamanda size bilgileri gbnderecegim.)

-Thanks for calling.

(Aradiginiz icin tesekkurler.)



Aramayi Siz Yapiyorsaniz

Yine ayni sekilde adinizi ve ¢alishginiz yerin adini sdylemeniz yeterli olacaktir. Ornek:

Hello. It’s Ali from Nova Company. (Merhaba ben Nova Sirketinden Ali.)

Neden aradiginizi belirtin
Kendinizi tanittiktan sonra arama sebebinizi sdyleyin:

ling to request information about..

(Su kghu hakkinda bilgi almak icin artyorum..)

-Lould you please tell me..
(Lutfen soyleyeDbilir misiniz..)

-I am calling to ask about...
(Sunun icin arlyorum...)



Duyduklarinizi Kontrol Etmek Icin

Bazen anlamadiginiz ya da kacirdiginiz yerler olabilir. Ya da aldiginiz bilgilerin
dogrulugundan emin olmak istiyor olabilirsiniz:

» -|etme see if | understand right...

(Dogru anladim mi bakayim..)

|ld you please repeat it? | want to check if | got it right.

(Tekrar edebilir misiniz [Utfene Dogru anlayip anlamadigimi kontrol etmek istiyorum.)



Aradiginiz Kisiye Ulasamadiysaniz

-When is she/he going back?

®» (O nezaman geri gelecek)

-Could |

(Ona mesaj birakabilir miyim?e)

ave her/him a message?

-Lould you please tell her/him to call me?

(Beni aramasini sGyler misiniz [Utfen¢)



ORNEK

= A: Sorry but Mr.Brown is not here right now. (Uzgliniim ama Mr.Brown burada dedil.)

» B: Okay. I’d like to leave him a message. Could you please let him know that our meeting
was cancelled? (Tamam. Ona mesqj birakmak istiyorum. Ona foplantimizin iptal oldugunu
soyleyebilir misiniz?)




Konusmayi Sonlandirirken

-Thank you for your time.

® (Zaman ayirdiginiz icin fesekkdrler.)

» -Thank you, (isim)
Ornel’ Thank you, Mr. White.




ORNEK TELEFON KONUSMASI

A: Hello. Pine Decoration Company. It’s Jack. How may | help you?
» (Merhaba. Pine Dekorasyon Sirketi. Ben Jack. Nasil yardimci olabiliim?e)

» B: Hello. Can | talk to Neil Goth,please?
(Merhaba. Neil Goth ile konusabilir miyim [Utfen?e)

A: MayA ask who is calling?
1 aradigini sorabilir miyime)

/It is Richard Ville.
Ben Richard Ville.)

A: Okay Mr. Ville. Please hang on a moment. | will see if Mr.Goth is in.
(Pekala Mr.Ville. Lutfen hatta kalin. Mr.Goth burada mi bakacagim.)



A: Mr. Ville, ’'m sorry but Mr.Goth is not here at the moment. Can | take a message?

Ville Gzgunim ama Mr.Goth su anda burada degil. Mesaqj iletebilir miyim?e)

B: Could you please tell him to call me? My phone number is 568-236-986.
(Beni aramasini sGyler misiniz [Utfene Telefon numaram 568-236-986.)

A: Certainly. Let me see if | got the number right. Is it 568-236-9867
(Elbette. Numarayr dogru aldim mi kontrol edeyim. 568-236-986.)

B: Yeg that’s right. Thank you for your time.
(Evet dogru. Zaman ayirdiginiz icin tesekkUr ederim.)

A:Thank you Mr. Ville.
(TesekkUrler Mr.Ville.)



Which verbs do we use with the activities below? Put the words in the correct
column , as in the examples.

tennis  golf the cinema cycling squash amealina
restaurant

sking  DIY sightseeing football shopping a drink after
work

sailling karate the theatre jogging the gym the opera
7

’ play go have go to do

tennis skiing




» \Which verbs do we use with the activities below? Put the words in the correct

column, as in the examples.

tennis  golf the cinema cycling squash amealina
restaurant
sking  DIY sightseeing football shopping a drink after
work
salling karate the theatre jogging the gym the opera
L
[ play go have go to do
Tennis Skiing amealina | the cinema DIY
Golf Sailing restaurant the theatre karate
Football Sightseeing the gym
Squash Cycling a drink after the opera
Jogging work
Shopping




UNIT IV: Visiting a company

LANGUAGE NOTE: Simple past of be and regular verbs

1. Be

Where were you last week? | was in Paris, and Jan and Bob were on holiday
Where was Rosa? She was in New York.

Was he here yesterday? No, he wasn't (was not).

Were you at the meeting? No, we weren't (were not).

2 /Regular verbs

To form the simple past of a regular verb, add ed.

To make a question, use the auxiliary did + infinitive.

What did you do? | visited Milan last week, but Nick stayed here.
When did she phone? She phoned me last Monday.

Where did you live before? We lived in Beirut far a few years.

Where did they move to? They moved ta Rio de Janeiro.



Yuji Ishiguro visits Paco Reverte in Madrid. Paco meets him at his hotel. P
nversation in the right order, as in the example.

a. Yes, that 's right. You must be Paco Reverte. Thanks for coming. .......
b. By car. | parked just outside the hotel. This way. .......

Cc.Yesitis. .......

d. Oh I'm sorry to hear that. Did you sleep well? .......

e. About midnight. My plane was late........

anks, | did. What time is our meeting? .......

g. That would be nice. Do we get to the centre by car or on foot? .......

What time did you arrive? .......
I. Excuse me. Are you Yuji Ishiguro? .......
j. At 10.00. Shall we go? We can have a coffee in the city centre.......

k. No problem. Is this your first visit here? ..... ..



uji Ishiguro visits Paco Reverte in Madrid. Paco meets him at his hotel. P
conversation in the right order, as in the example.

a. Yes, that 's right. You must be Paco Reverte. Thanks for coming. ....2...
b. By car. | parked just outside the hotel. This way. ...11....

c.Yesitis. ....4...

d. Oh I'm sorry to hear that. Did you sleep well? ....7...

e. About midnight. My plane was late....6....

, thanks, | did. What time is our meeting? ....8...

That would be nice. Do we get to the centre by car or on foot? ....10...
. What time did you arrive? ...5....

I. Excuse me. Are you Yuji Ishiguro? ....1...

j. At 10.00. Shall we go? We can have a coffee in the city centre...9....

k. No problem. Is this your first visit here? ...3 ..



Work in pairs. Take it in turns to ask and answer these questions.

What is the day today?
What time was it?

What s the time?

Were you busy last week?

What was the day before yesterday?

What is the day tomorrow?

hat did you do?

When was your las t lesson?

What did you do at the weekend?



Language Note: Simple past irregular verbs

Many of the most co m on verbs in English are irregular. Some of the irregular ver
from this unit are given below.

ht leave left

meet met

take took

had write wrote



The two lists below contain words that are often used together. Match a verb from
column A with a noun from column B to make seven common expressions, as in the

example.

A B
‘send a report

take a meeting
write a customer
make a trip
go on an e-maill
meet a phone-call
attend a train




The two lists below contain words that are often used together. Match a verb from
column A with a noun from column B to make seven common expressions, as in the

example.

A B
‘sen ra report

tak | a meeting
writ - a customer
make -a trip
go o an e-maill
meet ~a phone-call
atten "a train




atch the jobs in the box with the descriptions below.

managing director personal assistant sales representative
training officer

purchasing manager laboratory technician quality control manager
1 |l aoraanize trainina colurses for members aof staff - lanauiaades computers et
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2. | set up the equipment and do experiments and tests.
the senior executive.

4. check that products are made to the right standards.
. | visit customers and try and increase business.

6. | work with the Managing Director. | am responsible for his diary, organize his
travel, and take calls for him.

7. | buy everything the company needs, from raw material to stationery.




atch the jobs in the box with the descriptions below.

(3)managing director (6)personal assistant  (5)sales representative
(1)training officer

(7)purchasing manager (2)laboratory technician (4)quality control manager
1 |l oraanize trainina coluses for members aof staff - lanailiaages camnliters  ete
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2. | set up the equipment and do experiments and tests.
the senior executive.

4. check that products are made to the right standards.

. | visit customers and try and increase business.

6. | work with the Managing Director. | am responsible for his diary, organize his
travel, and take calls for him.

7. | buy everything the company needs, from raw material to stationery.
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LANGUAGE NOTE: Describing your department

.Describing the activity of a department

My department deals with / is responsible for marketing/ administration, etc.

We organize tests / studies / research.

We work with customers / suppliers / subsidiaries / other companies in the group.
2.Describing the staffing of a department

There are ... people in the department.

Pierre Ducros is in charge of the department.

| am one of the managers / technicians / secretaries / engineers.

.Describing the equipment / premises of a department
We have a large office / three laboratories / a small building.
We use computers / fax / e-mail a lot.

We have a well-equipped laboratory / a lot of technical equipment.



IT V: New developments

LANGUAGE NOTE: The present continuous

= The present continuous tense is formed using the Verlb e and the main verb with an -iNQ
ending.

He's (he is) working at home today. They aren't (are not) designing any new products this year.

I'm (I'am) learning to play the piano. Are you leaving now, or are you staying for lunch?

= \We/ise the present continuous to talk about:

actions happening now, at this moment

reading this sentence. The teachers writing on the board.

= actions happening OVEI alonger period of time, including now
y company's building a factory She's travelling a lot at the moment. in Venezuela.

e aren't working on any new projects just now. I'm reading a good book.



Match the verbs in A with the phrases in B, as in the example.

A

1. to design / to manufacture
2. toOpen / to reorganize

/to introduce / to improve
4. to recruit / to lay off

5. to look for / to enter

. a system or service
. staff

. a new market

. a new product

. a factory or office




Match the verbs in A with the phrases in B, as in the example.

A

1. to design / to manufacture
2. toOpen / to reorganize

/to introduce / to impr
4. to recruit / to lay

5. to look for / to enter

. a system or service
. staff

. a new market

. a new product

. a factory or office




NGUAGE NOTE

Present simple or present continuous?

The present simple is used for permanent or regular actions.
» She often calls the USA.
» \Ve don't have lessons on Saturdays.

oes Microsoft sell software?

The present continuous is used for temporary, present actions.
» At the moment she's calling a client in Lima.
» This week we're not having any lessons.

®» Are you selling a lot of products in Asia this year?
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Company developments

B
. 1998

China Asia Latin Japan Others
Pacific America

e information about the American company Motorola. Are these sentences true (T) or
? If they are false, correct them. Use the Language Note below to help you.

. Sales in other regions fell by 1%........
. Sales to Asia Pacific went up by 3%. .......
. Total sales outside the USA decreased by 4%. .......



Company developments

B
. 1998

China Asia Latin Japan Others
Pacific America

e information about the American company Motorola. Are these sentences true (T) or
? If they are false, correct them. Use the Language Note below to help you.

1. Between 1998 and 1999, the percentage of sales went down in three sales regions.....F...
2./Sales rose in two regions. ....T...

. In three regions, sales remained stable....F....

. Sales in other regions fell by 1%.....F...

. Sales to Asia Pacific went up by 3%. ...T...

. Total sales outside the USA decreased by 4%. ....F...



LANGUAGE NOTE: Describing trends

1. to rise / to go up / to increase

» Salesrose / went up / increased from March to September last year.
» Prices are rising / going up / increasing this year.

2. To fall./ to go down / to decrease

» Sales Jell / went down / decreased between 1998 and 2000.

» /Exports are falling / going down / decreasing at the moment.
. To remain stable

®» Sales remained stable last month.

4. By, from, and to

» Qur market share rose by 2%, from 7% to 9%.



anguage Note: Referring to visual aids

Introducing visual aids
» | et's have a look at the first slide / this pie chart / the next diagram.
» This pie chart/ table / graph / slide / diagram shows ...

Can everybody see that?

icating important details
Notice that the number of users is rising.
I'd like to draw your attention to the figures for Asia-Pacific.

As you can see, consumption is increasing.



LANGUAGE NOTE: Meeting People

ting someone for the first time
=» How do you do? How do you do?

» Pleased to meet you. Nice to meet you too.

Meeting someone you know
How's your wife / family etc.? Very well / Fine, thank you.

re things? Not so bad / Pretty good.

's business / the job? Not very good, I'm afraid.

sponding to news

Good news I'm (very) pleased / glad / happy to hear that. That's great news!

Bad news I'm (vely) sony to hear that.

Surprising News That's incredible! Really?



UAGE NOTE : What is / was it like?

» \\e use the construction What... like? to ask fora general description.

1. Present

» \What's (what is) the weather tike today? It's sunny / cloudy, etc.

re the teachers like? They are very friendly / interesting, etc.

» /\What was the food like at the conference? It was very good/ fantastic.

What were the presentations like? They were very long/ boring, etc.
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