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Where The Engilsh Fits Gn You




Merhabalar, 

37th WEEK BONUS LESSON By RoyalEnglishCollege;  
Bu hafta hedefi tam 12’den vuruyoruz. Hepinizin Yabancılar ile TELEFONDA konuşurken sıkıntı yaşadığını biliyorum, Royal’da Yabancı Eğitmenlerimiz eğitim alan öğrencilerimizi her hafta tel ile birkaç kez arayıp konuşuyorlar, onlara öğretiyorlar tabi eğitmenlerimizin suratına kapatmazlarsa ( Eğer siz de Telde konuşamayanlardansanız; size BÜYÜK bir sır vereyim; konuşmanız gereken kişiyi yerinde yokken arayın, ve telesekreterine aşağıdaki diyalogları çalışıp mesaj bırakın, yani okuyun ( Ne siz onu anlamakta sıkıntı çekersiniz ne de o sizi anlamakta sıkıntı çeker. Sizi ararsa da mesajınızdan sonra yazdığınız metni ona bir güzel tekrar okursunuz ;) NE DERSİNİZ, DENEMEKTE FAYDA VAR DEĞİL Mİ? İşte size fırından yeni çıkmış hazır ve sıcacık diyaloglar, size yaptığım bu iyiliği ve verdiğim BÜYÜK sırrı unutmayın ….

 Konuyla ilgili sorularınız icin burcu@globalingilizce.com  mail adresimi kullanirsaniz ayni gun icinde cevaplayabilirim. 

38.Hafta gorusuruz…. 

 Dosyayi Linkten Indirip Arsivleyebilirsiniz :  http://grou.ps/recturkey/files/page/1

BurcuKeskin 
WWW.RECTURKEY.COM 
Phone Calls- Leaving Messages (Mesaj Birakma)
When you call someone and they are not there, you have to leave a message on their voice mail. Remember to state your name, your company, and what the phone call is regarding. Then leave your phone number even though you think they have it.

"Hi Mary, this is Josh from ABC Company. (MERHABA MARY, BEN JOSH ABC SIRKETINDEN)  I have some questions regarding the financial data you sent me yesterday. (DUN BANA GONDERDIGIN FINANSAL BILGILERLE ILGILI BAZI SORULARIM VAR) Can you give me a call back when you have time? (ZAMANIN OLDUGUNDA BENI ARAYABILIR MISIN?)  My number is               555-123-4567       .  (TELEFON NUMARAM ………) Thank you.(TESEKKURLER) " 

"Hi Jack, this is Julie from Consult R Us. (MERHABA, BEN JULIE CONSULT R US SIRKETINDEN)  I am missing a couple pages on the document you sent me. (GONDERDIGIN DOKUMANDA BIR KAC SAYFADA SORUN VAR) Can you call me when you are free? (MUSAIT OLDUGUNDA BENI ARARMISIN?) My number again is               555-321-7654     (TEKRAR NUMARAMI VERIYORUM ……..)  . Thank you (TESEKKURLER) ."

In some cases, you will receive a phone message like this. If you have to call them back and they are not there also, you can leave a message saying, you are returning their call. Here is an example.

"Hi Josh, this is Mary and I am returning your call. (MERHABA JOSH, BEN MARY VE ARAMANIN UZERINE SANA DONDUM) I’ll be in the office for the next three hours, so feel free to call me back any time. (UC SAAT ICINDE OFISTE OLACAGIM, BU YUZDEN BENI CEKINMEDEN HERZAMAN ARA) Just in case, my number is               555-234-5678       .(SAYET GEREKIRSE TELIM …………………) "

"Hi Julie, this is Jack.(MERHABA JULIE, BEN JACK)  I double checked the documents I sent you and I am not sure what pages you are missing(SANA GONDERDIGIM DOKUMANLARI IKI KERE KONTROL ETTIM VE HANGI SAYFALARDA SORUN OLDUGUNU ANLAYAMADIM) . I might not be at my desk, so feel free to call me on my cell phone (MASAMDA OLMAYABILIRIM BU YUZDEN LUTFEN BENI CEBIMDEN ARAMAKTAN CEKINME) . The number is 227-1000 (NUMARAM ……………..) . Hope to hear from you soon so we can straighten this out. (SENDEN EN KISA ZAMANDA HABER BEKLIYORUM BOYLECE BU PROBLEMI DUZELTEBILIRIZ) "

On another occasion, you might call someone and they might not call you back. In this case, it is polite to call them again. This is how you can leave a second message.

"Hi Mary, this is Josh again from ABC Company. (MERHABA MARY, TEKRAR BEN JOSH ABC SIRKETINDEN)  I’m not sure if you got my first message so I am leaving one more(ILK MESAJIMI ALIP ALMADIGINDAN EMIN DEGILIM BU YUZDEN BIR TANE DAHA BIRAKIYORUM) . I have some questions regarding the financial data you sent me several days ago (BIRKAS GUN ONCE BANA GONDERDIGIN FINANSAL BILGIYLE ILGILI BAZI SORULARIM VAR) . Can you call me at               555-123-4567        when you get a chance (IMKANIN OLDUGUNDA BENI ……………….NUMARADAN ARAYABILIR MISIN?) ? Thank you(TESEKKUR EDERIM) ."

If the company does not have voice mail, you can leave a message with the secretary. After asking for the person you are looking for, if they say they are not in, then leave a message with them.

"Can you have Julie return my call (JULIE NIN BANA DONMESINI SAGLAYABILIR MISIN) ? This is Jack, and my number is               555-123-4567       .(BEN JACK VE NUMARAM ……………….) "

TO FEEL FREE= CEKINMEMEK

STRAIGHTEN OUT= COZMEK

TO DOUBLE CHECK= IKI KERE 

IN CASE= OLUR DIYE

REGARDING= ILGILI

TO GET A CHANCE= IMKAN BULMAK
Phone Calls – Phone Call (Telefon Gorusmeleri)
Talking on the phone is very common in the office. You will be in a situation where you have to call someone, receive a phone call, leave a message, return a call, and a variety of other tasks. We will use this lesson to cover all the details about making and receiving phone calls.

Receiving a call is probably the easiest.

"Hello, this is Mike." = ALO, BEN MIKE 
"Microsoft, this is Steve." = MIKROSOFT BEN STEVE

Calling someone is a little more difficult. You should state your name, where you are from, what you are calling for, and the question. Let’s give it a try through an example.

"Hi Mary, this is Michael Johnson from ABC Consulting. I am reviewing the financial data for the payroll project. I will need the 2002 fiscal report to complete this task. Do you know where I can get a copy?" = MERHABA MARY, BEN ABC DANISMANLIKTAN MICHEAL JOHNSON. MAAS CİZELGESİ PROJESI ICIN FINANSAL BILGILERI GOZDEN GECIRIYORDUM. BU ISI TAMAMLAMAK ICIN 2002 YILLIK RAPORLARINA IHTIYACIM OLACAK. NEREDEN BIR KOPYASINI ALABILIRIM BILIYORMUSUN?

Consulting = Danismanlik

To review = Gozden gecirmek

Payroll = Maas Cizelgesi

Task = Gorev, Is 

Fiscal = Mali yıllık
Report = Rapor

This example is very clear, organized, and concise. It first explains who the person is, what they are doing, and what they need. If you need to call someone to obtain information, you can use this type of sentence.

Let’s try one more, but this time, you are asking for help.

"Hi Bob. This is Steven from ABC Company. I’m calling in regards to the data entry program you created. I’m having trouble locating where the connection is made to the server. Can you help me with this?" = MERHABA BOB . ABC SIRKETINDEN STEVEN BEN. SENIN YAPTIGIN BILGI GIRIS PROGRAMIYLA ILGILI OLARAK ARIYORUM. SORVIRA YAPILAN BAGLANTININ OLDUGU YERDE PROBLEM YASIYORUM. BANA BUNUNLA ILGILI OLARAK YARDIM EDEBILIRMISIN?

In regards to = Ilgili olarak

To have trouble = Sorun yasamak

Connection = Baglanti 

Similarly, this phone call starts with an introduction of the person, a quick sentence on what the call is regarding, and a short description on what this person needs. If you are in this situation, use this process and write it down so you can say what you need smoothly. After you become familiar with it, you will not need to write it down anymore and you should be able to say it fluently.

If you have questions and a consultant or another business employee is visiting your company, then asking a question to them is very similar to asking a question to anyone else.

"Hi Bob. I’m George. I’m the technical writer for this project. I had a question regarding the installation process. If you have a minute, can you show me the installation process? I’m having problems on the confirmation section." = MERHABA BOB. BEN GEORGE. BU PROJE ICIN TEKNIK YAZARIM. KURULUM ASAMASINLA ILGILI OLARAK BIR SORUM VARDI. EGER BIR DAKIKAN VARSA, BANA BU KURULUM ASAMASINI GOSTEREBILIRMISIN? TEYIT BOLUMUNDE PROBLEMLELR YASIYORUM. 

Installation = yukleme

Process = Asama 

Confirmation = Teyit

Usually, when a person is visiting your company, then it is polite to tell them your position so they can understand what type of help you will need. In the previous example, we used the same process of asking for help with an introduction, telling them what it is regarding, and what the problem or question is.

Verifying Information  = BILGIYI DOGRULAMAK 

Sometimes you have to verify an order, or double check a figure. If you have the information and you just want to verify that it is accurate, then you can use these types of sentences.

"Hi Debra, I’m analyzing the log files and noticed entry 14 was negative 42. Can you confirm if this is accurate?" = MERHABA DEBRA, GUNLUK ENVANTERI ANALIZ EDIYORUM VE 42 DEN 14 GIRISIN NEGATIF OLDUGUNU FARK ETTIM. EGER BU DOGRUYSA TEYIT EDEBILIRMISIN? 

To analyze = Analiz Etmek

Log File = Envanter Defteri 

Accurate = Gecerli, Dogru 

"I see that our April 2003 revenue was 1.2 million dollars. Can you double check that this figure is accurate?" = 2003 NISAN CIROMUZUN 1.2 MILYON DOLAR OLDUGUNU GORUYORUM. BU TABLONUN DORU OLUP OLMADIDINI IKI KERE KONTROL EDEBILIRMISIN? 

Revenue = Ciro

To double check = Iki kez kontrol etmek

Figure = Tablo

"I am going to meet with the CFO in an hour. Can you look through this report and double check my findings? It should only take you 20 minutes or so." = BIR SAAT ICINDE CFO İLE GORUSECEGIM. BU RAPORU TETKIK EDIP TESPITLERIMI IKI KEZ KONTROL EDEBILIRMISIN? YAKLASIK 20 DAKIKANI ALIR. 

CFO = finans direktoru

To look through = tetkik etmek

Finding = Tespit
SPEAKING IN BUSINESS ENGLISH – Sending and receiving information (Bilgi Verme Alma ve Alma)

While you are working, you will need to send information back and forth to business partners or to clients and customers. Since email is covered in its own separate section, let’s work on sending packages through the mail and the fax machine.

"Hi Jack, I have the final documents requiring your signature. (MERHABA JACK, SENIN IMZALAN GEREKEN EVRAKLARIM VAR) I will have them delivered to you by tomorrow (YARIN SENDEN ONLARI ALACAGIM) . If you can sign them and return them, we can submit the documents by Friday (EGER SEN ONLARI IMZALAR VE IADE EDERSEN, CUMA DOKUMANLARI TESLIM EDEBILIRIZ)."

"Hi Ruth, I have the escrow papers ready for review (MERHABA RUTH, GOZDEN GECIRILMEYE HAZIR TAMAMLANMIS EMANET KAGITLAR VAR). Should I mail them to you, or can I fax them? (SANA ONLARI MAIL MI ATAYIM FAKSLAYIM MI?)"

"Do you have a fax machine? (FAKS MAKINANIZ VAR MI?)"
"Can I have your fax number? (FAKS NUMARANIZI ALABILIR MIYIM?) "

"When you finish the final review, can you fax over the documents (SON KONTROLU BITIRINCE, DOKUMANLARI FAKSLAYAILIRMISIN?) . Our fax number is 555-345-6789 (BIZIM FAKS NUMARAMIZ ……………………….)."

"I have a package that I am going to send out (GONDERECEGIM BIR PAKETIM VAR) . I will Fed-Ex it to you tonight (ONU SIZE BU AKSAM GONDERECEGIM)."

To require= Gerektirmek

To submit= Teslim etmek

Escrow paper= Emanet Kagit


Fed-Ex is a short way of saying Federal Express. It is a delivery company that ships immediately. A lot of businesses in the States use this method of shipping things, so it became common to say, ‘Fed-Ex it.’

"I believe I have your fax number (SANIRIM SIZIN FAKS NUMARANIZ BENDE VAR) . Is it               555-234-5678       ? (…………………………. DEGILMIYDI?)"

If a person said they will send information, you might have to call them to check on the status if you haven’t received it.

"Hi Mary, this is Diana at ABC Marketing Co. Can I get a status on the fax you are going to send over?(MERHABA MARY, BEN ABC PAZARLAMA SIRKETINDEN DIANA. GONDERECEGIN FAKSIN DURUMUNU ALABILIRMIYIM?)"

"Can you check on the status of the documents you are faxing to me? I haven’t received it yet. (BANA FAKSLAYACAGIN DOKUMANLARIN DURUMLARINI KONTROL EDERMISIN? DAHA ALMADIM) "

"Hi Mary, I didn’t receive the fax last night (MERHABA MARY, DUN AKSAM FAKSINI ALMADIM) . Can you fax it again (ONU TEKRAR FAKSLAYABILIRMISIN)? We should also confirm what fax number you have on file ( BIR DE DOSYANIZDA YAZILI FAKS NUMARASINI TEYIT ETMELIYIZ)."

Phone Calls-Redirecting (Yonlendirme)
Receiving a Call  

"I believe Joe Carry in marketing can help you with that. Do you have his contact information?" (INANIYORUM KI PAZARLAMADAN JOE CARRY BU KONUDA SIZE YARDIM EDEBILIR. ONUN ILETISIM NUMARALARI SIZDE VAR MI?) 

"I’m not sure about that. I’m pretty sure Mitch Smith will be able to answer this and other questions. Let me give you his number." (BU KONUDA EMIN DEGİLİM. OLDUKCA EMINIM KI MITCH SMITH BUNU VE DIGER SORULARI CEVAPLAYACAKTIR. SIZE ONUN NUMARASINI VEREYIM.) 

Making a Call

"Can you redirect me to that person?" (BENI O KISIYE YONLENDIREBILIRMISINIZ?
"Can I get his contact information?" (KENDISININ ILETISIM BILGILERINI ALABILIR MIYIM?) 
"Can I get his phone number?" (ONUN TELEFON NUMARASINI ALABILIRMIYIM?)
"What is the best way to contact her?" (ONA ULASMANIN EN IYI YOLU NEDIR?)

"Can you direct me to someone who can help?" (BANA YARDIMCI OLABILECEK BIRINE BENI YONLENDIREBILIRMISINIZ? ) 

"Hi, this is Matt from ABC Company. I have some questions on your Platinum level business package. Can you redirect me to someone who can help?" (MERHABA, ABC SIRKETINDEN MATT BEN. SIZIN PLATIN MUSTERI PAKETINIZLE ILGILI BAZI SORULARIM VAR. BENI YARDIMCI OLACBILECEK BIRINE YONLENDIREBILIRMISINIZ?) 
Phone Calls – Telling Person You Will Call Them Back (Arayan Kisiye Geri Arayacaginizi Soylemek )

If you receive a question from a client or customer that you do not know, you can either tell them that you will find the answer for them, or tell them to call someone else. Let’s learn how to do these things professionally. (

"I don’t have the answer right off hand. (HEMEN CEVAP VEREMIYORUM)  I’ll need to find that information for you. (SIZIN ICIN BILGI EDINECEGIM) Will it be ok if I call you back in about 30 minutes? (SIZI 30 DAKIKA SONRA GERI ARASAM OLURMU?) " 

"I believe I can find that information for you. It might take 10 minutes or so. (INANIYORUM KI SIZIN ICIN O BILGIYI BULABILIRIM) Can I call you back with the information? (BILGIYE ULASTIGIMDA SIZE ARAYABILIRMIYIM?) " 

"I’m not sure about the answer. (CEVAP KONUSUNDA EMIN DEGILIM)  I’ll find the information and call you right back. (BILGIYI BULUP SIZI HEMEN ARAYACAGIM)  Will that be ok? (TAMAM MIDIR?) "

"I’m not sure about this one. (KONU HAKKINDA BILGIM YOK)  Let me ask my manager. (MUDURUME DANISMAMA IZIN VERIN)  Can you please hold? (KUTFEN BEKLEYEBILIR MISINIZ?) "

English for BUSINESS (Listening) –   
Answering the Phone

The first thing to do when you answer the phone is to understand who is calling and what they want. do these exercises to practise this skill:

http://www.business-english.com/telephone/answering/exercise1.swf
http://www.business-english.com/telephone/answering/exercise2.swf 

http://www.business-english.com/telephone/answering/exercise3.swf
http://www.business-english.com/telephone/answering/exercise4.swf
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