3.3. 

Obaveštavanje klijenata o statusu
1. Uvek reci zašto pišeš (neformalno)
· I’m writing to let you know about order number….
· I have some information for you about…
· I wanted to update you about…
· We’re writing regarding….
· We’re contacting you regarding your order number …
 (formalno)
· The purpose of this email is to update you on the status of….
· This is to inform you about the delivery of…
· Following is the status of order…
· Please find attached a summary of …
· This is to inform you that the delivery of ______ has been scheduled
2. Saopšti vest što jednostavnije bilo da je dobra ili loša
Dobra vest:
· I am pleased to inform you that….
· I have some good news about your delivery of…
· I have spoken with the forwarder and am happy to say that…
Loša vest. Niko ne želi lošu vest, zato budi direktan.
· Unfortunately, the shipment has been delayed until…
· Unfortunately, the material you ordered is no longer available.
· I/We regret to inform you that…”
· I am afraid we are not able to…
· Please accept my/our apologies for this misunderstanding/delay/inconvenience.
· We’re deeply sorry that …
· Due to the airline employees’ strike, the order is grounded in Frankfurt.
· It has come to our attention that the deadline that was agreed to cannot be met.

Saopštavanje loših vesti nije jednostavno, zato je važno da pokažeš razumevanje, budi kratak, pokaži poštovanje I razumevanje. Nemoj davati izgovore već ponudi alternativu ili rešenje ukoliko je moguće.

· We apologise for this inconvenience. We hope the strike will be resolved by Friday and that the shipments will return to normal by the following Monday.
· [bookmark: _heading=h.gjdgxs]Although we cannot provide the items xyz123 you requested, we can offer the item abc456, which are comparable.
[bookmark: _heading=h.pqmhpd3qgu9g]

3. Poverenje razvijaš tako što im jasno stavljaš do znanja da mogu da računaju na tebe
· If you have any further questions, feel free to contact me
· If you have any other questions, please don’t hesitate to contact me.
· Please contact me with any questions you might have about this.
· Please let me know how I can assist you with any other questions.
I zapamti, doslednost je jako važna! 
Kada odlučiš kako ćeš pisati – formalno ili neformalno, drži se toga kako bi zvučao profesionalno. 

