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Help me reply to this email.

Write the reply in [Arabic / English].
Here is the email I received:
[paste the email]

The situation: [what happened, with dates and numbers]
My goal: [keep the client / say no / get paid]

Tone: [firm but respectful / warm and short]

Do not: [apologise for something that is not our fault],

[promise a date]




Example, filled in:

The situation: the client's shipment is 5 days late because our supplier was
late.

My goal: keep the client.

Tone: firm but respectful.

Do not: apologise as if it was our mistake, promise a delivery date.
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Give me two versions: a short one (4 lines) and a detailed one (10 1lines).
Keep the same goal and tone in both.
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Read this reply as the client.

Which sentence would annoy you most, and how would you rewrite it?
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My goal: keep the client and tell them the next step.

Do not: blame a colleague, promise a date I cannot keep.
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My goal: say no to this extra task without sounding lazy,
and offer what I can do instead.
Tone: respectful and clear.

Do not: list excuses, say "I'm too busy".
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My goal: get invoice [number] paid this week.
Tone: polite, then firm.
Do not: threaten, sound desperate.
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My goal: move the deadline to [new date] and keep trust.

Do not: over-explain, blame others.
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