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° @ ChatGPT

The text above is me talking, in Egyptian Arabic, a bit messy.
Turn it into a formal email in English.

Short (under 120 words), respectful but clear.

Start with a subject line.
Put the request in the first sentence, with a specific date.
Do not add facts I did not say. If a number or date is missing, write [?].

Subject: Invoice INV-1043: payment by 12 Nov (@)

e Hi Sara, please settle invoice INV-1043 (EGP 48,500) by Thursday, 12 Nov. e
e This is the third late payment this year, so we need it on time to keep the account active.
o Contract reference: [?] o
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. @ ChatGPT

Give me two versions of this email:
A) softer: warm, assumes good intent.

B) firmer: polite, but states the consequence clearly.
Same facts, same date, same length in both.

e A, softer o : Just a friendly reminder: could you settle INV-1043 by Thursday, 12 Nov? Thank
you!
e B, firmer e 1 INV-1043 is overdue for the third time. Payment by Thursday, 12 Nov is
required to keep the account active.

wdlgell gu alenll guaig @Gilaall guai:pjadl e Ao palil gugs Jinel ;saadl o
.danlg

FOLLOW (@ Linkedln) Instagram) @ TikTok) @ GitHub)

3/6



https://www.linkedin.com/in/minasaad1
https://www.instagram.com/minasaad.ai
https://www.tiktok.com/@minasaadwahba
https://github.com/MinaSaad1

06
yedl Jroadll gudi :Prompt 3
«Sitlail ga gl Jugy buu (o) Lige (span Juoell gl

° @ ChatGPT

Write the same email in Arabic, for an Egyptian client.

Simple formal Arabic, not old-fashioned.
Keep the numbers, dates and invoice number exactly as they are.
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¢! @ ChatGPT

Read this email as the client who receives it.
1. Which sentence would annoy you most? Rewrite it.

2. Is anything unclear about what I am asking, or by when?
3. List every number and date in the email so I can check them.

¢ Would annoy me o : "to keep the account active" reads like a threat. Try: "so we can keep
working together smoothly."
e Unclear: nothing. The ask and the date are in the first line.
To check e 1 INV-1043 - EGP 48,500 - Thursday 12 Nov
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Reply to this angry client email.

My goal: calm them down and give one clear next step with a date.

Tone: calm, respectful, no defensiveness.

Do not: blame a colleague, apologise for something that is not our fault,
promise a date I cannot keep.

Under 120 words, in [English / Arabic].

Help me say no to this request.

My goal: decline clearly, and offer what I can do instead.

Tone: respectful and direct.

Do not: list excuses, say "I'm too busy", leave the answer vague.
Under 100 words, in [English / Arabic].

0alj ulihi.3

Help me write an email to my manager asking for a meeting about a raise.
My goal: get a 30 minute meeting, not negotiate by email.

Mention: [2 or 3 results with numbers], [time in the role].

Tone: confident, appreciative, not demanding. Under 150 words.

Do not: compare myself to colleagues, mention other offers.
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Personalization Include your audio recordings e @
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