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One-sentence Statements /Phrases: MASTERY in SIX WEEKS

Practicing or learning to say one-sentence statements is a very practical way of learning English. If
you know what to say and how to say it, then you can speak spontaneously and fluently even

without stopping for several minutes. And because you have all the phrases/ statements in your
mind, you’ll know what to say when the opportunity or situation comes for you to say the
appropriate statements or responses. In fact, all long pieces of work or articles are made up of words,
phrases, and sentences that are organized to explain a thought and to convey a message to the
audience. Hence, it is highly recommended that students learn and master the word and sentence
levels first, and everything else will follow.

Greetings

Parting Statements and Conversations at a Reception
Introductions and Invitations

Make and Receive Phone calls

PwnNpE

Statements of Appreciation

Apologies and Opinions

Emotions and Describing Physical condition
Receiving and Refusing a request

© N,

9. Requesting and Offering to Help

10. Starting up and Presiding a meeting

11. Agreement and Disagreement

12. Making a Presentation and Introducing a Company

13. Presenting Information for Analysis and Emphasizing an Argument
14. Negotiating and Product Offering

15. Negotiating and Decision-Making

16. Asserting an Idea and Making an announcement

17. Escorting a Guest and Meeting New People
18. Stating Facts About Japan

19. Conversations During a Trip

20. Conversations During a Trip

21. Making a Follow-up and Stating a Status

22. Expressing concerns

23. Defective Products and Providing Resolution
24. Collections/Payments and Customer Service



Day 1:
GREETINGS

ZAITHIT, BEWTETHINLWTT,

Hello. It is a great pleasure to meet you!

Ko LBENWTE THRTT,

| am so happy that | could finally meet you.

BTV T,

How are things going with you lately?

REBIZEZS>THL LELELEI R,

It has been a long time since | last saw you.

TRTLIEX, £H61F°

| have been doing fine. Thanks! And you?

HMEDLLFICLILTEY £,

| am keeping busy as usual.

AYIZTWIRL TR £,

It has really been a long time.

IHBHIFWVnOL EED) EFHA,

Everything is the same as always here.

IERMENTZSSADY 44,

We have a lot of catching up to do.

Day 2:
PARTING STATEMENTS

TS HEFINTRILLES, WA,

| am leaving for today. See you tomorrow!

TEHEAZEABWEELET,

| think | have to get going now.

T—HETCE TS TT,

It has been a pleasure working with you.

NNARSAZFSI NSNS XA LLIBEALSTES N,

Please give my best regards to Mr. Yagi.

EOTBREDTTRRY <ESW,

Have a safe trip back home

CONVERSATIONS AT THE RECEPTION

ZAZBiE, BERIWLEL X 90,

Hello! How can | help you?

ZAZHiE, FAEA B CHO L HE KRR T3,
TEREICESWT D720 £ LT,

Hello! | am Taro Yamada from ABC Corporation.
I am here to see Mr. Kondo.

WTHEREIZ 2 FFICB 2 WT D FERD TT N,

| have a 2 o’clock appointment with Mr. Kondo.

EAHLTNEEHITIZR> TEELIEI W,

Please have a seat if you would like to.

T SIEB T,

Mr. Kondo will be right with you.

Day 3:
SELF-INTRODUCTION

AR FEIBIC PR L TR Y £,

I am in Planning and Development.

ZDOEFIZIE 8 FRHIIZAD F LT,

| joined this Company 8 years ago.

ZOMEFIZT OFEHEDL > TWET,

| have been involved in this line of business for
10 years.

BN 7Fadxy FOELETT,

| am the manager of this project.

KA MDBRIOHMEIZEY £77,

| am moving to another department next month.

INVITATIONS

LW B & TRV IR T,

Why don’t we get together for dinner tonight?

R CTERAIATE FHEAD,

Would you like to join me for a drink later?

AW OKERITZET TR TE b X ET ),

Could you leave this Wednesday open?

THTY, TEHEELTET,

All right. | will arrange my schedule.

THT6(Z ) TEEH)NNDTT A,
AENF R T,

| wish | could, but | have to pass this time.




Day 4:
MAKE AND RECEIVE PHONE CALLS

T BRIV LET,

How may | help you today?

REERIZ D72 W TW T £90,

Could you put me through to Accounting, please?

FHETH )T <HESNDER®D - & T
BEFOELE L,

| am calling about the upcoming conference
in Shanghai.

T2 DNERRICH N D MR L E T,

| will check if he is available right now.

TSR Wiz LET,

Let me transfer your call.

MAKE AND RECEIVE PHONE CALLS

WISV UREILTEBY £7,

| am afraid she’s away from her desk for a moment.

HLRH Y £HA,
W TN OBEFRITHTEY £97

| am sorry, but she’s on another line right now.

WlIAZHTH TRV £ LT,

4 LRI DR A MO E F7,

She’s in the meeting right now, but she’ll be
available after 4.

BTV IR LERHKSEEL X DD

Would you like him to call you back?

BEIFIINET M,

May | take a message?

Day 5:
STATEMENTS OF APPRECIATION

BEHWEEZE, HVBRLE S TIVELE,

Thank you for your time.

ARBICBWEEIZRD E L=, B L)
HONREHITZNFE LT,

You have been a great help. Thanks a lot!

BILEZODIIZHHLDHTT X,

| should be the one thanking you

Bodk, ENLDHLIATLE, BFT
BOWHLELE, HUAE S TIVET,

Oh, I nearly forgot. Thank you for the reminder.

AL LET,

| can’t thank you enough.

STATEMENTS OF APPRECIATION

WEH 2 ERYIZHYNE S TSVNE L,

| appreciate everything you did yesterday.

BREWWEEE, HVRLEHITIVET,

It was really thoughtful of you.

THEICH Y B L 5SSV ET,
TH LS EBREN AL,

It’s very kind of you, but please don’t trouble
yourself.

B Tnie 2 & i b REHW 2 LE T,

| am so grateful for your support.

ZOEIRFEHL LW EEFENRTE 2 &1
CTHRGH L WD EBEA LoD TY,

| just wanted to say that it has been a great
pleasure working with such wonderful people.

Day 6:
APOLOGIES

THR(THE)EBBIT LTI AEEA,

| am sorry for the inconvenience.

ARYIZESIL R - 72D TY,

It was completely unintentional.

D FE TR TETHERFATLE,

| am sorry it didn’t work out.

O ONE TR T & BT LT
BRICH LIRSS WVWEH A,

| apologize for all the trouble | have caused you.

KIFL-oM DR L TS 7ES 0,

Make sure you double-check next time.




OPINIONS

MBI _NIPEEHALERT L LR
REIZ L BnWETS,

| think it’s important to get your priorities
straight.

FLIZ o T2 B T2 AZRIZHIFF L72WVIE S DS &
=9 TL X o1,

If | were you, | would say,
“Don’t get your hopes up high.

LIZBLIZZE S THOREMIELEENET,

| think that’s the smartest thing you can do for
the time being.

FZFETEFHHLRWIE I DVNTT L,

Maybe you should not read too much into it.

TARINCED =L E X TUUIWIT ERA L,
HEILXLRI-OZEEZBsTINTWVWAEDTYT

Don’t take it personally. The manager has your
best interests at heart.

Day 7:
EXPRESSING EMOTIONS

LUV S HIEERRYIINE 5T,

| feel great! | made a lot of progress today.

AT 5318 > Thgrm C9 !

| can’t be happier! My proposal went through.

TLEURES TWTAIENEDLEXEE A,

| feel uneasy about the upcoming presentation.

SENIEN B 2 A LW T O ER A,

My brain isn’t functioning well this morning.

RIS TLE- T,
T Lol

| was told off by my manager. It was humiliating.

DESCRIBING BODY CONDITION

IR HE Y B< 2T,

| am out of shape these days.

BHEE)OHT 3 EL T,

| have an upset stomach.

B Z 51 & DM TV D K9 TY,

| feel like | am coming down with a cold.

BAZS X% A% LI CF

| have a throbbing headache.

HZORT-LOELST,

| have a chronic shoulder pain.

Day 8:
RECEIVING A REQUEST

WNWTT X ME2SETWEEEEL X DA,

Sure. What would you like me to do?

TH#ETT, T IR 200 £,

All right. | will get right on it.

WWNTT X, fiITL X 95D

No problem. What do you need?

WNWTT R, HEFRRPCo TREE 4 L,

No problem. | will take care of the rest.

TV, ZIFFREA T,

Sure! That can be arranged.

REFUSING A REQUEST

HWIZLS TEERH A, THETA,

I’'m afraid | can’t. I'm sorry.

ZIH)LEVDOTIN RERNLTEEREA,

| would like to, but | can’t

FIH) LTV DIERERCELRDTT N,
SIIBFLEVTE TR A,

| wish | could, but | can’t help you right now.

BWO LTI b2 T,

| am going to have to say no.

HIODLBRTVO TR LWTT,

| need some time to think it over.




Day 9:
REQUESTING

THEEAN, DEERE
AZELTHLHZRWTL X 92,

| hate to ask, but could you prepare the meeting
materials for me?

THEEALR, THLZEMERETIC
HEETTHEHAET D,

Sorry to bother you, but would you get this done
by Friday?

HONDANZZOFEHRICHZBEBLTHEHRD &
IEFIZD D BTN OTT D,

| would really appreciate it if you could look
through these documents before you leave.

MPVETZS ) —ERTHHX DL
FHEFITH D BIZVD TN,

| was wondering if you could go over the details
once again.

BAAREZHEATELTHIALWNTT N,

Would you mind working out the Inspection
schedule for me?

OFFERING TO HELP

fAIPBFLNVLEL X 9Dy,

Would you like some help.

BFEmWLEL LI,

Let me give you a hand.

FLTB AN D Z L1ixdH 0 FH A,

Is there some way that | can help you?

ROVITHBEOFEEZWZLEL L 9,

Would you like me to make the travel
arrangements for you?

FZTEDLZ LR BT, TEE RS L5 2,

Feel free to let me know if there’s anything
| can do for you.

Day 10:
STARTING UP A MEETING

BRI ACHIE, 2EBHIVTT A,

Good afternoon, everyone. | see we are all here.

ABITHREP TS SADY 9,

We have a lot to go through today.

COEHEDOHHNTH LWEERIKAZE LSS 2
& ’(\\’é’_‘o

The purpose of this meeting is to discuss new
sales strategies.

A BIEFREAL— MZOWTEELAWE T,

We are here today to discuss new distribution
channels.

GRZRL S TV 72T E3 0,

Could you hand out the materials please?

PRESIDING A MEETING

To& D LARWNE ZAIF RN TT A,

Is there anything that is unclear?

L EERN S WE S TLEG,
ROREIIBEVEL X 9,

If there are no further questions, let us move on
to the next item.

AHBRF LENEZHERSE TS0,

Let me go over what we have discussed today.

HEADOZTWH VR E 5 ZTEWET,

Thank you all very much for your contributions.

ZOHIIROEFETI]Y LIF5Z LI
LELXID

Shall we take up the item at another meeting.




Day 11:
IN AGREEMENT WITH A PROPOSAL

FDHIZOWT BRI/ TY,

| agree with you on that point.

ZDT T THEDHREE LR WET,

| think that we should go ahead with this plan.

EHIMIZANTERA DT T R/ b b
Tl UE,

| believe that it will benefit us in the long run.

FoEZELTIX . FUIETYH
o T A EBEnET,

As far as | am concerned, it sounds quite
reasonable.

ORI EHEMICE K T,
RERBERET 0 7T NITFRADAE T D
+5% EFB5 006 T,

I am all for his suggestions because the incentive
pay program will surely boost our staff’s morale.

IN DISAGREEMENT

RN OEMLIRET,

| am afraid | can’t agree with that.

HRT-OETH L —HH Y FFIN,
BN oREBEL»RET,

You have a point there, but | beg to differ with
you.

FHIZONWTA AR D 5B HDHDTY,

| have a few reservations about it.

V=T DT U A ORI HIAZ DI T
TO

| am concerned about the rapid decline in the
website traffic.

ZORD VIS AFEDOHIBEZRR L ET,

Instead of that, | would suggest curtailing
personnel costs.

Day 12:
MAKING A PRESENTATION

ARBITHFRESE SRR FEEL Luoiia
WEE BUITH VR E ) TINET,

Thank you very much for giving me this
wonderful opportunity to introduce our new
product.

AKRIZBEELATE 52 &2 RENRIZHEWE
—§—«

It’s a great honor to speak to you today.

FOTLEB OB TIHHELY ZOMEMOFEM %
FHE S TWEE X FET,

After my presentation, Mr. Yamada will give you
a detailed description of this product.

TEMERBICBEWWELET,

| would appreciate it if you would hold all your
guestions until the end.

CHEMIFMREEZ W LET,

Don’t hesitate to ask questions at any time .

DESCRIBING YOUR COMPANY

B HOWT TR LET,

Let me give you an overview of our company.

ZOGE TIRRFOZLED—DTT,

We are one of the leading companies in this
industry.

WAL AZE L C 6 0FEDL EIT72 0 27,

We have been in business for over 60 years.

Wkt I & AL E LC. EAmTIc e
1050 T,

We are based in Tokyo and have 10 branches in
every major city.

TETIL30%D L =T 2 5D TET,

We account for 30% of the market share.




Day 13:
PRESENTING INFORMATION FOR ANALYSIS

EF PN T 7 ETELTEE N,

First of all, let’s take a good look at this bar chart.

FEED D58 RIFIE BAICm > TOWET,

Sales have been on the upswing since last year.

72 B —KUSHEm L E L,

We have achieved a dramatic increase in sales.

R CHHESNTVDESZ L < TR ZEW,

Please focus your attention on the area
highlighted in green.

ZOM T T 7Nt BEA TR TS
KW SFTIINHDHZ LR L TWET,

This pie chart shows that our products are highly
competitive in the global market.

EMPHASIZING AN ARGUMENT

oAV v bHBRELEL XD

| would like to show you some other advantages.

ST ZZFEFTCTEEFRITNTHLETEL
7=,

Well, | think that so far | have covered all the
important points.

BIDON—2 g e OB TT 2

What are the differences from the previous
version?

SHIFHELWERICOWTUTI Bt =731 |k
B IEWEELS FERIREERE CTERKLSEE
VY

For further information, please visit our website
or contact our Sales Division.

CREOB hEBRELELL .

Let me show you how it works.

Day 14:
NEGOTIATIONS

Wetbd 5 O TREFV DR TL X I,

How do you like our offer?

flitk DIEITFR V< B TEE AT A,

What price range do you have in mind?

PDF 77 AN CHRIG O X T %
BEOULTHLEALWNWTT D,

Would you mind if we sent our product
catalogue in a PDF file?

R T e REEWELET,

Let me enclose free samples.

B DA AR Y 2 W 72 & 720D TS,

| would like to have the latest price quotation.

PRODUCT OFFERING

INENFOREOELRF]ETY,

Here are the major advantages of our product.

SHEIZBW TR LT EIIZ e Y £/ A,

When it comes to quality, there’s no comparison.

Yo idliE TE KR Sh T E T,

Our products have high market recognition.

(FIUL)BEREDO ZELEIZU 720 72D
BEWVWH Y £ A,

We are positive that it will meet your needs.

TS LERTHOMAERH Y 97,

It is incredibly lightweight and also durable.

Day 15:
NEGOTIATIONS

ZH B ORI HIZ72 D EF 0,

What is your asking price for this?

FTEEZXD NI TWET,

That is way over our budget.

1{EIZDX 2 0 AL RIZMER T,

We can’t go any higher than $20 a unit.

BARTESCEUT N S D TE Dy,

What’s your minimum order quantity?

1fE2 0 RUZLTH B DTS (L)

What do you need in order to sell at $20 per




TLXID

unit?

DECISION-MAKING

T ZINETEE LEFHHEAHERLT
BEFELxro,

Now, let us confirm what we have agreed on so
far.

FTHERE AR O —AFTITR D NI E T,

| am afraid | can’t make this decision by myself.

RN OO RS D IR TE 8 A,

Unfortunately, we can’t accept the quote you
offered.’

I BZTER BN S TR IRER
BWD L TiEe A,

After due consideration, we have to pass up on
your offer at this time.

KEIZCEZBEWVWL T E-> TWAEEZEE LA
IDITVMMBTL X DD

| would like to suggest that we meet again next
week and discuss the remaining issues.

Day 16:
ASSERTING AN IDEA

HEED=—X% AR5 2 &3 Fex Dpig /)
ZHERFT D 72O AR R TT,

Identifying consumers’ needs is a must in order
to maintain our competitive edge.

BEIRTEEY AT L ETESLT H 2 LN
Ko FEH A,

It's essential to build up a nationwide
distribution system.

B TAE O KRB 2 RGE ¥ v X — 2 &
WD £,

We are going to kick off the large-scale sales
campaign next week.

T YT HBCHE T A a2 RAT DRI
TRHEE T 5ORAETT,

It’s imperative to conduct market research
before putting our new line on the Asian market.

R LHHZ &K 6 O HE TR T 5D
ED T

Why don’t we extend the free trial period up to a
maximum of 60 days.

MAKING AN ANNOUNCEMENT

T & DA & F D RFEO R !

Here’s to our success next year and beyond!

AZ T ERE L TERORITAE—F
TEAHZLIX. 20 ERVWERTT,

It is my privilege to speak before you on behalf of
all the staff.

oTaTl el MO A NR—=ERE
A EAZLDEL D EIWZ LET,

We would like to extend a warm welcome to our
newest addition to this project, Mr. Yamada.

AAEIZ3SEOHBEERTABCZBBIND
A ZAOMH 2 gn = e BunEd,

We are here today to celebrate with Mr. Yamada
who's retiring after 35 years with the ABC
Corporation.

BT DA AR R EZ 2 - 3BALYE
Wiz LET,

Before we get started, | have a few changes to
announce.

Day 17:
ESCORTING A GUEST

ZHLIZE I ZITEND F9,

| will pick you up here at 5:30.

O—b—TCHRABRNOATr V2 — L EHR L
TEBEXEL LI,

Why don’t we confirm our schedule over a cup of
coffee?

CHLPITAREKD I E—TT,

Here is the copy of your itinerary.

T AT DRIV DM 2R L TR & £
Lo,

Let’s go over a few details before dinner.

BHEOBNIE 2T THIZWNE Z AT

Is there any place you would like to visit before




IEXESED

dinner?

MEETING NEW PEOPLE

BHFETED L OB TI A,

What line of work ( business) are you in?

THEEA, BARIDPEH SR EELATLE,

Sorry, | didn’t catch your name.

E DB BE O TT I,

Which department ( division) do you work for?

ZH 5 DOEAED) FRZIX OB TT

How’s your company doing?

HARTOAEFBIZITENTEE LD,

Are you getting used to life in Japan?

Day 18:
STATING FACTS (JAPAN)

HAIZIT MR TR b R L 72 A3 AZi@ bk Ra 23
HYET,

Japan has the most developed public
transportation systems in the world.

HATIZ, 202 04EIC1X4 AMIT1 A6 5%
PLEIZ D EHERI SN TWVET,

It is estimated that nearly one out of four people
in Japan will be sixty-five years old or over in the
year 2020.

T B TORX RFEHAMEN DAL E 722 H K
D1o>TT,

The huge financial burden of child rearing is one
of the major causes of the declining birth rate.

HWEEIIEFEWEZZ L TWET,

Consumers in Japan are still holding off on
spending.

H5 O/ & 70T ClrIE B b 2N L R RE &
o TWET,

Small towns in rural areas have been
experiencing a serious problem of depopulation.

STATING FACTS, JAPAN

AADEWE ORI &R, K2 BVPRED
JRIARLE 720 E9,

Japan’s high summer temperatures and humidity
sometimes lead to heat stroke.

FUFEA LT L DF T 4 ZAHOL A T
UINTFESMEROTEEEHLET,

Many restaurants in the business district offer
reasonable set menus during lunch break.

HADT = A LW O D BEZ A4
%@iT/§§I?4 %%73)«6_;*0

Japanese anime is rich in variety, ranging from
entertaining to thought-provoking.

LI HDEDITTHLPUISTIZN D 1 DT,
—ANC AANIREZEOFRICEDEET,

In general, Japanese conform to the majority
opinion as the proverb says, “The nail that sticks
out gets hammered down.

HARZIRITT 2726 B0 FITRAmMBIIC 2 5
& ZABBEIDTT,

It is highly recommended that you travel to Japan
in the spring, where the cherry blossoms are in
full bloom.

Day 19:
CONVERSATIONS DURING A TRIP

PR O 2 FBFAV L 72V D T3,

| would like an aisle seat, please.

FEHOFIOM 2 BN TE 3D,

Is it possible to have an exit-row seat?

SAL=VEMITTHELAETH,

Can you add on the mileage points?

TITHANF LIARFEMIZDO LIEETB LEA £
—§—«

Okay, let me switch some to the carry-on
luggage.

R0 OEOEMRE LTHONTT D,

Can | reconfirm my returning flight?




CONVERSATIONS DURING A TRIP

LS TN — L DZEX|TH Y /A,

Do you have any single rooms available tonight?

10H 148”5 21T LIEWVDTT A,

| would like to make a reservation for 2 nights
starting on October 14.

HRIFMDTOET D,

Does it come with breakfast?

b oD LZVERITH Y AL,

Do you have any less expensive rooms available?

HETIIARMZHN > TLHRAET A

Can you keep my valuables during my stay?

Day 20:
CONVERSATIONS DURING A TRIP

F v FCTHILE L,

| made a reservation online.

EBIEATY T N TE DN
HY FEFAN,

Is there any place where | can print out some
documents?

(BRI R IC DT TR W TLIE S0,

Please charge it to my room.

=LY —E R FBEAN L TOHEEAD,

| don’t think | asked for any room service.

oL 1R LI D T,

| would like to extend my stay for one more
night .

CONVERSATIONS DURING A TRIP

I —FEWATMICIZED L 9T
TN T D,

How can | get to the nearest ATM station from
here?

EOHONEAER O FITH E T,

Which exit goes to the post office?

HTFEEOBRILZ B S DA TV TT D,

Is this the right direction to the subway station?

EEAZEATIEDTHHXET 0,

Can you pull over at the main entrance?

SIFEDHTVRDTL X 9

Where are we right now?

Day 21:
MAKING A FOLLOW UP

BETRE—Va VOERBRIETLE D T,

How’s the sales promotion coming along?

ExixTENL VORI Z Z OFEEDRFRIC
) BT E I,

How much time do we allow for this work?

LERFFANTYHETEDLS VAN £
D3

How long will it take to get the Safety approval?

ZOHRY ERGITRETT D,

Are the date and the venue finalized yet?

EBELR—MIHE EN HW0DDD E3 0,

How far along is your sales report?

STATING A STATUS

FEEYICHEATHET,

It’s right on schedule.

AW EIZAWTE TWETS,

Things are looking up.

Mol X E<HY FHEA,

It’s not as good as we expected.

TELY THAELTOET,

We are one week behind schedule.

5 FE L WIRVEREFSTT,

It looks like things are not going to work out.




Day 22:
EXPRESSING CONCERNS

T =X o TOER AL

The data are incomplete.

—E AV BN D b e o & ()
AUE S

It should be much easier once you get the hang
of it.

FREEEDOZLETIEHY TR 400
EBRFELTHOWEBWET,

It’s still a long way off, but | think you can make
the preparation from now.

bLEIRATZD XD ROTZRHIEZAEL &
g

Let’s cross the bridge when we come to it.

ZOZEEMPRVAINLEEZTNHDTY,

| have been kicking around this idea for quite
some time.

EXPRESSING CONCERNS

B ZOEE SN S | FIORMER TN
fHWMBAD £ LT,

| have just got a heads-up from our affiliate in Los
Angeles.

F b hoTl- b/ bETLZEN,

Keep me posted whatever happens.

e =3 o2 DIERZ KB L E L7,

The Board of Directors has approved our
proposal.

BIEDOWRIITIEAZ v 715 272 < TlX
0 FERAL

We need to communicate the current situation
to all staff.

B FEEMAAM LE LI ST I
BHOELET,

We’'ll notify you as soon as your back order
comes in stock.

Day 23:
DEFECTIVE PRODUCTS / INCORRECT BILL

AT H 7RSSR B 5 K D 72D TR,

There seems to be a problem with the order we
have received from you.

Al SN Foxr DIELE R > T H DT
7j§o

The quantity delivered here doesn’t correspond
with our order.

—HE R LS T OE G TS & 90

When is the earliest we can expect to receive the
replacement?

BERIPLEREEZRNVIZLE L,

| have attached the photos which show the
damage.

AEHEICEEWNE RO E L,

We came across an error in the total amount.

PROVIDING RESOLUTION TO ISSUES

AR OEMTTITBEY W= LET,

We will ship the missing items immediately.

MEAEPEH A IC B LTI+t A TR iz Wiz
LT,

We will replace the damaged items at our cost.

Y OEMIFBERET T HHEEL LI
A TETT,

The rest of the products are on their way right
now, and should reach you tomorrow.

ZOMIEEE L AN E L CRAIC THER
Wiz LET,

We will look into this and get back to you as soon
as possible.

R MapE & A2 HA T B D IS 2 EIS S/ T
W22 DIXFEETL & 90,

Is it possible to give you a price reduction instead
of the replacements for the defective items?




Day 24:
COLLECTIONS/PAYMENTS

FBHWIREZ 2 0 HilE CTWET,

Your payment is 20 days past due.

HEHOBIXIWESITELT R WE 5T
B EIH,

I’'m afraid that your account balance is still
outstanding.

ZHELDIEETIES 1 4 M EBHB LR
AELTEY 7,

Our records show that you underpaid by $514.

AN A Z BN W 2T £ 7970,

Could you promptly remit the difference please?

TTICBIHWBBHEOEEIL. ZOENIL
AR L CTLZ &,

If you have already settled the payment, please
disregard this notice.

CUSTOMER SERVICE AND TECHNICAL SUPPORT

E9Y ) — "RV a QR DENTT,

The laptop is not working properly.

DOV T MIA A F=IUZOE L BRI
MY F9,

This software is very time-consuming to install.

F—HIIEBHNI ANy 7T v L TEN RN E
WITEH A,

We have to back up our data on a regular basis.

Wpx /XY 3 OBEEAE SIS £3,

The computer screen goes black every now and
then.

DRy TT v IREEHRNE T BT
E 3T HUENN T,

Can you show me how to block these pop-up
ads?




