Teacher: (Point to his own height, hair and figure,
etc.)

Student: Oh, my brother is higher than me, and he is
a little fat,...
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Dear Willison,

I am sorry to inform you that the No.212 boots you
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have ordered have been out of stock and we can not pro-
duce them right now because we’ ve got many other or-
ders at the same time. And we have no idea when we are
able to supply the boots.

But we have another kind of boots of No.210. This
product is similar to No.212 boots in terms of quality and
style. What’s more, we can deliver this kind of boots in
no time. And our products’ quality is guaranteed. We will
be happy to refund and exchange the goods if you’re not
satisfied with the boots. I am wondering whether you
would like to make a deal with us.

[ am looking forward to your reply soon.

Sincerely yours.
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Dear Wilson,

We are so delighted to receive your order today. We
are glad to offer you the boots of NO.212. But the boots
have been out of stock and we can not guarantee the addi-
tional supply right now because we’ve got many other or-
ders at the same time. And we have no idea when we are
able to supply the boots. Fortunately, another kind of
cheaper boots are available. It is the NO.210 boots in the
page 52 of NO.500 catalogue published recently. This
kind of boots are similar to the boots you ordered in terms
of quality and style.

We can deliver this kind of boots in no time. For the
sake of deliberation, however, it is better to consult with
you before shipping. Our company can still promise with-
out question that if the customer are not satisfied with the
goods, we can return the money back instantly. So your
benefit is under protection all the time. If you find the
boots are not up to your standard after receiving the
goods, you can return the goods and we will refund or ex-
change other goods for you.

Sincerely yours,
Manager of Sales Department
Mr. Li
February 12, 2005
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Dear Willison,

Hello! I am delighted to receive your order today.

Our company are glad to offer you the boots of
NO.212. But orders have been required by many distribu-
tors recently, which results the under-supply. Now we can’t
secure additional supply. So the stock that was expected to
maintain for a few month has been sold. And we are not
sure when we can offer you such goods. Fortunately, our
company has another kind of boots that share a cheaper
price. It is the NO.210 boots in the page 52 of NO.500 cat-
alogue published recently. This kind of boots are similar
to the boots you ordered in terms of quality and style.

We can deliver this kind of boots in no time. For the
sake of deliberation, however, it is better to consult with
you before shipping. Our company can still promise with-
out question that if the customer are not satisfied with the
goods, we can return the money back instantly. So your
benefit is under protection all the time. If you find the

boots are not up to your standard after receiving the
goods, you can return the goods and we will refund or ex-
change other goods for you.
Sincerely yours,
Manager of Sales Department
Mr. Li
February 12, 2005
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