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catalog

delivery date
shipping information

the status of an order

to pose a question

procedures

to address

client
to have occasion to do

vital
diplomatic

to maintain good rela-
tions



to deprive yourself of

set formula

sacrifice

Clarity

novelty

variety

to keep in mind
appropriate
statistics

definite

winning note
appreciation

progressive business
house

to promote sales
to gain goodwill

personal touch
substance

the manner of phrasing

genuine willingness



routine inquiry
out-of-stock item

shipping date
expedite

form letter
correspondence
jobber
wholesaler
retailer
inconsiderate

relevant additions

desirable



to lose one’s temper

trying situation

compact

courteous

elaborate apology

lengthy explanation

out of place

to take the edge off a
refusal









