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Client / Company name:

What they asked for:

What is already decided:

What is still unclear:

What I do NOT want to imply yet:
Preferred tone: warm / neutral / concise

— (o) o
AllZANS 707k
You are helping me draft a professional English first reply to a potential client.

Context:

- What they asked:

- What is already decided:

- What is still unclear:

- My preferred tone: warm / neutral / concise

Please write:

1. a short reply

2. 3 clarification questions if needed
3. a polite closing line

Constraints:

- do not overpromise

- keep it easy for a non-native speaker to review
- make the next action clear

KeLICHEY IS VWHERRKRIR

e Before | suggest the best way to proceed, could you share...
e Just to make sure | understood correctly...

e |'d like to confirm a few details before moving forward.

e Once | have that, | can respond more clearly.

e | want to make sure we are aligned before | finalize anything.
e Could you clarify the expected timeline?

e Please let me know if my understanding is correct.
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Thank you for reaching out.
I’d be happy to learn a bit more about your project.

Before I suggest the best way to proceed, could you share:
- the main objective

- the expected timeline

- the deliverables you have in mind

Once I have that, I can respond more clearly.
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Thank you so much for your message.
I’d be glad to learn more about what you have in mind.

Before moving forward, could you share a few details about:
- the goal of the project

- the timeline

- the deliverables you are expecting

Once I understand that better, I can reply more clearly.
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