납기 기일 문의  eq \o\ac(○,1)
Dear Sir David,

   Will you please do me a favor and inform me when my order on 16th of November (Order No. 628) will be delivered? I remembered that you have promised that the goods would be shipped at the end of November and it was expected to arrive within a week. However, I didn’t receive the goods on time and I can’t find any information about my order. So I wish to draw your attention to my order and check whether it has been shipped or not? If it has been shipped, where it is now? You are expected to make sure that we can receive the goods before mid-December. Finally, I hope we have a pleasant cooperation.

   We are looking forward to hearing from you.
Yours Sincerely,

Lewis
납기 기일 문의  eq \o\ac(○,2)
Dear Sir Gin,

   I’m writing to ask about the delivery date of my order on July 20.

   I made an order from you company a month ago. The products I ordered were porcelain, which would be delicate during transportation. So if it was possible, you were expected to ship our goods in advance. Now, I have been informed that there are not enough goods in stock, so you can’t deliver my order in advance. It doesn’t matter, as long as you can ensure that my goods will be shipped before August. In addition, in order to make sure that the porcelain products are in good condition when they arrives, I suggest that a reliable transport company should be employed. At last, please mail he 

invoice of the order to my company.

   When the exact delivery date is fixed, please contact me right away .

Yours Sincerely,

Donne
