날짜 변경 불가  eq \o\ac(○,1)
Dear Sir Shawn,

   Thank you for your letter, in which you told us to change the fixed date of negotiation. I’m sorry, but the date you suggested inconvenient for us, so we can’t accept your demand request fixed.

   Though we have no idea what happened to your company, we arranged the date of negotiation last week on a set time which is suitable for us. Besides, you should know that all our staff have been swamped with work recently, because we have received a big order from another company, and our manager has a full schedule this month. So we sincerely hope you can keep the promise and arrive on the day appointed.

   We are looking forward to your reply.
Yours sincerely,

Shelly
날짜 변경 불가  eq \o\ac(○,2)
Dear Betty,

   I have received your letter, but I’m sorry, we can’t fix another appointment.

   In our company, many things are brought into readiness a week in advance. I think maybe something unexpected happened to your corporation, so you want to change the fixed date. However, December 19th, the date you suggested, is inconvenient for us. Recently, to expand the market, we have been seeking foreign trade partners to do business with. On that day, our manager is appointed to confer with the partner about the future development program of the two companies. So, please handle the thing well as soon as possible and contact us before it is too late.

   We are looking forward to your reply.
Yours sincerely,

Austin
