계약 재촉  eq \o\ac(○,1)
Dear Mr. Cohen,

   I’m writing to urge you to prepare the contract as soon as possible.

   We came across your latest motor vehicles online and expressed our interest in the E-mail of September 24th. And it gives us great pleasure to learn that you have finally agreed to our counter-offer and decided to take our order No. 1257. It’s high time that we both parties made ready for the contract. 

   You are expected to prepare a draft sales contract, including terms and conditions about the price, packing and delivery of the vehicles. Once we have confirmed our acceptance of the provisions, we can enter into the contract. Please feel free to contact me if you have further inquiry.

Truly yours,

Fredrick Harris
계약 재촉  eq \o\ac(○,2)
Dear Mr. Richards,

   I’m writing to request you to make ready for the contract as soon as possible.

   It has been almost a week since we decided to place an order for your digital cameras. However, in contrast to our readiness to make a contract with you, you seem to be tardy in response to our request for the draft contract. I will appreciate it if you can prepare the draft contract and send it to us for reference without delay.

   You are kindly reminded that you should take all factors into consideration and explain in detail the duties and responsibilities of both parties in the contract. Please don’t hesitate to contact me, if need be. Thanks in advance.

Cordially yours,

Jorge Williams
