제품 훼손  eq \o\ac(○,1)
Dear Sir George,
   We have received your e-mail. We are sorry for having damaged the products you ordered.
    What you ordered from our company is made of glass, I did remind the

delivery company to be careful, but they were still careless enough to causethe damage. Fortunately, we had bought insurance for the shipment. We will negotiate with the company for the matter. We will handle the thing as soon as possible and arrange shipment again.
   Please accept our sincere apology. If there is any other problem, please contact us.
Yours sincerely,

Daniel

제품 훼손  eq \o\ac(○,2)
Dear Sir Grant,
    Thanks for informing us in the letter that some products were severely damaged when the shipment arrived. We hereby make an apology for impairing your products.
    We took this matter very seriously when we received your letter, and we found that we should take full responsibility for it after checking the shipment record. So, we will compensate you for your losses. We are sorry that our staff didn’t pick these damaged products out and caused much trouble to you. We will certainly exchange goods for you as soon as possible when we receive the returned products. It may take several days. I hope you can wait with patience.
    Please accept our apology for our carelessness during the shipment.
Yours sincerely,

Linda
