송장 발부 요청  eq \o\ac(○,1)
Dear Mr. Benson,

   I am writing to inform you that we have received the water heaters that we bought from your company on September 17th, 2015. But unfortunately, I could not find the invoice inside the packing container. I guess you might have forgotten to issue it as a result of your brisk business. Since we are in urgent need for it, could you please forward the commercial invoice to me with the least delay possible? I would appreciate it much for your cooperation. 

   Please do pay more attention to this problem next time. I am looking forward to receiving the invoice very soon.

Sincerely yours,

Robert Acheson
송장 발부 요청  eq \o\ac(○,2)
Dear Mr. Acheson,

   I feel deeply sorry for the inconvenience we have caused you. I have to admit   that we were to blame. As soon as I finished reading your last letter, I immediately settled the invoice for you. Now the invoice has been delivered to you by express. You are expected to receive it in two days later. Please accept our sincere apologies for having made you wait so long for this. We will definitely pay much more attention to this problem and provide our customers with the best products and services. 

   We hope you’ll come back and shop in our store again!

Yours sincerely,

Louis Benson
