편지 감사  eq \o\ac(○,1)
Dear Emma,

   I acknowledge with thanks receipt of your e-mail of January 19th.

   It gives me great pleasure to learn that you will spare time to attend our seminar   about the future development of the tourist industry. It must be an awesome   opportunity to benefit from your considerable knowledge on the subject.

   Please accept my sincere gratitude to you for your kind suggestions attached in the last e-mail. For my part, these suggestions will be of great help to the preparations   for the seminar. I have submitted them to the general manager for official approval. I figure the manager will give his consent. Please feel free to contact me, if need be. 
Yours,

Shirley
편지 감사  eq \o\ac(○,2)
Dear Tom,

   You asked in the letter if we could provide more discounts on the product. I applied to our manager yesterday, and just got his reply this morning. On your present   order, no more discounts could be provided, because the price we gave you is the lowest already, generating almost no profit. I hope you could understand. Thank you. 

   As to the last shipment, it was delayed due to customs problems. It would take a couple of more days for the parcels to arrive in your country. Would you please wait a few more days with patience? Let’s keep in touch, I’ll keep you informed.

Best regards

Annie
