업무 논의  eq \o\ac(○,1)
Dear Mr. Wright,

   I’m writing to discuss the advertising idea for the Christmas Season Promotion with you.

   Christmas is just around the corner. It’s beyond all possible doubt a golden opportunity for us to promote sales. We must try our best to come up with a good advertising idea.

   First of all, we should collect information from all reliable sources. Then we might find real inspiration in the information to make sure that our products will receive unanimous favors from our customers. You are expected to take charge of this task. My assistant is always at your service, if need be.
Yours truly,

Monica Lehman
업무 논의  eq \o\ac(○,2)
Dear Edgar,

   I’m replying to your E-mail on Wednesday.

   The advertising idea for the Christmas Season Promotion you’ve come up with seems to be so excellent. I could not agree more. To be blunt with you, we have been worrying about the advertising idea for a long time. Your proposal is just as what we want and need. I bet that it will successfully improve our stagnant market. I would like to express my deep appreciation of your contribution.

   I have submitted your proposal to the general manager for official approval. If it is convenient for you, I hope to determine how to launch the sales promotion effectively with you on Friday morning. 
   I’m looking forward to your early reply.

Yours sincerely,

Nigel

