계약서 반송 재촉
Dear Mr. Faulkner,

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

   First of all, please allow me to express my sincere gratitude to you for your decision to cooperate with us on the bridge renewal project. The project is about to enter the implementation phase on December 19th. We speculate that it might take around three months once commenced. 

   In order to avoid any possible dispute, we drafted a contract to explain the duties and responsibilities of both parties in detail. It has been almost a week since we sent the draft contract to you for your approval. You are kindly requested to return the revised contract to us by Friday. Please don’t hesitate to contact me if you have any question.

Yours cordially,

Monroe Harding
