일자 변경 요청
Dear Mr. Richards,

   I’m writing to request a change of time for our appointment.

   If I’m not mistaken, you made an appointment with our general manager three days ago. The meeting is scheduled for 10 o’clock a.m. the day after tomorrow, to settle further details of our cooperation in the laboratory research. I regret to inform you that the general manager will be unavailable then.

   I’m genuinely sorry for the trouble. We hope you may come at three o’clock p.m. the day after tomorrow instead. Or, if you insist on the original appointment, the deputy general manager will substitute for the general manager at the meeting. I’m looking forward to your reply at your earliest convenience.

Yours sincerely,

Daniel Nixon
