납품 연기 거절  eq \o\ac(○,1)
Dear Blair,

   I’m so sorry that we are informed that you can’t deliver the goods on time. However, you should know that the delay will cause great inconvenience to us.

   I told you that we were in urgent need of the goods before we signed the contract, so you had to ensure that the goods could be delivered on time, and you promised us that. If you could understand our current situation, you should know that we can’t wait any longer. Otherwise, we can’t meet the customers’ demand, which will be bad for my company’s reputation. Therefore, I have to decline your request for postponing the delivery. I sincerely hope you can understand and I hope to draw your attention to it before it is too late.

   I’m looking forward to your reply.

Yours sincerely,

Frank
납품 연기 거절  eq \o\ac(○,2)
Dear Sir Paul Walker,

   I want to show my regret when I learnt that you want to postpone the delivery, but I’m afraid that we can’t accept your request.

   Firstly, since we have signed the contract, both of us should abide by the terms of the contract. Secondly, if you insist on postponing the delivery, we have to stop production, which will make our company suffer losses. Thirdly, if you can’t deliver the goods in time, we shall have no choice but to decline the order and do business with other companies. Thus, we hope you can reconsider it and try to solve this problem as soon as possible. 

   We are looking forward to your early reply.

Yours sincerely,

John Smith
