번호 변경  eq \o\ac(○,1)
Dear Ms. Noel,

   I’m writing to inform you of my new phone number.

   As you might know, our company has been moved from Miller Building into Pemberton Building two days ago. Our three-year lease is due to expire at the end of this month. Considering the large increase in rental fees recently, we give up all thought of renewing the lease. 

   After two days’ tiresome move, we now settle down in the new office in Pemberton Building. Of course, my phone number here has changed from 2345--5555 to 2345-6666. You could also fax me at the new number, if need be.

   I hope the small change will not cause you much trouble. Thanks in advance for your understanding.
Yours sincerely,

Ellie Hastings
번호 변경  eq \o\ac(○,2)
Dear Ms. Lucas,

   I’m writing to inform you of my new extension number.

   It gives me great pleasure to announce to you the good news that I have been promoted to the position of the assistant to the general manager in the accounting department. It never occurred to me that I could get promoted, to tell the truth. I surly have every confidence in my competence and working experience, but the fact remains that I have only slim chance of achieving success in the face of the stiff competition. 

   There has been a change of my extension number in the office in the wake of my promotion. Please contact me at extension 4395 from now on. 

   Please accept my sincere apology for any trouble the change might cause to you.
Yours cordially,

Christina Cohen
