상품 입하 문의  eq \o\ac(○,1)
Dear Sir Tom Jonson,

   Today when I was going to inspect the company, I was informed that the products I ordered from your company on May 8th hadn’t arrived yet. The goods were supposed to arrive two days ago. I regretted to hear this about my order. I want to know when you will deliver these goods.

   Now, the production schedule has to be put off because of the undelivered goods, which has caused some losses to my company to some degree. Thus, I hope you can check whether you have delivered my products or not. If the goods haven’t been delivered, I hope you can deliver it as soon as possible.

   I’m looking forward to hearing from you soon.

Yours Sincerely,

William
상품 입하 문의  eq \o\ac(○,2)
Dear Alex,

   I am very sorry to inform you that the products we ordered from your company on January 10th have not reached us up to now. According to the usual practice, the goods should arrive in one week. But the delivery has been postponed for three days. I am totally ignorant about what has happened this time. 

   I remember that we have told you that we are in urgent need for these products. In view of the present situation, we have suffered a great loss. Please give us a clear explanation for the delay. And you are advised to check your issuance records to make sure whether you have delivered the goods or not. 

   We are looking forward to good news from you soon.

Sincerely yours,

Jason Andrew
