상품 대금 지불 재촉  eq \o\ac(○,1)
Dear David,

   I’m writing to remind you to pay for the of goods. I delivered goods to your company two months ago, but I haven’t yet received any response from you, including the payment. 

   We have cooperated for a long time and this is the first time that I haven’t received your payment on time. Therefore, I want to know why. If there is something wrong with goods, please let me know quickly and we can make compensation in time. Otherwise, we hope that the payment will be made within a week. I believe no one wants something like this to impede our cooperation in the future. So, I hope deal with it in time. 

   I’m looking forward to our further cooperation.

Yours sincerely,

Frank
상품 대금 지불 재촉  eq \o\ac(○,2)
Dear Donne,

   I think it’s necessary to remind you of the payment of the goods. By contract, you are required to pay for the goods as soon as you receive them. But it has been one month since we delivered the goods, and I haven’t received the payment. So I’d like to know your plans for paying the accounts. 

   Considering the good quality and sound price of our products, I think you must feel great satisfaction with them. On the other hand, we are in urgent need of the payment to carry on the next project. So, please make your payment as soon as possible. If there is any difficulty, you can pay on monthly installments. In addition, please 320 inform us if you change your payment option. I’m looking forward to your prompt reply.

Yours sincerely,

John Smith
