사무용품 예약 요청
Dear Sir Bart,

   I’m writing in reply to your e-mail of January 25th.

   First of all, please accept my sincere gratitude to you for your kind warning. As a general rule, our company will purchase the necessary office supplies for every department at the beginning of every quarter. Five new desktops, as well as five sets of office tables and chairs, should be purchased for the new employees. Besides, I’m afraid there is a great need for a laser printer and a copier. As you know, it’s a small inconvenience for us to have to wait to print and copy files on the second floor. 

   I’m wondering if our application for these office appliances can meet with your approval. Your early reply will be greatly appreciated.

Yours Sincerely,

Kevin
