화물 배송 요청  eq \o\ac(○,1)
Dear Sir David,

   The product my boss ordered from your store is a set of mountaineering equipment. He came to our branch office for inspection yesterday and saw the mountaineering equipment by accident at your store. He ordered a set immediately because he had intended to go on a vacation directly from this city. But something unexpected happened then, and he had to go back to the headquarters in New York City this morning. Therefore, we have a request for delivery service to the headquarters. I hope you can do me this favor in view of our situation. And the delivery address is No. 18, Third Avenue, Manhattan, New York City. Thank you very much.

   I hope you can understand, and thanks again for your assistance.
Yours Sincerely,

Harry
화물 배송 요청  eq \o\ac(○,2)
Dear Sir Jim,

   I have ordered a box of vases from your company, but it will be too heavy. It’s impossible for me to carry it home, so I want to ask for door-to-door service.

   The payment will be made on delivery, and I will pay extra fees if it’s necessary. If it’s really inconvenient to your company, would you mind finding a logistics company for me? You should remind them that the products are breakables; and must be handled with care during transportation. If you send my products through a logistics company, the payment will be made by bank transfer. Please deliver the goods to the right place at the first opportunity. 

   Thanks a lot for your help.
Yours Sincerely,

Ivan
