납품 지연  eq \o\ac(○,1)
Dear Sir Nick,
   I’m sorry to inform you that we have to delay the delivery date. We should have completed the task on time. However, something unexpected happened. Several machines stopped working yesterday. Though we have ordered some new machines, they will not arrive until the end of the week. During this time, besides all the rest of the machines, all the employees are forced to work day and night to finish your order. You can rest assured that we will manage to reduce your loss and compensate for it.
   We will try our best to meet the deadlines when the machines arrive. Finally, we hope you can continue to purchase items from our company, because we have confidence in the quality of our products.
Yours sincerely,
Martin
납품 지연  eq \o\ac(○,2)
Dear Sir Simon,
    We are sorry that we can’t deliver your products on time. Please accept our profound apologies for the delay.
    On account of the great demand of the products you ordered, we have received so many orders of them that they are out of stock at the moment. So we are unable to fulfill your order on December 26th by the requested delivery date. We have tried to replenish our stock as soon as possible, but the products are not expected to arrive until three days from now. We will deliver your products when they arrive, and you are expected to receive your order within a week. We are sorry for the undesirable inconvenience caused by the delay. I hope you can understand. In addition, we honestly hope to continue serving you in the future.
Yours sincerely,

Robert
