납부 요청  eq \o\ac(○,1)
Dear Sir Daniel,

   Thank you very much for purchasing our products, and we delivered the goods you wanted two weeks ago, with the receipt you requested. But we haven’t received the payment yet. So I’m writing to remind you to pay for the goods as soon as possible.

   You should have made a remittance one week ago according to the contract we signed. It has been two weeks since we delivered the goods, but the payment hasn’t arrived. If you want to change payment option, please let me know duly. And the payment is expected to be made within three days after you receive this email.

   I’m looking forward to hearing from you soon.
Yours Sincerely,

Charles
납부 요청  eq \o\ac(○,2)
Dear Sir Frank,

   I’m so sorry that I found the payment of your company has not been settled. I’m writing to remind you of the payment. Besides, please find the attached copy of the bill.

   If the payment has already been paid, please inform us when you receive the letter, so that we can check it timely. Otherwise, please forward us the full amount before 9th of May; 3% interest is expected to be charged if the date of payment is half a month later than the fixed time. Therefore, I hope you could pay attention to this matter and try your best to make a remittance as soon as possible, no matter what has caused the delay.

   Thank you for the cooperation, and I hope you can deal with it well.
Yours Sincerely,

Eden
