연간 재고 조사  eq \o\ac(○,1)
Dear Mr. Cohen,

   I’m writing to inform you of the annual stocktaking.

   It’s a tradition to close the factory for the annual stocktaking at the end of the year. We have decided to undergo the annual stocktaking from December 21st to December 27th. Consequently, all the delivering and receiving operations will be suspended during this period. We are very sorry for any inconvenience we might cause to you. 

   There will be another goods delivery to your warehouse before the factory closure. You could rest assured that all the goods will be ready for delivery in three days. Please remember to inform us by fax or E-mail of your receipt.

   Thanks in advance for your kind understanding and support.
Faithfully yours,

Johnny McPherson
연간 재고 조사  eq \o\ac(○,2)
Dear Mr. Matthews,

   I’m writing in reply to your e-mail of July 11th.

   Convention dictates that we will undergo the annual stocktaking in late July. The stocktaking is likely to take around a week. There will be no delivering or receiving operations during the period. The warehouse is expected to make a complete inventory of all kinds of goods. 

   You must be well aware that the stocktaking is of great significance to our business in the latter half of the year. A staff meeting is scheduled for July 20th. All the details of the entire process will be announced to everyone at the meeting.

   Please don’t hesitate to contact me if you have further inquiry.

Faithfully yours,

Monroe Kennedy
