A Letter of Complaint and Request for Service (Business Letters)

A Sample Letter

	Layout and stages

Your address (so the firm can reply).

Date you wrote the letter.

Business name and the title of the person who will deal with the complaint (as you don't usually know the name).

(Address goes on envelope).

Greeting (opening).

Stage 1

Statement of the problem, with details of product number and date of purchase and proof that you paid for the product.

Stage 2 Request for action on problem - two points made.

Closure (formal)

Signature

Name clearly typed
	16 Wailer Rd

Auckland 1001

15th March 2000

Customer Service Manager

Wundamail Ltd

Dear Sir/ Madam,

I ordered the boxed set of 5 CD's called "Remember Yesterday" from your February catalogue (product number 1324). When the set arrived, two of the CD's (numbers I and 3) were missing from the cases. A copy of the receipt is enclosed.

Could you please send me the missing CD's as soon as possible. Please do not charge me for postage and packaging, as the mistake was made by your company.

Yours faithfully,

---------------- (sign name in own writing)

Laura Williams (type name)
	Language features

I (first person pronoun), used to show who is involved in the action.

Past tense of action verb (ordered) shows action in past.

Personal pronoun not used in sentence 3 - passive form of verb used (is enclosed) - makes sentence impersonal and more formal.

Modal auxiliary (could) used with main action verb (send) as form of request to show what you want them to do.

Politeness marker (please) + negative (do not) + imperative verb form (charge).

as- connective showing reason (same meaning as 'because') was made by is passive form of action verb. The active form would be as your company made the mistake - use of passive makes message less direct


