UNIT 8

LETTERS OF COMPLAINT
Example
	Dear Sir,
I wish to inform you that because of the very poor service provided by your airline, I was prevented from appearing at an important professional conference and delivering a paper which I had spent nine months preparing.
I had made reservations on flight 987 to Bombay three months prior to the departure date and had been told that there was no need to pick up the tickets in advance, as long as I arrived one hour before the flight.  When I arrived not one, but two hours before departure time, I was informed that there was no record of my reservation and I would have to wait until all the passengers already holding tickets were accommodated.
It soon appeared that the flight had been overbooked and that I and several other passengers were to be put on flight 357, which was scheduled to leave two hours later.  Had this flight left on time, I would have had only one half-hour to make my connection in Brussels.  As it turned out, the flight left an hour late; I missed my connection and was unable to get a flight to Bombay until the following day. There was then no point in continuing my trip as the conference would already have ended by the time I got there.
Failure to appear at the conference caused me considerable personal embarrassment, not to mention the loss of prestige, time and money. Though there is no way for you to make up for the professional damage this has done, I feel that, at the very least, the price of the ticket should be refunded to me as a small compensation for this most unfortunate incident.
I look forward to hearing from you on this matter and I sincerely hope that better service will be provided to future passengers on your airline – though I can assure you that I will not be among them.
Yours truly,
Ricky Jhemok’e


Task 8.1     Cloze test 
	3422 17th Street
Bayside Hills, New York 11375
                                                                                                                        15 September 2000
Dear New York Times representative,
     I would like to __________ your attention __________ the fact that my Sunday New York Times has not been delivered before 10:30 a.m. for the past three weeks.
     My original intention __________ having the Times home-delivered was to enjoy the pleasure of reading the paper __________  my early Sunday morning coffee. However, since I rise __________  7:30 a.m., I have enough time to drive __________  Manhattan to the New York Times office, pick __________  my own paper, and return home to Queens __________  9:00 a.m.  Thus, you see that receiving the paper at 10:30 a.m. is __________ no use __________ me __________ all.
     Therefore, unless it is possible to have the paper delivered __________ 7:00 a.m., as was originally promised, I will have __________ other choice __________ to cancel my subscription. I hope that this will not be necessary and look forward __________ finding my paper __________  the doorstep early next Sunday morning.
                                                                                                                     Yours truly,
                                                                                                                      Hardy Allen


Task 8.2     Writing task (no key provided)
(Letters of Complaint)
REVIEW:
1.         Write an INTRODUCTION and a CONCLUSION to a letter complaining about an incorrect telephone bill which you have received.
INTRODUCTION:  _____________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
CONCLUSION:  _______________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
2.         Write an INTRODUCTION and a CONCLUSION to a letter which you write to your chief protesting against a decision you feel is unfair.
INTRODUCTION:  _____________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
CONCLUSION:  _______________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
Task 8.3          Writing task (no key provided)
(Letters of Complaint)
ASSIGNMENTS:
1.         You are unhappy about some condition which exists in your apartment building (elevators, garbage disposal, heat, security, for example). Write a letter of complaint to your landlord.
2.         You ordered some goods by mail from a department store, but what is sent is not what you ordered.  Write a letter of explanation to accompany the goods which you are returning.
3.        You feel that some aspect of the work distribution in your office is unfair.  Write a letter of protest to your chief explaining what you dislike and suggesting another approach.
Answer Key to Cloze Exercise

3422 17th Street
Bayside Hills, New York 11375
15 September 2000
Dear New York Time Representative,
     I would like to draw / call your attention to the fact that my Sunday New York Times has not been delivered before 10:30 a.m. for the past three weeks.
     My original intention for having the Times home-delivered was to enjoy the pleasure of reading the paper with my early Sunday morning coffee.  However, since I rise at 7:30 a.m., I have enough time to drive from Manhattan to the New York Times office, pick up my own paper, and return home to Queens by / before 9:00 a.m.  Thus, you see that receiving the paper at 10:30 a.m. is of no use to me at all.
     Therefore, unless it is possible to have the paper delivered by / before 7:00 a.m., as was originally promised, I will have no other choice but to cancel my subscription.  I hope that this will not be necessary and look forward to finding my paper on the doorstep early next Sunday morning.
Yours truly,
Hardy Allen
