PRACTICE BOOK
p. 74

WRITING Time
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When wrifing a letter of complaint have these fipsin mind!

®@-)
- Describe your purchase;

. Include the nameé of the proc\ucf and serial number;

- Tnclude the date and place of purchase;

- State your prob\em (9e1’ straight To the point and explain exactly
what the problem is);

- Give the history of your purchase (gi\/e all the re\evanfinforma‘l'ion

in a clear and \ogica\ sequence);

. State what action you want the company to take and When yov
expect them To have this done;

- Allow time for action;

. State how youv can be reached;

- Enclose copies of your Jdocuments and receipts (but never send

originals);
- Keep copies of all your letters, faxes, o-mails, and related documents.

on't
- use abusive language, however frus‘l'ra‘l'ed ofr angry you migh‘l‘feel
(don't get emaﬁona\);
- allow yoursehc to get side‘l‘racked from your speci'ric prob\em into
9eneralized criticism of the company or its products of services;
- send your |etter without checking it carefu\\y for grammatr of
spelling mistakes.
www.usa.gov/‘l’opics/consumer/complainf/camplain‘l’-le‘H’er.sh‘l’ml

h‘H‘p://oxfarddic‘l‘ionaries.cam/Words/le‘H‘ers-mc—complain‘l’ (adap‘l’ed and abridged)

1. Choose a reason for complaining:

oY
ou bought a product that isn’'t working;
e The shop assistant was rude; |

e The pro
product you bought online didn’t arrive on time;

2. Write
a letter of complaint, following the above tips

a :
BRIDGES 1?2 Ano [SEBENTA nd the example in your Practice Book.



