
WRITE A FORMAL LETTER OF 120-150 WORDS TO THE MANUFACTURER

USING YOUR IDEAS

This handout forms part of the module for English 1 â€œFormal Letter Writingâ€•. I am writing in reference to your
advertisement for summer language How the chocolate manufacturers will react to the letter Formal. Now re-write text A
using informal language. Pay close attention to the .. Ideas for writing.

I often collect prescriptions from the pharmacy on behalf of my grandmother, Mrs Elaine Bingham. I am
writing this letter to report the faulty TV that I purchased from your company on Tuesday last week. I hope
this problem will be resolved promptly. To apply for a job. This is ten times stronger than the prescription
called for. I look forward to hearing back from you immediately. However, as I was leaving I saw that I had
been given mg tablets of Kendomol. That letter should be over words. Getting the tone right is important
because this can affect your score for Task Achievement. I am very sociable and I enjoy working with people.
Explain WHY you are writing. However, when I got home I discovered that not only did the remote controls
not work but also the quality of the picture was not as good as promised, in fact it was quite blurry. You
bought a TV a week ago but when you got home you discovered it did not work properly. Check that you have
used a suitable expression for closing the letter. Other useful formal expressions I would like to point out that
Do the preparation task first. Yours faithfully, if you do not know the name of the person you are writing to. If
I hadn't noticed the difference between the prescription and the actual tablets, my grandmother could have
taken a dangerous overdose of Kendomol. Making complaints It was clearly stated that If you do not, you will
lose marks for Task Achievement, and your band score may be reduced. I have a BA in Italian. Take a look at
the question: You have bought a new camera but when you got it home you found it had some problems. I
think it happened because there were not enough staff on duty. I enclose my CV I look forward to hearing
from you. Yours faithfully,. The register or tone will depend on how formal or informal the letter is. On
purchasing this TV, I was assured that this was the latest model and the best there was to buy. Complaint
letters are one of the most common types of letters that you can be expected to write. Closing remarks I look
forward to hearing from you at your early convinience, soon. I consider myself to be responsible a I am a
quick learner. I wonder if you could send me I would be grateful if you could Learn how to write a letter of
complaint. In your letter: Explain the situation Say what action you would like the company to take It is
essential that you address the three points you are given. You called customer service to report the problem but
you have not yet received any help.


