FORMAL LETTER OF COMPLAINT
TASK: The meal that you ate at a restaurant wasn't to your satisfaction. Write a letter to the manager to complain.

(Your address, the date, their address, salutation)
                                                                                        317 Golan Street
                                                                                     Tel-Aviv, 4563
                                                                                                    8 February 2008 
Mr. David Cohen 
Manager 
Resto Restaurant
17 Hermon Street 
Netanya, 22334
 
Dear Sir,                                                                                                 
(Opening. State the reason why you are writing this letter. Provide the background to the problem.)

Last week my family and I celebrated my son's birthday at your restaurant. I am writing to inform you of my extreme dissatisfaction with the food and to complain about the terrible service that we received.
(Description of the problem and the effect that it had.)

After waiting for almost an hour just to receive menus, we were disappointed that the food that was eventually served to us, after almost two hours, was undercooked, not flavored and served cold. My daughter found a hair in her salad and the vegetables looked as if they hadn't been washed. When we complained to the waiter, he was aggressive and rude towards us.
The inedible food and the waiter's negative attitude towards us ruined my son's birthday meal. We also suffered from severe cramps, stomach aches and diarrhea the day after the meal. (The doctor's note is included)
(Proposed solution)

I suggest that you look into this matter very seriously. I expect to be fully compensated for the distress of my whole family. In addition, I trust that you will make the staff at your restaurant aware of the seriousness of the matter.  

(General conclusion)

I look forward to your early response.

Yours Sincerely,

Mr. J. Smith
VOCABULARY

SALUTATION:  Dear Sir, Dear Sir(s), Dear Sir/Madam, To Whom It May Concern, Dear Mr. Young, Dear Ms. Young,

OPENING: I am writing this letter to complain about a faulty (name product) which I bought at your store, on 14th May, 2006./ I am writing this to you in order to express my dissatisfaction regarding a faulty (name product) which I purchased at your store on 14th May, 2006./ I was extremely disappointed.

SOLUTION: Last, but not least, / I must point out/ I expect to receive a full refund./ I believe that I am entitled to/ I am enclosing the receipt/ It would be distressing to us both if I were forced to take legal action.

ENDING: I hope that you will take this letter into consideration./ I look forward to your prompt reply./ I expect your early response./ I will be happy to provide you with further details if necessary.
GREETINGS: Yours sincerely, Yours faithfully, Yours,
COMPLAINING ABOUT FOOD: expiry date, food poisoning, crawling with bugs, stale, raw, undercooked, inedible
COMPLAING ABOUT CLOTHING: fabric, material, ripped, hem, sleeve, buttons, unraveled, stained, shrunk, color faded, fit me perfectly, hole, it was torn

COMPLAING ABOUT ELECTRONIC DEVICES: high-quality products, batteries are charged, service, ceased to function, failed to function, switch on, switch off, operate, at a reasonable price, according to the instructions, manual, installation, malfunctioned 

REMEMBER:
The tone of complaint letters should not be aggressive or insulting.

Use formal language.

Be polite.

The content should contain enough details so that the receiver does not have to write back requesting more. 

Do not threaten to take legal action, unless the situation is very serious. 

Do not make threats such as: if you don't fix the problem I'll break your legs and burn down your shop.

81 Cheung Sha Wan Road 
Cheung Sha Wan 
Kowloon 

7 February 2006 

The Administrative Officer 
Exhibition Services
Exhibitions International 
3 Kadory Avenue
Kowloon

Dear Sir/Madam,

I attended your exhibition "Sound Systems 2006" which was held at the Fortune Hotel from 29 - 31 January and found it to be informative and interesting. Unfortunately, my enjoyment of the event was spoiled by a number of organizational problems. 

Firstly, I had difficulty registering to attend the event. You set up an on-line registration facility, but I found the facility totally unworkable. Even after spending several wasted hours trying to register in this way, the computer would not accept my application. I eventually succeeded in registering by faxing you.

Secondly, the exhibition was held at one of Hong Kong's most prestigious hotels, but this venue would have been better suited to a medium-sized business conference than to a large exhibition open by registration to the public. The lack of space led to serious overcrowding, particularly at peak visiting times (i.e. lunch times and early evening). On one or two occasions I was also seriously concerned about the physical safety of attendees.

The final point I want to make concerns product information. It is very enjoyable to see and test a range of excellent sound systems, but it is also important to be able to take away leaflets on interesting products, so that more research can be done before deciding which system to buy. However, by the time I attended the exhibition all the leaflets had been taken.

Could I please ask you to look into these matters - not only on my behalf but also on behalf of other attendees, and in fact on behalf of your company, too.

I look forward to hearing from you.

Yours faithfully,

 Long
Mr. M. Long
