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

Instructions

   1. Draw up a stages column and write in the details of each stage.

   2. Draw up a language features column and in the column show:

          * an action verb used in the past tense;

          * modal auxiliary used as a form of request;

          * a connective giving a reason;

          * a passive form of an action verb;

          * a politeness marker.

   3. Check your letter carefully for:

          * standard spelling;

          * standard punctuation (capital letters and full stops);

          * choice of formal vocabulary;

          * tenses of verb groups.

   4. Check to see that your letter makes sense and that all stages and details are in your letter. Check that you have included all the language features in the list. Check that you have not included any personal or unimportant information.

