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Letters of Complaint

&Lead in:
>  When do you need to write letters of Complaint?
>  # Write Letters of Complaint to

€ shops

¢

€ headmaster

€ person in charge

L 2
sBIFEGIEDR:
Bk RYHCKES, WHSERERN, RAMESFEANA;
Bk REERBRFNAR SEOFEH;
B=k: RUBREIOHRERIYRLR, KB

+  Structure of the letter of complaint

#Beginning --- Purpose of writing the letter [ EERE-FFALITADIUHE S+ RBESERNEHE]
®Body Arrangements-— [ EEBREDDIFRIFH N B+ FIFHEMAERE CGFRIFEEEN) DEINTFE
RHRER 2 ]

®Ending — [FEB/INSERSPEXN T AERLDBE L, BRAE]

s I S BIFE Rk

+ Part 1: Beginning [ & B-5| AAEFFLA]])

+ Purpose of writing the letter [ 5EREDIFAUITAHIRABIERNER]
+ RENMEEC, WHEHS, BFAITA.

> | am writing to you to LREGREIFRT.....

> | am most complain, but...
REAERE, HE..

> I’m writing to the coat which I bought last month in your store.
REB RIRBVFE X EAN A AR E LRI AR 7 18] B -

> | am one of your . ’m writing to one of your waiters’

RERK— DR BEBFREE—MRST & OALS AT,

> | have / for years but I am writing to about...
XJVERASRNRSGEHRER, ERREERREXRT...... AW,
> I’m Li Hua. | feel sorry but I’m afraid that I your restaurant.

RAEZHE, RVBEREMRI. BR, BHBRAEARANIBRIERATEIF.

s WA S BIFE R IESL
Part 2: Body Arrangements: (IE)’C%”B%E‘J%T%W)

Natural transitions -to begin with, as for, In addition, Therefore, as well, to be frank, what’s more,

meanwhile, undoubtedly...



+ Part2: Body Arrangements [ EERE DD E R KB R ]
(2) B USRI ANF+HORR A RE+EITH B R R E 2

1.1 for you to do something / to solve the problem.
RN REH D EER B M - i R
2. There are I am not content with... At first, ... 5 eee
Eventually, ...
X .. AWEF —BFEFER. BE ... EREERR, ... BE, e
3. that I wish to . For one thing, ...
F—fem EAERS EANER: B%... HK..
4, , the food is and the water isn’t served in time. In addition, the music

you broadcast is .
B, \YIKBL KEA KB K. TH, RIBERANERADT .
5. | to sit here having dinner quietly.
EXFERFET, RREZFHFHBAEIXBIZR.
6. your goods and service have the following
/ / ARBARE AR TR = A RS AR A DT X
1k N\ DAERSZ 19 ) R
7. While I was in HongKong about a week ago, | bought a green shirt for 300 HK dollars
in your shop, but something wrong with it.

K — R RATEERONR, RARNEEFE 300 BTE T —H&6EHYE, BEF LEEFERE.

MBI ERSERE

+ Part3: Ending [ERIRERREA]

+ RESHERINERIIEN T RERLDBE L, FRAE

@31 do hope that the problems can as soon
RAE BT AE BT RARR.

@3 | believe you will

BABERSNEH B RBIBLF

@3 | sincerely hope that you will and proper measures to
such an incident again.
REWMABRENRAEXAEE, USRS SRR LR P F R R L.
31 would very much if you could to solve the problem
PR BE R PR B ML XA A, RGBRBAR
o3 | would like to by the end of this month.
RAEEX RN AR ZATE LU R
@3 We trust that you will this matter and prevent the

recurrence of this kind.
RAGBEENESEXMFEE, FHERAMIEXREFRRE.
@3 | am waiting for and

REEFH—NEHEIMERE, HRFAREER.

+ B HEB Writing help: Useful phrases and expressions
1. juss about 3. Z% putup with/
2. HEMRREAFHEhopeto_ 4. A sE4 incident



FEREIIARSS poor

BIERIITFE

FRVLIAIRR deal with/

FRABREIR | would like to
WEEKRFH

matter/

+ Writing help: Useful sentences

© oo~ o

your records

10. REH BRAEHIE |

want to know that

you would

11. [H......JE¥ make an apology to.../
12. EBKA R in

llook into the  13. A

1. TIbelieve that us.

2. Iexpect an to as soon as possible.
3. I know you will want to see that again.

4. TIlike your product but I your advertising.

5. I’m that we can to our satisfaction.
6. Iregret/am sorry to the following

| [BFEHER 1]

Dear _ , (%)

+ Part 1:Beginning

@ lam (BENAF) @ 1 you but I am afraid that I have to
about (BEEHE, BIFES)

+ Part 2: Body Arrangements
®The reason

is

K% —/NATE) ® In addition,

it . UB%) to
4+ Part 3: Ending
@ rd

—3BER) , and | would like to

very much if you could

(BBHFE=AJFE) © Under

. N BRAFHBWERE) @ In the first place,

to say

(HRLE VR REER)

settled by

Thank you for your

and I will be looking forward to

, (R BUER) | preferably

(48
, | find
, G3
(B HEIE R BEHR)
. (R

Wit R R R B E)

H [&Famx2] -
_ L CHR)
My name is

(BERB)Firstly,

Dear

(BRNM)lam
GBRE—AJFE) Secondly,

Yours Sincerely / Faithfully/ Truly,

(HEIEA) 1am writing to you for
(FBHE AN FH) Thlrdly

. Therefore, | require that you send me a new one of the same model within a month. (#RFIER)

To be honest/Honestly speaking,

. Therefore, | do require/hope

Thank you for your consideration.

R SCEE— R EERI %

&S H WX

[BOFEERYIZ 1-BF2ERT ARG HEAE]

BT NMAXEE S 1559

R AR B Hre I 2E,

RRBIER. BERIT:

PRI ERZERT R B RS REAHR .

(PRI AR YO

Sincerely yours,
Li Hua

ERERKE —HEIF



L 8 RRREE, WRE: |BTRS A .
2. FREEBAER.
ER: 1 A8 A

2. WLOE SIS, DMEATSOER

3. FFKRIEMGERIECARE LT
&S Ju 3L A Letter to the President about the Canteen Service on Campus.
Dear Mr. President,

(1) My name is LiHua, I am a student from Xinhua High School. I want to write you a letter about the

) the complaint is and high price of the food. ,

the rice is so hard, the price of the food is many of us
, the steam bread too cold, and vegetables overcooked. , the canteen service
is . But the cooking staff need to do the cooking more carefully. s
the cost needs to . , there is still much
(3) 1 do hope the service will be much improved very soon. your

Sincerely yours
LiHua

FE—TNMAXEE (FS 1549) GHLEWE=—8%)

BAnfR R 24, — R RIS TG I sT I T — B0 IER RN 5, R 3D T LA F B B AT KE,
FRK. BRSNS RS B8R . NARRE:
LEGRRRRE: DR HEE.
2ARHIER .
HE: 1 A8 LA

2. WTLEIINETS, DAMEATSCER

3. FRELERMSGHREC ARG
BVHS 2 30 [RFRIGZE SN R I
[#*Writing Sample: 1 One possible version:
To whom it may concern,
the English novels I bought on your website a week ago. When I received the

package yesterday, I found you . Worse still, the rough paper and the terrible smell from
the books make me sick. . I’d like you to by
sending me a full new set . If this requirement can’t be met, the is acceptable to me.

I hope to get your reply as soon as possible.
Sincerely yours
LiHua

BT NMAXEE GHF 155)

RERRZEE, EREFRCHILERE, &FH T — KA MRS, MPREATRRSERAHR. HK
EMEAT G —HEFE. BRUTF:
L RBREHAE: TEMER, MIUBER, BIZERRE, REIASEHE.



2. ZoR: BUAIEZEMR.
HE: 1 A8 £
2. ATRUE AT, PMEATSOER .
3. FKIBNEREC AR T
BVRE 313 (RUFMIEMRRNS ]
[ #Writing Sample: 1 One possible version:

Dear Manager,
My name is Li Hua. I’m writing to on one of your flights.
Yesterday, I took a plane to London and I have to say that ’'m the line. s
your airline lost one of my suitcases there is an important contract. , the plane
for an hour. , I was late for an important meeting. , the food on the plane was
the air hostesses on the plane were quite and
, this is I have ever had on the plane. I hope you can help me

find my suitcase and
Thank you very much.
Yours sincerely,
Li Hua

BT MAXEE S 159
BERRZE, HRE-FHEWEGLEER, Z5ELVARY. HEVEMSEHR A2
H, ARRHEESHRFERBIER, HEFEMER.
HR: 1 A8 ER.
2. WLLESRINGESS, DAREATSCER
3. FFLIBMGREC RS
B 4 30 LRVFR R S5 E WL RAEAHR ] --Possible version 1:
Dear Sir/ Madam,
Now I am writing to about the TV set .
, I bought a TV set in your shop, I brought it home and turned it on, I found
it didn’t work properly. So | took it back to the shop and told the assistant what had happened.
, your assistant didn’t help me to solve the problem. , he shouted at me rudely and
refused to examine it. I know your shop enjoys a high reputation but, such poor

service should have happened in your shop and your assistant didn’t seriously
you can look into this matter and give me a reasonable explanation by either giving me a

full refund or sending me a new TV set. Thank you for and | am expecting an early reply.
Sincerely yours
LiHua
Bfs 4 783 [HFE M ERE WL RS EFAR] —-Possible version 2:
Dear manager,
| but I am afraid | have to your bad service.
I bought a TV set from your shop . A few days later, I found it .To
my shock, when I took it back to the shop, your assistant didn’t solve the problem but
, I am sorry to find that such service in your shop.
that the problem will . Looking forward to your




reply.
Sincerely yours
LiHua

BFEERIIZR 5 [EVFFTHEFIE LTS0S R & &)

B9 MAXEE (Ha 1554
Banfr Rz, FARREERFHEDIEL T —RFCH L, RIAHRE R RIERENE, FS5

BIERW, BXRFR, EEVRANELRNER. FHRRAE —FKEERLRES —HEIFE, BHL58
HEUTAR:
1. EHHER,;
2. 5HEZBHEE;
3. MRIFARSAT i (service trade) b AR B R FZFHE -
ER: 1. HE80 £F

2. ARUE S NAESY, PAMELTSOER .

3. FLIENERIECAREE .
BUFME 5830 [HVFHTAETE)E K2R S & A ]

[ #Writing Sample: ] One possible Version:

Dear Editor,

My name is LiHua. I am a middle school student. I to make of
Xinhua bookstore.

I went to the bookstore last weekend and bought an English dictionary. , I noticed some

in the dictionary and found it poor , too. So I decided to

another one. As I discussed this matter with a clerk, she which made me very sad and
angry. I think she was her customer.

My the letter is to in the service trade . Only in this
way the feeling of being treated as “God”.

Best regards!
Sincerely yours
LiHua

B EERYIZR 6 IR MIEEIC A Bl RSP YA & ]

F—WNHAXEE GFES 1553
REiRRZE, FHRRMNESRG BT T — & il AR B WA —ER UM, FERA B, BB

ARARITERAS, DNREARITIR. B PERERS B GRF, ERUT:
1. N AEYIENR
2. JRBRAFAE )RR
3. RHMBIFTR
HER: 1 A8 £E.

2. A ROE LS INAEST, PMEATSOER .

3. FFRENEREC AR -
BIHE 6 WL [HRFMIEETE A B i R e S0/ RAEAE R ) R ]

[#*Writing Sample: 1 One possible Version:
Dear Sir or Madam,
I am one of your customers. I am writing to make a complaint about your goods.
I BEYE ) , I ordered a notebook computer and a set of English novels on your

6



website two weeks ago, but I yesterday. (= BRAFLE 9] &) , the

computer I received isn’t the one I ordered. , the books are ,as 1
found some pages missing. (3B MRHRITEE) , T hope you can solve the matter for me. I wonder
if you can you sent out and them. if you could

this matter.

Looking forward to your reply.
Sincerely yours
LiHua



