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Letter of Complaint        Class 5         Literacy


1. Your Name Address  Top right-hand  corner 
2. Recipient Name Address left-hand side
3. Formal Opening  Dear…
4. Introduce yourself – 
Use imagination         Who you are?   – What do you do? 
5. What are you complaining about?
What is the problem ? 
6. What difficulties  is it causing ?
Types of problems – use imagination  
7.  What /when  do you want done 

What do you want done about problem  .  

8.  How could it be done?

 Make suggestion/s about what they could actually do  to  help
9.Reinforce  your complaint  -
What may happen if nothing is done -  solicitor  etc -  how to contact  you web page ?? 

Hope to hear soon…
8.  Formal ending

faithfully -if you don’t know the name of who you are witting to.  
sincerely -if you do know the name of who you are writing to. 
NB   Do not be rude or they may bin your letter !!!!!!!!!!
05/11/2009                      A Curtis 


