Letter




—. B
F I 150-200

BT | 8] 20
1/3




— —i-*/j 3 5-E1
1. 9?7’-51

3.2*)251




=. AME
1.ER(FINIR. REREIA)

2.dEIE (FERBRA)




M. 5{E%®IN
TR

1EX
=
i TA




A& FEGZETask 1:

1. EZ2NER
2. 55— FEHAlF
3.52%, {Fd1Z4




1. EINE




You recently bought a piece of equipment for
your kitchen but it did not work. You phoned the
shop but no action was taken.

Write a letter to the shop manager. In your

letter
Describe the problem with the equipment
Explain what happened when you phoned
the shop
Say what you would like the manager to do.




Dear Sir/Madam,

| am writing this letter to make a

complaint about the microwave
oven which | bought five days
ago In your shop.




| tried it out on the spot and it
worked perfectly well. Therefore,
| decided to purchase

it. However, when | got home
and tried it again, it seemed
that the knob did not work. In
the instruction booklet, you did




not tell the user how to solve

the problem. | phoned your
shop and explained the problem

three days ago, but you have
still not sent anybody to address

It




| am sure that you will agree that this is
a most unsatisfactory situation.
Therefore, | request you to arrange to
replace this microwave oven with

another one, which must be in perfect
working order. Failing that, | will have
to visit on a refund in full of the price
which | paid for it.




Thank you for your kind assistance. |
look forward to hearing from you soon.

Yours sincerely,
Fan Yang







FRIEFOSE —ES -
Dear Sir/Madam,
Dear Mr. Smith,

| am writing this letter
to




1.1 am writing this letter to make a
complaint

about

2. | am writing this letter to explain

3. | am writing this letter to express
my apology that




4. | am writing this letter to express

my thanks that
5. | am writing this letter to inquire

some information about
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Thank you for your kind assistance. |
look forward to hearing from you soon.

Yours sincerely,
Fan Yang




2. FFIENE




You want fo sell some of your furniture. You
hink a friend of yours might like to buy it frrom
you.

Wirite a letter fo your friend. In your letter

explain why you are selling

adescribe the furniture

sugqgest a date when your friend can come
and see the furniture




