FORMAL LETTER- LETTER OF COMPLAINT
Dear Sir/Madam (In case you don’t know the name → Yours Faithfully)
Dear Mr X (→Yours Sincerely)

Reason for writing (Who I am (not the name!), What I want, When and Where it happened)
I am writing with regard/reference to (the article which appeared when/where) to express my concern about/disappointment with/dissatisfaction with/disapproval of/apologies for (motivation)

Body (2/3 paragraphs – Points from input material)
· Firstly/To begin with/Moreover
· In fact/Furthermore/In addition/Finally
· (I feel) I must also (dis)agree with
· I would like to/ I want to  point out that
· Not only was there a hair in my wife’s soup, but the main course also arrived cold.
· On top of that…
· As if that was not enough…
· To top it all off…

Action Step/Desired outcome
· I trust/very much hope you will (print this letter in the next issue of your newspaper)
· I would appreciate it/be grateful if you would
· It seems only fair that you should
· I look forward to receiving/seeing
· In light of the above (I feel I am entitled to a full refund and a formal apology)

Ending
Yours faithfully/Yours Sincerely
Signature

TASK
You recently stayed at one of a chain of large hotels and encountered a number of problems during your stay. Write a letter to the company’s head office detailing the problems you had, describing what happened when you complained to the hotel staff and suggesting ways the company could improve its service.









FORMAL LETTER / LETTER OF APPLICATION
GREETINGS  Dear Mr/Mrs/Ms Smith(,)  Dear Sir/Madam(,)
 INTRODUCTION/ OPENING PARAGRAPH  I am writing with regard to/in connection with your advertisement in (where).  I am writing to apply for the position of (job) as advertised in (where) on (date).  I am interested in applying for the job of… 
MAIN PART  I have studied/been working for...  I am presently working for…  I am familiar with/experienced in/ fluent in…  At present I am…  As you can see from my curriculum vitae,…  I believe I am suitable for the position of…  I consider myself well-qualified for the position of…  Although I do not have a lot of experience in this field, I feel that I can… 
CONCLUSION/ CLOSING PARAGRAPH  I hope my application will be taken into consideration.  I would be grateful if you would consider my application.  You will see from my CV that two people can be contacted as references.  If you feel that my qualifications meet your requirements, I am available for an interview in…/by phone any weekday afternoon, and you can email me or telephone me on the number below.  I am available for an interview at your convenience.  I enclose (in a letter)/have attached (in an email) a copy of my CV outlining my qualifications and experience.
 ENDINGS  I look forward to hearing from you.  I look forward to your reply.  Yours faithfully(,) (when the letter starts Dear Sir/Madam)  Yours sincerely(,) (when the letter starts Dear Mr/Ms Jones)
[bookmark: _GoBack]TASK
Volunteers needed
We are looking for volunteers to help out at a famous, international sporting event. We’re looking for friendly, respectful people with good language skills, good team skills and a ‘can-do’ attitude. We need people to welcome delegates, provide customer service and solve problems.
If you think you have what it takes, apply now.
Write an application to become a volunteer. Mention:
· your language skills
· your personal qualities
· examples of times when you have demonstrated team skills
· any relevant work experience

