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UNIT 6: THE ENVIRONMENT
LESSON 6: WRITE
WRITE A COMPLAINT LETTER

A complaint letter has 5 sections:

1. Situation: states the reason for writing
2. Complication: mentions the problem

3. Resolution: makes a suggestion

4. Action: talks about future action

5. Politeness: ends the letter politely

Activity a) Mr. Nhat wrote a complaint letter to the director of L&P Company in Ho Chi Minh City.
The five sections of the letter are not in the right order. Label each section with the appropriate
letter: S. C. R. A. or P.

(Ong Nhdt da viét mét la thu than phién t6i gidm déc cua cong ty L&D ¢ thanh phé Ho Chi Minh. Nam
phan ciia I thir khéng diing theo trdt tir ciia nd. Gan nhan céac chaz cai S, C, R, A, hogc P thich hgp vao
ddu cia moi phan.)

Dap an:
26 Tran Phu Street Ha Noi
October 9, 2003
The Director
431 Le Loi Boulevard
HCMC
Dear Sir/ Madam,

(R) I would suggest that your company should tell your drivers to clear up all the trash on the ground
before leaving.

(S) I am writing to you about the short stop of your trucks around my house on their way to the north.
(A) I look forward to hearing from you and seeing good response from your company.

(C) When the trucks of your company have a short break on the streets around my house, the drivers
left lots of garbage on the ground after their refreshment. When the trucks leave the place, the ground is
covered with trash and a few minutes later there is smell and flies.
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(P) Yours faithfully,
Tran Vu Nhat
» Useful Expressions
Situation:
- | am writing to complain about...
- [ am writing to you about...
Complication:
- The problem is...
- What makes me annoyed is...
Resolution:
- I would suggest that...
- I strongly recommend that...
Action:
- | hope the problem will be handled by 31* November.
- I look forward to seeing good response from your company.
Politeness:
- Yours sincerely/faithfully

Activity b) These days, many people begin to catch fish in the lake behind your house. What makes
you worried most is they use electricity to catch fish. A lot of small fish died and floated on the water
surface. Other animals such as frogs, toads, and even birds also died from electric shock waves. You
think that local authorities should prohibit and fine heavily anyone catching fish in this way.

(Nhitng ngay nay, rat nhiéu nguwoi bat dau danh bat ca trong hé dang sau nha ban. Piéu 1am ban lo
lang nhat 14 ho sir dung dién dé ddanh cd. Rat nhiéu cd con da chét va néi 1én mdt nude. Cdc dong vt
khdc nhuw la éch, cOc, va ngay cd chim ciing chét do bi dién gidt. Ban nghi rang chinh quyén dia
phirong nén cam va phat nang bdt ky ai ding cdch d@é dé bdt ca.)

Now, write a letter to the head of the local authorities to complain about the way of catching fish in
the lake behind your house. Following SCRAP format. Begin with:
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(Bay gio, ban hay viét mét Id thw givi cho nguwoi dirng dau chinh quyén dia phirong dé than phién vé
cdch déanh bdt ca trong ho sau nha ban. Ban hay theo mau S C R A P. Bdr dau véi:)

Bai viét mau:
Dear Mr. President,
| am writing to you about the problem of fish catching in the lake behind my house.

| am very worried because they use electricity to catch fish. After a short time they left the lake, a lot of
small fish died and floated on the water surface. Other animals such as frogs, toads and even birds also
died from electric shock waves.

| strongly suggest the local authorities should prohibit and fine heavily anyone using this way of
catching fish.

| look forward to hearing from you and seeing the protection of environment from the local authorities.
Yours sincerely,

David Brown
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