Writing task — letter of complaint

You are a self-employed builder and have recently ordered materials for a large project you
have agreed with a customer. Your supplier has not delivered your materials on time and that
has impacted on your cost for labourers.

Your customer is losing patience with you and is threatening to look elsewhere for someone
to complete the job.

Write a letter of complaint to describe your situation to the manager of the suppliers.
Use the address below.

Frank Dobson

Self Build Supplies
Treeline Industrial Estate
Preston

PR1 4HE

Level 2: write approximately 300 words / 5 - 6 paragraphs
Level 1: write approximately 250 words / 4 - 5 paragraphs

You will be assessed on:

e clearly communicating information, ideas and opinions
e using appropriate detail to suit purpose and audience
e using appropriate format and structure

e using appropriate language

e using paragraphs and complex sentences

e using correct spelling, punctuation and grammar.

If you wish, use the back of this sheet to plan your letter.
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