RITING A
FORMAL LETTER

1 am writing o axpress my dissatisfaction with the senvice | recaived on a recent visil to your
establishment. A number of factors contributed to my displeasure and | loft your restaurant
embarrassed, upset and, most appallingly, hungry.

First of all, | found Wiich's House Eatery extramedy difficult to find. | undarsiand that bulldings
on Br ary y icky 1o locale, deep in the depihs of the
Enchanted Forest, bul | was saconds away from forgoing my dining plans and driving homa
before finally spotted the bacull-walls and chocolate button rmof tkes in the gloom, Might |
suggest a sign or at least some kind of outdoor Bghting?

Secondly. when | finally did find your restaurant. | presanted mysasif at the conciorge’s dask
and informed the (unenthusiasiic) member of siaff thai | had a booking. The young man did
not immadiately reply. Ho simply stared al my frignds a8 they Sled in bahind me. | explained
I'd booked a tabls for nine - saven dwanes, my husband and mysalf. The enchantsd mirmor
does nol use chairs. I'd seen your promotion in The Dady Damsel, advertising
complimantary meaks for magic fol | bought eight coples of tha magazine and cut out eight
COUPONS - one for each dwarf and one for the enchanted mirror, Whan | sxplasned this 1o the
stafl member, he said thoere was a bmit of two free meals 1o every table, This was notin e
small print and | was appalad.

In conclusion, | was dy disappointed with my 8t your restaurant. I've told
ail of my friends about the lamible service | received and will continus to do 30 until | recehe
a written apology or some form of compensation. | will accept edible goods of any kind,
excepl rosy red apples. You'll find my mailing address at the lop of this letier. |

1 look forward to hearing from you.
Yours faithfuily,
Snow White

ENDING

ADDRESS OF SENDER

CLOSING STATEMENT

At the end of the |etter the
sender should restate the main
point of the letter

The date when you write the
letter should be written
beneath the address of the
sender

PARAGRAPHS

ADDRESS OF RECIPIENT

SALUTATION

The opening sentence of a
letter needs to get to the point
and state why the letter is
being written.

If the sender know the person,
they should use Yours
sincerely” if the sender doesn't
kg the persan, they shauld
use “pours foithfully

OPENING STATEMENT

FORMAL LANGUAGE

REQUEST FOR A RESPONSE

Each point made needs to have
its owm paragraph,

The recipient’s address should

be below the sender’s address

but on the left hand side of the
page.

PARAGRAPHS (BODY)

The address of the sender
shaould be written in the top
right corner of the page.

If the sender knows the
person they are writing the
letter to, they should write
their name: Dear Mr. Brown,

If mot: Dear Sir/Madam

Don't use casual and chatty
language, Don't contract,




