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Label the parts of the letter.

Closing paragraph, Claire’s address,
 Date,
Complaint,
Reason for writhing

Name and address of company,   Salutation ,   Name,  Complimentary Close   ,  Request  ,  Signature

(1………………… )     89 Stanhope Road.

East  Sussex

London, England
(3……………………)   April 26. 2009
Granftons Mail Order(2………………………..)

100 Brent Road

York, England 
Dear  Sir or Madam (4………………………….)

I’m writing to complain about a personal  stereo I ordered from your catalogue on 25th March. The catalogue number is G3X 5779824.(5………………………………)

I received the stereo just over a week ago, and at first I was very pleased with it. I read the instruction leaflet very carefully and I believe I have used it correctly. Unfortunately, I am now having some problems with the stereo: the rewind doesn’t work properly and the eject button doesn’t always work so I can’t get my disks out.(6…………………………………….)

I am returning the faulty stereo with this letter. I would be grateful if you sent me a new one, or refund my money.(7…………………….)

Thank you for your consideration. I look forward to hearing from you as soon as possible.(8…………………………….)

Yours faithfully(9………………………………….)

Claire Young(10…………………………………………………)

Claire Young (11………………………………….)

