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15. You have been recently treated in St Andrew’s Metropolitan Hospital in the area where
you live but you were not satisfied with the services you received. Write an e-mail
(140-180 words) to the Manager of the Organisation to complain about the quality of
the health services provided during your stay at the hospital.
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¥ Here are some notes to help you when writing a complaint letter.

Greeting

« formal greeting

Dear Mr Brown,
Dear Sir / Madam,

o | am writing to complain about the

Opening state the reason . : :
o disgraceful service | received / the
paragraph poulccinolicy unacceptable behaviour...
wrl!le .spe(r:]lfl'c com:lulr:ﬂs  The product / service | received
Main body ﬁ:g:;e‘% CF @l 52D was not the proper one...
T el et (elies ¢ | actually expected that...
'uctéonsl Io_':e'htuk_en o | require a written apology from...
Closing [voefuﬁz /wilmmeteiigls:e /@ () erElmein 6l i gen Tl
paragraph replacement / personal fectipt sltuonon_:_
apology / resolve the o | would be grateful if you could
matter etc) provide me with an explanation...
Yours sincerely,
Signing off formal signature Yours faithfully,

Full name





