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A Formal Letter

1
Complete the sentences with the expressions below. Use each expression only once. There may be more than one correct answer.
in order to • to • so as not to • so that • in order not to


1.
I wrote a letter …………………… complain about the product.


2.
Save your material …………………… you won’t lose it.


3.
You should shut down your computer at night …………………… waste electricity.


4.
Send me an e-mail …………………… update me on the news.


5.
Delete all unknown e-mails …………………… get a virus.

2
Number the following parts of a formal letter of complaint in the correct order.

......
a.
Greeting


......
b.
Closing: requests action and asks for a reply


......
c.
Date


......
d.
Signing off


......
e.
Address of writer


......
f.
Body: gives information and details


......
g.
Opening: tells the purpose of the letter and gives basic information


......
h.
Address of company being written to

3
Look at the expressions below and answer the questions that follow.
Dear Sir or Madam, • Yours faithfully, • Yours sincerely, • To Whom It May Concern


1.
Which expressions are used in the greeting of a formal letter?


2.
Which are used in signing off?

4
These sentences and expressions are taken from different formal letters of complaint. 
Write where they belong: O (opening), B (body) or C (closing).

......
1.
I demand that you compensate me.


......
2.
I am writing in order to enquire about your advert.


......
3.
The sales assistant was quite impolite.


......
4.
I would appreciate a prompt reply.


......
5.
I would like to make a complaint about the service at your shop.


......
6.
The console stopped working after five minutes.
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