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Uearninglobjectives

By the end of this period, students are expected to:
1. acquire some specific information from the
complaint letter by listening

2. work out some proper solutions to the problems by
discussing;

3. draft a letter of apology and evaluate it according to
Grading Criteria;

4. enjoy the pleasure of overcoming the difficulties
while listening and writing.



Preview work

1¥8EE  complain about sth.

2.715AH convey/express one's dissatisfaction

3 FEFERVBRSS poor service

4.3t SE= be content/ satisfied with

5.i8& k)" E4F look into/investigate the matter/ incident

6. RIEIRHIRIE beg

your forgiveness

7IRXEFILHE L keep/ bear sth. in mind
85540 IE4= make up for sth./ compensate sb. for sth.
9. FAERB AT A EE MM [E RIER

I sincerely apologi

ze to you for any inconvenience

that I have caused.

10.FAFEFHS 8T

SEVTEHRZER

I promise/ make a promise that I will cover all

the relevant costs
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Task 1: choose the correct answers $

1. ( ) Why does Jasper Smith write this letter?
A. To make an apology.
B. To ask for help.
™ To make a complaint.

P

2. ( ) How does Jasper Smith probably feel these days?
A. Satisfied ?_Annoyed C. Embarrassed

| 3. ( ) What does Jasper Smith threaten to do?
e’ Make a formal complaint

B. Find a lawyer to
C. Go to Borg Fenc

| will be forced to take my case to the |
Better Business Organization and... ’
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Task 2: complete the notes below «

¥ his complaints in the letter

» He hasn’t received a call for weeks.

» The pieces of wood are coming apart  because the
nails are not nailed in properly.

> The workers didn’t pay attention to his __fence

3¢ his appeal(i/73K) in the letter

&> The problems can be _resolved  as soon as possibl
> _Respond ¢ this letter immediately and _inform
him of when he can get the things right

Please call me and let me know...

==




= (Speaking

/
How will you resolve the problems? (

‘Manager
Discuss with your partners and come up with

proper solutions to the problems.

0 1. arrange for some experienced workers to fix the
gate and fence;

[0 2. compensate Jasper for the losses that have been
caused;

[0 3. organize some training programmes to improve the
service;

[ 4. give Jasper a discount on the following service fees;
O ..



R E R A2Brog Fenceé}%ﬁ@ letter of apology
28, FHHHKEFJas
sSmithFI#F JiiEE @ { first person 5F— A#§
—HEFE) TENRETRE:

C(DSEEHM i .

i (2) H(J}E ; : simple present tense ILLERT
:_(_§2§__EH*HF‘ E‘J*I‘S‘E&fﬂ___J simple past tenseid i}
HE: | o simple future tenseX i

e
(1) ﬂ%fcsoma e

e ‘Z“ = Q() U standpoint & reader
ﬁjcj‘EJ* ° awareness ELE &R

‘Ti p 1:Think about and list the key elements before writing.
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1. R85 A IEAA B DA SO 3o
(BHRINITRGER, FENTE. )

2. RERBEZE. AT HEREE, 52
ik, BIEATEFAE. RECHE FBAESF)

1. BB EMBEER, YERHEH. SZFY, W
RIER

2. EQEmem, FERW, REFE.

1. BB IEABHN . BS.

2. BB MAT & IEHIEIES AT

3. AEBIZHFE RHECA SRR AR,

1 B ERMERRRTS. KNG,

2. R REBEMHR, BHEWELS.




B ERZBrog Fence AR &, EHILIKE F Jasper Smithf1#iF
HEHAEES—HEEE, FEANRZEHE: (1) 5EEK;

(2) ERHRERA;

(3) R AP HIAMRTE -

Dear Jasper Smith,

Best regards,

Manager of Borg Fence

Tip 3:Remember to check your writing after you finish it.




Useful expressions

18R E  complain about sth.

2.71ANN#  convey/express one's dissatisfaction
3.184EHUBRSS poor service

431.7#%E  be content/ satisfied with
5.BE X ZE 1 look into/investigate the matter/ incident
6.21F1RBYRIR beg your forgiveness
7IMEEFIZE L keep/ bear sth. in mind
8.5% 4} IEfE make up for/ compensate sb. for sth.
9.3 AiE ARV E R A E B it B (R IE R

I sincerely apologize to you for any inconvenience
that I have caused.

10. &GRS IEMBIHEXER.

I promise/ make a promise I will cover all the
relevant costs.
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NE—BESRS:
AIf 1 get the job, I will...
S

BE——BERE, FaHw |

|Weakness:
M. MBS R R

peoples, out-door, company

Lo E.ﬂ% : %WZ%& :
ORI : BHANE
ML REBRIAE
e [15? . REAHMAZR |

- R

|Currectiun suggestions:

TR R e

“HRM AR X4
o WEE: ML | 5 |
' —ARRZAE




Task 2: select the best one in your group and share
it with the whole class

et




Li\liy version J

Dear Jasper Smith, /I opening

I’m writing to apologize to you for failing to respond
to your problems immediatel have been on a
business for two weeks. A body

We always keep it in mind that consumer satisfaction
is the most imwe sincerely regret that
our poor service brought you dissatisfaction. | promise
we will arrange for some experienced workers to make
up for the fix work and strive for(*% 774 BX) better
service in the future. @&s compensation, you will get a
discount on the following serﬁceTEes/I closing

Sorry again for any inconvenience that may be caused.
| do hopw\vgt you can accept our apologies.

Best regards,
Manager of Borg Fence
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summarg

writing draft and polish up a letter of apology
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1. Polish up your writing and share with
each other.

2. Finish another letter of apology and
self -evaluation according to the 6Grading

Criteria






