IT2000
text processing: Letter2


Your task is to draft a letter to a mobile phone company requesting a refund and information as to how to claim it. Below is all the information needed - use your own invented name, an invented address and contact detail.

Start by preparing some notepaper for yourself. This should be saved first so that it can be used again for other correspondence.

Next, use this notepaper to produce your letter. There are no deliberate mistakes in this but you can change anything if you think it would be an improvement.

Letter text

The promotional offer for the Nokia 7360 phone supplied entitled me to a rebate for the first six months line rental. I was advised by the salesman that it would be necessary to write in and claim this but I cannot trace in the original paperwork anything which indicates who I should write to.

I do hope that you can ascertain from your records the amount that I am due to receive and, if it is not to yourselves that I must claim, advise who I should contact. I believe the organisation was First Line Communications but do not have a note of where they are or a phone number.

Yours assistance is much appreciated.

Heading items

Account No: 520726

Mobile No: 07720267896

(your name)

Address

Cellular Operations Limited

Century Road

Swindon

Wiltshire

SN5 5DR

Save the letter with a sensible name, check it for errors and then print a copy.

Andrew Hill

xletter2 27/08/03

