Complaint Letter Activity

Directions:
1. Write a personal business compliant letter to ABC Wireless (make up your own address) about a defective mobile phone you just purchased.  It is a $200 phone that you have saved for months to own.
2. Compose the complaint letter in block format, make sure you stick to all formatting rules, and save it as “Compliant Letter Activity.”

3. The body of your letter should include an explanation of the product and how you use it, what your complaint is about the product, and how you feel the product could better serve you.  You need to also include what action you feel should be taken and your contact information.

4. You should also make reference to an enclosure (receipt, advertisement, picture, etc – get creative) you can create this enclosure in Word or PowerPoint (if you know how to use it).  Keep in mind that this will be graded so everything needs to be appropriate.  Save the enclosure as “Complaint Letter Enclosure.”

5. Lastly, create an envelope so you could mail your letter, if we chose to.  Save your envelope as “Complaint Letter Envelope.”

The letter will be graded on format, page setup, spelling/grammar, and content.  Your enclosure will be graded on appropriateness, creativity, and thought.  Your envelope grade will be based on accuracy.  Once you are finished, you need to print out all three with a footer that includes your name, period, and assignment name.  

