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Grammar Analysis 
1. Text type and format – You are asked to write a letter of complaint to the Customer 

Service Manager of a boutique. At the beginning, you should address the 
manager with ‘Dear Sir/Madam’. A title is needed to point out the purpose of 
writing. End the letter by a formal complimentary close ‘Yours faithfully, Chris 
Wong’. 

 
2. Genre – It is a descriptive and expository writing. You are expected to describe 

your experience in the boutique, how you were treated and what you expect the 
boutique to improve or follow up your complaint. 

  
3. Language and formality – The language and tone in a letter of complaint should 

be serious and formal. You should sound strict in the letter in order to show your 
dissatisfaction with the boutique more effectively. 

 
4. Organisation – You should address the recipient at the beginning of the letter, 

followed by a title to show the purpose of the letter. In the content paragraphs, 
describe the problems you complain about. Finally, state your suggestions for 
improvements and possible actions. 

 


