You are Apoorva/Arpit. You bought a refrigerator from Ganesh Electronics and electricals, Gandhi Marg, Nagpur. It does not function properly. Write a letter to the Sales Manager of the shop, complaining about the defect and asking for immediate replacement or repair, as necessary.

33, Stadium Road
Nagpur
16th September ,2008

The Sales Manager
Ganesh Electronics and Electricals
Gandhi Marg
Nagpur

Sir,

Sub : Complaint about Defective Refrigerator Purchased from You
Ref : Bill No. 234 dated 7th August 2008

On 7-08-08, I purchased a Godrej refrigerator, Model No. 435, vide Receipt No. 234 from your showroom, paying Rs.15,000.

Unfortunately, the refrigerator does not function properly now. It does not cool properly and sidewalls of it get heated a lot. The freezing compartment of the refrigerator stops suddenly. It produces noise with vibrations.


To resolve the problem I would appreciate if you get the refrigerator checked properly by a qualified technician. Since, it is under warranty period, I request you to kindly send someone to replace it as it seems to have some manufacturing problem.

I look forward to your reply and a resolution to my problem, and will wait until a week before seeking help from the Consumer Protection. Please contact me at the above address or by phone at 0402667546 between 4.30 p.m. to 9.00 p.m.

Yours sincerely,
Arpit

Enclosures cc: Receipt of purchase and warranty card


LETTERS OF COMPLAINTS

You are Reno \ Reena of 25, Akbar Road, New Delhi. Write a letter to the Police commissioner (traffic) about inadequate parking facility in the Connaught Palace area of New Delhi.

25 Akbar Colony
New Delhi

9th September 2008

The Police commissioner
Parliament Street
New Delhi

Sub: inadequate parking facility in connaught place area - reg-

Sir.

May I have the honor to draw your kind attention towards inadequate parking facilities in the Connaught place area? You know that it is a busy area round the clock. People come here from far and near for trading and sight seeing. The N. D. M. C. Park, Jantar Mantar and the Palika bazaar add its charm. Often one can see foreigners trading here in large groups. They hire vehicles. The provide traders and other persons find it difficult to park their cars. There is little space for parking near the Palik Bazaar which is quit insufficient. Even the pedestrians find it difficult to cross the road. The D. T. C. buses and the Red Lines remain on the move. It is highly imperative on your part to prove more parking spots. I hope you will pay attention to it and help the general public.

Thank you

Yours truly,
Reena
[REENA

Complaint Letter (Sample)
Sender’s Address
Date
Receiver’s Address
Salutation
 
SUBJECT:             COMPLAINT AGAINST NOISE IN AIR CONDITIONER
 
I would like to tell you that I am one of the permanent customers of your brand. I have been using LG’s appliances for more than a decade and enjoying their convenience. Therefore, would like to draw your kind attention to one of the A.Cs that was bought last month from one of your local dealers.  It worked well for few days but then started creating a strange noise when switched on. In order to complain, I went to the same dealer whence I bought it but rather than helping me, he diverted me towards the service center. Now, it has been more than 10 days since those service center boys carried my A.C but it has not been repaired yet. Every time, they make an excuse of non-availability of part which is creating a lot of problem for me in this scorching heat.
Therefore, I request you to look into this matter and do the needful else it will shatter my faith in your company.
 
Looking forward to prompt action & proper monitoring of this case.
 
Yours truly
Name (IN CAPITAL LETTERS)
 
Placing an Order:
The Librarian
DPS School
Mumbai
The Manager
 Bhavan Booksellers
Mumbai
23 Feb 2015
Dear Sir,
Subject : Supply of books  for the school library
We are pleased to inform you that our management has decided to place an order with you. We would like to place a bulk order to you for the supply of books to our school library. We would like to have at least a 20% discount on the purchase of the books apart from the additional 5% discount granted to institutional buyers.
The following is the list of books with their particulars attached. 
List of Books 
	S. No
	Name of the books
	Authors/Publisher’s name
	No of copies

	1
	History of India
	L Prasad
	20

	2
	Modern Trigonometry
	Bansilal
	30

	3
	Modern Algebra
	S K Sen
	25

	4
	The New Atlas of the World
	Frank Bros
	30

	5
	Wonder that was India
	Bhasham
	15

	6
	India Wins Freedom
	M A Q Azad
	10


We understand that the shipping  of the above books will be free, as mentioned on your website. We want the above books to reach us in proper shape and order not later than 15 March 2015, if our terms and conditions are acceptable to you.
Yours sincerely
Signature
Mohan Singh
Librarian

\


You are Nitish /Nikita, head boy girl of Tagore Public School Jaipur. Write a letter to New Star Sports Company, Kalkaji, New Delhi asking him to send more popular sports material for your games and sports department.
Tagor Public School
Jaipur
5th January 2008
M/s New Star Sports Company
Kalkaji
New Delhi
Sub: Order for Sports Materials.
Sir
Kindly send the following Sports material at the above address through transport with proper cash bill.
1. Foot Ball (10 Nos).
2. Cricket Balls. (20 Nos).
3. Tennis Balls (20 Nos).
4. Cricket Bats (10 Nos).
All the items should be in good condition, well bound and packed properly. Any damage to these items during transportation will be your responsibility. The items should reach the school in 10 days after the receipt of the letter; otherwise the order shall stand cancelled.
Thanking you
Yours sincerely
Nitish
(Head Boy)
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Answers:

NOTES: BUY HEALTH INSURANCE
1. TITLE: Memories of Childhood

1. Remembering childhood moments
1. happy and carefree
2 terrified of the dark and getting lost
2. Childhood fears
1. Feeling helpless in dark
(a) Moving curtains
(b) Creaking sounds
(c) Creating burglars and monsters
2. Fear of getting lost (on the way home from school)
() Scanning of school buses—friendly faces, same bus driver
(b) Not letting leaders out of sight
(c) Taken to some unfamiliar neighbourhood
(d) Surety of not being lost
3. Fear of disliking
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3. Fear of disliking
(a) Quite shy
(b) worried about looks
(c) wear the right clothes
(d) Imp. of popularity
3. Overcoming childhood fears
1. Undg. evolution process

2 Recognising and overcoming fears
3. Accepting help from others
4. Unds. things that scared

Key to Abbreviations

& : and
Tmp. : importance
Undg. : undergoing

understanding
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