SAMPLE 1

Consumer Club,
SMK Perdana,

45678 Klang,

Selangor.

___________________________________________________________________
Manager,


Activa Sports Equipment Company,

56789 Kajang,

Selangor. 








12 MARCH 2012

Dear Sir/Madam,

Request for Permission to Visit Factory
Referring to the above matter, we would like to request for permission to visit your company’s factory.
2. 
The main objective of this trip is to ...
3. 
The details of the trip are as follows:

Date
: 


Time
: 

4. 
... 
5. 
If you need any other information regarding the trip, do not hesitate to contact us. We look forward to receiving a favourable reply from you.
Thank you.

Yours faithfully,

_______________

(AINI ABDULLAH)

Secretary,

Consumer Club,

SMK Perdana.

SAMPLE 2
Environment Club,

SMK Perdana,

45678 Klang,

Selangor.

___________________________________________________________________
President,
Selangor Environment Club,

56789 Kajang,

Selangor. 








12 MARCH 2012

Dear Sir/Madam,

Invitation to Give a Talk
Referring to the above matter, we would like to invite you to give a talk during the opening ceremony of our school’s annual Environment Week.
2. 
The main objective of this programme is to ...

3. 
The details of the opening ceremony are as follows:


Date
: 


Time
: 

4. 
... 
5. 
If you need any other information regarding the programme, do not hesitate to contact us. We look forward to receiving a favourable reply from you.
Thank you.

Yours faithfully,

_______________

(NADIA IKHWAN)

Secretary,

Environment Club,

SMK Perdana.

SAMPLE 3
No. 18,

Taman Permai,
98765 Seremban,

Negeri Sembilan.

___________________________________________________________________
Manager,


Good Taste Restaurant,

87654 Seremban,

Negeri Sembilan. 







12 MARCH 2012

Dear Sir/Madam,

Dissatisfaction Regarding Service
Referring to the above matter, I would like to lodge a complaint regarding the service provided at your restaurant. 

2. 
...
4. 
I hope that you will be able to look into this matter and take the necessary steps to prevent it from occurring again. 

Thank you.

Yours faithfully,

_______________

(FAUZI MAHMUD)

