LETTERS:  Bad-News Letter -- Campus Issue
ASSIGNMENT:
· Write a complaint letter concerning a problem on campus that you would like to see rectified.   

· Address this document to the appropriate individual or department.
· Topic suggestions (not mandatory):

· Parking

· Smoking

· Class Registration

· Library Policies

· Computer Lab (summer) Hours

· Fees

· Tutoring
· Computers
· Student accounts
· Air conditioning….
FORMAT:
· Follow the letter template.

· You will need to create your return address, inside address, and so on.
· Be sure to use the correct format for each type of letter and include details as needed.
· Follow the book’s guidelines for a “bad news letter.”

· Make clear

· exactly what the problem is

· be descriptive

· include specific instances that you have witnessed, experienced

· describe the object, its make & model (if relevant)

· exactly what you want

· be realistic

· make a suggestion/s

· Use an appropriate POV

· first person (I or we) should be sufficient

· Open with a “buffer”

· say something positive before you say something negative

· about the school, campus, staff, faculty, …

· Offer constructive criticism

· mind your tone

· remember, you want the reader to take you seriously & to work with you to resolve the issue
· End on a “good note”

· thank the addressee for her/his time and careful attention to this matter

· no need to threaten (tone)
· use an appropriate Closing Remark

