Minachi Office Equipment LTD.
  11-4-67 Nishiyami-dai

Sayama-cho

Japan

Telephone 453-0987-154
Ms L Udod                                                                                                 Your ref  SM/fg/453       

Osaka-Fu 288                                                                                             Our ref   KL/bn

Tokio                                                                                                           

Japan                                                                                                           11 December 2005

Dear Ms Udod  

Order №3748

Thank you for your letter of 10 December, encuiring about......( вставляем тему вашего письма) 
We really must apologise for the delay in delivering....(чего-либо). This is a result of problems with our logistic company. As these problems are completely beyond our control, I should like to point out that we are not able to refund your payment. (тут пишем извинения и всякие причины по которым оправдываемся)
We expect to receive the goods next week so I hope that you will not have to wait much longer.

With apologies once again,

Yours sincerely
(тут ставите свою подпись)

Mr Onaka

Manager

Intercity Bank Pic.

Osaka-Fu 288

Tokio

Japan

Telephone 5674-76-098

Mr M Onaka

Minachi Office Equipment LTD                                                                 Your ref   KL/bn

11-4-67 Nishiyami-dai                                                                                 Our ref    SM/fg/453     

Sayama-cho

Japan                                                                                                            10 December 2005

Dear Mr Onaca

Order №3748

1 вариант : mild complaint.(все в block style, т.е. абзацы)

I’m writing in connection.......(вставляем тему вашего письма).

Unfortunality, we have not received the electronic typewriter machine which was a part of this order. We would be grateful if you could deliver these as soon as possible or refund our money. (это как пример про пишущие машинки, пишите тоже самое, используя все обороты, только то, о чем у вас в задание)

We look forward to hearing from you.

2 вариант: strong complaint

It is over six months since we placed the above order with you and we are still waiting for the electronic typewriter machine. I should like to remind you that we are already paid for this machine. We really must insist, therefore, that you deliver them immediately or refund our money.(данные обороты пишите про то, что у вас)
Unless we hear from you, we will take legal action.

Yours sincerely
(тут ставите свою подпись)

Ms Lily Udod

Manager

