A Letter Reporting an Error on a Bill

Directions: Read the letter below and answer the questions that follow.

August 15, 2003

ESL Communications

1000 American Ave.

Any Town, USA 12345

Dear Sir or Madam:

I am writing to report an error in my July phone bill.

The bill does not show credit for the payment I made last month, and it says I have Past Due Charges of $68.16.

I am including a photocopy of the check.  Please check your records and send me a corrected bill.  My account number is 112233.

Thank you,

Candy Kane
Candy Kane






Check No.   1140

123 Pecan Ave

Any Town, USA 12345
Date July 18, 2003 
Pay to the Order of ESL Communications                  $ $68.16
Sixty-eight and 16/100-------------------------------------dollars
ESL BANK

for
 Phone Bill (Account # 112233)

Candy M. Kane
089784563

67 890 4567


1140

Questions:

1. Who sent the letter? __________________________________


2. Who was the letter sent to? _____________________________

3. What is the problem?__________________________________

4. Do you think it’s a good idea to send a photocopy of your check? __________________________________________________

