Date

To whom it may concern,
I have been a long time user of Yahoo email service.  It was the first email account that I registered for and I have really enjoyed the services provided.  However, my gratification has been diminishing due to two service problems.

Recently the email provider has difficulty receiving and sending emails. 
On April 16, an email regarding an interview scheduled for me for April 20 was sent to my Yahoo email account.  However, I had checked both the regular mail box and the spam email box, the mail was nowhere to be found.  Fortunately, my friend told me about the interview and resent the mail again through Hotmail service.  This has caused me a great deal of inconvenience.  Furthermore, if I were not so lucky as to have been informed by the friend, I would have missed the chance for that important interview.  

Secondly, your spam system is over-strict.  Although the number of spam mail has decreased somewhat, I still have to spend a great amount of time to go through and delete them.  As a result, I have begun to use Gmail account and their service of blocking spam mail appears to be quite effective.  I would like to stay with Yahoo for its various additional services; however, if the quality of the email service is not improved, I would be forced to leave Yahoo account for good.

I am thankful for the services that Yahoo has provided.  However, I have great difficulty understanding why a renowned company as Yahoo would set such low standards for one of the most important services— email service.  I am writing to implore you to look into these matters immediately, not only on my behalf but also on behalf of other loyal users.

I look forward to hearing from you.

Sincerely,

Mina Lee

Palit Microsystems Ltd.
21F, No.88, Sec. 2, Jhongsiao E. Rd. 
Jhongjheng Dist., Taipei City, Taiwan 100

1 May 2009
Dear Ms. Lee,

I am applying for the position of Management Trainee (Sales) as posted on the 104 Human Resourse Service.  Being a fresh graduate from university, I believe I can bring my energy and professionalism to prove my value to Palit.  You can find my resume and autobiography attached to this email.

The position described on the website is quite challenging and I believe my solid background and numerous experiences will make me be a suitable candidate.  My strengths for the posted position include:
· Education.  I have a BS degree in English and a certificate in Business Administration.  Namely, I have a good command of spoken and writing English as well as full understanding of the operation of a business.

· Experience.  At school, I took part in numerous activities to acquire abilities such as communicating, organizing and leadership.  Also, I worked as a marketing assistant in a local company for six months.  These experiences have made me well-adapted to competitive environments.

· Personality.  I love to take challenges through which I can learn more and work hard to contribute to Palit. 
I can be reached through my cell phone, 0921-xxx-xxx.  And, I’d appreciate an opportunity to tell you in person about how I can contribute to Palit.  Thank you for your time.  I look forward to hearing from you soon!
Respectfully,

Office of International Affairs, NTNU
No. 162, Heping East Road, Section 1,
Taipei City, 10610 Taiwan
May 3, 2009

Dear Sir

I am writing to apply for the position of assistant coordinator as posted on NTNU Bulletin on April 30.  At your convenience, I’d appreciate the opportunity to discuss the position and candidacy with you.  You can find my resume attached to this e-mail.  I will be graduating from the English Department of National Central University in June this year and I am extremely interested in the position that allows me to make the best of my multi-lingual ability, effective communication, and efficient coordinating skills to contribute to international education relations.

As my resume shows, I have been very enthusiastic on international affairs, especially in education.  Serving as the Student Ambassador and work-study receptionist in the Office of International Affairs at NCU for one year, I assisted the coordinator in processing documents dealing with international students and organizing cultural events.  I also served as the receptionist/tour guide for graduate students from France, Spain and Italy in the cultural orientation week at 2008 Summer Program in Taiwan held by National Science Council.  Being trained as a professional receptionist who can deliver quality work in hospitality as well as flexibility in face of unexpected circumstances, I have had the opportunity to prepare the logistics and serve as receptionist for NCU English Department at 2008 Higher Education and Accreditation when I was deputy captain of the English PR Team at NCU. 
In addition to learning from on-campus cultural experiences, I am extremely active on increasing my task execution ability from off-campus working experiences as well.  I worked as interpreter and promoter for foreign school representative at the Spring and Fall Education Exhibition held by OH! Canada/OH! America Education Center.  My experience working as a receptionist/translator at 2008 NBA Madness Taiwan Tour, coordinated by Bros Sports, had further improved my attentiveness to guests and extended my flexibility. 

Apart from enhancing my French and Japanese, currently I’m voluntarily working on coordinating PR related activities and preparing logistics for the 2009 European Higher Education Fair to build up my knowledge in international educational relations.  I’d love to find out more about the position you advertised and discuss how my skills can contribute to your program.  I’d also appreciate the opportunity to learn from you how to make the most of the educational resources through coordinating skills.  I can be reached at (886)xxxx-617-xxxx or xxxxxxxx@hotmail.com. 
Thank you for your consideration. I look forward to hearing from you soon.

Sincerely,

Chinese Language Program

Language Center
National Central University 
No. 300, Jhongda Rd., 

Jhongli City, Taoyuan County 32001, Taiwan

Date
Dear Sir/Madam, 

I am writing to apply for the Chinese as foreign language teacher position advertised in your school website.  As requested, I have enclosed my resume, certificates, diploma and teaching scheme. 

I have received full professional training as a Chinese teacher through my major in Chinese Literature.  I am also a multilingual speaker and have had different cultural experiences through my travels.  Professionally, I am willing to create different teaching schemes according to various class needs, and I am also able to adjust flexibly in class, which I regard as one of my strengths for this position.  Furthermore, I am passionate and devoted to this job.
With the training from National Central University, World Chinese Language Association, as well as the internship in Academia Sinica, along with the private Chinese language tutor experience, I have made great efforts and developed profound understanding of this field.  Please see my resume for additional information. 

Should you need to contact me, I am available from 9 A.M. to 5 P.M. everyday via my cell phone, 098xxxxxxx.  You can also reach me through e-mail, xxxxxxx@hotmail.com.  I am looking forward to an opportunity to speak with you about this employment opportunity. 
Sincerely, 
Joyce Lee

Cite

104 B1. No. 141, Sec. 2, Minsheng E. Rd.
Zhongshan Dist.
Taipei City, Taiwan
19 January 2009 

To Whom May Concern,
I am writing to make my final complaint about your service.  I switched from other book websites to Cite to enjoy your abundant holding of professional books.  As I soon became one of your VIP readers, I thought I would be enjoying better service.  However, I have been bitterly disappointed in the past two years.
Let me give you one example.  On Nov. 10, 2008, I made an order for some books at your website (Order: No. 100113821),  When I received the package, one book, ART DECO- Entrance of Appreciating Decorative Art, had been pitted for over 10 pages and half-damaged on each page.  It looked like it had been picked up from a recycling can.  I asked for a replacement in writing.  So far it has been over a month and I haven’t received the new book yet. 

This was actually the third time my order did not arrive in perfect shape.  I have made 5 purchases at your websites since 2006.  Among these five purchases, you have made mistakes and stained three shipments.  I could not understand why you would allow your merchandize to suffer such poor packaging, and I, as a book lover, am deeply saddened.

Your service certainly does not live up to the kind of books you are carrying, and I am so frustrated that I am considering giving up your service completely.  I hope this letter serves as a warning of things to come if you do not improve your service quickly.  And I am still hoping to hear from you as to the cause of such poor service and what you plan to do about it.

Yours faithfully,
Melissa Lin
SUSHI EXPRESS
Customer Service
2F, No. 481, Sec. 6, 

Jhongsiao E. Rd., 

Nangang Dist., Taipei 115
1 May, 2008
Dear sir/Madam:
I am writing to express my strong dissatisfaction with the quality of food as well as service at your “定食8 Kang-Ning store” in Taipei.  I fell in love with 定食8 on my first visit, not only for your tasty food but also for your prompt service.  However, I was bitterly disappointed lately.
I brought my parents to the 定食8 Kang-Ning store on April 25th and ordered quite a few dishes, including my favorite miso soup.  When I started drinking the soup, I found a piece of plastic the size of a thumb right there in my soup.  I was shocked and immediately notified the manager.  Surprisingly, she merely said sorry, without providing any kind of explanation, and brought me a new bowl of soup, as if I just ordered one more.  And the new soup was obviously a “clear soup” from which someone had scooped away all delicious ingredients in order that nothing out of the usual could stay.  But the attraction of your miso soup lies exactly in those bits and pieces of ingredients, or else it would be just like any clear soup served at some cheap buffet.  I think the way she dealt with this problem, which is obviously a result of quality control in the kitchen, reflected poorly on your restaurant.  What’s more shocking is that the manager did not even bother to remove the old bowl of soup away.

Scientific research has shown that when boiled in hot water, plastic would discharge toxic elements.  The fact that some children may choke on the plastic is also a possibility.  I would hate to see such accidents happen.  As a loyal customer of SushiExpress, I hope your food quality and the service of your staff in dealing with such problems can still sustain the attraction of your delicious food and the prices.
Thank you for taking the time to read this letter.  I look forward to hearing from you.


Yours sincerely,



Date

Dear Professor Chi,

My name is XXXXX, one of two English majors who requested to have history credits transferred but were unfortunately rejected at the beginning of this semester.  I understand by now that I’ll have to take the required history class once more, and I hold no objection to it.  However, with this letter, I urge you to put up a public announcement regarding the rules of students making up required history credits lest any more students like me should suffer.

Like the Chinese department, the History department does not allow students to retake the same professor’s class to make up for failed courses.  Yet while the Chinese department held a conference at the beginning of the school year specifically designed to inform freshman students about all the rules pertinent to making up credits, the History department made no effort to publicize its adopted rule.  No mention of the restriction is to be found on the Course Schedule Planning System website at all.  Not being informed about this restriction, students are likely to make the mistake of selecting the same professor’s class whom they have already taken in the previous semester.  For unfortunate students like us, we now have to place required history for the fourth time in our curricula.  
Although I feel extremely lucky that I went to the History department to transfer credits at the beginning of this semester, instead of in my last semester at the university, so I still have time to make up for the credits once again; I do feel frustrated for the lack of information on this subject.  In order to avoid similar tragedies, may we suggest the History Department make every effort to make this piece of information known to the whole student body.  Then our suffering at this time would not be totally in vain.  Thank you.

Sincerely,



