WRITING PROJECT I
Banking and Insurance Program

Task:
You will write 3 short emails as a banker.
Choose 3 customer complaints from the list below:
· Wrong account balance
· Rejected credit application
· Lost or stolen card
· Forgotten password / blocked account
· Mobile app not working,
· Fraud attempts
Reason why you chose this complaint
Use simple sentences:
· “I chose this complaint because it is common.”
· “I chose this problem because many customers need help with it.”

Your job:
For each complaint, write one email to the customer.
Your email should include:
1. Subject line
(Example: Subject: About Your Lost Card)
2. Greeting
(Example: Dear Customer,)
3. Your solution as the banker
Explain what you will do to help:
· “I checked your account…”
· “I blocked your card…”
· “I reset your password…”
· “I will help you with…”
4. A polite closing sentence
(Example: Please contact us if you need more help.)
[bookmark: _GoBack]5. Closing
(Example: Kind regards, / Best regards,
Your Name)

Email Length Requirement
· 50–70 words per email
· 3 emails in total

Useful A2 Email Phrases
· I am writing to…
· I would like to inform you that…
· I can help you by…
· Thank you for your message.
· Please let me know if you need more help.

