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SITUATIONAL WRITING [15M] 

You and your friend made an order last night using the food delivery platform, 
Quickee Foods. Not only did you receive your delivery two hours late, the order was 
also wrong.  
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Your Task 
  
 
Imagine you are Sharon. 
 
Write an email to Quickee Foods to tell them about your experience last night, 

how it made you feel, and ask for a refund. 

 
You are to refer to the pictures and information on the previous page for your email. 
  

 

In your email, include the following information:  

 

● when you and your friend ordered the food 

● name of the restaurant and what was ordered 

● what was received and additional problems you faced 

● how this made you and your friend feel  

● what you would like Quickee Foods to do 

 
 

You may reorder the points. Remember to write in complete sentences. Bear in mind 

that you should be firm but polite in your email! 

 
 

Formal email format: 

 

Dear Sir or Madam,  

 

I would like to … 

 

 

 

Yours faithfully,  

(Your full name) 

 

 


