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Complaint Letter (Formal)
What is a Complaint Letter?

A Complaint Letter is a formal letter written to express dissatisfaction with a product, service or
experience. It is usually sent to a company, hotel, shop, organisation or service provider to explain
a problem and request an appropriate solution.

Sikayat maktubu mahsul, xidmat va ya har hansi bir masale ile bagh naraziligi bildirmak
magqsadils yazilan rasmi maktubdur. Bu maktub adaten sirkats, otels, magazaya, toskilata vo ya
xidmat géstaran quruma tinvanlanir. Maktubun maqsadi problemi izah etmak va uygun hall yolu
talob etmakdir.

Purpose of a Complaint Letter — Sikayat maktubunun maqsadi

» to express dissatisfaction — naraziligi bildirmak

to describe a problem — problemi tasvir etmak

to explain the negative effects — manfi tasirlori izah etmak
to request an explanation — izahat talob etmak

to ask for a solution — hall yolu istamak

YV V VY

to request compensation or a refund — kompensasiya va ya édanisin geri qaytarilmasini
talab etmak
» to suggest improvements — takmillagsdirmaloar taklif etmak

The Structure of a Formal Complaint Letter

It is important to write the parts of a formal complaint letter in the correct order. This helps, in
particular, to meet the "Cohesion”and "Task Response” criteria during the exam.

Rasmi sikayat maktubunun hissalarini diizgiin ardicilliqla yazmaq vacibdir. Bu, xiisusila
imtahanda maktubu Cohesion (matnin alaqaliliyi) va Task Response (tapsirigin talablarina
cavab) meyarlarina uygun yazmaga komak edir.

Salutation

The salutation is the greeting at the beginning of a letter. In this exam task, you must use the
salutation as given in the question. Do not replace it with another greeting.

Miiraciat

Miiraciat maktubun avvalinda yazilan salamlasma hissasidir. Bu imtahan tapsiriginda sualda
verilmis miiraciat formasindan istifads etmalisiniz. Onu basqa miiraciatls avaz etmayin.



Introduction

In the first paragraph, explain why you are writing. Mention the product, service, event or
experience you are dissatisfied with. State the purpose of your letter clearly.

Giris

Birinci paraqrafda maktubu na iiciin yazdiginizi izah edin. Narazi oldugunuz mahsulu, xidmati,
tadbiri va ya tacriibani geyd edin. Maktubun magsadi aydin olmalidir.

Useful expressions — Faydali ifadalar

» lam writing to express my dissatisfaction with... — ... ilo bagl naraziligimi bildirmak iigtin
yaziram.

» lam writing to complain about... — ... haqqinda sikayat etmak iictin yaziram.

» wish to express my concern regarding... — ... ilo bagl narahatligimi bildirmak istayiram.

» lam writing to draw your attention to... — Digqatinizi... masalasina yonaltmak ii¢ctin yaziram.

» lam contacting you to report a problem with... — ... ilo bagli problemi bildirmak ii¢tin sizinla
alaqa saxlayiram.

» Twould like to bring to your attention... — Diqqgatiniza ¢atdirmagq istardim ki, ...

» I am dissatisfied with the quality of... — ... keyfiyyatindan naraziyam.

» | am writing to make a formal complaint about... ... haqqinda rasmi sikayat etmak tictin
yaziram.

Example:

% lam writing to express my dissatisfaction with the service I received during my stay at your
hotel. — Hotelda qaldigim zaman géstarilan xidmatlo baglh naraziligimi bildirmak tigtin
yaziram.

Main Body

In the main body, describe the problem in detail. Explain what happened, when it happened and
why you were dissatisfied. Give one or two specific examples and describe how they affected you.

dsas hisso

osas hissada problemi atrafli izah edin. Na bas verdiyini, na vaxt bas verdiyini va nays gora narazi
qaldiginizi bildirin. Bir va ya iki konkret niimuna gdstarin ve bunun sizs necs tasir etdiyini izah
edin.



Useful expressions — Faydal ifadalar

YV V VY

YV YV VYV YV

Firstly, I would like to point out that... — Ilk névbada, qeyd etmak istardim ki, ...

One of the main problems was... — 9sas problemlardan biri ... idi.

The most disappointing aspect was... — dn mayusedici maqam ... idi.

To make matters worse, ... — Vaziyyati daha da pislasdiran maqam isa ...

Furthermore, I experienced problems with... — Bundan alava, ... ila bagh problemlarla
qarstlasdim.

Despite my request, no action was taken. — Xahisima baxmayaragq, heg bir tadbir gériilmadi.
[ reported the problem to the staff, but... — Problemi amakdaslara bildirdim, lakin ...

This caused considerable inconvenience. — Bu, xeyli narahatliga sabab oldu.

As aresult, I was unable to... — Naticads, ... eda bilmadim.

This situation negatively affected... — Bu vaziyyat ... manfi tasir gostardi.

The service was far below my expectations. — xidmat gézlantilarimdan xeyli asagi saviyyada
idi.

Examples - Niimunoalor:

Explaining the problem — Problemi izah etmak

The room was not properly cleaned. — Otaq lazimi qaydada tamizlanmamisdi.

The product was damaged when it arrived. — Mahsul ¢atdirildiqda zadalanmisdi.

The staff were unhelpful and impolite. — 9makdaslar komak etmirdilar va nazakatsiz idilor.
The delivery was delayed without explanation. — Catdirilma heg bir izahat verilmadan
gecikdirildi.

The information provided was incorrect. — Taqdim olunan malumat yanlis idi.

The equipment was not working properly. — Avadanliq lazimi qaydada islamirdi.

[ had to wait for a long time. — Uzun miiddat gézlomali oldum.

The service did not meet the promised standards. — Xidmat vad edilan standartlara uygun
deyildi.

Requested Action

After describing the problem, clearly state what you expect the recipient to do. Depending on the
situation, you may request a refund, compensation, a replacement, an explanation, an apology or
an improvement in service.

Hall yolu vo talab olunan tadbir

Problemi tosvir etdikden sonra qarsi terafden hansi tadbiri gozladiyinizi aydin bildirin.
Vaziyyatdan asili olaraq pulun geri qaytarilmasini, kompensasiya, mahsulun dayisdirilmasini,

izahat,

tizrxahlq va ya xidmatin yaxsilasdirilmasini telab eda bilarsiniz.



Useful expressions — Faydal ifadalar

>

>

[ would appreciate it if you could resolve this issue. — Bu masalani hall etsaniz, minnatdar
olaram.
I would like to request a full refund. — Odanilmis mablagin tam geri qaytarilmasini xahis
ediram.

[ would appreciate a replacement. — Mbahsulun dayisdirilmasini mamnuniyyatlo
qarsilayardim.

[ expect appropriate action to be taken. — Miivafiq tadbirlarin gériilmasini gozlayiram.

[ would be grateful if you could investigate this matter. — Bu masaloni arasdirsaniz,
minnatdar olaram.

[ believe that compensation would be appropriate. — Hesab edirom ki, kompensasiya

verilmasi magsadauygun olardi.

[ kindly request an explanation for this situation. — Bu vaziyyatla bagli izahat vermayinizi
xahis ediram.

[ hope you will take steps to improve your service. — Xidmatinizi yaxsilasdirmagq ligtin
tadbirlar géracayiniza iimid ediram.

[ would like to receive a written response. — Yazili cavab almagq istardim.

I hope this issue will be resolved as soon as possible. — Umid ediram ki, bu masala miimkiin
qadar tez hall olunacagq.

Making a polite request

In a formal letter, it is advisable to use polite expressions rather than the imperative form.

Noazakatli xahis bildirmak

Rosmi maktubda amr formasindansa nazakatli ifadalardan istifads etmak magsadauygundur.

YV V VYV

[ would appreciate it if you could... — ... etsaniz, minnatdar olaram.

[ would be grateful if you could... — ... etsaniz, minnatdar olardim.

[ kindly request that you... — Sizdan nazakatlo xahis ediram ki, ...

[ would like to ask you to... — Sizdan ... etmayinizi xahis etmak istardim.

I hope that you will consider... — Umid ediram ki, ... masalasini nazardan keciracaksiniz.

Example - Niimuna:

R/
A X4

I would appreciate it if you could investigate the matter and offer appropriate
compensation. — Masalani arasdirib miivafiq kompensasiya taklif etsaniz, minnatdar olaram.



Closing Paragraph

In the final paragraph, summarise your expectations, express hope for a satisfactory solution and
thank the recipient for considering your complaint. Maintain a polite but firm tone.

Yekun paraqraf

Son paraqradfda o6zlentilarinizi yekunlasdirin, problemin genaatbaxs halline timid etdiyinizi
bildirin va sikayatinizi nazardan keg¢irdiyine géra maktubu alan saxsa tasakkiir edin. Nazakatli,
lakin gatiyyatli tislubdan istifads edin.

Useful expressions — Faydali ifadalar

» Thank you for your attention to this matter. — Bu masalaya diqqat ayirdiginiz tigtin tasakkiir
ediram.

» Thank you for considering my complaint. — Sikayatimi nazara aldiginiz lgiin tasakkiir
edirom.

> Ihope that appropriate action will be taken. — Umid ediram ki, miivafiq tadbirlar gériilacak.

» I trust that you will resolve this matter promptly. — Bu masalani tez bir zamanda hall
edacayiniza inaniram.

» Thope to receive a satisfactory explanation. — Qanaatbaxs izahat almaga iimid edirom.

» [ would appreciate your prompt attention to this issue. — Bu masalaya tez bir zamanda
diqqat ayirsaniz, minnatdar olaram.

> 1 hope this situation will not occur again. — Umid ediram ki, bu vaziyyat bir daha
takrarlanmayacagq.

» llook forward to your response. — Cavabinizi gozlayirom.

» llook forward to hearing from you. - Sizdan cavab almagi sabirsizlikla gozlayirom.

Qeyd: You may add the email address and phone number specified in the exam task in the space
indicated by the dots below. You must not use any other email address or phone number.

Note: Imtahan tapsirginda geyd olunan e-mail ve telefon némrasini asagida néqtalarin yerina
alava eda bilarsiniz. Basqa bir email va ya telefon némrasindan istifade etmak olmaz.

» If you need any further information, please contact me by email at .................... or by phone
| A . I look forward to hearing from you. - dlava malumata ehtiyaciniz olarsa,
cereeeeens €-pOCL UNVANI VA YA .................... telefon némrasi vasitasilo manimla alaqa saxlayin.

Cavabinizi sabirsizlikla gézlayiram.

» Should you require any further information, please do not hesitate to contact me at
.................... . I look forward to your response. - dlava malumata ehtiyaciniz olarsa,
cereene e VASIEASila manimla alaqa saxlamaqdan ¢akinmayin. Cavabinizi gézlayiram.

» Ifyou have any further questions, you can reach me by email at .................... or by phone at
.................... . Thank you for your time and consideration.- 9lava suallariniz olarsa,



ctrreeeeens €-POCE UNVANL V3 YA .................... telefon nomrasi vasitasilo manimla alaqa saxlaya
bilarsiniz. Vaxt ayirdiginiz va diqqatiniz tigtin tasakktir ediram.

Closing and Signature

The closing is the polite expression used before the writer's name. When writing the letter, you
must use only the specific names provided on the exam paper. The greeting must be written as
required on the exam paper, and the closing must correspond to the greeting. If you are required
to begin the letter with "Dear Sir/Madam" or "Dear Manager/Editor” (i.e, using a job title), you
should end the letter with "Yours faithfully.” If you are required to begin the letter with a form
such as "Dear Mr./Mrs. Brown," you should end the letter with "Yours sincerely.”

Yekun hisso vo imza

Yekun ifads, miiallifin adindan avval isladilan nazakatli ifadadir. Maktubu yazarkan yalniz imtahan
varaqinda veriloan xiisusi adlardan istifade etmslisiniz. Salamlama imtahan veraqginda talab
olundugu kimi yazilmali ve yekun hissa da salamlamaya uygun olmalidir. Yoni, Dear Sir/Madam
va ya Dear Manager/Editor (yoni, vazife kimi sézlarla) maktubu baslamaq talab olunarsa,
moaktubun sonunda Yours faithfully yazilir. 9gar Dear Mr./Mrs. Browns formasinda maktubu
baslamagq talab olunarsa, maktubun sonunda Yours sincerely yazilir.

Important Rules for Formal Letters
Rasmi maktub ii¢iin vacib qaydalar

Rule 1: Use formal language. Avoid informal expressions, slang, and contractions such as I'm,
don't, and can't. Prefer [ am, do not, and cannot.

Qayda 1: Rasmi dildan istifads edin. Qeyri-rasmi ifadslardan, jarqondan va I'm, don't, can't kimi
qisaldilmis formalardan ¢akinin. Onlarin avazina I am, do not, cannot yazin.

Rule 2: Follow the task instructions carefully. Use the exact recipient name, salutation, closing,
email address, and contact number provided in the question. Do not write personal details.

Qayda 2: Tapsinigin gostarislorine diggatle amal edin. Sualda verilan miraciat formasindan,
adlardan, yekun ifadadan, e-po¢t lUnvanindan va telefon nomrasindan istifade edin. Soxsi
malumatlarinizi yazmayin.

Rule 3: Write at least 150 words. For this particular exam task, write at least 150 words.

Qayda 3: 9n az1 150 s6z yazin. Bu imtahan tapsiriginda an az1 150 s6z yazin.



Rule 4: Organize your ideas into paragraphs. The letter should consist of an introduction, a
main body, and a concluding paragraph. Each paragraph should have a clear purpose.

Qayda 4: Fikirlarinizi abzaslara boliin. Maktub giris, asas hissa ve yekun abzasdan ibarat
olmalidir. Har bir paraqrafin aydin maqgsadi olmalidir.

Rule 5: Use linking words. Words such as Firstly, Moreover, Furthermore, In addition, Therefore,
and Finally make your writing more coherent.

Qayda 5: Baglayia sozlardan istifads edin. Firstly, Moreover, Furthermore, In addition,
Therefore va Finally kimi baglayici s6zler matnin daha ardicil ve alagali olmasina kémak edir.

Rule 6: Check grammar, spelling, and punctuation. Pay attention to sentence structure, verb
tenses, articles, singular and plural nouns, prepositions, and capital letters.

Qayda 6: Qrammatika, orfoqrafiya va durgu isarsalarini yoxlayin. Ciimla qurulusuna, fel
zamanlarina, artikllars, isimlarin tak va com formalarina, sé6zoénitlara ve boyiik harflarin diizgiin
islanmasina diqqgat yetirin.

Rule 7: Avoid unnecessary repetition. Use synonyms and paraphrasing to express your ideas in
different ways. Do not repeat the same word too often when a suitable alternative is available.

Qayda 7: Lazimsiz takrarlardan c¢akinin. Fikirlarinizi miixtalif yollarla ifade etmak figiin
sinonimlarden va parafrazdan istifade edin. Uygun alternativ oldugda eyni sozii tez-tez
tokrarlamayin.

Complaint letter ti¢iin B1 saviyyoada liigat niimunalari
Collocations - S6z birlosmoalari
Expressing dissatisfaction — Naraziligi bildirmak

express dissatisfaction — naraziliq bildirmak

make a complaint — sikayat etmak

raise a concern — narahatliq doguran masalani qaldirmaq
report a problem — problem barada malumat vermak
express disappointment — mayusluq bildirmak

receive poor service — keyfiyyatsiz xidmat almaq

experience difficulties — ¢atinliklarla qarsilasmaq

fail to meet expectations — gézlantilari dogrultmamagq

cause inconvenience — narahatliga sabab olmaq

provide poor-quality service — keyfiyyatsiz xidmat gostarmak

AN NN Y N U N N NN



Problems and consequences — Problemlar va naticalar

poor customer service — zaif miistari xidmati

damaged product — zadaloanmis mahsul

delayed delivery — gecikmis ¢catdiriima

incorrect information — yanlis malumat
unsatisfactory conditions — qanaatbaxs olmayan sarait
unreasonable delay — asassiz gecikma

serious inconvenience — ciddi narahatliq

financial loss — maliyya itkisi

lack of communication — alaganin olmamasi

AN NN N VU U N

failure to provide a service — xidmati gostarmamak
Solutions and requests — Hall yollari va miiraciatlar

request a refund — pulun geri qaytarilmasini talob etmak
receive compensation — kompensasiya almagq

offer a replacement — avazedici mahsul taklif etmak

issue a refund — ddanisi geri qaytarmaq

resolve an issue — problemi hall etmak

investigate a complaint — sikayati arasdirmaq

take appropriate action — miivafiq tadbir gérmak

provide an explanation — izahat vermak

improve the quality of service — xidmatin keyfiyyatini yaxsilasdirmaq
prevent future problems — galacak problemlarin qarsisint almaq
meet customer expectations — miistari gézlantilarini qarsilamaq
respond to a complaint — sikayata cavab vermak

LA XX

Phrasal Verbs — Frazeoloji feillor

deal with — masala ilo masgul olmaq

look into — arasdirmaq

sort out — hall etmak, gaydaya salmaq

follow up on — masals ila bagli yenidan slags saxlamagq
get back to someone — kimasa cavab vermak

carry out — hayata ke¢irmak

point out — diqqgata catdirmagq

bring up — masalani qaldirmaq

put right — diizaltmak, aradan qaldirmaq

AN N N N N N SR NN

make up for — avazini ¢ixmaq, kompensasiya etmak



Examples - Niimunoalor:

X/
o0

[ would like you to look into this matter. — Bu masalani arasdirmaginizi istardim.

< Thope you can sort out the problem. — Umid ediram ki, problemi hall eda bilarsiniz.

% 1 would appreciate it if you could get back to me soon. — Tezliklo mana cavab versaniz,
minnatdar olaram.

% The company should make up for the inconvenience. — Sirkat yaranmis narahatligi

kompensasiya etmalidir.
Word Formation SKkills — S6zdiizaltma bacariqlari

v complain — sikayat etmak
v complaint — sikayat

v’ satisfy — razi salmaq
v’ satisfaction — mamnunluq
v’ satisfied — razi qalmis

v’ disappoint — mayus etmak
v disappointment — mayuslugq
v’ disappointed — mayus olmus

v inconvenience — narahat etmak
v inconvenience — narahatliq
v inconvenient — alverissiz

v' improve — yaxsilasdirmagq
v improvement — yaxsilasma
v improved — yaxsilasdiriimis

v' compensate — kompensasiya etmak
v' compensation — kompensasiya
v' compensatory — kompensasiya xarakterli

v respond — cavab vermak
v' response — cavab

v’ responsive — tez cavab veran

v explain — izah etmak

AN

explanation — izahat
v’ explanatory — izahedici



v’ apologise — tizr istamak
v’ apology — tizrxahliq
v’ apologetic — tizrxahliq bildiran

v" resolve — hall etmak
v" resolution — hall
v' resolved — hall edilmis

v' damage — zadalomak
v' damage — zarar
v damaged — zadalonmis

v expect — gozlomak
v’ expectation — gozlanti
v expected — gozlanilan

v refund — pulu geri qaytarmaq
v refund — geri ddanis
v refundable — geri qaytarila bilan

v’ satisfy — razi salmaq
v’ satisfaction — mamnunlugq
v’ satisfactory — ganaatbaxs

v’ rely — giivanmak
v’ reliability — etibarliliq
v’ reliable — etibarli

Qeyd: Bazi sozlar bir nec¢a nitq hissasinda eyni formada islona bilar. Masalon, damage ham isim,
ham dbs fel ola bilar.

Adjectives — Sifatlor

dissatisfied — narazi

disappointed — mayus olmus
unacceptable — gabuledilmaz
unsatisfactory — ganaatbaxs olmayan
inconvenient — alverissiz

damaged — zadalanmis

faulty — qtisurlu

unreliable — etibarsiz

AN N N N NN

unprofessional — qeyri-pesakar



impolite — nazakatsiz
inappropriate — uygun olmayan
frustrating — asabilasdirici
disappointing — mayusedici
reasonable — maqbul, aglabatan
satisfactory — ganaatbaxs
responsible — masuliyyatli

efficient — samarali

prompt — operativ, gecikmadan olan

D N N NI N N N N N

Adverbs — Zoarflar

unfortunately — taasstif ki
considerably — xeyli doracada
extremely — son daraca

seriously — ciddi sakilda
improperly — diizgiin olmayan sakilda
incorrectly — sahv sakilda
promptly — darhal, gecikdirmadan
professionally — pesakar sakilda
politely — nazakatla
appropriately — uygun sakilda
reasonably — maqbul sakilda
effectively — effektiv sakilda
repeatedly — dafalarla

clearly — aydin sakilda

eventually — nahayat, sonda
previously — avvallar

AN NI N N N NN Y U U N N N NN

-ed va -ing formal

disappointed — mayus olmus; insanin hissini bildirir

disappointing — mayusedici; hadisanin va ya vaziyyatin xtisusiyyatini bildirir
satisfied — razi qalmis

satisfactory — ganaatbaxs

frustrated — asabilosmis, mayus olmugs

frustrating — asabilasdirici, mayusedici

annoyed — qiciqlanmis

annoying — qiciqlandirici

concerned — narahat olan

AN N N N N N SR N

concerning — narahatliq doguran



Examples - Niimunoalor:

X/
o0

[ was disappointed with the service. — Xidmat mani mayus etdi.
The service was disappointing. — Xidmat mayusedici idi.

[ was annoyed by the delay. — Gecikma mani qiciqlandirdi.

The delay was annoying. — Gecikma qiciqlandirici idi.

X/ X/ X/
L X X X4

Synonyms — Sinonimlar
To avoid repeating the same words in a complaint letter, you can use the following synonyms.

Sikayat maktubunda eyni s6zlari tokrarlamamagq {i¢iin asagidaki sinonimlardan istifade etmak
olar.

complain, protest, express dissatisfaction — sikayat etmak, naraziliq bildirmak
problem, issue, difficulty, matter — problem, masals, ¢atinlik
poor, unsatisfactory, unacceptable — pis, goanaatbaxs olmayan
dissatisfied, disappointed — narazi, mayus

service, assistance, customer care — xidmat, miistariya dastak

fix, repair, resolve, correct — diizaltmak, hall etmak

answer, reply, respond — cavab vermak

ask for, request, seek — istomak, tolab etmak

give, provide, offer — vermak, tamin etmak

investigate, examine, look into — arasdirmagq

explain, clarify, account for — izah etmak, aydinlasdirmaq
improve, enhance, make better — yaxsilasdirmaq

refund, repayment, reimbursement — geri 6danis

compensation, reimbursement, payment for loss — kompensasiya
quick, prompt, immediate — siiratli, operativ

important, significant, serious — vacib, shamiyyatli

reasonable, fair, acceptable — maqbul, adalatli

expect, anticipate, look for — g6zlamak

inconvenience, difficulty, trouble — narahatlig, ¢atinlik

AN N N N N N NV Y N U N N N N N NI N

resolve, settle, sort out — hall etmak

Note: Refund 6danilmis pulun geri qaytarilmasidir. Compensation iss yaranmis zarar va ya
narahathigin avezini 6deamak ti¢iin verilan kompensasiyadir.

Transition signals/Linking words - Kecid ifadalari/Baglayic1 sozlar

v" Firstly - ilk névbada
v' First of all - har seydan avval
v Secondly - ikinci olaraq
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Finally - nahayat, son olaraq
In addition - alava olaraq
Additionally - bundan alava
Furthermore - bundan basqa
Moreover - tstalik

Also - hamginin

Besides - bundan alava

For example - masalan

For instance - masalan

Such as - kimi

In particular - xiisusila
Specifically - konkret olaraq
Regarding - ... ilo bagh
Concerning - ... haqqinda

With regard to - ... ila alaqadar
In terms of - ... baximindan

As for - ... galinca

Therefore - buna géra

Thus - belalikla

As aresult - natica etibarila
Consequently - naticada
However - lakin

Nevertheless - buna baxmayaraq
Although - baxmayaraq ki

On the other hand - digar tarafdan
Instead - avazinda

In contrast - aksina

For this reason - bu sababdan
Since - ... olduguna gora
Because of - ... sababindan

If possible - miimktindtirsa

If necessary - zaruri olarsa

In this case - bu halda
Meanwhile - bu miiddatda
Beforehand - avvalcadan
Afterwards - bundan sonra

At the same time - eyni zamanda
Currently - hazirda

At present - hal-hazirda

In the future - galacakda

As soon as possible - miimkiin qadar tez



In advance - avvalcadan

To clarify - aydinlasdirmagq tigtin

To be more specific - daha konkret desak
In other words - basqa sézlo

In short - qisaca

To summarise - yekunlasdirmagq ligtin

In conclusion - natica olaraq
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Example - Niimuna:

0,

s Firstly, the room was dirty. Furthermore, the air conditioner did not work. As a result, I
could not enjoy my stay. - Ilk névbada, otaq cirkli idi. Bundan alava, kondisioner islamirdi.
Naticada, qaldigim miiddatdan z6vq ala bilmadim.

Conjunctions - Baglayicilar

<

And - va

But - amma, lakin

Or - va ya, yaxud

So - buna gora, ona géra do
Because - ¢tinki

Although - baxmayaraq ki
Though - baxmayaraq ki

While - ikan, halbuki

Whereas - halbuki

If - agar

Unless - agar ... olmasa

Since - ... olduguna géra

As - ... kimi, ... olduguna géra
When - na zaman ki

Whenever - har dafa ki

Before - avval

After - sonra

Until - ... gadar

Once - ... kimi, ... sonra

As soon as - ... edan kimi

Even though - hatta ... baxmayaraq
In case - ehtimalina qarsi, ... olarsa
Provided that - bir sartla ki

In order that - ... magsadiloa

So that - ... deys, ... liciin

Not only ... but also - takca ... deyil, ham da
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v’ Either..or-ya..yada
v" Neither ... nor - na ... na do
v" Both ..and - ham... ham da

Examples - Niimunoalor:

s Although 1 reported the problem, nobody helped me. — Problemi bildirmayima
baxmayaragq, he¢ kim mana komak etmadi.

¢ The product was damaged, so [ requested a refund. — Mahsul zadalonmisdi, buna gora pulun
geri qaytarilmasini talab etdim.

% The staff were not only unhelpful but also impolite. — Heyat nainki komak etmirdi, ham da

nazakatsiz idi.

Prepositions - S6zoOniilor

<

About - haqqinda

Regarding - ... ila bagl
Concerning - ... barada

For - ti¢iin

To - -a, -9; ... ligclin

From - -dan, -dan

Of - -1n, -in; ...-1n

With - ila

Without - olmadan

By - tarafindan; vasitasila

In - -da, -da; igcinda

On - iizarinda; -da, -da

At - -da, -da; miiayyan néqtada
During - arzinda

Before - avval

After - sonra

Until - ... gadar

Since - ...-dan bari

Within - arzinda, daxilinda
Throughout - boyunca
Between - arasinda (iki sey arasinda)
Among - arasinda (bir qrup daxilinda)
Through - vasitasila, icindan
Across - o biri tarafa, boyunca
Against - aleyhina

Despite - ... haxmayaraq

In spite of - ... baxmayaraq
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Because of - ... sababindan

Due to - ... sababindan

Instead of - ... avazina

In addition to - ... alava olaraq

Apart from - ... basqa, ...-dan alava
According to - ...-a asasan

In accordance with - ...-a uygun olaraq
In relation to - ... ilo alagadar

In response to - ... cavab olaraq

On behalf of - ... adindan

In advance - avvalcadan

At present - hazirda

In the future - galacakda

By the end of - ...-in sonuna qadar
Prior to - ...-dan avval

Following - ...-dan sonra

In terms of - ... baximindan

With regard to - ... ila alaqadar

For further information - alava malumat tigiin
At your convenience - sizin ti¢iin alverigsli vaxtda
In connection with - ... ila alagadar
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Examples - Niimunoalar:

% In terms of customer service, the hotel did not meet my expectations. - Miistari xidmatlori
baximindan otel gozlantilarimi dogrultmadi.

% With regard to the poor service, several issues require your immediate attention. - Zaif
xidmatla bagl bir neca masala darhal diqqatiniza catdirilmalidir.

Useful preposition combinations — Faydali birlosmalar

dissatisfied with the service — xidmatdan narazi

disappointed with the product — mahsuldan narazi

complain about a problem — problem barado sikayat etmak

apologise for a mistake — sahva gora lizr istamak

responsible for the problem — problema géra masuliyyat dastyan
compensation for the inconvenience — narahatliga géra kompensasiya
aresponse to my complaint — sikayatima cavab

arefund for the purchase — alis tictin geri 6danis

contact someone by email — kiminlasa e-pogt vasitasila alaga saxlamaq
resolve a problem within seven days — problemi yeddi giin arzinda hall etmak
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A student's response that uses different names will be awarded while a response that is
off-topic will be awarded

Do not begin your sentences with

Basqga adlardan istifade edan talabanin cavabi movzudan kenar yazan talabanin cavabi
iso giymatlandirilacak.

Climlalarinizi ila baglamayin.



Complaint Letter sample - Sikayat maktubuna niimuna

Task: You stayed at the Yurd Hotel during your holiday, but the service was disappointing. Write
a formal complaint letter to the hotel manager (at least 150 words). In your letter, explain why
you were unhappy with your stay, give one or two examples of the problems you experienced, and
say what you would like the manager to do about the situation.

You should write at least 150 words.

In your letter, you MUST use the nameprovided.

Salutation:

Dear Manager!

Closing:

Mr/Ms.Orujov(a)

If needed, use only this email address and contact number: student@unec.edu.az,
(+994)503000000

ATTENTION !

Dear student, Do NOT use any other name, email address or contact number in your letter.
USE ONLY THE INFORMATION PROVIDED HERE, OTHERWISE YOU WILL GET “0” point!
Dear Manager!

[ am writing to express my dissatisfaction with the service I received during my recent stay at the
Yurd Hotel. Unfortunately, my experience was disappointing, and I believe that several issues need
to be addressed.

First of all, my room was not properly cleaned when I arrived. The floor was dirty, and the towels
were not fresh. Furthermore, the air conditioning system did not work correctly, which made it
difficult for me to relax and sleep comfortably. Although I expected a high standard of service,
these problems negatively affected my holiday. I reported these issues to the hotel staff; however,
they did not take effective action to solve them. As a result, I was unable to enjoy my stay as much
as | had expected.

[ would appreciate it if you could investigate this matter and take the necessary steps to improve
the quality of your services. I would also be grateful if you could consider offering me appropriate
compensation for the inconvenience I experienced.

[ look forward to receiving your response and hope that similar problems will be avoided in the
future.

Yours faithfully,

Mr/Ms. Orujov(a)


mailto:student@unec.edu.az
tel:+994%2050%20300%2000%2000

asaslandirihb.

4. Maktubun 3-cii asas
hissasi lazimi saviyyado
ahatd olunub, fikirlor
genislondirilib vo
asaslandirilib.

5. Har ii¢ hissaya rasmi

iislubda toxunulub.
Moktubun tonu rasmidir.

(Firstly, moreover, furthermore,
however, although, therefore,
then, thus)

4. Baglayicilar (and, but, also, as,
100, or, because, since)

avazliklor va digar alagalondirici
vasitalarla avaz edilmasi

5. Tokrardan qagmaq tigiin sozlorin

qayids, geyri-miioyyon, nisbi),
miqdar bildiron sozlor
(many/much/few/a few/little/a
little), s6zonlar;

4. Sifatlor vo zorflor ("-ed"/"-ing"
sakiili formalar, miiqayisa vo
ustiinliik daracalari);

5. Orfografiya va durgu isaralori;
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The tone of the letter is superlative forms); 3. Phrasal verbs/Collocations (B1) (For example, to
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+/ End - Finish, Conclude

W/ Talk - Speak, Chat

V/ Help - Assist, Support

\/ Understand - Comprehend, Grasp

3. Frazeoloji feillar/Soz birlosmolori (B1) (For ple, to
meet a deadline, to keep in touch with somebody, to
reach a conclusion)

4. Movzu ilo olagali leksikanin istifadasi

5. Yenidan ifado etmod (parafraz) vo sozdiizaltmo
bacariglan




