ULAB 3162 QUIZ (15%)
Duration: 1 hour
Instruction: Read the situation and complete the task.
Situation
Your company has decided to choose Endos Sdn. Bhd. to conduct training for your management staff. It was requested by your company to have Dr. Adil Mohamed as the trainer as he has a lot of experience in conducting team building activities. An agreement has been signed and Endos Sdn. Bhd. promised to engage him as the trainer. However, on the team building day, Endos Sdn. Bhd. sent out a different trainer than what was promised. Additionally, the trainer was inexperienced and not professional. This has caused embarrassment and disappointment to your company, as no notice about the change of trainer was given.
Task
Write a complaint email within 200 - 250 words to Endos Sdn. Bhd. about the matters. Your email should:
1. have a concise subject.
2. state the problems in detail.
3. state the actions needed to be taken by Endos Sdn. Bhd.
4. reflect professional tone.
Marks will be deducted for lifting directly from the question.  
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