18 February 20XX
Robin Jack
New York, Street 666
(0000)33-0987
Dear Mr. Jack,
I am writing this letter to you to remind you about the toilets repairing which are causing a big problem for all of us. I have complained about it to you last month and you have assured me that you will make it repaired in one or two days, but it was just verbally no practical action was taken for this. This time I am writing to you on a serious note to do something about it.
As you know very well that there is a rainy season nowadays and the pipes of the toilet do not work well and there remains water leakage because of which floor remains wet all the time and it becomes impossible for all of us to use it.
Moreover, flush also remains cluttered due to this and does not flush out things properly which is causing a big problem for all of us, and we are unable to use it for the last seven days. Not only this, but water has also started coming out in our rooms as well and it is making the things dirty and smelly. We are in a big problem because of all of this and I want you to draw your attention to it.
Keeping in view the above-mentioned things, I want you to visit my office as soon as possible and find out a solution to this problem as it is very problematic now to breathe in such a smelly atmosphere. Here is my contact number [X]; you can contact me on this before coming. Thank you!
Regards,
Molly John
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