Date:
To
[The Recipient]
[Designation]
Dear Mr. Peter John,
My name is Andrew Collins, and I am a final year student and member of the school cricket team. With a heavy heart, I am writing this letter to inform you that we are very dissatisfied with the coach that has been assigned to us for this term.
Our previous coach got sick, and we were assigned Mr. Shawn Lee for this term to coach our cricket team. The intercity finals match is due in a month and unfortunately, our team is suffering in terms of performance as the new coach is not taking his job seriously.
Mr. Shawn has missed his last two coaching classes and we were left to train on our own. Even when he did finally show up for the third scheduled class, he did not care to give us any useful tips or assess the team’s performance. Instead, he kept criticizing our fitness and said that we will never be able to win this game.
This finals game is very important to us and our school. We have been preparing for this game with our previous coach for weeks but somehow, Mr. Shawn thinks we are still not ready. He is making no effort is making any changes and is not taking his coaching job seriously.
We request you to please investigate this matter at your earliest and assign us a new coach who would help us train better for the upcoming match. This match is very important to us, and we do not want to lose because of the discouraging attitude of our coach. We look forward to your response.
Yours sincerely,
Mr. Andrew Collins.
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