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Task A (5 points)

To: Henry James

From: (name)

Date: (any correct date)

Subject: PC work in Ms Hug’s office

(Henry,)

Ms Hug would like you to do the following jobs on her PC by next Friday morning at 

the latest: install the spellchecker for German, the new printer and a new mouse.

Please also be prepared to work for her from 2 p.m. to 3 p.m. next Friday.

Thanks.

Name

Bewertungskriterien
Vollständige Information 2 Punkte
Verständlichkeit, vokabularische Korrektheit 2 Punkte
Formelle und strukturelle Korrektheit 1 Punkt
Total 5 Punkte

Task B (10 points)

(any correct date)

Dear Mrs Stevenson

We were very pleased about your visit to Switzerland. Did you enjoy your stay and did

everything go all right on your journey home? How is your family? Did your daughter 

pass her exam? And how is your husband (feeling)? 

We would like to tell you that we can offer you a mortage for 600,000 at 3 % for the 

first 5 years.

We are looking forward to hearing from you soon.

Yours sincerely (Kind regards)

(name)

Bewertungskriterien
Aufgabenerfüllung
(alle Punkte erwähnt, richtiger Anfang und Schluss) 3 Punkte
Verständlichkeit, Vokabular 3 Punkte
Struktur, Korrektheit 4 Punkte
Total 10 Punkte
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