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Task A (5 points)

To: Mary Benson

From: (name)

Date: (any correct date)

Subject: New leaflet and flyer

(Mary,)

Ms Jäger would like you to do the following jobs for her by next Monday morning:

check the text of the new leaflet, make a list of the changes you suggest and go over the

new flyer.

Please also be prepared for a work session with her from 3 p.m. to 4 p.m. next Monday.

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 Sir

We are looking for a suite which would be suitable for a family with two children.

Would such rooms be available from 15 to 25 October, and what rates can you quote?

Also, do you serve Chinese food, and is there a (day-)nursery (babysitting) or kid’s 

club (facility)?

Finally, please let me know what facilities the hotel has for business people?

We look forward to your early reply.

Yours faithfully

(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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