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Task A (10 points)

To: Daniel Stockington
From: (name)
Date: (any correct date)

Subject:  New furniture

Dear Daniel

Regarding the memo we got today I would like to come around your office to check out the
new furniture. Please let me know what time would suit you best. I would also love to see the
brochure beforehand. Can you send me one, please?

Thanks a lot.

(name) 51 words

Bewertungskriterien

Vollstindige Information 4 Punkte
Verstindlichkeit, vokabularische Korrektheit 4 Punkte
Formelle und strukturelle Korrektheit 2 Punkte
Total 10 Punkte

Task B (15 points)

Dear Mrs Miller

Thank you for your e-mail. The computers you have ordered will be delivered next week.
I can assure you that both the computers and the printers are very reliable. Nevertheless,
I would like to send you an employee from the IT department to have everything installed.
If you wish to order some printers by the end of this month, we are able to offer you a 10%
discount.

Furthermore, I would like to refer you to our free 24-hour helpline.

If you have any further questions, please do not hesitate to contact me.

Yours sincerely

(name) 98 words

Bewertungskriterien

Aufgabenerfiillung

(alle Punkte erwdhnt, richtiger Anfang und Schluss) 5 Punkte
Verstindlichkeit, Vokabular 5 Punkte
Struktur, Korrektheit 5 Punkte
Total 15 Punkte
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