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Task A (10 points)

To: Daisy Smeets
From: (name)
Date: (any correct date before February 12)

Subject:  Roses wanted / Request of quotation

Dear Daisy

Thank you for your special offer.

We need 5,000 fresh red first-quality roses by 6 pm on 12 February. Please quote your cif price
for delivery to Basel by truck. We need a very good price because otherwise we will not be able
to do the deal.

Could you please send your quotation by tomorrow noon?

Kind regards

(name) 60 words

Bewertungskriterien

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

Task B (15 points)

(any correct date)

Dear Mr Paterson

Thank you for your fax of 30 May. We wish to apologise for our error in processing your bank
transfer of 27 May and the inconvenience this has caused you.

At this time, the transaction is being dealt with and the problem will be solved without delay.
This will of course be effected at our expense.

Again, thank you for your understanding. If you have any further queries, please do not hesi-

tate to call me on (any phone number).

Yours sincerely (87 words)

(signature)

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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