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Task A (5 points)

To: Anna Johnson
From: (name)

Date: (any correct date)
Subject:  Task list

(Anna,)

Could you please do the following jobs for Ms Moser by next Thursday evening:

rewrite the corrected letter, prepare the invoices (bills), file all the documents?

Thanks.

(name)

Bewertungskriterien

Volistindige Information 2 Punkte
Verstindlichkeit, vokabularische Korrektheit 2 Punkte
Formelle und strukturelle Korrektheit 1 Punkt
Total 5 Punkte

Task B (10 points)

(any correct date)

Dear Sir or Madam

We would like to book two double rooms for Mr John Smith and his family (including

two children) from 15 to 25 October.

Could you tell us whether these would be available, and quote your rates?

Lastly, can guests use the internet at the hotel?

We look forward to hearing from you soon.

Yours faithfully

Name

Bewertungskriterien

Vollstindige Information 2 Punkte
Verstindlichkeit, vokabularische Korrektheit 2 Punkte
Formelle und strukturelle Korrektheit 1 Punkt
Total 5 Punkte



