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Task A (15 points)

To: John Mason
From: (name)
Date: (any correct date)

Subject:  Tonight’s meeting

Dear John

I am sorry to tell you at such short notice that I cannot come to the meeting tonight. My 13-
year-old son, Benjamin, had to be taken to hospital before lunchtime and my wife has asked
me to see him there as soon as I can.

So I would be very grateful if you could speak about/introduce our new marketing concept
at tonight’s meeting.

Thank you for your support.

(name)

(Body: 72 words)

Bewertungskriterien

Volistindige Information 5 Punkte
Verstindlichkeit, vokabularische Korrektheit 5 Punkte
Formelle und strukturelle Korrektheit 5 Punkte
Total 15 Punkte

Task B (10 points)

Dear Mrs Benson

(1) I am plased to hear that you are planning to visit our factory and have a look at our new
collection of tablecloths.

(2) I should be grateful if you could confirm as soon as possible if Friday 20 July 2007 is a
convenient date for you.

(3) Please let me know who is accompanying you.

(4) Yours sincerely

(name)

(59 words)

Bewertungskriterien

Aufgabenerfiillung (alle Punkte erwihnt) 4 Punkte
Verstindlichkeit, Vokabular 4 Punkte
Struktur, Korrektheit 2 Punkte

Total 10 Punkte



