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Task A (15 points)

To: Nancy Clark

From: (name)

Date: (any correct date)

Subject: LX5 user course

Dear Nancy

I have just found an advertisement offering a one-day intensive introductory course to the new

PC-programme LX5 which will be introduced in our company in two months’ time.

I will ask our boss if he is willing to cover all the expenses.

Should you be interested please let me know so that we can register together as soon as possi-

ble.

If you have any further question, please do not hesitate to give me a call.

Kind regards / Best regards / Best wishes

(name)

(78 words)

Bewertungskriterien
Vollständige Information 5 Punkte
Verständlichkeit, vokabularische Korrektheit 5 Punkte
Formelle und strukturelle Korrektheit 5 Punkte
Total 15 Punkte

Task B (10 points)

Dear Mr Miller

(1) Thank you for your invitation to give a talk at your company.

(2) I will be pleased / able to speak on 10 June.

(3) I would also like to present our latest collection of wallpaper patterns.

(4) Furthermore, I want to ask you if two of my salespersons could attend this meeting, too.

(5) Yours sincerely

(name) 

(62 words)

Bewertungskriterien
Aufgabenerfüllung (alle Punkte erwähnt) 4 Punkte
Verständlichkeit, Vokabular 4 Punkte
Struktur, Korrektheit 2 Punkte
Total                                                                                             10 Punkte


