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Task A (10 points)
To: A. Jackson

From: (Candidate’s name)
Subject:  (e.g. Party)

Dear Mr Jackson

I refer to the memo we have received today. I regret that I cannot come to the party (e.g. as |
will be on a day trip organised by the business school the whole day and we will not be back
before 8 o’clock in the evening).

I apologise for this.

Kind regards

(Candidate’s name)

56 words

Bewertungskriterien

Aufgabenerfiillung 4 Punkte
Verstindlichkeit, vokabularische Korrektheit 3 Punkte
Strukturelle und formelle Korrektheit 3 Punkte
Total 10 Punkte

Task B (15 points)

Dear Mr Slater

Ms Michelle Meyer would like a single room including breakfast for three nights from
Wednesday, 18 June 2008 to Saturday, 21 June 2008. Ms Meyer will be arriving during the early
evening. She will be driving a rental car from the airport to the hotel so she will not need a
transfer.

As agreed, please send the invoice to me.

If you have any questions, you can call me until the end of next week (e.g. before I go on holi-
day for two weeks).

Kind regards

(Candidate’s name)

91 words

Bewertungskriterien

Aufgabenerfiillung 5 Punkte
Verstindlichkeit, vokabularische Korrektheit 5 Punkte
Strukturelle und formelle Korrektheit 5 Punkte
Total 15 Punkte



