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Task A (5 points)

To: T. King

From: (name)

Date: (any correct date)
Subject:  Trip to Malta
(Mr T. King)

Mr D. Biber wants you to check on the following points by next Tuesday: confirm the
dates of our journey to Malta and book twelve single rooms (breakfast only).

Also let us know which excursion have been planned and whether a boat-trip to Comino

would be possible.

Thanks.

Name

Bewertungskriterien

Vollstindige 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 Mr Moro

We would like to thank you for your documents. We are pleased that you have accepted
our offer. Nevertheless, we require some additional documents from you. Could you
therefore please send us a copy of your tax declaration, a copy of your passport,

and a land register extract.

Please do not hesitate to contact us if you have any questions.

We are looking forward to hearing from you at your earliest convenience.

Yours sincerely

(name)

Bewertungskriterien

Aufgabenerfiillung

(alle Punkte erwdihnt, richtiger Anfang und Schluss) 3 Punkte
Verstindlichkeit, Vokabular 3 Punkte
Struktur, Korrektheit 4 Punkte
Total 10 Punkte
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