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Task A (10 points)

To: J. Smith
From: (name)
Date: (any correct date)

Subject:  An inquiry

Dear Jim

As we have more English-speaking customers now, the department is asking us to brush up
our English.

Could you suggest (recommend) a good school in England? I am particularly interested in
business English.

Also, would you like to go for lunch with Jenny, Angie and me once or twice a week and speak
English with us?

Thank you!

(name) 59 words

Bewertungskriterien

Vollstindige Information 4 Punkte
Verstindlichkeit, vokabularische Korrektheit 4 Punkte
Formelle und strukturelle Korrektheit 2 Punkte
Total 10 Punkte

Task B (15 points)

(any correct date)

Dear Ms Boss

Thank you very much for your enquiry. Ms Miiller has asked me to personally send you a
quotation. However, I require some additional information.

Could you possibly let me know what cover already exists through your real estate insurance/
immovable property insurance?

Also, would you like insurance for theft only or would you like to cover other risks such as
loss or damage as well?

What objects should be covered? Could you provide us with precise descriptions, receipts or
dependable value estimates?

Should you have any further queries, please contact me on +41 44 321 21 21.

Yours sincerely

(name) 99 words

Bewertungskriterien

Aufgabenerfiillung

(alle Punkte erwdhnt, richtiger Anfang und Schluss) 5 Punkte
Verstindlichkeit, Vokabular 5 Punkte
Struktur, Korrektheit 5 Punkte
Total 15 Punkte
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