Planungen per E_Ma|| Dw.z LESENSIEUNDMARKIERENSIEMH_

DIE RICHTIGE ZUSAMMENFASSUNG
| Subject: Sales prasantation |

Es gibt verschiedene Formulierungen, um sich mit Kol- & Neue Regeln E-Mail-Sprache ) Mira is emailing Catherine to check that she
legen per E-Mail tiber Plane auszutauschen. Stellen Sie Aa Wortschatz Treffen und Warkshops is coming to a sales presentation in Room A. Hi Cathering,
sicher, dass auch informelle Nachrichten haflich sind. P Lernziel Fane abgleichen Pauline is also invited to the presentation. _| | |
Hopa all's well with you. | just wanted 1o check that you got my
) Mirawants to meet next Friday to discuss earliar email about our sales I Friday, Pauline
101 LERNINHALT E-MAILS AN KOLLEGEN arrangements for the sales presentation. She | and| g this ing to di Will |
Achten Sie in geschiftlichen E-Mails auf eine angemessene und Hare Sprache, has asked Pauline to send her the agenda. _ | You be free to come and join us in Room A at 11207
wenn Sie mit Kollegen Informationen austauschen. E-Mails an Kollegen sind |
meist nicht so férmlich wie E-Mails an Kunden oder Vorgesetzte, ) Mira is inviting Catherine to a meeting Plaasa find the attached fmetable and agenda for the

to discuss arrangements for the sales presantation. I've copled Pauling in on this Message. If you have
presentation. She has sent Catherine | any idess or want i ask any questions, plaasa lat me know, |

To: Scott Walton and Pauline the timetable and agenda. |
e, — B All the best,
el : o . .
i nzfnz:eulr': Ce: Glorgio [.Jo.natl : O Mirais emailing to check that Pauline is | Mira |
_g:’,";';’::r; Subject: Training sassion next week coming to the sales presentation. Catherine . |
_“‘\ has sent the timetable and agenda. ] opy&Print Sprint ey gy |
Neutraler und infor- Hello Scott,
meller Eirleiturgssats __h_\ . l_ﬁ L)

Hope all's well with you.
E 10.3 ERGANZEN SIE DIE SATZE MIT DEN WORTERN AUS DEM KASTEN
| justwanted to check that your team is
Mitdem Past —— A coming to our training session.
Smple o tie Please see the timetable for tomarrow's training course _ ttached

FEMI | Willyou be free next Friday at 2:302 ow
lilyou be free n riday at 2.
e R | O | just wanted to thatyou will be able to make it to the mesting. copying
forlemimmacig Please see the provisional timetable attached. © Dot worry ifyou have ary questions. Just et me srtached-
‘\h_ Sie kitnnen auch ’ ' _
4 I'm copying Giorgio in on this. i it @m Maxine in on this as she may have some more information. wondering
G":,::Z:“E“",,‘.‘;m i . © How coming to the restaurantwith us this evening? check
If you have any questions, please let me know. B !
. . about
Al bt '\.__Hq_ Holihor el el Ol was ifyou and Ana could come to the meeting tomorrow.
/‘ . 4 . . . make ]
Infermelle __+ Linda O Give mea call if you can't the presantation at 10 o'clock. - .

Schlussformel

ABCEDARIA @
Corporats iraining fusilatin
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E-Mail-Sprache (| Aa Treffen und ps [ Py Pl ichen []
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