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2  E-mails to customers  (Lösungsvorschlag)

Mark Gable works for 4Kids, a German company that makes 
toys for children. The company has customers all over the world. 
He often gets e-mails that he has to answer. 

Look at these e-mails and read his notes. Then write his answers.

From: Jozefa Krol
To: Mark Gable
Subject: Brochure

Dear Sir or Madam,

I saw your products in a local shop and liked them very 
much. Do you have a brochure and can you send it to me 
electronically? Do you deliver to Poland, too? How much 
are delivery costs and how long does it take?
All the best,

Jozefa Krol

 Dear Mrs Krol,

 Thank you for your e-mail. I’m sending you our brochure with this e-mail.

 I am pleased to inform you that we deliver to Poland, too. It takes about

 two weeks and there are no delivery costs.

 Yours sincerely, Mark Gable

From: Carlo Garibaldi
To: Mark Gable
Subject: My order 

Dear Sir or Madam,

I ordered two toy trains on your website fi ve weeks ago and I paid 87 €, but 
I haven’t received anything yet. My son’s birthday is next week, so I really 
need them. Can you tell me when I’ll get them? 
I’m really annoyed about this.

Carlo Garibaldi

 Dear Mr Garibaldi,

 We apologise for this inconvenience. The trains were sent to you

 three weeks ago. If you have not received them by the end of this week,

 please inform us.

 Yours sincerely, Mark Gable

- ja, als pdf-Datei

- Polen ja

- Porto übernehmen wir

- ca. 2 Wochen

USEFUL PHRASES FOR 
FORMAL LET TERS AND E-MAILS

2) Letters/e-mails to customers
–	Thank	you	for	…
–	We	apologise	for	…
–	I	am	sorry	to	have	to	tell	you	…
–	I	am	pleased	to	inform	you	…

- tut uns sehr leid

- Bestellung wurde vor  

 3 Wochen abgeschickt 

- wenn sie bis Ende der 

 Woche nicht da ist, 

 bitte nochmal melden

DO01581175_WB_003_012.indd   23.04.2010   13:46:33   Seite: 12   [Farbbalken für Fogra39]   CyanDO01581175_WB_003_012.indd   23.04.2010   13:46:33   Seite: 12   [Farbbalken für Fogra39]   MagentaDO01581175_WB_003_012.indd   23.04.2010   13:46:33   Seite: 12   [Farbbalken für Fogra39]   YellowDO01581175_WB_003_012.indd   23.04.2010   13:46:33   Seite: 12   [Farbbalken für Fogra39]   BlacK


