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Business communication: speaking

Supply and demand — writing enquiries
and offers

Petra Schappert, Stuttgart

hofliche Ton in der Schriftsprache zum Sta
Geschaftsbriefen verwendes

7, sonder® auch formelle Redewendungen, die in
nterrichtseinheit lernen Ihre Schiilerinnen und

erweitern dabei ihre | dia fiir die GEschaftskorrespondenz notwendigen Redemittel.

KOMPET

Niveau: 1 (mitDifferenzierungsmaterial fur A2)
Dauer: Unterrichtsstunden (inklusive LEK)
KgMpete Schreiben: den Aufbau von Anfrage/Angebot kennen,
ine fehlerhafte E-Mail korrigieren, eine Anfrage/ein Angebot
verfassen, auf eine Anfrage mit einem Angebot antworten;
2. Mediation: deutsche Informationen beim Schreiben englischer
Texte miteinbeziehen
Them reiche:  Enquiry, offer, E-Mail, Geschaftskorrespondenz, Redemittel
Medien: Bild, Beispiel-E-Mails, E-Mail-Vorlagen, Test

Zusatzmaterialien: Differenzierungsmaterial, Zusatzmaterial
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Auf einen Blick

structure an enquiry

1. Stunde
Thema: Talking about written communication — writing emails at work
M1 Why? How? What? — About writing emails / die
Schreiben von E-Mails erkennen und zusammentragen
M2 Test your knowledge on email writing — a
von E-Mails beantworten
Benotigt: O] Bild in M 1 als Folie, Worddatei, Ausd
[J OHP/Smartboard/Dokumentenkamera
[J ggf. Anleitung zum Gruppen
2. Stunde
Thema: Looking forward to hea
M3
M 4
M5
Benatigt:

Rgkumentenkamera

Benotigt:

out your company online — writing an enquiry

Fill in the gaps — completing an enquiry / eine Anfrage vervollstandigen
t the mistakes — correcting an enquiry / Fehler korrigieren
sking for details — writing an enquiry / eine Anfrage verfassen

[ Liickentext (M 6) als Folie, Worddatei, Ausdruck

[ OHP/Smartboard/Dokumentenkamera

L1 ggf. Differenzierung zu M 8 auf dem Niveau A2 und Vorlage fir
die Textlupe
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4. Stunde

Thema: This is what we can offer you — how to structure an offer

M9 What goes where? — The structure of an offer / ein durcheinander-
geratenes Angebot in die richtige Struktur bringen

M 10 Fill in the gaps — completing an offer / eine lickenhafte E-Mail mit

Redemitteln ergdanzen und Strukturen eines Angebots offenlegen

M 11 How to say it? — Matching phrases and categories / Redemittel n

Benotigt: L] Schnipsel der E-Mail und Bezeichnungen (M 9) als Folie, Augdruck
L] OHP/Dokumentenkamera

5. Stunde

Thema: Shipping is free of charge — writing an offer

M 12 Thank you for your email — answering uiry / auf frage mit
einem Angebot reagieren

Benotigt: O] ggf. E-Mail als Grundlage und Differe em Niveau A2

6. Stunde
Thema: Written Test
M 13 We would like to order your pro — writing an enquiry / auf Basis

deutscher Noti iftlich eine Anfra rfassen

Zusatzmaterialien auf der CD 34 bzwiin der ZIP-Datei

M1_Zusatz_picture
M 1_Zusatz_groupp, i Durchfiihrung eines Gruppenpuzzles

M 8_Zusatz_A2 ige E-Mail zur Ergdnzung durch die Schiler als
Differenzierung zu M 8

e flir die Feedback-Methode , Textlupe”
V@rgeschriebene Anfrage zum Schreiben eines Angebots
Hilfestellungen als Differenzierung zu M 12

0 write an enquiry M3-M5/M8

2. Stunde: write an offer M9-M10/M 12
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M1 Why? How? What? — About writing emails

Have you ever thought about the purpose of writing business emails at work?

Tasks

1. Look at the picture. Describe what you can see.

2. Form expert groups of three students. Each expert group works on g
question, collect ideas and write them down below the picture.

3. Re-group: One of each group joins a new group. Present your ideag

other groups below the picture.

Whg do You write
emails at work?

© RAABE 2020
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desk: der Schreibtisch — written correspondence: der Schriftverkehr — polite: héflich, freund-
lich — screen: der Bildschirm — notes: die Notizen — to order sth.: etw. bestellen -
o enquire about sth.: etw. nachfragen — offer: das Angebot — enquiry: die Anfrage —
order: die Bestellung — to place an order: etw. bestellen — formal: offiziell
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What goes where? — The structure of an enquiry

Oops — something went wrong with the structure of this enquiry.

M3

Tasks
1. Read the email.

3. Glue the pieces in your exercise book.

Yours faithfully
Tanja Muller
CEO

Ad it
Werbeagentur
Alter Markt 12
24103 Kiel
0431-204856-20 1

2. Cut out the different parts of the email. Bring the jumbled* pieces into the correct ord%

From: tanja.mueller@adit.de
To: info@officesolutions.dk
Subject: Furniture for our new offices in Denmark

people and two smaller rooms for two people.
ure solutions*. May we ask you to send

aut your prices and possible discounts. What are your terms of

)
i
i
)

N 4

xgency specialising in online marketing based in Flensburg,

w¥or new office furniture.

any. We will soon open a new branch in Sonderburg, Denmark, and therefore are

Vocabulary

1 jumbled: durcheinander geworfen — 2 functionality: die Funktionalitdt — 3 to furnish: einrichten — 4 furniture solution: die

Einrichtungslosung — 5 sketch: die Skizze
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M6 Fill in the gaps — completing an enquiry

@ @ Somebody has written an enquiry but has forgotten the most important parts.
Task
Read the enquiry. Complete it by filling in the missing words and phrases. If you need h
use the phrases from the box below.

From: v| | marie.jones@buonappetito.de cc: |
To: | info@oxford-crystals.co.uk BC: |
Subject: | Enquiry about your crystal glasses

We have seen your ement!
of a newspaper. We really liked them a lot.

We are a small catering i do the catering
for private events like weddings, birt . iness events like

conferences, festivals or anniversaries.

Because we are expanding right

We need new equipment, especia
quantities.

Kindly send us your lat with your price list and

© RAABE 2020

information on quantity discou e would also like to know

your also let us know your shortest delivery

time. We would@ to see if the

quality of the glasst
still look good after e use. IfPossible, we would appreciate* it if you could send

for test purposes.

Useful phrases:

advertisement —what ... terms of delivery and payment — to hearing from you — Dear Sir or
Madam — company located in — Yours faithfully — enquiry — catalogue — order — samples

1 supplement: die Beilage — 2 beverage: das Getrank — 3 need: das Bediirfnis — 4 to appreciate: wiirdigen
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Thank you for your email — answering an enquiry

Write an offer as an answer to an enquiry.

Tasks
1. In M 8 you wrote an enquiry to a company that offers various! Italian products. Read y
enquiry again and highlight? the relevant questions and requests.
As an alternative, use the enquiry handed to you by your teacher.
2. Write an offer as an answer in English. As a German native speaker you have made some
in German. Use the notes to write your offer. If you need vocabulary support you ¢ e the bo
below.

- Bezug zur Anfrage nehmen!
- Tarftufi Toscani gibt es schon seit 100 Jahve
auf die Qualitiit unserer Produkete
- Wir fithlen wns wegewn der Anfrage a

- Im Probepaket beflndet sich au
Inlelustve der Prelse.

- Rabatte glbt es nur bel el

wminoestens 100 C(Lbiscl/lew
o Vo ID Tagen

ommen bnnerhalb vow drel

- Wir witrde i Y e ConGusto neuer Kunoe

geehrt flihlen — free (of charge): gratis — sell-by-date: das Mindest-
datum — miminum order value: der Mindestbestellwert — jar: das Konservenglas

Vocabulary

1 various: unterschiedlich — 2 to highlight: hervorheben, markieren
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