8.5 COMMUNICATION FILE

Emails and faxes

€@ Work in pairs. Complete the email and fax below with the phrases {a—j) in the box.

o Eyfarverd Top g | @ P 0
ingrid Vogts
Eriday, 17th August

nVienna

RSC Financia) Services
Vienna

Data:
Subiect:

Conferencel

1 emnail of 15th August. \
r—""‘r—f“_;_vou that!'m going 10 \
ber. - '
o6 in Vienna on 23rd SePIET From Richard Tirner
the conferen 3 ils of the : tngridvo
il for Date. 85, conference Organizer
etable 20th Augyst

Subject;

angements and 3 tim

jon arr
accommodat‘ Conference arrangemenss

the conference?

4 ggeing you in Vienna. - Dear Richard,
——T g Py smpa SN
- of | iday I’
__—”___)____r————‘ new lnformathn 3b0l.lt th <4k Fnday'f m Se”ding you

@ conference, 4

5 .
We have had ¢ change the
© 30th September.

Richard Turner et
conference start dage ¢
Richard Turner

Marketing Manager-

RSC Financial gervices ple

T %and
on the new date, we hope you can still come

Hotel i
accommodation information and a ¢o

timetabla follows nference
126 Tile Hitt Lane & Pag;f of this fax.
SO R _
Coventry CV4 5GH. 5 i you need mgre information,
Tel: 441 2476 458291 ext. —— Wi
Fax: 4412476 459738 month, YoUat the end of ney
ax: i
" sctinsery.com i
Email: rrurner@r Best wishes,

Imgrdcﬁ

IngridVogts

@ Please contact me again
b Looking forward to
¢ I'mwriting to tell

@ Youare Richard Turner. Reply to Ingrid’s fax.
Tell her you will go to the conference and you
will arrive in Vienna on 28th September. Ask
her to arrange hotel accommodation for you
from the 28th for four nights. Tell her you want
to visit the Vienna offices, and ask her to
arrange a meeting for you with Sonia Braun,
marketing manager in Vienna.
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