Writing an E-Mail - English

Wozu eine E-Mail schreiben?

\.

+ Wichtige Infos schnell austauschen
* Text bleibt kurz & auf das Wesentliche

+ Stil hangt vom Empfanger ab:
privat = locker, geschaftlich = formell

( \
Formal - Geschaftlich Informal - Privat
GREETING Dear Mr. / Mrs. / Ms. GREETING Hi / Hello / Dear
Smith, Linda,
CLOSING Best wishes / Kind
UNKNOWN Dear Sir or Madam,
regards / Yours
CLOSING Yours sincerely ABKURZUNG BTW, FYI, ASAP, TIA
Yours faithfully
/L J

Nutzliche Satze

CLOSING
L

I am writing to you because ...

In reply to your e-mail ...

Thank you for your e-mail ...

Could you kindly ...?

I'would like to make an appointment ...

I'would like to complain about ...

I'look forward to hearing from you soon.
Thank you in advance.

-
(X X ) New Message
From: maria.h@school.com
1 HEADER
( ) To: mr.smith@language-school.com
(2 SUBJECT ) Question about the English homework
('3 GREETING )  Dear Mr Smith,
C 2 OPENING ) I .am writing to you because I was ill last week and
missed the English lesson on Friday.
(5 ) Could you kindly send me the worksheet and tell me
MAIN PART
which pages I have to read? Thank you in advance.
I look forward to hearing from you soon.
(6 CLOSING ) Yours sincerely,

Maria

Achtung - Komma!
* UK — meist kein Komma nach Anrede & Gruf3formel
* USA — nach Anrede & GruRformel steht ein Komma
« Nach Dear Sir or Madam — Yours faithfully
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* Eine E-Mail besteht aus Kopf - Betreff - Anrede - Inhalt (Einleitung, Hauptteil, Schluss)
* Stil - immer zum Empfanger passen: privat = locker, geschaftlich = formell
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