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The contents of German Business Letters have two parts: general office
business correspondence and import/export—business correspondence. The
winter semester focuses on the first part. General office business
correspondence situations and topics will be introduced and as practice the
students are required to accomplish 4 to 5 business letters,
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and external commercial
letters
2|2 EH RN R INERIFRE T2 | 2. Accomplish enterprise P3 ADEG
B 1 internal and external
commercial letters according
to selected topics
3|38 T AL E TAME A 09 B ) &k R JE | 3.Accomplish personal resume P3 ADEFG
%’(Jw and cover letter for job
application
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1 | 09/13 | Vorbesprechung / Simultation

2 | 09/20 | 1.Gestaltung und Stil eines deutschen Geschéftsbriefs
/ 2 Information einholen




3 | 0927 | Termin vereinbaren
4 | 10/04 | Termin vereinbaren
5 1 10/11 | Termin bestétigen / annehmen
6 | 10/18 | Termin verschieben / absagen
7 | 10/25 | Termin verschieben / absagen
8 | 11/01 | Reservierung vornehmen
9 | 11/08 | Reservierung bestdtigen
10 | 11/15 | A+ FHKA
11 | 11/22 | 1. Nachbesprechung der Mid-Termklausur /
2.Geschiéftliche Mitteilung
12 | 11/29 | Lebenslauf
13 | 12/06 | Lebenslauf
14 | 12/13 | Bewerbungsanschreiben
15 | 12/20 | Personliche Briefe an Behorden
16 | 12/27 | Telefonieren und Telefonnotizen
17 | 01/03 | Telefonieren und Telefonnotizen
18 | 01/10 | AKRZ KA
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1.Biirokommunikation Deutsch: Sicher formulieren in Briefen, E-Mails und am
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