General advice on writing in German

Use of capital and small initial letters

The use of capital and small initial letters in German is governed by the following guidelines:

The first word of a sentence has a capital initial letter.
All true nouns have capital initial letters: Himmel, Kindheit, Reichtum, Verstdndnis

All types of word have capital initial letters when they are used as nouns: das Gute, der Abgeordnete,
allerlei Schénes, etwas Wichtiges, die Deinigen, ein Achtel, das Auf und Nieder, das Entweder-oder, das
Lesen, das Zustandekommen, das In-den-Tag-hinein-Leben

The polite form Sie and the accompanying possessive pronoun Ihr always have capital initials, but the
reflexive pronoun sich always has a small initial: Wirden Sie mir bitte Ihr Programmheft leihen? Setzen
Sie sich.

Words which are derived from geographical names and which end in -er have capital initial letters: die
Schweizer Industrie, eine Kbélner Firma

Adjectives ending in -isch which are derived from geographical names have small initials unless they
form part of a proper nhame: chinesische Seide, westfdlischer Schinken but: Holsteinische Schweiz

When nouns function other than as nouns they have small initial letters: anfangs, abends, sonntags,
ein bisschen, schuld sein

One word or two?

The continuing development of the conventions governing spelling and punctuation in German means that it
is impossible to say for certain when words are written together (as one word) and when separately (as two
words). The following examples are designed to serve as a general guide only. In cases of doubt write as two

words.

Words are written together if they combine to form a new meaning: Er wird mir die Summe
gutschreiben.
Words are written separately if they retain their original meanings: Der Schiiler kann gut schreiben.

Compounds formed with a noun are written as one word if the noun no longer embodies a separate
concept: wetterleuchten, infolge, zugunsten.

The continuing development of the language means that some words are found in both forms: Dank
sagen and danksagen, auf Grund and aufgrund, in Frage and infrage.

The comma

The role of the comma is to divide the sentence and indicate the pauses occurring in speech.

In lists, the comma is placed between words of the same type or between similar groups of words if
they are not linked by und or oder: Feuer, Wasser, Luft und Erde. Wir gingen bei gutem, warmem
Wetter spazieren. Das Autorennen findet am Montag, dem 5. Mai statt.

(Here, the comma divides two statements of time.)

The comma separates following qualifying phrases from the rest of the sentence: In Frankfurt, der
bekannten Handelsstadt, befindet sich ein groBes Messegeldnde. Das Schiff kommt woéchentlich einmal,
und zwar sonntags. Das Autorennen findet am Montag, dem 5. Mai, statt.

(Here, an embedded phrase is enclosed by commas.)

An infinitive phrase is usually divided from the rest of the sentence by a comma; zu + infinitive alone
is not divided off. Wir hatten keine Gelegenheit, uns zu sehen. but: Wir hatten keine Gelegenheit zu
baden.

The comma separates main clauses but may also be omitted if the clauses are linked by und or oder.
However the comma is never used between main clauses linked by und or oder if one part of the
sentence is common to both clauses: Ich kam, ich sah, ich siegte. Wir trinken noch ein Bier [,] und
dann gehe ich nach Hause. but: sie bestiegen den Wagen und fuhren davon. (sie is common to both
clauses) Er geht ins Kino und sein Bruder ins Konzert. (geht is common to both clauses)

The comma separates the subordinate clause from the main clause: Dass du zuverlassig bist, freut
mich. Alle Kinder, die fleiBig sind, erhalten ein Buch.



Syllable division in German

Polysyllabic words are divided in accordance with the phonetic syllables which can be identified by pronouncing
the word slowly:

e  Freun-de, Médn-ner, for-dern, wei-ter, Or-gel, kal-kig, Bes-se-rung, Bal-kon, Fis-kus, Ho-tel, Pla-net,
Kon-ti-nent, Fas-zi-kel, Re-mi-nis-zenz, El-lip-se, Ber-lin, El-ba, Tiir-kei, las-ten, Diens-tes

In such cases, a single consonant goes on to the following line; if there is a series of consonants, the last of
these goes on to the following line:

e tre-ten, nd-hen, Ru-der, rei-Ben, bo-xen, Ko-kon, Kre-ta, Chi-na, An-ker, Fin-ger, war-ten, Fil-lun-
gen, Rit-ter, Was-ser, Knos-pen, kdmp-fen, Ach-sel, steck-ten, Kat-zen, Stdd-ter, Drechs-ler, dunk-
le, gest-rig, an-de-re, neh-men, Ar-sen, Hip-pie, Kas-ko, Pek-tin, Un-garn, Hes-sen, At-lan-tik (For
exceptions see below.)

Suffixes which begin with a vowel take the preceding consonant when divided:

e  freun-din, B4cke-rei, Lif-tung

The consonant groups ch and sch- as well as ph, rh, sh, and th in foreign words - represent single sounds and
are not divided:

Bii-cher, Fla-sche, Ma-chete, Pro-phet, Myr-rhe,
Ca-shew-nuB, ka-tho-lisch
Gri-sse (for: Gri-Be), hei-ssen (for: hei-Ben)

ck is regarded as a single consonant and is placed on the following line:

e  Zu-cker, ba-cken
Sen-ckenberg, Fran-cke, bismar-ckisch

Words are not divided before the ‘lengthening’ letters e and i:

e Wie-se
Coes-feld (pronounced: kos-)

Compound words and words with a prefix are divided in accordance with their constituent word elements:
e ein-armig, be-inhalten

The same applies to foreign words:
e Des-interesse, in-addquat

Many foreign words, however, may be divided according to phonetic syllables, as the constituent elements of a
foreign word are not always generally known:

e [Epi-sode (instead of: Epis-ode)
ab-strakt (instead of: abs-trakt)

Word divisions which obey the rules but disrupt the flow of reading should be avoided:
e Spar-gelder, not: Spargel-der

e be-inhalten, not: bein-halten




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


