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Language Department, ashford@dhbw-vs.de, Tel. 07720 3906-155 

 

Professional English workshop 

How to write professional emails 

 
Emails have become an important part of communication in the business world.  A large 
part of this daily correspondence is carried out in English.  In this course you will learn to 
put the key rules of good business writing into action, gaining practical knowledge and skills 
regarding content, language and style.    
 
You will learn: 
   

 how to structure your message 

 how to get the tone right 

 how to be clear and concise 

 how to choose the right level of formality 

 how to write effective and convincing emails. 
 

Trainer:          Sarah Schenck 

No. of hours: 8 

Dates:     Tuesdays: 4 x 2 lessons 

 11th, 18th, 25th November and 2nd December 2014 

Time: 17:30 – 19:00 

Room:            C-Building, Room 1.22 

 

Registration:   Please register by email to Stephanie Ashford at ashford@dhbw-vs.de, 
stating your name and your department/faculty (Studiengang/Fakultät) 
by Wednesday, 5th November 2014 

 
Note: The maximum number of students for this course is 20. 
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