Style and Formatting Agreement for German

The purpose of this document is to clarify ambiguities in the translation of documents into German. While any of the listed options represents a "correct" choice, the typically preferred option is the default setting. If you prefer any of the other options, please mark them accordingly and return this document before the translation is started. Any later deviation will cause unnecessary delays and associated costs.

Spelling ( FORMCHECKBOX 
 I am not qualified to answer this)
 FORMCHECKBOX 
 German spelling

 FORMCHECKBOX 
 Swiss spelling (no ß)

 FORMCHECKBOX 
 Reformed German spelling

 FORMCHECKBOX 
 Old German spelling (pre-1996)

 FORMCHECKBOX 
 Use conservative reformed spelling (Portemonnaie instead of Portmonee, Delphin instead of Delfin)

 FORMCHECKBOX 
 Use progressive reformed spelling (Portmonee instead of Portemonnaie, Delfin instead of Delphin)

Foreign vs. German Terminology ( FORMCHECKBOX 
 I am not qualified to answer this)
 FORMCHECKBOX 
 If both foreign and German term are acceptable, choose German term (Hauptplatine instead of Motherboard)
 FORMCHECKBOX 
 If both foreign and German term are acceptable, choose foreign term (Motherboard instead of Hauptplatine)

 FORMCHECKBOX 
 If foreign term involves mixed conjugated forms, prefer German term (heruntergeladen instead of gedownloadet)

 FORMCHECKBOX 
 If foreign term involves mixed conjugated forms, prefer foreign term (gedownloadet instead of heruntergeladen)

Hyphenation vs. Compounds ( FORMCHECKBOX 
 I am not qualified to answer this)
 FORMCHECKBOX 
 Avoid hyphen after a genitive s (Rechnungsnummer instead of Rechnungs-Nummer)
 FORMCHECKBOX 
 Hyphen after a genitive s is permissible

 FORMCHECKBOX 
 Avoid hyphens in compounds if possible, including a mix of foreign and German terms (Softwareprogrammierschulung instead of Software-Programmier-Schulung or Software-Programmierschulung)

 FORMCHECKBOX 
 Use hyphens where permissible (Software-Programmier-Schulung instead of Softwareprogrammierschulung)

 FORMCHECKBOX 
 Use hyphens between foreign and German terms (Software-Programmierschulung instead of Softwareprogrammierschulung)

Genitive ( FORMCHECKBOX 
 I am not qualified to answer this)
 FORMCHECKBOX 
 Use -s form of genitive if both -s and -es are permissible (Texts instead of Textes)

 FORMCHECKBOX 
 Use -es form of genitive if both -s and -es are permissible (Textes instead of Texts)

Abbreviations ( FORMCHECKBOX 
 I am not qualified to answer this)
 FORMCHECKBOX 
 Use non-breaking space between common abbreviations (z. B. instead of z.B.)
 FORMCHECKBOX 
 Use no space between common abbreviations (z.B. instead of z. B.)

Grammatical Structure of Process Steps and Headings ( FORMCHECKBOX 
 I am not qualified to answer this)
 FORMCHECKBOX 
 Use imperative in process steps (Schalten Sie den Computer ein instead of Computer einschalten)

 FORMCHECKBOX 
 Use infinitive in process steps (Computer einschalten instead of Schalten Sie den Computer ein)

 FORMCHECKBOX 
 Use infinitive in headings (Computer einschalten rather that Einschalten des Computers)

 FORMCHECKBOX 
 Use nominative phrase in headings (Einschalten des Computers instead of Computer einschalten)

Non-Translatable Terms with Abbreviations ( FORMCHECKBOX 
 I am not qualified to answer this)

 FORMCHECKBOX 
 List foreign term followed by the abbreviation, en-dash, and German translation in parentheses (Data Access Objects (DAO – Datenzugriffsobjekte))
 FORMCHECKBOX 
 List abbreviation, followed by the foreign term, en-dash, and German translation in parentheses (DAO (Data Access Objects – Datenzugriffsobjekte))

 FORMCHECKBOX 
 List abbreviation, followed by the German translation in parentheses (DAO (Datenzugriffsobjekte))
Form of Address ( FORMCHECKBOX 
 I am not qualified to answer this)
 FORMCHECKBOX 
 Use the formal Sie when addressing the user

 FORMCHECKBOX 
 Use the informal du when addressing the user

Quotation Marks ( FORMCHECKBOX 
 I am not qualified to answer this)
 FORMCHECKBOX 
 Use „German quotes“

 FORMCHECKBOX 
 Use "straight quotes"

 FORMCHECKBOX 
 Use «angled quotes»

Formatting of User Interface Elements ( FORMCHECKBOX 
 I am not qualified to answer this)
 FORMCHECKBOX 
 Set user interface elements in bold print 
 FORMCHECKBOX 
 Set user interface elements in italic print 
 FORMCHECKBOX 
 Set user interface elements in small caps

 FORMCHECKBOX 
 Leave user interface elements according to foreign usage
 FORMCHECKBOX 
 If additional formatting is necessary use standard tags for tagged formats (HTML, XML, etc.) 
 FORMCHECKBOX 
 If additional formatting is necessary use non-standard tags for tagged formats (HTML, XML, etc.):      
Question Markup ( FORMCHECKBOX 
 I am not qualified to answer this)
In case of the need to highlight questionable passages, the service provider needs to highlight these with:

 FORMCHECKBOX 
 a preceeding @@@
 FORMCHECKBOX 
 a preceeding +++

 FORMCHECKBOX 
      
Decimal Separators ( FORMCHECKBOX 
 I am not qualified to answer this)
 FORMCHECKBOX 
 1.234.567,789
 FORMCHECKBOX 
 1 234 567,789
 FORMCHECKBOX 
 1'234'567.789 (Swiss)
If you have any other comments, please add them here:      
