2023 - 2024 / BY202B2 - Professional Writings / Professional Writings

GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Professional Writings / Professional Writings

Ders Kodu / Course Code

BY202B2

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Pre-Bachelor / Pre-Bachelor

Ders Akts Kredi / ECTS 3.00
Haftalik Ders Saati (Kuramsal) / 2.00
Course Hours For Week

(Theoretical)

Haftalik Uygulama Saati / Course 2.00
Hours For Week (Objected)

Haftalik Laboratuar Saati / Course 0.00
Hours For Week (Laboratory)

Dersin Verildigi Yl / Year 2

Ogretim Sistemi / Teaching System

Normal Education / Normal Education

Egitim Dili / Education Language

Turkish / Turkish

On Kosulu Olan Ders(ler) /
Precondition Courses

Yok

None

Amaci / Purpose

Ogrenciyi resmi ve is yazilarini, raporlama tekniklerini tanitarak is yasamina hazirlamak

To prepare the student for business life by introducing the official and business
writings, reporting techniques

igerigi / Content

Temel mesleki yazisma kurallan

Basic professional correspondence rules

Onerilen Diger Hususlar / Yok None
Recommended Other

Considerations

Staj Durumu / Internship Status Yok None

Kitabi / Malzemesi / Onerilen
Kaynaklar / Books / Materials /
Recommended Reading

Yazigsma Teknikleri, Hakan KOG, Menekse Tarhan OZTOPRAK, Seckin Yayinevi, 2007

Yazigsma Teknikleri, Hakan KOG, Menekse Tarhan OZTOPRAK, Seckin Yayinevi,
2007

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Ogr. Gér.Eyyup IMAG

Ogr. Gér.Eyyup IMAC
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OGRENME GIKTILARI / LEARNING OUTCOMES

Dil bilgisi ve imla kurallarini yerinde kullanabilme becerisini kavrama

Understanding the ability to use grammar and spelling rules appropriately

Resmi ve Is mektuplarnini hazirlayabilir.

Can prepare official and business letters.

Gizlilik dereceleri mektuplarin islem stirecini bilir

They knows the process of computing of Privacy degrees of letters

Cesitli ticari Is yazilarini hazirlayabilir.

They can Prepare a variety of commercial business articles

Ozel mektuplan ve kisa bilgi notlanni hazirlayabilir.

They can prepare to the Private job letters and short information notes

Kisa ve uzun sekilli is raporlarini hazirlayabilir

They can Prepare on short-and long-shaped business reports

HAFTALIK DERS ICERIGi / DETAILED COURSE OUTLINE
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Hafta / Week

Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

Genel olarak iletigim
-lletigsim kavrami

1 -iletigim siireci
-iletisim kanallari

Communication in general

- The concept of communication
- Communication process

- Communication channels

Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

lletisim bicimleri
-Dikey iletisim
-Yatay iletisim
2 -Caprak iletisim
-lletisim araclari

Communication formats

- Vertical communication

- Horizontal communication
- Cross communication

- Communication tools

Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yoéntem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

Yazigma ilkeleri

-Yazisma kavrama

3 -Yazigmalari igerik ydoniinden diizenleme
-Yazismalari anlatim yéniinden diizenleme

Correspondence principles

- Comprehension of correspondence

- Editing content by content

- Editing of correspondences by narration

Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Technigues

On Hazirlik / Preliminary

Yazisma ilkeleri
4 -Yazigmalarda dil bilgisi ve imla kurallar
-Yazigmalarda anlatim bozukluklari

Correspondence principles
- grammar and imperative rules in correspondence
- Expression disturbances in correspondence
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Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

Resmi yazilar

-Resmi yazilarda sekli kurallar
-Kagit boyutlan

-Baslk

-Sayi

-Konu

-ligi

-Metin

Official Letter

- Official Letter Format
- Paper sizes

- Title

-Number

-Topic

- Relationship

- Text

Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

Resmi yazilar
-Resmi yazi cesitleri
-Dilekge

-Rapor

-Tutanak

-Form

-Sozlesme
-Mazbata

-Genelge

Official writings

- Types of official writing
- Petition

- Report

- Record

- Form

- Contract

- Mazbata

- Circular

Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yoéntem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

Resmi yazilar
-Sartname
-Tezkere
-Miizekkere
-Mazbata
-Vekaletname
-Diger resmi yazilar

Official writings

- Specification

- Note

- Memorize

- Mazbata

- Power of Attorney

- Other official writings
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Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

Ara sinav

Midterm

Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Technigues

On Hazirlik / Preliminary

Is yazilan

-Mektup cesitleri
-Sirkuler

-Basili reklam mektuplari
-Satis mektuplari

-Istek mektuplan

-Is bagvuru mektuplari
-Siparis mektuplar

Business articles

- Types of letters

- Circular

- Printed advertising letters
- Sales letters

- Request letters

- Job application letters

- Order letters

10

Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Technigues

On Hazirlik / Preliminary

Is yazilar

-Tesekkir mektuplari
-Tekit mektuplari
-Teyit mektuplari
-Kredi mektuplari
-Tahsilat mektuplari
-Ret/Kabul mektuplari

Business articles

- Letters of thanks

- Monetary letters

- Confirmation letters

- Loan letters

- Collection letters

- Red / Acceptance letter
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Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

Ozel yazilar

-Ozel mektuplar
-Tebrik mektuplan
-Tesekklr mektuplari
-Bassaghigi mektuplari
-Davetiyeler

Special Writings

- Special Letters

- Congratulatory letters
- Letters of thanks

- Letters of condolence
- Invitations

12

Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

Ozel yazilar

-Resmi olmayan notlar
-Memorandumlar
-ilanlar

-Ozgecmis

-Tavsiye mektuplari

Special Writings

- Informal notes

- Memorandums

- Advertisements

- Resume

- Letters of recommendation

13

Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

Evrak hizmetleri

-Evrak hizmetlerinin 6nemi
-Evrak hizmetlerinin érgiitlenmesi
-Evrak turleri

-Gelen ve giden evraklar

Document services

- The importance of document services
- Organization of document services

- Types of documents

- Incoming and outgoing documents
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Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

Evrak hizmetleri
-Postalama
-Normal
-Taahhitla
-iadeli

-Ozel ulak
-Postrestant
-Acele

-Basili

Document services
- Posting

- Normal

- Contracted

- Aged

- Private messenger
- Postrestant

- Hurry up

- Printed

15

Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Technigues

On Hazirlik / Preliminary

Evrak Hizmetleri - Postalama

Document services- Posting
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DEGERLENDIRME / EVALUATION

Katki Yiizdesi /

Yariyil (Yil) igi Etkinlikleri / Term (or Year) Learning Activities Nii)l/tlaér Percentage of
Contribution (%)
Ara Sinav / Midterm Examination 1 100
Toplam / Total: 1 100
Basar Notuna Katki Yiizdesi / Contribution to Success Grade(%): 40
Savi/ Katki Yuzdesi /
Yanyil (Yil) Sonu Etkinlikleri / End Of Term (or Year) Learning Activities Nun¥ber Percentage of

Contribution (%)

Final Sinavi / Final Examination 1 100
Toplam / Total: 1 100
Basari Notuna Katki Yiizdesi / Contribution to Success Grade(%): 60

Etkinliklerinin Basar Notuna Katki Yiizdesi(%) Toplami / Total Percentage of Contribution (%) to Success Grade: 100

Degerlendirme Tipi / Evaluation Type:
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IS YUKU / WORKLOADS

Siiresi | Toplam Is Yiikii
Son | S | Gaan o

(Hours) (Hour)
Ara Sinav / Midterm Examination 1 1.00 1.00
Final Sinavi / Final Examination 1 1.00 1.00
Uygulama/Pratik / Practice 6 2.00 12.00
Ornek Vaka incelemesi / Case Study 4 2.00 8.00
Rapor Hazirlama / Report Preparation 8 2.00 16.00
Bireysel Calisma / Self Study 8 2.00 16.00
Odev Problemleri igin Bireysel Calisma / Individual Study for Homework Problems 8 2.00 16.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 5 1.00 5.00
Final Sinavi igin Bireysel Calisma / Individual Study for Final Examination 5 1.00 5.00
Toplam / Total: 46 14.00 80.00

Dersin AKTS Kredisi = Toplam is Yiikii (Saat) / 30.00 (Saat/AKTS) = 80.00/30.00 = 2.67 ~ / Course ECTS Credit = Total Workload (Hour) / 30.00 (Hour / ECTS) = 80.00 / 30.00 = 2.67 ~
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PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktllan / Program Ciktilari / Program Outcomes
Learning Outcomes 1111211 (212|311 3.12 (321|331 (332 |34.1|342

1.Dil bilgisi ve imla kurallarini

yerinde kullanabilme becerisini
kavrama / Understanding the 3 4 2 1 1 1 2 4 2 1
ability to use grammar and
spelling rules appropriately

2.Resmi ve Is mektuplarini
hazirlayabilir. / Can prepare 3 4 2 1 1 1 2 4 1 1
official and business letters.

3.Gizlilik dereceleri mektuplarin
islem sirecini bilir / They
knows the process of 3 4 2 1 1 1 2 4 2 1
computing of Privacy degrees
of letters

4.Cesitli ticari s yazilarini
hazirlayabilir. / They can 3 3 9 1 1 1 P 4 1
Prepare a variety of

commercial business articles

5.0zel mektuplar ve kisa bilgi
notlarini hazirlayabilir. / They
can prepare to the Private job 3 3 2 1 1 1 2 4 3 1
letters and short information
notes

6.Kisa ve uzun sekilli is
raporlarini hazirlayabilir / They 3 4 2 1 1 1 2 4 1
can Prepare on short-and long-
shaped business reports

Katki Dizeyi / Contribution Level : 1-Cok Diistk / Very low, 2-Diistik / Low, 3-Orta / Moderate, 4-Yuksek / High, 5-Cok Yiiksek / Very high

10/10




