2023 - 2024 / POS209.1B - Professional Writings / Professional Writings

GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Professional Writings / Professional Writings

Ders Kodu / Course Code

POS209.1B

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Pre-Bachelor / Pre-Bachelor

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

(Theoretical)

Haftalik Uygulama Saati / Course 0.00
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 yazilanini, raporlama tekniklerini tanitarak is yasamina hazirlamak

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

igerigi / Content

-Dil bilgisi ve imla kurallarini yerinde kullanabilir

-Resmi is mektuplarini hazirlayabilir

-Gizlilik dereceli mektuplarin islem surecini bilir

-Cesitli ticari is yazilarini hazirlayabilir

-Ozel mektuplar, kisa ve uzun sekilli is raporlarini hazirlayabilir.

- Can use the rules of language and marking in place

- Can prepare official business letters

- Know the process of secrecy letters

- Can prepare various commercial business letters

- Special letters can prepare short and long business reports.

Onerilen Diger Hususlar / Yok None
Recommended Other

Considerations

Staj Durumu / Internship Status Yok None

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

Yazisma Teknikleri, Prof. Dr. FATMA GEGIKLI, Prof. Dr. SULEYMAN EFENDIOGLU, Prof.

Dr. SEDAT ADIGUZEL, Prof. Dr. FUNDA KARA, Dr. Ogr. Uyesi HUSNA KOTAN, Dog. Dr.
MALIK YILMAZ, Dog. Dr. HALIT BULUTHAN GETINTAS, Prof. Dr. DUNDAR ALIKILIG

Correspondence Techniques, Prof. Dr. FATMA GEGIKLI, Prof. Dr. SULEYMAN
EFENDIOGLU, Prof. Dr. SEDAT ADIGUZEL, Prof. Dr. FUNDA KARA, Dr. Lecturer
Member HUSNA KOTAN, Assoc. Dr. MALIK YILMAZ, Assoc. Dr. HALIT BULUTHAN
CETINTAS, Prof. Dr. DUNDAR ALIKILIC

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Ogr. Gér. Mustafa KARAMAN

Lecturer Mustafa KARAMAN
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OGRENME GIKTILARI / LEARNING OUTCOMES

Dil bilgisi ve imla kurallarini yerinde kullanabilir

Use correct in place to the grammar and spelling rules

Resmi is mektuplarini hazirlayabilir

They can prepare a formal business letter

Gizlilik dereceleri mektuplarin islem stirecini bilir

They knows the process of computing of Privacy degrees of letters

Cesitli ticari is yazilanini 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

* lletigimin Tanimi, Amaci ve Onemi

* lletisimin Islevleri

+ iletisim Siirecinin Unsurlari

« iletisim Siirecinin Kosullari ve Engelleri

+ iletisimin Siniflandinimasi

* Yazili iletisimin Tanimi, Amaci ve Onemi

* Yazili iletisimde Dikkat Edilmesi Gereken Noktalar
» Yazili iletisimin Olumlu ve Olumsuz Yénleri

* Definition, Purpose and Communication Importance

* Functions of Communication

» Elements of the Communication Process

* Conditions of the Communication Process and obstacles

* Classification of Communication

* Definition and Purpose of Written Communication and Its
Importance

* Caution in Written Communication Points to be noted

* Positive and positive effects of written communication Negatives

Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Technigues

On Hazirlik / Preliminary

*Yazigsmalar, Yazisma llkeleri

*Yazigmalarda Dil Bilgisi Kurallari

*Bazi Kelime ve Eklerin Yaziligi

+Diizeltme Isareti, Sayilarin Yaziligi

*Blyulk Harflerin Kullanildigr Yerler

+Birlesik Kelimelerin, Deyimlerin, ikilemelerin Yazilisi

*Alinti Kelimelerin, Kisaltmalarin, Simgelerin Yaziligi

2 *Tlrkgede Hece Yapisi ve Satir Sonunda Kelimelerin Boliinmesi
*Ses Olaylarina Bagh Yazim Kurallari

*Correspondence, Correspondence Principles

*Grammar Rules in Correspondence

*Writing of Some Words and Suffixes

*Correction Mark, Writing of Numbers

*Places Where Capital Letters Are Used

*Compound Words, Idioms, Writing Reduplications

* Quotation Words, Abbreviations, Writing Symbols

+Syllable Structure and Line in Turkish Division of Words at the End
*Spelling Based on Sound Events Rules
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Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

* Noktalama Isaretleri

* Nokta, Virgul, Noktali Virgul

« iki Nokta, Ug Nokta

* Soru Igareti, Unlem Isareti

* Kisa Cizgi, Egik Cizgi, Ters Egik Cizgi

» Tirnak isareti, Tek Tirnak isareti Denden Isareti
* Yay Ayrag, Koseli Ayrag

+ Kesme isareti

* Punctuation Marks

* Period, Comma, Semicolon

» Two Dots, Three Dots

* Question Mark, Exclamation Mark

* Hyphen, Slash, Reverse Slash

* Quotation Mark, Single Quotation Sign Denden Sign
* Arc Bracket, Square Bracket

» Apostrophe

Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

* Resmi Yazilar

* Resmi Yazi Turleri
* Kurum yazilan

* Dilekge

* Rapor

* Tutanak

* Olur yazilar

* Form yazilari

* Diger resmi yazilar

« Official Letters

» Formal Letter Types
* Institutional articles

* Petition

* Report

* Amount

» Consent letters

* Form texts

» Other official letters
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Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

* Ozel Yazilar

+ Ozel Yaz Tirleri

* Elektronik Posta (E-posta)
Yazisi

* Tebrik Yazisi

* Tesekkur Yazisi

+ Oziir Yazisi

« Istifa Yazisi

* Veda Yazisi

» Bassagligi Ve Teselli Yazisi
* Diger Yazi Tirleri

* Special Articles

* Custom Post Types

* Electronic Mail (E-mail)
Write

» Congratulatory Letter

* Thank you letter

* Letter of Apology

* Resignation Letter

» Farewell Letter

» Letter of Condolence and Consolation
*» Other Post Types

Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Technigues

On Hazirlik / Preliminary

* Elektronik Belge

* Elektronik Belge Format Tdrleri

« Elektronik Belgelerde Aranan Ozellikler
* Elektronik Belge Yonetimi

« Elektronik Belgelerin Kayit islemleri

* Elektronik Belge Yo6netim Sistemi

» Mevzuat ve Standartlar

* Electronic Document

* Electronic Document Format Types

« Searched for in Electronic Documents Features

* Electronic Document Management

* Registration of Electronic Documents Transactions
* Electronic Document Management System

* Legislation and Standards

Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

 Evrak: Kavramsal Igerik

* Evrak Tdrleri

« Evrak Hizmetleri ve Evrak Kayit

* Kuptir ve Kupurleme Faaliyetleri

* Evrak Yénetimi

» Evrak Yonetimi ve Yazisma Tirleri

» Document: Conceptual Content

* Document Types

* Document Services and Documents Record

* Clipping and Clipping Activities

* Document Management

* Document Management and Correspondence Types
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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

* Bilgi: Kavramsal Igerik

+ Bilginin Onemi

« Bilgi Turleri

* Bilgi Yonetimi

+ Belge: Kavramsal igerik
* Belge Trleri

« Belge Uretimi

* Belge Yo6netimi

» Belge Yonetimi Programi

» Knowledge: Conceptual Content
* Importance of Information

* Information Types

* Information Management

* Document: Conceptual Content

* Document Types

» Document Production

» Document Management

» Document Management Program

10

Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

* Dosya ve Dosyalama Kavramlari

* Dosyalamanin Amaci

+ Dosyalamanin Kurum Agisindan Onemi

+ Dosyalama islemleri

* Dosyalama Araclari .

* Dosyalama Sistemleri ve Dosyalama Sistemlerinin Ozellikleri
* Dosyalama Sistemlerinin Temel Unsurlari

« File and Filing concepts

* Purpose of Filing * Institution of Filing Its Importance in terms of
* Filing Procedures

» Filing Tools

« Filing Systems and Filing Systems Features

* Filing Systems Basic Elements
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Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

« Alfabetik Dosya Dulizenleme Ydntemi

» Numerik/Sayisal Dosya Diizenleme Yontemi
+ Konularina Gére Dosya Duzenleme Yontemi
* Cografik Dosya Diizenleme Yontemi

* Kronolojik Dosya Diizenleme Yd&ntemi

» Karma Dosya Duizenleme Yontemi

* Elektronik Dosya Diizenleme Y&ntemi

* Alphabetical File Arrangement Method

* Numeric/Numerical File Editing Method
* File by Subject Editing Method

» Geographic File Editing Method

« Chronological File Arrangement Method
» Mixed File Editing Method

» Electronic File Editing Method
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Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Technigues

On Hazirlik / Preliminary

» E-Devlet Kavrami

+ E-Devletin Ozellikleri

* E-Devletin Ortaya Cikisi ve Gelisimi

» E-Devletin Temel Unsurlari

+ E-Devletin Olgunluk Olgiitleri

« E-Devletin Alt Yapi Gereksinimleri

* Turkiye’'de E-Devletin Gelisimi

» E-imza

* E-imza Sertifikasi

« Tiirkiye’de Gergeklestirilen Onemli EDevlet Projeleri
* Dinyada E-Devlet Uygulamalari

» E-Devlete Yonelik Sorunlar ve Elestiriler

» E-Government Concept

* Features of e-Government

» Emergence and Development of E-Government
+ Basic Elements of E-Government

* Maturity Criteria of E-Government

* Infrastructure Requirements of E-Government

*» Development of E-Government in Turkey

* E-signature

* E-signature Certificate

* Important eGovernment Projects Realized in Turkey
» E-Government Applications in the World

* Problems and Criticisms towards E-Government
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Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

* Biiro Kavrami

* Bldronun Tanimi

* Biro Turleri

* Birolarin Amaci ve
Fonksiyonlan

+ Blro Galisanlari ve

islevleri

* Biro Yoneticisi

* Biro Yoénetimi Kavrami

« Biiro Yénetiminin Kapsami, Amaci ve Onemi
+ Blro Y6netiminin Fonksiyonlarn
* Biro Yonetiminin Teknikleri

* Biro Yénetiminde Verimlilik

+ Office Concept

* Description of the Office

« Office Types

* Purpose of Offices and Functions
» Office Workers and Functions

« Office Manager

» Concept of Office Management

+ Office Management Scope, Purpose and Importance
+ Office Management Functions

« Office Management techniques

« In Office Management Productivity
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Teorik Dersler / Theoretical

Uygulama

Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

* Teknoloji

« Veri, Bilgi ve Bilgi Sistemleri
* Bilgi Sistemleri Tdrleri

* Buro Otomasyonu

» Blro Makineleri

* Donanim ve Yazilim
Teknolojileri

* Donanim Teknolojileri

* Yazilim Teknolojileri

* Bilgisayar Aglan

* Veri Kaynaklar Ydnetimi

* Bilgi Sistemlerini Etkileyen
Guvenlik Sorunlari

* Technology

* Data, Information and Information Systems
* Types of Information Systems

« Office Automation

« Office Machines

* Hardware and Software

Technologies

» Hardware Technologies

« Software Technologies

» Computer Networks

» Data Resources Management

* Affecting Information Systems Security problems
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Teorik Dersler / Theoretical

Uygulama Lab

Ogretim Yontem ve
Teknikleri/Teaching Methods
Techniques

On Hazirlik / Preliminary

* Arsiv

* Birim ve Kurum Arsivi

+ Arsivin Onemi ve Degeri

* Arsivlerin islevleri

* Arsiv Malzemesi ve Turleri
* Arsiv Tasnif Sistemleri

* Arsiv islemleri ve Koruma
* Arsiv iglemleri- Genel Uygulamalar
« Birim Arsiv islemleri

15 |+ Ayiklama ve imha

+ Kurum Arsiv islemleri

* Archive

« Unit and Institution Archive

* Importance and Value of the Archive
* Functions of Archives

* Archive Material and Types

+ Archive Classification Systems

+ Archive Operations and Preservation
* Archive Operations - General Applications
* Unit Archive Transactions

» Sorting and Disposal

» Institutional Archive Procedures

DEGERLENDIRME / EVALUATION

Katki Yiizdesi /

Yariyil (Yil) igi Etkinlikleri / Term (or Year) Learning Activities NSayl / Percentage of
umber L o
Contribution (%)
Ara Sinav / Midterm Examination 1 100
Toplam / Total: 1 100
Basari Notuna Katki Y{izdesi / Contribution to Success Grade(%): 40
Savi/ Katki Yuzdesi /
Yariyil (Yil) Sonu Etkinlikleri / End Of Term (or Year) Learning Activities y Percentage of
Number o 2
Contribution (%)
Final Sinavi / Final Examination 1 100
Toplam / Total: 1 100
Basari Notuna Katki Yiizdesi / Contribution to Success Grade(%): 60
Etkinliklerinin Basari Notuna Katki Yilizdesi(%) Toplami / Total Percentage of Contribution (%) to Success Grade: 100

Degerlendirme Tipi / Evaluation Type:
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IS YUKU / WORKLOADS

Siiresi | Toplam Is Yiikii
- Sayi/ (Saat) / (Saat) / Total

ST EHAL LT TS Number | Duration Work Load

(Hours) (Hour)
Ara Sinav / Midterm Examination 1 1.00 1.00
Final Sinavi / Final Examination 1 2.00 2.00
Uygulama/Pratik / Practice 11 2.00 22.00
Ornek Vaka incelemesi / Case Study 4 3.00 12.00
Bireysel Calisma / Self Study 4 3.00 12.00
Odev Problemleri igin Bireysel GCalisma / Individual Study for Homework Problems 4 3.00 12.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 1 5.00 5.00
Final Sinavi igin Bireysel Caligsma / Individual Study for Final Examination 1 5.00 5.00
Toplam / Total: 27 24.00 71.00

Dersin AKTS Kredisi = Toplam is Yiikii (Saat) / 30.00 (Saat/AKTS) = 71.00/30.00 = 2.37 ~ / Course ECTS Credit = Total Workload (Hour) / 30.00 (Hour / ECTS) = 71.00 / 30.00 = 2.37 ~
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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 kullanabilir / Use
correct in place to the grammar
and spelling rules

2.Resmi is mektuplarini
hazirlayabilir / They can 5 5 5 5 5 4 5 4 5 5
prepare a formal business
letter

3.Gizlilik dereceleri mektuplarin
islem sirecini bilir / They
knows the process of 4 5 5 5 5 5 5 5 5 5
computing of Privacy degrees
of letters

4.Cesitli ticari is yazilarini
hazirlayabilir / They can
Prepare a variety of
commercial business articles

5.0zel mektuplar ve kisa bilgi
notlarini hazirlayabilir. / They
can prepare to the Private job 4 5 5 5 5 5 5 5 5 5
letters and short information
notes

6.Kisa ve uzun sekilli is
raporlarini hazirlayabilir / They
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
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