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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Professional Correspondence Techniques / Professional Correspondence Techniques

Ders Kodu / Course Code

MBH113B

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Pre-Bachelor / Pre-Bachelor

Ders Akts Kredi / ECTS 3.00
Haftalik Ders Saati (Kuramsal) / 3.00
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

1

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

Ogrenciye 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

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 ATATURK UNIVERSITESI ATATURK UNIVERSITESI

Kaynaklar / Books / Materials /
Recommended Reading

ACIK VE UZAKTAN OGRETIM FAKULTESI o
Yazisma Teknikleri ATATURK UNIVERSITESI AGIK VE UZAKTAN OGRETIM
FAKULTESI YAYINI

ACIK VE UZAKTAN OGRETIM FAKULTESI o
Yazisma Teknikleri ATATURK UNIVERSITESI AGIK VE UZAKTAN OGRETIM
FAKULTESI YAYINI

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Ogr. Gér. Eyyup IMAG




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.

Belge Uretimi ve Belge Yénetimini yapabilir.

Can perform Document Production and Document Management.

Cesitli ticari Is yazilarini hazirlayabilir.

They can Prepare a variety of commercial business articles

Dosya Diizenleme Ydntemlerini kullanabilir.

Can use File Editing Methods.

Biro Yénetimi Teknolojilerini kullanabilir.

Can use Office Management Technologies.

HAFTALIK DERS ICERIGi / DETAILED COURSE OUTLINE
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Hafta / Week

Ogretim Yontem ve

Teknikleri/Teaching Methods On Hazirlik / Preliminary

Teorik Dersler / Theoretical Uygulama Lab

Techniques

1 Dersle ilgili genel bilgi verilecek

General information about the course will be given

Teorik Dersler / Theoretical Uygulama Lab ?g{ﬁ;ﬂ;}ﬁgg&i\éz Methods On Hazirlik / Preliminary

Techniques

2 Yazigsmalarda Dil Bilgisi Kurallari

Grammar Rules in Correspondence

Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary

Techniques

3 Yazismalarda Noktalama isaretleri

Punctuation Marks in Correspondence

Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
4 Yazigsma ve Yazigsma Tirleri Resmi Yazi Tirleri
Correspondence and Correspondence Types Formal Letter Types
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\r’:; Methods On Hazirlik / Preliminary
Technigues
5 Yazisma ve Yazigsma Turleri Ozel Yaz Tirleri
Correspondence and Correspondence Types Custom Post Types
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Elektronik Belge Yonetimi ve
Sistemi
Electronic Document
Management and System
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\rgz Methods On Hazirlik / Preliminary
Technigues
7 Evrak, Evrak Kayit islemleri ve
Evrak Yonetim Sistemleri
Documents, Document
Registration Procedures and
Document Management Systems
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(l?;ri/s)rgsgiﬁz Methods On Hazirlik / Preliminary
Techniques
8 Ara sinav
Midterm
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
9 Belge, Belge Uretimi Belge Ydnetimi
Document, Document Production Document Management
. . Ogretim Yontem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Dosya, Dosyalama ve Dosyalama
Sistemleri
File, Filing and Filing Systems
. . gretim Yont - —
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 Dosya Diizenleme Yontemleri

File Editing Methods

4/8




Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 E-devlet
E-devlet
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\rgz Methods On Hazirlik / Preliminary
Technigues
13 Buro Yénetimi
Office Management
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(l?;ri/s)rgsgiﬁz Methods On Hazirlik / Preliminary
Techniques
14 Biro Yonetimi Teknolojileri
Office Management Technologies
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
15 Arsiv ve Arsivleme Sistemleri

Archive and Archiving Systems
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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 (21.2]3.1.1 321 [33.1]332 341342

1.Dil bilgisi ve imla kurallarini

yerinde kullanabilme becerisini
kavrama / Understanding the 3 4 2 1 1 1 2 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 1 1
official and business letters.

3.Belge Uretimi ve Belge
Yonetimini yapabilir. / Can

perform Document Production 3 4 2 1 1 1 2 2 1
and Document Management.

4.Cesitli ticari is yazilarini
hazirlayabilir. / They can 3 4 2 1 1 1 2 1 1
Prepare a variety of

commercial business articles

5.Dosya Duizenleme
Yontemlerini kullanabilir. / Can 3 4 2 1 1 1 2 3 1
use File Editing Methods.

6.Biro Yonetimi Teknolojilerini
kullanabilir. / Can use Office 3 4 2 1 1 1 2 1 1
Management Technologies.

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