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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Corresponding and Filing Techniques / Corresponding and Filing Techniques

Ders Kodu / Course Code

OTDS255

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Associate / Associate

Ders Akts Kredi / ECTS 3.00
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

Daytime Class / Daytime Class

Egitim Dili / Education Language

Turkish / Turkish

On Kosulu Olan Ders(ler) /
Precondition Courses

On kosul olan ders yoktur.

There is no prerequisite course.

Amaci / Purpose

Ogrencilerin tim yazismalari yapabilmesi

Students can make all correspondence

igerigi / Content

Resmi yazi hazirlama kurallari ve resmi yazi tlrleri, is yazisi hazirlama kurallari ve is
yazilari, 6zel yazilar ve tirleri ile etkin bir dosyalama ve arsivleme sistemi kurmanin 6nemi
ve ilkeleri, belge turleri, dosya turleri, dosyalama sureci islemleri, dosyalama tirleri,
arsivleme sureci islemleri, arsiv turleri, arsivlerde ayiklama ve imha sureci...

The importance and principles of establishing an effective filing and archiving system
with official writing rules and official writing types, business writing rules and business
articles, special writings and types, document types, file types, filing process
procedures, filing types, archiving process procedures, archive types, extraction and
destruction process in archives .

Onerilen Diger Hususlar /
Recommended Other
Considerations

Staj Durumu / Internship Status

15 is glinl-/Staj bitirme projesi

15 working days- Internship completion project

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

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Duygu Topal Yildinm




OGRENME GIKTILARI / LEARNING OUTCOMES

iletisim Siireci konusuna hakim olabilir. Be able to master the Communication Process.

Yazisma ilke ve Kurallarina hakim olur. Knows the Correspondence Principles and Rules.

Resmi yazi kavrami ve resmi yazilardaki sekli kurallara hakim olur. Dominates the concept of official writing and its form in official writing.

is yazisi kavrami ve is yazilarindaki sekli kurallara hakim olur. The concept of business writing and its form in business writing will be able to master the rules.

HAFTALIK DERS ICERIGi / DETAILED COURSE OUTLINE
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Hafta / Week

Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
1 iletisimin Temel Ogeleri
Basic Elements of Communication
. . gretim Yont .. _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 iletisim Siireci
Communication Process
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
3 iletisim Kanallari
Communication channels
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 iletisim Bigimleri, iletisim Araglar
Communication Forms, Communication Tools
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab Ogretim Yontem ve On Hazirlik / Preliminary

Teknikleri/Teaching Methods
Technigues

5 iletisim Bigimleri, iletisim Araclan

Communication Forms, Communication Tools
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Yazisma ilke ve Kurallari
Correspondence Principles and Rules
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Yazigma ilke ve Kurallari
Correspondence Principles and Rules
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
8 Vize Sinavi
Midterm
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
9 Yazigmalarda igerik Yéniinden Diizenleme
Editing in Terms of Content in Correspondence
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Yazigmalarda icerik Yéniinden Diizenleme
Editing in Terms of Content in Correspondence
. . gretim Yont .. -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 Resmi yazi kavrami ve resmi yazilardaki sekli kurallar ile resmi yazi

cesitlerinden dilekge ve rapor

The concept of official writing and formal rules in official writings,
petition and report
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 Resmi yazi gesitlerinden tutanak ve form yazilari ve Resmi yazi
cesitlerinden tutanak ve form yazilari
Record and form writings from official writing types and minutes and
form writings from official writing types
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\rgz Methods On Hazirlik / Preliminary
Technigues
13 Resmi yazi gesitlerinden tutanak ve form yazilari ve Resmi yazi
cesitlerinden tutanak ve form yazilari
Record and form writings from official writing types and minutes and
form writings from official writing types
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(l?;ri/s)rgsgiﬁz Methods On Hazirlik / Preliminary
Techniques
14 Resmi yazi gesitlerinden tezkere, mizekkere, mazbata ve genelge ve
is yazisi kavrami ve is yazilardaki sekli kurallar
The concept of official letter types such as bill, warrant,
memorandum, circular and business writing and formal rules in
business letters
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
15 Final Sinavi

Final Examination
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DEGERLENDIRME / EVALUATION

. Savi/ Katki Yuzdesi /
Yanyil (Yil) Ii Etkinlikleri / Term (or Year) Learning Activities Nun}llber 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 y Percentage of
Number L
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:
iS YUKU / WORKLOADS
Siiresi | Toplam Is Yiikii
. Sayi/ (Saat) / (Saat) / Total
SR Er e e Number | Duration Work Load
(Hours) (Hour)
Ara Sinav / Midterm Examination 1 1.00 1.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 1 17.00 17.00
Final Sinavi / Final Examination 1 1.00 1.00
Final Sinavi igiin Bireysel Calisma / Individual Study for Final Examination 1 24.00 24.00
Soru-Yanit / Question-Answer 1 15.00 15.00
Bireysel Calisma / Self Study 1 17.00 17.00
Toplam / Total: 6 75.00 75.00

Dersin AKTS Kredisi = Toplam is Yiikii (Saat) / 25.00 (Saat/AKTS) = 75.00/25.00 = 3.00 ~ 3.00 / Course ECTS Credit = Total Workload (Hour) / 25.00 (Hour / ECTS) = 75.00 / 25.00 = 3.00 ~ 3.00
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PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktilari / Program Ciktilari / Program Outcomes
Hzailifg QUERES 111112113 [ 114 [ 115 [ 116 [ 1.1.7 | 1.1.8 | 1.1.9 [1.1.10[1.1.11 1.1.12

1.iletisim Siireci konusuna
hakim olabilir. / Be able to
master the Communication
Process.

2.Yazisma Ilke ve Kurallarina
hakim olur. / Knows the
Correspondence Principles and
Rules.

3.Resmi yazi kavrami ve resmi
yazilardaki sekli kurallara
hakim olur. / Dominates the
concept of official writing and
its form in official writing.

4.1s yazisi kavrami ve is
yazilarindaki sekli kurallara
hakim olur. / The concept of
business writing and its form in
business writing will be able to
master the rules.

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