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BYS108 - PROFESSIONAL CORRESPONDENCE - Meslek Yiksekokulu - Biiro Hizmetleri ve Sekreterlik Bolimu
General Info

Objectives of the Course

This course; computer professional correspondence, official papers, business papers and special papers, will teach you to be able to quickly and efficiently.
Course Contents

Qualitative features of written correspondence, Official Text Types, Image and Writings of Business Segments

Recommended or Required Reading

Sen, O. and Unlii Bayramli, U. (2018). Anadolu University Publication, Eskisehir. Regulation on the Procedures and Principles to be Applied in Official Correspondence,
(Republic of Turkey Official Gazette, 10/6/2020) Number: 31151 Access address: https://www.tccb.gov.tr/resmiyazisma/egitim Lecture Notes

Planned Learning Activities and Teaching Methods

Reading; presentation; lecture; discussion; brainstorming; question-answer

Recommended Optional Programme Components

In order to increase participation in the course, students' suggestions regarding course content and teaching methods will be taken into consideration.
Instructor's Assistants

No helper.

Presentation Of Course

Face to face

Dersi Veren Ogretim Elemanlar

Inst. iclal Pomak

Program Outcomes

Can prepare content

Can quick and effective prepare an official letter

Can quick and effective business writing, and a special blog on the Internet
Can correspondence can send and receive operations
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Weekly Contents

Order Preparationinfo Laboratory TeachingMethods

1 Unit 1. Slides 1-
16

2 Unit2.Slide 1-46

3  Unit2.Slides 47-

95

4  Unit 3. Slides 1-
24

5 Unit4.Slides 1-
41

6  Unit4.Slides 42-
181

7 Unit4.Slides
182-207

8

9 Unit5.Slides 1-
54

10 Unit5. Slides 55-
99

11  Unit 6. Slides 1-
13

12 Unit 6. Slides 14-
24

13 Unit6, Slides 25-
34

14 Unit 6, Slides 35-
44

15 Unit 6, Slides 45-
57

Workload

Activities

Vize

Final

Ara Sinav Hazirhk

Ders Sonrasi Bireysel Calisma
Derse Katihm

Final Sinavi Hazirlik

Ders Oncesi Bireysel Calisma

Assesments

Activities
Ara Sinav

Final

explanation

explanation, application
explanation, application
explanation, application
lecture, practice, question
and answer

anlatma, soru cevap

anlatma, tartisma

explanation, application

explanation, application

explanation, questions and

answers

explanation, application

Special types of writing

anlatma, uygulama

explanation, application

Number

Theoretical

Qualitative features of written
correspondence

Rules of grammar and spelling
correspondence

Spelling Rules

Writing processes

Sections of the Document in Official
Correspondence

The writing process Sections of the
document

The writing process Sections of the
document

Ara Sinav

Types of Official Correspondence

Types of Official Correspondence

Types of Business Letter

Types of Business Letter Special types of
writing

Special types of writing

Custom post types

Custom post types

Practise

Qualitative features of written
correspondence

Rules of grammar and spelling
correspondence

Grammar and spelling rules in
correspondence

Preparation stages of the writing
process
Grade 1 Sections of Official Letters

Grade 1 Sections of Official Letters

Grade 1 Sections of Official Letters

Official Text Types

Types of Official Correspondence
Types of Business Letter

Types of Business Letter Special

types of writing

Types of Business Letter Special
types of writing

Custom post types

Custom post types

PLEASE SELECT TWO DISTINCT LANGUAGES

1,00
1,00
2,00
2,00
2,00
3,00
3,00

Weight (%)
40,00
60,00



Biiro Hizmetleri ve Sekreterlik Bolimii / BURO YONETIMI VE YONETICi ASISTANLIGI X Learning Outcome Relation

P.O.1 P.O.2 P.O.3 PO.4 PO.5 PO.6 PO.7 PO.8 PO.9 PO.10 P.O.11 P.O.12 P.O.13 P.0.14 P.O.15

L.O.1

LO.2 5
LO.3 4
L.O.4 4

P.O.3:

P.O.4:

P.O.5:

P.0.6:

P.O.7:

P.0.8:

P.0.9:

P.0.10:

P.O.11:

P.0.12:

P.0.13:

P.O.14:

P.0.15:

LO.1:

LO.2:

LO.3:

LO.4:

5 4

5 4 5
4 4 5

3 5

Meslegi ile ilgili temel, glincel ve uygulamali bilgilere sahip olur.

is saghgr ve giivenligi, cevre bilinci ve kalite stirecleri hakkinda bilgi sahibi olur.
Meslegi icin giincel gelismeleri ve uygulamalari takip eder, etkin sekilde kullanir.
Meslegi ile ilgili bilisim teknolojilerini (yazilim, program, animasyon vb.) etkin kullanir.

Mesleki problemleri ve konulari bagimsiz olarak analitik ve elestirel bir yaklasimla degerlendirme ve ¢éziim 6nerisini sunabilme becerisine
sahiptir.

Bilgi ve beceriler diizeyinde distncelerini yazil ve soézli iletisim yolu ile etkin bicimde sunabilir, anlasilir bicimde ifade eder.
Alani ile ilgili uygulamalarda karsilasilan ve 6ngériilemeyen karmasik sorunlari cozmek igin ekip Gyesi olarak sorumluluk alir.
Kariyer yonetimi ve yasam boyu 6grenme konularinda farkindaliga sahiptir.

Alanti ile ilgili verilerin toplanmasi, uygulanmasi ve sonuglarinin duyurulmasi asamalarinda toplumsal, bilimsel, kiiltirel ve etik degerlere
sahiptir.

Bir yabanai dili kullanarak alanindaki bilgileri takip eder ve meslektaslari ile iletisim kurar
Yonetime iliskin temel kavramlari, yonetimin fonksiyonlarini ve yonetim yaklasimlarini agiklar.
Biro yonetimi ve organizasyonunu bilir.

Sekreterlik icin gerekli cagdas teknikleri ve calisma araclarini kullanir.

Yoneticiyi asiste eder, resmi yazismalari ve organizasyonlari gerceklestirir.

Tiirkiye Cumhuriyeti tarihi ve Atatirk ilkeleri ve inkilaplari hakkinda bilgi sahibi olur

icerik hazirlayabilir

Hizli ve etkili resmi yazi hazirlayabilir

Hizli ve etkili is yazisi ve 6zel yazilar hazirlayabilir

Yazismalari gdénderme ve alma islemlerini yapabilir
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