ENG302 is Hayati icin ingilizce (English for Business Life)
2017-18 Bahar Yariyili

Ogretim Uyeleri: Prof. Dr. Hale HAPOGLU
Arastirma Gorevlileri: A.E.U. Biyliktopgu
Kredisi: (20)2

AKTS Kredisi: 1

TiirG: Zorunlu

Onkosul: yok

Ders Kisa igerigi

Choosing a Career Path, Advertisements, Business Letter Writing Basics, Enquiry, Offer and Order,
Confirmation, Dispatch Note and Acknowledgement of Receipt, Invoice and Overdue Notice, Sending
Information, Price Change Notice, Payment Request,, Requesting Information, letter of Invitation, Lay-off
letter, Resignation Letter, Letter of Reference, How to Write a Business Report, How to Write a Business
Memorandum, How to Write a Business Email, CVs and Covering Letters, Essential Job Interview Tips and
Tricks, Business English

Ders Amaglari

To introduce business English, and to focus how to write and translate a good business letter, report,
memo, email and other documents.

Ders Kategorisi: Meslek Egitimi
Tasarim igerigi : Yok

Kaynaklar

1. YDI340 Business English Ders Notlari (2007)
2. Akar N. Z., Ozkan Y., Tarhan S. (2005) “Language and Communication Skills After Graduation”

Ders Ogrenme Ciktilari

1) to read and translate an article about choosing a career path

2) to identify advertisements

3) to write an enquiry, offer, order, confirmation, dispatch note and acknowledgement of receipt, invoice
and overdue notice, lay-off letter, resignation letter, letter for sending information, price change notice,
payment request, information request, letter of invitation, letter of reference

4) to write a business report , a business memorandum and a business email

5) to design CVs and covering letters




MUDEK Ciktilari- Ders Ogrenme Ciktilari iliskisi -orta/cok katki yapilanlar

. Ders Ogrenme Ciktisi No
No | MUDEK Ciktisi 1 2 3 4 5
vi.3 Bireysel calisabilme becerisi X
vii.2 | En az bir yabanci dil bilgisi X X X X
viii.1. | Hayat boyu 6grenme gerekliligi bilinci X

Haftalik Programi

Hafta | Konu

1 Choosing a Career Path,

2 Advertisements

3 Business Letter Writing Basics, Enquiry, Offer and Order
4 Confirmation, Dispatch Note and Acknowledgement of Receipt, Invoice and Overdue Notice
5 Sending Information, Price Change Notice, Payment Request,
6 Requesting Information, letter of Invitation

7 Lay-off letter, Resignation Letter

8 Letter of Reference

9 How to Write a Business Report

10 How to Write a Business Memorandum

11 Arasinav

12 How to Write a Business Email

13 CVs and Covering Letters

14 Essential Job Interview Tips and Tricks, Business English
Basari Degerlendirme

Degerlendirme Tiirii Sayisi Katki Yiizdesi

Arasinav 1 30

Odev 2 20 (6dev ve kisa

Kisa sinav 6 sinav ortalamasi)

Final sinavi 1 50

TOPLAM 100

Etik Kod

Ders Verilis Bicimi

Lecture in class, Presentation on screen, Interpretation, Discussion, Assignment

Derste; sinavlar, 6devler ya da projelerde kopya yapilmasina “sifir tolerans” gosterilir. ilgili yaptirim,
Ankara Universitesinin Disiplin Yénetmeligi’'nde tanimlanmistir.

Tarih: 12.02.2018-25.5.2018 Ad-Soyad: Prof. Dr. Hale Hapoglu

imza:




