AYDIN ADNAN MENDERES UNIVERSITY
COURSE INFORMATION FORM

Course Title Report Preparation and Report Writing Techniques

Course Code EU269 Couse Level Short Cycle (Associate's Degree)

ECTS Credit 2 Workload 51 (Hours) Theory 2 Practice 0 Laboratory 0
Objectives of the Course  With this course, it is aimed to gain the knowledge and skills of professional report writing to the students.
Course Content Introduction, the definition of reporting in an enterprise, parts of a report, report types, preparation of

professional reports in an enterprise, planning of a report, utilization of data sources for reporting, data
collection techniques, report writing techniques, using of proper language in writing of the professional

reports.
Work Placement N/A
Planned Learning Activities and Teaching Methods Explanation (Presentation), Discussion, Case Study, Individual Study
Name of Lecturer(s) Prof. Ozdal GOKDAL

Assessment Methods and Criteria

Method Quantity  Percentage (%)
Midterm Examination 1 40
Final Examination 1 70

Recommended or Required Reading
1 Report preparation and report writing in enterprises. Hiiner SENCAN, Erisim Tarihi: 2019. iU isletme Fakiiltesi.
Data Collection Techniques from Enterprises. Hiiner SENCAN, Erisim Tarihi: 2019. iU isletme Fakiiltesi

A booklet for preparing an on the work training report. Afyon Kocatepe University, Bolvadin Vocational School of Applied
Sciences, In-service Training Coordinator

2
3
4 Business Reports as a Communication Tool, http://huner4.tripod.com/Rapor.pdf
5 Congress and symposium papers

6 Isletmelerde Raporlama ve Rapor Yazim Teknikleri. Sinan BAYRAKTAR. 2017. Ceres Yayinlari, ISBN: 978-605-2048-16-0

Week Weekly Detailed Course Contents

1 Theoretical Introduction

2 Theoretical Importance and advantages of written communication

3 Theoretical Enterprise Reports as a Communication Tool

4 Theoretical Definition of a report, The parts of an enterprise report

5 Theoretical Reporting Systems in enterprises

6 Theoretical Types and preparation methods of reports in enterprises

7 Theoretical Importance and usage of professional reports in enterprises

8 Theoretical & Practice Midterm exam

9 Theoretical Planning of a reportimplementation of the prepared plan

10 Theoretical The data sources in an enterprise and using of data resources for writing reports

11 Theoretical Data collection and evaluation techniques in business

12 Theoretical Writing of enterprise reports, formal features in report writing

13 Theoretical Writing of enterprise reports, formal features in report writing

14 Theoretical Formation and using of tables and graphics in the reports Using of proper language and spelling
rules in the writing of the professional reports

15 Theoretical Examining report samples and writing techniques

16 Final Exam Final exam

Workload Calculation

Activity Quantity Preparation Duration Total Workload
Lecture - Theory 14 0 2 28
Reading 7 0 1 7
Midterm Examination 1 7 1 8
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Final Examination 1 7 1 8
Total Workload (Hours) 51
[Total Workload (Hours) / 25*] = ECTS 2

*25 hour workload is accepted as 1 ECTS

Learning Outcomes
1 uses the reports as a communication tool in her/his profession
carries out purchasing, production, inspection and quality control processes through reports
observes the activities in the enterprise more closely and accurately
takes an active role in individual or team work in an enterprise
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prepares technical reports needed in enterprise

Programme Outcomes (Organic Agriculture)
1 To have university life, to use computer technology and to have skills for raising of scientific data
To produce according to organic agriculture rules
To know and apply starter to organic agriculture,and to get product certification
To know genetic for organic vegetable and animal species
To know and apply organic production principle and regulations and protection of environment
Understand and apply production techniques for organic vegetable and animal
To understand control methods for diseases and pests in organic agriculture
Having knowledge of quality control, preserving and marketing of organic products
To having knowledge equipments and methods for new agricultural technologies
To have knowledge of proffessional ethics and responsibility
Ability to work in team and individual
To communicate orally and in writing
To have adopt life-long learning importance and to have follow professional developments
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Contribution of Learning Outcomes to Programme Outcomes 1:Very Low, 2:Low, 3:Medium, 4:High, 5:Very High
L1 L2 L3 L4 L5

P1 3
P2
P3
P6
P8 3
P9
P11 5
P12 5
P13 4
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