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1) Kurumun Adi
2) Kurumun Adresi

3) Kurucusunun Adi

4) Programin Dayanag-

5) Programin Ad

-

_ 6) Programin Seviyesi

7) Programin Amaglari

: Ozel BILSIT Uluslararast Bilgi Sistemleri Egitim Kurumu
- Gazi Mustafa Kemal Bulvar 95/2 Maitepe ANKARA

- Sumru BASER

- a) 625 Sayil Ozel Ogretim Kurumlan Kanunu

b) Ozel Opretim Kurumlan Yénetmeligi
¢) Ozel Kurslar Tip Yénetmeligi
d) 23.09.1985 Tarih ve 2196 Sayih Tebligler Dergisinde yaymlanan
“Program Cergevest” :
. Ingilizce Aglrhkh Turizm Isletmesi ve Otel Yonetimi Kursu
Program (Tourism and Hotel - Motel Management)
* Lise mezunu ve orta seviyede Ingilizee bilgisine sahip kigiler.
. {. Genel Amaglar
1. 1. Tark Milli Egitiminin amaglarina uygun olarak lise mezunu
kisilerin meslek sahibi olmasina imkan saglamak ve sahip olduklar

mesleklerinde bagarili okmalarima yardimer olmak

1.2, Tirkiye’deki lise ve muadili okullardan mezun olup, ingilizce
 bilgisini ilesletmek isteyen 6grencilerle, yitksek 6grenimine yUr}ﬁc;i

ve yurt disindaki universitelerde devam etmek isteyen 6grencilerimizin

iiniversitelere intibakim kolaylastirmak, ayrica; igletme, bilgisayar ve

turizm ve otel isletmecilii alanlaninda bilgi sahibii’lr“{?rizm ve Otel

Isletmeciligi konusunda meslek kazandirmak.

2. Ozel Amaglar:
2.1. Birinci Dénemin Ozel Amaglart:
2.1.1. Ginluk ulusiararas sézel tletisimi anlayabilme ve

konugabilmelerini saglama,
2.1.2. Dil bilgisi ve kelime hazinelerini geligtirme,

2.1.3. Akademik metinleri okuyabilme beceri ve yeteneklerini

geligtirme,
2.1.4. Odev ve proje hazirlayabilmeleri i¢in kitiphanelerdeki kitaplara
bagvurmalarm, bilgi toplayip degeriendirmelerini saglayacak
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yeteneklerinin gelismesini saglama,

2.1.5, Degigik durumlarda, giinlitk gergek hayattaki Ingilizce

konusmalar anlamalarm saglama,
2.1.6. Akademik konusmalan dinlerken anlama,

2.1.7. Fikirlerini iyi ve dogru olarak kisa kompozisyoniar halinde

anlatabilme,

2.1.8. Ogrencilerin daha sonraki qallsm;larlnda karsilagacaklan 6zel
dil kurumlaninda yardimci olmak amacma temel saglayacak bilgilerin

veriimesi,
2.1.9. Anlama ve tretme becerisinin gelistirilmesi,

2.1.10. Bu kurs ayrica 6zel yabanc: dil kurslan ingilizee dersi

miifredat amaglarini da kapsar. -

2.2.1. Turizm ve Otel Yonetimi Isletmesi kurslarina katilacak veya bu
alanlarda yiiksek égrenim gorecek lise mezunu Tirk dgrencilerine

saglam bir alt yapt olusturmak,

2.2.2. Turizm Otel Yonetimi Isletmesi konulanndaki ¢alismalara
kaynak saglama, bunun igin gerekli Ingilizce bilgisini kazandirma ve

teknik terminolojiye asinaiik saglayarak on bilgiler kazandirma,

2.2.3. Bilisim (Enformasyon) Teknolojisinin temel bilgilerini, varolan

prensipler izerine inga ederek ogretme,

2.2.4. Turizm ve Otel Yonetimi Isletmesi alanlarinin temel bilgilerini,

varolan prensipler iizerine inga ederek 6gretme,

2.2.5.0Ogrencilerin kurs iginde veya disinda 6grendiklerini mantik
kurallan, Milli Ahlak ve Degerler, Anayasa ve Cumhuriyet




Kanunlarina bagl kalarak agik¢a yorumlamalarim saglama,

2.2.6. Oprencilerin Ingilizce bilgisini sozlii ve yazili olarak kendini,
Milli Degerlerimizi, iilke menfaatlerimizi, kiiltiirimizi rahatga
anlatabilecek ve akademik ¢alismalan ve yurtdiginda Ingilizce

_ yayimlanan bilim ve teknoloji alanlarindaki yaywmnlan anlayabilecek bir

seviyeye getirme,

2.2.7. Bilgisayar sistemleri ve uygulamalari hakkinda ilk bilgileri

verme,

2.2.8. Kelime, Islem, Veri Tabani, ve paket programlarini

kullanma,
2.2.9. MS-DOS kullaninum 6grenme,
2.2.10. Yapisal programlama dillerini tamtma,

2.2.11. Dokiimantasyon vapabilmek igin gerekli Ingilizee bilgisini

kazandirma,

2.2.12. Takim ruhu iginde ¢ahsma aligkaniig kazanduma ve yazilim

mithendisligi ile ilgili konularda fikir sahibi olmay1 kazandirma,
2.2.13. Ekonominin tabiatini antayabilme,
2.2.14. Ekonomik analizlerde kullanidan prensipleri tanima,

2.2.15. Ekonomi politikalarmdaki giincel degisikliklerin, fert, sanayi,

ve ckonomik faaliyetler iizerindeki etkilerini kavrama,
2.2.16. Cift girisli defter tutma esaslan,
2.2.17. Basit defterler tutma esaslar,

2.2.18. Son hesap konumuna kadar olan muhasebe islemleri,

;



8) Programin
Uygulanmasiyla

Igili Agiklamalar

2.2.19.Turizm sektdriinde ve otellerde modein bir isletme

organizasyonunun iglevierini tanima,

2.2.20. Turizm ve otel isletmelerinin davranig bigimierini irdeleme

2.2.21. Turizm ve otel igletmelerinin organizasyonundaki

uygulamalar,

. 1. Kayu-Kabul Islemleri:

1. Programa katilmak isteyen ogrencilerde en az lise veya lise muadili

okullar mezunu olma sart: aranacaktir.
2. Programa katilmak igin orta seviyede Ingilizce bilmek
gerektiginden, kursiyer ¢nce basvuru formu doldurtup 6n kayitlar

yapilacaktir.

3. Onkayitlan vapilan kursiyerlerden durumiart uygun olaniar
YERLESTIRME SINAVINA alinacaklardir.

4. YERLESTIRME SINAVI /kursumuz dpretmenlerinden olugacak

" SINAV KOMISYONU tarafindan cevaplariyia birlikte hazirlanacak,

uygulanacak ve degerlendirilecektir.

5. Yerlestirme sinavi Uluslararast kabul gérmig TOEFL sinavi

seviyesinde olacaktir.

6. YERLESTIRME SINAVINDA 400 (dort yiiz) ve daha yukarisi puan

alan ogrenciler kesin kayit yaptirabileceklerdir.

7. Yerlestirme siavinda basartli olan 6grenci sayisi kursumuz

kontenjanindan yiiksek oldugunda en yiiksek puan alandan baglanarak

)

kontenjan sayist kadar 6grencinin kesin kayd: yapilacaktir.



2. Kurs bitiminde 6grencilere “Ingilizce Agirlikli Turizm ve Otel -

Motel Istetmeciligi ve Yéneticiligi Kursu Bitirme belgesi

verilecektir.

3. Alt Derslere Bolme

3.1. Birinci Dénem:

.

Birinci dénemde Ingilizée dersi agagidaki tabloda gc’irilldiigﬁ sekilde

temel dil ve yeteneklerine gore balimlere ayrilacak vé her bolim

bagimsiz ders gibi okutuiacaktir.

Ders Saati Sayisi Dil Laboratuarinda
Dersin Adi Haftada/Simf Haftalik Ders Saati Ders Saati Sayisi
KONUSMA(SPOKEN) 8 2 200
OKUMA (READING) 3 - 100
DINLEME(LISTENING) 5 3 160
YAZMA (WRITING) 4 - - 80
OZEL INGILIZCE 4 - 80

3.2. Ingilizce Dilbilgisi (Grammer) konusu agiriikh olarak konusma

dersi iginde 68retilecektir.

girecektir.

3.3. Her simfa, mitmkiin oldugu kadar her ders i¢in degisik 6gretmen

3.4. Ikinct dénemde dersler haftaya asagida gorildigi sekilde

dagitilacaktir.




2.Donem:

Dersin Adi Ders Saati Sayisi Ders Saati/Dénem
Introduction to Hospitality 3 42
Turizme Girisg
Front Office - 3 42
On Biiro
Food&Beverage Management 3 42
Yiyecek :'Iqecek ’

Housekeeping Management 3 42
Kat Hizmetleri T

Marketing of Hospitality 3 42
Pazarlama

Accounting for Hospitality Ind.] 3 42
Konaklama Muhasebesi

3. Dénem:

Hospitality Industry Training 3 ) 42
Konaklama Endiistrisi Egitimi

Hospitality Supervision 3 47
Denetim

Accountingfor Hospitality Ind.II 3 42
Konaklama Muhasebesi

Facilities Management 3 47
Tesis Yonetimi

Security 3 42
Giiveniik

Human Resources 3 42
Insan Kaynaklar

Genel Bilgisayar 3 42




9. Programin Siiresi

a) Haftalik Siire b) Toplam Sare
Haftalik Ders Saati ShaylSl Toplam Siire Toplam Siire
{Hafta) (Saat)
1.D6nem 3] : 20 620
2. Dénem 18 14 252
3.Dénem 21 14 294

oy

10. Program Muhtevasinin Toplam Kurs Siiresine Gore Dagtlimt:

1. HAFTA

1.1

1.3

1.4

MAIN COURSE

PRESENT SIMPLE (1) & PRESENT CONTINUOUS

To express habits and states. To eXpress an activity in progress. To
CXpress temporary activities around the present.

Reading: Exploiting prior knowledge. )
Writing: Form filling. Spoken v. written language. Instruction on forms.
READING
GETTING TO KNOW YOUR TEXTBOOK
Surveying a textbook for its different parts (introduction, table of
contents, bibliography, appendicg, indexes, etc.)

WRITING

1. Comprehension and composition models

2. Spelling: Doubling consonants

3. Grammar and structure: Tenses

LISTENING

INTRODUCTION

Knowing the difference between 2 lecture, seminar and conference.

Understanding common problems of listening and of note taking.

SPECIAL ENGLISH



2. HAFTA

3. HAFTA

2.1

2.4

3.1

33

34

MAIN COURSE

PRESENT SIMPLE (2) ( Like deing v. like to do)

Verbs that rarely fake the continuous.

Expressing general and specific likes. Reading: Scanning quickly for

specific information. Writing; Describing a person. Qualifying adverbs.

READING

GETTING TO KNOW YOUR TEXTBOOK

Scanning to locate information in a chapter.

“WRITING

1. Grammar and composition model: Making connections

2. Punctuation: The sentences and the period

3. Vocabulary: Forming words .

4. Grammar : Articles, singulars and plurals

LISTENING

FINDING CENTRAL INFORMATION IN SENTENCESI:
Recognizing spoken sentences. Distinguishing between risen intonation
which signals “incomplete”, in spoken sentences. '

SPECIAL ENGLISH ‘

TELEPHONING -

MAIN COURSE

PAST SIMPLE

To express completed actions in the past Reading: Rearranging jumbled
texts to develop awareness of text cohesion.

READING.

CHOOSING WHAT TO READ

Predicting the usefulness of a book one’s reading purpose. Locating
pages, where references on a given topic are to be found in a book.
Evaluating those references for one’s reading purpose.

WRITING

1. Controlled composition: Animals names

2. Controlled compositions: Writing paragraphs

3. Editing text: Doing your own corrections

LISTENING

FINDING CENTRAL INFORMATION IN SENTENCES 2:



Recognizing voice emphasis.. Perceiving the ocation and impact of stress
in spoken discourse.
335 SPECIAL ENGLISH
COMPANY PRESENTATION (1)
To discuss the business activity of a company
4. HAFTA

4.1 MAIN COURSE
PAST CONTINIOUS
To describe past activity. Listening; Predicting. Note taking. Writing;
Gap filling. Linking words
4.2 CHOOSING WHAT TO READ
Surveying a chapter. Understanding the structure of a chapter. Dealing
with unfamiliar words; using grammar clues to help guess the meaning.
4.3 WRITING

1. Comprehension and composition model:

|

. Spelling: Using y and i.e.
3. Grammar and structure; Kinds of sentences
- 4. Punctuation: Using commas '
4.4 LISTENING
FINDING CENTRAL INFORMATION IN SENTENCES (3}
Recognizing important markers. Understanding language device, other
than stress, which are used to mark the speaker regards as important.
43 SPECIAL ENGLISH. COMPANY PRESENTATION (2)
5. HAFTA

51  MAIN COURSE
EXPRESSING REQUEST AND OFFERS
Polite requests. Offering to do things. Reading: for gist. Summarizing.
Speaking: Discussion Listening: Note taking Writing: Writing a
narrative. Past tenses to narrate and describe. Linking device.
Descriptive vocabulary.

5.2 READING
THE SPIRIT OF ENQUIRY
Reflecting to the topic of the text before and during reading

5.3 WRITING
1. Grammar: Definite and indefinite article

2. Vocabulary: Forming words



. 6. HAFTA

7. HAFTA

54

6.1

6.2

6.3

6.4

7.1

3. Controlled composition: Journeys

4, Editing a text

LISTENING

FINDING CENTRAL INFORMATION IN SENTENCES 4:
Guessing the meaning of words a listener does not hear properly or
understands. Using understanding of the gist/ general idea to deal with
méanings of unknown words,

SPECIAL ENGLISH

PRODUCT DESCRIPTION

MAIN COURSE -
FUTURE TIME-WILL AND GOING TO

" As an auxiliary of the future. As modal verb to express intention.

Reading: Inferring. Summarizing, Speaking: Cued dialogue Arranging to
meet. Listening: Listening for specific information. Writing: A formal
letter of enquiry . Formulas for different purposes.

READING

THE SPIRIT OF ENQUIRY o
Understanding how ideas in a text are linked by different logical

connectors. Dealing with unfamiliar words: using clues in the immediate

context.

WRITING

1. Comprehension and composition model

2. Spelling: Changing words

3. Grammar and structure: The reiative pronouns that, which and
who(m)

LISTENING

FINDING CENTRAL INFORMATION IN SENTENCES 5..

Note taking while listening to a speaker. Deciding what to record. Using
devices such as abbreviations to reduce the text of what is recorded.
SPECIAL ENGLISH

To report on past actions

MAIN COURSE
DESCRIBING PEOPLE AND PLACES

Questions for general and specific descriptions. Reading: Appreciating a




poem. Inferring. Conforming to a society. Speaking: Discussion.

7.2 READING
Identifying the important points in a text. Distinguishing main from

- supporting information. Understanding text structure.

7.3 WRITING
|.Grammar and style. Using participle
2. Punctuation: Further uses of the comma
3. Vocabulary: Forming words

7.4 LISTENING

RECOGNIZING SENTENCE CONNECTION 1:

Perceiving cohesive reference devices in spoken discourse. being able to
relate them backwards and forwards, in the spoken discourse to the item
of information of ideas referred to in each cases. '

7.5 SPECIAL ENGLISH
To hold social conversation with business contacts.

8. HAFTA

8.1 MAIN COURSE
COMPARATIVE AND SUPERLATIVE ADVICES
Expressing preference. Listening: Inferring Note taking and comparing
information. Description of peaple & place. Writing: Punctuating of a
formal letter
8.2 READING
Understanding words and phrases which signal the structure of a text.
Understanding focusing expression. understanding language used to
. describe cause and effect.
8.3 WRITING
1, Vc_)cabulary: The right word in the right place

[ A

. Controlled composition: The narrow escape
3. Editing a text

8.4 LISTENING
RECOGNIZING SENTENCE CONNECTION 2:
Understanding words or phrases etc. used by a speaker to signal the
addition of material to something already said. Understanding different
forms of addition.

835 SPECIAL ENGLISH

To discuss corporate problems and decide what actions to take.

A
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9. HAFTA

10. HAFTA

9.1

93

9.4

10.1 .

10.3

MAIN COURSE
PRESENT PERFECT SIMPLE
To express experience. To express unfinished past action. Reading;
Rearranging jumbled text to develop awareness of text cohesion.
Speaking: Role-play. Listening: Listening for specific information.
Writing. [nformal letters. J

" READING
Reading ‘between the lines making inferences. Note taking: deciding

= what to racords and reducing text by use of common abbreviations.
WRITING
1. Comprehension and composition model
2. Grammar: Contrast, reasons, resuits and consequences
3. Punctuation: Parenthesis
LISTENING
RECOGNIZING SENTENCE CONNECTION 3:
Understanding words, phrases etc. used the signal a relation if contrast
between new material and something already said. Understanding
different forms and degrees of contrast.
SPECIAL ENGLISH
MAKING ARRANGEMENTS

MAIN COURSE

EXPRESSING OBLIGATION |

To express strong obligation. To express mild obligation. Reading:
Exploiting topic sentences for speed reading and prediction. Speaking:
Discussion.

READING

Identifying text structure. Note taking: reducing text by own
abbreviation. Understanding of word sets.

WRITING

1. Vocabulary: The right word in the right place

2. Vocabulary: Negative prefixes

3. Controlled compositions



11. HAFTA

12, HAFTA

10.4

1.1

11.3

11.4

12.1

4, Editing & text

LISTENING

RECOGNIZING SENTENCE CONNECTION 4

Understanding words, phrases etc. used to describe cause and effect. '
Understanding types and degrees of cause and effect

SPECIAL ENGLISH

To make and change arrangements

MAIN COURSE

EXPRESSING OBLIGATION 2

To express absence of obligation. Listening: Listening for specific
Information. Writing: Gap filling, linking devices and expressions.
READING

Understanding different kinds of graphics (illustration). Following
references from text to graphics. Understanding captions and other
labeling associated with graphics.

WRITING

Cg_mprehension and spelling

LISTENING

RECOGNIZING SENTENCE CONNECTIONS:

Understanding words, phrases etc. and international features used to i
signal listing (the making of lists) in spoken discourse. Understanding
different types of listing.

SPECIAL ENGLISH

. To describe and discuss figures and graphs.

MAIN COURSE

CONDITIONAL SENTENCES

To express conditions that are always true. Reading: Intensive reading.
A questionnaire to see how long you will live. Speaking: Discussion.
English and foreign proverbs.

READING

Note taking: using graphics, symbols and diagrams to represent
information, including spider notes. Dealing with unfamiliar words:

using clues in the wider context.



13. HAFTA

12.4

12.5

13.1

13.3

13.4

WRITING

1. Grammar: Conjunctions and relative pronouns

2. Grammar: Articles

3. Controlled composition -

LISTENING

RECOGNIZING SENTENCE CONNECTION 6:

Note taking; further practice in deciding what record and in using note
taking devices (e.g. abbreviations, omissions of function words.)
SPECIAL ENGLISH

DESCRIBING TRENDS

To describe and discuss figures and graphs.

MAIN COURSE

CONDITIONAL SENTENCES (2)

To express real conditions. to express unreal conditions.
listening;: for specific information.

Transferring information. Fact and opinion.
Discussing a prospective house purchase. -
Writing: Describing a house. fact opinion in
description. Prepositional phrases.

READING

INTO THE FUTURE

Comparing and evaluating information from
different text/ sources. Comparing different text

structures.

WRITING

1. Comprehension and composition model

2. Spelling: Commeonly misspelt words

3. Grammar Direct and indirect speech

4. Punctuation: Dialogue, quotation and

reference

LISTENING

EVALUATING THE IMPORTANCE INFORMATION
Perceiving sections of talk or lecture.

Recognizing when a topic 1s being




14, HAFTA

14.3

14.4

introduced and when are transitions to a
new topic.

SPECIAL ENGLISH

COMPARING ALTERNATIVE

To compare alternative courses

14.1  MAIN COURSE

EX_ERESSION ABILITY AND PERMISSION
To express ability. To express permission.
Reading;reading a specific information.
Summarizing,

Speaking: Role-play. Discussion. To case from and
against educating children at home.

Writing: Rearranging jumbled letter of
complaint. Text cohesion. Paragraphing.
Opening and closing paragraphs of a fonﬁal
letter.

READING

INTO THE FUTURE 2:

Understanding the expression of different
degrees of certainty in texts, Dealing with
unfamiliar words: using knowledge of
affixation.

WRITING

1. Grammar and punctuation: Ellipsis

2. Grammar: Expressing possibilities

3. Vocabulary: Forming words

4, Cbntrolled composition

LISTENING

EVALUATING THE IMPORTANCE OF INFORMATION
Recognizing when a speaker is repeating, or
reformulating information already stated.
Recognizing when a speaker is summarizing.
SPECIAL ENGLISH

COMPARING ALTERNATIVE

To compare alternative courses of actions.



15. HAFTA

151 MAIN COURSE
PRESENT PERFECT CONTINUOQUS
To express unfinished past ’activity. To express
present result of past activity.
Reading: Scanning. Intensive reading. Raising
money for charity.
Speaking: Clued dialogue. A reunion with a friend
and exchanging news.
Listening: Gist listening.
Writing: Sentence combination. Manipulating
complex clauses to produce concise coherent
writing. -

152 READING
THE INDIVIDUAL AND SOCIETY
Distinguishing fact from opinion. Reading
critically recognizing propositions, argument in
text and testing the strength of them.

153  WRITING '
1. Comprehension and composition motel
2. Spelling: Completing words
3. Grammar; Uses of would

4, Grammar: Causes and effects

154 - LISTENING
EVALUATING THE IMPORTANCE OF INFORMATIONS:
Recognizing when a speaker is exemplifying, or
expanding a point already made. Recognizing
when a speaker is explaining,
155 SPECIAL ENGLISH
PLANNING AHEAD

To discuss future work plans and schedule



16. HAFTA -

16.1

16.3

16.4

16.5

MAIN COURSE

- FUTURE ARRANGEMENTS AND FUTURE CERTAINLY

To express future arrangements. To express
future possibility. )

Reading: Topic sentences and prediction. Future
Settlements in space.

Speaking: Discussion.

Listening; Listening for gist. Note taking. The
exploitation of home \x;rorkers.

Writing: Gap filing. Linking devices and markers
of opinion.

READING

THE INDIVIDUAL AND SOCIETY
Understanding form of a argument in a text, .g.
“Even if" hypothesizing. Understanding
language used for intensifying adjectives and
adverbs.

WRITING

1. Grammar and vocabulary: Causes and effects

I~

. Punctuation: The semi colon

3. Vocabulary: Nation and nationalitics
4. Editing a text

5. Controlled composition
LISTENING

' EVALUATING THE IMPORTANCE OF INFORMATION:

Distinguishing between main and supporting
points. Discerning

important information.

SPECIAL ENGLISH

BUSINESS TRAVEL

To discuss changes to present arrangements.



17. HAFTA

17.1

17.3

17.4

18. HAFTA

18.1.

MAIN COURSE

THE PASSIVE (Present simple-continuous. Past
simple continuous)- '

To move the focus of a sentence to the object of
an active sentence.

Reading; Gist reading. The abuse of personal

“information stored on computers.

READING

“WORK

Comparing and critically evaluating viewpoints
in different texts. Understanding further forms
of argument and reasoning in a text. )
WRITING

I.Comprehension and composition modei
2.Spelling: Completing words

3. Vocabulary definition: Consulting dictionaries
4. Grammar and vocabulary: Compound words
5. Grammar and vocabulary: The arf of using
words

LISTENING

USING INFORMATION FROM TALKS 1:
Competition for land use Pre-lecture discussion.

Note taking during lecture. Post lecture

. discussion.

SPECIAL ENGLISH
ACHIEVEMENTS
To describe the achievements of companies and

individuals.

MAIN COURSE

THE PASSIVE (Present perfect-infinitives)

To move the focus of a sentence to the object of
an active sentence.

Listening; Listening for gist. Note taking. The

exploitation of home workers.



Writing: Gap filling. Linking devices and markers
_ of opinion.
18.2 READING
WORK _ )
Un&e[standing language by which an author
emphasizes a point of view or distances
himself/herseif from it. Perceiving the attitude
-of an author to poinis being discussed.
18.3  WRITING
1. Punctuation; Numbers in a text
2, Punctuation: Variety in a text
3. Grammar: Persongll pronouns used impersonally
4, Vocabulary: The right world in the right place
5. Controlied composition
18.4  LISTENING
Preventive medicine. Pre lecture discussion. Note
taking during the lecture. Post lecture discussion.
18.5  SPECIAL ENGLISH
SYSTEM AND PROGRESS
“ To explain system and process in the place.
19. HAFTA:
19.1° MAIN COURSE
REPORTED SPEECH (Reported statements reported
commands)
To report direct speech and thoughts. To report
direct commands

Reading: Comparing threc newspaper treatment

of the save story for stylistic variation
Speaking: Role-play. A current news story, with
reporters and characters.

19.2 READING
USING REFERENCE SOURCES
When a given topic: locating information on it,
choosing the best sources and carrying

appropriate note taking
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19.3

19.4

19.5

20.1

13
o
12

20.4

WRITING

L. Comprehension an composition model: The
Cinematic art

2. Vocabulary definition: Consulting dictionaries
3. Grammar and definition: Logical order

4. Punctuation, grammar and organization:
Logical and layout

LISTENING s _ .
USING INFORMATION FROM TALKS 3.
Pre lecture discussion. Note taking during

the lecture. Post lecture discussion.

SPECIAL ENGLISH

NEGOTIATIONS

To negotiate a business agreement.

MAIN COURSE
REPORTED SPEECH (Reported-indirect questions)
The report direct questions

Listening: Prediction. Comparing information. Writing: Discursive

“writing. Words and phrases different sides of an argument and list points

in an argument.
READING
USING REFERENCE SOURCES

Using special reference books. Using a specialist index. Using abstracts.

- WRITING

I, Vocabulary: The right word in the right place

2. Vocabulary: Forming words

3. Composition: Your own topic

LISTENING

USING INFORMATION FROM TALKS

Pre-lecture discussion, Note taking during the lecture. Post-lecture
discussion.

SPECIAL ENGLISH

NEGOTIATION

To negotiate a business agreement

-Sinawvi yapilacaktir.
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INTRODUCTION TO HOSPITALITY .
The Travei and Tourism Industry
FRONT OFFICE

The Lodging Industry

FOOD AND BEVERAGE

The Food Service Industry

21.4

~
—
h
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22.6

23.1

HOUSEKEEPING

The Role of Housekeeping in Hospitality Operation
MARKETING

The Marketing Concept

ACCOUNTING

Accounting Theory and Practice

INTRODUCTION TO HOSPITALITY
Exploring Hospitality Careers

FRONT OFFICE
Hotel Organi:;ation
FOOD AND BEVERAGE
Organization of Food and Beverage Operations
HOUSEKEEPING o
Planning and Organizing the Housekeeping Department
MARKETING
Distinctive aspects of Service Marketing
ACCOUNTING

Business Organization

INTRODUCTION TO HOSPITALITY
Understanding the World of Food Service

23.2 FRONT OFFICE

Front Office Operation

23.3 FOOD and BEVERAGE

23.4

Fundamentals of Management
HOUSEKEEPING




4 HAFTA

5. HAFTA

Recruiting, Selecting, Hiring and Orienting
23.5 MARKETING

Strategic Marketing Planning
23.6 "ACCOUNTING

Financial Statements

- 24} INTRODUCTION TO HOSPITALITY

Restaurant Organization
242 FRONT OFFICE
Reservations
24,3 FOOD AND BEVERAGE
Food and Beverage Maf'keting
24.4 HOUSEKEEPING
Training, Scheduling, Motivating, and Disciplining
245 MARKETING
Analyzing the Environment
24.6 ACCOUNTING
Chart of Accounts

5.1 INTRODUCTION TO HOSPITALITY
Understanding the World of Hotels
25.2 FRONT OFFICE
Registration
25.3 FOOD AND BEVERAGE
Nutrition
254 HOUSEKEEPING
Managing Inventories
25.5 MARKETING
Analyzing the Product and the Competition
25.6 ACCOUNTING
Asset, Liability and Equity Accounts
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7. HAFTA

8. HAFTA

26.6.

28.3.
284,

28.5.

_INTRODUCTION TO HOSPITALITY

Hotei Organization

. FRONT OFFICE
_Front Office Responsibilities
. FOOD and BEVERAGE

The Menu

. HOUSEKEEPING

Controlling Expenses

. MARKETING

Analyzing Markets
ACCOUNTING

Revenue and Expense Accounts

, INTRODUCTION TO HOSPITALITY

Club Organization and Operation

. FRONT OFFICE

Front Office Accounting

. FOOD AND BEVERAGE

Standard Product Costs and Pricing Strategies

. HOUSEKEEPING

Safety and Security

5. MARKETING

Integrating the Marketing Concept at the Property Level

. ACCOUNTING

Effects of Business Transactions

. INTRODUCTION TO HOSPITALITY

An Introduction to the Meetings Industry

. FRONT OFFICE

Check-Out and Settlement

FOOD AND BEVERAGE
Preparing for Production
HOUSEKEEPING

Managing an On-Premises Laundry
MARKETING




9.HAFTA

10. HAFTA

11.HAFTA

30.6.

3LL

3Lz

Sales

. ACCOUNTING

Debits and Credits

5

. INTRODUCTION TO HOSPITALITY

Understanding Management and Leadership

. FRONT OFFICE

The Night Audit

FOOD AND BEVERAGE

Production

. HOUSEKEEPING

Housckeeping Chemicals and Hazard Communication

Responsibilities

. MARKETING

Advertising and Public Relations

. ACCOUNTING

Accounting Records

. INTRODUCTION TO HOSPITALITY

Managing Human Resources

. FRONT OFFICE

Planning and Evaluating Operations

. FOOD AND BEVERAGE

Food and Beverage Service

. HOUSEKEEPING

Guest Room Cleaning

5. MARKETING

Promotions, Merchandising and Pricing
ACCOUNTING

Journalizing and Posting

INTRODUCTION TO HOSPITALITY
Marketing and Seiling in the Hospitality Industry
FRONT OFFICE

Yield Management




31.3. FOOD AND BEVERAGE
Sanitation and Safety '
31.4. HOUSEKEEPING
Public Area and Other Types of Cleaning _
'31.5. MARKETING
The Marketing Plan
31.6. ACCOUNTING
‘ The Month-End Accounting Process -
12.HAFTA ‘

32.1 INTRODUCTION TO HOSPITALITY:
| Managing Marketing Communication
32.2. FRONT OFFICE

Managing Human Resources
. FOOD AND BEVERAGE

-
[RS]
Ll

Facility design, Layout and Equipment
 HOUSEKEEPING

Ceiling, Walls, Furniture and Fixtures
. MARKETING

Pre-Opening I—ibtel Marketing
32.6. ACCOUNTING

The Year-end Accounting Process

2
e
£

(8]
38
[ 8

13 HAFTA

33.1, INTRODUCTION TO HOSPITALITY
Management Companies
Franchising
33.2. FRONT OFFICE
Summary
33.3. FOOD AND BEVERAGE
Financial Management
Food Service Automation-Hardware
33.4. HOUSEKEEPING
Beds, Linens and Uniforms
Carpets and Floors
33.5. MARKETING
Marketing-Mindedness at the Property Level

Strategic marketing in Action: Case Histories
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1. HAFTA

2. HAFTA

33.6. ACCOUNTING
Key Terms

34.1. INTRODUCTION TO HOSPITALITY
Ethics in Hospit;llity Management
34.2. FOOD AND BEVERAGE
{ Food Service Automation-Software
34.3-FRONT OFFICE
Case Study
34.4. HOUSEKEEPING
Interior Design
34.5. MARKETING
Growth Strategies
Current Trends and Future Passibilities
34.6. ACCOUNTING
Discussion Questions

-Sinavi yapilacakur.

35.1. HOSPITALITY TRAINING

A Framework for Training and Coaching
15.2. FACILITIES MANAGEMENT

The Role, Cost and Management of Hospitality Facilities
35.3. SECURITY

Security and the Lodging Industry
35.4. HOSPITALITY SUPERVISION

The Supervisor and the Management Process
35.5. HUMAN RESOURCES

Employment Laws, Planning and Staffing
35.6. ACCOUNTING

Hotel Revenue Accounting and Controls

36.1. HOSPITALITY TRAINING
Job Analysis and Development
36.2. FACILITIES MANAGEMENT



3. HAFTA

4 HAFTA

36.3.

Managing Maintenance Needs
SECURITY
Setting up the Security Program

16.4. HOSPITALITY SUPERVISION

36.35.

Ei‘chtive Communication
HUMAN RESOURCES
Job Analysis and Job Design

16.6- ACCOUNTING

37.3.

374.

38.6.

Hotel Expense Accounting

. HOSPITALITY TRAINING™

Hiring Trainable Employees

» FACILITY MANAGEMENT

" Water and Wastewater Systems

SECURITY
Security Equipment
HOSPITALITY SUPERVISION

Recruitment and Selection Procedures

. HUMAN RESOURCES

Planning and Recruiting

. ACCOUNTING

The Periodic Inventory Method

. HOSPITALITY TRAINING

Principles and Concepts of Learning

. FACILITIES MANAGEMENT

Electrical Systems

. SECURITY

Security Procedures Covering Guests Concerns

. HOSPITALITY SUPERVISION

Orientation and Training

5. HUMAN RESOURCES

Selection
ACCOUNTING

Hotel Financial Statements
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6. HAFTA

THAFTA

39.3.

39.4.

40.5.

40.6.

41.L

41.2,

41.3.

41.4.

4135,

_HOSPITALITY TRAINING

[ndividualized Training Methods

_FACILITIES MANAGEMENT

Heating, Ventilating dnd Air Conditioning Systems
SECURITY '

Departmental Responsibilities in Guests and Asset Protection
HOSPITALITY SUPERVISION )

Managing Productivity and Controlling Labor Costs

5, HUMAN RESOURCES

Orientation and Socialization -

. ACCOUNTING

The Analysis of Financial Statements

. HOSPITALITY TRAINING

Group Training Methods

. FACILITIES MANAGEMENT

Lighting Systems

. SECURITY

The Protection of Funds

. HOSPITALITY SUPERVISION

Evaluating and Coaching
HUMAN RESOURCES
Training and Development
ACCOUNTING

Statement of Cash Flows

HOSPITALITY TRAINING

Using Audiovisual Aids

FACILITIES MANAGEMENT

Laundry Systems

SECURITY

Additional management Responsibilities and Concerns
HOSPITALITY SUPERVISION

Discipline

HUMAN RESOURCES
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9. HAFTA

10. HAFTA

41.6.

3.1,

44.1.

442

44.3.

Evaluating Employee Performance
ACCOUNTING
Property and Equipment Accounting

. HOSPITALITY TRAINING

Developing Trainihg Programs

. FACILITIES MANAGEMENT

Telecommunication Systems

. SECURITY

Emergency Management

. HOSPITALITY SUPERVISION

Special Supervisor Concerns

5. HUMAN RESOURCES

Compensation Administration

. ACCOUNTING

Accounting for Other Noncurrent Assets

HOSPITALITY TRAINING
On Going Training

2. FACILITIES MANAGEMENT

Safety and Security Systems

. SECURITY

Safety in the Lodging Property

. HOSPITALITY SUPERVISION

Building an Effective Team

. HUMAN RESOURCES

Incentive and Benefit Administration

. ACCOUNTING

Inventory Accounting

HOSPITALITY TRAINING
Management Training and Development
FACILITIES MANAGEMENT

Waste Management

SECURITY
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12, HAFTA

444,

44.5.

44.6.

45.5.

45.6.

46.1.

46.4.

46.5.

46.6.

Developing a Safety Program
HOSPITALITY SUPERVISION
Motivation Through Leadership
HUMAN RESOURCES.
Labor Unions
ACCOUNTING

Hdspitality Payroll Accounting

. HOSPITALITY TRAINING

Pre-opgning Training

. FACILITIES MANAGEMENT

Food Service Equipment

. SECURITY

The Safety Commiitee

. HOSPITALITY SUPERVISION

Managing Conflict
HUMAN RESOURCES

Negotiation and Collective Bargaining
ACCOUNTING

Internal Control

HOSPITALITY TRAINING
Evaluating Training Programs

Communication in Training and Coaching

. FACILITIES MANAGEMENT

The Building and Exterior Facilities

. SECURITY

The Safety Priority Program
HOSPITALITY SUPERVISION
Time Management

HUMAN RESOURCES

Health, Safety and EAPs
ACCOUNTING

Selected Accounting Topics
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47.1. HOSPITALITY TRAINING
Attitudes and Motivation
Building a Team

47.2. FACILITIES MANAGEMENT

' Parking Areas
Lodging Planning Design
‘ ~47.3. SECURITY

OSHA and Safety

47,4, HOSPITALITY SUPERVISION
Managing Change

" 47.5, HUMAN RESQURCES

Turnover, Discipline and Exits

47.6. ACCOUNTING
Key Terms

14. HAFTA

48.1. HOSPITALITY TRAINING
~ Coaching and Counseling

Performance Reviews

48.2. FACILITIES MANAGEMENT
Food Service Planning and Design
Renovation

48.3. SECURITY
OSHA Standards

48.4. HOSPITALITY SUPERVISION
Professional Development and Future Trends

48.5. HUMAN RESOQURCES

~ Social Responsibility and Ethics
48.6. ACCOUNTING

Discussion Questions

- Smavi yapilacak ve kurs bitirme belgesi diizenlenecektir.



Degerlendirme Ozel Kurslar Tip Yonetmeliginin ilgili maddelerine

gore yapilacaktir.
12. Metod ve Teknikler: Yaparak-yagayarak (uygulamali) 6gretim metodu uygulanacaktir.
13, Programda Okutulacak Kitaplar: T.T.K Tarih.Say:

1. An Introduction to Hospitality Today Gerald W. Lattin 28.6.1996 /7304

2. Front Office Procedures MichaelL. Kasavanga,Richard Brooks 8.10.1996 /11316

3. Food and Beverage Management Jack D. Ninemeter 28.6.1996 / 7303

4. Managrug Housekeeping Operatious M, Kappa, A. Nitschke, P. Schappert 4.7.1996 /7534

5. Strategic Hotel / Motel Marketing ~ Christopher W.L. Hart, David Troy 8.10.1996 / 11319

6. Understanding Hospitality Accounting [ Raymond Cote 28.6.1996 /7313

7. Hospitality Facilities Management and Desigen  David M. Stipanuk, Harold Roffiman
8.10.1996 / 11318

8. Security and Loss Preventation Management Raymond Ellis, Jr. 26.6.1996 / 7305

9. Supervision In the Hospitality Industry ~ Raphael Kavanaugh, Jack Ninemeier 4.7.1996 /
7533

10. Human Resources Management Robert H. Woods 8.10.1996 /11317

11. Training For The Hospitlity Industry Lewis C. Forrest, Jr. 8.10.1996 / 11320

Biitiin kitaplar Amerikan Oteller ve Moteller Birligi Egitim Enstitiisii tarafindan

hazirlanmusgtir.

14) Programda Okutulan Dersler
32.Course: HOUSEKEEPING MANAGEMENT
(KAT HIZMETLERI YONETIMD)
BOLUM 1
1. Konaklama Islemlerinde Kat Hizmetlerinin Rolii
2. Kat Hizmetleri Béliimiiniin Planlama ve Organizasyonu
BOLUM 2
3. Ise Alma, Segme ve Yerlestirme
4. Egitim, Motivasyon ve Disiplin
BOLUM 3
5. Yonetim Envanterleri
6. Harcama Kontrolii
7. Giivenlik



BOLUM 4

9. Kat Hizmetlerinde Kullanilan Kimyasallar ve Sorumluluklar
10. Oda Temizligi

11.Genel Kullanim Alanlarmin ve Diger Alanlarin Temizlifi
12. Tavaniar, Duvariar ve Mobilyaiar

13. Yataklar, Ortiiler ve Uniformalar

14. Haltlar ve Zeminler

15. ic Mimari

Course: HOSPITALITY TODAY
(HIZMET SEKTORUNE GIRIS)
BOLUM 1
1. Seyahat ve Turizm Endiistrisi
2. Konaklama Kariyerlerini Tanima
BOLUM 2
3.Yiyecek Servisini Anlama
4, Restoran Organizasyonu
5. Otel Diinyasini Anlama
6. Otel Organizasyonu
7. Kliip Organizasyonu ve Isleyisi
8. Toplany1 Endiistririne Girig
BOLUM 3
9. Yonetim ve Liderligi Anlama
10. Insan Kaynaklan Yénetimi
11. Konaklama Endiistrisinde Saug ve Pazarlama
12. Pazariama Iletigimi Yénetimi
13. Yonetim Sirketleri
[4. Franchising
I5. Konaklama Ydnetim Ahlaki

Course: MARKETING OF HOSPITALITY SERVICES
( KONAKLAMA HIZMETLERININ PAZARLAMASI)
BOLUM 1

1, Pazartama Kavrami

2 Hizmet Pazarlamasimin Ayirdedici Ydnleri

BOLUM 2

3. Stratejik Pazarlama Planlamasi

4. Cevre Analizi

5. Uriin ve Rekabet Analizi



6. Pazar Analizi

BOLUM 3

7. Miilk Diizeyinde Pazarlama Kavraminin Biitiinlemesi
8. Saug

9. Reklam ve Halkla lligkiler

10. Promosyonlar, Ticaret ve Fiyatlar

BOLUM 4

11. Pazarlama Plam

12. Acilis Oncesi Otel Pazarlamas

13. Miilk Ditzeyinde Pazarlama Pazarlama Gorisi
14. Uygulamada Stratejik Pazarlama

BOLUM 5

15. Bilyiime Stratejileri

16. Bugiinitn Trendleri ve Gelecekteki Firsatlar

COURSE: HOTEL/MOTEL SECURITY MANAGEMENT
(OTEL/MOTEL GUVENLIK YONETIMI)
BOLUM 1

{. Konakiama Enditstrisinde Giivenlik

2. Giivenlik Progranumn Olusturulmasi
BOLUM 2

1, Giivenlik Malzemeleri

4. Gitvenlik islemleri

5. Acil Durum Yé§netini

BOLUM 3

6. Konaklama Binasinda Emniyet

7. Giivenlik Progranu Olugturulmasi
8. Gitvenlik Komitesi
9. Birincil Gilveniik Programi
BOLUM 4
10. OSHA ve Giivenlik

11. OSHA Standartlar




COURSE: FINANCIAL ACCOUNTING FOR TBHE
HOSPITALITY INDUSTRY ( KONAKLAMA ENDUSTRISI
MUHASEBESI)

1. Muhasebe Teorisi ve Uygulamas!

. I5 Organizasyonu

. Mali Rapotlar

. Muhasebe Cetvelleri

. Mal varligy, Borg Esitlik Hesaplar

P OIS Y

. Gelir ve Gider Hesaplar
. {5 Kayitlarinin Etkileri

. Borglar ve Krediler

O e ~1 Ch Lh

. Hesap Kayitlan

10. Y&vmiye Defterleri ve Postalama
11. Ay Sonu Hesap Igimeleri

12. Y1l Sonu Hesap Isemleri

COURSE: HUMAN RESOURCES MANAGEMENT
( INSAN KAYNAKLARI YONETIMI)

1. Is Kanunian, Planiama ve Personel

2. Is Analizi ve {g Diizeni

3. Miiracaat ve Segme Islemieri

4. Personel Segimi

5. Oryantasyon ve Sosyalizasyon

6. Egitim ve Geligtirme

7. Calisanlanin Performans Degerlendirmeleri
8. Ucret Yoénetimi

9. Mitkafat ve Menfaat Yénetimi

10. Birlikler

11. Muzakereler ve Pazarliklar

12. Saghik ve Giivenlik

13. Devir, Disiplin ve Cikiglar

14. Toplumsal Sorumluiuk ve Ahlak

COURSE: HOSPITALITY  INDUSTRY  TRAINING
(KONAKLAMA ENDUSTRISINDE EGITIM)

BOLUM 1

1. Egitim ve Yetistirmenin Anahatlart

2. Is Analizi ve Gelismesi



3. Egitilebilir Personelin ise Alinmasi
BOLUM 2

. Ogrenmenin Kavramlan ve Ilkeleri

=

5. Bireysellestirilmis Egitim Metodlan
6. Grup Egitimi Metodlar

7. Gorsel-Isitsel Yardimcilann Kullanimi
BOLUM 3
8. Egitim Programlarinin Geligtirilmesi
9 Is Siiresinde Devam Eden egitim

10. Yonetim Egitimi

1¥. Agilig Orcesi Egitimi

12. Egitim programlarinin Degerlendiriimesi
BOLUM 4

13. Egitimde letisim

14. Tutum ve Motivasyon

15. Ekip Olugturma

16. Yetistirme ve Damsmanlik

17, Performans taramast

COURSE: HOSPITALITY SUPERVISION (KONAKLAMA
ENDUSTRISINDE DENETIM)

. Denetleyici ve Yénetim Siireci :

. Etkili {letigim '

. Ise Alma ve Segme Islemleri

= W B

. Oryantasyon ve Egitim
5. Verimlilik Yonetimi ve I Maliyetlerinin Kontrolii
6. Yetigtirme ve Degerlendirme
7. Disiplin
8. Ozel Denetim Konular

9. Etkili Bir Ekip Olugturma

10, Liderlik Yoluyla Motivasyon

11. Anlagmazhk Y&netimi
12. Zaman Yonetimi

13. Degisim Yonetimi

14. Profesyonel Gelisim ve Gelecekteki Trendler



COQURSE: FACILITIES MANAGEMENT

(TESIS YONETIMI)

1. Konaklama Tesis Donanimlanimin Rolii, Maaliyeti ve Yénetimi
2. Bakim [htivaglannin Yénetimi

3.-Su ve Atiksu Sistemleri

4. Elektrik Sistemlen

. Isnma,'Havalandlrma ve Klima Sistemleri

. Aydinlatma Sistemleri

. Camagirhane Sistemleri

o ~1 SN LA

. Telekomiinikasyon Sistemleri
9. Giivenlik Sistemleri

10. Atk Yonetimi

11. Yiyecek Servis Malzemeleri
- 12, Bina ve Dis Donamumlar

13. Park Alanlan

i4. Otel Dizaym

15. Yiyecek Servisi Plan ve Dizaynt

16. Yenileme

COURSE: FRONT OFFICE PROCEDURES
(ONBURO [SLEMLERI)

1. Konaklama Endiistrisi

2. Otel Organizasyonu

3. On Biiro Islemleri

4. Rezervasyonlar

5. Kayutlar

6. On Biiro Sorumluluklar

7. On Biiro Muhasebesi

8. Check-Out

9. Gece Miidarligi

10. Islemierin Planlanmas: ve Degerlendirmesi
t1. Odemeler Yénetimi

12. insan Kaynaklart Yénctimi

COURSE: FOOD AND BEVERAGE MANAGEMENT
(YIYECEK ICECEK YONETIMI)

1. Yiyecek Servisi Yonetimi

2. Yiyecek Igecek Operasyonlarinin Yonetimi

3. Yénetimin Temelleri



'

. Yiyecek Igecek Pazarlamast
5. Beslenme
6. Menu
7. Standart Uriin Malivetleri ve Fiyatlandirma Stratejileri -
8. Uretim Hazirhklan
9. Uretim
10. Yiyecek Igecek Servisi
11. Temizlik ve Guvenlik
' 12, Donamim dizayni, Planlama ve Malzeme
13, Mali Ydnetim

14, Yiyecek Servisi Otomasyonu



