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Ozet

Bu ¢alisma, Giineydogu Anadolu Bélgesinde bulunan bir devlet tiniversitesinde gorev yapan boliim sekreteri, yazi isleri ve
personel isleri elemanlarina resmi yazigma konusunda Tiirkee yazim egitimi verilmesi ve bu egitimin ¢esitli bilimsel
olctitlerle degerlendirilmesi amaciyla yapilmistir. Deneysel desenli bu ¢alisma gergevesinde dncelikle bu egitimi alacak
personel tespit edilmis ve s6z konusu iiniversitenin gesitli birimlerinden onar adet resmi yaz1 6rnegi istenmistir. Bu resmi
yazilar Tiirkgenin ciimle, ifade; yazim ve noktalama 6zellikleri bakimindan degerlendirilmis ve personelin bu yazilardaki
Tiirk¢e yazim durumuna gore bir 6n test hazirlanmistir. Bu 6n teste ve daha 6nce alinan resmi yazi 6rneklerine gore
personelin ihtiyaci olan bir egitim plani yapilmugstir. Bu egitimde teorik bilginin sunulmasinin yaninda birimlerden alinan
yazilar 1s1ginda 6rnekler tizerinden uygulamalar da yapilmistir. Ayrica, bu egitimlerde personelin Tirkge yazim ve
noktalama kurallariyla ilgili her zaman ulagabilecekleri internet adresleri de tanitilmistir. Personelin sorularla aktif olarak
da katildigt bu egitimlerin ardindan onlara son test uygulanmigstir. Bu testin tizerinden belli bir zaman gegtikten sonra
yine s6z konusu tiniversitenin birimlerinden onar adet resmi yazi drnedj istenmistir. Béylece egitim 6ncesi ve sonrasinda
elde edilen veriler kendi aralarinda karsilagtirmali olarak analiz edilmistir. Bu analizlere gore verilen Tiirkge yazim

egitiminin etkili oldugu ve ilgili personelin cimle, ifade; yazim ve noktalama konularinda bir gelisim gésterdigi ortaya

konmustur. Bunun yaninda, personelde Tiirkge yazim konusunda bir duyarliligin olustugu da gozlemlenmistir. Thtiyaca

dayali bu tarz resmi yazigma egitimlerinin yazisma kalitesi ve personel farkindaliginin artmasina katk: sagladig ifade

edilebilir.
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Abstract

This study was carried out in order to provide Turkish official correspondence training to the administrative staff
including the secretaries of different departments and editorial staff working at a public university in the south-east part
of Turkey and to evaluate the effectiveness of this training within the framework of various scientific criteria. Within the
framework of this experimental study, first of all, the administrative staff who will receive this training were determined
and ten official writing samples were requested from various units of the university. These official writings were evaluated
in terms of sentence, orthography and punctuation features. According to these evaluations, a pre-test was prepared.
Taking into consideration official writing samples and the results of the pre-test, the training programme was
determined and organized in accordance with the writing needs of administrative staff who are responsible for official
correspondence. In this training, in addition to the presentation of theoretical knowledge related to official
correspondence rules, practices related to these rules were also made, considering samples taken from different units.
Moreover, the internet addresses related to official correspondence rules and Turkish orthography and writing rules that

the administrative staff can always have access to and make use of were introduced. After these trainings in which the




staff had the chance to participate actively, ask and discuss their questions, a post-test was applied. After a certain time
passed after this test, ten official writing samples were requested from the units. Thus, the data obtained before and after
the training were analyzed comparatively. The results showed that the official correspondence training within the scope
of this study was effective and the administrative staff improved their writing skills relatively in terms of sentence,
orthography and punctuation. Also, it was observed that writing awareness of the staff raised after the training. It can be
said that this type of official correspondence trainings based on the need analysis can contribute to the process of

improving correspondence quality and increasing the administrative staff’s writing awareness level.
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