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DERS KATALOG FORMU / COURSE DESCRIPTION FORM

FAKULTE: Edebiyat Fakiiltesi

FACULTY: Faculty of Arts

BOLUMU: Arapga Miitercim ve Terclimanlik

DEPARTMENT: Arabic Translation and Interpreting

DERSIN ADI: Dokiimantasyon Cevirisi

COURSE TITLE: Documentation Translation

KODU: Yartyili: 7 (YEDI)
COURSE CODE: || | *A425 Semester: 7% (SEVENTH)
KREDISI: 3 Kredi 5 AKTS T+U Saat: 2+1=3
CREDIT: 3 Credits 5 EKTS T+P (HOURS): 2+1=3
DERSIN TURU: Secmeli DERSIN DILI: Arapca
COURSE TYPE: Elective Language of Instruction: || Arabic
ON KOSULLARI: | YOK

PREREQUISITES: ||NONE

DERSI VEREN: Ogr. Gor. Kadriye AYRIK
Resmi belgelerin ¢evirisi; sézlesmeler, diplomalar, transkriptler,
DERSIN [CERIGi: vekaletnameler, ticari belgeler ve teknik dokiimanlar; belge formati ve
" || terminoloji yonetimi; noter onayli ¢eviri siiregleri; belge cevirisinde kalite
kontrol; uygulamali ¢eviri ¢aligmalari.
ggH'I?EETS Translation of official documents, including contracts, diplomgs, transcripts,
) powers of attorney, commercial documents, and technical materials; document
formatting and terminology management; notarized translation procedures;
quality control in document translation; and practical translation exercises.
Bu dersin amaci, 6grencilerin resmi, teknik ve kurumsal belgelerin ¢evirisinde
DERSIN gzmqnlagmglarlm saglamak; belge tirlerine 6zgii termin(?lpji, format ve }'is'lup
AMACLARI: Ozelliklerini 6gretmek ve mesleki standartlara uygun geviri yapma becerisi
' kazandirmaktir.
COURSE Thg gim of th!s course _is to erjable students to specialize in the translation of
OBJECTIVES: official, technical, and institutional documents; to teach terminology, format,

and stylistic features specific to different document types; and to equip
students with the skills to perform translations in accordance with professional
standards

DERSIN OGRENME KAZANIMLARI (Ciktilar1):
LEARNING OUTCOMES OF THE COURSE:

Ogrenme Ciktilar1 (OC) Learning Outcomes (LO) oy

Bu dersi basari ile tamamlayan 6grenciler:

The students who succeeded in this course :




OC - 1 [Farkl1 belge tiirlerini ay1rt eder.

: 1,5

LO - 1 |Distinguishes between different types of documents.

OC - 2 |Resmi ve teknik belgeleri uygun terminoloji ile gevirir.

: 1,5

LO — 2[Translates official and technical.

OC - 3 Ceviri sorunlarimi dizgelestirir ve ¢evirisel kararlari gerekgelendirir.

: 15

LO — 3|Systematize translation problems and justify translational decisions.

OC - 4 Belge formatina uygun ceviri diizeni olusturur.

: 15

LO — 4 |Produces translations that conform to the document’s format.

OC - 5 [Terminiloji yonetimi araglarini kullanir.

: 15

LO - 5 |Utilizes terminology management tools.

oC 6: Ceviride kalite kontrol stirecini uygular.

L-O 6: 15
" |Applies quality control processes in translation.

« ~ . [Mesleki etik ve gizlilik ilkelerine uygun calisir.

OCT: 15

Lo Works in accordance with Professional ethics and confidentiality principles.

OY: Olgme ve degerlendirme yontemi (1: Yazili Sinav, 2: Sozlii Sinav, 3: Ev Odevi, 4: Final Smavi)
AM: Assessment Methods and Criteria: (1: Midterm Exam, 2: Quiz / Oral Exam, 3: Homework, 4:
Final Exam)

DERSIN VERILIS SEKLI
MODE OF DELIVERY:
Yuz yize / Cevirimici
face-to-face / Online

OGRETIM YONTEMLERI:
PLANNED LEARNING ACTIVITIES AND TEACHING METHODS:

Anlatim, Alistirma, Tartisma,
Lecture, Exercises, Discussion etc.




DERS AKISI
WEEKLY LECTURE PLAN

HAFTA
WEEK

KONULAR
TOPICS

Dokumantasyon ¢evirisine giris ve temel kavramlar
Introduction to documentation translation and core concepts

Yilmaz, A. (2018). Belge ve Dokiimantasyon Cevirisi: Kuramsal ve Pratik Yaklagimlar.
Ani Yaymcilik.

Anlatim, Tartisma
Lecture, Discussion

Resmi belge tirleri ve metinsel 6zellikleri (Diploma, Transkript, Sertifika)
Official document types and textual features (Diploma, Transcript, Certificate)

T.C. Milli Egitim Bakanlig1 (2020). Resmi Yazisma ve Belge Diizenleme Kilavuzu.

Metin Incelemesi, Alistirma
Text Analysis, Exercises

Hukuki belgeler ve sozlesme metinlerinin cevirisi
Translation of legal documents and contract texts

Ay jal) dagill Hla dandat Ay 1Ay gilall 3G Gl 5 0 g8l daa 3 .(2021) AL geaia,

Anlatim, Ceviri Uygulamalari
Lecture, Translation Practices

Akademik belgelerin gevirisi ve denklik strecleri
Translation of academic documents and equivalence procedures

Yiiksekdgretim Kurulu (YOK) (2022). Yurtdis1 Diploma Denklik ve Belge Inceleme
Esaslari.

Uygulamali Ceviri, Tartisma
Practical Translation, Discussion

Ticari belgeler ve uluslararas1 yazismalarin ¢evirisi
Translation of commercial documents and international correspondence

Sahin, M. (2019). Ticari Ceviri ve Is Diinyas1 Yazismalar1 El Kitab1. Seckin Yayincilik.

Metin Analizi, Uygulama
Text Analysis, Practice

Teknik dokiimanlar, kullamim kilavuzlar ve sartnameler
Technical documents, user manuals, and specifications

3 g Allal) daala <l gdida , Lgiliaalat g Lgslli sdzalal) g 483 daa ) (2017) Cps o Aad),

Anlatim, Ceviri Calismalari
Lecture, Translation Work




Terminoloji yonetimi ve Bilgisayar Destekli Ceviri (CAT) araclari
Terminology management and Computer-Assisted Translation (CAT) tools

Ersoz, S. (2020). Ceviri Teknolojileri ve Terim Veritabani Olusturma Rehberi. Kuram
Yaylart.

Bilgisayar Destekli Uygulama
Computer-Assisted Practice

8: Ara Sinav
Mid-term Exam
9: Belge formati, mizanpaj ve sayfa diizenleme (DTP)
Document format, layout, and desktop publishing (DTP)
Ceviri Isletmeleri Dernegi (2021). Ceviride Sayfa Diizeni ve Lokalizasyon Standartlari.
Uygulama, Metin Diizenleme
Practice, Text Editing
10: Noter onayh ceviri siirecleri ve yeminli terciimanhk hukuku
Notarized translation processes and the law of sworn translation
Kaynak / Resource: Tiirkiye Noterler Birligi (2023). Yeminli Terciimanlik Islemleri ve
Ceviri Onay Yonetmeligi.
Anlatim, Vaka Incelemesi
Lecture, Case Study
11: Kalite kontrol, redaksiyon ve son okuma surecleri
Quality control, revision, and proofreading processes
S0 D g salll GA 5 Aan) yall julae rdas il 2352 (2019) nass e,
Tartigma, Redaksiyon Uygulamalari
Discussion, Revision Practices
12: Uygulamal resmi belge cevirisi I: Kamu evraklar
Applied official document translation I: Public documents
Ogretim Elemam Tarafindan Hazirlanan Tiirkge-Arapga Resmi Belge Ornekleri.
Uygulama, Grup Calismast
Practice, Group Work
13: Uygulamal resmi belge cevirisi II: Sirket ve ticaret evraklar
Applied official document translation 11: Corporate and commercial documents
Uluslararasi Ticaret Odas1 (ICC) (2022). Tipik Ticari Sézlesmeler ve Belge Sablonlari.
Uygulama, Sunum
Practice, Presentation
14: Tasdik serhleri (Apostil) ve uluslararasi belge gecerliligi

Certificates of authentication (Apostille) and international validity of documents

4




Karaman, T. (2020). Uluslararas1 Hukukta Belge Giivenligi ve Apostil Serhi. Adalet
Yayinevi.

Vaka Incelemesi, Uygulama
Case Study, Practice

15:

Ceviri biirolarinda is akis1 yonetimi ve arsivleme
Workflow management and archiving in translation agencies

Ll o slal) Alsa (5051 483 ,Y aalocill ) 2DV (g Aen il g jLie 310 (2022) dene el

Analiz, Similasyon
Analysis, Simulation

16:

Final Sinawv1
Final Exam

Onerilen Diger Kaynaklar

Recommended Reading

[1] || Karadag, A. (2019). Yeminli Terciimanlik ve Resmi Belgelerin Cevirisi: Yasal
Sorumluluklar ve Uygulamalar. Diwan Yayinlari.
[2] Gl s AaealSY) Cilaledll 5 Al G5l dan g delia 8 an jidl Qi (2023) Ols e canla,
[3] Ozcan, E. (2021). Ceviride Kalite Guvencesi: Belge Cevirisinde Editorluk ve
Redaksiyon Siiregleri. Kuram Yayinlari.
Say1 Katki Pay1 (%)
Quantity Percentage (%)
DEGERLENDIRME Ara Sinav
EVALUATION SYSTEM:
Odev 0
Homework ! %20
Y.ar1y11 Sonu Sinavi 1 % 50
Final Exam




