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 موذج وصف المقررن

 

 وصف المقرر

 

 

 يؼٓذ الاداسح انزقُٙ انًؤسسخ انزؼهًٛٛخ .1

 قسى رقُٛبد اداسح انًكزت    / انًشكز ؼهًٙ انقسى ان .2

 انًشاسلاد ثبنهغخ الاَكهٛزٚخ اسى / سيز انًقشس .3

 اسجٕػٙ ) َظش٘( أشكبل انحؼٕس انًزبحخ .4

 انسُٕ٘  2116/2117 انفظم / انسُخ .5

 سبػخ  اسجٕػٛب 15 )انكهٙ(ػذد انسبػبد انذساسٛخ  .6

 23/11/2116  ربسٚخ إػذاد ْزا انٕطف .7

 أْذاف انًقشس .8

ثبلاػًبل انزجبسٚخ ٔانشؤٌٔ سهٕة رحشٚش مًٛغ انشاسبلم انًزؼهقخ لاانٓذف انؼبو: رقذٚى ٔرؼهٛى انطبنت 

 .خانًبنٛ
فٙ  انًشرجطخ فٙ انهغخ الاركهٛزٚخ ٓبٔإَاػ انشسبلمانٓذف انخبص: اػطبء انطبنت يؼشفخ ػٍ كٛفٛخ رحشٚش

 يٍ انًشاسلاد انزٙ ركزت ػٍ ؽشٚق انسكشربسٚخ فٙ ْزِ انًُٓخ.ٖ انشؤٌٔ انزجبسٚخ يغ إَاع اخش
 
 
 

يوفر وصف المقرر هذا إيجازاً مقتضياً لأهم خصائص المقرر ومخرجات التعلم المتوقعة من الطالب تحقيقها 

المتاحة. ولابد من الربط بينها وبين وصف التعلم مبرهناً عما إذا كان قد حقق الاستفادة القصوى من فرص 

 ؛البرنامج.
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 ٔؽشالق انزؼهٛى ٔانزؼهى ٔانزقٛٛى ًقشسبد انيخشم .11

  ْذاف انًؼشفٛخ الأ -أ
 ٚؼشف انطبنت انًشاسلاد -1أ

 ٚحذد انطبنت إَاع انشاسبلم  -2أ

 إَاع انًشاسلاد انزجبسٚخ  ثٍٛ ًٚٛز انطبنت -3أ
 انشسبلم انزجبسٚخ ثبنهغخ الاَكهٛزٚخاسهٕة رحشٚش  انطبنتٚزؼهى  -4أ
 ٚفٓى انطبنت طفبد انشسبلم انزجبسٚخ -5أ
 هى انطبنت ثؼغ انًفشداد الاَكهٛزٚخ انخبطخ ثبنًشاسلاد انزجبسٚخؼٚز  -6أ

  ًقشس.انخبطخ ثبن ٛخانًٓبسارالأْذاف   -ة 

 ٚزًشٌ انطبنت ػهٗ كزبثخ انشاسبلم انزجبسٚخ – 1ة

 ٗ يظبسٚف انشحٍٚزؼشف ػه – 2ة

 ٚسزطٛغ كزبثخ يخزظشاد ثؼغ انًظطهحبد انًزؼهقخ ثبنشسبلم انزجبسٚخ – 3ة

     
 ؽشالق انزؼهٛى ٔانزؼهى      

 

 ٔسبلم اٚؼبح انكزشَٔٛخ –اسزخذاو انسجٕسح  -انحٕاس   -انًُبقشخ  

 

 
 ؽشالق انزقٛٛى      

 

 اخزجبساد شفٕٚخ ٔرحشٚشٚخ

 

 
 قًٛٛخ الأْذاف انٕمذاَٛخ ٔان -ج

 ٚظغٙ انطبنت انٗ ششح الاسزبر -1ج

 ٚزفبػم انطبنت يغ ششح الاسزبر -2ج

 ٚحس انطبنت ثبًْٛخ انٓذٔء فٙ انقبػخ نغشع اسزٛؼبة انًبدح -3ج

 ٚشؼش انطبنت ثبنشاحخ ٔػذو انشذ انؼظجٙ اثُبء انًحبػشح -4ج

  
 ؽشالق انزؼهٛى ٔانزؼهى     

 

 نؼت الادٔاس –انًجبيٛغ  -انًُبقشبد  

 
 ؽشالق انزقٛٛى    

 رقذٚى رقبسٚش حٕل انًٕاػٛغ انزٙ رخض انًبدح

 اخزجبساد شفٕٚخ ٔرحشٚشٚخ
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 انًُقٕنخ ) انًٓبساد الأخشٖ انًزؼهقخ ثقبثهٛخ انزٕظٛف ٔانزطٕس انشخظٙ (.انزأْٛهٛخ انؼبيخ ٔ انًٓبساد -د 

 اثُبء انًحبػشحٚجٛت ػهٗ اسئهخ الاسزبر  -1د

 فٙ يجبل انًشاسلادٚؼذ رقبسٚش رخض انًبدح  -2د

 ٚكٌٕ قبدسا فٙ حبنخ رٕظٛفّ ػهٗ كزبثخ انشسبلم انزجبسٚخ -3د

   ٚزؼهى ثؼغ انًظطهحبد انخبطخ ثبنًشاسلاد انزجبسٚخ ثبنهغخ الاَكهٛزٚخ -4د
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 ثُٛخ انًقشس .11

اسى انٕحذح / أٔ  يخشمبد انزؼهى انًطهٕثخ انسبػبد الأسجٕع

 انًٕػٕع
ؽشٚقخ 

 انزؼهٛى
ؽشٚقخ 

 انزقٛٛى

First and 

Second 
5 Define the 

correspondence its 

types, the Importance 

of business letters, 

Kind of letters, 

characteristics of 

commercial 

messages. 

Definition of 

correspondence its 

types, the 

Importance of 

business letters, 

Kind of letters, 

characteristics of 

commercial 

messages. 

شفٕ٘  َظش٘

 ٔرحشٚش٘

Third and 

Forth 
5  Realize the Enquiry 

letter: Definition, 

opening and Ending 

sentences in writing 

Enquiry letters. 

The Enquiry 

letter: Definition, 

opening and 

Ending sentences 

in writing Enquiry 

letters. 

شفٕ٘  َظش٘

 ٔرحشٚش٘

Fifth 5 Know the way of 

writing Enquiry letter 

with practical 

exercises. 

The way of 

writing Enquiry 

letter with 

practical 

exercises. 

شفٕ٘  َظش٘

 ٔرحشٚش٘

Sixth 5  Learn about pricing 

and terms used in 

pricing. 

Pricing and terms 

used in pricing. 
شفٕ٘  َظش٘

 ٔرحشٚش٘

Seventh 

and 

Eighth 

5 Impart Answer letter 

to the inquiry (offer) 

and how to edit the 

message presentation 

with practical 

exercises. 

An Answer letter 

to the inquiry 

(offer) and how to 

edit the message 

presentation with 

practical 

exercises. 

شفٕ٘  َظش٘

 ٔرحشٚش٘

Ninth 5 Write a message 

rejected the offer and 

the method of editing 

or writing a message 

rejected the offer with 

practical exercises. 

Write a message 

rejected the offer 

and the method of 

editing or writing 

a message rejected 

the offer with 

practical 

exercises. 

شفٕ٘  َظش٘

 ٔرحشٚش٘
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Tenth and 

Eleventh 
5 Compose order letter: 

Introduction its types, 

the, vocabulary used 

in implementing the 

order and the 

Rejection of the 

order. 

Order letter: 

Introduction its 

types, the, 

vocabulary used in 

implementing the 

order and the 

Rejection of the 

order. 

شفٕ٘  َظش٘

 ٔرحشٚش٘

Twelfth 5 Distinguish between 

different designs for 

commercial 

messages.  

Different designs 

for commercial 

messages. 

شفٕ٘  َظش٘

 ٔرحشٚش٘

Thirteenth 5 Realize invoice: 

Definition, 

Importance, its 

contents, kinds, way 

of writing the 

invoice. 

Invoice: 

Definition, 

Importance, its 

contents, kinds, 

way of writing the 

invoice. 

شفٕ٘  َظش٘

 ٔرحشٚش٘

Fourteenth 

and 

Fifteenth 

5 Understand the letter 

of complaint : 

Definition , written 

reasons , edit mode , 

and practical 

Exercises 

Letter of 

complaint : 

Definition , 

written reasons , 

edit mode , and 

practical Exercises 

شفٕ٘  َظش٘

 ٔرحشٚش٘

Sixteenth 5 Learn how replay to 

complaint: Definition 

edit mode, practical 

Exercises. 

Replay to 

complaint: 

Definition edit 

mode, practical 

Exercises. 

شفٕ٘  َظش٘

 ٔرحشٚش٘

Seventeent

h and 

Eighteen 

5  Sort out canning and 

packing and shipping: 

Definition, 

Importance, 

Vocabulary used in 

this field. 

Canning and 

packing and 

shipping: 

Definition, 

Importance, 

Vocabulary used 

in this field. 

شفٕ٘  َظش٘

 ٘ٔرحشٚش

Nineteenth 5  Know the services of 

telecommunication 

and cables: 

Definition, 

Importance, written 

reasons, edit mode. 

Services of 

telecommunicatio

n and cables: 

Definition, 

Importance, 

written reasons, 

edit mode. 

شفٕ٘  َظش٘

 ٔرحشٚش٘
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 انجُٛخ انزحزٛخ  .12

 لإٚمذ ـ انكزت انًقشسح انًطهٕثخ 1

 لإٚمذ )انًظبدس(  ـ انًشامغ انشلٛسٛخ 2

Twenty 5  Known the fax 

system: Definition, 

Importance, method 

of writing and 

sending it. 

Fax system: 

Definition, 

Importance, 

method of writing 

and sending it. 

شفٕ٘  َظش٘

 ٔرحشٚش٘

Twenty – 

First 
5 Learn about computer 

system: Definition 

History, Importance, 

and using computer 

as modern means of 

communication. 

Computer system: 

Definition 

History, 

Importance, and 

using computer as 

modern means of 

communication. 

شفٕ٘  َظش٘

 ٔرحشٚش٘

Twenty – 

second and  

third 

5 Using the internet: 

Definition, 

Importance, using 

Internet as a modern 

means of 

communication. 

Internet: 

Definition, 

Importance, using 

Internet as a 

modern means of 

communication. 

شفٕ٘  َظش٘

 ٔرحشٚش٘

Twenty – 

forth fifth  

Sixth and  

seventh 

5  Know types of 

correspondence 

written by Secretary, 

Appointments, 

bookings in hotels, 

congratulatory 

messages with 

practical exercises for 

writing such letters. 

Types of 

correspondence 

written by 

Secretary, 

Appointments, 

bookings in hotels, 

congratulatory 

messages with 

practical exercises 

for writing such 

letters. 

شفٕ٘  َظش٘

 ٔرحشٚش٘

Twenty – 

eighth 

ninth and 

Thirty 

5 Lists card for the 

commercial terms 

and abbreviations 

related to commercial 

messages and all 

other topics 

mentioned above. 

Lists card for the 

commercial terms 

and abbreviations 

related to 

commercial 

messages and all 

other topics 

mentioned above. 

شفٕ٘  َظش٘

 ٔرحشٚش٘
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               ـ انكزت ٔانًشامغ انزٙ ٕٚطٗ ثٓب  ا

 ( انًجلاد انؼهًٛخ , انزقبسٚش ,.... ) 
 ٔانزقبسٚشانًجلاد انؼهًٛخ 

كزشَٔٛخ, يٕاقغ الاَزشَٛذ ة ـ انًشامغ الان

.... 
الاػزًبد ػهٗ الاَزشَذ ثبلاػبفخ انٗ انكزبة انًُٓجٙ انًسبػذ 

 . انًٕمٕد

 

 خطخ رطٕٚش انًقشس انذساسٙ  .13

   فٙ حبنخ ٔمٕد ا٘ خطخ ثذٚهخ رزكش نهزؼهٛى ٔانزؼهى خبسج انخطخ

                                                      

 

 
 


