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On Kosul Dersleri

Dersin Dili
Dersin Seviyesi

Dersin Tiiri

Boliim/Program
Koordinatori

Dersi Verenler

Dersin Yardimcilari

Dersin Amaci

Dersin Icerigi

Tlrkge

On lisans

Segmeli

Ogretim Goérevlisi Serdar CANBAZ

Ogretim Gorevlisi Isil TUZUN ARPACIOGLU

Bu dersin amaci, isletmelerde kullanilan ticari belgeler, ihtiyari belgeler,
vergi usul kanununa gore dliizenlenmesi gereken belgeler ile Tirk Ticaret
Kanununa goére dizenlenmesi gereken belgeler hakkinda bilgi sahibi
etmektir.

Isletmelerle ilgili genel bilgiler - Ticaret sicili ile ilgili genel bilgiler - Ticari
belgeler hakkinda genel diizenlemeler - Kiymetli evrakin tanimi, unsurlar ve
6zellikleri - Ticari hayatta kullanilan belgelerle ilgili temel kavramlar -
Isletmelerce kullanilan ihtiyari belgeler - Vergi Usul Kanunu’nda yer alan
belgeler - Vergi Usul Kanunu ile verilen yetkiye gbre diizenlenmesi gereken
belgeler - Belge dlizenine uyulmamasinin mueyyideleri - Tlrk Ticaret
Kanununa goére dizenlenmesi gereken belgeler - Kambiyo Senetleri - Emtia
Senetleri - Menkul Kiymetler - Diger kanunlarca dizenlenmesi gereken
belgeler - Ticari Defterler

anlayabilme.

bilebilme.

diizenleyebilme.

- L .. . Olcm
Dersin Ogrenme Ciktilan Ogretim Yontemleri Yii(r:t:;em‘leeri
Ticari belgeleri taniyabilme. Anlatim, tartisma, soru-cevap,  Ara sinav, yariyil
ornek olay sinavi

Ticari belgeler ilgili genel hikimleri

Anlatim, tartisma, soru-cevap,  Ara sinav, yariyil
ornek olay sinavi

Belge diizenine uyulmamasinin mieyyidelerini

Anlatim, tartisma, soru-cevap, Ara sinav, yariyil
ornek olay sinavi

Mevzuata uygun ticari belgeler

Anlatim, tartisma, soru-cevap, Ara sinav, yariyil
ornek olay sinavi




Isletmeler tarafindan diizenlenen ticari

belgeleri taniyabilme. .
ornek olay

Kiymetli evraklari taniyabilme.

Anlatim, tartisma, soru-cevap,

Anlatim, tartisma, soru-cevap,

Ara sinav, yariyil
sinavi

Ara sinav, yariyil

ornek olay sinavi

Ogretim N

Yéntemleri: Anlatim, tartisma, soru-cevap, érnek olay

Olgme Ara sinav, yariyil sinavi

Yontemleri: » yarly

DERS AKISI

Hafta Konular On Hazirhk

Recep Oktem,
. Ticari Bilgi ve

1 Isletmelerle ilgili genel bilgiler Belgeler, Tirkmen
Kitabevi
Recep Oktem,
Ticari Bilgi ve

2 Ticaret sicili ile ilgili genel bilgiler Belgeler, Tirkmen
Kitabevi
Recep Oktem,
Ticari Bilgi ve

3 Ticari belgeler hakkinda genel diizenlemeler Belgeler, Tirkmen
Kitabevi
Recep Oktem,
Ticari Bilgi ve

4 Kiymetli evrakin tanimi, unsurlan ve 6zellikleri Belgeler, Tirkmen
Kitabevi
Recep Oktem,
Ticari Bilgi ve

5 Ticari hayatta kullanilan belgelerle ilgili temel kavramlar Belgeler, Tirkmen
Kitabevi
Recep Oktem,

. Ticari Bilgi ve
6 Isletmelerce kullanilan ihtiyari belgeler Belgeler, Tirkmen

Vergi Usul Kanunu’nda yer alan belgeler, Vergi Usul Kanunu ile verilen

yetkiye gore dizenlenmesi gereken belgeler

8 Belge dlizenine uyulmamasinin mieyyideleri

Kitabevi

Recep Oktem,
Ticari Bilgi ve
Belgeler, Tirkmen
Kitabevi

Recep Oktem,
Ticari Bilgi ve
Belgeler, Tirkmen




ARA SINAV

10 Turk Ticaret Kanununa gore dlizenlenmesi gereken belgeler

Kambiyo Senetleri

11

Emtia Senetleri

12

Menkul Kiymetler

13

Diger kanunlarca diizenlenmesi gereken belgeler

14

Ticari Defterler

15

Kitabevi

Recep Oktem,
Ticari Bilgi ve
Belgeler, Tlirkmen
Kitabevi

Recep Oktem,
Ticari Bilgi ve
Belgeler, Tlirkmen
Kitabevi

Recep Oktem,
Ticari Bilgi ve
Belgeler, Tirkmen
Kitabevi

Recep Oktem,
Ticari Bilgi ve
Belgeler, Tirkmen
Kitabevi

Recep Oktem,
Ticari Bilgi ve
Belgeler, Tlirkmen
Kitabevi

Recep Oktem,
Ticari Bilgi ve
Belgeler, Tirkmen
Kitabevi

Recep Oktem,
Ticari Bilgi ve
Belgeler, Tarkmen
Kitabevi

Ders Notu

Diger Kaynaklar

KAYNAKLAR

Recep Oktem, Ticari Bilgi ve Belgeler, Tiirkmen Kitabevi

Iigili makaleler.

Dokiimanlar
Odevler

Sinavlar

MATERYAL PAYLASIMI

Personel web sayfasi
Personel web sayfasi

Personel web sayfasi




DEGERLENDIRME SiSTEMi

YARIYIL ICI CALISMALARI SAYISI KATKI YUzZDESi
Ara sinav 1 40
Yil icinin Basariya Orani 1 40
Finalin Basariya Orani 1 60
Toplam 2 100
DERS KATEGORIiSi Sosyal Bilimler % 100
DERSIN PROGRAM CIKTILARINA KATKISI
.o Katki Dizeyi
No Program Ogrenme Ciktilar
12345
1 Isletme ydnetimi ile ilgili temel bilgi ve becerileri kavrayabilme. X
2 Isletme ydnetimi ile ilgili temel bilgi teknolojileriyle birlikte gelismis paket
programlari kullanabilme.
3 Yénetim fonksiyonlarina teorik agidan hakim oldugunu gosterebilme ve bu X
fonksiyonlari pratik agidan uygulayabilme.
4 Isletmelerde biiro diizenine, calisma sartlarina ve ekip calismasina uyum saglama
yetenegini kazanabilme.
5 Isletmelerin kurulus ve isleyisi siirecindeki biitiin mevzuata hakim olabildigini X
gosterebilme.
& Makro ve mikro boyutta ekonomi bilgisine sahip olabilme.
7 Yeterli dizeyde mesleki yabanci dil bilgisine sahip olabilme.
8 Is yasaminda ve is iliskilerinde meslek etigine ve sosyal sorumluluk anlayisina X
sahip oldugunu gosterebilme.
9 Isletme iginde dogabilecek durum ve olaylara dair sorunlari algilama ve sorunlara X
yaratici gézimler gelistirme yetenedini kazanabilme.
10 Atatiirk Ilkeleri ve Inkilaplar ve Tirkgeyi kullanma konusunda yeterli bilgi ve biling X
dlizeyine erisebilme.
AKTS / is YUKU TABLOSU
L Toplam
Etkinlik SAYISI ;SS”:;' ts Yika
(Saat)
Ders Siresi (Sinav haftasi dahildir: 15x toplam ders saati) 15 2 30
Sinif Disi Ders Calisma Siresi(On calisma, pekistirme) 15 1 15




Ara Sinav 1 7 7

Kisa Sinav

Odev(ler)/Seminer(ler)

Uygulama (Lab., Atdlye, Arazi,... Raporlari)

(D] T 1] ol GO )

Yariyll sonu sinavi 1 8 8
Toplam Is Yiikii 60
Toplam is Yiikii / 30 (s) 2
Dersin AKTS Kredisi 2

Course Introduction Form (ingilizce) Form 2b:
Course Information
Year of - ;
Curriculum Course Title Code Semester L+P Hour Credits ECTS
2013-2014 Commercial MVP13214 Spring 240 2 2
Documents

Prerequisites
Language of Turkish

Instruction

Course Level

Course Type

Department/Program
Coordinator

Instructors

Assistants

Goals

Content

Associate's Degree
Elective
Lecturer Serdar CANBAZ

Lecturer Isil TUZUN ARPACIOGLU

The purpose of this course, the commercial documents used in business,
voluntary documents, tax documents to be issued by the procedural law
according to the Turkish Commercial Code documents to be issued is to
have knowledge about.

For businesses in general - general information about the trade register -
general regulations on commercial documents - the definition of negotiable
instruments, components and features - the basic concepts related to the
documents used in commercial life - An entity discretionary documents used
- under the Law on Tax Procedure Documents - Tax Procedure documents
to be issued in accordance with the authority granted by the law - failure to
comply with the document layout sanctions - documents to be issued in




accordance with the Turkish Commercial Code - Foreign Securities -
Commodity Securities - Marketable Securities - Other documents to be
issued by law - Commercial Notebooks

Learning Outcomes

Will be able to recognize commercial documents.

Will be able to understand the general provisions

regarding commercial documents.

Will be able to know sanctions for the failure to

comply with the document layout.

Accordance with the legislation Will be able to

regulate commercial documents.

Will be able to recognize.Commercial documents

held by businesses.

Will be able to recognize negotiable instruments.

Teaching Methods

Narration, discussion,
question and answer, case
study

Narration, discussion,
question and answer, case
study

Narration, discussion,
question and answer, case
study

Narration, discussion,
question and answer, case
study

Narration, discussion,
question and answer, case
study

Narration, discussion,
question and answer, case
study

Assessment
Methods

Mid-term, part-
year exam

Mid-term, part-
year exam

Mid-term, part-
year exam

Mid-term, part-
year exam

Mid-term, part-
year exam

Mid-term, part-
year exam

Teaching
Methods:

Assessment
Methods:

Narration, discussion, question and answer, case study

Mid-term, part-year exam

Week Topics

COURSE CONTENT

1 For businesses in general

2 General information about the trade register

Study Materials

Recep Oktem,
Trade Information
and
Documentation,
Tlrkmen
Bookstore

Recep Oktem,
Trade Information
and
Documentation,
Tlrkmen
Bookstore




Recep Oktem,
Trade Information
and
Documentation,
Tlrkmen
Bookstore

3 General regulations on commercial documents

Recep Oktem,
Trade Information
and
Documentation,
Tlrkmen
Bookstore

4 The definition of negotiable instruments, components and features

Recep Oktem,
Trade Information
and
Documentation,
Tlrkmen
Bookstore

5 The basic concepts related to the documents used in commercial life

Recep Oktem,
Trade Information
and
Documentation,
Tlrkmen
Bookstore

6 An entity discretionary documents used

Recep Oktem,
Trade Information
Under the Law on Tax Procedure Documents, Tax Procedure documents and
to be issued in accordance with the authority granted by the law Documentation,
Tarkmen
Bookstore

Recep Oktem,
Trade Information
and
Documentation,
Tlrkmen
Bookstore

8 Failure to comply with the document layout sanctions

Recep Oktem,
Trade Information
Mid-term exam and
Documentation,
Tlrkmen
Bookstore

Recep Oktem,
Trade Information
10 Documents to be issued in accordance with the Turkish Commercial Code and .
Documentation,
Tarkmen
Bookstore

Recep Oktem,
Trade Information
and
Documentation,
Tlrkmen
Bookstore

11 Foreign Securities




12 Commodity Securities

13 Marketable Securities

14 Other documents to be issued by law

15 Commercial Notebooks

Recep Oktem,
Trade Information
and
Documentation,
Tlrkmen
Bookstore

Recep Oktem,
Trade Information
and
Documentation,
Tlrkmen
Bookstore

Recep Oktem,
Trade Information
and
Documentation,
Tlrkmen
Bookstore

Recep Oktem,
Trade Information
and
Documentation,
Tirkmen
Bookstore

RECOMMENDED SOURCES

Textbook Bookstore

Additional Resources Related Article

Recep Oktem, Trade Information and Documentation, Tirkmen

MATERIAL SHARING

staff web page
Documents

. staff web page
Assignments

staff web page

Exams

ASSESSMENT
IN-TERM STUDIES QUANTITY PERCENTAGE
Mid-term exam 1 40
Contribution of in-term studies to overall grade 1 40
Contribution of final examination to overall grade 1 60
Total 2 100




COURSE CATEGORY Social Sciences %100

COURSE'S CONTRIBUTION TO PROGRAM

Contribution
No Program Learning Outcomes

12345
1 Students will have basic knowledge and skills related to the business X
administration.
2 Students will be able to use advanced level package programs used in information
technologies related to the business administration.
3 Students will be able to demonstrate their theoretical knowledge of management X
functions and apply this knowledge in practice.
4 Students will gain the ability to adapt to the office environment, working
conditions and team-work.
5 Students will be able to demonstrate their knowledge of legislations concerning X
the founding and running processes of businesses.
& Students will gain general knowledge of economics at macro and micro levels.
7 Students will have necessary knowledge of vocational English.
8 Students will gain knowledge about social responsibility and business ethics in X
business life and business relations.
Students will have the ability to estimate the possible problems related to
9 situations and events that can emerge in the business and how to develop creative X
solutions.
10 Students will have adequate knowledge on using the Turkish language, Ataturk’s X
principles and history of the Turkish revolution.
ECTS ALLOCATED BASED ON STUDENT WORKLOAD BY THE COURSE DESCRIPTION
Duration Total
Activities Quantity (Hour) Workload
(Hour)
Course Duration (Including the exam week: 15x Total course hours) 15 2 30
Hours for off-the-classroom study (Pre-study, practice) 15 1 15
Mid-terms 1 7 7
Quiz

Homework(s)/Seminar(s)
Practice (Lab., Workshop, Area,... Reports)
OthErs (Lueiiee e )

Final examination 1 8 8




Total Work Load
Total Work Load / 30 (h)

ECTS Credit of the Course

60




