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%LOJL�YH�LOHWLúLP�WHNQRORMLOHULQGH�\DúDQDQ�KÕ]OÕ�GH÷LúLPOHU�YH�JHOLúPHOHU�

ELOJL� oD÷Õ� DGÕ� YHULOHQ� \HQL� ELU� oD÷ÕQ� EDúODPDVÕQD� QHGHQ� ROPXúWXU�� %LOJL�
WHNQRORMLOHUL��ONHOHULQ�NDGHUOHULQL�HWNLOH\HQ��RQODUÕQ�ELULQFL�VÕQÕI�\D�GD�LNLQFL�VÕQÕI�
ROPDVÕQÕ�EHOLUOH\HQ�VWUDWHMLN�ELU�|QHPH�VDKLSWLU��$PHULND�%LUOHúLN�'HYOHWOHUL�LOH�
-DSRQ\D¶QÕQ� JHULVLQGH� NDODQ� $YUXSD� %LUOL÷L�� H�$YUXSD� JLULúLPL� LOH� EX� DoÕ÷Õ�
NDSDWPDN� LVWHPHNWHGLU�� %X� LQLVL\DWLIH� SDUDOHO� RODUDN� H�7�UNL\H� JLULúLPL�
WHWLNOHQPLúWLU��

(�7�UNL\H�NDSVDPÕQGD��NDPX�ELULPOHULQLQ�ELOLúLP�VLVWHPOHULQLQ�ELUOLNWH�
oDOÕúDFD÷Õ� µ¶8OXVDO� .DPX� %LOJLVD\DU� D÷Õ� �.DPX�1HW�� ROXúWXUXOPDNWDGÕU�� 7�P�
NDPX�KL]PHWOHULQH�DoÕN�D÷��]HULQGHQ�WHN�GXUDNOÕ�HULúLP�PRGHOLGLU��%X�SURMHGH�
LKWL\Do�GX\XODQ�D\DNODUGDQ�ELUL�GH�NDPX�NXUXPODUÕQÕQ�\D]ÕúPD�YH�GRV\DODPD�
VLVWHPOHULQLQ� HOHNWURQLN� RUWDPGD� \DSÕODELOPHVLGLU�� %X� GXUXPGD� .DPX�1HW�
SURMHVLQH� HQWHJUH� ROXQDELOPHVL� LoLQ� NXUXPODUÕQ� HOHNWURQLN� EHOJH� \|QHWLP�
VLVWHPOHULQH�� HQ� D]ÕQGDQ� EHOJH� DUúLYOHPH� VLVWHPOHULQH� VDKLS� ROPDVÕ�
JHUHNPHNWHGLU��

Türkiye Cumhuriyet�0HUNH]�%DQNDVÕQÕQ�DYDQWDMOÕ� NRQXPX�YDUGÕU��%X�
DYDQWDM�P�úWHUL�SRUWI|\�QGHQ�ND\QDNODQPDNWDGÕU��'R÷DO�RODUDN�ELOJL�YH�EHOJH�
DOÕúYHULúL� \DSÕODQ� NXUXOXúODU�� EDQNDODU�� |]HO� ILQDQV� NXUXPODUÕ�� G|YL]� E�IHOHUL��
VLJRUWD� úLUNHWOHUL�� PHQNXO� NÕ\PHWOHU� JLEL�PDOL� NXUXOXúODUGÕU�� %XQODUÕQ� ELU� GL÷HU�
|]HOOL÷L�LVH�ELOJL�WHNQRORMLOHULQL�\R÷XQ�RODUDN�NXOODQPDN�GXUXPXQGD�ROPDODUÕGÕU��

%XJ�Q�$PHULND�%LUOHúLN�'HYOHWOHUL¶QGHNL�EDQND�YH�ILQDQVDO�NXUXPODUÕQ�
WDPDPÕQD� \DNÕQÕ� (%<6¶\H� JHoPLú�� \DVDO� G�]HQOHPHOHUOH� EHUDEHU� RILV�
RUWDPÕQGDQ�ND÷ÕGÕ�RUWDGDQ�NDOGÕUPÕú�GXUXPGDGÕUODU��

7�UNL\H� &XPKXUL\HW� 0HUNH]� %DQNDVÕQÕQ� \DNÕQ� JHOHFHNWH�� XOXVDO�
düzeyde Kamu�1HW�SURMHVLQH��$YUXSD�%LUOL÷L�NDSVDPÕQGD�H�$YUXSD�SURMHVLQH�
YH� XOXVODUDUDVÕ� G�]H\GH� GH� JOREDO� ILQDQV� NXUXOXúODUÕ� LOH� HQWHJUH� RODFD÷Õ�
DoÕNWÕU��
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2UWD�YDGHOL�JHOHFHNWH�LVH��QLWHOLN�YH�QLFHOLN�RODUDN�V�UHNOL�JHOLúHQ�GL÷HU�
D÷ODU� LOH� �H�$PHULND�� H�$V\D�� H�$IULND�� H�bölge, e�JUXS�� NXUXOPDVÕ� RODVÕ�
HQWHJUDV\RQ�� %DQNDPÕ]ÕQ� (%<6� LOH� XINXQXQ� QH� NDGDU� DoÕN� ROGX÷XQXQ� YH�
QHOHU�\DSDELOHFH÷LQLQ�KDEHUFLVL�ROPDNWDGÕU��

$UDúWÕUPDGD� EHWLPOHPH� \|QWHPL� NXOODQÕOPÕúWÕU�� %X� \|QWHP� úX� úHNLOGH�
WDQÕPODQPDNWDGÕU�� �0HYFXW� GXUXPODU�� NRúXOODU� YH� |]HOOLNOHULQ� D\QHQ� RUWD\D�
NR\XOPD\D� oDOÕúÕOGÕ÷Õ� EHWLPOHPH� DUDúWÕUPDODUÕQGD�� PHYFXW� ROD\ODUÕQ�� GDKD�
|QFHNL� ROD\� YH� NRúXOODUOD� LOLúNLOHUL� GLNNDWH� DOÕQDUDN�� GXUXPODU� DUDVÕQGDNL�
HWNLOHúLP� DoÕNODQPD\D� oDOÕúÕOÕU�� �.DSWDQ�� ������ V������ $UDúWÕUPD� NDSVDPÕQGD�
OLWHUDW�U� WDUDPDVÕ� JHUoHNOHúWLULOPLú�� WDUDPD� VRQXFXQGD� HOGH� HGLOHQ� ELOJL�
ND\QDNODUÕ� LQFHOHQHUHN�HOHNWURQLN�EHOJH�\|QHWLPL� NDYUDPÕ�YH�ELOHúHQOHUL�RUWD\D�
NRQXOPXú�� EX� ED÷ODPGD� 7�UNL\H� &XPKXUL\HW� 0HUNH]� %DQNDVÕQGD�
JHUoHNOHúWLULOHQ� X\JXODPDODU� DODQ� oDOÕúPDVÕ� NDSVDPÕQGD� LQFHOHQPLú� YH�
WDUWÕúÕOPÕúWÕU�� 7�UNL\H� &XPKXUL\HW� 0HUNH]� %DQNDVÕ� X\JXODPDODUÕQÕQ� \DQÕ� VÕUD�
G�Q\DGDNL�GL÷HU�PHUNH]�EDQNDODUÕ�X\JXODPDODUÕ�GD�DUDúWÕUÕOPÕúWÕU���
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�����%HOJH�YH�%HOJH�<|QHWLPL�
�������%HOJH�
%HOJH�WHULPLQL�DoÕNODPDN�DPDFÕ\OD�OLWHUDW�UGH�ELU�GL]L�WDQÕPÕQ�\DSÕOGÕ÷Õ�

J|U�OPHNWHGLU�� gUQH÷LQ�� 'HPLUD\� ������� V������ µ¶%LU� ROJXQXQ� \D� GD� LGGLDQÕQ�
GR÷UXOX÷XQX� J|VWHUHQ� \D]Õ¶¶� RODUDN� WDQÕPODUNHQ�� g]GHPLUFL� ������� V�����
³%HOJH��Lú�HVQDVÕQGD�ELU�RUJDQL]DV\RQ�WDUDIÕQGDQ��UHWLOPLú�YH\D�NDEXO�HGLOPLú�
YH�RUJDQL]DV\RQXQ�IDDOL\HWOHULQLQ�ELU�GHOLOL�RODUDN�\D�GD�WDúÕGÕ÷Õ�ELOJLGHQ�GROD\Õ�
RUWDPÕQD� EDNÕOPDNVÕ]ÕQ� DOÕNRQXOPXú� W�P� GRN�PDQODUGÕU´� úHNOLQGH�
WDQÕPODPDNWDGÕU���

Penn (1994, s.3) ise “7XWXODQ� ND\ÕWODU�� GHSRODQPÕú� ELOJLOHUGLU��
*HUoHNWHQ� GH� �EHOJH�� WHULPL� LoLQ�� �LúOHUL� GHYDP� HWWLUHELOPHN� LoLQ� JHUHNOL� KHU�
türlü bilginin, yeniden üretilebilir bir�úHNLOGH�VDNODQPDVÕGÕU��GHPHNWHGLU���

<LQH� ED]Õ� WDQÕPODUD� J|UH� ELU� RUJDQL]DV\RQXQ� �UHWWL÷L� \D� GD�
RUJDQL]DV\RQD� JHOHQ� ³ND÷ÕWODU´� EHOJH� RODUDN� WDQÕPODQPDNWDGÕU�� 7DQÕPODU�
LQFHOHQGL÷LQGH�EHOJHQLQ�LNL�|]HOOL÷L�NDUúÕPÕ]D�oÕNPDNWDGÕU���

���%LU�NXUXP�WDUDIÕQGDQ�UHVPL� �IRUPDO��ELU� LúOHP�VRQXFXQGD��UHWLOPLú�
YH�UHVPL�ELU�LúOHPGH�NXOODQÕOPÕú�ROPDVÕ���

���.D\ÕWOÕ�ELOJL�ROPDVÕ���
%X� LNL� |]HOOLN� ELOJL� YH� EHOJH� DUDVÕQGD� \DúDQDQ� NDYUDPVDO� WDUWÕúPD\D�

ÕúÕN�WXWPDNWDGÕU��d�QN��EHOJH��ELOJL� LoHULU�YH�D\QÕ�]DPDQGD�ND\ÕWOÕ�ELOJLQLQ�\HU�
DOGÕ÷Õ�ELU�DUDFÕ�GD�LIDGH�HWPHNWHGLU���
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øON� EHOJHOHULQ� DUDoODUÕQD� \|QHOLN� RODUDN� 1LKDO� 6RPHU� ������� V������
µ¶SDSLU�V��EH]��D÷Do�NDEX÷X��SDUú|PHQ��WLUúH�YH�VRQ�RODUDN�GD�ND÷ÕW���¶¶�RODUDN�
VÕUDODPD�\DSPÕúWÕU���

.D÷ÕW� YH� PDWEDDQÕQ� LFDGÕ� LQVDQR÷OXQXQ� LOHWLúLPinde yeni dönemin 

EDúODPDVÕQD�QHGHQ�ROPXú�YH�|]HOOLNOH�����\�]\ÕOÕQ�EDúODUÕQGDQ� LWLEDUHQ�ND÷ÕW�
EHOJHOHU�KÕ]OD�oR÷DODUDN�DUúLYOHUGH�\HULQL�DOPD\D�EDúODPÕúWÕU���

*�Q�P�]GH�KDOD�|QHPLQL�NRUX\DQ�ND÷ÕW�EHOJHOHU�NXUXPODU�LoLQ�ELUoRN�
VRUXQ�GR÷XUPDNWDGÕU��g]HOOLNOH�� oRN� NXOODQÕODQ� ND÷ÕW� EHOJHOHUGH� \ÕSUDQPD�YH�
\ÕUWÕOPD� VRUXQX\OD� VÕN� VÕN� NDUúÕODúÕOPDNWDGÕU�� $UúLYOHUGHQ� oÕNDUÕOPDVÕ��
IRWRNRSLOHULQLQ� DOÕQPDVÕ� YH� WHNUDU� DUúLYOHQPHVL� FLGGL� ]DPDQ� YH� Lú� ND\EÕQD�
QHGHQ� ROPDNWD�� ED]HQ� GH� DUDQÕODQ� EHOJHQLQ� EXOXQDPDPDVÕ� VRUXQODUÕ\OD�
NDUúÕODúÕOPDNWDGÕU��

6RPHU��������V������EX�VRUXQODUÕ�ú|\OH�VÕUDODPDNWDGÕU��
• <ÕSUDQPD�
• =DPDQ�YH�LQVDQ�J�F��ND\EÕ�
• Güvenlik�
• +DWDOÕ�GRV\DODPD�
• .RS\DODPD�]RUOXNODUÕ�
• øúOHWLP�PDOL\HWL�

%HOJHOHU� |]HO� YH� DPDoOÕ� IDDOL\HWOHULQ� �U�Q�G�U�� %XQODU� \DSÕODQ��
\DSÕOPDNWD�RODQ��\DSÕODFDN�RODQ�LúOHULQ�ND\GÕ�ROGX÷X�JLEL�ELU�LúLQ�\DSÕOPDVÕ�LoLQ�
WDOHS�YH�EDúYXUX�ND\GÕ�GD�RODELOLU���

%HOJHOHU� SHUVRQHO��PDWHU\DO�� YH� SDUD� \|QHWLPL��PDO� DOÕúÕ��PDO� VDWÕúÕ��
PDO� YH� KL]PHW� �UHWLPL� LOH� \|QHWLP�� GHQHWLP� YH� UDSRUODPD� JLEL� oRN� JHQLú� YH�
IDUNOÕ�QLWHOLNWH�NHVLQ�LúOHPOHULQ�VRQXFXGXU��

$PDo�EDNÕPÕQGDQ�EHOJH\L�g]GHPLUFL��������V�����LNL\H�D\ÕUPDNWDGÕU��
µ¶��� %HOLUOL� ELU� NRQXGD� ELOJLQLQ� \D\ÕOPDVÕQÕ� VD÷ODPD\Õ� DPDo�

edinen belge üretimi �
��� .XUXP� \D� GD� NLúLOHULQ� H\OHPOHUL� VRQXFXQGD�� \LQH� RQODUÕQ�

WXWXP�� GDYUDQÕú�� G�ú�QFH� YH� GH÷HU� \DUJÕODUÕQÕ� \DQVÕWDQ� YH� oR÷XQOXNOD�
NHQGLOL÷LQGHQ�RUWD\D�oÕNDQ�EHOJH��UHWLPLGLU�¶¶�



� �

%HOJHOHU�� NXUXP�YH�NXUXOXúODUGD� LVH�\D�ELU� Lú�V�UHFLQLQ�EDúODQJÕFÕ�\D�
GD�ELU�Lú�V�UHFLQLQ�VRQXFX�ROPD�JHUoH÷L�LOH�RUWD\D�oÕNDUODU��%HOJHOHU�NXUXP�YH�
NXUXOXúODUÕQ� \|QHWLPLQGH� \DVDO� YH� NXUXPVDO� VRUXPOXOXNODUÕQ� \HULQH�
JHWLULOPHVLQGH� YH� YDUOÕ÷ÕQÕQ� GHYDPÕQGD� oRN� |QHPOL� ELU� \HUH� VDKLSWLUOHU��
Faaliyetlerin yürütülmesinde hizmet üretme ve fayda yaratma söz konusudur. �

%HOJHOHU� FDQOÕODU� JLEL� GR÷DUODU� ��UHWLPL��� büyürler (düzenlenmesi, 

NRUXQPDVÕ�YH�NXOODQÕOPDVÕ��YH�|O�UOHU��WDVIL\HVL�YH\D�DUúLYOHQPHVL����
g]GHPLUFL� ������� V����� EHOJH� �UHWLPLQL� µ¶ELU� NXUXP� YH� NXUXOXúXQ�

LúOHPOHUL� VRQXFX� ROXúDFDN� EHOJHOHULQ� LVWHQLOHQ� QLWHOLNWH� YH� QLFHOLNWH�� LVWHQLOHQ�
zamanda ve mümkün� RODQ�HQ�G�ú�N�PDOL\HWOH��UHWLPLQL� VD÷OD\DFDN�ELoLPGH�
ELU�DUD\D�JHWLULOPHVLGLU¶¶�úHNOLQGH�WDQÕPODPDNWDGÕU��

7�UNL\H¶GH� EHOJHOHULQ� G�]HQOHQPHVL�� NXOODQÕPÕ� YH� GHQHWOHQPHVL�
KXNXNL� YH� LGDUL� JHUHNVLQLPOHUL� GR÷UXOWXVXQGD� \DSÕOPDNWDGÕU�� %HOJHOHULQ�
DUúLYOHQPHVL� LVH� NDQXQL� WDOLPDWODU� GR÷UXOWXVXQGD� ��� \ÕO�� ��� \ÕO�� ���� \ÕO� YH�
V�UHVL]� JLEL� V�UHOHUGH� \DSÕOPDNWD�� V�UHVL� ELWHQOHU� GH� LPKD� HGLOPHNWHGLU�� %X�
süreler yasal zorunluluklardan, tarihsel ve sanatsal uygulamalardan 

ND\QDNODQPDNWDGÕU��

�������%HOJH�<|QHWLPL�
Belge yönetLPL�� EHOJHOHULQ� �UHWLPLQGHQ� LPKDVÕQD� NDGDU� JHoHQ�

DúDPDODUÕQ�WHRULN�YH�SUDWLNWHNL�LIDGHVLGLU���
Newton (1986, s.6) ise belge yönetimini ‘’bir kurumun kendi 

oDOÕúPDODUÕ� VÕUDVÕQGD� ROXúWXUGX÷X� HQIRUPDV\RQ� ND\QDNODUÕQÕQ� GHQHWLPL� LoLQ�
uygun yöntem ve tekniklerin X\JXODQPDVÕ¶¶�RODUDN�LIDGH�HWPHNWHGLU��

Hare (1997, s.3) ise daha güncel bir ifade ile belge yönetimini: �
µ¶NXUXPVDO� ELOJLQLQ� �UHWLPLQGHQ� NXOODQÕPÕQD�� NDOÕFÕ� RODUDN�

VDNODQPDVÕQGDQ�GH÷HULQL� \LWLUPHVL\OH�ELUOLNWH� LPKDVÕQD�NDGDU��ND÷ÕW��GLVN��
RSWLN�\D�GD�ILOP�úHNOLQGH�KHU�W�UO��IL]LNVHO�RUWDPGDNL�EHOJHOHULQ��VLVWHPDWLN�
RODUDN� �UHWLPL�� G�]HQOHQPHVL�� HULúLPL� YH� NRUXQPDVÕQÕ� LoHUHQ� oDOÕúPDODU�
bütünü’’�

úHNOLQGH�LIDGH�HWPHNWHGLU��
%HOJH�\|QHWLPL�NDYUDPÕ�QLVSHWHQ�\HQL�ELU�NDYUDP�ROVD�GD�NXUXPODUÕQ��

NXUXOXúODUÕQ�� GHYOHWOHULQ� YH� W�P� XOXVODUDUDVÕ� ELUOLNOHULQ� YD]JHoLOHPH]� WHPHO�
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LGDUL� XQVXUXGXU��%X� N�OW�U� GHYOHWOHULQ� E�\�NO�O�÷�� LOH�GR÷UX�RUDQWÕGD�JHOLúWL÷L�
söylenebilir.�

%HOJH� \|QHWLPLQH� GDLU� LON� oDOÕúPDODUÕQ�� 0g�� ����� \ÕOODUÕQGD�
0H]RSRWDP\D¶GD� GHYOHW� YH� WDSÕQDN� DUúLYOHUL� ROGX÷X� ELOLQPHNWHGLU�� %DWÕGD� LON�
DUúLYOHU� <XQDQ� YH� øWDO\DQ� SLVNRSRVOXN� PHUNH]OHULQGH� YH� PDQDVWÕUODUÕQGD�
NXUXOPXúWXU��%LQDUN��������V������

7�UNOHU� GH� LVH� EX� G|QHPGH� |]HOOLNOH� 8\JXU� 7�UNOHUL¶QLQ� úHKLUOHULQGH�
zengin kütüphaneler, resmi daireler, noterler, gümrüN� WHúNLODWÕ�� PDKNHPHOHU�
YH� UHVPL� \D]ÕúPDODUÕQ� VDNODQGÕ÷Õ� DUúLYOHU� EXOXQPDNWD\GÕ�� %X� JHOHQHNOHU�
6HOoXNOX�YH�2VPDQOÕ�GHYOHWOHULQGH�JHOLúHUHN�GHYDP�HWPLúWLU��0RGHUQ�DQODPGD�
LON� DUúLY� oDOÕúPDODUÕQD� ����� )UDQVÕ]� øKWLODOL¶QL� EDúODQJÕo� RODUDN� YHUPHN�
mümkündür (BiQDUN��������V�������

$QFDN��EHOJH�\|QHWLPLQLQ�ELU�NDYUDP�YH�D\UÕ�ELU�GLVLSOLQ�RODUDN�RUWD\D�
oÕNPDVÕ�����\�]\ÕOÕQ�RUWDODUÕQD�UDVWODPDNWDGÕU��3HQQ��������V�����

����
O�� \ÕOODUGD� $%'
GH� EHOJH� NRQWURO�� DODQÕQGD� \DSÕODQ� oDOÕúPDODU��
EHOJHQLQ� �UHWLOPH\H� EDúODQGÕ÷Õ� DQGDQ� J�QFHO� NXOODQÕP� YH� NRUXQPDVÕ� GDKLO��
EHOJHOHULQ�LPKDVÕ�\D�GD�ELU�EHOJH�PHUNH]LQH�YH\D�DUúLY�NXUXPXQD�WUDQVIHUL�LOH�
JHUoHNOHúHQ�VRQ�G�]HQOHPH\H�NDGDU�NHVLQWLVL]�W�P�DúDPDODUÕ�WDQÕPOD\DQ�ELU�
NDYUDP� RODQ� EHOJHQLQ� \DúDP� HYUHVL� �/LIH�&\FOH� RI� 5HFRUGV�� ROJXVXQXQ�
ROXúPDVÕQÕ�VD÷ODPÕúWÕU��'DQLHOV��������V�������

<DQL�� \DúDP� HYUHVL�� EHOJH� \|QHWLPLQLQ� IHOVHIHVLQL� ROXúWXUPXú� YH�
EHOJH� \|QHWLPLQLQ� oDOÕúPD� DODQÕQÕ� EHOLUOHUNHQ� GH� EHOJH� \|QHWLPLQLQ� LONH� YH�
\|QWHPOHULQL� RUWD\D� NR\DUDN� E|\OH� ELU� SURJUDPÕQ� X\JXODQPDVÕQD� WHPHO�
ROXúWXUPXú��EHOJH�\|QHWLPLQLQ�DúDPDODUÕQÕQ�QHOHU�ROGX÷XQD�ÕúÕN�WXWPXúWXU��

+HU� NXUXP� YH� NXUXOXú�� µ¶%HOJH� <|QHWLPL¶¶� ELULPL� ROXúWXUDUDN�� EHOJH�
LúOHPOHULQGH�GHQHWLPL� VD÷ODPDN�YH�NXUXPVDO�YHULPOLOL÷L�DUWÕUPDN� LoLQ�VWUDWHMLN�
ELU� SODQ� \DSPDOÕGÕU�� %X� NXUXP� YH\D� NXUXOXúODU� EHOJH� LúOHPOHULQL� QDVÕO� YH� QH�
|Oo�GH� JHUoHNOHúWLUHFH÷LQL�� NLPOHULQ� VRUXPOX� RODFD÷ÕQÕ� GDKD� EDúODQJÕoWD�
EHOLUOHPHOL�� EHOJH��UHWLPL� YH� LúOHPOHUL� LoLQ� NXUDOODU� NR\PDOÕGÕU��d�QN��ELOJL� YH�
EHOJHOHULQ�LKWL\DFD�FHYDS�YHUHFHN�úHNLOGH�]DPDQÕQGD��UHWLOPHVL��LúOHQPHVL�YH�
JHUHNHQ� \HUOHUH� LOHWLOPHVL� VRUXPOXODUÕQ� YH� EXQODUÕQ� VRUXPOXOXNODUÕQÕQ�
EHOLUOHQPLú�ROPDVÕQÕ�JHUHNWLULU���
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%HOJH� GHQHWLP� SURJUDPÕQÕQ�ROXúWXUXOPDVÕ� YH� V�UG�U�OPHVLQGH� EHOJH�
\|QHWLP� ELULPLQLQ�� NXUXPXQ� W�P� ELULPOHUL\OH� Lú� ELUOL÷L� YH� NRRUGLQDV\Rn içinde 

ROPDVÕ� VRQ� GHUHFH� |QHP� WDúÕPDNWDGÕU�� d�QN�� EHOJH� IDUNOÕ� NLúL� YH� ELULPOHULQ�
IDDOL\HWOHULQLQ� VRQXFX� RUWD\D� oÕNDQ� ELU� HWNLQOLNWLU�� %X� ELULPOHU�� EHOJH� GHQHWLP�
SURJUDPÕQÕQ� \�U�W�OPHVLQH� YH� JHOLúWLULOPHVLQH� NDWNÕ� VD÷ODPDOÕGÕU�� =LUD� EHOJH�
yönetim programÕQÕQ� SODQODQPDVÕ�� JHOLúWLULOPHVL� YH� \�U�W�OPHVL� W�P� \|QHWLP�
NDGHPHOHULQLQ�YH�RQODUÕQ�HOHPDQODUÕQÕQ�GHVWH÷LQL�JHUHNWLULU��g]GHPLUFL���������

�������%HOJH�hUHWLPLQLQ�)RQNVL\RQODUÕ�
%HOJH�\|QHWLPLQLQ� IRQNVL\RQODUÕQÕ�<D]ÕúPD�<|QHWLPL��)RUP�<|QHWLPL��

Rapor YönetiPL� YH� 7DOLPDW� <|QHWLPL� RODUDN� D\ÕUDELOLUL]� �g]GHPLUFL�� ������
V���������

<D]ÕúPDODU�\|QHWLPL��Lo�YH�GÕú�EHOJHOHULQ��UHWLP�YH�NXOODQÕP�HWNLQOL÷L�
LOH� LOJLOLGLU� YH� D\QÕ� ]DPDQGD� \D]ÕOÕ� LOHWLúLP� DQOD\ÕúÕQD� SDUDOHO� RODUDN� RUWD\D�
oÕNDU��

)RUP�\|QHWLPL�� ELOJLOHULQ�GR÷UX�YH�ELU� E�W�QO�N� LoLQGH�GHUOHQPHVLQL��
JHUHNVL]� LIDGHOHULQ� NXOODQÕOPDPDVÕQÕ�� LIDGHOHULQ� WHNUDUÕQGDQ� NDoÕQÕOPDVÕQÕ��
DPDFÕQ� QHW� RODUDN� EHOLUWLOPHVLQL�� EHOJHQLQ� NROD\� YH� KÕ]OÕ� ELU� ELoLPGH�
GROGXUXODELOPHVL�XQVXUODUÕQÕ�NDSVDU���

5DSRU� \|QHWLPL�� UDSRUODUÕQ� LOJLOL� NLúLOHUH� GD÷ÕWÕPÕQÕ�� UDSRU� WHNUDUÕQÕQ�
\DSÕOPDPDVÕQÕ�� JHUHNVL]� XIDN� D\UÕQWÕODUD� JLULOPHPHVLQL� YH� UDSRUODUÕQ� LOJLOL�
NDGHPHOHUH�]DPDQÕQGD�XODúWÕUÕOPDVÕQÕ�LoHULU���

7DOLPDW� \|QHWLPL� LVH�� oDOÕúDQODUÕQ� LúOHULQL� QDVÕO� \DSDFD÷ÕQÕ�� IDUNOÕ�
NRQXODUGDNL� LúOHPOHULQ� QDVÕO� X\JXODQDFD÷ÕQÕ� YH� WDOLPDWODUÕQ� ]DPDQÕQGD� LOJLOL�
ELULPOHUH�YH�NLúLOHUH�LOHWLOPHVL�NRQXODUÕQÕ�NDSVDPDNWDGÕU��

+HU��ONHQLQ�YH�KHU�NXUXP�YH�NXUXOXúXQ�\D]ÕúPDODU�� IRUPODU�� UDSRUODU�
YH� WDOLPDWODU� NRQXVXQGD� NHQGLOHULQH� |]J�� UHVPL� YH� UHVPL� ROPD\DQ� NXUDOODUÕ�
YDUGÕU��%X�NXUDOODUGDNL�LIDGH�NDOLWHVL�GH÷HUOHULQL�HWNLOHU���

%XQXQOD� EHUDEHU� 'HYOHW� $UúLYOHUL� *HQHO� 0�G�UO�÷�� EHOJHOHUGH�
VWDQGDUWODúPD�oDEDODUÕQÕ�V�UG�UPHNWHGLU��

�
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�����%HOJH�7�UOHUL�
�������.D÷ÕW�%HOJHOHU�
+HU�W�UO��ND÷ÕW�WDEDQOÕ�EHOJHOHUGLU��.D÷ÕW�EHOJHOHU��literatürde daha çok 

µ¶EDVÕOÕ�EHOJHOHU¶¶�RODUDN�LIDGH�HGLOPHNWHGLU��
.D÷ÕW� EHOJHOHU� oRN� oHúLWOLOLNWH� ROPDNOD� ELUOLNWH�� JUXS� RODUDN� LIDGH�

HGLOHELOLU�� (O� \D]ÕVÕ� PHNWXSODU�� UHVPL� YH� JD\UL� UHVPL� PHNWXSODU�� Lú� WDOHS�
IRUPODUÕ�� oHNOHU�� VHQHWOHU�� IDWXUDODU�� VLSDULú� IRUPODUÕ�� KDULWDODU�� GLSORPDODU��
VHUWLILNDODU�� EURú�UOHU�� GHUJLOHU�� JD]HWHOHU�� NLWDSODU�� SDVDSRUWODU� YH� ELOJLVD\DU�
oÕNWÕODUÕ�ND÷ÕW�EHOJHOHUH�|UQHNWLU��

‘¶.D÷ÕW� EHOJHOHU� \�]OHUFH� \ÕOGÕU� NXOODQÕOD� JHOHQ� ELOJL� YH� DUúLY�
EHOJHOHULGLU�� (VNL� ND÷ÕW� EHOJHOHULQ� |PU�� NÕVD\GÕ�� $QFDN� J�Q�P�]�Q� DVLWOL�
ND÷ÕWODUÕQÕQ� \DNODúÕN� ��� VHQHOLN� |P�UOHUL� YDUGÕU�� $QFDN�� DUúLY� NRUXPDVÕ�
VD÷ODQGÕ÷ÕQGD�LVH�\�]OHUFH�\ÕO�|PU�Q��V�UG�UHELOLU¶¶��3HQQ��������V������
�������+DUHNHWOL�YH�6HVOL�%HOJHOHU��$QDORJ�%HOJHOHU��
Hareketli görüntü ve seslHULQ�ND\GHGLOGL÷L�EHOJHOHUGLU��%XQODU��VDGHFH�

VHV� YH\D� VDGHFH� J|U�QW�� RODELOHFH÷L� JLEL�� VHVOL� YH� KDUHNHWOL� EHOJHOHU� GH�
RODELOLUOHU���

%XQODU�� PLNURIRUPODU�� PLNURILúOHU�� ILOPOHU�� PLNURILOPOHU�� -DFNHWVODU��
UXORODU��RSHUW�U�NDUWODU��9+6�EDQWODUÕ��UDGDU�GDWDODU��NDUWXúODU�YH�NDVHWOHU�JLEL���

µ¶*HQHO� RODUDN� �o� oHúLW� PLNURIRUP� �UHWLOLU�� %XQODU� J�P�ú� KDOLGH�
�VLOYHU� KDOLGH��� GLD]R� YH� YHVLFXODU�� %XQXQOD� EHUDEHU� SHN� \D\JÕQ� RODUDN�
ELOLQPHVH� GH� NXUX� J�P�ú� �GU\� VLOYHU��� WKHUPR� SOkVWLN� YH� IRWR� SODVWLN�
�SKRWRSODVWLF��ILOPOHU�GH�YDUGÕU��)LOPOHU�oHúLWOL�IRUPDWODUGD�RODELOLUOHU��%XQODU�
UXORODU��UROOV���ILú��MDFNHWV�YH�RSHUWXU�NDUWODU�RODUDN¶¶��3HQQ��������V������
%X� W�U� EHOJHOHU� WHNQRORMLN� JHOLúPHOHU� GR÷UXOWXVXQGD� \HUOHULQL�

HOHNWURQLN�EHOJHOHUH�EÕUDNPDNWDGÕUODU��

�������(OHNWURQLN�%HOJHOHU�
(OHNWURQLN�EHOJHOHU��HOHNWURQLN�RUWDPD�DNWDUÕODQ�YH�HOHNWURQLN�RUWDPGD�

�UHWLOHQ�EHOJHOHUGLU�� µ¶(OHNWURQLN�EHOJH��NODY\H�� WDUD\ÕFÕ��NDPHUD��YLGHR��P�]LN�
VHWL��HOHNWURQLN�SRVWD�� WHOHNV�� IDNV�YE��DUDoODU�DUDFÕOÕ÷Õ\OD�ELOJLVD\DU�RUWDPÕQD�
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DNWDUÕODQ� KHU� oHúLW� PHWLQ�� VHV�� J|U�QW�� YH� JUDILN� ELOJLOHULQGHQ� ROXúDQ� EHOJH�
úHNOLQGH�WDQÕPODQDELOLU¶¶��2GDEDú��������V�����

7�UN� 9HUJL� +XNXNXQGD� LVH� µ¶(OHNWURQLN� EHOJH�� úHNLO� K�N�POHULQGHQ�
ED÷ÕPVÕ]� RODUDN� EX�.DQXQD�J|UH� G�]HQOHQPHVL� ]RUXQOX� RODQ� EHOJHOHUGH� \HU�
DODQ�ELOJLOHUL� LoHUHQ�HOHNWURQLN� ND\ÕWODU� E�W�Q�G�U¶¶� úHNOLQGH� WDQÕPODQPDNWDGÕU�
�(�7LFDUHW�*DUDQWL�����ùXEDW��������.ÕVDFD��HOHNWURQLN�EHOJH��ELOJLQLQ�VD\ÕVDO�
NRPELQDV\RQXGXU���

(OHNWURQLN� EHOJHOHU� ELOJLVD\DU� úHULWOHUL�� IORS\� GLVNOHU�� &'¶OHU�� '9'¶OHU��
PDQ\HWLN�NDUWODU��KDUG�GLVNOHU��WDSHOHU�YH�RSWLN�GLVNOHUGH�DUúLYOHQLU��*HOHFHNWH��
WHNQRORMLN�JHOLúPHOHUOH�\HQL�YH�GDKD�J�oO��FLKD]ODU�\DUDWÕODFDNWÕU��

(OHNWURQLN� EHOJHOHU� oRN� oHúLWOL� IRUPDWODUGDGÕU�� |UQH÷LQ� :RUG�� ([FHO��
$FFHVV��3RZHUSRLQW��7H[W�'RFXPHQW��6SUHDGVKHHW��03����$9ø��03*��03(*��
-3(*��+70/��H�SRVWD�JLEL��

�����(OHNWURQLN�%HOJHOHULQ�$YDQWDMODUÕ�
(OHNWURQLN� EHOJHOHULQ� NXOODQÕP� \HUOHULQH� J|UH� GH÷LúHQ� SHN� oRN�

\DUDUODUÕ�RODELOLU��*HQHO�RODUDN� ID\GDODUÕQÕ�G|UW�EDúOÕNWD�J|VWHUPHN�RODQDNOÕGÕU�
�.�o�N��'HUV�1RWODUÕ���������

���(OHNWURQLN�EHOJHOHU� \HU�YH�]DPDQGDQ�P�VWHVQD�RODUDN�VÕQÕUVÕ]�ELU�
KDUHNHWOLOL÷H� VDKLSWLU�� øVWHQLOGL÷L� VDDWWH� EHOJHOHUH� G�Q\DQÕQ� KHU�
\HULQGHQ� XODúDELOLU� YH� EXQXQ� LoLQ� WHN� \DSÕOPDVÕ� JHUHNHQ� ELU�
ELOJLVD\DUD�YH�D÷�ED÷ODQWÕVÕQD�VDKLS�ROPDNWÕU��
��� (ULúLP� NROD\OÕ÷Õ� HOHNWURQLN� EHOJHOHULQ� HQ� |QHPOL� |]HOOLNOHULQGHQGLU��
øQWHUQHW� �]HULQGHQ� G�Q\DQÕQ� KHU� \HULQGHQ� �UHWLOHQ� HQ� VRQ� EHOJHOHUH�
ELUNDo�VDQL\HGH�XODúÕODELOLU�YH�KHU�NRQXGD�ELOJL�HGLQLOHELOLU��
���(OGH� HGLOHQ�EHOJHOHU� ELOJLVD\DUD�� VDELW� GLVNH� \D�GD�GL÷HU� \DUGÕPFÕ�
EHOOHNOHUH� NROD\FD� GHSRODQDELOLU�� 8\JXQ� DUDoODUÕQ� NXOODQÕOPDVÕ�
GXUXPXQGD�\HU�VRUXQX�\DúDQPD]��
��� (OHNWURQLN� EHOJHOHU� JHUHNVLQLP� YH� WDOHSOHU� GR÷UXOWXVXQGD� VÕQÕUVÕ]�
RODUDN��oRN�D]�oDED�YH�V�UHGH�oR÷DOWÕODELOLU��
�
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�����(OHNWURQLN�%HOJHOHULQ�'H]DYDQWDMODUÕ�
(OHNWURQLN�EHOJHOHUL��UHWHQOHU�YH�NXOODQDQODU�ELUoRN�EHOLUVL]OLNOHUOH�NDUúÕ�

NDUúÕ\D� NDODELOPHNWHGLUOHU�� %XQODU�� NXOODQÕP� DODQODUÕQD� YH� KDFLPOHULQH� J|UH�
GH÷LúPHNOH� EHUDEHU� JHQHO� RODUDN� EHú� EDúOÕNWD� LQFHOHQHELOLU�� 2GDEDú� �������
EXQODUÕ�DúD÷ÕGDNL�JLEL�DoÕNODPDNWDGÕU��

µ¶���(OHNWURQLN�\D\ÕQODUGD�WHOLI�KDNNÕ�VRUXQX���
(OHNWURQLN� ELOJLQLQ� GH÷LúWLULOPHVL�� IDUNOÕ� úHNLOOHUGH� ND\GHGLOPHVL�

YH\D� \D\ÕQOD\DQÕQ� ELOJLVL� GDKLOLQGH� ROPDGDQ� W�P�\OH� EDúND� NLúL� YH\D�
NLúLOHUFH� NXOODQÕOPDVÕ�� EX� W�U� \D\ÕQFÕOÕ÷ÕQ� KHQ�]� o|]�POHQHPHPLú� RODQ�
VRUXQODUÕQGDQ�ELULGLU���

(OHNWURQLN� ELOJL� YH� EHOJHOHULQ� NROD\FD� NRS\DODQÕS� EDúND� ELU�
RUWDPD� DNWDUÕODELOPHVL�� WHOLI� KDNNÕ� \DVDVÕQÕQ� X\JXODQDELOPHVLQL�
]RUODúWÕUPDNWDGÕU��

���(OHNWURQLN�\D\ÕQODUÕQ�GR÷UXOX÷X�YH�J�YHQLOLUOL÷L���
(OHNWURQLN� ELOJLOHULQ� NXOODQÕPÕQGDQ� GR÷DQ�� ELOJLQLQ� NROD\FD�

GH÷LúWLULOHELOLU� ROPDVÕ�� NXOODQÕPD� DoÕODQ� YHULOHULQ� DVOÕQD� X\JXQOX÷X� YH\D�
YHUL�J�QFHOOL÷LQLQ�VD÷ODQÕS�VD÷ODQDPDPDVÕ�JLEL�|QHPOL�ELU� WDNÕP�VRUXQODUÕ�
EXOXQPDNWDGÕU���

$\UÕFD� HOHNWURQLN� RUWDPD� ND\GHGLOHQ� YHULOHULQ� ELU� NDo� VDQL\HGH�
LPKD� HGLOHELOHFH÷L� YH\D� ND\ERODELOHFH÷L� JHUoH÷L� GH� o|]�POHQPHVL�
JHUHNHQ�GL÷HU�ELU�VRUXQGXU��

���%LOJLVD\DU�YH�LOHWLúLP�VLVWHPL�ED÷ÕPOÕOÕ÷Õ���
(OHNWURQLN� \D\ÕQODU�� HOHNWULN� VLQ\DOOHUL� ELoLPLQGH�NRUXQPDNWD�� ELU�

\HUGHQ� EDúND� ELU� \HUH� WDúÕQPDNWD� YH� EX� VLQ\DOOHrin çözümlenmesi 
úHNOLQGH�NXOODQÕPD�DoÕOPDNWDGÕU���

%X�ELOJLOHULQ�NXOODQÕPD�VXQXOPDVÕQGD��ELOJLVD\DU�GRQDQÕPÕQD��EX�
GRQDQÕP��]HULQGH�oDOÕúDELOHFHN�\D]ÕOÕPD�YH�YHUL�WUDQVIHUL�VD÷OD\DFDN�RODQ�
LOHWLúLP�VLVWHPLQH�JHUHNVLQLP�GX\XOPDNWDGÕU��

���(NRQRPLN�VRUXQODU���
(OHNWURQLN� \D\ÕQFÕOÕ÷ÕQ� VXQXOPDVÕQÕ� VD÷OD\DQ� GRQDQÕP� YH�

\D]ÕOÕP� VLVWHPOHUL�� PDOL� DoÕGDQ� oRN� E�\�N� PLNWDUODUGD� SDUDVDO� ND\QDN�
JHUHNWLUPHNWHGLU���

7HNQRORML\L� �UHWPH\LS� \XUW� GÕúÕQGDQ� VDWÕQ� DODQ� YH\D� JHOLúPHNWH�
RODQ��ONHOHU� LoLQ�HOHNWURQLN�\D\ÕQFÕOÕ÷ÕQ�HNRQRPLN�ER\XWX�ELU�KD\OL�NDEDUÕN�
J|]�NPHNWHGLU�� øOHWLúLP� DOW\DSÕVÕ�� PRGHUQ� ELOJL� KL]PHWOHULQLQ� YHULOPHVLQH�
X\JXQ�ROPD\DQ��ONHOHUGH��SDUDVDO�\�N�Q�ELUD]�GDKD�DUWDFD÷Õ�V|\OHQHELOLU��

���(OHNWURQLN�ELOJLQLQ�VDNODPD�VRUXQX���
2SWLN�WHNQRORMLOHUGHNL�NDSDVLWH�\�NVHNOL÷L�QH�NDGDU�ROXUVD�ROVXQ��

sadece gerekli görülen bilgi ve belgelerin kaydedilebilmesi için bile 
JHUHNVLQLP�GX\XODQ�RSWLN�EHOOH÷H�WDP�RODUDN�XODúÕODPDPÕúWÕU��%X�QHGHQOH�
KHU� JHoHQ� J�Q� NDWODQDUDN� E�\�\HQ� ELOJL�PLNWDUÕQÕQ�� ELOJLVD\DU� RUWDPÕQGD�
hangi gereç üzeriQH� ND\GHGLOHFH÷L� YH� NXOODQÕPD� VXQXODFD÷Õ� WDP� RODUDN�
NHVLQOLN�ND]DQPÕú�GH÷LOGLU���

%XQXQ� \DQÕVÕUD� RSWLN�� PDQ\HWLN� GLVN� YH� PLNURIRUPODUÕQ� JHQHO�
|]HOOLNOHULQGHQ� ELUL� WR]�� ÕVÕ� YH� QHPH� NDUúÕ� oRN� KDVVDV� ROPDODUÕGÕU�� %X�
nedenle bu tür ortamlara kaydedilen verileriQ��GL÷HU�ELU�RUWDPGD�GD�\HGHN�
RODUDN�WXWXOPDVÕ�J�YHQOLN�DoÕVÕQGDQ�|QHP�WDúÕPDNWDGÕU�¶¶�
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�����(OHNWURQLN�%HOJHOHULQ�*�YHQLOLUOL÷L�
%HOJHOHULQ�J�YHQLOLUOL÷L�KHU�]DPDQ�|QHPOL�ELU�VRUXQ�ROPXúWXU��<HQL�ELU�

WHNQRORML� RODQ�HOHNWURQLN� EHOJHOHULQ� J�YHQLOLUOL÷L� J�Q�P�]GH�GDKD�GD� FLGGL�ELU�
VRUXQGXU���

+HQ�]� ROXúPD� DúDPDVÕQGD� ND\EROPDVÕ�� ROPDGÕN� \HUOHUH�
GHSRODQPDVÕ�� WHNUDU� JHUL� oD÷UÕODPDPDVÕ�� DVÕO� EHOJH� LOH� NRS\D� EHOJHQLQ�
ELUELULQGHQ� D\UÕODPDPDVÕ�� YLU�V� EXODúPDVÕ� YH� DMDQ� \D]ÕOÕPODU� WDUDIÕQGDQ�
NRQWUROGHQ�oÕNPDVÕ�JLEL�WHKGLWOHUOH�NDUúÕODúÕOPDNWDGÕU���

6RUXQODUD�o|]�POHU�LVH�\LQH�JHOLúHQ�WHNQRORML�LOH��UHWLOPHNWHGLU��
7X÷OXODU��7HNQRW�UN�����$UDOÕN������¶D�J|UH��

‘¶,QWHUQHW� RUWDPÕQGD� YDU� RODQ� WHKGLWOHU� �o� DQD� EDúOÕN� DOWÕQGD�
WRSODQDELOLU���

%LOJLVD\DU� VLVWHPLQGH� EXOXQDQ� JL]OL� YH\D� KDVVDV� ELOJLOHULQ�
,QWHUQHW
H�DoÕOPDVÕ�YH\D�oÕNPDVÕ��,QWHUQHW
WH�EXOXQDQ�\HWNLVL]�NXOODQÕFÕODUÕQ�
ELOJLVD\DU�VLVWHPLQH�HULúPHVL�� ,QWHUQHW��]HULQGHQ�JHUoHNOHúWLULOHQ�VDOGÕUÕODU�
VRQXFXQGD�ELOJLVD\DU�VLVWHPLQLQ�LúOH\HPH]�KDOH�JHOPHVL��

$QÕODQ� WHKGLWOHUH� NDUúÕ� DWHú�GXYDUÕ� YH�Q�IX]� WHVSLW� VLVWHPL� LNLOLVL�
E|\OH�ELU�\DSÕ�ROXúWXUPDNWDGÕU.’’�

úHNOLQGH�DoÕNODPDNWDGÕU��
�������$WHú�'XYDUODUÕ�
øNL�ELOJLVD\DU�D÷Õ�DUDVÕQD�\HUOHúWLULOPLú�ELU�DWHú�GXYDUÕ��LNL�D÷�DUDVÕQGD�

DNDQ�WUDIL÷L�GHQHWOHU��%X�GHQHWOHPH�ELU�SROLWLND\D�ED÷OÕ�RODUDN�\DSÕOÕU���
$QÕODQ� SROLWLND� L]LQ� YHULOHFHN� ED÷ODQWÕODUÕ� YH� EXQODUD� LOLúNLQ� NRúXOODUÕ�

RUWD\D� NR\DU�� 6SHVLILN� RODUDN� EHOLUWLOHQ� ED÷ODQWÕODU� GÕúÕQGD� NDODQ� WUDILN� EORNH�
HGLOLU�YH�ELU�D÷GDQ�GL÷HULQH�JHoLULOPH]��

$WHú�GXYDUODUÕ�KHP� ,QWHUQHW
WHQ�JHOHQ� WUDIL÷L� KHP�GH� ,QWHUQHW
H�oÕNDQ�
WUDIL÷L� GHQHWOH\HELOLU�� %X� VD\HGH� ,QWHUQHW� �]HULQGHQ�JHUoHNOHúWLULOHQ� VDOGÕUÕODUÕ�
EORNH�HGHELOLU���

$\QÕ� ]DPDQGD� NRUXPDNWD� ROGX÷X� ELOJLVD\DU� D÷ÕQGD� ELU� ELOJLVD\DUD�
Q�IX]� HGLOPLú� LVH� YH� EX� ELOJLVD\DU� ,QWHUQHW
H� ELOJLOHU� \ROOX\RU� LVH� DWHú� GXYDUÕ�
EXQX� GD� IDUN� HGHELOLU�� GROD\ÕVÕ\OD� |QFHGHQ� JHUoHNOHúPLú� ELU� VDOGÕUÕ\Õ� WHVSLW�
HGHELOLU�YH�]DUDUÕQ�DVJDUL\H�LQGLULOPHVLQH�\DUGÕPFÕ�RODELOLU��
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$WHú�GXYDUODUÕ��o� VHYL\HOL� ELU� NRUXPD�VXQDELOPHNWHGLU��%XQODU�SDNHW�
WDEDQOÕ��ED÷ODQWÕ�WDEDQOÕ��X\JXODPD�WDEDQOÕ�RODELOPHNWHGLU���

3DNHW�WDEDQOÕ�NRUXPDGD��DWHú�GXYDUÕ�JHOHQ�SDNHWOHUL�,3�DGUHV�YH�SRUW�
ELOJLOHULQH�EDNDUDN�ILOWUHOHU���

%D÷ODQWÕ�WDEDQOÕ�NRUXPDGD�JHoHUOL�ELU�7&3�YH\D�8'3�ED÷ODQWÕVÕ�DUDU�
YH�EXOXU�LVH�WUDIL÷H�L]LQ�YHULU���

8\JXODPD�WDEDQOÕ� NRUXPDGD� LVH� X\JXODPD� NDWPDQÕQGD� \HU� DODQ�
SURJUDPÕQ� JHUHNWL÷L� JLEL� oDOÕúPDVÕQÕ� VD÷OD\DQ� SDNHWOHUH� JHoLú� L]QL� YHULU�
�3HQWDT�7HFKQRORJ\��$UDOÕN��������

�������1�IX]��6DOGÕUÕ��7HVSLW�6LVWHPOHUL�
%LU� Q�IX]� WHVSLW� VLVWHPL� ELOJLVD\DU� VLVWHPLQH� \|QHOLN� VDOGÕUÕODUÕ� YH\D�

VDOGÕUÕ�KD]ÕUOÕNODUÕQÕ�EHOLUOHPH\H�oDOÕúÕU���
%HOLUOHPH�oDEDODUÕ��ELOJLVD\DU�D÷Õ� WUDIL÷LQL�� LúOHWLP�VLVWHPL�HWNLQOLNOHULQL�

YH� X\JXODPD� SURJUDPODUÕ� LOH� NXOODQÕFÕ� GDYUDQÕúODUÕQÕ� L]OHPHNWHQ� YH�
GH÷HUOHQGLUPHNWHQ�LEDUHWWLU���

Nüfuz tespit sistemleri bunu yaparken arka plDQGD�oDOÕúÕU� YH�ROD÷DQ�
GÕúÕ�GXUXP�YH\D�VDOGÕUÕ�V|]�NRQXVX�LVH�RWRPDWLN�NDUúÕ�WHGELUOHUL�GHYUH\H�VRNDU�
ve sistem yöneticisine haber verir.�

ø]OHPH�� ELOJLVD\DU�WDEDQOÕ�� D÷�WDEDQOÕ� YH\D� GD÷ÕWÕN� RODUDN�
JHUoHNOHúWLULOHELOLU���

%LOJLVD\DU�WDEDQOÕ� L]OHPHGH� ELOJLVD\DU� �]HULQGH� oDOÕúPDNWD� RODQ�
LúOHWLP� VLVWHPL�� X\JXODPD� SURJUDPODUÕ� YH� NXOODQÕFÕ� HWNLQOLNOHULQH� LOLúNLQ� YHUL�
WRSODQÕU��

$÷�WDEDQOÕ� L]OHPHGH�ELOJLVD\DU�D÷Õ��]HULQGH�DNDQ� WUDILN� LOH� EX� WUDIL÷L�
ROXúWXUDQ�SDNHWOHU�J|]OHQLU��

'D÷ÕWÕN� L]OHPHGH� LVH� KHP� D÷�WDEDQOÕ� L]OHPH� KHP� GH� ELOJLVD\DU�
WDEDQOÕ� L]OHPH� \DSÕODUDN� GDKD� JHQLú� ELU� oHUoHYHGH� VDOGÕUÕODUÕ� WHVSLW� HWPH\H�
oDOÕúÕU��3HQWDT�7HFKQRORJ\��$UDOÕN��������

�
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�������9LU�VOHU�YH�6ROXFDQODU��
Virüsler, solucanlar ve kurtcuklar sisteme zarar veren küçük kodlar 

YH\D� \D]ÕOÕPODUGÕU��%X� \D]ÕOÕPODU� EXODúWÕ÷Õ�ELOJLVD\DUODUD�]DUDU�YHUGL÷L�JLEL�D÷�
LoLQGHNL�GL÷HU�ELOJLVD\DUODUD�GD�]DUDU�YHUHELOLUOHU��

Acun (Hacettepe. Edu, 2005) virüsleri;�
‘¶%LOJLVD\DU�YLU�VOHUL��WÕSNÕ�NHOLPH�LúOHPFLOHU��HOHNWURQLN�WDEORODPD��

YHUL�WDEDQÕ�\|QHWPHQOHUL�JLEL�ELUHU�ELOJLVD\DU�\D]ÕOÕP�SURJUDPODUÕGÕU���
%LU� GH\LúOH� EXQODU�� ELOJLVD\DUD� QHOHUL� KDQJL� úHNLOGH� \DSPDODUÕQÕ�

V|\OH\HQ� NRPXWODU� GL]LVLGLU�� %|\OHOLNOH� ELOJLVD\DU� YLU�VOHUL�� LúOHWLP�
VLVWHPLQLQ�GHVWHNOHGL÷L�E�W�Q�LúOHUL�\DSDELOLU�¶¶�

úHNOLQGH�WDQÕPODPDNWDGÕU��
9LU�VOHULQ� ]DUDUODUÕ�� VLVWHPL� \DYDúODWPDN�� VLVWHP� GRV\DODUÕQÕ�

NXOODQÕOPD]� KDOH� JHWLUPHN� YH� J�YHQOLN� DoÕNODUÕ� \DUDWDUDN� KHU� W�UO�� VDOGÕUÕ\D�
DoÕN� KDOH� JHWLUPHNOH� NDOPD\DUDN� GDKLOL� PDLO� VHUYHUODUD� JLUHUHN� DGUHV�
GHIWHULQGHNL� GL÷HU� ELOJLVD\DUODUÕQGD� o|NPHVLQH� YH\D� D÷� SHUIRUPDQVÕQÕQ�
G�úPHVLQH�GH�QHGHQ�ROPDN�RODUDN�VÕUDODQDELOLU��

$QWL�YLU�V� \D]ÕOÕPODUÕ� LVH� ER]XODQ� NRGODUÕ� YH� \D]ÕOÕPODUÕ� WDPLU� HGHU��
7DPLU� HGHPL\RUVD� NDUDQWLQD\D� DODUDN� EXODúPDODUÕQD� YH� ]DUDU� YHUPHOHULQL�
HQJHOOHUOHU��7HNQRW�UN����$UDOÕN�������7�UN�øQWHUQHW�FRP����$UDOÕN��������

%DúOÕFD� YLU�V� |UQHNOHUL� RODUDN� +RD[� �.DQGÕUPDFD��� -RNH� �ùDND���
$FWLYH;��%RRW��'RV\D��0DNUR��0DFUR���-DYD�6FULSW��%ORV��&PRV��7URM�.LONPRV��
:���&,+���[[�� 9%6�7LPR�� 3DOP�/LEHUW\� JLEL� YLU�VOHUL� VD\DELOLUL]� �dDOÕúÕU��
������(VWRUH���������

Solucanlara ve kurtcuklara örnek olarak ise Codered, Nimda, Melissa 

JLEL�H�SRVWD�NXUWFXNODUÕ�YH�WUXYD�DWODUÕQÕ��WURMDQ��YHUHELOLUL]��
%XQXQOD�EHUDEHU�YLU�V�\D]ÕOÕPODUÕ�NRQXVXQGD�GLNNDW�HGLOPHVL�JHUHNHQ�

QRNWDODU�EXOXQPDNWDGÕU��
‘’Bugün piyasada olan bütüQ� DQWLYLU�V� \D]ÕOÕPODUÕ�� NRUNX�

IDNW|U�Q�� H÷LWLPVL]� NXOODQÕFÕODUÕ� LVWLVPDU� HGHUFHVLQH� |QH� V�UHUHN�
GH÷HUOHULQL�DUWÕUÕUODU���

%LOLQoVL]� NXOODQÕFÕ�� GH÷LúLN� \ROODUOD� PXWODN� VLVWHP� J�YHQOL÷LQL�
VD÷ODGÕ÷ÕQÕ�LGGLD�HGHQ�LúSRUWDFÕ�V|]OHUL\OH�NDQGÕUÕUODU���

Ancak, mükemPHOH� XODúDPDPÕú� DQWLYLU�V� SURJUDPODUÕ�
NXOODQÕFÕODUD� WHKOLNHOL� ELU� J�YHQOLN� GX\JXVXQGDQ� EDúND� ELU� úH\�
ND]DQGÕUPD]ODU��
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%�W�Q� DQWLYLU�V� \D]ÕOÕPODUÕ� VLVWHPL� J|]HWOHUNHQ�� L]OHUNHQ�
ELOJLVD\DU� YLU�VOHULQLQ� GLNNDWOL� EDNÕúODUÕ� �]HUOHULQGHGLU�� $QWLYLU�V�
\D]ÕOÕPODUÕQD�GD�YLU�V�EXODúDELOLU�¶¶��$FXQ���������

�������&DVXV�<D]ÕOÕPODU�
&DVXV�\D]ÕOÕPODU��6S\ZDUH�DGZDUH��L]LQ�DOÕQPDNVÕ]ÕQ�NHQGL�OHKLQH�YH�

DPDFÕQD�X\JXQ�KDUHNHW�HGHQ�\D]ÕOÕPODUGÕU���
%X� \D]ÕOÕPODUÕQ� WHKOLNHVL� FDVXVOXN� DPDoODUÕ� YH� KHGHIOHUL�

GR÷UXOWXVXQGD�GH÷LúLNOLN gösterebilir. �
*HQHO� DPDo� NXUXOGXNODUÕ� ELOJLVD\DUGDQ� oHúLWOL� ELOJLOHUL� HOGH� HWPHNWLU��

.LPLQ� KDQJL� VLWHOHUH� JLUGL÷LQL�� ELOJLVD\DU� NXUXOXP� úLIUHOHULQL�� NUHGL� NDUWODUÕ�
ELOJLOHULQL�� ELOJLVD\DUÕQÕ]GDNL�ELOJLOHUH� YH�DGUHV�GHIWHULQGHNL�GL÷HU� NLúLOHUOH� LOJLOL�
ELOJLOHUH� HULúPH\L�� LVWH÷LQL]� GÕúÕQGDNL� VLWHOHUH� \|QOHQGLUPH�� UHNODP� LoHULNOL�
SHQFHUHOHUL� HPSR]H� HWPH�� WDOHS� HWPHGL÷LQL]� UHVLP� YH� \D]ÕODUOD� PXKDWDS�
NÕOPD�� YH� |GHPHOL� WHOHIRQ� KDWWÕQD� \|QOHQGLUHUHN� SDUDVDO� ND]DQo� HOGH� HWPHN�
gibi hedefler gözlemlenebilir. �

*OREDO�DQODPGD�LVH��ELOLúLP�G�Q\DVÕQGDNL�oÕNDUODU�DUDVÕ�UHNDEHW��NHQGL�
\D]ÕOÕP��GRQDQÕP��PDO�YH�KL]PHWOHULQLQ� WHUFLK�HGLOPHVLQL�]RUODPDN�YH�VDWÕúÕQÕ�
DUWÕUPDN� KHGHIOHUL� ROGX÷X� JLEL�� JOREDO� J�oOHU� DUDVÕQGDNL� oÕNDU� YH� ELOJL�
FDVXVOX÷XQX�DPDo�HGLQHQ�VR÷XN�VDYDúODUÕQGD�oRN�\R÷XQ�\DúDQGÕ÷Õ�ELU�DODQ�
RODELOPHNWHGLU��

%LQOHUFH� W�U�� RODQ� FDVXV� \D]ÕOÕPODUGDQ� JUXS� RODUDN�
LVLPOHQGLULOHELOHQOHU�� UHNODP�SHQFHUHOHUL� �DGZDUH�� WURMDQ�YH�KLMDFNLQJ��EURZVHU�
KÕUVÕ]OÕ÷Õ�¶GLU��7HNQRW�UN����$UDOÕN�������7�UN�øQWHUQHW�&RP����$UDOÕN��������

%LOLQHQ�FDVXV�\D]ÕOÕP�|UQHNOHUL��*DWRU��.D]DD�� ,PHVK��$OH[D��*RRJOH�
7RROEDU��&XWH�)73��*HWULJKW��0DYLWXQD�����$UDOÕN��������

&DVXV� \D]ÕOÕPODU� LoLQGH� D\UÕFD� EHOLUWLOPHVL� JHUHNHQ� 63$0�
\D]ÕOÕPODUÕGÕU���

‘¶,QWHUQHW��]HULQGH�D\QÕ�PHVDMÕQ�\�NVHN�VD\ÕGDNL�NRS\DVÕQÕQ��EX�
WLS� ELU� PHVDMÕ� DOPD� WDOHELQGH� EXOXQPDPÕú� NLúLOHUH�� ]RUOD\ÕFÕ� QLWHOLNWH�
J|QGHULOPHVL�6SDP�RODUDN�DGODQGÕUÕOÕU���

6SDP� oR÷XQOXNOD� WLFDUL� UHNODP� QLWHOL÷LQGH� ROXS�� EX� UHNODPODU�
VÕNOÕNOD�J�YHQLOPH\HQ��U�QOHULQ��oDEXN�]HQJLQ�ROPD�NDPSDQ\DODUÕQÕQ��\DUÕ�
\DVDO�VHUYLVOHULQ�GX\XUXOPDVÕ�DPDFÕQD�\|QHOLNWLU���
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6SDP� J|QGHULFL� DoÕVÕQGDQ� oRN� N�o�N� ELU� KDUFDPD� LOH�
JHUoHNOHúWLULOHELOLUNHQ�� PDOL� \�N� E�\�N� |Oo�GH� PHVDMÕQ� DOÕFÕODUÕ� YH\D�
WDúÕ\ÕFÕ��VHUYLV�VD÷OD\ÕFÕ�NXUXPODU�WDUDIÕQGDQ�NDUúÕODQPDN�]RUXQGD�NDOÕQÕU���

%X� LOHWLOHU� WLFDUL� LoHULNOL� RODELOHFH÷L� JLEL� SROLWLN� ELU� J|U�ú�Q�
SURSDJDQGDVÕQÕ� \DSPDN� \DGD� ELU� NRQX� KDNNÕQGD� NDPXR\X� ROXúWXUPDN�
DPDFÕ� LOH� J|QGHULOHQ� H�posta iletileri de olabilir’’ (Türk Anti�6SDP�2UJ��
2FDN��������

�
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�����(OHNWURQLN�%HOJH�<|QHWLP�6LVWHPLQLQ�7DQÕPÕ��
Kennedy (1997, s.6) elektronik belge yönetim sistemini (EBYS) ‘’Bir 

NXUXOXúWD� EXOXQDQ� W�P� GRV\DODUÕ� D\QÕ� oDWÕ� DOWÕQGD� WRSOD\DUDN� �� EHOLUOHQPLú�
NULWHUOHUH� YH� J�YHQOLN� WDQÕPODPDODUÕQD� J|UH� EHOJHOHUH� HULúLPL� VD÷OD\DFDN� YH�
\|QHWHFHN�JHOLúPLú�VLVWHPOHUGLU¶¶�úHNOLQGH�LIDGH�HWPHNWHGLU���

³.D÷ÕWVÕ]� RILV´� RODUDN� GD� DGODQGÕUÕODQ� (%<6�� NXUXP� YH� NXUXOXúODUÕQ�
E�Q\HOHULQGH� ROXúWXUXODQ� YH� HOHNWURQLN� EHOJHOHULQ� �UHWLP�� G�]HQOHQPH��
NXOODQÕP�� VHYN� YH� DUúLYOHQPHVL� LoLQ� JHUHNOL� W�P� LúOHPOHULQ� HOHNWURQLN� VLVWHP�
LoLQGH� \DSDELOHQ� |]HO� YH� E�W�QOHúLN� \DSÕOÕ�� GRQDQÕP�� \D]ÕOÕP� YH� SURJUDPODU�
E�W�Q��RODUDN�NDUúÕPÕ]D�oÕNPDNWDGÕU���

$VOÕQGD� (%<6¶GHQ� DPDoODQDQ�� ELU� |Oo�GH� GH� J�Q�P�]� NRúXOODUÕQÕQ�
]RUODPDVÕ\OD�� EHOJHOHULQ� HULúLPLQGH�� NXOODQÕPÕQGD� YH� NRQWURO�QGH� GDKD� KÕ]OÕ��
GDKD� HWNLQ�� GDKD� NROD\� YH� GDKD� HNRQRPLN� NXOODQÕP� NDELOL\HWL� VXQPDNWÕU��
%LHODZVNL��������V�����LVH�úX�WHVSLWWH�EXOXQX\RU���

µ¶%D]ÕODUÕ�� :RUOG� :LGH� :HE
GH� ROGX÷X� JLEL� HOHNWURQLN�
GRN�PDQODUÕ� WDúÕPD� LúOHPL� RODUDN� G�ú�Q�U�� %D]ÕODUÕ� GD�� oDOÕúPD�
JUXSODUÕQGD� \DUDWÕODQ� YH� RUJDQL]H� HGLOHQ� EHQ]HU� GRN�PDQODUÕQ� \DUDWÕOGÕ÷Õ�
YH� NRQWURO� HGLOGL÷L� ELU� VLVWHP� RODUDN� G�ú�Q�O�U�� 'L÷HUOHUL� LVH� J�YHQOLN�
DPDFÕ\OD�NRQWURO�HWPH\L�YH�NRQWURO�VLVWHPLQL�VD÷ODPD\Õ�G�ú�Q�U���

$VOÕQGD�(%<6�EX��o�VLVWHPL�GH� Loerir. Bunlar yaratma, yönetim 
YH�ELOJLOHULQ�GD÷ÕWÕP�DúDPDODUÕGÕU�¶¶�
(OHNWURQLN� EHOJH� \|QHWLP� VLVWHPOHUL� E�\�N� NXUXPVDO� GH÷LúLPOHUL�

EHUDEHUOHULQGH� JHWLUPHNWHGLUOHU�� *HOHQHNVHO� RODUDN� ND÷ÕGD� GD\DOÕ� HVNL�
DOÕúNDQOÕNODUÕ� RUWDGDQ� NDOGÕUPDNWD�� EXQD� NDUúÕQ� KÕ]OÕ�� SUDWLN� YH� NXOODQÕúOÕ�
\HS\HQL� ELU� VLVWHP� RUWD\D� oÕNPDNWDGÕU�� %X� VLVWHPOHU�� LGDUHFLOHUH� GR÷UX�� KÕ]OÕ�



� ���

ve daha iyi yönetilebilir bilgileri iletebilmektedir. Daha az personelle yüksek 

NDOLWHGH� Lú� oÕNDUÕODELOPHNWH� YH� GDKD� oRN� NXOODQÕFÕ� PHPQXQL\HWL�
VD÷ODQDELOPHNWHGLU��

%LU� EHOJHQLQ� �UHWLOPHVLQGHQ� DUúLYOHQPHVL� YH� LPKDVÕQD� NDGDU� JHoHQ�
V�UHOHUL� G�ú�QHFHN� ROXUVDN�� EHOJHOHU� JHQHO� RODUDN� DúD÷ÕGDNL� V�UHoOHUGHQ�
geçmektedirler. Bu süreçler bazen bir kez bazen de birkaç kez üst üste tekrar 

HGHELOPHNWHGLU��
ùHNLO�����¶GH�EHOJHOHULQ�Lú�V�UHFOHUL�J|U�OPHNWHGLU��

���������ùHNLO������%HOJHOHULQ�øú�6�UHoOHUL�

.D\QDN��.(76�����+D]LUDQ������

�����(OHNWURQLN�%HOJHOHULQ�2OXúXPX�
(OHNWURQLN�EHOJHOHULQ�ROXúPDVÕQÕQ�LNL�\ROX�EXOXQPDNWDGÕU��%XQODU��
���(OHNWURQLN�RUWDPGD�\DUDWÕODQ�EHOJHOHU��ERUQ�GLJLWDO����
���6RQUDGDQ�HOHNWURQLN�RUWDPD�DNWDUÕODQ�EHOJHOHU��EHLQJ�GLJLWDO����
+DQJL� RUWDPGD� ROXúPXú� ROXUVD� ROVXQ� ELU� EHOJHQLQ� HOHNWURQLN� EHOJH�

\|QHWLPL� VLVWHPLQH� DNWDUÕOPDVÕQGD� EHOOL� V�UHoOHUGHQ� YH� X\JXQ� WHNQRORMLOHU� LOH�
DNWDUÕOPDVÕ�JHUHNPHNWHGLU��6�UHoOHU�ELUoRN�NXUXPGD�IDUNOÕOÕNODU�J|VWHUHELOLU���
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.XUXPVDO� DOÕúNDQOÕNODU�� \|QHWPHOLNOHU� YH� LKWL\DoODU� EX� NRQXGD�
EHOLUOH\LFL� XQVXUODUGÕU�� $\QÕ� ]DPDQGD� NXUXPXQ� \HUL�� VRUXPOXOXNODUÕ� YH� Lú�
\R÷XQOX÷X�JLEL�HWPHQOHU�GH�|QHPOL�\HU�WXWDU��

*HOHQ� EHOJHOHU� IDUNOÕ� QLWHOLNWH�� HEDWWD� YH� \R÷XQOXNWD� RODELOLU�� <LQH�
EHOJHOHU�oHúLWOL� \ROODUGDQ�NXUXP�YH�NXUXOXúD�XODúDELOLU��)DUNOÕ�EHOJHOHUL�NXUXP�
YH� NXUXOXúXQ� Lú� SUHQVLSOHUL� GR÷UXOWXVXQGD� X\DUOD\DELOPHN� VRQ� GHUHFH� |QHP�
DU]�HWPHNWHGLU��

�������*HOHQ�.D÷ÕW�%HOJHOHU�
.XUXP�YH�NXUXOXúODUD�JHOHQ�ND÷ÕW� WDEDQOÕ�EHOJHOHUGLU��%LU�EDúND� LIDGH�

LOH�EDVÕOÕ� EHOJHOHUGLU��0HNWXS�� UDSRU��EURú�U��GHUJL�� NLWDS��\|QHWPHOLN�� WDOLPDW��
JLEL�EHOJHOHU�HOHNWURQLN�RUWDPD�WDUD\ÕFÕODU��VFDQHU��LOH�DNWDUÕOPDNWDGÕU���

%X� GXUXPGD� WDUD\ÕFÕODU� VLVWHPLQ� HQ� |QHPOL� SDUoDVÕGÕU�� .D÷ÕW�
EHVOH\LFLQLQ� ER\XWODUÕ� YH� \DWD\� WDUDPD� �QLWHVLQLQ� EXOXQPDVÕ� LKWL\DFD� J|UH�
GLNNDWOLFH� EHOLUOHQPHOLGLU�� <DQOÕú� VHoLP� YH� KDWDOÕ� EHVOHPH� LúJ�F�Q�� LNL\H�
NDWOD\DELOLU���

%LU� GL÷HU� |QHPOL� NRQX� LVH� WDUD\ÕFÕQÕQ� J|U�QW�� NDOLWHVLGLU�� øPDM�
WDUD\ÕFÕVÕQÕQ� ELULQFL� LúOHYL� EHOJH\L� \DNDODPD� YH� VD\ID� �]HULQGHNL� \D]Õ� YH�
LPDMODUÕ� VD\ÕVDO� IRUPDWD� oHYLUPHNWLU�� 7DUD\ÕFÕ� WLSOHUL� DúD÷ÕGD� OLVWHOHQPLúWLU�
�3DSHU3OXV�����0D\ÕV��������

���1RUPDO�7DUD\ÕFÕODU���� LOH���DGHWH�NDGDU� UHQNOL�YH\D� UHQNVL]�RODUDN�
WDUD\DELOLU��
���+Õ]OÕ�7DUD\ÕFÕODU����LOH�����DGHWH�NDGDU�WDUDPD�\DSDELOLU��
���.LWDS�7DUD\ÕFÕODUÕ�
���.DPHUD�7DUD\ÕFÕODUÕ��
7DUD\ÕFÕQÕQ� SHUIRUPDQV� SDUDPHWUHOHUL�� KÕ]Õ�� RWRPDWLN� \�NOHPH�

NDSDVLWHVL�� WDUDPD� \R÷XQOX÷X� YH� LVWDV\RQ� VD\ÕVÕGÕU�� .XUXP� YH� NXUXOXúXQ�
LKWL\DFÕ� RODELOHFHN� WDUD\ÕFÕODU� \HULQGH� ELUoRN� GHQHPHOHU� \DSÕODUDN� YH� IDUNOÕ�
ihtiyaçlar yerinde tespit edilerek uygun seçenek belirlenebilir�� dLIW� WDUDIOÕ�
WDUDPD��J�U�OW��D]DOWPD�JLEL�J|U�QW��LúOHPH�LúOHYOHUL�DoÕVÕQGDQ�ROGX÷X�JLEL��

�
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�������*HOHQ�6HVOL�YH�+DUHNHWOL�%HOJHOHU��$QDORJ�%HOJHOHU��
$QDORJ� ELOJL�� VHV�� YLGHR� ND\ÕWODUÕ� JLEL� ELOJLVD\DU� RUWDPÕQD� GR÷UXGDQ�

DNWDUÕODPD\DQ� ELOJL� WLSLGLU�� %X� W�U� ELOJLOHULQ� DNWDUÕPÕ� LoLQ� ELOJLVD\DUGD� DUD�
GRQDQÕPODUÕQ� NXOODQÕOPDVÕ� YH� EXQODUOD� LOJLOL� SURJUDPODUÕQ� LOJLOL� ELOJLVD\DUODUD�
\�NOHQPLú�ROPDVÕ�JHUHNLU���

gUQH÷LQ� DQDORJ� ELU� ELOJL� W�U�� RODQ� VHV� ND\GÕQÕQ� VLVWHPH�
DNWDUÕODELOPHVL� LoLQ�� ELOJLVD\DUGD� VHV� NDUWÕ�� ELU� YLGHR� ND\GÕQÕQ� DNWDUÕODELOPHVL�
LoLQ� LVH�� ELU� YLGHR� NDUWÕQÕQ� PRQWH� HGLOPLú� YH� LOJLOL� SURJUDPODUÕQ� \�NOHQPLú�
ROPDVÕ�JHUHNLU��3DSHUSOXV�����0D\ÕV��������

�������*HOHQ�(OHNWURQLN�%HOJHOHU��%RUQ�'LJLWDO��
.XUXPODUGD� ELOJLVD\DUODúPDQÕQ� KÕ]OD� JHOLúPHVL\OH�� EHOJHOHU� GH�

HOHNWURQLN�RUWDPGD�GR÷PDNWD�YH�\LQH�HOHNWURQLN�RUWDPGD�KHGHI�ELOJLVD\DUODUD�
D÷ODU��]HULQGHQ�HOHNWURQLN�EHOJH�RODUDN�J|QGHULOPHNWHGLU���

GünüP�]GH� HOHNWURQLN� EHOJH� LOHWLúLPL� LoLQ� XOXVDO� YH� XOXVODUDUDVÕ�
DODQGD� H�SRVWD� VLVWHPL� oRN� \D\JÕQ� RODUDN� NXOODQÕOPDNWDGÕU��%XQXQOD� EHUDEHU�
.DPX�1HW�JLEL�XOXVDO�D÷ODU�GD�JHOLúLP�J|VWHUPHNWHGLU��

(OHNWURQLN� EHOJHOHU� \HUHO� ELOJLVD\DU� D÷ODUÕ� �/$1��� JHQLú� ELOJLVD\DU�
D÷ODUÕ� �:$1��� LQWUDQHW� YH� H[WUDQHW� JLEL� D÷ODUOD� EHOLUOL� NXUDOODU� oHUoHYHVLQGH��
NROD\� YH� J�YHQOL� �J|UHFHOL� RODUDN�� RODUDN� GRODúDELOPHNWH� YH� JLULú� oÕNÕú�
\DSÕODELOPHNWHGLU��

�������*HOHQ�)DNV�%HOJHOHU�
*�Q�P�]GH� ELUoRN� NXUXP� YH� LúOHWPH� GDKD� PRGHUQ� DOWHUQDWLIOHU�

EXOXQPDVÕQD� UD÷PHQ� JHOHQHNVHO� DOÕúNDQOÕNODUÕ� QHGHQL\OH� IDNVWDQ�
vazgeçememektedirler. �

7HOHNV� PDNLQHOHUL� ����� LOH� ����� \ÕOODUÕ� DUDVÕQGD� HQ� J�YHQOL� EHOJH�
LOHWLúLP�DUDFÕ�RODUDN�J|U�OPHNWH\GL��8OXVDO�YH�XOXVODUDUDVÕ�DODQGD�oRN�\D\JÕQ�
RODUDN� NXOODQÕOPDNWD\GÕ�� $QFDN� IDNVÕQ� LFDGÕ� WHOHNV� YH� WHOHWHNV� PDNLQHOHULQL�
J|]GHQ�G�ú�UG���$EDKoH�����+D]LUDQ�������.HWV����������
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)DNV�FLKD]ODUÕ�XFX]OX÷X��J�YHQLUOL÷L��NXOODQÕP�NROD\OÕ÷Õ�YH�oRN�\D\JÕQ�
ROXúX� QHGHQL\OH� KDOD� EHOJH� LOHWLPLQGH�GD÷ÕWÕPÕQGD� \R÷XQ� RODUDN�
NXOODQÕOPDNWDGÕU���

)DNVÕQ� W�P� DYDQWDMODUÕQGDQ� ID\GDODQÕS� YH� GH]DYDQWDMODUÕQGDQ�
kurtulmak için faks yönetim sisteminin elektronik belge yönetim sistemiyle 

E�W�QOHQPHVLQLQ� \DSÕOPDVÕ� JHUHNLU�� 6LVWHPLQ� IDNV� E�W�QOHPHVL� VD÷ODQPDVÕ�
GXUXPXQGD�� JHOHQ� IDNV� EHOJHOHUL� RWRPDWLN� RODUDN� VLVWHPH� DOÕQPÕú� RODFDN��
E|\OHOLNOH�IDNVÕQ�W�P�DYDQWDMODUÕ�VD\ÕVDO�RUWDPD�WDúÕQPÕú�RODFDNWÕU���

)DNV�E�W�QOHPHVL�\DSÕODPDPDVÕ�GXUXPXQGD�LVH��JHOHQ�IDNV�NRS\DODUÕ�
WDUDQDUDN� VLVWHPH� DOÕQDELOLU� NL� EX� GD� HPHN� \R÷XQ� ELU� oDOÕúPD\Õ� EHUDEHULQGH�
getirir (Abahçe, ���+D]LUDQ�������.HWV���������

�������*HOHQ�)LOP�7DEDQOÕ�%HOJHOHU�
0LNURJUDIL� NHOLPHVL�� OLWHUDW�UGH� oRN� VÕNOÕNOD� NXOODQÕODQ� EHOJHOHULQ�

E�\�WPH� ROPDNVÕ]ÕQ� RNXQDPD\DFDN� NDGDU� N�o�N� J|U�QW�OHU� RODUDN� ILOP�
�]HULQH� ND\ÕW� WHNQRORMLVLQL� WDQÕPOD\DQ� WHULPGLU�� 0LNURILOP� YH�PLNURILOPH� DOPD�
J�Q�P�]GH�GH�JHQLú�NDSVDPOÕ�NXOODQÕOPD\D�GHYDP�HGHQ�WHPHO�NDYUDPODUGÕU�
(Bordo Doküman, 2005).�

%LU� WDULK� EHOLUWPHN� JHUHNLUVH� PLNUR�görüntülerin üretilmesi ilk olarak 

����� \ÕOÕ� FLYDUÕQGDGÕU�� ����
OHULQ� J�YHUFLQ� SRVWDVÕ� PRGHUQ� PLNURJUDILQLQ�
WHPHOLQL� DWPÕúWÕU��'RN�PDQODUÕQ� ILOPH�DOÕQPDVÕQÕQ�G�]HQOHQPHVL�JHUHNPLúWLU��
'RN�PDQÕQ� IRWR÷UDIODQPDVÕ�� SR]ODQDQ� ILOPLQ� �]HULQGHNL� VDNOÕ� J|U�QW�\��
ROXVWXUDQ� EDQ\R� LúOHPL�� DUGÕúÕN� RUDQOÕ� E�\�WPH� YH� ND÷ÕGD� EDVNÕ� DOPD� LoLQ�
FLKD]ODUÕQ�WHGDULN�HGLOPHVL�JHUHNPLúWLU���

$QFDN� ��� \ÕO� JHoPHGHQ�� ELU� JULG� SDWHUQL� LoLQH� J|U�QW�OHULQ� ILOP�
�]HULQGH� ND\GHGLOPHVL� ����
ODUÕQ� VRQXQD� GR÷UX� JHUoHNOHúPLúWLU�� %X� HUNHQ�
G|QHP� ILOPOHULQ� oR÷X� N�W�SKDQHOHUGH� NXOODQÕODQ� GL]LQ� NDUWODUÕQÕQ�
ER\XWXQGDODUGÕ���

$\QÕ� VÕUDODUGD�� ILOP� VD\IDVÕ� kullanarak mikro görüntülerin 

ND\GHGLOPHVLQL�DGÕP�DGÕP� WHNUDUOD\DQ�ELU�NDPHUD�GL]D\QÕ�JHUoHNOHúWLULOPLúWLU��
)UDQVD
GD� ELOLQHQ� LVPL� )øù
WLU�� %XQGDQ� GROD\Õ� EX� IRUPDW� LoLQ� JHoHUOL� WHULP�
0ø.52)øù�ROPXúWXU�� )Lú�� RUMLQDO� RODUDN�PLNURIRUPDW� LoLQGH�ELOJLQLQ� \D\ÕQÕ� YH�
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GD÷ÕWÕPÕ� DPDFÕ\OD� WDVDUODQPLú� ROPDVÕQD� NDUúÕQ� J�Q�P�]GH� JHQLú� NDSVDPOÕ�
RODUDN� YHUL� LúOHPH� VLVWHPOHULQGHQ� oÕNDQ� ELOJLQLQ� GHSRODQPDVÕ� YH� VDNODQPDVÕ�
�DUúLYOHPH��DPDFL\OD�NXOODQÕOPDNWDGÕU��

0LNURJUDIL� \DQL� ILOP� WDEDQOÕ� VLVWHPOHUL� (%<6¶\H� X\DUOD\DQ� NDUPD�
VLVWHPOHU� GH� EXOXQPDNWDGÕU�� *�Q�P�]GH� |]HOOLNOH� E�\�N� KDFLPOL� DUúLYOHUH�
VDKLS�NXUXPODU� WDUDIÕQGDQ�NXOODQÕOPDNWDGÕU��'HYOHW�$UúLYOHUL�*HQHO�0�G�UO�÷��
örnek olarak verilebilir.�

�����%HOJH�7DQÕPD�6LVWHPOHUL��
Elektronik belge sisteminde belge görüntüleri yeni bir� RUWDPD�

DNWDUÕOÕUNHQ�WDQÕPD�V�UHoOHULQGHQ�JHoHU��%XQODU��2SWLN�.DUDNWHU�7DQÕPD��2&5�
2SWLFDO� &DUDFWHU� 5HFRJQLWLRQ��� $NÕOOÕ� .DUDNWHU� 7DQÕPD� �,&5�,QWHOOLJHQW�
&KDUDFWHU� 5HFRJQLWLRQ��� 2SWLN� øúDUHW� 7DQÕPD� �205�2SWLFDO� 0DUN�
5HFRJQLWLRQ��YH�%DUNRG�7DQÕPD�\|QWHPOHULGLU��

%X� VLVWHPOHUH� HN� RODUDN�� NDUDNWHUOHULQ� \RUXPODQPDVÕQÕ� VD÷OD\DQ�
\DSD\�VLQLU�D÷ODUÕ��QHXUDO�QHWZRUNV��GD�HQWHJUH�HGLOPHOLGLU��

�������2SWLN�.DUDNWHU�7DQÕPD�
2SWLN� NDUDNWHU� WDQÕPD�SURJUDPÕ�� EDVÕOÕ� YH�PDNLQH� \D]ÕODUÕQÕ� �SULQWHG�

WH[W��WDQÕPODU���
7DUDQDQ� EHOgenin görüntü analizini ve karakter görüntülerini veri 

LúOHPHGH�NXOODQÕODQ�$6&,,� JLEL� QRUPDO�HOHNWURQLN�EHOJH�VLVWHPLQGH�NXOODQÕODQ�
NDUDNWHU�NRGODUÕQD�G|Q�úW�U�U���

2SWLN� NDUDNWHU� WDQÕPD�� 2WRPDWLN� .DUDNWHU� 7DQÕPD� �$XWRPDWLF�
&KDUDFWHU� 5HFRJQLWLRQ�� YH� 0HWLQ� 7DQÕPD� �75B7H[W� 5HFRJQLWLRQ�� RODUDN� LNL�
türlüdür.�

µ¶2WRPDWLN�NDUDNWHU�WDQÕPD�LOH�KHU�NDUDNWHULQ�NDUúÕVÕQD�ELU�$6&,,�
NRG� DWDQPDVÕGÕU�� %DúDUÕOÕ� ELU� WDQÕPDQÕQ� J|VWHUJHVL� �� ������ GR÷UXOXN�
GHUHFHVLQH�XODúÕOPDVÕGÕU���

0HWLQ� 7DQÕPD¶GD� LVH� PHWLQOHULQ� V|]F�NOHULQLQ� Ye içeriklerinin 
WDQÕQPDGD�HWNLOL�ROPDVÕGÕU��$OID�VD\ÕVDO��KDUIOHU�YH�UDNDPODU��NDUDNWHUOHULQ�
WDQÕQPDVÕQGD�GD�NXOODQÕOÕU¶¶��.HWV����+D]LUDQ��������

�
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�������$NÕOOÕ�.DUDNWHU�7DQÕPD�
$NÕOOÕ� NDUDNWHU� WDQÕPD� VLVWHPL�� VLVWHPH� DNWDUÕODQ� YH� RULMLQL� HO� \D]ÕVÕ�

RODQ� EHOJHOHUL� WDQÕPODU�� .XUXP� YH� NXUXOXúODUD� SRVWD� \ROX� LOH� JHOHQ� HO� \D]ÕVÕ�
PHNWXSODUÕQ�WDQÕPD�LúOHPLQL�JHUoHNOHúWLULU��

�������2SWLN�øúDUHW�7DQÕPD�
2SWLN� LúDUHW� WDQÕPD�� HOHNWURQLN� RUWDPGDNL� LúDUHWOHUL� WDQÕPODU�� '�ú�N�

NDOLWHOL� EHOJHOHU�RODUDN�DGODQGÕUÕODQ� IDNV�YH� IRWRNRSL�JLEL�EHOJHOHULQ�HOHNWURQLN�
EHOJHOHUH�G|Q�úW�U�OPHVL�LúOHPLGLU���

'|Q�úW�UPHGHNL� HWNLQOLN� V|]F�NOHULQ� GR÷UX� RNXQPDVÕ� YH� IRUPDWÕQ�
ER]XOPDPDVÕ�RODUDN�WDQÕPODQDELOLU��

�������%DUNRG�7DQÕPD�
Barkod (barcod); genelde dikdörtgen biçiminde olan, birbirine parDOHO�

oL]LOPLú� LQFHOL� NDOÕQOÕ� oL]JLOHUGHQ� YH� EX� oL]JLOHULQ� DUDVÕQGDNL� ERúOXNODUGDQ�
PH\GDQD� JHOHQ�� VL\DK� oXEXNODUÕQ� ROXúWXUGX÷X� ELU� VHPEROG�U�� �%LOWHF�� �������
RODUDN�WDQÕPODQPDNWDGÕU���

g]HOOLNOH� EDUNRGOX� �U�QOHUOH� EHOJHOHU� DUDVÕQGD� ELOJLOHULQ�
LOLúNLOHQGLULOPHVL� DoÕVÕQGDQ� JHUHNOL� RODELOPHNWHGLU�� %DUNRGODU� VD\HVLQGH�
ELOJLVD\DUD�RWRPDWLN�YHUL�JLULúL�KÕ]OÕ�ELU�úHNLOGH�VD÷ODQPDNWDGÕU��$\UÕFD�\HQL�ELU�
X\JXODPD�RODUDN�EDUNRG�ELOJLVL��]HULQGHQ�WDUDPD�\DSÕODELOPHNWHGLU���

µ¶����¶OL� \ÕOODUGD� JHOLúHQ� WHNQRORML� LOH� ELUOLNWH� EDúDUÕQÕQ� DQDKWDUÕ�
RODUDN� J|VWHULOHQ� PRELOLWH� NDYUDPÕ�� RILVOHUGH� NXOODQGÕ÷ÕPÕ]� PDVD�VW�� YH�
GL]�VW�� ELJLVD\DUODUÕPÕ]Õ� 3'$� IRUP� IDNW|U�QGH� \DQÕPÕ]GD� WDúÕPDPÕ]D�
LPNDQ� VD÷ODUNHQ�� EXQD� SDUDOHO� RODUDN� EDUNRG� RNX\XFXODU� GD� PLQ\DW�U�
tarama modülleri olarak el tHUPLQDOOHULQLQ�LoHULVLQH�JLUHUHN�KDWDVÕ]�YH�KÕ]OÕ�
YHUL� WRSODPD�X\JXODPDODUÕQÕQ�YD]JHoLOPH]�ELU�SDUoDVÕ�ROGX¶¶� �%LOWHF��2FDN�
�������

�����'L]LQOHPH��øQGHNVOHPH��6LVWHPOHUL��
7DUDPDGDQ� JHoHQ� EDVÕOÕ� EHOJHOHU� YH� VLVWHPH� DOÕQDQ� HOHNWURQLN�

belgeler dizinleme sürecine tabi olunur. Bu süreçte miktar ne olursa olsun 

DUDQDQ�EHOJHQLQ�]DPDQÕQGD�EXOXQPDVÕ�W�P�NXUXP�YH�NXUXOXúODU�LoLQ�FLGGL�ELU�
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VRUXQGXU�� %X� QHGHQOH�� |QFHGHQ� oRN� L\L� SODQODQPÕú� GL]LQOHPH� WHNQL÷L�
DUDúWÕUPDVÕ�YH�X\JXODPDVÕ�\DSPD�]RUXQOXOX÷X�YDUGÕU��

%HOJHOHU� GL]LQOHPH� DúDPDVÕQÕ� WDPDPODPDVÕQGDQ� VRQUD� RQD\ODPD�
DúDPDVÕQD�JHOLU��<HWNLOL�SHUVRQHO�WDUDIÕQGDQ�RQD\ODQDQ�EHOJHOHU�LOJLOL�ELULPOHUH�
YH�YH\D�DOW�ELULPOHUH�J|QGHULOGL÷L�DQGD�D\QÕ�]DPDQGD�DUúLYOHQLU���

%X�DúDPD�EHOJH�\|QHWLPL�WHNQL÷L�DoÕVÕQGDQ�GHYULP�QLWHOL÷L�WDúÕU��%DVÕOÕ�
EHOJHOHUGH� W�P� V�UHoOHUGHQ� JHoHQ� EHOJHOHU� VRQ� DúDPDGD� DUúLYOHQLUNHQ��
HOHNWURQLN� EHOJHOHU�� (%<� VLVWHPL� LoLQGH�� GL]LQOHPH� DúDPDVÕ� VRQUDVÕQGDNL�
RQD\ODPD�DúDPDVÕQÕQ�ELWLPLQGH�DUúLYOHQPHNWHGLU��

�������(O�LOH�'L]LQOHPH�6LVWHPOHUL�
%HOJHOHU��EHOLUOL�DUDPD�NULWHUOHULQH�ED]�ROXúWXUDFDN�|]HOOLNOHU�GDKLOLQGH�

GL]LQOHPH\H� WDEL� WXWXOXU��%HOJHOHUGHNL�ELOJLOHUGHQ�KDUHNHW�HGLOHUHN�ROXúWXUXODQ�
DODQODU�WDQÕPODQDELOLU���

gUQHN� RODUDN� ELU� IDWXUD� GRV\DVÕQGD�� IDWXUD� QXPDUDVÕ�� IDWXUD� WDULKL��
IDWXUDQÕQ� NHVLOGL÷L� \HU�� ILUPD� DGÕ�� PDO]HPH� DGÕ� JLEL�� %HOJH� DUDQGÕ÷ÕQGD� LVH�
GL]LQ� GH÷HUOHULQGHQ� KHUKDQJL� ELUL� LOH� VRUJXODPD� \DSÕOÕS� oRN� UDKDW� YH� NÕVD�
]DPDQGD�HULúLOHELOLU��

�������2WRPDWLN�'L]LQOHPH�6LVWHPOHUL�
øQVDQ� HPH÷L� \HULQH�� RWRPDWLN� \DSÕODUÕQ� NXOODQÕOGÕ÷Õ� VLVWHPGLU��0HWQLQ�

üst veUL� �PHWDGDWD�� ELOJLOHULQLQ� \DQÕ� VÕUD�� PHWLQ� LoLQGH� EHOLUOL� VÕNOÕNWD� JHoHQ�
NHOLPHOHULQLQ�WDUDQDUDN�GL]LQOHPHVLQLQ�\DSÕOGÕ÷Õ�GL]LQOHPH�\|QWHPLGLU���

%X� VLVWHPLQ� HQ� NH\LIOL� |]HOOL÷L�� HOHNWURQLN� RUWDPGDQ� YH� IDNVOD� JHOHQ�
belgelerin, hiç beklemeden dizinlemesi yaSÕODUDN��LOJLOL�ELULP�YH�YH\D�DOW�ELULPH�
YH\D�LOJLOL�\HWNLOL�SHUVRQHOLQ�ELOJLVD\DUÕQD���J�Q�YH����VDDW�J|QGHULOHELOPHVLGLU���

���������.D÷ÕW�%D]OÕ�%HOJHOHULQ�2WRPDWLN�'L]LQOHQPHVL�
%DVÕOÕ� EHOJHOHU�� WDUD\ÕFÕ� LOH� WDUDQÕU� YH� WDQÕPODQÕU�� %HOJHQLQ� EHOOL�

DODQODUÕ�GL]LQ�DODQÕ�RODUDN�WDQÕPODQGÕNWDQ�VRQUD�RWRPDWLN�RODUDN�GL]LQOHQLU���
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'L]LQOHPHGH�� LQGHNV� QXPDUDVÕ�� WDUDPD� WDULKL�� QHUHGHQ� YH\D� NLPGHQ�
JHOGL÷L��JHOGL÷L�\HULQ�VD\Õ�QXPDUDVÕ��EHOJHQLQ��UHWLP�WDULKL��QHUH\H�YH\D�NLPH�
JLGHFH÷L�NXWXFXNODUÕ�GROGXUXOXU���

'L]LQOHPH� NXUDOODUÕ� NXUXP� YH� NXUXOXúODUÕQ� LKWL\DoODUÕQD� J|UH� GH÷LúLP�
ya da esneklik gösterebilmektedir (Kets, 17 Haziran 2004).�

���������(OHNWURQLN�%HOJHOHULQ�2WRPDWLN�'L]LQOHQPHVL�
(OHNWURQLN� RUWDPGDQ� JHOHQ� EHOJHOHU� LoHULNOHULQGH� WDúÕGÕ÷Õ� YH�

üstlerindeki bilgilerle�RWRPDWLN�RODUDN�GL]LQOHQHELOLU��
%HOJHQLQ� LoHUL÷LQGHNL� ELOJLOHULQ� \DQÕ� VÕUD� LúOHP� DQÕQGD� EL]LP�

HNOHGL÷LPL]�ELOJLOHUOH�ELU�DUDGD�EXOXQDELOLUOHU��%HOJHQLQ� LoHUL÷L� ROGX÷X�JLEL�DQD�
EHOOH÷H� ND\GHGLOLU�� (N� ELOJLOHU� LVH� ELU� YHUL� WDEDQÕQGD� VDNODQÕU�� %|\OHFH� YHUL�
WDEDQÕQGDQ�ELOJL\H�NROD\�HULúLP�VD÷ODQÕU���

$\UÕFD�GL]LQOHPHGH�µ¶$QDKWDU�.HOLPH¶¶� WDQÕPODPDVÕ�YH�VÕQÕIODQGÕUPDVÕ�
GD�\DSÕODELOPHNWHGLU��.(76�����+D]LUDQ��������

�������7DP�0HWLQ�'L]LQOHPH��)XOO�7H[W�,QGH[LQJ��
+Õ]OD� JHOLúHQ� (%<6� WHNQRORMLOHUL� VD\HVLQGH� GL]LQOHPH� LúOHPOHUL� WDP�

PHWLQ� GL]LQOHPH\H� GR÷UX� ND\PDNWDGÕU�� %X� LoHULN� WDQÕPODPD� ED]OÕ� ELU�
yöntemdir. Belgeler içeriklerinden hareketle dizinlenmekte ve yine içerik 

ELOJLOHULQGHQ� KDUHNHWOH� JHUL� oD÷UÕODELOPHNWHGLU�� *|U�QW�� �LPDM�� GRV\DODUÕQÕQ�
NXOODQÕOPDPDVÕ� QHGHQL\OH� KHP� D]� \HU� NDSODU� KHP� GH� YHULPVL]� EHOJH� DUDPD�
LúOHPOHULQH�\DQL�X]XQ�VD\ÕODELOHFHN�HNUDQ�DUDPDODUÕQD�VRQ�YHULU��

*HQHOGH�GH�úX�DPDoODU�LoLQ�NXOODQÕOÕU��.(76�����+D]LUDQ��������
��� $UúLYOHQHFHN� RODQ� KHU� EHOJHQLQ� ELUELULQGHQ� IDUNOÕ� YH� RUWDN� LQGHNV�
DODQODUÕ�NXOODQPDN�P�PN�Q�GH÷LO�LVH��
���%HOJHOHU� X]XQ�\D]ÕODU� LoHUL\RUVD��<DVDODU� \|QHWPHOLNOHU�� WDOLPDWODU��
kitaplar, prosedürler, dergiler gibi.�
��� %HOJHOHULQ� LPDMODUÕQD� GH÷LO�� LoLQGHNL� ED]Õ� NHOLPHOHUL� LoHUHQ�
bölümlerine ihtiyaç varsa.�
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Bu dizinleme yöntemi için yaQOÕú� RNXQDQ� NHOLPHOHUL� G�]HOWHQ� DNÕOOÕ�
GL]LQOHPH�VLVWHPL�GH�EXOXQPDOÕGÕU���

%XQXQ� \DQÕQGD� )X]]\� /RJLF� WHNQLNOHULQL� NXOODQDUDN�� DUDPD�
VRQXoODUÕQGD�EHQ]HU�NHOLPHOHUL�G|QG�UHQ�PRWRUODUGD�NXOODQÕODELOLU��

�����øú�$NÕú�<|QHWLP�6LVWHPOHUL�
øú� DNÕú� \|QHWLP� VLVWHPOHUi, belgelerin kurum içinde hangi birimlere 

YH�YH\D�DOW�ELULPOHUH�JLGHFH÷LQLQ�YH�NLPOHULQ�RQD\ÕQGDQ�JHoHFH÷LQLQ�|QFHGHQ�
EHOLUOHQPHVLGLU��'DKD�EDúND�ELU� LIDGH\OH��EHOJHQLQ��UHWLPLQGHQ�VRQ�DúDPD\D�
NDGDU�JHoHQ�V�UHoOHULQ�SODQODQPDVÕGÕU���

øú� DNÕú� \|QHWLP� VLVWHPL�� LGDUHFLOHUH�� KHU� ELU� LúOHPLQ� KDQJL� DúDPDGD�
ROGX÷XQX��QHUHGH�EHNOHGL÷LQL�YH\D� WDNÕOGÕ÷ÕQÕ��KDQJL�ELULPLQ�YH\D�NXOODQÕFÕQÕQ�
QH� NDGDU� ]DPDQGD� LúLQL� ELWLUGL÷LQL� UDKDWOÕNOD� WDNLS� LPNDQÕ� YHULU�� %|\OHFH��
NXUXPXQ� YHULPOLOL÷L� YH� SHUIRUPDQVÕ�� \|QHWLFLOHULQ� LVH� Lú üzerindeki etkinlikleri 

DUWWÕUÕODELOLU�� %X� QHGHQOH�� (%<� VLVWHPOHULQLQ�� Lú� DNÕú� VLVWHPOHUL\OH� HQWHJUH�
HGLOHELOPHVL�NXUXP�DoÕVÕQGDQ�E�\�N�|QHP�WDúÕPDNWDGÕU��.HWV���������

%LOLQHQ� �o� W�U� Lú� DNÕú� VLVWHPL� YDUGÕU�� %XQODU� DQOÕN�� \|QHWLPVHO� YH�
�UHWLPVHO�Lú�DNÕú�VLVWHPOHULGLU��'DV����+D]LUDQ��������

�������$QOÕN��$G�+RF��øú�$NÕúODUÕ�
øú� DNÕúÕQÕQ� NXOODQÕFÕQÕQ� LQLVL\DWLILQH� EÕUDNÕOGÕ÷Õ� ELU� VLVWHPGLU�� %X�

VLVWHPGH�� \HWNLOL� NXOODQÕFÕ�� LúLQ� NDSVDPÕQD� J|UH� EHOJHOHUL� JHUHNOL� J|UG�÷��
yerlere yönlendirir. �

%X�VLVWHP�KHP�GDKLOL�KHP�GH�JHQHO�(%<�VLVWHPOHULQGH�PXWODN�VXUHWWH�
EXOXQPDVÕ�JHUHNHQ�|]HO�ELU�Lú�DNÕú�VLVWHPLGLU���

d�QN��� NXUXP� YH� NXUXOXúODUGD�� µ¶JL]OL¶¶�� µ¶oRN� JL]OL¶¶� YH� µ¶NLúL\H� |]HO¶¶�
EHOJHOHU�ROGX÷X�JLEL�� Lo� GHQHWLP�YH� WHIWLú�DPDFÕ\OD�NXOODQÕODQ�YH\D�NXUXP�YH�
NXUXOXúODUÕQ� HQ� �VW� \|QHWLPLQLQ� WDVDUUXIXQGD� EXOXQPDVÕ� JHUHNHQ�� D\QÕ�
]DPDQGD� NXUXP� YH� NXUXOXúODUÕQ� \DúDPVDO� oÕNDUODUÕQÕQ� V|]� NRQXVX� ROGX÷X�
VÕUODU�DQODPÕQGD�D\UÕ�YH�oRN�|]HO�ELU�GD÷ÕWÕP�VLVWHPLQLQ�]RUXQOXOX÷XQD� LúDUHW�
HWPHNWHGLU��
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�������<|QHWLPVHO��$GPLQLVWUDWLYH��øú�$NÕúODUÕ�
øú� DNÕúÕQÕQ� |QFHGHQ�� NXUXOXú� DúDPDVÕQGD� EHOLUOHQGL÷L� VLVWHPGLU��

Belgenin sisteme girmesinden veya sistemde üretilmesinden itibaren hangi 

ELULPOHUH�YH�YH\D�DOW�ELULPOHUH�JLGHFH÷L��KDQJL�RQD\ODUGDQ�JHoHFH÷L�YH�NLPOHU�
WDUDIÕQGDQ�NXOODQÕODFD÷Õ�EHOOLGLU��'DKD�oRN��NXUXP�YH�NXUXOXúODUÕQ��GDKLOL�(%<�
VLVWHPOHUL�LoLQ�WDVDUODQDQ�JHQHO�Lú�DNÕú�VLVWHPLGLU��

.XUXP�YH�NXUXOXúODUÕQ�|]HOOLNOHULQH�ED÷OÕ�ROPDNOD�ELUOLNWH�JHQHO�RODUDN��
L]LQ� WDOHS� IRUPX�� Lú� WDOHS� IRUPX�� KDVWD� PXD\HQH� WDOHS� IRUPX�� DYDQV� WDOHS�
IRUPX��VH\DKDW�RQD\� IRUPX��SDVDSRUW� WDOHS� IRUPODUÕ��SHUVRQHO�HYOLOLN�YH�YHIDW�
GX\XUXODUÕQÕ�|UQHN�RODUDN�J|VWHUHELOLUL]��

�������hUHWLPVHO��3URGXFWLYH��øú�$NÕúODUÕ�
5HVPL� YH� NXUXPVDO� EHOJHOHULQ� HQ� LQFH� D\UÕQWÕVÕQD� NDGDU� URWDODUÕQÕQ�

EHOLUOHQGL÷L� VLVWHPOHUGLU�� .XUXP� YH� NXUXOXúODUÕQ� QRUPDO� LúOHULQLQ� \�U�W�OPHVL��
\DVDO� YH� NDPXVDO� \�N�PO�O�NOHULQLQ� \HULQH� JHWLULOPHVLQGH� YH� \DúDPVDO�
IDDOL\HWOHULQLQ�V�UG�U�OPHVL�ED÷ODPÕQGD�\DSWÕ÷Õ�UXWLQ�LúOHPOHUGLU���

%X� VLVWHPGH�� W�P� EHOJHOHULQ� GL]LQOHQPHOHULQLQ� DUGÕQGDQ�� HQ� LQFH�
D\UÕQWÕVÕQD� NDGDU� WDVDUODQPÕú� QRUPDO� YH� oLIW� \|QO�� EHOJH� DNÕúÕ�
kastedilmektedir. Genel EBY sisteminin vazgeçilmez unsurudur.�

�����$UúLYOHPH�6LVWHPOHUL��
Elektronik belge yönetim sistemlerinde en önemli konulardan biri de 

GHSRODPD� \DQL� DUúLYOHPHGLU�� 6LVWHPLQ� E�\�NO�÷�QH� J|UH� EHOLUOHQHQ� IDUNOÕ�
DUúLYOHPH�\|QWHPOHUL�YH�X\JXQ�WHNQRORMLN�GRQDQÕPODU�WHUFLK�HGLOHELOLU���

µ¶*DUWQHU�JUXEXQ�\DSWÕ÷Õ�DUDúWÕUPDODUGD�úLUNHW�GRN�PDQODUÕQÕQ���
�����¶LQLQ�DUúLYOHQHELOLU�ROGX÷X�YH� LQVDQODUÕQ�GRN�PDQ�LOH�RODQ� LúOHULQLQ���
��¶LQLQ�EXQODUÕ�DUDPDNOD�JHoWL÷L�VDSWDQPÕúWÕU���

%X� GRN�PDQODUÕQ� �� �����¶XQD� LVH� \DQOÕú� GHSRODPD� \�]�QGHQ�
KLoELU�]DPDQ�XODúÕP�P�PN�Q�ROPD]¶¶��'DV�����+D]LUDQ��������
%LHODZVNL� ������� V����� LVH� DWÕO� GXUXPGD� EXOXQDQ� EHOJHOHU� LoLQ� úX�

WHVSLWL�\DSPDNWDGÕU��
µ¶%X� W�U� ELOJLOHU�� H÷LWLPLQ�� LúOHPOHULQ�� \RO� KDULWDODUÕQÕQ� YH� GL÷HU�

ELUoRN� DNWLYLWHOHULQ� WHPHOLQL� ROXúWXUXU�� $NWLYLWHOHU� LVH� Lú� V�UHFLQLQ�
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JHOLúWLULOPHVL�� GH÷HUVL]� ELOJLOHULQ� D\ÕNODQPDVÕ�� GH÷HUOL� ELOJLOHULQ�
LúOHQHELOPHVLGLU���

2UJDQL]DV\RQODUGD� JHUL� oD÷UÕODQ� YH� LúOHQHELOHQ� ELOJLOHU� WRSODP�
ELOJLOHULQ� DQFDN��� ��� LOD� ��¶VLQL� ROXúWXUXU�� %X� ELOJLOHUH� PLO\RQODUFD� GRODU�
harcamaktansa etkin bir EBYS kurularak ve EBYS'nin güvenli ve 
NRQWUROO�� VWRNODQPDVÕ�� NDWDORJODPD�� GL]LQOHPH�� YH� NRQWURO� LOH� GH÷HUOL� YH�
GR÷UXODQDELOLU� LúOHULQ�PXKDID]DVÕ�HWNLQ�ELU�úHNLOGH�SODQODQDELOLU��*HUL�NDODQ�
EX�����¶OLN�EHOJHOHU�GL÷HU��������¶\H�QLVSHWOH�\|QHWLOPH\HQ��NRQWURO�GÕúÕ�
YH�ID\GDODQDPD\DQ�ELOJLOHUGLU���

*�Q�P�]�Q� UHNDEHWoL� G�Q\DVÕQGD�� (%<6� WHNQRORMLOHUL� LOH�
UHNDEHWoL� ELU� DYDQWDM� VD÷ODPDN�� \DQL� EX� �� ��¶OLN� ELOJL\L� LúOHPHN�
RUJDQL]DV\RQODU�LoLQ�E�\�N�ELU�IÕUVDW�RODELOLU¶¶��
�������*|U�QW��$UúLYOHPH�6LVWHPOHUL��
*|U�QW��DUúLYOHPH�VLVWHPOHUL��*$6���,PDJH�$UFKLYLQJ�6\VWHPV���ND÷ÕW�

WDEDQOÕ� EHOJHOHULQ� WDUDQDUDN� HOGH� HGLOHQ� J|U�QW�OHULQ� HOHNWURQLN� RUWDPD�
DNWDUÕOPDVÕ�YH�EHOLUOL�NULWHUOHUH�J|UH�GL]LQOHQPHVL�YH�DUúLYOHQPHVLGLU���

%DVLW� ELU� *$6� LoLQ�� ELU� WDUD\ÕFÕ�� ELU� ELOJLVD\DU� YH� X\JXQ� ELU� \D]ÕOÕP�
\HWHUOL� RODELOPHNWHGLU�� 6LVWHP�� NXUXP� YH� NXUXOXúODUÕQ� LKWL\DoODUÕ� RUDQÕQGD� YH�
LOJLOL�VLVWHP�\D]ÕOÕPÕQÕQ�HOYHUGL÷L�|Oo�GH�E�\�W�OHELOPHNWHGLU��

(O� \D]ÕVÕ� PHNWXSODU�� GDNWLORGD� \D]ÕODQ� PHNWXSODU�� EDVÕOÕ� EHOJHOHU��
IDNVODU�� WHOHNVOHU� YH� ELOJLVD\DU� oÕNWÕODUÕ� WDUDQDUDN� VLVWHPH� DOÕQPDNWD�� WHUFLK�
HGLOHQ�VLVWHPOH�GL]LQOHQHUHN�DUúLYOHQPHNWHGLU���

*$6�� EDVLW�� XFX]�� SUDWLN� YH� oRN� NXOODQÕúOÕ� ROPDVÕ� QHGHQL\OH�
J�Q�P�]GH�� G�Q\DGDNL� ELUoRN� NXUXP� YH� NXUXOXúWD� oRN� \D\JÕQ� RODUDN�
NXOODQÕOPDNWDGÕU��

8OXVDO� DUúLYOHU�� HVNL� HO� \D]PDODUÕ� EX� NDSVDPGD� HOH� DOÕQPDNWD�� EX�
\|QWHPOH� GH÷HUOHQGLULOPHNWH�� XOXVDO� YH� XOXVODUDUDVÕ� HULúLPH� YH� NXOODQÕPD� EX�
\ROOD�DoÕODELOPHNWHGLU��

$QFDN��*$6¶D� Lú�DNÕú� VLVWHPL� YH�HN�GRQDQÕPODU�HNOHQHUHN� µ¶<|QHWLP�
6LVWHPL¶¶� DGÕ�YHULOHQ�oHúLWOL�X\JXODPDODU�\DSÕODELOPHNWHGLU��gUQH÷LQ�� µ¶*|U�QW��
Yönetim Sistemi’’, ‘’Doküman Yönetim Sistemi’’, ‘’Elektronik Doküman 

Yönetim Sistemi’’ veya ‘’Elektronik Doküman Görüntü Sistemleri’’ gibi.�
7&0%� øGDUH� 0HUNH]L� +DEHUOHúPH� 0�G�UO�÷�QGH� NXUXOX� µ¶(OHNWURQLN�

'RN�PDQ� <|QHWLP� 6LVWHPL¶¶� EX� W�U� ELU� X\JXODPD� RODUDN� NDUúÕPÕ]D�
oÕNPDNWDGÕU��
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�������%HOJH�$UúLYOHPH�6LVWHPOHUL�
%HOJH� DUúLYOHPH� VLVWHPL� �%$6��� ND÷ÕW� WDEDQOÕ� EHOJHOHULQ� \DQÕ� VÕUD�

HOHNWURQLN�EHOJHOHULQGH�EHOLUOL�NULWHUOHUH�J|UH�GL]LQOHQHUHN�DUúLYOHQPHVLGLU��(%<�
VLVWHPLQLQ�WHPHO�XQVXUXGXU���

%X� VLVWHPOHUGH�� ND÷ÕW� EHOJH�� IDNV�� YLGHR�� VHV�� +70/� VD\IDODU��
PLNURILOP�� (',� EHOJHOHUL�� H�SRVWDODU�� ELOJLVD\DU�PDLQIUDPH� oÕNWÕODUÕ�� &$'�
oL]LPOHUL� YH� VD\ÕVÕ����¶\L�DúDQ�HOHNWURQLN�EHOJH� �ZRUG��H[FHO�� WH[W�GRFXPHQW��
VUHDGVKHHW� Y�E��� WLSOHUL� LúOHQLS� \|QHWLOHELOPHNWHGLU� �.HWV�� ������ 'DV��������
Abahçe, 2005)�

%HOJH�DUúLYOHPH�VLVWHPLQH��SURILO�ROXúWXUPD��YHUVL\RQODPD�Lú�DNÕúÕ�YH�
RQD\ODPD�PHNDQL]PDVÕ�JLEL�|]HOOLNOHU�\�NOHQHUHN�oHúLWOL�WDOHSOHUL�NDUúÕOD\DFDN�
çözümler üretilebilmektedir.�

%$6�� RUWDODPD� LKWL\DoODUÕ� NDUúÕODPDN� DPDFÕ\OD� NXOODQÕODELOPHNWHGLU��
*�Q�P�]GH�ELUoRN�NXUXP�YH�NXUXOXú� LoLQ�KHP�XFX]�KHP�GH�(%<6¶\H�JHoLú�
sürecinde en uygulanabilir tercih olarak gözükmektedir. �

g]HOOLNOH� LQWHUQHWH� DoÕODQ� YH� GL÷HU� QHWOHUOH� �/$1�� :$1�� LQWUDQHW��
HNVWUDQHW��HOHNWURQLN�RUWDPGD�EHOJH�DOÕúYHULúL�\DSDQ�NXUXP�YH�NXUXOXúODU� LoLQ�
]RUXQOX� ELU� DGÕP� ROPDNWDGÕU�� %LOLúLP� oD÷ÕQD� HQWHJUH� ROPDN� J�Q�P�]GH�
vazgeçilemez öneme sahiptir.�

�������9LGHR�$UúLYOHPH�6LVWHPOHUL�
9LGHR� DUúLYOHPH� VLVWHPL�� YLGHR� EHOJHOHULQLQ� DUúLYOHQPHVL�� LoHULNOHUL�

�]HULQGHQ� VÕQÕIODQGÕUPD�� LOLúNL� ROXúWXUPD�� |]HW� oÕNDUPD�� GL]LQOHPH�� DNÕOOÕ�
VRUJXODUOD�YLGHRODUD�HULúLPL�YH�PHYFXW�YLGHR�YHULOHULQGHQ�\HQL�YLGHR�EHOJHOHUL�
\DUDWDELOPH�|]HOOLNOHULQL�EDUÕQGÕUDQ�SURJUDPODUGÕU��

9LGHRODU� JHQHOGH� \DSÕOGÕ÷Õ� JLEL� VHPDQWLN� RODUDN� GL]LQOHQHELOPHVL� LoLQ�
E�W�Q� RODUDN� YLGHRQXQ� L]OHQPHVL� JHUHNLU�� 9LGHRODUÕQ� oRNOX÷X� YH� X]XQOX÷X�
DOWÕQGDQ� NDONÕOPDVÕ� oRN� ]RU� ELU� VRUXQ� \DUDWPDNWDGÕU��9LGHR�ELOJLVLQLQ�PLNWDUÕ��
NDUPDúÕNOÕ÷Õ� DUWWÕNoD� YH� YLGHRODU� DUDVÕ� ED÷ODQWÕ� YH� LOLúNL� NXUPD� LKWL\DFÕ�
EHOLUGLNoH� YLGHR� J|U�QW�� LoHULNOHULQLQ� RWRPDWLN� DQDOL]L� YH� LúOHQPHVL� ELU�
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]RUXQOXOXN�KDOLQH�JHOPHNWHGLU��%X�VRUXQODUÕQ��VWHVLQGHQ�JHOPHN� LoLQ� LNL� IDUNOÕ�
\|QWHP�NXOODQÕODELOLU��$EDKoH�����+D]LUDQ��������

���9LGHR�6ÕQÕIODQGÕUPD�%LOHúHQL�LOH��HNUDQ�GH÷LúLNOL÷L�DOJÕODPD��DQDKWDU�
oHUoHYH�KHVDSODPD��WDQÕP�N�PHVL�ELOJLVLQH�GD\DOÕ�NDUH�VÕQÕIODQGÕUPD��
HWNLOHúLPOL� |÷UHQPH� LOH� LoHULN� ED]OÕ� HULúLP� \|QWHPOHUL� NXOODQÕOPDVÕ�
\DSÕODELOPHNWHGLU��
��� .DYUDPVDO� 6ÕQÕIODQGÕUPD� 0HNDQL]PDVÕ� LOH�� YLGHR� YHULOHUL�EHOJHOHUL�
DUDVÕQGD� VHPDQWLN� |]HOOLNOHU�GL]LQOHU� LOH� LOLúNLOHUL� VÕQÕIODQGÕUPDODU�
\DSPDVÕQÕ� YH� PHYFXW� YLGHRODUGDQ� \HQL� YLGHR� EHOJHOHUL�YHULOHUL�
ROXúWXUXOPDVÕ�VD÷ODQÕU��
%X� LNL� ELOHúHQLQ� ELUELUOHUL\OH� E�W�QOHQPHVL� LOH� YHULPOL� ELU� DUúLY�

ROXúWXUXODELOLU�� +HP� GDKLOL� KHP� GH� KDULFL� NXOODQÕFÕODU� DUDQDELOLU� |]HWOHUH�
oHYULOHUHN�VD\ÕVDOODúWÕUÕODQ�YLGHRODUD�XODúDELOLUOHU��*HQHO� ID\GDODUÕQÕ�DúD÷ÕGDNL�
gibi özetleyebiliriz (Abahçe, 21 HazirDQ��������

��� $QDORJ�� VD\ÕVDO� YH\D� FDQOÕ� YLGHR� \DNDODPD�ND\GHWPH� YH� EX�
YLGHRODUD�LQWUDQHW�HNVWUDQHW�LQWHUQHW��]HULQGHQ�KÕ]OÕ�HULúLP��
���$NÕOOÕ�YLGHR�LoHULN�DQDOL]L�
��� 9LGHRODUÕ� J|UVHO�� DUDQDELOLU� |]HWOHUH� oHYLUHUHN� VD\ÕVDOODúWÕUPD�
�GRV\D�ER\XWXQX�G�ú�UPH��
���6D\ÕVDO�|]HWOHU��]HULQGHQ�NROD\�J|]�DWPD�YH�G�]HQOHPH�\DSDELOPH�
RODQD÷ÕQÕ�VD÷OD\DQ�LoHULN�NDWDORJODPD��
��� 0HWLQ�� J|U�QW�� YH\D� YLGHR� ELOJLOHUL� �]HULQGHQ� JHOLúPLú� DUDPDODU�
yaparak, bütün videoyu oynatmak durumunda kalmadan istenilen 

YLGHR�SDUoDVÕQÕ�EXODELOPHN��
���6HoLP�VRQXFX�JHOHQ�YLGHRODUÕQ�|Q�J|U�QW�OHULQL�PDVD��VW�QGH�ELU�
arada görme.�
���<HQL�YLGHR�KD]ÕUODPD�]DPDQÕ�YH�PDOL\HWLQL�G�ú�UPH��
��� 9LGHRODUÕQ� D]� \HU� WXWDQ� DQODPOÕ� VD\ÕVDO� |]HWOHUL� VD\HVLQGH�
ELOJLVD\DUGD�YH�D÷��]HULQGH�YLGHR�LúOHWLPLQL�P�PN�Q�NÕOPD��
���<HQL�YLGHR�GD÷ÕWÕP�NDQDOODUÕQGDQ�\DUDUODQDELOPH��
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�������5HVLP�$UúLYOHPH�6LVWHPOHUL�
5HVLP�DUúLYOHPH�VLVWHPL�UHQNOL��VL\DK�EH\D]�\D�GD�JUL�VNDOD�UHVLPOHULQ�

görüntü üzerinden kesilmesi ve yine seçilen kriterlere göre dizinlenerek belge 

yönetim sisteminH� DNWDUÕOPDVÕQÕ� VD÷ODU�� $\QÕ� ]DPDQGD� UDSRUODPD� YH�
PRQLWRULQJ� DUDoODUÕ� VD\HVLQGH� VLVWHPLQ� V�UHNOL� L]OHQHELOPHVLQGH� YH� JHoPLúH�
G|Q�N�NXOODQÕFÕ�\D�GD�Lú�DNÕúÕ�ED]OÕ�UDSRUODU��UHWHELOPHVLQH�RODQDN�WDQÕU��.HWV��
�������

g]HOOLNOH� NXUXP� YH� NXUXOXúODUÕQ� LQVDQ� ND\QDNODUÕ� ELULPOHULQGH��
EDQNDODUGD�� Q�IXV� LGDUHOHULQGH� YH� HPQL\HW� ELULPOHULQGH� oHúLWOL� NXOODQÕP�
DPDoODUÕQD�KL]PHW�HGHQ�IDUNOÕ�X\JXODPDODU�EXOXQPDNWDGÕU��

�����*LGHQ�%HOJHOHU��
*LGHQ�EHOJHOHU�ELOJLVD\DUGDQ�JLGHQ�QXPDUDVÕ�DODUDN�DOÕFÕ�DGUHVOHULQH�

VHYN� HGLOLU�� *LGHQ� EHOJHOHU� NXUDO� RODUDN� HOHNWURQLN� RUWDPGD� GL÷HU� VLVWHPOHUH�
J|QGHULOLU�� $QFDN� úDUWODU� IDUNOÕ� J|QGHUL� \|QWHPOHULQL� NDoÕQÕOPD]� NÕODELOLU��
6LVWHP�EXQD�J|UH�G�ú�Q�OP�ú�ROPDOÕGÕU��

�������3RVWD�2ODUDN�*LGHQ�%HOJHOHU�
Giden belgeler kural olarak önceden belirtilen adreslere gönderilmek 

]RUXQGDGÕU�� $GUHV� SRVWD� DGUHVL� LVH� SRVWD� LOH� J|QGHULOPHN� ]RUXQGDGÕU�� %X�
GXUXPGD� HOHNWURQLN� EHOJHOHU� JLGHQ� ELOJLVD\DUÕQGDQ� \D]ÕFÕODUD� \|QOHQGLULOLU��
<D]ÕFÕGDQ�DOÕQDUDN�]DUIODQÕS�SRVWD�LGDUHVL�YH\D�NXU\HOHUOH�DOÕFÕVÕQD�J|QGHULOLU��

�������(OHNWURQLN�2ODUDN�*LGHQ�%HOJHOHU�
(OHNWURQLN� EHOJHOHULQ� ELU� (%<� VLVWHPLQGHQ� GL÷HU� (%<� VLVWHPOHULQH�

YH\D� ELOJLVD\DUODUD� HOHNWURQLN� RUWDPGD� J|QGHULOPHVLGLU�� 'L÷HU� ELU� LIDGH\OH��
EHOJHQLQ� JLGHQ� ELOJLVD\DUÕQGDQ� DGUHVWHNL� JHOHQ� ELOJLVD\DUÕQD� J|QGHULOPHVL�
LúOHPLGLU���

(%<� VLVWHPLQLQ� EXOXQPDGÕ÷Õ� GXUXPODUGD� LVH� J|QGHULOPHVL� JHUHNHQ�
EHOJHOHU�H�posta olarak ta gönderilebilmektedir.�

�
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�������)DNV�2ODUDN�*LGHQ�%HOJHOHU�
Kurumsal Faks Yönetim Sistemi bulunan EBY sisteminde, giden 

belgeler faks olarak gönderilebilir. BilgiVD\DU� FLKD]Õ� ROPD\DQ� P�úWHULOHU� LoLQ�
son derece iyi bir çözüm olabilmektedir.�

%HOJH� J|QGHULOGLNWHQ� VRQUD� J|QGHULP� EHOJHVL� DOÕQDELOLU� YH� GH÷LúLN�
DOWHUQDWLIOHUGH� VD\ÕVDO� RODUDN� DUúLYOHQHELOLU�� %|\OHOLNOH� H�posta gönderir gibi 

UDKDWOÕNOD�IDNVODU�IDUNOÕ�KHGHIOHUH�YH�IDUNOÕ�PLNWDUODUGD�J�YHQOH�J|QGHULOHELOLU��

�����%�W�QOHúLN�øOHWLúLP�<|QHWLP�6LVWHPOHUL�
(%<6� LOH� E�W�Q� EHOJH� LOHWLúLPL� |]HO� D÷� LOH� ELOJLVD\DU� �]HULQGHQ�

\DSÕOGÕ÷ÕQGD� IDUNOÕ� YH� GDKD� |]HO� ELU� LKWL\Do� RUWD\D� oÕNPDNWDGÕU�� .XOODQÕFÕODU�
EHOJHOHUOH� LOJLOL� NRQXúPD� LKWL\DFÕ� GX\PDNWDGÕU�� dDOÕúWÕ÷Õ� LQVDQODUÕ� J|UPHN�
ELUWDNÕP�úH\OHUL�SD\ODúPDN�LVWHPHNWHGLUOHU��6HVOL��J|U�QW�O��YH�\D]ÕOÕ�J|U�úPH�
LKWL\DFÕ�GX\PDNWDGÕUODU���

(%<� 6LVWHPOHULQLQ� NXUXOPDVÕ� LOH� ]DPDQOD� oDOÕúDQ� HOHPDQODU� �EHOJH�
gönderenler ve belgeleri alanlaU�� NDUúÕGDNL� HOHPDQODUÕ� WDQÕPDN� YH� VRKEHW�
HWPHN� LVWHPHNWHGLUOHU��)DUNOÕ�ELU�VLVWHPLQ�\HUOHúPHVL��oDOÕúDQODU��]HULQGH�oRN�
IDUNOÕ� YH� FLGGL� SVLNRORMLN� ER]XOPDODUD� QHGHQ� ROGX÷X� ELOLPVHO� DUDúWÕUPDODUOD�
NDQÕWODQPÕúWÕU���

µ¶7HNQRORML� YH� ELOJL� LOHWLúLP� D÷ÕQÕQ� JHOLúPHVLQH� ED÷OÕ� RODUDN� LúWH��
RNXOGD�YH�HYGH�X]XQ�V�UH�ELOJLVD\DU�NXOODQDQ�NLúLOHULQ�VD\ÕVÕQÕQ�KHU�JHoHQ�
J�Q�DUWWÕ÷ÕQÕ�� EXQD�SDUDOHO� RODUDN�GD�|]HOOLNOH�NDV� LVNHOHW�VLVWHPL��J|]�YH�
SVLNR�VRV\DO�ED]Õ�VRUXQODU�RUWD\D�oÕNPDNWDGÕU��

6RV\DO� LOHWLúLP� D]DOPDNWD� YH� oDOÕúPD� SHUIRUPDQVODUÕ� ]DPDQOD�
DUWDQ� RUDQGD� G�úPHNWHGLU�� $QFDN� ELOJLVD\DU� EDúÕQGD� X\JXODQDFDN�
ELUWDNÕP�HWNLQOLNOHU�oDOÕúPD�V�UHFLQGH�ROXPOX�ID\GDODU�VD÷OD\DELOPHNWHGLU’’ 
�'HPLUWDú�����+D]LUDQ��������
.LúLVHO�ELOJLVD\DU��]HULQGHQ�J|U�QW�O��WHOHIRQ�J|U�úPHVL��NÕVD�PHVDM��

VHVOL� PHVDM�� H�SRVWD� J|QGHUPH� YH� DOPD� LOH� IDNV� LOHWLúLPOHUL� P�PN�Q�
RODELOPHNWHGLU�� øOHWLúLP� LoLQ� NXOODQÕODQ� ELUoRN� IDUNOÕ� RUWDPÕQ� WHN� ELU� DUDELULP�
DOWÕQGD�ELUOHúWLULOPHVLGLU��%X�\ROOD��

• øOHWLúLP�PDVUDIODUÕ�D]DOWÕOPDNWD��
• øOHWLúLP�HWNLQOL÷L�\�NVHOPHNWH��
• øOHWLúLP�]DPDQGDQ�YH�PHNDQGDQ�ED÷ÕPVÕ]�RODELOPHNWHGLU��
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�����0RELO�(ULúLP�6LVWHPOHUL�
0�WHúHEELVOHULQ� YH� oDOÕúDQODUÕQ� ]DPDQGDQ� YH� PHNDQGDQ� ED÷ÕPVÕ]�

RODUDN�HOHNWURQLN�EHOJHOHUH�HULúLPLQH�RODQDN�VD÷OD\DQ�VLVWHPOHUGLU���
(OHPDQODUÕQ�� Lú� JH]LOHUL� HVQDVÕQGD�� LKWL\Do� GX\GXNODUÕ� EHOJHOHUL�

EXODELOPHOHUL�� J|]GHQ� JHoLUHELOPHOHUL� YH� Lú� ED÷ODQWÕODUÕQÕ� \DSDELOPHOHUL�
DoÕVÕQGDQ�KD\DWL�ELU�|QHPH�VDKLS�RODELOLU��%X�W�U�LKWL\DoODU�J|]�|Q�QH�DOÕQDUDN�
JHOLúWLULOHQ� VLVWHPOH�� \HWNLOL� HOHPDQODU� KHU� ]DPDQ� YH� KHU� \HUGH�� EHOJHOHUH�
HULúHELOLU�� J�QFHOOH\HELOLU� YH� EDúND� NLúLOHUH� XODúWÕUÕODELOLU� �'DV�� ��� +D]LUDQ�
�������

������.XOODQÕFÕ�7DQÕPD�6LVWHPOHUL��
.XOODQÕFÕ�WDQÕPD�VLVWHPOHUL��J�Q�P�]�HOHNWURQLN�RUWDPÕQGD��\DúDPVDO�

öneme ve ticari rekabete konu olabilen bir unsurdur. Teknolojiler KÕ]OD�
JHOLúPHNWH�YH�NDYUDPVDO�LIDGHOHUGH�EHQ]HúPHOHU�\DúDQPDNWDGÕU���

.XOODQÕFÕ� WDQÕPD� VLVWHPOHULQGH� DPDo�� NXOODQÕFÕODUÕQ� NLPOLNOHULQLQ�
J�YHQOL� RODUDN� GR÷UXODQPDVÕ� YH� EHOJHOHULQ� WXWDUOÕOÕ÷ÕQÕ�� E�W�QO�÷�Q�� YH�
GR÷UXOX÷XQX�JDUDQWL�HWPHNWLU��

��������gU�QW��7DQÕPD��%LRPHWULFV��
gU�QW�� WDQÕPD� �EL\RPHWULN��� NXOODQÕFÕODUÕQ� IL]LNVHO� YH� GDYUDQÕúVDO�

|]HOOLNOHULQL� WDQÕ\DUDN� NLPOLN� VDSWDPDN� �]HUH� JHOLúWLULOPLú� ELOJLVD\DU� NRQWUROO���
RWRPDWLN� VLVWHPOHU� LoLQ� NXOODQÕODQ� JHQHO� ELU� WHULPGLU� �(UJRVLV�� ��� +D]LUDQ�
������� +Õ]OD� JHOLúPHNWH� RODQ� WHNQRORMLOHUGHQ� RODQ� VHV� YH� NRQXúPD� WDQÕPD��
SDUPDN� L]L� HúOHúWLUPH�� \�]� WDQÕPD�� HO� WDQÕPD�� YH� UHWLQD� WDUDPDVÕ�
VHoHQHNOHULQGHQ�ROXúPDNWDGÕU��

8]DNWDQ�HULúLP�LKWL\DFÕ�RODQ�W�P�NXOODQÕFÕODUÕQ�GR÷UX�RODUDN�WDQÕQPDVÕ�
bütün sistemler için ciddi bir soUXQGXU�� $PDo�� \HWNLOHQGLULOPHPLú� NLúLOHULQ�
HULúLPLQL� HQJHOOHPHNWLU�� 6LVWHPGHNL� PDQWÕN� LVH�� NLúLQLQ� NHQGLQH� DLW� ELOJL\L�
GH÷LúWLUHPHGL÷L�� GHYUHGHPHGL÷L�� XQXWDPDGÕ÷Õ� YH� V�UHNOL� �]HULQGH� WDúÕPDN�
]RUXQGD� ROGX÷X� IL]LNVHO� ELU� |]HOOL÷L� LOH� WDQÕPDNWÕU�� øQVDQ� EH\QLQLQ� GL÷HU�
LQVDQODUÕ�WDQÕPDGDNL�\|QWHPOHUL�NXOODQÕU��
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)D\GDODUÕQÕ� DúD÷ÕGDNL� JLEL� VÕUDOD\DELOLUL]� �.Ro� 6LVWHP�� ��� +D]LUDQ�
�������

D��ùLIUH�H]EHUOHPH�YH�NDUW�WDúÕPD�]RUXQOXOX÷X�\RNWXU��
E��.LúLQLQ�NHQGLVL�EL]]DW�GHOLOGLU��
F��7DNOLW�HGLOHPH]��\�NVHN�J�YHQOLN�VD÷ODU���
G��3UDWLN�YH�NROD\GÕU��ELUNDo�VDQL\H�V�UHU���
H��$UDFÕVÕ]GÕU��E�URNUDWLN�HQJHOOHUL�RUWDGDQ�NDOGÕUÕU��

��������(OHNWURQLN�øP]D�
øP]D� ELU� EHOJHQLQ� GR÷UXOX÷XQX� LVSDW� HWPHN� LoLQ� \DSÕODQ� KHU� W�UO��

LúDUHW� RODUDN� WDQÕPODQDELOLU�� 'DKD� JHQLú� RODUDN�� LP]DOD\DQÕQ� NLPOL÷LQL� WH\LW�
HGHQ�YH� LP]DOÕ�EHOJHQLQ�RNXQGX÷XQX��DQODúÕOGÕ÷ÕQÕ�� LoHUL÷LQLQ�NDEXO�HGLOGL÷LQL�
YH� LúOHPLQ� JHUoHNOHúWLULOGL÷LQL� LIDGH� HWPHNWHGLU�� .D÷ÕW� �]HULQGHNL� EX� LP]DODUD�
µ¶ÕVODN�LP]D¶¶�YH\D�µ¶NODVLN�LP]D¶¶�GD�GHQLOPHNWHGLU��

%LOLúLP� WHNQRORMLOHULQLQ� KÕ]OD� JHOLúPHVL\OH� EHUDEHU� HOHNWURQLN�
EHOJHOHUGH�GH�LP]D\D�JHUHNVLQLP�GX\XOPD\D�EDúODQPÕú�YH�µ¶(OHNWURQLN�øP]D¶¶�
DGÕ�YHULOHQ�\HQL�ELU�NDYUDP�ROXúPXúWXU��(OHNWURQLN� LP]D�ELU��VW�NDYUDPGÕU�YH�
HO�LP]DVÕQÕQ�\HULQL�DODELOHFHN�W�P�WHNQRORMLOHUL�LoHUPHNWHGLU��%X�WHNQRORML��(%<�
VLVWHPOHULQGHNL� PDQLS�ODV\RQODUÕQ� NRQWURO�QGH� YD]JHoLOHPH]� ELU� |QHPH�
VDKLSWLU��

µ¶(OHNWURQLN� LP]D�� ELU� ELOJLQLQ� �o�QF�� WDUDIODUÕQ� HULúLPLQH� NDSDOÕ�
ELU� RUWDPGD�� E�W�QO�÷�� ER]XOPDGDQ� �ELOJL\L� LOHWHQ� WDUDIÕQ� ROXúWXUGX÷X�
RULMLQDO� KDOL\OH�� YH� WDUDIODUÕQ� NLPOLNOHUL� GR÷UXODQDUDN� LOHWLOGL÷LQL� HOHNWURQLN�
veya benzeri araçlarla garanti eden harf, karakter veya sembollerden 
ROXúPXú�ELU�VHWL�LIDGH�HGHU¶¶��*DUDQWL�H�WLFDUHW�����+D]LUDQ��������
(OHNWURQLN�LP]D�oHúLWOHULQL�EXJ�QN��WHNQRORML�LOH�ú|\OH�VÕUDOD\DELOLUL]��

• (OOH� DWÕODQ� LP]D� WDUDQDUDN� HOHNWURQLN� RUWDPD� DNWDUÕOÕU� YH� EX�
LP]D�NRS\DVÕ�GHOLO�RODUDN�NXOODQÕODELOLU��

• (OHNWURQLN� NDOHPOH� �ELU� WDEOHW� YH� NDOHPL� LOH�� HOHNWURQLN� HNUDQD�
LP]D�DWÕODELOLU��

• .XOODQÕFÕ�DGÕ�YH�úLIUHVL�LOH��
• 6D\ÕVDO�LP]D���
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• Biyometrik yöntemlerle GR÷UXODPD��
• 7HNQRORMLN�JHOLúPHOHUOH�\HQL�LP]D�WHNQLNOHUL�EXOXQDELOLU��

*HOLúPLú� �ONHOHUGH� ROGX÷X� JLEL� 7�UNL\H¶GH� GH� EX� NRQXGD� |QHPOL�
JHOLúPHOHU� \DúDQPDNWDGÕU�� (OHNWURQLN� LP]D�� ��� 2FDN� ����� WDULK� YH� ������
VD\ÕOÕ� NDQXQ� LOH� NDEXO� HGLOPLú�� YH� ��� 7HPPX]� ����� WDULKLQGH� \�U�UO�÷H�
JLUPLúWLU�� �������� %DúEDNDQOÕN� *HQHOJHVL� LOH� |]HO� YH� W�]HO� NLúLOHU� HOHNWURQLN�
LP]DODUÕ�HGLQHELOHFHNOHU�YH�NXOODQDELOHFHNOHUGLU��7XELVDG����������

���+D]LUDQ������WDULKLQGH�\DSÕODQ�H�G|Q�ú�P�7�UNL\H�øFUD�.XUXOX�9,�
7RSODQWÕVÕ¶QGD� DOÕQDQ� �� VD\ÕOÕ� øFUD� .XUXOX� .DUDUÕ� LOH� NDPX� NXUXP� YH�
NXUXOXúODUÕQÕQ� HOHNWURQLN� VHUWLILND� LKWL\DoODUÕQÕQ� WHN� PHUNH]GHQ� VD÷ODQPDVÕ�
NDUDUODúWÕUÕOPÕúWÕU�� .DPX� oDOÕúDQODUÕ�� NXUXPVDO� VHUWLILNDODUÕQÕ� NDPX� GÕúÕ�
ELUH\VHO�LúOHPOHULQGH�GH�NXOODQDELOHFHNOHUGLU��7XELVDG���������

������6D\ÕVDO��'LJLWDO��øP]D�
(OHNWURQLN� LP]DQÕQ� ELU� DOW� oHúLGL� RODQ� µ¶6D\ÕVDO� øP]D¶¶� LVH� KHP�

OLWHUDW�U�P�]H� JLUPLú� KHP� GH� NDQXQODU� oÕNDUÕODUDN� KXNXNVDO� G�]HQOHPHOHUH�
WDEL� WXWXOPXúWXU�� *DUDQWL� LQWHUQHW� VD\IDVÕQGD�� µ¶6D\ÕVDO� LP]D�� HOHNWURQLN�
LP]DQÕQ� |]HO� ELU� oHúLGL� ROXS�� ELU� DQDKWDU� oLIWL� �DoÕN� YH� JL]OL� DQDKWDUODU�� LOH�
elektronik ortamda iletilen veriye vurulan bir mühürdür’’. olarak 

WDQÕPODQPDNWDGÕU�� g]HOOLNOHUL� DúD÷ÕGDNL� JLEL� DoÕNOD\DELOLUL]� �*DUDQWL� H�WLFDUHW��
���+D]LUDQ��������

• 'LMLWDO� LP]D� ELU� NXOODQÕFÕ�� VXQucu ya da host’tan gönderilen 

ELOJLOHULQ� NHVLQOLNOH� R� NXUXPD� YH\D� NLúL\H� DLW� ROGX÷XQX�
GR÷UXOD\DUDN�� YHULQLQ� EDúNDVÕ� WDUDIÕQGDQ� \ROODQPDGÕ÷ÕQÕ�
JDUDQWL�HGHU���

• 'LMLWDO� LP]D�� YHUL� DNÕúÕ� VÕUDVÕQGD� ELOJLOHULQ� LoHUL÷LQL� NRUXU�� ELU�
EDúND� NLúLQLQ� HOLQH� JHoPHVLQL� \D� GD� GH÷LúWLULOPHVLQL� HQJHOOHU��
ELOJLQLQ� VDGHFH� DOÕFÕ\D� JLWWL÷LQL� YH� VDGHFH� DOÕFÕ� WDUDIÕQGDQ�
RNXQDFD÷ÕQÕ�JDUDQWL�HGHU���

• 'LMLWDO� LP]D�� YHUL\L� J|QGHUHQLQ� YH� DODQÕQ� NLP� ROGX÷XQXQ�
NDQÕWODQPDVÕQD� LPNDQ� WDQÕU�� <DQL� LP]DODQPÕú� ELU� GRN�PDQÕ�
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\ROOD\DQ�NLúL�RQX�\ROODGÕ÷ÕQÕ� LQNDU�HGHPH]�YH�DOÕFÕ�GD�DOGÕ÷ÕQÕ�
LQNDU�HGHPH]���

+D]ÕUODQDQ� EHOJH� LP]DODQPD� DúDPDVÕQD� JHWLULOGL÷LQGH� +DVKLQJ�
�6ÕNÕúWÕUPD��|]�GH÷HU��\D]ÕOÕPÕ�GHYUH\H�JLUHU��6D\ÕVDO�LP]DQÕQ�ROXúWXUXOPDVÕQÕ�
YH�GR÷UXODQPDVÕQÕ�NHQGLQH�|]J��ELU�\|QWHPOH�úX�úHNLOGH�\DSDU���

µ¶*|QGHULOHFHN� PHVDM� |]J�Q� ELU� ELoLPGH� NÕVDOWÕODUDN� PHVDMÕQ�
\HQL�ELU�YHUVL\RQX�HOGH�HGLOLU��EXQD��KDVK��DGÕ�YHULOLU��6RQUD�VDNOÕ�DQDKWDU�
NXOODQÕODUDN� EX� �KDVK�� NRGODQÕU�� %X� NRGODQPÕú� �KDVK�� GLMLWDO� LP]D� RODUDN�
NXOODQÕOÕU��0HVDM�LOHWLOLUNHQ�ELU�úHNLOGH�GH÷LúLUVH�EXQXQ��KDVK�L�LON�PHVDMGDQ�
IDUNOÕ�ROXU��<DQL�GLMLWDO� LP]D�PHVDM�YH�VDNOÕ�DQDKWDUD�|]J�G�U��'LMLWDO� LP]D�
PHVDMD� HNOHQLU� YH�PHVDMOD� ELUOLNWH� DOÕFÕ\D� JLGHU�� $OÕFÕ�PHVDMÕ�� úLIUHOHQPLú�
�KDVK�Õ� \ROOD\DQ� NLúLQLQ� DoÕN� DQDKWDUÕQÕ� NXOODQDUDN� o|]HU�� %X� LNL� �KDVK��
D\QÕ� LVH�VDNOÕ�DQDKWDUÕ�VDGHFH�J|QGHUHQ�ELOGL÷L� LoLQ�EX�PHVDMÕQ�J|QGHUHQ�
NLúL\H� DLW� ROGX÷X� YH� PHVDMÕQ� GH÷LúPHGHQ� JHOGL÷L� RQD\ODQPÕú� ROXUµ¶�
�*DUDQWL�H�7LF�����+D]LUDQ�������
%DúND� ELU� GH\LúOH�� KD]ÕUODQDQ� EHOJH� LOH� VD\ÕVDO� LP]D� KDUPDQODQDUDN�

\HQL�ELU�EHOJH\H�G|Q�ú�U��%X�\HQL�EHOJHQLQ�JHUL�G|Q�ú��\RNWXU�YH�DUWÕN�HúVL]�
güvenlik garantili bir belgedir.��

ùLIUHGH�LP]D�DWDQÕQ�DGÕ��VR\DGÕ��LP]D�WDULKL�YH�LP]DODPD�QHGHQOHUL�GH�
J|U�OHELOLU�� ùHNLO� ���¶GH� J|U�OG�÷�� JLEL� HOHNWURQLN� EHOJHOHULQ� úLIUH� G|QJ�V��
örneklendirLOPLúWLU��

ùLIUHOHPH� \|QWHPL� 6LPHWULN� YH� $VLPHWULN� RODUDN� LNL\H� D\UÕOÕU�� %X�
\|QWHPOHU�NXOODQÕODQ�DQDKWDUODUÕQ�EHQ]HUOL÷L�YH�D\UÕOÕ÷Õ�LONHVLQH�GD\DQÕU��

�
�
�
�
�

ùHNLO������(OHNWURQLN�%HOJHQLQ�ùLIUH�'|QJ�V��

.D\QDN��7�ELWDN�%LOWHQ�����$UDOÕN������

�

�

Düzmetin� ùLIUHOL�PHWLQ�

Özgün düzmetin�

ùLIUHOHPH�

ùLIUH�o|]PH�
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��������6LPHWULN�ùLIUHOHPH�<|QWHPL�
ùLIUH� \DSPDGD� YH� úLIUH� o|]PHGH� D\QÕ� úLIUHQLQ� NXOODQÕOPDVÕGÕU��

*|QGHULFL�YH�DOÕFÕ�D\QÕ�úLIUHOHUL�NXOODQÕU��%LUELUOHULQL� WDQÕUODU�YH�úLIUH�SD\ODúÕPÕ�
|QFHGHQ�\DSÕOPÕúWÕU���

%XUDGD�|QHPOL�RODQ�úLIUHQLQ�VDGHFH�ELUELUOHUL�LOH�KDEHUOHúHQ�WDUDIODUFD�
ELOLQPHVL�YH�PXWODN�ELU�úHNLOGH�VDNOÕ� WXWXOPDVÕ�JHUHNWL÷LGLU��6LPHWULN�úLIUHOHPH�
VLVWHPLQGH�� VDGHFH� LNL� NLúL� JL]OL� ELU� ELOJL\L� NXOODQÕ\RUVD� KHUKDQJL� ELU� VRUXQ�
\DUDWPD\DFDNWÕU��GHQLOHELOLU��%LOWHQ�����$UDOÕN��������

��������$VLPHWULN�ùLIUHOHPH�<|QWHPL�
ùLIUH� \DSPDGD� YH� úLIUH� o|]PHGH� IDUNOÕ� úLIUHOHULQ� NXOODQÕOPDVÕGÕU��

*|QGHULFLQLQ� úLIUHVL� IDUNOÕ�� DOÕFÕQÕQ� DoPD� úLIUHVL� GH� IDUNOÕGÕU�� %XUDGD�
KDEHUOHúHQ� KHU� ELU� WDUDI�� ELUL� DoÕN�� GL÷HUL� LVH� JL]OL� YH\D� |]HO� ROPDN� �]HUH��
\|QGHú�ELU�oLIW�úLIUH\H�VDKLSWLU���

gUQH÷LQ�� $�� %¶\H� ELU� PHVDM� \ROODPDN� LVWHUVH�� EX� PHVDMÕ� úLIUHOHPHN�
LoLQ��%¶QLQ��DOHQL�RODUDN�XODúÕODELOHQ�DoÕN�úLIUHVLQL�NXOODQDFDNWÕU��%��úLIUHOL�PHVDMÕ�
DOGÕNWDQ� VRQUD�� PHVDMÕ� o|]PHN� LoLQ� NHQGL� JL]OL� úLIUHVLQL� NXOODQÕFDNWÕU�� %XQD�
J|UH��DVLPHWULN�úLIUHOHPH�\|QWHPLQGH�|QHPOL�RODQ�KHUNHVLQ�NHQGL�DoÕN�úLIUHVLQL�
DOHQL�RODUDN�XODúÕODELOLU�NÕOPDVÕGÕU��

$VLPHWULN� úLIUHOHPH� \|QWHPOHULQLQ� J�YHQLUOL÷L�� KHU� úH\GHQ� |QFH� JL]OL�
úLIUHQLQ� NXOODQÕFÕ� WDUDIÕQGDQ� L\L� VDNODQPDVÕQD�� DQDKWDUÕQ� X]XQOX÷XQD� YH�
EHOJHQLQ� G�]HQOHQGL÷L� ]DPDQÕQ� ú�SKH\H� \HU�EÕUDNPD\DFDN�ELU� úHNLOGH� WHVSLW�
HGLOPHVLQH�ED÷OÕGÕU��

6D\ÕVDO� LP]DQÕQ� NXOODQÕPÕQGD� LVH� �o� DúDPD� V|]� NRQXVXGXU��%XQODUÕ�
DúD÷ÕGDNL�JLEL�VÕUDOD\DELOLUL]��%LOWHQ����$UDOÕN��������

��� %LOJLVD\DU�LQWHUQHW� NXOODQÕFÕVÕQÕQ�� LP]DODQDFDN�PHWQL� úLIUHOHPH�
YH� VÕNÕúWÕUPD� PDQWÕ÷Õ� LOH� oDOÕúDQ�� DoÕN� YH� JL]OL� LNL� DQDKWDUOÕ�
NULSWRORML� WHNQL÷L� LOH�� VD\ÕVDO� NDUDNWHUOHUH� G|Q�úP�ú� |]HWLQL�
úLIUHOL�RODUDN�EHOJH�DOWÕQD�HNOHPHVL�JHUHNLU��

��� %X� LúOHP� WHN� EDúÕQD� \HWHUOL� ROPDPDNWD�� ELU� GH� DUDGD� RQD\�
PDNDPÕ� GHQLOHQ� YH� NLPOLN� GR÷UXODPDVÕ� \DSDQ� ELU� NXUXOXú�
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EXOXQPDNWDGÕU�� <LQH� EX� NXUXOXú� J|QGHULOHQ� EHOJHOHULQ� ELU�
NRS\DVÕQÕ� NLPVHQLQ� XODúDPD\DFD÷Õ� úHNLOGH� VDNODPDNWDGÕU��
2QD\�PDNDPÕ��|QFHGHQ�NLúLQLQ�NLPOLN�ELOJLOHULQL�WH\LW�HGLS�ND\ÕW�
DOWÕQD�DOPDNWDGÕU��

��� 0HVDM� J|QGHULFL� YH� DOÕFÕODUÕQ� kimliklerinin belirlenmesi için 

�o�QF�� NLúL� YH\D� NXUXPODUFD� GLMLWDO� VHUWLILND� G�]HQOHPHVL�
JHUHNOLGLU��

(OHNWURQLN� VHUWLILNDODUÕ� G�]HQOH\HQ� NXUXPODU� \DQL� QRWHUOHU� µ¶2QD\�
.XUXPX¶¶� µ¶2QD\�0DNDPÕ¶¶� µ¶6HUWLILND�2WRULWHVL¶¶� YH\D� µ¶�6HUWLILNDV\RQ�.XUXPX¶¶�
RODUDN�DGODQGÕUÕOPDNWDGÕU��6HUWLILND�NXUXPODUÕ�EX�|]HOOL÷L�LOH�RQD\�PDNDPÕQGDQ�
oRN� NLPOLN� �UHWHQ� NXUXPODU� K�YL\HWLQL� ND]DQPDNWDGÕUODU�� %X� GXUXPGD��
EHNOHQWLOHUH�SDUDOHO�RODUDN�oRN�VD\JÕQ��oRN� IRQNVL\RQOX�YH�oRN�J�YHQLOLU�ROPD�
|]HOOLNOHULQL�E�Q\HOHULQGH�EDUÕQGÕUPDOÕGÕUODU��

�
�
�
�
�
�
�
�
�
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hdh1&h�%g/h0�
7h5.ø<(�&80+85ø<(7�0(5.(=�%$1.$6,�g51(öø�

�����7&0%�øGDUH�0HUNH]LQGHNL�%HOJH�YH�$UúLY�<|QHWLPL�
7�UNL\H� &XPKXUL\HW� 0HUNH]� %DQNDVÕ� øGDUH� 0HUNH]LQGH� úXEHOHUH��

WHPVLOFLOLNOHUH� YH� %DQND� GÕúÕQD� JLGHQ� EHOJHOHULQ� GD÷ÕWÕPÕQGDQ�� úXEHOHUGHQ��
WHPVLOFLOLNOHUGHQ� YH� %DQND� GÕúÕQGDQ� øGDUH� 0HUNH]LQH� JHOHQ� EHOJHOHUGHQ� YH�
EHOJH�DNÕúODUÕQGDQ�VRUXPOX�ELULP�µ¶+DEHUOHúPH�0�G�UO�÷�¶¶G�U��

øGDUH� 0HUNH]L� E�Q\HVLQGH� ��� JHQHO� P�G�UO�N�� �� NXUXO� YH� �� GH�
VDYXQPD� VHNUHWHUOL÷L� IDDOL\HW� J|VWHUPHNWHGLU�� �� ELULPGH�� VDGHFH� ELULP�
PXKDEHUDWÕ� EXOXQPDNWD�� ��� DOW� ELULPLQ� ��¶�QGH� DOW� ELULP� PXKDEHUDWODUÕ�
EXOXQPDNWDGÕU���

'L÷HU� DGODUÕ� µ¶*HQHO� (YUDN¶¶� µ¶*HQHO� 0XKDEHUDW¶¶� RODQ� +DEHUOHúPH�
0�G�UO�÷��� øOHWLúLP� *HQHO� 0�G�UO�÷�� E�Q\HVLQGHNL� �� P�G�UO�NWHQ� ELU�
WDQHVLGLU�� +DEHUOHúPH�0�G�UO�÷�� �� E|O�PGHQ� ROXúXU�� %XQODU�� *HOHQ� (YUDN��
*LGHQ� (YUDN�� .ODVPDQ�� ùLIUH� YH� 7HOHNV�)DNV�� 7HOHIRQ�7DKVLV� YH� 6DQWUDO�
E|O�POHUL�RODUDN�DGODQGÕUÕOÕUODU���

%LULP� PXKDEHUDWODUÕ�� +DEHUOHúPH� 0�G�UO�÷�QGH� EXOXQDQ� LOJLOL�
E|O�POHUOH�X\XPOX�oDOÕúPDN�YH�LOJLOL�\|QHWPHOLNOHU�RODQ�YH���$÷XVWRV�����¶GH�
7&0%� %DQND� 0HFOLVL� .DUDUÕ� LOH� \�U�UO�÷H� JLUHQ� µ¶+DEHUOHúPH� +L]PHWOHUL�
<|QHWPHOL÷L¶¶� YH� µ¶$UúLY� +L]PHWOHUL� <|QHWPHOL÷L¶¶� K�N�POHULQL� X\JXODPDN�
]RUXQGDGÕUODU��

%X� E|O�PGH�� +DEHUOHúPH� 0�G�UO�÷�QGHNL� E|O�POHU� EDúOÕ÷Õ� DOWÕQGD�
EHOJH�\DSÕVÕ�YH�EHOJH�DNÕúÕ�D\UÕQWÕOÕ�RODUDN�LQFHOHQHFHNWLU��

�
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�������*HOHQ�(YUDN�%|O�P�QGH�%HOJH�<DSÕVÕ�YH�øú�$NÕúÕ�
øGDUH�0HUNH]LQH�JHOHQ� W�P�EHOJHOHU�*HOHQ�(YUDN�%|O�P�QGH�ELU�DUD\D�JHOLU��

%XUDGD� LúOHQHUHN� LOJLOL�P�G�UO�NOHUH�GD÷ÕWÕPÕ�EHOOL�NXUDOODU� LoLQGH�\DSÕOÕU��*HOHQ�(YUDN�
%|O�P�QH�JHOHQ�W�P�EHOJHOHU�JHQHO�JLULú�QXPDUDVÕ�YHULOHUHN�ND\ÕW�DOWÕQD�DOÕQÕU��*HQHO�
JLULú� QXPDUDVÕ� \ÕOÕQ� LON� Lú� J�Q�QGH� µ¶�¶¶� GHQ� EDúODU� YH� \ÕOÕQ� VRQ� Lú� J�Q�QGH� HQ� VRQ�
EHOJH\H�YHULOHQ�QXPDUD�LOH�VRQODQGÕUÕOÕU��*LULú�QXPDUDVÕ�EDQND�ND\ÕW�QXPDUDVÕGÕU��\DQL�
EHOJHOHU�DOGÕ÷Õ�QXPDUD�LOH�LúOHPH�NRQXOXU��

*HOHQ�ND÷ÕW�EHOJHOHU�JHQHOOLNOH�$��ER\XWXQGDGÕU��%XQXQOD�EHUDEHU�$�� ���$���
GH�NXOODQÕOPDNWDGÕU��%XQODU�NXUXP�YH�NXUXOXúODUÕQ�JHOHQHNVHOOHúPLú�EHOJH�NXOODQÕPÕQD�
ED÷OÕ� ROPDNWDGÕU�� 0DKNHPHOHU� YH� VDYFÕOÕNODU� |UQHN� RODUDN� YHULOHELOLU�� $�� ��$���
HEDWODUÕQGDNL�EHOJHOHU�LVH�UDSRU�G|N�POHUL�RODUDN�%DQND�LoL�ELULPOHUGHQ�JHOPHNWHGLU��

*HOHQ� EHOJH� W�UOHUL� oRN� oHúLWOLOLN� DU]� HWPHNWH� YH� EXQODU�� JHQHOOLNOH� \HQL�
WHNQRORMLOHULQ� NXOODQÕOPD\D� EDúODQPDVÕ\OD� ED÷ODQWÕOÕ� ROGX÷X� J|]OHQPHNWHGLU�� $VÕO�
EHOJHOHU� JHQHOGH� $�� ER\XWXQGD� GRV\D� ND÷ÕGÕGÕU�� $VOÕ� ND÷ÕW� EHOJH� ROPD\DQ� YH�
PHNWXSVX]�oÕNDQ�KHU�EHOJH�LoLQ�µ¶=DUIODUGDQ�0HNWXSVX]�dÕNDQ�<D]ÕODU¶¶�EDúOÕNOÕ�IRUPODU�
G�]HQOHQPHNWH�YH�|\OHFH�ND\GD�DOÕQPDNWDGÕU���

.D÷ÕW� EHOJHOHUGHNL� ED]Õ� IDUNOÕOÕNODU� LVH� |]HO� úDKÕVODUGDQ� JHOHQ� PHNWXSODUGDQ�
ND\QDNODQPDNWDGÕU�� *HUHN� ER\XW� RODUDN� YH� JHUHNVH� ND÷ÕW� NDOLWHVL� RODUDN� FLGGL�
IDUNOÕOÕNODU� J|VWHUPHNWHGLU�� gUQHN� RODUDN� RNXO� GHIWHUOHULQGHQ� NRSDUÕODQ� VD\IDODUD�
\D]ÕODQ� GLOHNoHOHUL� YHUHELOLUL]�� <DSWÕ÷ÕPÕ]� DUDúWÕUPD� YH� J|]OHPOHULPL]� VRQXFXQGD�
EHOJHOHULQ�W�UOHUL�KDNNÕQGD�DúD÷ÕGDNL�WHVSLWOHUGH�EXOXQXOPXúWXU��

���.D÷ÕW�PHNWXSODU��'DNWLOR��HO�\D]ÕVÕ�YH�ELOJLVD\DU�\D]ÕVÕ�RODUDN��
����D��6DPDQ�ND÷ÕW��7HNVLU�ND÷ÕGÕ���
����E��3HO�U�ND÷ÕW��6RV\DO�6LJRUWDODU�.XUXPX�YH�FXPKXUL\HW�VDYFÕOÕNODUÕ�VÕN�VÕN�

NXOODQPDNWDODU��
����F��2NXO�GHIWHULQGHQ�NRSDUÕODQ�ND÷ÕWODUD�\D]ÕODQ�GLOHNoHOHU��
���.LWDS�
���7DOLPDW�
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���*HQHOJH�
 5. Seyahat çekleri�
����%DQNQRWODU��(VNLPLú��\DQÕN��VDKWH�YH�|UQHN�ROPDN��]HUH��
����'LVNHW�
����&'�
����5HVPL�JD]HWH�
����$ILú��7RSODQWÕ��NRQIHUDQV�YH�VLQHPD�DILúOHUL��
����'HUJL�
����$\GÕQJHU�ND÷ÕW�
����%URú�U�
14. Gazete kupürü�
����3URMH�
����'DYHWL\H�YH�WHEULN�NDUWÕ�

7DEOR� ����¶GH� J|U�OG�÷�� JLEL� *HOHQ� (YUDN� %|O�P�QH� ���������� \ÕOODUÕQGD�
JHOHQ� YH�JHQHO� JLULú� QXPDUDVÕ� YHULOHUHN�ND\ÕW�DOWÕQD�DOÕQDQ�EHOJHOHULQ� VD\ÕVÕ�DúD÷ÕGD�
gösterilmektedir.�
�
������������������������������������7$%/2������<,//$5�ø7ø%$5,</$�*(/(1�%(/*(�6$<,6,�
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�

*HOHQ�(YUDN

�

�����

������

������

������

$'(7 ������ ������ ����� ����� �����
���� ���� ���� ���� ����
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øú� $NÕúÕ�� <XUW� LoL� YH� GÕúÕQGDQ� 7�UNL\H� &XPKXUL\HW� 0HUNH]� %DQNDVÕ� øGDUH�
0HUNH]LQH� KLWDEHQ� JHOHQ� W�P� EHOJHOHU� +DEHUOHúPH� 0�G�UO�÷�QH� DGL� SRVWD� YH\D�
ND\ÕWOÕ�SRVWD�RODUDN�XODúÕU���

*HOHQ�DGL� SRVWD�PHNWXSODUÕ� úDKÕVODU� DGÕQD�JHOHQ�PHNWXSODUGDQ�D\UÕúWÕUÕODUDN�
*HOHQ� (YUDN� %|O�P�QH� WHVOLP� HGLOLU�� .D\ÕWOÕ� J|QGHULOHU� RODQ� WDDKK�WO��� LDGHOL�
taahhütlü, A36�� YH� NXU\H� J|QGHULOHUL� LVH� J|UHYOL� ELU� \HWNLOL� WDUDIÕQGDQ� LVLP� YH� LP]D�
NDUúÕOÕ÷Õ� WHVOLP� DOÕQÕU� YH� NÕVD� DUDOÕNODUOD� *HOHQ� (YUDN� %|O�P�QGHNL� \HWNLOL� SHUVRQHOH�
WHVOLP�HGLOLU��

ùHNLO� ����¶GHNL� úHPDGD�*HOHQ�(YUDN�%|O�P�QGHNL� JHQHO� EHOJH�DNÕúÕ� D\UÕQWÕOÕ�
RODUDN�görülmektedir.�
�

�
�
�

�
�
�
�

ùHNLO������*HOHQ�(YUDN�øú�$NÕúÕ�

7&0%� øGDUH� 0HUNH]LQH� ED÷OÕ� ��� úXEH� EXOXQPDNWDGÕU�� ùXEHOHUGHQ� JHOHQ�
J|QGHULOHU� WDDKK�WO��� $36�� |]HO� NXU\H� YH� WUHQ� NDUJR� YDVÕWDVÕ� LOH� *HOHQ� (YUDN�
Bölümünde kabul edilmektedir. �

Görevlilerce LVLP� YH� LP]D� NDUúÕOÕ÷Õ� DOÕQDQ� J|QGHULOHU� IL]LNL� RODUDN� \HWNLOL�
SHUVRQHOH� WHVOLP� HGLOLU��%XUDGD� ]DUIODU� DoÕOÕU�� QXPDUD� WDNLEL� \DSÕOÕU� YH� �]HUOHULQH� LOJLOL�
P�G�UO�NOHULQ�NRGODUÕ�\D]ÕOÕU���

6HUYLVH� |]HO� EHOJHOHU� GHIWHU� ND\GÕ� LOH� LOJLOL� ELULPOHUH� J|QGHULOLU�� $OW� ELULPOHUL�
LOJLOHQGLUHQ�EHOJHOHU�LVH�KHP�GHIWHU�ND\GÕ�LOH�KHP�GH�WDUDQDUDN�LúOHPH�NRQXU��

%HOJHOHU�
görevlilerce�
HOGHQ�WHVOLP�
DOÕQÕU�

�
%HOJHOHU�
WDUD\ÕFÕODUGDQ�
WDUDQÕU�

�
%HOJHOHUH�
GL]LQOHPH�
LúOHPL�
X\JXODQÕU�

%HOJHOHU�HOHNWURQLN�
RUWDPGD�YH�KDEHUOHúPH�
WDNLS�FHWYHOL�HNLQGH�IL]LNL�
RODUDN�gönderilir�

øQGHNV�ND\ÕWODUÕ�
NRQWURO�HGLOLU�YH�
RQD\ODQÕU�

%HOJHOHU�ELULP�ED]ÕQGD�
D\UÕúWÕUÕOÕU���
ELULPOHULQ�NRGODUÕ�YH�ND\ÕWOÕ�
gönderilerin gönderi 
QXPDUDODUÕ�\D]ÕOÕU�

%LULPOHU�KDEHUOHúPH�WDNLS��
FHWYHOL¶QLQ�ELULQFL�Q�VKDVÕQÕ�
LP]DOD\DUDN�NODVPDQ�
bölümüne iade eder�
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�������*LGHQ�(YUDN�%|O�P�QGH�%HOJH�<DSÕVÕ�YH�øú�$NÕúÕ�
*LGHQ�(YUDN�%|O�P�� \XUW� LoL� YH� \XUW�GÕúÕQGDNL�DOÕFÕ�DGUHVOHULQH�J|QGHULOHFHN�

EHOJHOHUH� VRQ� LúOHPOHULQ� \DSÕOGÕ÷Õ� \HUGLU�� %HOJHOHULQ� �]HULQGH� DOÕFÕ� DGUHVOHULQH� KDQJL�
\ROGDQ� J|QGHULOHFH÷LQL� EHOLUWHQ� LúDUHWOHU� EXOXQXU�� %X� LúDUHWOHU�� WDDKK�WO��� LDGHOL�
WDDKK�WO��� $36�� NDUJR�� IDNV�� WHOHNV� YH� WHOJUDI� RODUDN� EHOJHQLQ� �VW� RUWD� QRNWDVÕQGD�
\D]ÕOÕ�RODUDN�EXOXQXU��øúDUHWVL]�RODQODU�LVH�DGL�SRVWD�RODUDN�NDEXO�HGLOLU���

*UXSODU� RODUDN� D\UÕODQ� EHOJHOHU�� JHQHO� JLGHQ� �JHQHO� oÕNÕú�� QXPDUDODUÕ� DOÕUODU��
Adi posta, taahhütlü, iadeli�taahhütlü, APS ve kargo olanlar Giden Evrak 

%|O�P�QGHQ��IDNV��WHOHNV�YH�WHOJUDI�LúDUHWOL�RODQODU�LVH�ùLIUH�7HOHNV�Faks Bölümünden 

DOÕFÕ�DGUHVOHULQH�VHYN�HGLOLUOHU���
*LGHQ� (YUDN� %|O�P�QGH� |QHPOL� ELU� \HU� WXWDQ� GL÷HU� ELU� J|QGHULP� GH� \XUW�

GÕúÕQGD� oDOÕúDQ� LúoLOHULPL]H� JLGHQ� YH� JHQHO� JLGHQ� QXPDUDVÕ� DOPD\DQ� �����������
DGHW�J�Q��PHNWXSODUGÕU��

Giden Evrak Bölümünde ‘’gideQ�úXEHOHU¶¶�RODUDN�DGODQGÕUÕODQ�D\UÕ�ELU�E|O�PGH�
EXOXQXU��%XUDGD�øGDUH�0HUNH]LQGHQ�úXEHOHUH�JLGHQ�W�P�UHVPL�HYUDNODUD�VRQ�LúOHPOHU�
\DSÕOÕU��+HU�úXEHQLQ�NHQGLQH�DLW�QXPDUDVÕ�YDUGÕU��*LGHFHN�RODQ�EHOJHOHU�J�QO�N�RODUDN�
�����¶\D� NDGDU� \HWNLOLOHUFH� WHVOLP� DOÕQÕU�� %HOJHOHU� úXEHOHU� ED]ÕQGD� D\UÕúWÕUÕOÕU� YH� LOJLOL�
úXEHOHULQ� QXPDUDODUÕ� YHULOLU�� 6RQ� NRQWUROGHQ� JHoLULOHUHN� %DQNDPÕ]ÕQ� úXEHOHULQH� $36�
YH\D�NDUJR��WUHQ�LOH��LOH�VHYN�HGLOLU��

*LGHQ�(YUDN�%|O�P�QGH�DVÕO�EHOJHOHU�JHQHO�RODUDN�$��ND÷ÕGÕGÕU��$��JHQHOGH�
HYOLOLN�YH�YHIDW�GX\XUXODUÕQGD�ROPDN��]HUH�QDGLUHQ�NXOODQÕOÕU�YH�JHQHOGH�IDNV��WHOHNV�YH�
WHOJUDI�IDNV�RODUDN�DOÕFÕ�DGUHVOHULQH�J|QGHULOLU��

*LGHQ�(YUDN�%|O�P�QGH�J|QGHULPGH�NXOODQÕODQ�EHOJHOHU��
• 0HNWXS�
• &'�
• 'LVNHW�
• .LWDS�
• .LWDSoÕN�
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• *D]HWH�
• 'HUJL�
• Spesimen (Örnek Banknot)�
• 7HEULN�
• .ROL�
• $QNHW�)RUPODUÕ�

�
7DEOR�����¶GH������ LOH������\ÕOODUÕQ�DUDVÕQGD�*LGHQ�(YUDN�%|O�P�QGH�JLGHQ�

EHOJH�VD\ÕVÕ�DGHW�ED]ÕQGD�J|VWHULOPHNWHGLU���
�

7$%/2������<,//$5�ø7ø%$5,</$�*ø'(1�%(/*(�6$<,6,�
�
�

�
�
�
�
�
�
�
�
�
$QFDN� EX� VD\Õ� *LGHQ� (YUDN� %|O�P�QGH� \DSÕODQ� LúOHULQ� WDPDPÕQÕ�

NDSVDPDPDNWDGÕU�� 6RQ� GHUHFH� IDUNOÕ� RODQ� EX� LúOHPOHULQ� ����� \ÕOÕ� LWLEDUÕ� LOH� D\ODUD�
E|O�QP�ú�RODUDN�WHVSLW�HGLOHQ�D\UÕQWÕOÕ�G|N�P��7DEOR�����¶GH�J|VWHULOPHNWHGLU���

�

*LGHQ�(YUDN

�

�����

������

������

������

$'(7 ������ ������ ����� ������ ������
���� ���� ���� ���� ����
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øú� DNÕúÕ��*HQHO�RODUDN�JLGHQ�QXPDUDVÕ�DODQ�YH�oÕNDQ� W�P�PHNWXSODU�
Giden Evrak Bölümünde bir araya gelir. Tüm genel giden belgeler bilgisayar 

RUWDPÕQGD� µ¶*LGHQ� (YUDN� /LVWHOHUL¶¶� EDúOÕ÷Õ� DOWÕQGD� H[FHOGH� KD]ÕUODQDQ� ELU�
GRV\DGD�WXWXOPDNWDGÕU��

%X�EHOJHOHULQ��¶LQFL�NRS\DODUÕ��+DEHUOHúPH�NRS\DODUÕ��� WDUDQPDNWD�YH�
Klasman Bölümünde dizin bilgileri girilen ‘’AUúLY�.D\ÕW�'HIWHUL¶¶�DGOÕ�SURJUDPD�
OLQN�YHULOPHNWHGLU��

ùHNLO� ����¶GH� *LGHQ� (YUDN� %|O�P�QGH� *HQHO� Lú� DNÕúÕ� �%DVÕOÕ� %HOJH�
7DEDQOÕ��J|VWHULOPHNWHGLU��

�
�
�
�
�
�
�

ùHNLO������*LGHQ�(YUDN�øú�$NÕúÕ�

�������.ODVPDQ�%|O�P��
.ODVPDQ� %|O�P�QGH� \DSÕODQ� LúOHPOHUL� �o� NÕVÕPGD� LQFHOHPHN�

P�PN�QG�U�� <HQL� WHNQRORMLOHULQ� NXOODQÕOPD\D� EDúODQPDVÕ� QHGHQL\OH� Lú�
\�N�QGH� JHoPLú� \ÕOODUD� QD]DUDQ� D]DOPDODU� J|U�OPHNWHGLU�� %XQGD�� *HOHQ�
(YUDN�%|O�P�QGH�X\JXODPD\D�NRQXODQ�('<6¶QLQ�NDWNÕVÕ�E�\�NW�U��

*HQHO�RODUDN�\DSÕODQ�LúOHU��
��� *HOHQ� EHOJHOHULQ� DVÕOODUÕ� DOW� ELULPOHU� WDUDIÕQGDQ� DUúLYOHQPHNWHGLU��

%HOJHOHU�ELULPOHUH� I|\O��RODUDN�J|QGHULOGL÷L� LoLQ� I|\OHULQ� LNLQFL�Q�VKDODUÕ�RUDGD�
NDOPDNWD�� ELULQFL� Q�VKDODUÕ� .ODVPDQ� %|O�P�QH� JHOPHNWHGLU�� %XUDGD� I|\OHU�
WDULK�YH�VÕUD�QXPDUDVÕQD�NRQXODUDN�DUúLYOHQLU��

%HOJHOHU�
16:00’a kadar 
ELULPOHUGHQ�
WHVOLP�DOÕQÕU�

1RUPDO��$36��
taahhütlü ve 
NDUJR�RODUDN�
VÕQÕIODQGÕUÕOÕU�

*HQHO�oÕNÕú�
QXPDUDODUÕ�
YHULOLU�

3RVWD�
ücretleri 
WDWELN�
HGLOLU�

%HOJHOHU�D\UÕQWÕOÕ�
RODUDN�GHIWHUOHUH�
ND\GHGLOLU�YH��
]DUIODQÕU�

3RVWDQH\H�YH�
NDUJR\D�WHVOLP�
HGLOLU�YH\D�IL]LNL��
RODUDN�YHULOLU�

�
�
Birinci nüsha 
DGUHVH��LNLQFL�
nüsha 
NODVPDQ�
bölümüne, 
üçüncü nüsha 
oÕNWÕ÷Õ�ELULPH�
geri gönderilLU�
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���*LGHQ�EHOJHOHU��JHQHO�JLGHQ�EHOJHOHU�YH�úXEHOHUH�JLGHQ�EHOJHOHU�RODUDN� LNL�
W�UO�G�U�� %X� EHOJHOHULQ� ELULQFLVL� DVÕO� EHOJH�� GL÷HU� LNLVL� LVH� DVÕO� EHOJHQLQ�
NRS\DODUÕ� ROPDN��]HUH��o� Q�VKDGÕU��%LULQFL� Q�VKDODU� �$VÕO� EHOJHOHU�� �]HULQGH�
\D]ÕOÕ� RODQ� DGUHVOHUH� J|QGHULOLU�� øNLQFL� NRS\DODU� �+DEHUOHúPH� NRS\DODUÕ��
.ODVPDQ�%|O�P�QGH�JHQHO� JLGHQ� QXPDUD�VÕUDVÕQD�YH� WDULKOHULQH�J|UH� WDVQLI�
HGLOHUHN�GRV\DODQÕU��ho�QF��Q�VKDODU�JHOGLNOHUL�ELULPOHUH��VW�QXPDUD�YHULOPLú�
YH�VRQ�LúOHPOHULQLQ�\DSÕOGÕ÷ÕQÕQ�ELU�GHOLOL�RODUak geri gönderilir.�

3. Daha önce Giden Evrak Bölümünde taranarak elektronik ortama 

DOÕQDQ� JHQHO� JLGHQ� YH� úXEHOHUH� JLGHQ� EHOJHOHULQ� LNLQFL� NRS\DODUÕQÕQ�
�+DEHUOHúPH� NRS\DODUÕQÕQ�� GL]LQ� ELOJLOHUL�� .ODVPDQ� %|O�P�QGH�� ELOJLVD\DUGD�
ROXúWXUXODQ� µ¶$UúLY� .D\ÕW� 'HIWHUL¶¶� QH� ND\GHGLOPHNWHGLU�� 7�P� EX� LúOHPOHULQ�
DUGÕQGDQ�EHOJHOHU�NODVH�HGLOHUHN�DUúLYH�NDOGÕUÕOÕUODU��

���$\UÕFD�.ODVPDQ�%|O�P�QGH�\ÕOODUD�J|UH�GH÷LúHELOHQ�IDUNOÕ� LúOHPOHU�
GH�\DSÕODELOPHNWHGLU��%XQODU��

• (PLV\RQ�� øQúDDW� YH�0XKDVHEH�*HQHO�0�G�UO�NOHULQGHQ�JHOHQ�
6$26¶ODUÕQ�DUúLYOHQPHVL��

• 0XKDVHEH� *HQHO� 0�G�UO�÷�QGHQ� JHOHQ� 6:,)7¶OHULQ�
DUúLYOHQPHVL��

• øúoL� '|YL]OHUL� *HQHO� 0�G�UO�÷�QFH� \XUW� GÕúÕ� PHYGXDW� VDKLEL�
LúoLOHULPL]H� J|QGHULOHQ� PHNWXSODUÕQ� LNLQFL� Q�VKDODUÕQÕQ�
DUúLYOHQPHVL��

• *LGHQ� EHOJHOHULQ� �o�QF�� Q�VKDODUÕQÕQ� WHNUDU� JHOGL÷L� ELULPOHUH�
D\UÕúWÕUÕODUDN�LDGH�HGLOPHVL��

• .XUXP�DUúLYLQGH�EXOXQDQ����\ÕOÕQÕ�GROGXUPXú�DUúLY�EHOJHOHULQLQ�
LPKD� YH\D� VDNODPD� NDUDUODUÕQÕQ� DOÕQPDVÕ� LúOHPOHULQLQ�
yürütülmesi,�

• +DEHUOHúPH�DUúLYLQGHNL�DUúLY�KL]PHWOHULQLQ�\�U�W�OPHVL��

�������ùLIUH�YH�7HOHNV�)DNV�%|O�P��
ùLIUH� YH� 7HOHNV�)DNV� %|O�P�� LNL� E|O�PGHQ� ROXúPDNWDGÕU�� ùLIUH�

Bölümü ve Teleks�Faks Bölümü olmak üzere.�



� ���

ùLIUH�%|O�P��� W�P�XOXVDO�YH�XOXVODUDUDVÕ�|GHPHOHU� LoLQ�JLGHQ�WHOHNV�
PHVDMODUÕQD�úLIUH� YHULOGL÷L� YH�JHOHQ� WHOHNV�PHVDMODUÕQÕQ� úLIUHOHULQLQ�o|]�OG�÷��
ELU� VHUYLVWL�� ����� LOH� ����� \ÕOODUÕ� DUDVÕQGD� oRN� \R÷XQ� RODUDN� oDOÕúPDNWD\GÕ��
$QFDN� WHNQRORMLN� JHOLúPHOHU� QHGHQL\OH� HVNL� \R÷XQOX÷XQX� ND\EHWPH\H�
EDúODPÕúWÕU��%XJ�Q�EX� LúOHPOHU� NXOODQÕPGD�RODQ�6:,)7��()7��(0.7��(9$6�
YH� (9'6� JLEL� WHNQRORMLN� úLIUHOHPH� YH� EHOJH� LOHWLúLP� D÷ODUÕ� LOH� \�NVHN� KÕ]GD�
J�YHQOL�RODUDN�\DSÕOPDNWDGÕU��%X�XOXVDO�YH�XOXVODUDUDVÕ�VLVWHPOHU�GH�RODVÕ�ELU�
DNVDNOÕ÷D�NDUúÕ��HQ�D]ÕQGDQ�\HGHN�ELU�VLVWHP�RODUDN��|QHPOL�DGGHGLOHQ�XOXVDO�
YH�XOXVODUDUDVÕ�NXUXP�YH�NXUXOXúODUOD�úLIUH�DQODúPDODUÕ�NRUXQPDNWD�YH�WHOHNV�
ED÷ODQWÕODUÕ�GD�V�UG�U�OPHNWHGLU��

ùLIUH� %|O�P�QGH�� ELU� GL÷HU� |QHPOL� X\JXODPD� GD�� %DQNDQÕQ� \XUW� GÕúÕ�
PXKDELUOHULQGHQ� JHOHQ� LP]D� VLUN�OHUOHULQLQ� WDVQLIL� YH� J�QFHOOHúWLULOPHVLGLU��
0XKDELUOHU� LOH� JHUHNOL� J|U�OHQ� \D]ÕúPDODU� \DSÕODUDN� VWDQGDUW� PXWDEDNDWODU�
VD÷ODQPDNWD�YH�GRV\DODUGD�LOJLOL�EHOJHOHU�PXKDID]D�HGLOPHNWHGLU��

$\QÕ� ]DPDQGD�� \DEDQFÕ� GLOGH� %DQND\D� KLWDEHQ� JHOHQ� PHNWXSODU� YH�
JHOHQ� IDNV�WHOHNV�WHOJUDI� PHVDMODUÕ� ùLIUH� %|O�P�QGH� NDEXO� HGLOPHNWH��
WDUDQPDODUÕQÕQ� DUGÕQGDQ� LOJLOL� ELULPOHUH� J|QGHULOPHNWH� YH� WDNLSOHUL�
\DSÕOPDNWDGÕU��

+DEHUOHúPH� 0�G�UO�÷�Q�Q� Lo� \D]ÕúPDODUÕQÕQ� HOHNWURQLN� RUWDPD�
DNWDUÕOPDVÕ�LoLQ�JHUHNOL�RODQ�X\JXODPDODU�GD�EX�E|O�PGH�\DSÕOPDNWDGÕU��'DKLOL�
SURJUDP�� LNL� ELOJLVD\DU� YH� ELU� WDUDPD� PDNLQHVLQGHQ� ROXúPDNWDGÕU�� µ¶(YUDN�
7DNLS�6LVWHPL¶¶�DGÕ�YHULOHQ�SURJUDPOD��GL]LQ�ELOJLOHUL�JLULOPHNWH�YH�ELOJLVD\DUGD�
WDUDQDUDN� ND\GD� DOÕQPD� LúOHPOHUL� JHoHNOHúWLULOPHNWHGLU�� %X� SURJUDPGD��
HYUDNÕQ� ND\ÕW� ELOJLOHUL� �]HULQGHQ� LúOHPH� LOLúNLQ� W�P� JHOLúPHOHULQ� D\QÕ� DQGD�
L]OHQHELOPHVL�YH�W�P�\D]ÕODUÕQ�J|Uüntülenebilmesi mümkün olabilmektedir.�

+DEHUOHúPH� 0�G�UO�÷�QGH� W�P� Lo� \D]ÕúPDODUÕQ� WDPDPÕQGD� $��
HEDGÕQGD� ND÷ÕW� EHOJH� NXOODQÕOPDNWDGÕU�� øQVDQ� .D\QDNODUÕ� *HQHO�
0�G�UO�÷�QGHQ� D\GD� �� LOD� ��� DGHW� DUDVÕQGD� GH÷LúHQ� $�� ND÷ÕW� JHOPHNWHGLU��
øP]D� VLUN�OHUL� LVH� QDGLUHQ� PLNURILú� IRUPDWÕQGD� YH� JHQHOGH� &'� RODUDN� SRVWD�
\ROX� LOH� JHOPHNWHGLU�� *HOHQ� IDNV� EHOJHOHU� SDUODN� UXOR� ND÷ÕW� RODELOPHNWHGLU��
7HOHNV�EHOJHOHU�LVH�UXOR�ND÷ÕW�úHNOLQGHGLU��
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7HOHNV�YH�)DNV�%|O�P��EHOJH�LOHWLúLPLQLQ�UHVPL�RODUDN�WHOHNV��WHOJUDI�
YH�IDNV�LOH�VD÷ODQGÕ÷Õ�E|O�PG�U��

7HOHNV�PDNLQHOHUL�������YH�����¶OL�\ÕOODUGD�G�Q\DGD�EHOJH�LOHWLúLPLQLQ�
J�YHQOL� RODUDN� VD÷ODQDELOGL÷L� HQ� |QHPOL� DUDoWÕ��$\QÕ� ]DPDQGD� W�P�XOXVDO� YH�
XOXVODUDUDVÕ� |GHPH� DUDFÕ\GÕ�� +DOHQ� QDGLU� RODUDN� NXOODQÕOPDNWDGÕU�� øGDUH�
Merkezi olarak bölümümü]GH���DGHW�WHOHNV�KDWOÕ�PDNLQH�NXOODQÕOPDNWDGÕU��

øGDUH�0HUNH]LQGH� UHVPL�RODUDN� NXOODQÕODQ� �� DGHW� IDNV� FLKD]Õ� \LQH�EX�
E|O�PGH�EXOXQPDNWDGÕU�� ����¶OL� \ÕOODUGDQ�J�Q�P�]H�NDGDU�oRN�\R÷XQ�RODUDN�
NXOODQÕOPDNWD� RODQ� IDNV� LOHWLúLPL� KDOD� |QHPLQL� NRUXPDNWDGÕU�� *HOHQ� IDNV� YH�
WHOHNV�EHOJHOHU�ùLIUH�%|O�P�QH�LOJLOL�LúOHPOHUL�\DSÕOPDN��]HUH�YHULOLU��

Adreslerine çekilmelerinden sonra, giden teleks/telgraf belgeler, 

JLGHQ�JHQHO� IDNV�EHOJHOHU��JLGHQ�úXEH�IDNV�EHOJHOHU�YH�DGUHVOHUH�oHNLOHQ�WHN�
LP]DOÕ� IDNV� WDOLPDWODUÕ�� WDULK�VÕUDVÕQD�J|UH�D\UÕ�D\UÕ�NODVH�HGLOPHNWHGLU��*LGHQ�
WHN� LP]DOÕ� IDNV� WDOLPDWODUÕ� ELOJLOHUL�� D\QÕ� ]DPDQGD�� ELOJLVD\DUGDNL� ELU� H[FHO�
GRV\DVÕQGD�WXWXOPDNWDGÕU��

�������6DQWUDO�%|O�P��
øGDUH�0HUNH]LQLQ�W�P�Lo�GÕú�WHOHIRQ�ED÷ODQWÕODUÕQÕQ�RWRPDWLN�YH\D�IL]LNL�

RODUDN� VD÷ODQGÕ÷Õ� E|O�PG�U�� 6DQWUDO� E|O�P�QGH�� %DQND� LoLQGHQ� GÕúDUÕ� YH�
GÕúDUÕGDQ�%DQND�\|Q�QH�RODQ�W�P�WHOHIRQ�J|U�úPHOHULQLQ�ND\GÕ�WXWXOPDNWDGÕU��
%HOJH�$NÕúÕ�\RNWXU��

�������7HOHIRQ�5HKEHU�%|O�P��
0HUNH]� %DQNDVÕQÕQ� W�P� GDKLOL� YH� KDULFL� WHOHIRQ� WDKVLVOHULQLQ��

LSWDOOHULQLQ� YH� QXPDUD� GH÷LúLNOLNOHULQLQ� RUJDQL]H� HGLOGL÷L� \HUGLU�� 7HOHIRQ�
UHKEHUOHULQLQ� KD]ÕUODQPDVÕ� YH� J�QFHOOHQPHVL� oDOÕúPDODUÕ� \�U�W�OG�÷�� JLEL��
Merint’teki telefon rehberi kutusu da güncellenmektedir.�

7�P� \D]ÕúPDODU� HOHNWURQLN� RUWDPGD� KD]ÕUODQPDNWDGÕU�� .D\ÕWODU� H[FHO�
GRV\DVÕQGD� HOHNWURQLN� RUWDPGD� YH� D\UÕFD� HYUDN� RODUDN� NODV|UOHUGH�
WXWXOPDNWDGÕU��<D]ÕúPDODU�W�P�\OH�$��ND÷ÕW�LOH�\DSÕOPDNWDGÕU��

�
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�������.XUXP�$UúLYL��*HQHO�$UúLY��
Mevcut EDYS’de, gelen belgeler elektronik ortamda birimlere 

J|QGHULOGL÷L�DQGD�HOHNWURQLN�RUWDPGD�GD�DUúLYOHQLU��*�QO�N�\HGHNOHPHVL�DOÕQÕU�
YH�RSWLN�GLVNOHUGH�NRUXQXU��.D÷ÕW�EHOJHOHU���\ÕOD�NDGDU�+DEHUOHúPH�0�G�UO�÷��
DUúLYLQGH�WXWXOXUODU���

%XUDGD� EHNOHPH� V�UHOHULQL� GROGXUDQ� DUúLY� EHOJHOHUL� LVH� ø]PLW�
ùXEHPL]LQ� �VW� NDWÕQGD� EXOXQDQ� *HQHO� $UúLYH� NDOGÕUÕOÕU�� <|QHWPHOLN� JHUH÷L��
V�UHVL�ELWHQOHU��JHUHNOL�PXWDEDNDWODU�VD÷ODQDUDN�6(.$¶\D�LPKD�HGLOPHN��]HUH�
VHYN�HGLOLU��

%LOLQGL÷L�JLEL�0LOOL�$UúLY�.XUXOX��DUúLYOLN�PDO]HPHOHULQ�ELULP�DUúLYOHULQGH�
���� \ÕO� V�UH� LOH� WXWXODELOHFH÷LQL� |QJ|UPHNWHGLU�� .XUXP� YH� NXUXOXúODUÕQ�
DUúLYLQGH�EXOXQDQ�DUúLYOLN�PDO]HPH�LVH�������\ÕO�DUDVÕQGD�VDNODQDELOPHNWHGLU��

�����7&0%¶GHNL�.RG�<DSÕODQPDVÕ�
7DVQLI� LúOHPOHULQGH� %DúEDNDQOÕNoD� ROXúWXUXODQ� NRG� IRUPDWÕQD� J|UH�

%DúNDQOÕNoD� EHOLUOHQHQ� NRG� QXPDUDODUÕ� NXOODQÕOÕU�� %XQODU� KDUI�� KDUI�UDNDP�
úHNOLQGH�NXOODQÕOPDNWDGÕU��

%DúEDNDQOÕN�3HUVRQHO�YH�3UHQVLSOHU�*HQHO�0�G�UO�÷���NDPX�NXUXP�
NXUXOXúODU� NRG� IRUPDWÕQÕ�� $�%%�&�'''�(�))�**�++� RODUDN� EHOLUOHPLúWLU�� ���
KDQHOLN� NRGODPD� LKWL\DFÕ� \D]ÕOÕ� LOHWLúLPLQ� oD÷D� X\JXQ� RODUDN� JHOLúWLULOPHVL�
DPDFÕ�J�WPHNWHGLU���

7�UNL\H� &XPKXUL\HW� 0HUNH]� %DQNDVÕ� %DúNDQOÕ÷ÕQFD� GD� NDEXO� HGLOHQ�
NRG�IRUPDWÕ�GL]LOLPL��

%������7&0��������������� úHNOLQGHGLU�� $VÕO� øNL� NRG� NDUDNWHUL�
NXOODQÕOPDPDNWDGÕU��.RG�DoÕOÕPÕ�DúD÷ÕGDNL�JLELGLU��

%������<�U�WPH�2UJDQODUÕ��$�<DVDPD�&�<DUJÕ�2UJDQODUÕ��
�������%DúEDNDQOÕN�
��������øOJLOL�.XUXOXú�
7&0��%DQNDPÕ]�
��������0HUNH]�
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�������$QD�+L]PHW�%LULPL�����øOHWLúLP�*HQHO�0�G�UO�÷���
�������$OW�+L]PHW�%LULPL��%DQNDPÕ]GD�NXOODQÕOPDPDNWDGÕU��
�������$OW�%LULP�1XPDUDVÕ��0�G�UO�NOHULQ�VÕUD�QXPDUDVÕQÕ��
úHNOLQGH�NRG�WDQÕPODPDODUÕ\OD�NXOODQÕOPDNWDGÕU��

����� 7&0%� øGDUH� 0HUNH]LQGHNL� %LULP� YH� $OW� %LULP� 0XKDEHUDWODUÕQÕQ�
$\UÕQWÕOÕ�'H÷HUOHQGLULOPHVL�

7�UNL\H� &XPKXUL\HW� 0HUNH]� %DQNDVÕ� øGDUH� 0HUNH]LQGH� ��� ELULP�
PXKDEHUDWÕ� YH� ��� DOW� ELULP� PXKDEHUDWÕ� EXOXQPDNWDGÕU�� dDOÕúPDODUÕPÕ]GD��
ELULP� YH� DOW� ELULPOHULQ�� EHOJH� \|QHWLPLQGH�� VRQ� GHUHFH� IDUNOÕ� PHWRWODU�
NXOODQGÕNODUÕ�DQODúÕOPÕúWÕU��%XQGD��oRN�IDUNOÕ� LúOHU�YH�J|UHYOHU�\DSDQ�ELULPOHULQ�
YH� DOW� ELULPOHULQ� \HUHO� DQOD\ÕúODU� EHQLPVHPHOHULQGHQ�� Lú� DPDoODUÕQD� X\JXQ�
oDOÕúPD� SUHQVLSOHUL� VHoPHOHULQGHQ� YH� X]PDQ� SHUVRQHO� oDOÕúWÕUÕOPDPDVÕQGDQ�
ND\QDNODQGÕ÷Õ�DQODúÕOPDNWDGÕU��

�����(\O�O������WDULKLQGH�\DSWÕ÷ÕPÕ]�DUDúWÕUPDPÕ]�VRQXFX�ELULP�YH�DOW�
ELULP� PXKDEHUDWODUÕQGD�� PHYFXW� EHOJH� \DSÕVÕ� YH� DUúLYOHPH� WHNQLNOHUL�
DoÕVÕQGDQ� \HULQGH�D\UÕQWÕOÕ� WHVSLWOHUGH�EXOXQXOPXúWXU�� ��2FDN� LOH����$÷XVWRV�
�����WDULKOHUL�DUDVÕQGD�ELULPOHU�ED]ÕQGD�VDSWDQDQ�EXOJXODU�DúD÷ÕGDNL� WDEORGD�
�7DEOR�������VXQXOPXúWXU��%LULP�YH�DOW�ELULPOHU�ED]ÕQGD�VDSWDQDQ�EXOJXODU� LVH�
GDKD�D\UÕQWÕOÕ�RODUDN�(N��¶GH�VXQXOPXúWXU���

Sonuç olarak; 5 bLULPGH� WHN� PXKDEHUDW� EXOXQPDNWD�� �� ELULPGH� LVH�
IDUNOÕ� |]HOOLNOHUGH� ELULP� PXKDEHUDWÕ� EXOXQPDNWDGÕU�� $UúLYOHPH� WHNQL÷L� RODUDN�
NRQX�YH�ELULP�ED]OÕ�GRV\DODPD�VLVWHPLQLQ� WHUFLK�HGLOGL÷L�J|]OHQPHNWHGLU��$VÕO�
PHNWXSODUGD� $�� ND÷ÕW� NXOODQÕOPDNWD�� HNOHUGH� LVH� IDUNOÕ� ER\XWODUGD� YH� IDUNOÕ�
W�UOHUGH� EHOJHOHU� LODYH� HGLOHELOPHNWHGLU�� %LULPOHUH� |]J�� EHOJH� oHúLWOLOL÷L�
gözlenmektedir. Genelge, Kitap, CD gibi.�
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V_^T` acb deYgf3hif3j f
+4kTd3lmk3n_j o pXo

qUr_sut vxw
y-z {Ts|rTt
} y
~4z t ��w

�4� ���_� �x���
��r_sS��vx�T�x��r_� �mt �
~P�x�xv�������� ����� �Tz ��� r���r��
� r_� r_�S�Tr��_z �xr�����r_� �Tr_� r_�3�m�T�_�Tsm� �T{���� �xr��
�4� z ����vx�T����r�� ��t � �m�����x� �Tz ��� r_��r3�

����  ^3n_j b lS¡R^
M4k   f_n_¢1k
M4^3lxh ^Ta ^3h£j b pXb

qUr_sut vxw
y-z {Ts|rTt
} y
~4z t ��w

�-¤
�4� ¥ ��¦ §

��r_sS��vx�T�x��r_� �mt �
~P�x�xv�������� ����� �Tz ��� r���r��
�4z � z ����vT�T����r�� ��t � �m������� �Tz ��� r_��r��

QSh kTdxacb hi¢1k
� ^_nx^3jT/ ��¨�� hij � p �

qUr_sut vxw
y-z {Ts|rTt
} y
~4z t ��w
y4r_� �_z
Bülten� ���©rTt r
�R�m�3� ���xr_�
~P��ª�� t

�4� «x«©¬x§ ¤��
 smzm��vT�T����r_� ��t �
~P�x�xv�������� ����� �Tz ��� r���r��
~4®©t ®xwx������r�¯�z � z sU�T�m��� �������x� �Tz ��� r_��r3�
�4z � z ����vT�T����r�� ��t � �m�����Tr���� t��xz � z ��� r_� �xr
��� �Tz ��� r_�Ur��

+4k3n_lmk�°�o j o l   ^
±_b nxk_nT²�k3j
Ygf_h£f_j fTd�j k3h
� ^_nx^3jT/ ��¨�� hij � p �

qUr_sut vxw
y-z {Ts|rTt
} y
~P�x� t v��
Bülten
Çek~-� �T��rTt � z
³��x� ��s
Pelür s©�Tª�� t

�-¤
�4�
� ¥

¦x§x� §
~P�x�xv�������� ����� �Tz ��� r���r��
~-� {T��r_����� t��xz � z ��� r_� �xr1sT� {T��r����xz � z �
��vx������r_� ��t � ���x����� �Tz ��� r���r��

+4k3n_lxn�´xa4/UkTaiµTkxkT²�o
� ^_nx^3jT/ ��¨�� hij � p �

qUr_sut vxw
} y
~P�mt ��� �T�
¶ �x�mt r
·P�x� �
~4z t ��wT¸x� s

�-¤
�4� «x«m¤T�

�  yg³R¹[º
�x��¤T¤

� ³4»x³4¹[º
�����T�

��r_s[�Tr¼�T�Tª3� ��{�� ����vx�T���mr_� ��t �
� r_� r_�UrT��� ��s©� �x��s©���Tv��T����� ���x� �Tz ��� r_�Ur��
� z �xr_�UrT��� ��s©� �x���xvT����� ���T����� �
��� �Tz ��� r_�Ur��
�4z � ��z {��m�����_�Trx{©t r_sm� zm�T�x��r_� � rx����r
wx� ���_� ���1�©�x��� �

+4kTd¾½gf3lxf_l
/ � d�k   b hij b pXb   ^
½gf_lxf3l�\ d�j ^3hib
� ^_nx^3jT/ ��¨�� hij � p �

qUr_sut vxw
} y
·4� �|¿ r
~4z t ��w
ÀR��wT���

�-¤
�4�
� ¥

¬T�X«©¤ ¦x¤x¦
��r_sS��vx�T�x��r_� �mt �
¹-vx����� ���Tr1s©���xv�������� ����� �Tz �x� r���r��
�4z � z ����vT�T����r�� ��t � �m������� �Tz ��� r_��r��

+gb j b d�b ¢
V_^3lxnx´Xj ´mÁcb j ^3hib
� ^_nx^3jT/ ��¨�� hij � p �

qUr_sut vxw �-¤
�4� ¦��x� §

~P�x�xv�������� ����� �Tz ��� r���r��
�4z � z ����vT�T����r�� ��t � �m�����Tr���� t��xz � z ��� r_� �xr
��� �Tz ��� r_�Ur��

Kgo d¼\ j b d�lTb j ^3h
� ^_nx^3jT/ ��¨�� hij � p �

qUr_sut vxw
} y �4� «m¤x¦_« §

~P�x�xv�������� ����� �Tz ��� r���r��
�4z � z ����vT�T����r�� ��t � �m�����Tr���� t��xz � z ��� r_� �xr
��� �Tz ��� r_�Ur��

2P¢eb ²xÂ�´�n
� ^_nx^3jT/ ��¨�� hij � p �

qUr_sut vxw
y-z {Ts|rTt
~4z t ��w
�4� �T�T®x�
y4r_� �_z
} y
Ãg�x�_� s
~P��ª�� t
·P�x� �

�-¤
�4�
� ¥

«m¦x��� § ~P�x�xv�������� ����� �Tz ��� r���r��
�[� t3�xz � z ��� r_� �xr1�x� �Tz ��� r_��r3�
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\ Å1K4^3nx^�aib ¢
� ^_nx^3jT/ ��¨�� hij � p �

qUr_sut vxw
y-z {Ts|rTt
~P�x�xvx�
~4z t ��w
�4� �T�T®x�

�4� ¬�§x¤T¤ §
��r_sS��vx�T�x��r_� �mt �
�P�x�xs©���3� ���©�����x� �T��������sT�
~P�x�xv�������� ����� �Tz ��� r���r��
�4z � z ����vT�T����r�� ��t � �m������� �Tz ��� r_��r��

\ j ^Taib d3b ¢ � ^3nx^3j
/ ��¨�� hij � p �

qUr_sut vxw
} y
� r_��r�� �Tr
�X��� z ����t
~4z t ��w
~4z t ��wT¸x� s
y4r_� �_z

�4�
� ¥

«m¤x¦_« § ¹-vx����� ���Tr1s©���xv�������� ����� �Tz �x� r���r��
�[� t3�xz � z �Æ��vx�T�x��r_� �mt � ��� � ���x����� �Tz ��� r_��r��

\ n�²�k3n¼Y4kTÂ3nTk3lxj k3hio
� ^_nx^3jT/ ��¨�� hij � p �

qUr_sut vxw
y-z {Ts|rTt

�4�
� ¥

¦��x� ¥ §
¹-vx����� �1�T�m��� �m��� �Tz ��� r_�Ur��
�[� t3�xz � z ��� r_� �xr��Tr1�xz � z �Æ��vx�T�x��r_� �mt � �����
��� �Tz ��� r_�Ur��

\ n�d�kxk�a   ^1/�k3j Ç�^�¢¼^
� ^_nx^3jT/ ��¨�� hij � p �

qUr_sut vxw
} y
y-z {Ts|rTt

�-¤
�4� ¬�¤x¦T¤ §

��r_sS��vx�T�x��r_� �mt �
~P�x�xv�������� ����� �Tz ��� r���r��
�4z � z ����vT�T����r�� ��t � �m������� �Tz ��� r_��r��

\ ²Ta kTacb ²xaib l
� ^_nx^3jT/ ��¨�� hij � p �

qUr_sut vxw
} y
y-z {Ts|rTt
~4z t ��w
~4z t ��wT¸x� s

�-¤
�4�
�3�

� ¥x¥ § ~P�x�xv�������� ����� �Tz ��� r���r��
�[� t3�xz � z ��� r_� �xr1�x� �Tz ��� r_��r3�

\ d�Å_b�KRÈ   b Ç�j ^3hib
� ^_nx^3jT/ ��¨�� hij � p �

qUr_sut vxw
y-z {Ts|rTt
~4z t ��wT¸x� s
�4� �T�T®x�
� ���©rTt r
Küpürü

�4� ¦x�x�

� r_� r��
³���� ��sTº
¬�¦T¬x���
� z �xr��
³���� ��sTº
«m¦3«T«m¦

��r_s[�Tr¼�T�Tª3� ��{�� ����vx�T���mr_� ��t �
~P�x�xv�������� ����� �Tz ��� r���r��
�[� t3�xz � z ��� r_� �xr1�x� �Tz ��� r_��r3�

/�f3ÉTkT²�^3µT^
� ^_nx^3jT/ ��¨�� hij � p �

qUr_sut vxw
} y
y-z {Ts|rTt
y4r_� �_z
~4z t ��w
�4� �T�T®x�

�-¤
�4�
� ¥

¥x¥ §_« ��
¹-vx����� ���Tr1s©���xv�������� ����� �Tz �x� r���r��
�4z � z ����vT�T����r�� ��t � �m������� �Tz ��� r_��r��

Ê4b Âxk�²�k3j k3h
� ^_nx^3jT/ ��¨�� hij � p �

qUr_sut vxw
y-z {Ts|rTt �4� ¥ ¤T¬x§

¤ ¥Ë �X�T�Ts©�����
Özel)

~P�x�xv�������� ����� �Tz ��� r���r��
�[� t3�xz � z ��� r_� �xr1�x� �Tz ��� r_��r3�

MR´�²TÂxk3jx\ d3j ^3h
� ^_nx^3jT/ ��¨�� hij � p �

qUr_sut vxw
y-z {Ts|rTt
y4r_� �_z
~4z t ��wT¸x� s
�RÌ z �
�4� �T�T®x�

�4� ¬��x�_« § ~P�x�xv�������� ����� �Tz ��� r���r��
�[� t3�xz � z ��� r_� �xr1�x� �Tz ��� r_��r3�
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QLQ�øGDUH�0HUNH]LQGHNL�*HOLúLPL�
7�UNL\H� &XPKXUL\HW� 0HUNH]� %DQNDVÕ� øGDUH� 0HUNH]L� +DEHUOHúPH�

0�G�UO�÷�QGH�� LVWHPFL�VXQXFX� PLPDULVLQH� J|UH� \DSÕODQGÕUÕOPÕú� µ¶(OHNWURQLN�
'RN�PDQ� <|QHWLP� 6LVWHPL¶¶� DGÕ� YHULOHQ� ELU� VLVWHP� NXOODQÕOPÕúWÕU�� ����� \ÕOÕ�
$÷XVWRV� D\ÕQGD� X\JXODPD\D� NRQXODQ� VLVWHP�� LON� LNL� \ÕO� YHULPOL�
NXOODQÕODPDPÕúWÕU�� $QFDN�� ����� \ÕOÕQGDQ� ����� \ÕOÕ� ��� (\O�O� D\ÕQD� NDGDU�
G�]HQOL� RODUDN� NXOODQÕOPÕúWÕU��$OÕQDQ�����DGHW� OLVDQV��+DEHUOHúPH�0�G�UO�÷��
*HOHQ� (YUak Bölümü personeline ve birimlerin ve alt birimlerin 

PXKDEHUDWODUÕQD�ELUHU�DGHW�ROPDN��]HUH�GD÷ÕWÕOPÕúWÕU��6LVWHPGH�WHPHO�RODUDN�
LNL�WDUD\ÕFÕ��LNL�GL]LQOHPH�YH�LNL�NRQWURO��QLWHVL�YDUGÕ��

$QFDN�7&0%�øGDUH�0HUNH]L��%LOLúLP�7HNQRORMLOHU�*HQHO�0�G�UO�÷�Q�Q�
JLULúLPOHUL� VRQXFXQGD�� NHQGL� E�Q\HVLQGH� ROXúWXUGX÷X� ELU� \D]ÕOÕP� HNLEL�
WDUDIÕQGDQ�:HE�WDEDQOÕ�\HQL�ELU�('<6�KL]PHWH�VXQXOPXúWXU��

7&0%¶QLQ��U�Q��ROPDVÕ�QHGHQL\OH�\�NVHN�OLVDQV��FUHWL�YHULOPHPHNWH�
NXUXOXP� YH� NXOODQÕPGD� OLVDQVWDQ� ND\QDNODQDQ� KLoELU� VRUXQOD�
NDUúÕODúÕOPDGÕ÷ÕQGDQ� X\JXODPD� YH� JHOLúWLUPHGH� LVWHQHQ� W�P� \DSÕVDO� YH�
LúOHYVHO� \HQLOLN� YH� WDGLODWODU� NROD\OÕNOD� JHUoHNOHúWLULOHELOPHNWHGLU�� øVWHQLOGL÷L�
NDGDU�YH�X\JXQ�J|U�OG�÷��NDGDU�HULúLP�\HWNLOHUL�GH�YHULOHELOPHNWHGLU��

6WUDWHMLN�ND]DQÕP�RODUDN�GD��WHNQRORMLN�RODUDN�GÕúD�ED÷ÕPOÕOÕ÷Õ��\DQL�ELU�
|]HO� úLUNHWOH� V�UHNOL� EDNÕP� DQODúPDVÕ� \DSÕOPDVÕ� ]RUXQOXOX÷X� RUWDGDQ�
NDOGÕUÕOPÕúWÕU��

6LWHPH�HULúLP�%DQND�LoL� LQWUDQHW�VD\IDVÕQGDQ�\HWNLOHQGLUPH�NRúXOX\OD�
JHUoHNOHúWLULOHELOPHNWHGLU�� <HQL� ZHE� WDEDQOÕ� ('<� VLVWHPL� �� (NLP� �����
WDULKLQGHQ� LWLEDUHQ� KL]PHWH� JLUPLúWLU�� +DOHQ� *HOHQ� (YUDN� %|O�P�QGH�
NXOODQÕOPDNWDGÕU�� *LGHQ� (YUDN� %|O�P�QGH� LVH� ����� \ÕOÕQGD� X\JXODQPDVÕ�
SODQODQPDNWDGÕU��

('<6¶QLQ� NXOODQÕOGÕ÷Õ� *HOHQ� (YUDN� %|O�P�QGH� J�QO�N� ���� LOH� �����
DGHW� DUDVÕQGD� EHOJH� LúOHQPHNWHGLU�� �� LOD� �� DGHW� EHOJH� \DQOÕú� ELULPH�
JLWPHVLQGHQ�GROD\Õ� LDGH�RODUDN�JHUL� JHOPHNWHGLU��(OHNWURQLN�RUWDPD�DNWDUÕODQ�
belgeler fiziki olarak da birimlere gönderilmektedir. �
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0HYFXW� \HQL� VLVWHPGH�� Xo� NXOODQÕFÕODU� VLVWHPH� D÷� WDUD\ÕFÕODUÕ� �:HE�
Browser) ve HTTP protokolü iOH�HULúHUHN�GDKD�HVQHN�ELU� NXOODQÕP�RODQD÷ÕQD�
VDKLS� ROPDNWD�� Xo� NXOODQÕFÕ� QRNWDODUÕQGD� KHUKDQJL� ELU� NXUXOXP� \DSÕOPDVÕ�
JHUHNPHGL÷L� LoLQ� OLVDQVODPD�� NXOODQÕFÕ� VD\ÕVÕ�� YE�� NÕVÕWODPDODU� V|]� NRQXVX�
ROPDPDNWDGÕU��

6LVWHP� WHPHO� RODUDN� LNL� DúDPDGDQ� ROXúPDNWDGÕU�� øONL� +DEHUOHúPH�
0�G�UO�÷�QGH�JHUoHNOHúHQ��%DQND\D�JHOHQ�EHOJHOHULQ�JLULúL��GL÷HUL� LVH�%DQND�
LoL� EHOJH� oHYLULPLQLQ� JHUoHNOHúWL÷L� Lú� DNÕúÕGÕU�� øúOHYGH� WHPHO� DOÕQDQ� JHOHQ�
EHOJHOHUGLU���

%HOJHOHU�� %DQND\D� WHN� QRNWDGDQ� �+DEHUOHúPH�0�G�UO�÷�QGHQ�� JLULú�
\DSDU�� %XUDGD� EHOJHOHU� WDUDQÕU�� �]HUOHULQGHNL� ELOJLOHUH� J|UH� GL]LQOHQLU� YH� ELU�
NRQWURO�DGÕPÕQÕQ�DUGÕQGDQ�LOJLOL�ELULPOHU�J|]HWLOHUHN�Lú�DNÕúÕQD�\|QOHQGLULOLU��

7DUDPD�� GL]LQOHPH� YH� NRQWURO� LúOHYOHUL� +DEHUOHúPH� 0�G�UO�÷�QGHNL�
ilgili PC’lere kurulan yerel uygulamalarla yHULQH� JHWLULOLU�� øú� DNÕúÕ� LVH�� ZHE�
WDEDQOÕ� ELU� X\JXODPDODU� E�W�Q�G�U� YH� EDQND� \HUHO� D÷ÕQD� DoÕODQ� KHUKDQJL� ELU�
D÷�WDUD\ÕFÕ�\D]ÕOÕPÕ�LOH�NXOODQÕODELOLU��
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(OHNWURQLN� EHOJH� \|QHWLP�VLVWHPOHUL� �(%<6�� \HQL� ROXúPD\D�EDúOD\DQ�
YH� DOJÕODQDQ� ELU� NDYUDP� ROPD\D� EDúODPÕúWÕU�� .XUXP� YH� NXUXOXúODU� JHUHN�
NDYUDP�RODUDN�YH�JHUHNVH�X\JXODPDGD�QH�W�U�ELU�DQOD\Õú�EHQLPVH\HFHNOHULQL�
WDUWÕúPD\D�YH�SODQODPD\D�oDOÕúPDNWDGÕUODU��%X�NDYUDPD�DúLQD�RODQODUGD� LVH��
VLVWHP� NRQXVXQGD� IDUNOÕ� G�ú�QFHOHU� YH� \DNODúÕP� LoLQGH� EXOXQPDNWDGÕUODU��
<HQL�YH�SDKDOÕ�ELU�WHNQRORML�ROPDVÕ�QHGHQL\OH�JHWLULOHUL�YH�J|W�U�OHUL�NRQXVXQGD�
VD÷ODP�WHVSLWOHUGH�EXOXQPDN�J�oOHúPHNWHGLU��$\QÕ�]DPDQGD�oRN�KÕ]OÕ�JHOLúHQ�
YH� GH÷LúHQ� WHNQRORMLOHU� QHGHQL\OH� GH� NDUDUVÕ]OÕNODU� YH� ]DDIL\HWOHU�
görülmektedir.�

%LHODZVNL�������¶\H�J|UH�NXUXP�YH�NXUXOXúODU�(%<6¶\H��o�QHGHQGHQ�
GROD\Õ�LKWL\Do�GX\DUODU��%XQODU��

D��%LOJLQLQ�GDKD�oRN�SD\ODúÕPÕ�
E��'DKD�L\L�\|QHWLP�YH�GDKD�JHQLú�YH�HWNLQ�ELOJL�GH÷HUOHUL�
F��'DKD�SUDWLN�YH�HWNLQ�oDOÕúPD�RUWDPÕ�
GünüP�]GH� NXUXP� YH� NXUXOXúODU�� YHULPOLOLNOHULQL� DUWÕUPDN��

SHUIRUPDQVODUÕQÕ�\�NVHOWPHN�YH�UHNDEHW�EDVNÕVÕQGD�ELU�DGÕP�|QH�JHoPHN�LoLQ�
ELOJLQLQ� NXUXP� LoLQGH� SD\ODúÕPÕQD� E�\�N� |QHP� YHUPHNWHGLUOHU�� %LOJLQLQ� KÕ]OÕ�
GRODúÕPÕQGD� HYUDN�� EX� ELOJLOHUH� XODúPDGD� oRN� \DYDú� NDOPDNWDGÕU�� $\QÕ�
]DPDQGD� NXUXP� \|QHWLFLOHUL�� SD\ODúPDN� LVWHGLNOHUL� ELOJLOHUL� \LQH� SD\ODúPDN�
LVWHGLNOHUL�NLúL�YH�ELULPOHUH�DQÕQGD�XODúWÕUDELOPHOLGLU��

.XUXOXúODU� NDUDU� YHUPHGH� LKWL\Do� GX\GXNODUÕ� ELOJLOHUL� D]DPL�PLNWDUGD�
YH�DVJDUL�V�UHGH�VD÷ODPDOÕGÕU��8\JXQ�ELOJLOHULQ�ELU�DUD\D�JHWLULOPHVL�YH�QHJDWLI�
ELOJLOHULQ� oÕNDUÕOPDVÕ� RSWLPXP� ELOJLOHULQ� ROXúWXUXOPDVÕQÕ� YH� UDSRUODQPDVÕQÕ
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VD÷ODU��$NVL�WDNGLUGH�\DQOÕú�NDUDUODUÕQ�DOÕQPDVÕ�YH�FLGGL�ND\ÕSODUD�X÷UDQÕOPDVÕ�
NDoÕQÕOPD]GÕU��

'DKD�D]�HOHPDQOD�NÕVD�]DPDQGD�GDKD�oRN�Lú�\DSDELOPHN��PDOL\HWOHUL�
DúD÷Õ� oHNPHN� YH� NDOLWH\L� GDKD� GD� DUWÕUPDN� NXUXP� YH� NXUXOXúODU� LoLQ� KHP�
hayati hem de rekabetsel önem arz etmektedir.�

(%<6¶QLQ�EHNOHQHQ�\DUDUODUÕ�ú|\OHGLU��%LHODZVNL��������V������
D��%HOJH�\DUDWPDGD�YH�GD÷ÕWÕPÕQGDNL�G�ú�N�PDOL\HW��
E��*HOLúPLú�EHOJHOHUH�VWDQGDUW�HULúLP��
F��+Õ]OÕ�EHOJH�\DUDWPD�YH�LúOHP�J�QFHOOHPH��
G��%LOJL�YH�EHOJHQLQ�WHNUDU�NXOODQÕP�LPNDQÕ��
H��'DKD�NROD\�SHUVRQHO�LúELUOL÷L��
I��.ÕVD�]DPDQGD�EHOJH�GRODúÕPÕ��
J��'DKD�WDQÕPOÕ�Lú��
K��(WNLQ�LGDUL�NRQWURO�YH�UDSRUODPD��
L��'DKa fazla belge kontrolü ve güvenlik.�
M��9HULPOLOLN�DUWÕúÕ���$QNHWLQ�PDOL\HW�YH�V�UHVLQL�G�ú�UPH��
N��'DKD�L\L�P�úWHUL�PHPQXQL\HWL��
EBYS’nin en önemli özelliklerinden biri belgenin üretilmesindedir. 

%HOJHOHU� LVWHQLOHQ�ER\XWODUGD�� UHQNOHUGH�YH�VWDQGDUWODUGD�NÕsa sürede ve çok 

az maliyetle üretilmektedir. Kolay kopyalanmakta, her türlü ayarlar 

\DSÕODELOPHNWHGLU�� %X� GD� EDVNÕ�� QDNOL\H� YH� ]DPDQ� JLEL� PDOL\HWOHUL� NDOGÕUPDN�
GHPHNWLU��

(%<6¶QLQ� ELU� DYDQWDMÕ� HULúLPLQ� YH� WHPLQLQLQ� NROD\OÕ÷ÕGÕU�� (OHNWURQLN�
EHOJHOHU�� oHúLWOL� IDUNOÕ� IRUPODUGD�YH\D�P�úWHULOHULQ� LVWHGL÷L� LoHULN�YH�úHNLOOHUGH�
sunulabilmesidir. Belgeler sürekli yenilenebilmektedir.�

(%<6¶QLQ� ELU� GL÷HU� |]HOOL÷L� GH�� EHOJHOHULQ� �UHWLP� YH� GD÷ÕWÕP� VLVWHPL�
ROPDVÕGÕU�� (YUDND� KHPHQ� G|Q�úW�U�OHELOLUOHU�� (OHNWURQLN� EHOJHOHU� NXUXP� YH�
NXUXOXúODU� LoLQGH� oRN� oDEXN� GRODúDELOPHNWH�� RQD\� PDNDPODUÕQGDQ� KÕ]OD�
JHoHELOPHNWH�YH�P�úWHUL\H�DQÕQGD�XODúWÕUÕODELOPHNWHGLU��
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%HOJHOHU�G�]HQOL�RODUDN�NDWDORJODQÕU�YH�GL]LQOHQLUVH�� LVWHQLOHQ�EHOJHOHU�
oRN� NÕVD� V�UHGH� YH� GR÷UX� RODUDN� EXOXQDELOLU�� %X�� DUDúWÕUPD� V�UHVLQL�
NÕVDOWPDNOD� NDOPD]�� EXOXQDPDGÕ÷ÕQGD� LVH� WHNUDU� �UHWLOHELOLUOHU�� 'ROD\OÕ� YH�
GROD\VÕ]� RODUDN� ELOJLQLQ� \HQLGHQ� NXOODQÕODELOPHVL� \HWHQH÷L� NXUXP� YH�
NXUXOXúODUD�RUWDN�ELOJLOHUL�\HQLGHQ�GH÷HUOHPH�LPNDQÕ�YHULU��

:HE¶WH� EHOJH� WDEDQOÕ� ELOJLOHULQ� KDFPLQLQ� DUWPDVÕ� NHQGLQH� |]J��
VRUXQODU� \DUDWÕU�� %LOJL� NXOODQÕFÕODUÕ� VÕN� VÕN� L\L� NDWHJRUL]H� YH� RUJDQL]H�
HGLOHPHPHNWH� YH\D� VXQXODPDPDNWDGÕU�� %X� QHGHQOHGLU� NL� NXUXP� YH�
NXUXOXúODUGD� QHGHQ� EHOJH� \|QHWLPLQH� LKWL\Do�GX\XOGX÷XQD�J�]HO� ELU� |UQHNWLU��
Maalesef EBYS’si]�ELU�ZHE�VLWHVLQLQ� oHNWL÷L� VÕNÕQWÕODU�DVJDUL� ��9 ay sürebilir. 

6RUXQODU� DQODúÕOGÕ÷ÕQGD� LVH� LúOHU� NRQWUROGHQ� oÕNPÕú� RODELOLU�� %X� GXUXPGD� GD�
ZHEPDVWHUODU� DOWÕQGDQ� oÕNÕOPDVÕ� J�o� VRUXQODUOD� P�FDGHOH� HWPHN� ]RUXQGD�
NDOÕUODU��

%LUoRN� NXUXP� YH� NXUXOXúXQ� �UHWWL÷L� Eelgeler web’le uyumlu 

ROPD\DELOLU�� %X� GD� FLGGL� VRUXQODU� RUWD\D� oÕNDUDELOLU�� %XQODUÕ� ú|\OH�
JUXSODQGÕUPDN�RODQDNOÕGÕU��

• 'RV\D�D\DUODUÕ��
• (PHN�VHYL\HVL��
• 7HPVLO�HGLOHQ�GRV\DODUÕQ�E�\�NO�÷���%LHODZVNL��������V�����
%HOJH�D\DUODPD��DVÕO�EHOJHOHULQ�VLVWHP�LoLQGH�DVOÕQÕ�PXKDID]D�HWPHVL�

FLGGL�ELU�VRUXQGXU��$VÕO� IRUPDWÕQ�GH÷LúLN�QHGHQOHUGHQ�|W�U��WDGLODWD�X÷UDPDVÕ�
JHFLNPHOHUH� YH� LOHWLúLPGH� NHVLQWLOHUH� QHGHQ� RODELOLU�� %HOJHGH� GH÷LúLP� oRN�
E�\�N� JD\UHWOHU� LVWH\HELOLU�� <�]ELQOHUFH� HYUDN� J|]� |Q�QH� DOÕQGÕ÷ÕQGD� EX�
GH÷LúLNOLNOHU� NDOGÕUÕODPD\DELOLU�� %X� GH÷LúLNOLNOHULQ� PDOL\HWL� GH� EHNOHQGL÷LQGHQ�
ID]OD� RODELOLU�� %LU� IRUPDWOÕ� EHOJHQLQ� EDúND� IRUPDWODUGD� GD� HNOHUL� YH� GHYDPÕ�
ROPDVÕ�FLGGL�VRUXQODU�\DUDWÕU��

%XJ�Q�(%<�VLVWHPOHUL�oRN�]HQJLQ�oHúLWOLOLNOHUGHGLU��+HPHQ�KHPHQ�KHU�
RUJDQL]DV\RQ�NHQGL�LKWL\DoODUÕQD��\HUHO�NDQXQODUD�YH�PDOL\HW�LPNDQODUÕQD�J|UH�
X\JXQ� ELU� VLVWHP� LVWHPHNWH�� E�W�Q� EXQODUD� G�Q\DGD� IDUNOÕ� E|OJHOHUGH�
NXOODQÕODQ�IDUNOÕ�ELOJLVD\DU�GLOOHUL�HNOHQGL÷LQGH�LQDQÕOPD]�oRNOXNWD�(%<6�RUWD\D�
oÕNPDNWDGÕU�� %XUGD� DVÕO� DPDo�� NXOODQÕFÕODUÕQ� VWDQGDUWODUÕQÕ� (%<� VLVWHPLQLQ�
VWDQGDUWODUÕQD�X\JXQ�KDOH�JHWLUPHN�ROPDOÕGÕU��
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%LU�GL÷HU�|QHPOL�QRNWD�GD�X\JXODPDQÕQ�HWNLQ�RODELOPHVL�LoLQ�|QFHOLNOH�
EX� VLVWHPL� NXOODQDFDN� SHUVRQHOLQ� G�ú�QFH� WDU]ÕQD� YH� G�ú�QVHO�
DOÕúNDQOÕNODUÕQD� X\JXQ� ROPDOÕGÕU�� 9H� \LQH� EX� VLVWHPL� NXOODQDFDN� P�úWHULOHULQ�
GH� G�ú�QFH� WDU]ÕQD� YH� G�ú�QVHO� DOÕúNDQOÕNODUÕQD� X\JXQ�ROPDOÕGÕU� �%LHODZVNL��
�������

µ¶*DUWQHU�*XUXEXQXQ�\DSWÕ÷Õ�DUDúWÕUPD\D�J|UH��úLUNHW�oDOÕúDQODUÕ�
KDIWDGD���VDDWOHULQL��WRSODP�oDOÕúPD�V�UHVLQLQ�����¶VL��EHOJH�\|QHWLPL�LoLQ�
KDUFDPDNWDGÕUODU�� ����� \ÕOÕ� LWLEDUÕ\OD� GD� �������¶ÕQÕ� DODFD÷Õ� WDKPLQ�
HGLOPHNWHGLU�� .LúL� EDúÕQD� ELU� SHUVRQHOLQ� PDOL\HWL� D\OÕN� ����� �� ED]�
DOÕQGÕ÷ÕQGD� ������� ROPDNWDGÕU�� øQVDQ� ND\QD÷Õ� PDOL\HWOHULQH� HN� RODUDN�
HOHNWURQLN�YH\D�ND÷ÕW�RUWDPÕQGD�EHOJH�LúOHPH�PDOL\HWOHULQL�GH�G�ú�Q�UVHN��
*DUWQHU¶D� J|UH�� GRN�PDQ� \|QHWLPL� \DSÕOPD\DQ� ELU� VLVWHPGH� DúD÷ÕGDNL�
PDOL\HWOHU�GH�V|]�NRQXVX�ROPDNWDGÕU��

2UWDODPD�RODUDN�ELU�EHOJH�ND÷ÕW�YH\D�HOHNWURQLN�RUWDPGD���LOH����
NH]�DUDVÕQGD�NRS\DODQÕ\RU�YH�PDOL\HWL�������

%HOJHOHULQ�GRV\DODQPD�PDOL\HWL�EHOJH�EDúÕQD������
<DQOÕú� GRV\DODQPÕú� ELU� EHOJHQLQ� EXOXQPDVÕQÕQ� PDOL\HWL� �����¶¶�

�.(76�����+D]LUDQ��������
Özellikle bu ulusal e�G|Q�ú�P� oDEDODUÕ� NDSVDPÕQGD�� EHQ]HU� NXUXP�

YH� NXUXOXúODU� LúELUOL÷LQH� JLGHUHN� (%<� VLVWHPLQL� NXOODQPDNWD� RODQ� GL÷HU�
NXUXOXúODUÕQ�GHQH\LPOHULQGHQ�\DUDUODQPDOÕ��E�\�N�G�ú�QHUHN�LúH�NR\XOPDOÕ�YH�
WRSODP� NDOLWH\L� \DNDODPD� oDEDVÕQGD� ROPDOÕGÕUODU�� .XUXP� YH� NXUXOXúODU�� KHP�
SURMH� DúDPDVÕQGDNL� .DPX�1HW� VLVWHPLQH� KHP� GH� XOXVODUDUDVÕ� NXUXOXúODUD�
entegre olacak ölçüde ortak kaliteyi tuttuUPD� JLEL� ELU� \DNODúÕP� LoLQGH�
EXOXQPDOÕGÕUODU��

7�UNL\H� &XPKXUL\HW� 0HUNH]� %DQNDVÕ� øGDUH� 0HUNH]L� E�Q\HVLQGH� ���
ELULP�PXKDEHUDWÕ�YH����DOW�ELULP�PXKDEHUDWÕQGD�JHUoHNOHúWLULOHQ�DUDúWÕUPDGD��
EDVÕOÕ� EHOJH� \|QHWLPLQGH� ELU� ELUOLNWHOL÷LQ� ROPDGÕ÷Õ� DQODúÕOPDNWDGÕU�� .ÕVPHQ�
('06¶QLQ� X\JXODQPDVÕ� YH� H�SRVWDODUÕQ� \D\JÕQ� RODUDN� EHOJH� LOHWLPLQGH�
NXOODQÕOPDVÕ� E�\�N� ELU� EHOJH� YH� EHOJH� \|QHWLPL� NDUPDúDVÕQD� QHGHQ� ROGX÷X�
J|]OHQPHNWHGLU�� 6D\ÕVDO� LP]DQÕQ� X\JXODQPDPDVÕ� GD� oLIW� WDEDQOÕ� X\JXODPD\Õ�
]RUXQOX� KDOH� JHWLUPHNWHGLU�� *HQHO� RODUak tespit edilen sorunlar ve çözümler 

úXQODUGÕU��
���%HOJH�\|QHWLPL�NRQXVXQGD�%DQNDPÕ]GD�ELU�J|U�ú�ELUOL÷L�\RNWXU��+HU�

ELULP�NHQGL�DQOD\ÕúÕ�YH�LKWL\DFÕ�|Oo�V�QGH�NHQGL�EHOJH�\|QHWLPLQL�EHOLUOHPLúWLU��
6RUXQ�oÕNWÕ÷ÕQGD�WDQÕPODQPD\D�oDOÕúÕOPDNWD�YH�JHoLFL�|QOHPOHU�DOÕQPDNWDGÕU��
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6RUXQ� LQFHOHQGL÷LQGH� µ¶%HOJH� <|QHWLPL¶¶� NDYUDPÕQÕQ� 7�UNL\H¶GH� RUWDN�
ELOLQo� RODUDN� DOJÕODQPDGÕ÷Õ� DQODúÕOPDNWD� YH� VWDQGDUWODúPDQÕQ�
JHUoHNOHúWLULOHPHGL÷L�J|U�OPHNWHGLU��d�QN��EHOJH�\|QHWLPL�NRQXVXQGD�NXUXP�
YH�NXUXOXúODUGD�X]PDQ�SHUVRQHO�oDOÕúWÕUÕOPDPDNWDGÕU���

%X� VRUXQD� o|]�P� RODUDN�� EHOJH� \|QHWLP� ELULPOHULQGH� oDOÕúDFDN�
personelin, üniversitelerin Bilgi ve Belge Yönetimi Bölümlerinden mezun 

olanlardan seçilmesi gerekmektedir.�
��� .XUXP� YH� NXUXOXúODU� EHOJH� LúOHP� �QLWHOHULQL�� µ¶HYUDN¶¶�� µ¶(YUDN�

7DNLS¶¶�� µ¶(YUDN� 6HUYLVL¶¶�� µ¶(YUDN� 0�G�UO�÷�¶¶�� µ¶+DEHUOHúPH� 6HUYLVL¶¶��
µ¶+DEHUOHúPH� hQLWHVL¶¶�� µ¶+DEHUOHúPH� 0�G�UO�÷�¶¶� YH� µ¶øGDUL� %�UR¶¶� JLEL�
WDQÕPODPDODUOD�DGODQGÕUPDNWDGÕUODU��

2\VD�EHOJHOHULQ�LúOHQGL÷L�EX��QLWHOHUH�%HOJH�<|QHWLPL�WHNQL÷LQH�X\JXQ�
RODUDN�� 7�UNL\H� &XPKXUL\HW� 0HUNH]� %DQNDVÕ� |]HOLQGH�� ELULPH� µ¶%HOJH� øúOHP�
*HQHO�0�G�UO�÷�¶¶��DOW�ELULPH�µ¶%HOJH�øúOHP�0�G�UO�÷�¶¶��E|O�POHUH�LVH�µ¶%HOJH�
øúOHP� 6HUYLVL¶¶�� µ¶%HOJH� øúOHP� 0HUNH]L¶¶�� µ¶*HOHQ� %HOJH� øúOHP� %|O�P�¶¶� YH�
µ¶*LGHQ� %HOJH� øúOHP� %|O�P�¶¶� JLEL� WDQÕPODPDODU� NXOODQÕOPDVÕ� GDKD� \HULQGH�
RODELOHFHN�ELU�\DNODúÕPGÕU��

��� $QD� PXKDEHUDW� RODQ� +DEHUOHúPH� 0�G�UO�÷�QGH� \DSÕODQ�
DUDúWÕUPDPÕ]GD�ELU�GL]L�VRQXoODU�HOGH�HGLOPLúWLU��7HVSLWOHULPL]�úXQODUGÕU��

• øGDUH� 0HUNH]LQGHNL� ELULPOHUGH� YH� DOW� ELULPOHUGH�
E�\�N� ELU� GH÷LúLP� \DúDQPDNWDGÕU�� %DVÕOÕ� EHOJH� \|QHWLPLQGHQ�
HOHNWURQLN�EHOJH�\|QHWLPLQH�JHoLú�EDúODPDNWDGÕU��

• *HOHQ� (YUDN� %|O�P�� ZHE� WDEDQOÕ� ('<6¶\H�
JHoPLúWLU�� ('<6�� ND÷ÕW� WDEDQOÕ� EHOJHOHULQ� WDUDQDUDN� VLVWHPH�
DOÕQPDVÕ�� GL]LQOHQHUHN� DUúLYOHQPHVL� YH� Lú� DNÕú� VLVWHPOHULQLQ�
HQWHJUH�HGLOPHVL\OH�ROXúWXUXODQ�ELU�VLVWHPGLU��

• *LGHQ� (YUDN� %|O�P�QGH� KDOHQ� H[FHO� WDEDQOÕ�
µ¶(YUDN� 7DNLS� 6LVWHPL¶¶� YH� µ¶*LGHQ� (YUDN� *|U�QW�� $UúLYOHPH�
3URJUDPÕ¶¶�NXOODQÕOPDNWDGÕU��*HOHQ�EHOJHOHU�IL]LNL�RODUDN�WD� LOJLOL�
birimlere gönderilmektedir�

• Klasman BölümüQGH� H[FHO� WDEDQOÕ� µ¶$UúLY� .D\ÕW�
'HIWHUL¶¶�NXOODQÕOPDNWDGÕU��
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• ùLIUH� 7HOHNV�Faks Bölümünde ‘’Evrak Takip 

6LVWHPL¶¶� DGÕQGD� J|U�QW�� DUúLYOHPH�SURJUDPÕ\OD� Lo� \D]ÕúPDODU�
WDUDQDUDN� DUúLYOHQPHNWHGLU�� 'L÷HU� LúOHU� LoLQ� LVH� IDUNOÕ� H[FHO�
GRV\DODUÕ�NXOODQÕOPDNWDGÕU��

• 7HOHIRQ�5HKEHU� %|O�P�QGH� ELU� H[FHO� GR\DVÕQ� GD�
µ¶%DQND�+DWODUÕ¶¶� DGÕ\OD� ELOJLOHU� ND\ÕW� DOWÕQD� DOÕQPDNWD� YH� WDNLS�
HGLOPHNWHGLU��

• 7�P�\D]ÕúPDODUGD�$��ND÷ÕW�NXOODQÕOPDNWDGÕU���
Öneriler:�

• *LGHQ� (YUDN� %|O�P�Q�Q� ����� \ÕOÕQGD� ('<6¶\H�
JHoHFHN� ROPDVÕ\OD� DoÕOÕP� DUWDFDN� YH Klasman Bölümünün 

LúOHYL�GH÷LúHELOHFHNWLU��
• ('<6��(%<6¶QLQ� LON� DGÕPÕGÕU��(%<6�GH÷LúNHQGLU��

(OHNWURQLN� RUWDP� YHULPOLOL÷L� YH� GL÷HU� W�P� EHNOHQWLOHU� DQFDN�
(%<6�NXUXOPDVÕ\OD�NDUúÕODQDELOLU���

• Kurulacak EBYS’de; Gelen Evrak, Giden Evrak ve 

Klasman bölümleri genel� (%<6¶\H� ED÷ODQÕUNHQ�� ùLIUH� YH�
7HOHNV�Faks ve Telefon Rehber bölümleri dahili otomasyon 

D÷Õ� LOH� GDKLOL� (%<6¶\H� ED÷ODQPDOÕ� YH� JHQHO� (%<6¶\H� GH� OLQN�
YHULOPHOLGLU��

• (OHNWURQLN� øP]D� ROPDGDQ� Lo� YH� GÕú� \D]ÕúPDODUGD�
EDVÕOÕ�EHOJHOHUGHQ�NXUWXOPDN�P�PN�Q�GH÷LOGLU��'DKD�GR÷UX�ELU�
LIDGH\OH� HOHNWURQLN� LP]DVÕ]� (%<6� YHULPVL]�� N�OIHWOL� YH� oLIW�
WDEDQOÕ�ELU�EHOJH�\|QHWLP�VLVWHPLGLU��

• g]HOOLNOH� EX� XOXVDO� VWDQGDUWODúPD� DúDPDVÕQGD�
EHQ]HU� NXUXP� YH� NXUXOXúODU� LúELUOL÷LQH� JLGHUHN� (%<6�
NRQXVXQGD� RUWDN� G�ú�QFH� YH� SURMHOHU� �UHWPHOL�� E�yük 

G�ú�QHUHN� LúH� NR\XOPDOÕ� YH� WRSODP� NDOLWH\L� \DNDODPD�
oDEDVÕQGD�ROPDOÕGÕUODU���

��� %LULP� YH� DOW� ELULPOHULQ� PXKDEHUDWODUÕQGD� \DSÕODQ� DUDúWÕUPDGD� úX�
VRQXoODU�HOGH�HGLOPLúWLU��

• 7�P�\D]ÕúPDODUGD�$��ND÷ÕW�NXOODQÕOPDNWDGÕU��
• $��ELOJLVD\DU�oÕNWÕVÕ�DOÕQPDVÕQGD�NXOODQÕOPDNWDGÕU��
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• $�� ND÷ÕW� oRN� D]� NXOODQÕOPDNWDGÕU�� %X� GD� ND÷ÕW�
LVUDIÕQGDQ�NDoÕQPDN�DPDFÕ\OD�\DSÕOPDNWDGÕU��

• %HOJH� W�UOHULQGHNL� IDUNOÕOÕNODU� NÕVPHQ� EDVÕOÕ� EHOJH�
YH� NÕVPHQ� HOHNWURQLN� EHOJH� NXOODQÕOPDVÕQGDQ�
ND\QDNODQPDNWDGÕU��

• %LULP� YH� DOW� ELULP� PXKDEHUDWODUÕQGDNL� \DSÕVDO�
IDUNOÕOÕNODU� LKWL\DoODUGDQ�� LGDUL� KDWDODUÕQGDQ� YH� HOHNWURQLN�
RUWDPD�JHoLú�V�UHoOHULQGHQ�ND\QDNODQPDNWDGÕU��

• 0XKDEHUDWODU�DUDVÕQGD�VLVWHP�ELUOL÷L�\RNWXU��
Öneriler:�

• øGDUH� 0HUNH]LQGH� Lo� \D]ÕúPDODUGD� NXOODQÕOPDN�
�]HUH� µ¶GDKLOL¶¶� (%<� VLVWHPL� NXUXOPDOÕGÕr. Böyle bir durumda 

birimler ve alt birimler elektronik ortamda ürettikleri belgeleri 

LOJLOL�ELULPOHUH�\LQH�HOHNWURQLN�RUWDPGD� LOHWHFHNOHULQGHQ�YH�\LQH�
NHQGLOHULQH� DLW� JHOHQ�JLGHQ� DUúLYOHULQL� GH� WXWDFDNODUÕQGDQ�� Lo�
\D]ÕúPDODUGD� EDVÕOÕ� EHOJH� WDPDPHQ�RUWDGDQ�NDONDFDNWÕU��$\QÕ�
]DPDQGD� EHOJH� ELUOL÷L� YH� EHOJH� \|QHWLPL� ELUOL÷L� ]RUXQOX� RODUDN�
VD÷ODQPÕú�RODFDNWÕU��

• 'DKLOL� (%<� VLVWHPL� LOH� µ¶+DVWD� 0XD\HQH� LVWH÷L¶¶��
µ¶0LNURELOJLVD\DU� YH� 0LNURELOJLVD\DU� <D]ÕFÕVÕ� <HU� 'H÷LúLNOL÷L�
7DOHS� )RUPX¶¶�� µ¶0LNURELOJLVD\DU� <D]ÕFÕ� YH� (N� 'RQDQÕP� $UÕ]D�
%LOGLULP� )RUPX¶¶�� µ¶øú� øVWHN� )RUPX¶¶� YH� µ¶'HSRGDQ� $OÕQDQ�
.ÕUWDVL\H� /LVWHVL¶¶� JLEL� JHQHO� YH� ELULP� YH� DOW� ELULPOHUH� |]J��
WDOHSOHU� \LQH� KHU� ELULPLQ� YH� DOW� ELULPOHULQ� NHQGLOHULQH� DLW�
SHQFHUHOHUGHQ�\D]ÕOÕS�RQD\ODQDUDN�D÷��]HULQGHQ� LOJLOL�ELULP�YH�
DOW�ELULPOHUH�DQÕQGD�LOHWLOHELOHFHNWLU��

• %�W�Q� ELULP� YH� DOW� ELULPOHUGH� �LúOHYOHUL� DoÕVÕQGDQ�
IDUNOÕOÕNODU�J|]�|Q�QH�DOÕQDUDN��GDKLOL�RWRPDV\RQ�D÷Õ�NXUXODUDN�
GDKLOL� (%<6¶\H� ED÷ODQPDOÕ� YH� JHQHO� (%<6¶\H� GH� OLQN�
YHULOPHOLGLU��

• (OHNWURQLN� LP]D� X\JXODPDODUÕQÕQ öncelikle dahili 

(%<� VLVWHPLQGHNL� Lo� \D]ÕúPDODUGD� GHQHQPHVL� ID\GDOÕ�
RODELOHFHNWLU�� øP]D� \HWNLVL� EXOXQDQODUD� YHULOHFHN� VD\ÕVDO�
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LP]DODUOD� X\JXODPD� EDúODWÕODELOLU�� %XUDGDNL� ND]DQÕPODU� (%<�
VLVWHPOL� GÕú� \D]ÕúPDODUD� |UQHN� WHúNLO� HGHFHN� YH� GHQH\LP�
ND]DQGÕUDFDNWÕU��

7�UNL\H� &XPKXUL\HW� 0HUNH]� %DQNDVÕ� X\JXODPDODUÕQÕQ� \DQÕ� VÕUD�
G�Q\DGDNL� GL÷HU� PHUNH]� EDQNDODUÕ� X\JXODPDODUÕ� GD� DUDúWÕUÕOPÕúWÕU�� %X�
NDSVDPGD�� øQJLOWHUH�� $OPDQ\D�� )UDQVD�� øVSDQ\D�� øVYLoUH�� øVYHo�� 1RUYHo��
<XQDQLVWDQ�� øVUDLO�� 5XV\D�� dLQ�� *�QH\� .RUH�� -DSRQ\D�� (QGRQH]\D�� 0DOH]\D��
6LQJDSXU�� +LQGLVWDQ�� 3DNLVWDQ�� $YXVWUDO\D�� $PHULND� %LUOHúLN� 'HYOHWOHUL�� YH�
.DQDGD� PHUNH]� EDQNDODUÕQD� YH� 8OXVODUDUDVÕ� 3DUD� )RQX�� '�Q\D� %DQNDVÕ� LOH�
%,6�JLEL�E�\�N� ILQDQV�NXUXPODUÕQD�H�SRVWD�J|QGHULOPLúWLU��(�SRVWDGD�(%<6�YH�
HOHNWURQLN�LP]D�X\JXODPDODUÕQD�GDLU�VRUXODUD�\DQÕWODU�LVWHQPLúWLU��

<DQÕW� RODUDN� JHOHQ� H�SRVWDODU� YH� IDNV� PHVDMÕ� LQFHOHQGL÷LQGH��
oR÷XQOXNOD� ����� YH� ����� \ÕOODUÕQGD� (%<6¶\H� JHoLOPHVL� SODQODQPDNWDGÕU��
(OHNWURQLN� LP]D� NXOODQÕP�GHQHPH� DPDoOÕ� RODUDN� QDGLUHQ� \DSÕOPDNWD� YH� oHúLWOL�
SURMHOHU� SODQODPD� DúDPDODUÕQGD� ROGX÷X� J|U�OPHNWHGLU�� )DUNOÕ� RODUDN�� øQJLOWHUH�
0HUNH]� %DQNDVÕ� (%<6¶\H� JHoPLú� YH� HOHNWURQLN� LP]D� RODUDN� NXOODQÕFÕ� DGÕ� YH�
úLIUHVL�VLVWHPLQL�WHUFLK�HWWLNOHUL�DQODúÕOPDNWDGÕU��

$OPDQ\D� 0HUNH]� %DQNDVÕQGDQ� �*XGUXQ� 0RHGH�� DOÕQDQ� H�SRVWDGD��
EDQND� oDSÕQGD�(%<6� ROPDGÕ÷Õ�� DQFDN� WDP�RODUDN� �����\ÕOÕQGD�X\JXODPD\D�
JHoLOPHVL�LoLQ�SURMHOHU�\�U�W�OPHNWHGLU��(%<6¶QLQ�LQWUDQHW�ED÷ODQWÕVÕ�RODFDNWÕU��
(OHNWURQLN� LP]DQÕQ�(%<6¶GH�NXOODQÕPÕ�NRQXVXQGD�KHQ�]�NDUDU�YHULOPHPLúWLU��
$QFDN�QDGLUHQ�GH�ROVD�Lo�YH�GÕú�\D]ÕúPDODUGD�NXOODQÕOPDNWDGÕU��

øVYHo�0HUNH]�%DQNDVÕQGDQ��2ORI�)UHGULNVVRQ��DOÕQDQ�IDNV�PHVDMÕQGD��
%DQND��(%<6�X\JXODPDVÕQD������\ÕOÕQGD�JHoPH\L�SODQODPDNWD�������\ÕOÕQGD�
tam uygulamaya geçilmesi ümit edilmektedir. Ancak elektronik imza 

X\JXODQPDPDNWD� YH� KHQ�]� SODQODUÕ� GD� \RNWXU�� (%<6¶QLQ� LQWHUQHW� ED÷ODQWÕVÕ�
RODFDN�IDNDW�GÕú�NXOODQÕPD�NDSDOÕ�RODFDNWÕU��

øQJLOWHUH� 0HUNH]� %DQNDVÕQGDQ� �6WDFH\� +RXVHJR�� DOÕQDQ� H�SRVWDGD��
%DQND�� ����¶GD�(%<6¶\H�JHoPLúWLU�� øQWUDQHWH� ED÷ODQWÕOÕ�� DPD�ED]Õ�EHOJHOHUH�
XODúÕODELOPHNWHGLU��6D\ÕVDO�LP]D�NXOODQÕOPDPDNWDGÕU��.XOODQÕFÕ�DGÕ�YH�úLIUHVLQLQ�
D\QÕ� DPDFD�KL]PHW� HGHELOHFH÷LQL� YH� GL÷HU� DODQODUGD� GD� NXOODQÕODELOHFHNOHULQL�
G�ú�QPHNWHGLUOHU��
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-DSRQ\D� 0HUNH]� %DQNDVÕQGDQ� �+LURNR� ,WRK�� DOÕQDQ� H�SRVWDGD��
%DQNDGD��ED]Õ�\HUHO�X\JXODPDlar olmakla birlikte tüm belgelere yönelik EBYS 

YH� HOHNWURQLN� LP]D� X\JXODPDVÕ� EXOXQPDPDNWDGÕU�� %HOJHOHUL� GL]LQ� ELOJLOHUL�
RODUDN�ND\GHGLOPHNWHGLU��

.DQDGD�0HUNH]�%DQNDVÕQGDQ� �0DUJDUHW�6LPSVRQ��DOÕQDQ�H�SRVWDGD��
%DQNDGD� (%<6� EXOXQPDPDNWDGÕU�� +DOHQ� )LOH1HW� ���’yi kullanmaktalar. 

)LOH1HW� 3�� (QWHUSULVH� &RQWHQW� 0DQDJHPHQW¶OD� ����� \ÕOÕQGD� NÕVPL�
X\JXODPD\D� JHoPH\L� YH� ����� \ÕOÕQGD� GD� W�P� EDQND\D� \D\PD\Õ�
SODQODPDNWDGÕUODU�� (OHNWURQLN� LP]D� NXOODQÕOPDPDNWDGÕU�� $QFDN� LQWHUQHW�
ED÷ODQWÕVÕ�SURMH�DúDPDVÕQGD�EXOXQPDNWDGÕU��

�
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.$<1$.d$�
$EDKoH� 0HGLDQRP�� �������� (ULúLP�� ��� +D]LUDQ� ������ KWWS��ZZZ��

abahçe.com. tr/faxyonetimi.htm.�
$FXQ�� 5�� �.LúLVHO� VLWH��� �<XQXV��� �������� (ULúLP�� 2FDN� ������

Hacettepe üniversitesi. http:// yunus.hacettepe.edu.tr/~acun/.�
$OWLPDWH�6\VWHP�� ������'RFXPHQW�PDQDJHPHQW� 6RIWZDUH�6ROXWLRQV�

&RPSDQ\�� (ULúLP�� ���0D\ÕV� ������ KWWS���DOWLPDWH�FD�GRFXPHQW�
PDQDJHPHQW�VRIW�ZDUH��KWPO��

Ankara Üniversitesi Dil ve Tarih�&R÷UDI\D� )DN�OWHVL� %LOJL� YH� %HOJH�
<|QHWLPL� %|O�P��� �������� (ULúLP�� +D]LUDQ� ������ KWWS���ZZZ��
KXPDQLW\�DQNDUD�HGX�WU�ELOJLEHOJH�ELOJLEHOJH� �RJUHOILOHV�KR�KRP���
KWP�KWPO��

%LHODZVNL�� /� YH� %R\OH�� -�� ������ (OHFWURQÕF� 'RFXPHQW� 0DQDJHPHQW�
6\VWHP��1HZ�-HUVH\���

%LOJLVD\DU�7HULPOHUL�6|]O�÷����������øQWHUQHW�6D\IDVÕ��(ULúLP��+D]LUDQ�
������KWWS���DVVHUW�RQOLQH�GH� �$VVHUW�352��ELOJLVD\DUB� WHULPOHULB�
VR]OXJX�KWP�,��

%LOWHF�� ������������� (ULúLP�� 2FDN� ������ KWWS���ZZZ�ELOWHF�RUJ�SDJH�
�SKS"LG �����

%LQDUN�� ø��'U��1��6RPHU�YH�GL÷HUOHUL����������7�&��%DúEDNDQOÕN�'HYOHW�
$UúLYOHUL� *HQHO� 0�G�UO�÷�� ,,,�.XUXPODUDUDVÕ� $UúLY� +L]PHWOHUL�
6HPLQHUL�'HUV�1RWODUÕ��$QNDUD��

%LRPHWULFV�� �2FDN� ������� (ULúLP�� 1LVDQ� ����� KWWS���ZZZ��
ELRPHWULFVFDWDORJ�RUJ�GRFXPHQWV�6\QWKHWLFV�6XUYH\�BUHOHDVH����
SGI�1LVDQ� �����&DOGDV�� &DUORV� +�� $QG� /XFLR� 6RLEHOPDQ��
$XWRPDWLQJ�KLHUDUFKLFDO�GRFXPHQW�FODVVLILFDWLRQ�IRU�FRQVWUXFWLRQ�
PDQDJHPHQW�LQIRUPDWLRQ�V\VWHPV��(OVHYÕHU��

%RUGR� 'RN�PDQ� 6LVWHPOHUL�� �������� (ULúLP�� 2FDN� ������ KWWS���ZZZ�
�ERUGR�FRP�WU�GRNXPDQODU��WDULKFH�KWP��

dDOÕúÕU�� ø�� �������� 2'7h�� (ULúLP�� 2FDN� ������ KWWS���ZZZ�FLVQ�RGWX�
�HGX�WU��������YLUXV�SKS��

'DQLHOV��0��)��:DOFK�� 7�� �(G��� �������$�0RGHUQ�$UFKLYHV�5HDGHUV��
%DVLF�5HDGLQJV�RQ�$UFKLYDO�7KHRU\�DQG�3UDFWLFH���HG��0D\JHQH�
)��'DQLHOV��7LPRWK\�:DOFK���:DVKLQJWRQ��1DWLRQDO�$UFKLYHV�DQG�
5HFRUGV�6HUYLFH��

'DV� .XUXPVDO� d|]�POHU�� �������� (ULúLP�� ��� +D]LUDQ� ������ KWWS���
ZZZ�GDV��FRP�WU�VD\IDODU�NXUXPVDO��KWP��

�
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'HPLUD\��.����������7HPHO�7�UNoH�6|]O�N��øQNÕODS�.LWDEHYL��øVWDQEXO�
'HPLUWDú��1�� ��������(ULúLP�����+D]LUDQ������KWWS���ZZZ��QWYPVQEF��

&RP��QHZV��������DVS"�FS�� ���
'RFXDUW� %LOJLVD\DU� YH� øOHWLúLP�� �������� (ULúLP�� ��� 0D\ÕV� ������

KWWS���ZZZ�GRFXDUW�FRP�WU�HG\V�KWP��
'RUXN�øOHWLúLP����������(ULúLP�����0D\ÕV���+D]LUDQ�������KWWS���ZZZ��

GRUXNQHW�WU�GRUXNQHWB\DUGLP�GRUXNQHWB\DUGLPBGHWD\�DVS["IDT,
' ���

'R[RIW�� �������� (ULúLP�� ��� +D]LUDQ� ������ KWWS���ZZZ�GR[RIW�FRP��
ELOJLND\QDN�KDEHU�KWP��

(UJRVLV� %L\RPHWULN�� �������� (ULúLP�� ��� +D]LUDQ� ������ KWWS���ZZZ��
HUJRVLV�FRP��WU�QHZVLWH��EL\RPHWULN�KWP��

(UJ�Q��g����������(ULúLP�����+D]LUDQ�������7�UNøQWHUQHW��KWWS���ZZZ��
türk.internet.com/haber/yazi yaz.php3?yaziid = 9380.�

*DUDQWL�H�7LFDUHW����������(ULúLP�����+D]LUDQ�������*DUDQWL�%DQNDVÕ��
KWWS���ZZZ��HWLFDUHW��JDUDQWL�FRP�WU�LFHULN�JRVWHU�DVS"W �

*XSWD��$��'LJLWDO�VLJQDWXUH��XVH�DQG�PRGLILFDWLRQ�WR�DFKLYH�VXFFHVV�LQ�
QH[W� JHQHUDWLRQDO� H�EXVLQHVV� SURFHVVHV�� (OVHYÕHU� ������
KWWS���ZZZ�� VFLHQFHGLUHFW�FRP�� (ULúLP�� ��� 1LVDQ� ������ KWWS��
��ZZZ�HOVHYLHU�FRP�ZSV�ILQG��

+DUH��&��(�YH�-XOOLD�0F�/����������'HYHORSLQJ�D�5HFRUG�0DQDJHPHQW�
3URJUDPPH��/RQGRQ��

,QWHUFRXQFHO� /OF�� øQWHUQHW� 6ROXWLRQV� )RU� 3URIHVVLRQDO� &RPPXQLWLHV�
������(ULúLP��1LVDQ�������KWWS���ZZZ�LQWHUFRXQVHO�FRP���

,QWUDQHWV�� �������� (ULúLP�� ��� �0D\ÕV� ������ øQWHUQHW� 6LWH�0DS�� KWWS����
ZZZ�LQWUDQHWV�FRP���

.DSWDQ��6����������%LOLPVHO�$UDúWÕUPD�YH�øVWDWLVWLN�7HNQLNOHUL��$QNDUD��
7HNÕúÕN�:HE�2IVHW�7HVLVOHUL���

.HQQHG\�� -�� 9H� &�� 6FKDXGHU�� �������� 5HFRUGV� 0DQDJHPHQW��
&KHVKLUH��/RQJPDQ��

.HWV� 'RN�PDQ� <|QHWLPL�� �������� (ULúLP�� ��� +D]LUDQ�Eylül 2004. 
KWWS���ZZZ�NHWV�FRP�WU�EDVÕQGDQ�PDNDOHOHU�EDQNDFLOLNWD�HG\�VLVW
HPOHUL�KWP�

Koçak, T. (1997). Belge Yönetimi Üzerine. Computer World Türkiye. 
������������

.Ro� 6LVWHP�� �������� (ULúLP�� +D]LUDQ� ������ WWS���ZZZ�NRFVLVWHP��
FRP�WU�WU�FRQWHQW�DVS"ODQJ WU	FLG� VHU	SLG ��G��

Kuzu, Y. (Eylül 2003). 7FPE¶QGD� 8OXVODUDUDVÕ� (OHNWURQLN� )LQDQVDO�
øOHWLúLP�YH�<XUW�'ÕúÕ�gGHPH�6LVWHPOHUL�LOH�øOLúNLOHUL��$QNDUD���

Küçük, M. E. (2004���'HUV�1RWODUÕ��7HNVLU�+DOLQGH����
.�OF���g��$UDOÕN� ������Üniversitelerde Belge Yönetimi. Ankara. HÜ. 

Sosyal Bilimler Enstitüsü. �
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0DYLWXQD��)����������(ULúLP��$UDOÕN�������KWWS���ZZZ�IHUUXK�PDYLWXQD��
FRP�DUWLFOH�"����KG���

2GDEDú��+����������(OHNWURQLN��%HOJHOHU�YH�$UúLYOHU. Bilginin Serüveni: 
'�Q��� %�J�Q�� YH� <DUÕQÕ�� 7�UN� .�W�SKDQHFLOHU� 'HUQH÷L¶QLQ�
.XUXOXúXQXQ� ���<ÕOÕ� 8OXVODUDUDVÕ� 6HPSR]\XP� %LOGLULOHUL�� ������
.DVÕP�������$QNDUD��7�UN�.�W�SKDQHFLOHU�'HUQH÷L��

2GDEDú��+�� ��������(ULúLP��(\O�O� ������ KWWS���ZZZ�KXPDQLW\�DQNDUD��
HGX�WU�ELOJLEHOJH��RJUHOILOHV�KR�KRE��KWP��

2SHQWH[W� &R�� �������� (ULúLP�� ��� 0D\ÕV� ������ KWWS���ZZZ�RSHQWH[W��
FRP�� VROXWLRQV�SODWIRUP�� HE� FRQWHQW�PDQDJHPHQW�LQGH[�� KWPO"�
VHLG **��

Özdemirci, F. 1996. .XUXP� YH� .XUXOXúODUGD� %HOJH� hUHWLPLQLQ�
'HQHtlenmesi ve Belge Yönetimi��øVWDQEXO���

3DSHU3OXV� 7HNQLN� %LOJL�� �������� (ULúLP�� ��� +D]LUDQ��� 0D\ÕV� ������
KWWS���ZZZ��SDSHUSOXV�FRP�WU�WHNQLN�WHNQLNELOJL�R]HOOLNBJLUGL�KWPO��

3HQQ��,�$��3HQQL[��*�%�YH�&RXOVRQ��-����������5HFRUGV�0DQDJHPHQW�
+DQGERRN��&DPEULGJH���

3HQWDT�7HFKQRORJ\��³,QWHUQHW�6HFXULW\´��0DUFK��������RQOLQH���(ULúLP��
+D]LUDQ�$UDOÕN� �����KWWS���ZZZ�SHQWDT�FR�Q]� �&ROXPQ�7HFKWLSV���
7HFKWLSV������KWP��

Teknotürk, (2000�������� (ULúLP�� (NLP� ������ KWWS���ZZZ�WHNQRWXUN��
RUJ�GRFNLQJ�\D]LODU�WW�������\D]L�KWP�

7KH�DGYLVRU\�&RPPLWWHH�IRU�WKH�&R�RUGLQDWLRQ�RI�,QIRUPDWLRQ�6\VWHP�
�$&&,6�����������0DQDJHPHQW�RI�HOHFWURQLF�UHFRUGV��,VVXHV�DQG�
*XLGHOLQHV��1HZ�<RUN���

7XELVDG���������������(ULúLP��$UDOÕN��������KWWS���ZZZ�WXELVDG��RUJ�WU�
�H�'B75B,.B67.�B,]OHPH�B.RPLWHVLB5DSRUXBQR��GRF�

7X÷OXODU�7�� ������������� (ULúLP�� ��� $UDOÕN� ������ KWWS���ZZZ��
WHNQRWXUN�RUJ���

7�ELWDN� %LOWHQ�� �������� (ULúLP�� 7HPPX]���� $UDOÕN� � ������ ZZZ��
ELOWHQ�WXELWDN�JRY�WU�QHW��XUXQOHU�OLG\D�MVS��

Türk Anti�6SDP� 2UJDQL]DV\RQX�� ������� (ULúLP�� 2FDN� ������
KWWS���ZZZ�VSDP�RUJ�WU�QHGLU�KWPO�

7�UN� .�W�SKDQHFLOHU� 'HUQH÷L�� �������� Bilginin Serüveni: Dünü, 
%XJ�Q��YH�<DUÕQÕ��$QNDUD���

8QLWHG� 1DWLRQV�� �������� 0DQDJHPHQW� RI� (OHFWURQLF� 5HFRUGV�� ,VVXHV�
DQG�*XLGHOLQHV���øNLQFL�EDVÕP���1HZ�<RUN��

Üstün, A. (1997). $UúLYOHrde Verimlilik ve Elektronik Belge Yönetimi��
øVWDQEXO��0�h�6RV\DO�%LOLPOHU�(QVWLW�V����
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��2FDN�LOH����$÷XVWRV������7DULKOHUL�$UDVÕQGD�øGDUH�0HUNH]LQGHNL�%LULP�
YH�$OW�%LULP�0XKDEHUDWODUÕQÕQ�$\UÕQWÕOÕ�'H÷HUOHQGLULOPHVL��
�
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