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{ŜƪǊŜǘŜǊƭƛƪ TƭŜ TƭƎƛƭƛ DŜƴŜƭ .ƛƭƎƛƭŜǊ 

1. {ŜƪǊŜǘŜǊƭƛƪ YŀǾǊŀƳƤ 

нΦ {ŜƪǊŜǘŜǊƭƛƪ aŜǎƭŜƐƛƴƛƴ TǒƭŜǾƛ 

оΦ {ŜƪǊŜǘŜǊƭƛƪ ¢ǸǊƭŜǊƛ 
×«ǎǘ ¸ǀƴŜǘƛŎƛ ǎŜƪǊŜǘŜǊƛ 

×¸ǀƴŜǘƛŎƛ sekreteri 

×.ǸǊƻ ǎŜƪǊŜǘŜǊƛ 

×¢Ƥōōƛ ǎŜƪǊŜǘŜǊ 

×Iǳƪǳƪ ǎŜƪǊŜǘŜǊƭƛƐƛ 

×.ǀƭǸƳ ǎŜƪǊŜǘŜǊƛ 

 

 

 

 



Sekreterin Nitelikleri 
A. YƛǒƛǎŜƭ bƛǘŜƭƛƪƭŜǊ 

мΦ 5Ƥǒ DǀǊǸƴǸǒ 

×YƤȅŀŦŜǘ  

×YƛǒƛǎŜƭ ōŀƪƤƳ ό¦ȅƎǳƴ aŀƪȅŀƧΣ ǎŀœκǎŀƪŀƭ ¢ǊŀǒƤ v.b) 

×Temizlik 

×hǘǳǊǳǒΣ !ȅŀƪǘŀ 5ǳǊǳǒΣ ¸ǸǊǸȅǸǒ 

×Jest Ve Mimikler 

×Zerafet Ve Estetik 

 

 

 



Sekreterin Nitelikleri 
нΦ YŀǊŀƪǘŜǊ ±Ŝ 5ŀǾǊŀƴƤǒ 
×DǸƭŜǊ ȅǸȊƭǸ ƻƭƳŀ 

×bŜȊŀƪŜǘ ǾŜ ƎǀǊƎǸ ƪǳǊŀƭƭŀǊƤƴŀ ǳȅƳŀƪ 

×YŜƴŘƛƴŜ ƎǸǾŜƴ ŘǳȅƳŀ 

×Sorumluluk sahibi olma 

×{ŀōƤǊƭƤ ǾŜ ƘƻǒƎǀǊǸƭǸ ƻƭƳŀ 

×Etkili dinleyebilme 

×Tƪƴŀ ŜŘŜōƛƭƳŜ 

×{ƤǊ ǎŀƪƭŀƳŀ 

×Empati kurabilme 



Sekreterin Nitelikleri 
B. Mesleki Nitelikler 
×¢ǸǊƪœŜȅƛ ƪǳǎǳǊǎǳȊ ƪƻƴǳǒƳŀ  
×YƻƴǳǒƳŀŘŀ Řƛƪƪŀǘ ŜŘƛƭŜŎŜƪ ƘǳǎǳǎƭŀǊ 

a) YƻƴǳǒǳǊƪŜƴ ŘƛƴƭŜȅƛŎƛƴƛƴ ȅǸȊǸƴŜ ōŀƪƤƭƳŀƭƤ 
b) wŀƘŀǘǎƤȊ ŜǘƳŜȅŜŎŜƪ ǒŜƪƛƭŘŜ ƎǀȊ ǘŜƳŀǎƤ ƪǳǊǳƭƳŀƭƤ 
c) {Ŝǎ ǘƻƴǳ ŎŀƴƭƤ ƻƭƳŀƭƤ 
d) 5ƻƴǳƪ ǾŜ ƛŦŀŘŜǎƛȊ ƎǀǊǸƴƳŜƳŜƭƛ 
e) YƛǒƛǎŜƭ ŘǸǒǸƴŎŜƭŜǊ ŀœƤƪƭŀƴƤǊƪŜƴ ζōŜƴΣ ōŀƴŀ ƎǀǊŜ ζǒŜƪƭƛƴŘŜ ƛŦŀŘŜƭŜǊ ƪǳƭƭŀƴƤƭƳŀƭƤ 
f) 9ǾŜǘ ȅŀŘŀ ƘŀȅƤǊ ŘŜƴŜōƛƭƳŜƭƛŘƛǊΦ 
g) DŀŦ ȅŀǇƳŀƪǘŀƴ ƪŀœƤƴƤƭƳŀƭƤ 
h) YŀǊǒƤƴƤȊŘŀƪƛƴƛƴ ŀƴƭŀȅŀōƛƭŜŎŜƐƛ ōƛǊ ŀƴƭŀǘƤƳ Řƛƭƛ ƪǳƭƭŀƴƤƭƳŀƭƤ 
i) YŀǊǒƤƴƤȊŘŀƪƛƴƛƴ ƘƛǘŀǇ Řƛƭƛ ǘŜǊŎƛƘ ŜŘƛƭƳŜƭƛ όIŀƴƤƳΣ ōŜȅ Σ ƘŀƴƤƳŜŦŜƴŘƛ Σ ōŜȅŜŦŜƴŘƛ v.b.) 
j) IŜǊ ŘǸǒǸƴǸƭŜƴ ǎǀȅƭŜƴƳŜƳŜƭƛ 

×¸ŀōŀƴŎƤ Řƛƭ ōƛƭƳŜ 
×¸ŀȊƤǒƳŀ ȅŜǘŜƴŜƐƛƴŜ ǎŀƘƛǇ ƻƭƳŀ 
× Temsil etme becerisi 
×5ƻǎȅŀƭŀƳŀ ǾŜ ŀǊǒƛǾƭŜƳŜ 
×tǊƻǘƻƪƻƭ ƪǳǊŀƭƭŀǊƤƴŀ ǳȅƳŀ 
×TƴǎƛȅŀǘƛŦ alma 
× Planlama ve organizasyon 
× Karar verme  
× Risk alma 
×Tǒ ŀƘƭŀƪƤ ǾŜ Ŝǘƛƪ 
 

 
 



{ŜƪǊŜǘŜǊƛƴ DǀǊŜǾƭŜǊƛ 
A. 9ǘƪƛƴ ƛƭŜǘƛǒƛƳ 

×¸ŀȊƤƭƤ ƛƭŜǘƛǒƛƳ 

×{ǀȊƭǸ ƛƭŜǘƛǒƛƳ 

×{ǀȊǎǸȊ ƛƭŜǘƛǒƛƳ ό.ŜŘŜƴ Řƛƭƛύ 

 

 

 

 



 

Ķletiĸim 
 

DǀƴŘŜǊƛŎƛ κ Yŀȅƴŀƪ !ƭƤŎƤ κ IŜŘŜŦ Kanal 

geri bildirim 

Duygu, d¿ĸ¿nce veya bilgilerin alēcēya aktarēlmasēdēr. 
 



        KĸĹĸLER ARASI ĸLETĸĹĸM 

S¥ZL¦ S¥ZS¦Z 

DĶL 

DĶL ¥TESĶ 

Y¦Z VE BEDEN 

MEKAN KULLANIMI 

BEDENSEL TEMAS 

ARA¢LAR 
Niyet edilmiĸ 
Niyet edilmemiĸ Niyet edilmiĸ 

Niyet edilmemiĸ 



 .Φ YƛǒƛǎŜƭ ǾŜ ǀǊƎǸǘǎŜƭ ƛƳŀƧ ƻƭǳǒǘǳǊƳŀ 

 
1. TƳŀƧ ƴŜŘƛǊΚ 

2. YƛǒƛǎŜƭ ƛƳŀƧ ƻƭǳǒǘǳǊƳŀ 

×Tƭƪ ƛȊƭŜƴƛƳ όǀƴŎŜƭƛƪƭŜ ŜǘƪƛΣ ǀƴ ȅŀǊƎƤƭŀǊΣ ƎǀǊǸƴǸǒΣ ƳƛƳƛƪƭŜǊΣ ƪƻƴǳǒƳŀ 
ǘŀǊȊƤΣŘŀǾǊŀƴƤǒƭŀǊ) 

×TƭŜǘƛǒƛƳ ōŜŎŜǊƛǎƛ όǎǀȊƭǸ ƛƭŜǘƛǒƛƳΣ ȅŀȊƤƭƤ ƛƭŜǘƛǒƛƳΣ ǎǀȊǎǸȊ ƛƭŜǘƛǒƛƳύ 

Unutma!!!!!!!!!  

ζTƴǎŀƴƭŀǊ ŘƤǒ ƎǀǊǸƴǸǒǸ ƛƭŜ ƪŀǊǒƤƭŀƴƤǊΣ ŦƛƪƛǊƭŜǊƛ ƛƭŜ 
ǳƐǳǊƭŀƴƤǊƭŀǊη 

оΦ mǊƎǸǘǎŜƭ ƛƳŀƧ ƻƭǳǒǘǳǊƳŀ 

× mǊƎǸǘ ƪǸƭǘǸǊǸΣ 

× mǊƎǸǘǸƴ ǎƻǎȅŀƭ ǎƻǊǳƳƭǳƭǳƐǳ 

 



{ŜƪǊŜǘŜǊƛƴ DǀǊŜǾƭŜǊƛ 

CΦ tǊƻǘƻƪƻƭ ƪǳǊŀƭƭŀǊƤ 
1. Hitaplar 
2. ¢ŀƴƤǒǘƤǊƳŀΣ ǎŜƭŀƳƭŀǒƳŀ ǾŜ ǘƻƪŀƭŀǒƳŀ 
3. YŀǊǒƤƭŀƳŀ ǾŜ ǳƐǳǊƭŀƳŀ 
4. aŀƪŀƳŘŀ ŘŀǾǊŀƴƤǒ ƪǳǊŀƭƭŀǊƤ 
5. «ǎǘƭŜǊƭŜ ƛƭƛǒƪƛƭŜǊ 
6. wŜǎƳƛ ƪƻƴǳǒƳŀƭŀǊ ǾŜ ŀœƤƭƤǒƭŀǊ 
7. 5ŜǾƭŜǘ ǇǊƻǘƻƪƻƭǸ 
8. Tƭ ǇǊƻǘƻƪƻƭǸ 
9. TƭœŜ ǇǊƻǘƻƪƻƭǸ 
 





мΦ ¢!Y5TaΣ IT¢!t ±9 Yhb¦ a! Y¦w![[!wL 

ÅYƻƴǳǒƳŀŎƤƭŀǊƤ takdim ǎƤǊŀǎƤƴŘŀ; 

ïǀƴŎŜ ƪƻƴǳǒƳŀŎƤƴƤƴ kurumunu ve/veya ǳƴǾŀƴƤƴƤΣ 

ïakademik titrini  ya da ǊǸǘōŜǎƛƴƛΣ  

ïsonra άǎŀȅƤƴέ ǎǀȊŎǸƐǸƴǸ ekleyerek ŀŘƤƴƤ ve ǎƻȅŀŘƤƴƤ  

ǎǀȅƭŜƴƛǊ.  

mǊƴŜƪ:  
 - Maliye .ŀƪŀƴƤ {ŀȅƤƴ Kemal  Ta 9Y  
 - aƛƭƭƞ 9ƐƛǘƛƳ .ŀƪŀƴƭƤƐƤ aǸǎǘŜǒŀǊƤ Prof. Dr. {ŀȅƤƴ TǎƳŀƛƭ Bircan. 
Å Takdimde, ast ƪƻƴǳǒƳŀŎƤƭŀǊƤ ƪǸǊǎǸȅŜ davet ederken, άΧ 

davet ŜŘƛȅƻǊǳƳέ;   
Å«st ƪƻƴǳǒƳŀŎƤƭŀǊƤ ve onur ƪƻƴǳƪƭŀǊƤƴƤ davet ederken άΧ 
ǘŜǒǊƛŦƭŜǊƛƴƛ arz ŜŘƛȅƻǊǳƳέ demek uygundur.  

mǊƴŜƪ: 
 - YƻƴǳǒƳŀƭŀǊƤƴƤ yapmak ǸȊŜǊŜΣ Devlet .ŀƪŀƴƤ {ŀȅƤƴ Ali 
.!.!/!bΩƤƴ ǘŜǒǊƛŦƭŜǊƛƴƛ arz ediyorum. 

 



нΦ ¢!bL a! ς ¢!bL ¢Lwa! - ¢hY![! a! 

Å ¦ƴǾŀƴ ǾŜ ƛǎƛƳƭŜǊƛƴ ǎǀȅƭŜƴƳŜǎƛ ƎŜǊŜƪƭƛŘƛǊΦ 

Å ¢ŀƴƤǒƳŀ ǾŜȅŀ ǘŀƴƤǒǘƤǊƳŀƴƤƴ ȊŀƳŀƴƤ ǀƴŜƳƭƛŘƛǊΦ 

Å ¢ŀƴƤǒǘƤǊŀƴ ƪƛǒƛ ŘŀƛƳŀ ŀȅŀƪǘŀ ƪŀƭƳŀƭƤŘƤǊ. 

Å hǘǳǊŀƴ ŜǊƪŜƪ ƪƛƳƛƴƭŜ ǘŀƴƤǒǘƤǊƤƭƤǊǎŀ ǘŀƴƤǒǘƤǊƤƭǎƤƴ ŀȅŀƐŀ ƪŀƭƪƳŀƭƤŘƤǊΦ 

ï Yeni gelenler, var olanlara;  

ï  Erkekler bayanlara 

ό5ŜǾƭŜǘ ōŀǒƪŀƴƤ ǾŜ /ǳƳƘǳǊōŀǒƪŀƴƤ ƘŀǊƛœύ 

ï  !ǎǘƭŀǊ ǸǎǘƭŜǊƛƴŜΣ  

ïƪǸœǸƪƭŜǊ ōǸȅǸƪƭŜǊƛƴŜΣ  

ïƎŜƴœƭŜǊ ȅŀǒƭƤƭŀǊŀΣ  

ïƎŜƴœ ƪƤȊ ȅŀǒƭƤ ŜǊƪŜƐŜ ǾŜ ƪŀŘƤƴŀ ǘŀƴƤǒǘƤǊƤƭƤǊΦ 
 



¢hY![! a!  

 

 

¢hY![! a!5! T[Y YTa 9[ UZATMALIDIR? 



× .ƛǊ ȅŜǊŜ ƎƛǊŘƛƐƛƳƛȊŘŜ ǀƴŎŜ ƪŜƴŘƛƳƛȊƛ ǘŀƴƤǘƳŀƭƤȅƤȊ 

× YŜƴŘƛƴƛȊŘŜƴ Ǹǎǘ ōƛǊƛƴŜ ǾŜȅŀ Ŝǒƛǘ ǳƴǾŀƴŀ ǎŀƘƛǇ ƻƭŀƴƭŀǊŀΣ ƎǀǊŜǾ ŘŜ 

ǎǀȅƭŜƴƳŜƭƛ 

× tǊƻǘƻƪƻƭŘŜ ǾŜ ǊŜǎƳƛ ƛƭƛǒƪƛƭŜǊŘŜ Ŝƭ ǾŜ ȅŀƴŀƪ ǀǇƳŜ  

yoktur 

× ¢Ŝƪ ƪƛǒƛΣ ƪǸƳŜƭŜǊŜ ǘŀƴƤǒǘƤǊƤƭƤǊΣ ƪǸƳŜƭŜǊŘŜƪƛ ƘŜǊ ƪƛǒƛ ƛƭŜ  

ǘŜƪ ǘŜƪ ǘŀƴƤǒǘƤǊƤƭƳŀȅŀ ƎŜǊŜƪ ȅƻƪǘǳǊ 

× 9ƭ ǎƤƪƳŀŘŀ ƛƭƪ ŘŀǾǊŀƴƤǒΣ ŘŀƛƳŀ ōǸȅǸƪǘŜƴ ǾŜ Ǹǎǘ ǊǸǘōŜƭƛŘŜƴ 

gelmelidir. 

× YŀŘƤƴƭŀ Ŝƭ ǎƤƪƤǒƤǊƪŜƴΣ ǀƴŎŜ ƪŀŘƤƴ Ŝƭ ǳȊŀǘƳŀƭƤΣ ŜǊƪŜƪ ƪŀǊǒƤƭƤƪ 

ǾŜǊƳŜƭƛŘƛǊΦ ¦ȊŀǘƤƭŀƴ Ŝƭ ƘŀǾŀŘŀ ƪŀƭƳŀƳŀƭƤŘƤǊ 

× 9ƭŘƛǾŜƴ ǾŀǊǎŀ œƤƪŀǊƤƭƳŀƭƤŘƤǊ 

 

¢hY![! a!  



{9[!a[! a! 
× Her ǘǸǊƭǸ selamlamalarda genel kural;  

V Ast, ǸǎǘǸΣ  

V Erkek, ōŀȅŀƴƤΣ  

V AȅǊƤƭŀƴ ƪŀƭŀƴƭŀǊƤΣ  

V Gelenler, var ƻƭŀƴƭŀǊƤ selamlar. 

× «ǎǘƭŜǊƛƴƛȊŜΣ Ŝǒ ŘǸȊŜȅŘŜƪƛƭŜǊŜ ǀƴŎŜ siz selam verin, ŀǎǘƭŀǊƤƴƤȊƤƴ ǎŜƭŀƳƭŀǊƤƴƤ da ŀƭƤƴ. 

× Konferans salonu, ƪǸǘǸǇƘŀƴŜΣ derslik, yemekhane gibi yerlere  !tY! T[9 DTwT[a9½ ve 

ƪŀǊǒƤƭƤƪ beklenmeden topluluk ǎŜƭŀƳƭŀƴƤǊ; œƤƪŀǊƪŜƴ de ǎŜƭŀƳƭŀƴƤƭŀǊŀƪ œƤƪƤƭƤǊ.  

× Bir ǘƻǇƭŀƴǘƤŘŀ ǀƴŎŜ ev sahibesi ǎŜƭŀƳƭŀƴƤǊ. !ȅǊƤƭƤǊƪŜƴ de yine ǀƴŎŜ ev sahibesi ǎŜƭŀƳƭŀƴƤǊ.  

× ¸ŀƴƤƴƤȊŘŀƪƛƭŜǊƛ selamlayan birini siz de ǎŜƭŀƳƭŀȅƤƴ. 

× ¸ŀƴƭƤǒƭƤƪƭŀ size selam verenlerin ǎŜƭŀƳƤƴƤ ŀƭƤƴ. 



IT¢!.9¢ 
× IƛǘŀǇǘŀ ƎŜƴŜƭ ƪǳǊŀƭΣ ǎǀȊŜ ōǸȅǸƪ ƻƭŀƴ ōŀǒƭŀǊΣ ƪƻƴǳȅǳ ƻ ǎŜœŜǊ ȅŀ Řŀ ŘŜƐƛǒǘƛǊŜōƛƭƛǊ 

× {ǀȊƭǸ ƛƭŜǘƛǒƛƳƛƴ ōŀǒƭŀƳŀǎƤ ǾŜ ƪǳǊǳƭƳŀǎƤƴŘŀ ƪŀŘƤƴƤƴ ǀƴŎŜƭƛƐƛ ǾŀǊŘƤǊΦ  

× .ƛǊ ǘƻǇƭǳƭǳƐŀ ƘƛǘŀǇ ŜŘƛƭƛȅƻǊǎŀΣ ǀƴŎŜ ƻǊŀŘŀƪƛ Ŝƴ Ǹǎǘ ƻƭŀƴŀΣ ǎƻƴǊŀ ǎƤǊŀǎƤȅƭŀ ŘƛƐŜǊƭŜǊƛƴŜ ƘƛǘŀǇ 

edilmelidir.  

× wŜǎƳƛ ƪƻƴǳǒƳŀ ȅŀǇŀǊƪŜƴ άbenέ ȅŜǊƛƴŜ άōƛȊέ ŘŜƴƳŜƭƛΣ ƪǳǊǳƳ ǇŀǊŀƴǘŜȊƛƴŘŜ ƪƻƴǳǒƳŀȅŀ 

devam edilmelidir.  

× .ŀǒƪŀƭŀǊƤƴŀ άǎƛȊέ Σ άƭǸǘŦŜƴέ ŘƛȅŜǊŜƪ ƘƛǘŀǇ ŜŘƛƭƳŜƭƛŘƛǊΦ ά{Ŝƴέ ŘƛȅŜōƛƭƳŜƪ ƛœƛƴ ǎŀƳƛƳƛȅŜǘ 

ƻƭƳŀƭƤŘƤǊΦ 

× 9ǒ ŘǸȊŜȅŘŜƪƛƭŜǊŜ ǾŜ ŀǎǘƭŀǊŀ ŀŘƤȅƭŀ ό½ŜȅƴŜǇ IŀƴƤƳύΣ ǳƴǾŀƴƤȅƭŀ όaǸŘǸǊ .ŜȅύΣ ǎƻȅŀŘƤȅƭŀ ό{ŀȅƤƴ 

5hF!b ύ ȅŀ Řŀ ά{ŀȅƤƴ 5ŀƛǊŜ .ŀǒƪŀƴƤέ Ǝƛōƛ ƘƛǘŀǇ ŜŘƛƭƳŜƭƛΦ 

× «ǎǘƭŜǊŜ ǾŜ Ŝǒ ŘǸȊŜȅŘŜƪƛƭŜǊŜ ά.ŜȅŜŦŜƴŘƛκIŀƴƤƳŜŦŜƴŘƛέ ŘŜƳŜƭƛΦ  



×YŀǊǒƤƳƤȊŘŀƪƛƴŜ άŜŘŜέ άƘŀŎƤέ άōŀŎƤέ Ǿō ƛŦŀŘŜƭŜǊ 

ƪǳƭƭŀƴƤƭƳŀƳŀƭƤŘƤǊΦ 

×DŜƴŜƭ aǸŘǸǊ ¸ŀǊŘƤƳŎƤǎƤƴŀ ƴƻǊƳŀƭŘŜ ϦDŜƴŜƭ 

aǸŘǸǊǸƳϦ ŘŜƴƛƭƛǊΦ !ƴŎŀƪ DŜƴŜƭ aǸŘǸǊǸƴ 

ȅŀƴƤƴŘŀ Ϧ{ŀȅƤƴ aǸŘǸǊǸƳϦ ŘŜƴƛƭƳŜƭƛŘƛǊΦ 

×Tƭ aƛƭƭƛ 9ƐƛǘƛƳ aǸŘǸǊǸ {ŀȅƤƴ aŜǎǳǘ ![Y!b 

ό{ŀȅƤƴ ƪŜƭƛƳŜǎƛ ƛǎƛƳŜ ōƛǘƛǒƛƪǘƛǊύ  

×aƛƭƭƛ 9ƐƛǘƛƳ 9ǎƪƛ Tƭ aǸŘǸǊƭŜǊƛƳƛȊŘŜƴΣ Ϧ9ǎƪƛϦ 

ōŀǒŀ ŀƭƤƴƳŀȊ  

 



Y!w L[!a! - ¦F¦w[!a! 

Å YŀǊǒƤƭŀƳŀ ǾŜ ǳƐǳǊƭŀƳŀŘŀ ƪŀǘƤƭŀƴƭŀǊ ƪƤŘŜƳ ǾŜ ƳŀƪŀƳƭŀǊƤƴŀ ƎǀǊŜ ǇǊƻǘƻƪƻƭŘŜƪƛ ȅŜǊƭŜǊƛƴŜ 

dizilirler.  

Å YŀǊǒƤƭŀƳŀŘŀ ǾŀǊǎŀ ƻƴǳǊ ƪƤǘŀǎƤƴŘŀƴ ǀƴŎŜΣ ǳƐǳǊƭŀƳŀŘŀ ƛǎŜ ƪƤǘŀŘŀƴ ǎƻƴǊŀ ȅŜǊƭŜǊƛƴƛ ŀƭƤǊƭŀǊΦ 

Å YŀǊǒƤƭŀƳŀŘŀ ǾŜ ǳƐǳǊƭŀƳŀŘŀΣ ǘǀǊŜƴƛ ƪŀōǳƭ ŜŘŜƴ ƪƛǒƛ όƪƻƴǳƪύΣ ǎŀƐŘŀ ƎǀǊǸƭŜŎŜƪ ōƛœƛƳŘŜ ȅŜǊ 

ŀƭƤƴƤǊΦ 

Å  «ǎǘƭŜǊƛ ǳœŀƪǘŀƴ ȅŀ Řŀ ƻǘƻƳƻōƛƭŘŜƴ ƛƴŘƛƪƭŜǊƛƴŘŜ ƪŀǊǒƤƭŀǊƪŜƴ ōŀǒǘŀ ƪƤŘŜƳƭƛΤ ǎƻƴǊŀ ƪƤŘŜƳǎƛȊƭŜǊΣ 

ǳƐǳǊƭŀǊƪŜƴ ŘŜ ǀƴŎŜ ƪƤŘŜƳǎƛȊƭŜǊ ǎƻƴǊŀ ƪƤŘŜƳƭƛ ȅŜǊ ŀƭƤǊΦ  

Å ¦œŀƐŀ ōƛƴŜǊƪŜƴ ǀƴŎŜ ƪǸœǸƪƭŜǊ ōƛƴŜǊΣ ƛƴŜǊƪŜƴ Ǹǎǘ ƻƭŀƴ ƛƴŜǊΦ 

Å YŀǊǒƤƭŀƳŀŘŀ Ŝƴ Ǹǎǘ ƻƭŀƴΣ ƪƻƴǳƐŀ ƛƭƪ ǀƴŎŜ άƘƻǒ ƎŜƭŘƛƴƛȊΗέ ŘŜǊ ǾŜ Ŝƭƛƴƛ ǎƤƪŀǊΦ  

Å ¦ƐǳǊƭŀƳŀŘŀ ƛǎŜΣ ƛƭƪ ǀƴŎŜ ŀǎǘ ƻƭŀƴ άƎǸƭŜ ƎǸƭŜέ ŘŜǊΣ Ŝƴ Ǹǎǘ ƻƭŀƴ Řŀ Ŝƴ ǎƻƴ άƎǸƭŜ ƎǸƭŜέ ŘŜǊ ǾŜ 

Ŝƭƛƴƛ ǎƤƪŀǊΦ ¸ŀƴƛ ƪƻƴǳƪΣ Ŝƴ ǎƻƴ Ŝƴ ǸǎǘǘŜ άƘƻǒŎŀƪŀƭƤƴέ ŘŜǊ ǾŜ Ŝƭƛƴƛ ǎƤƪŀǊΦ 9ƭƛƴƛ ǎƤƪŀǊƪŜƴ ǀƴŎŜ Ŝƭ 

ǳȊŀǘƳŀ ƘŀƪƪƤ Ǹǎǘ ƻƭŀƴƤƴŘƤǊ 

Å 9Ǿ ǎŀƘƛōƛ ǀƴŘŜƴ ƎƛŘŜǊΦ !ƴŎŀƪ ǀƴŘŜ ȅƻƭ ƎǀǎǘŜǊŜƴ ōƛǊƛ ǾŀǊǎŀ ȅŀ Řŀ ōƛƭƛƴŜƴ ōƛǊ ȅŜǊŜ ƎƛŘƛƭƛȅƻǊǎŀκ 

ƎƛǊƛƭƛȅƻǊǎŀ ŜǾ ǎŀƘƛōƛ ƪƻƴǳƐǳƴ ȅŀ Řŀ ǸǎǘǸƴ ǎƻƭǳƴŀ ƎŜœŜǊŜƪ ȅǸǊǸǊ ǾŜ ōǳȅǳǊ ŜŘŜǊΦ 

 
 

 
 



½T¸!w9¢ - Dmw« a9 

Å Ziyaret ȊŀƳŀƴƤ œƻƪ iyi ǎŜœƛƭƳŜƭƛ ve bir iki ƎǸƴ ǀƴŎŜŘŜƴ  randevu  

ŀƭƤƴƳŀƭƤŘƤǊ. !ȅƴƤ ƎǸƴ ƛœƛƴ ȅŀǇƤƭŀƴ ziyaret istemleri ǊŀƘŀǘǎƤȊƭƤƪ 

yaratabilir. 

Å Ziyaret istemlerinin yerine getirilmesinde ƪǸœǸƪ ōǸȅǸƐŜ uyar. 

.ǸȅǸƪ ƛǎǘŜŘƛƐƛ zaman randevu verebilir. 9ǒƛǘ ŘǸȊŜȅŘŜƪƛ ziyaret 

istemini tarih olarak bir iki ǎŜœŜƴŜƪ sunabilir. Uygun ǎŜœŜƴŜƪǘŜ 

ŀƴƭŀǒƤƭŀōƛƭƛǊ.  

Å TŀŘŜ edilmesi gereken ziyaretler ȊŀƳŀƴƤƴŘŀ ȅŀǇƤƭƳŀƭƤŘƤǊ.  

Å Ziyaretlere gidilirken œƛœŜƪ veya ƳǸǘŜǾŀȊƤ ŀǊƳŀƐŀƴƭŀǊ ƎǀǘǸǊƳŜƪ her 

zaman ƎŜœŜǊƭƛŘƛǊ.  
 



¢«wYT¸9 /¦aI¦wT¸9¢T 59±[9¢ 
twh¢hYh[ [T{¢9{T 

1. /ǳƳƘǳǊōŀǒƪŀƴƤ 
2. ¢.aa .ŀǒƪŀƴƤ 
3. .ŀǒōŀƪŀƴ 
4. DŜƴŜƭƪǳǊƳŀȅ .ŀǒƪŀƴƤ 
5. !ƴŀ aǳƘŀƭŜŦŜǘ tŀǊǘƛǎƛ .ŀǒƪŀƴƤ 
6. 9ǎƪƛ /ǳƳƘǳǊōŀǒƪŀƴƭŀǊƤ 
7. !ƴŀȅŀǎŀ aŀƘƪŜƳŜǎƛ .ŀǒƪŀƴƤ 
8. ¸ŀǊƎƤǘŀȅ мΦ .ŀǒƪŀƴƤ 
9. 5ŀƴƤǒǘŀȅ .ŀǒƪŀƴƤ 
10..ŀƪŀƴƭŀǊ YǳǊǳƭǳ «ȅŜƭŜǊƛ 
11.YǳǾǾŜǘ YƻƳǳǘŀƴƭŀǊƤ- 5ƛȅŀƴŜǘ TǒƭŜǊƛ .ŀǒƪŀƴƤ 



T[ twh¢hYh[ [T{¢9{T 

1. Vali 

2. ¢.aa «ȅŜƭŜǊƛ 

3. DŀǊƴƛȊƻƴ YƻƳǳǘŀƴƤ 

4. .ŜƭŜŘƛȅŜ .ŀǒƪŀƴƤ 

5. /ǳƳƘǳǊƛȅŜǘ .ŀǒǎŀǾŎƤǎƤ 

6. «ƴƛǾŜǊǎƛǘŜ wŜƪǘǀǊƭŜǊƛ 

7. wŜƪǘǀǊ ¸ŀǊŘƤƳŎƤƭŀǊƤΣ CŀƪǸƭǘŜ 5ŜƪŀƴƭŀǊƤΣ 9ƴǎǘƛǘǸ ǾŜ ¸ǸƪǎŜƪ hƪǳƭ aǸŘǸǊƭŜǊƛ 

8. DŜƴŜƭ ǾŜ YŀǘƳŀ .ǸǘœŜƭƛ YǳǊǳƭǳǒƭŀǊƤƴ DŜƴŜƭ aǸŘǸǊƭŜǊƛ 

9. ±ŀƭƛ ¸ŀǊŘƤƳŎƤƭŀǊƤΣ Tƭ 9ƳƴƛȅŜǘ aǸŘǸǊƭŜǊƛΣ TƭœŜ YŀȅƳŀƪŀƳƭŀǊƤΣ TƭœŜ .ŜƭŜŘƛȅŜ 
.ŀǒƪŀƴƭŀǊƤ 

10. IŀƪƛƳƭŜǊΣ {ŀǾŎƤƭŀǊΣ bƻǘŜǊ hŘŀǎƤ .ŀǒƪŀƴƭŀǊƤ 

 



T[49 twh¢hYh[ [T{¢9{T 

1. Kaymakam 
2. ±ŀǊǎŀ ¢.aa «ȅŜǎƛ 
3. DŀǊƴƛȊƻƴ YƻƳǳǘŀƴƤ 
4. .ŜƭŜŘƛȅŜ .ŀǒƪŀƴƤ 
5. /ǳƳƘǳǊƛȅŜǘ .ŀǒǎŀǾŎƤǎƤ 
6. aŜǎƭŜƪ ¸ǸƪǎŜƪ hƪǳƭǳ aǸŘǸǊǸ 
7. DŀǊƴƛȊƻƴ YΦƭƤƐƤƴŎŀ .ŜƭƛǊƭŜƴŜƴ {ƛƭŀƘƭƤ YǳǾǾŜǘƭŜǊ 
aŜƴǎǳǇƭŀǊƤ 

8. Emniyet Amirleri 
9. IŀƪƛƳƭŜǊΣ {ŀǾŎƤƭŀǊΣ .ŀǊƻ ¢ŜƳǎƛƭŎƛƭŜǊƛΣ bƻǘŜǊƭŜǊ 
10..ŜƭŘŜ .ŜƭŜŘƛȅŜ .ŀǒƪŀƴƭŀǊƤ 
11.¢.aaΩŘŜ DǊǳōǳ .ǳƭǳƴŀƴ tŀǊǘƛƭŜǊƛƴ TƭœŜ .ŀǒƪŀƴƭŀǊƤ 



{ŜƪǊŜǘŜǊƛƴ DǀǊŜǾƭŜǊƛ 

5Φ .ǸǊƻ IƛȊƳŜǘƭŜǊƛ 

×¢ŜƭŜŦƻƴ DǀǊǸǒƳŜƭŜǊƛ 

×wŀƴŘŜǾǳ hǊƎŀƴƛȊŀǎȅƻƴƭŀǊƤ 

×½ƛȅŀǊŜǘœƛ YŀōǳƭƭŜǊƛ 

×{ŜȅŀƘŀǘ hǊƎŀƴƛȊŀǎȅƻƴƭŀǊƤ 

 

 

 



¢9[9Chb Yhb¦ a![!wL 
Å ¢ŜƭŜŦƻƴ ŀœŀƴ ƪƛǒƛ  ǀƴŎŜ ƪŜƴŘƛƴƛ ƛǒƭŜǘƳŜǎƛƴƛ ǾŜȅŀ ōƛǊƛƳƛƴƛ  ǘŀƴƤǘƳŀƪƭŀ ǎǀȊŜ 

ōŀǒƭŀƳŀƭƤ 

Å ¢ŜƭŜŦƻƴǳ ŀǊŀȅŀƴ ƪƛǒƛ ƪƛƳ ƛǎŜ ƻƴǳƴ ƪŀǇŀǘŀŎŀƐƤ ǳƴǳǘƳŀƳŀƭƤΦ  

Å «ǎǘ ƛƭŜ ƪƻƴǳǒǳǊƪŜƴ ǀƴŎŜ ǸǎǘǸƴ ǘŜƭŜŦƻƴǳ ƪŀǇŀǘƳŀǎƤ ōŜƪƭŜƴƳŜƭƛΦ 

Å 9ǒƛǘ ŘǸȊŜȅ ǾŜ Ǹǎǘ ƛƭŜ ƎǀǊǸǒƳŜȅŜ ōŀǒƭŀǊƪŜƴ ǾŜ ƎǀǊǸǒƳŜ ǎƻƴǳƴŘŀ ǎŀȅƎƤ 

ƛŦŀŘŜǎƛ ƪǳƭƭŀƴƤƭƳŀƭƤΦ 

Å .ŀƐƭŀƴǘƤ ƪǳǊǳƭŀŎŀƪ ƪƛǒƛƴƛƴ ŀŘƤ ǘŜƭŜŦƻƴǳ ǾŜ ƪƻƴǳȅŀ ƛƭƛǒƪƛƴ ƎŜǊŜƪƭƛ ōƛƭƎƛƭŜǊƛ ƴƻǘ 

edilmelidir. 

Å ¢ŜƭŜŦƻƴ ȅŀƴƤǘƭŀƴƤǊƪŜƴ ƘƛœōƛǊ ȊŀƳŀƴ ƪƛƳǎƛƴƛȊ ŘŜƴƛƭƳŜƳŜƭƛŘƛǊΦ 

Å YƻƴǳǒƳŀ ƴƻǊƳŀƭ ōƛǊ ǎŜǎ ǘƻƴǳ ƛƭŜ ŀœƤƪ ǾŜ ŀƴƭŀǒƤƭƤǊ ƻƭƳŀƭƤŘƤǊΦ 

Å «ǎǘƭŜǊ ǎŜƪǊŜǘŜǊ ŀǊŀŎƤƭƤƐƤ ƛƭŜ ŀǊŀƴƳŀƳŀƭƤΦ 

 



{ŜƪǊŜǘŜǊƛƴ DǀǊŜǾƭŜǊƛ 

9Φ ¢ƻǇƭŀƴǘƤ ƻǊƎŀƴƛȊŀǎȅƻƴƭŀǊƤ 
×¢ƻǇƭŀƴǘƤ ǇƭŀƴƭŀƳŀǎƤ 

×¢ƻǇƭŀƴǘƤ ȅŜǊƛ ǎŜœƛƳƛ ǾŜ ǘŀǎŀǊƤƳƤ 

×¢ƻǇƭŀƴǘƤ ǘǸǊƭŜǊƛ 

×¢ƻǇƭŀƴǘƤ ŘǸȊŜƴƭŜƳŜŘŜ ǎŜƪǊŜǘŜǊƛƴ ƎǀǊŜǾƛ 

×¢ƻǇƭŀƴǘƤȅŀ œŀƐǊƤ 

×¢ƻǇƭŀƴǘƤ ǎŀƭƻƴǳƴ ƘŀȊƤǊƭŀƴƳŀǎƤ 

×Tutanaklar 

×¢ƻǇƭŀƴǘƤƴƤƴ ŘŜƐŜǊƭŜƴŘƛǊƛƭƳŜǎƛ 



TOPLANTI  

BELLĶ SONU¢LARA 
ULAķMAK Ķ¢ĶN  
ĶKĶ VEYA DAHA 
FAZLA ĶNSANIN 
ARASINDAKĶ 

BĶLGĶ, G¥R¦ķ VE 
FĶKĶR 

ALIķVERĶķĶDĶR. 

www.mpm.org.tr 



KARAR   
Se­enekler k¿mesinden, en az bir 
ama­ doĵrultusunda ve bir ºl­¿te 
dayanarak en uygun, m¿mk¿n bir 
ya da birka­ se­eneĵi se­me 

s¿recidir 

www.mpm.org.tr 



TOPLANTI ZAMANI, YAPILMAK T{¢9b9b T  T4Tb 
HARCANACAK ZAMANIN %20Ω{TbT ! a!a![L5Lw 
 



IŀȊƤǊƭƤƪ 

DǸƴŘŜƳ 

Maliyet 

YŀǘƤƭƤƳƤ ǎŀƐƭŀƳŀ 

!ƴƭŀǒƳŀȊƭƤƪƭŀǊŀ ȅŀƪƭŀǒƤƳ 9ȅƭŜƳ ǇƭŀƴƤ ƘŀȊƤǊƭŀƳŀ 

¸ŜǊƭŜǒƛƳ ŘǸȊŜƴƛ 

¸ŜǊΣ ŀǊŀœΣ ƎŜǊŜœ 

YŀǘƤƭƤƳŎƤƭŀǊ 

Zamanlama ¢ƻǇƭŀƴǘƤ ǎƻƴǊŀǎƤ ǘŀƪƛǇ 

Notalma 

TOPLANTI SIRASINDA TOPLANTI SONRASINDA ¢ht[!b¢L mb/9{Tb59 

±9wTa[T .Tw ¢ht[!b¢LbLb ¸!tL[!b5LwL[a!{L 

¢ƻǇƭŀƴǘƤ ōƛƭŘƛǊƛƳƛ 



.ŀǒŀǊƤƭƤ ¢ƻǇƭŀƴǘƤƭŀǊƤƴ .ŀȊƤ mȊŜƭƭƛƪƭŜǊƛ 

{ƤƴƤǊƭƤ 
ƪŀǘƤƭƤƳ 

Belirli 
ƎǸƴŘŜƳ 

maddeleri 

Zaman 
ǎƤƴƤǊƭŀƳŀƭŀǊƤ 

Kontrol 

Alternatifler 

Takip 



¢ƻǇƭŀƴǘƤƭŀǊƤƴ ¸ŀǇƤǎŀƭ mȊŜƭƭƛƪƭŜǊƛ 

ÅYƛǒƛ ǎŀȅƤǎƤ 
ÅKonu 
ÅbŜ ǎƤƪƭƤƪǘŀ ȅŀǇƤƭŘƤƐƤ 
ÅYŀǘƤƭƤƳŎƤƭŀǊ 
ïaƻŘŜǊŀǘǀǊ 
ïwŀǇƻǊǘǀǊ 
ï¢ƻǇƭŀƴǘƤ ōŀǒƪŀƴƤ 
ïYƻƴǳǒƳŀŎƤƭŀǊ 
ïYŀǘƤƭƤƳŎƤƭŀǊ 

ÅMotivasyon 



¢ƻǇƭŀƴǘƤȅŀ YŀǘƤƭŀƴƭŀǊƤƴ DǀǊŜǾƭŜǊƛ 

YŀǘƤƭƤƳŎƤƭŀǊƤƴ ǘƻǇƭŀƴǘƤ ǀƴŎŜǎƛ ƎǀǊŜǾƭŜǊƛΥ 
Å !ƪǎƛ ōƛƭŘƛǊƛƭƳŜŘƛƪœŜΣ ǊŜǎƳƛ ōƛǊ ƪƤȅŀŦŜǘ ƎƛȅƛǇ ƎƛǘƳŜƪΦ  

Å ¢ƻǇƭŀƴǘƤȅŀ Ƴǳǘƭŀƪŀ ȊŀƳŀƴƤƴŘŀ ǾŜ ƎǸƴƭǸƪ ǘƤǊŀǒƭƤΣ ǘŀƪƤƳ ŜƭōƛǎŜƭƛ ƻƭŀǊŀƪ ǾŜ ƎŜǊŜƪƭƛ ŀǊŀœƭŀǊƭŀ ƎƛŘƛƭƳŜƭƛŘƛǊΦ 

Å DǸƴŘŜƳƛ ƻƪǳȅǳǇ ǘƻǇƭŀƴǘƤȅŀ ƘŀȊƤǊƭŀƴŀǊŀƪ ƪŀǘƤƭƳŀƪ ƎŜǊŜƪƭƛŘƛǊΦ 

Å DǸƴŘŜƳŘŜ ƻƭƳŀȅŀƴ ōƛǊ ƪƻƴǳȅŀ Řƛƪƪŀǘ œŜƪƳŜƪ  ƛœƛƴ ƪƻƴǳƭŀǊ ǀƴŜǊƛƭŜǊΣ ŘƛƭŜƪƭŜǊ Ǝƛōƛ ōƛǊ ōŀǒƭƤƪ ŀƭǘƤƴŘŀ 
ǘƻǇƭŀƴƳŀƭƤŘƤǊΦ 

Å DǸƴŘŜƳŘŜ ƻƭƳŀȅŀƴ ŀƳŀ ōǸȅǸƪ ōƛǊ ǀƴŜƳ ǘŀǒƤŘƤƐƤ ŘǸǒǸƴǸƭŜƴ ƪƻƴǳƴǳƴΣ  Ǹœ ƛǒ ƎǸƴǸ ǀƴŎŜ ǀƴŜǊƳŜƪ Φ 

Å .ƛǊ ǀƴŎŜƪƛ ǘƻǇƭŀƴǘƤƴƤƴ ǘǳǘŀƴŀƪƭŀǊƤƴƤ ƻƪǳȅǳǇΣ ǾŜǊƛƭŜƴ ƎǀǊŜǾƭŜǊƛƴ ƴŜ ƪŀŘŀǊƤƴƤƴ ƎŜǊœŜƪƭŜǒǘƛƐƛƴƛ ōŜƭƛǊƭŜƳŜƪΦ 

Å ½ƛȅŀǊŜǘœƛƭŜǊ ǾŜ ǘŜƭŜŦƻƴ ƎǀǊǸǒƳŜƭŜǊƛ ƴŜŘŜƴƛȅƭŜ ǘƻǇƭŀƴǘƤŘŀƴ œŀƐǊƤƭƳŀƳŀƪ ƛœƛƴ ǀƴƭŜƳƭŜǊ ŀƭƳŀƪΦ 

Å ¢ƻǇƭŀƴǘƤȅŀ ȊŀƳŀƴƤƴŘŀ ƪŀǘƤƭŀōƛƭƳŜƪ ƛœƛƴ ƛǒƭŜǊƛ ŘǸȊŜƴƭŜƳŜƪΦ 

Å DǸƴŘŜƳŜ ƪƻȅǳƭŀŎŀƪ ƳŀŘŘŜƭŜǊƛ ǳƴǳǘƳŀƳŀƪΦ 

Å mƴŜǊƛƭŜƴ ƎǸƴŘŜƳ ƳŀŘŘŜƭŜǊƛȅƭŜ ƛƭƎƛƭƛ ōƛƭƎƛ ǾŜ ƳŀǘŜǊȅŀƭƭŜǊƛƴ ƘŀȊƤǊƭŀƴƤǇ ǸȅŜƭŜǊŜ ǾŜǊƛƭƳŜǎƛΦ 

Å DǸƴŘŜƳ ōŜƭƛǊƭŜƴƳƛǒ ƛǎŜ ƎǸƴŘŜƳŜ ƛƭƛǒƪƛƴ ƘŀȊƤǊƭƤƪƭŀǊƤ ƎǀȊŘŜƴ ƎŜœƛǊƳŜƪΦ 

Å ¢ƻǇƭŀƴǘƤȅŀ ƪŀǘƤƭƤƴŀƳŀȅŀŎŀƪǎŀΣ ǘƻǇƭŀƴǘƤȅƤ ŘǸȊŜƴƭŜȅŜƴ ōƛǊƛƳŜ ōƛƭŘƛǊƳŜƪΦ 



¢ƻǇƭŀƴǘƤȅŀ YŀǘƤƭŀƴƭŀǊƤƴ DǀǊŜǾƭŜǊƛ 

YŀǘƤƭƤƳŎƤƭŀǊƤƴ ǘƻǇƭŀƴǘƤ ǎƤǊŀǎƤƴŘŀƪƛ ƎǀǊŜǾƭŜǊƛΥ 
Å .ŜƭƛǊƭŜƴƳƛǒ ƻƭŀƴ ƻǘǳǊƳŀ ǇƭŀƴƤƴŀ uymak. 

Å Not ǘǳǘƳŀƪ ƛœƛƴ ƪŃƐƤǘ ƪŀƭŜƳ ōǳƭǳƴŘǳǊƳŀƪ ȅŀ Řŀ ǘŀōƭŜǘ ōƛƭƎƛǎŀȅŀǊ ƛƭŜ gitmek. 

Å !œƤƪ ƪƻƴǳǒƳŀƪΦ bŜ ƛǎǘŜŘƛƐƛƴƛ ǾŜ ŘǸǒǸƴŘǸƐǸƴǸ ŀœƤƪœŀ belirtmek. 

Å Sormak ƛǎǘŜŘƛƐƛƴƛ ǾŜ ŘǸǒǸƴŘǸƐǸƴǸ ŀœƤƪœŀ ǎǀȅƭŜƳŜƪΦ 

Å {ǀȊ ŀƭƳŀŘŀƴ ǾŜ ǎǀȊ ǾŜǊƛƭƳŜŘŜƴ ƪƻƴǳǒƳŀƳŀƪΦ 

Å YŀǊǒƤƭƤƪƭƤ ƪƻƴǳǒƳŀƳŀƪΣ ǘƻǇƭŀƴǘƤ ōŀǒƪŀƴƤƴŀ ƘƛǘŀōŜƴ ƪƻƴǳǒƳŀƪΦ 

Å Az ǾŜ ǀȊ ƪƻƴǳǒƳŀƪΦ 

Å {Ƥƪ ǎƤƪ ǎǀȊ almamak. Konudan ƪƻƴǳȅŀ ƎŜœƳŜƳŜƪΦ 

Å Dikkati ƪƻƴǳƴǳƴ ǸȊŜǊƛƴŘŜ ȅƻƐǳƴƭŀǒǘƤǊƳŀƪΣ ǎƻǊǳƴƭŀǊŀ œǀȊǸƳ ŀǊŀƳŀƪΦ 

Å ¢ŀǊǘƤǒƳŀƭŀǊŀ ƪŀǘƤƭƳŀƪΣ ǎŜȅƛǊŎƛ kalmamak. 

Å DǀǊǸǒƭŜǊƛƴ ǾŜȅŀ ƛǘƛǊŀȊƭŀǊƤƴ ƎŜǊŜƪœŜƭŜǊƛȅƭŜ ōƛǊƭƛƪǘŜ ǎǀȅƭŜƴƳŜǎƛΦ 

Å IŀȅƤǊ ŘƛȅŜōƛƭƳŜƪΦ bǳǘǳƪ œŜƪƳŜŘŜƴΣ ŘƻƐŀƭ ƪƻƴǳǒƳŀƪ. 

Å ¸ŀǇƤƭŀƴ ǀƴŜƳƭƛ ǾŜ ōŀǒŀǊƤƭƤ œŀƭƤǒƳŀƭŀǊƤ Ƴǳǘƭŀƪŀ ǘŜōǊƛƪ ǾŜ ǘŀƪŘƛǊ ŜǘƳŜƪΦ 



¢ƻǇƭŀƴǘƤŘŀƴ {ƻƴǊŀ 

¢ǳǘŀƴŀƐƤƴ ƪƻǇȅŀƭŀǊƤ ȊŀƳŀƴ ȅƛǘƛǊƳŜŘŜƴ ƪƻƴǳȅǳ ōƛƭƳŜǎƛ ƎŜǊŜƪŜƴ 
ƘŜǊƪŜǎŜ ƎǀƴŘŜǊƛƭƳŜƭƛŘƛǊΦ 9ƐŜǊ ǘǳǘŀƴŀƐƤƴ ȅŀȊƤƭƳŀǎƤ ȊŀƳŀƴ ŀƭŀŎŀƪǎŀ 
ǀƴŎŜƭƛƪƭŜ ƪƤǎŀ ōƛǊ ǀȊŜǘ ƘŀȊƤǊƭŀƴƤǇ ƎǀƴŘŜǊƛƭŜōƛƭƛǊΦ .ŀǒƪŀƴƤƴ ƎŜƴŜƭƭƛƪƭŜ 
ƎǀƴŘŜǊƛƭƳŜŘŜƴ ǀƴŎŜ ǘǳǘŀƴŀƐƤ ƛƴŎŜƭŜƳŜ ŦƤǊǎŀǘƤ ǾŀǊŘƤǊΦ .ǀȅƭŜŎŜ ōŀȊƤ 
ƘŀǘŀƭŀǊ ǾŜ ȅŀƴƭƤǒ ŀƴƭŀƳŀƭŀǊ ǀƴƭŜƴƳƛǒ ƻƭǳǊΦ ¢ƻǇƭŀƴǘƤȅƤ ŘƻƐǊǳ ƻƭŀǊŀƪ 
ȅŀƴǎƤǘŀƴ ǘǳǘŀƴŀƪƭŀǊ ǎǸǊŜƪƭƛ ǘƻǇƭŀƴǘƤƭŀǊƤƴ ȅŀ Řŀ ƪƻƳƛǘŜƭŜǊƛƴ ƛƭŜǊƭŜƳŜǎƛ 
ǾŜ ǎƻƴǳŎŀ ǳƭŀǒƳŀǎƤ ŀœƤǎƤƴŘŀƴ œƻƪ ǀƴŜƳƭƛŘƛǊΦ 
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{ŜƪǊŜǘŜǊƛƴ DǀǊŜǾƭŜǊƛ 

9Φ 5ƻǎȅŀƭŀƳŀ ǾŜ !ǊǒƛǾƭŜƳŜ 
1. !ƳŀŎƤ 
2. mƴŜƳƛ 
3. {ǸǊŜŎƛ 
4. Dosya tasnif sistemleri 
×Alfabetik  
×Kronolojik 
×/ƻƐǊŀŦƛ Ŝǎŀǎŀ 
×Konu  
×Numara  

 



5h{¸![!a! ±9 !w T±[9a9bTb 
AMACI 

Å5ƻǎȅŀƭŀƳŀ ǾŜ ŀǊǒƛǾƭŜƳŜ ƛƭŜ ƛƭƎƛƭƛ ǘŜƳŜƭ ƪŀǾǊŀƳƭŀǊƤ 
ŀœƤƪƭŀȅŀōƛƭŜŎŜƪΣ 
Å.ŜƭƎŜ ǾŜ ǘǸǊƭŜǊƛƴƛ ŀȅƤǊǘ ŜŘŜōƛƭŜŎŜƪΣ 
ÅDŜƭŜƴ ōŜƭƎŜƭŜǊƛƴ ƪƻƴǘǊƻƭǸƴǸ ǾŜ ƛȊƭŜƴƳŜǎƛƴƛ 
ŀœƤƪƭŀȅŀōƛƭŜŎŜƪΣ 
Å.ŜƭƎŜ ǎƤƴƤŦƭŀƴŘƤǊƳŀ ǾŜ ƪŀȅƤǘ ŀƭƳŀ œŜǒƛǘƭŜǊƛƴƛ 
ŀœƤƪƭŀȅŀōƛƭŜŎŜƪΣ 
Å.ŜƭƎŜ œƻƐŀƭǘƳŀ ŀǊŀœƭŀǊƤƴƤ ǎƤǊŀƭŀȅŀōƛƭŜŎŜƪΣ 
Å½ŀǊŦƭŀƳŀΣ ǇŀƪŜǘƭŜƳŜ ǾŜ ƎǀƴŘŜǊƳŜ ȅǀƴǘŜƳƭŜǊƛƴƛ 
ŀœƤƪƭŀȅŀōƛƭŜŎŜƪ 



5h{¸![!a! ±9 !w T±[9a9 b95TwΚ 

 DOSYALAMA  

 B¿rolarda yapēlan faaliyetler  

sērasēnda ortaya ­ēkan her t¿rl¿  

yazēlmēĸ, basēlmēĸ, kayēt edilmiĸ,  

dijital ortama, banda veya filme  

alēnmēĸ bilgilerin, 

Å Raflarda, 

Å¢ekmecelerde, 

Å Ciltlerde, 

ÅK¿t¿phanelerde, 

ÅBilgisayar ortamēnda 

        belirli bir ama­ i­in 

                    saklanmasēdēr. 

 !w T±[9a9 
 Kurumlarēn ger­ek ve  

t¿zel kiĸilerin faaliyetleri  

sonucunda , kurumsal  

deĵeri olan ya da tekrar  

kullanēlmak ¿zere ¿retilen  

her t¿rl¿ yazēlē gºrsel,  ve  

data bilgilerinin muhafaza  

edildiĵi yer olarak  

tanēmlanēr  

 



BELGELER 
 BelgeΤ ōƛǊ ƛǒ ƛœƛƴ ƳŜȅŘŀƴŀ ƎŜǘƛǊƛƭŜƴ ǾŜȅŀ ƛǒ ǎƻƴǳƴŘŀ ƻǊǘŀȅŀ œƤƪŀƴ  
ȅŀȊƤƭƤ ƪŀƐƤǘ ǾŜ ƪŀƐƤǘƭŀǊŘƤǊΦ 
 !ȅǊƤŎŀ ƪƛǒƛƭŜǊƛƴ ƪŜƴŘƛƭŜǊƛƴŜ ŀƛǘ ƳŜƪǘǳǇ ǾŜ ƴƻǘƭŀǊƤ Řŀ ōƛǊŜǊ ƪŀƐƤǘ ǾŜȅŀ  
ǀȊŜƭ ōŜƭƎŜ ǎŀȅƤƭƳŀƪǘŀŘƤǊΦ 
 .ŀǒƪŀ ōƛǊ ŘŜȅƛǒƭŜ ōŜƭƎŜΣ ƎǀǊǸƭŜƴ ƘƛȊƳŜǘƭŜǊΣ ȅŀǇƤƭŀƴ ƛǒƭŜƳƭŜǊ ǾŜ  
ƘŀōŜǊƭŜǒƳŜƭŜǊ ǎƤǊŀǎƤƴŘŀ ǸǊŜǘƛƭŜƴ ƘŜǊ ǘǸǊƭǸ ȅŀȊƤƭƳƤǒΣ ōŀǎƤƭƳƤǒΣ  
ǊŜǎƳŜŘƛƭƳƛǒ ƪŀƐƤǘƭŀǊƤƴ ǾŜȅŀ ŘƛƧƛǘŀƭ ƪŀȅƤǘƭŀǊƤƴ ǘǸƳǸŘǸǊΦ 
 

¢eĸitli  belgeler 


