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·'ÉÒÉĥ

·"İÒÏ +ÁÖÒÁÍą ÖÅ "İÒÏ 4ÁÎąÍą

·"İÒÏ 4İÒÌÅÒÉ

·"İÒÏÌÁÒÄÁ -ÅÙÄÁÎÁ 'ÅÌÅÎ $ÅøÉĥÉÍÌÅÒ

·KÁøÄÁĥ "ÉÒ "İÒÏÎÕÎ 9ÁÐąÓą

·"İÒÏÎÕÎ &ÁÁÌÉÙÅÔ +ÏÎÕÌÁÒą

·"İÒÏ &ÁÁÌÉÙÅÔÌÅÒÉÎÉÎ vÚÅÌÌÉËÌÅÒÉ

·"İÒÏ &ÁÁÌÉÙÅÔ !ÌÁÎąÎÄÁ 'ĘÒÅÖ 9ÁÐÁÎ +ÉĥÉÌÅÒ

·"İÒÏ -ÅÍÕÒÉÙÅÔÉ 9ĘÎÔÅÍÌÅÒÉ
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.ǸǊƻ YŀǾǊŀƳƤ ǾŜ .ǸǊƻ ¢ŀƴƤƳƤ-1

·ȰBureauȱ &ÒÁÎÓąÚÃÁ ÂÉÒ 
ËÅÌÉÍÅȢ 4İÒËëÅ ËÁÒĥąÌąøą 
Ȱ"İÒÏȱ

·$ÁÎąĥÍÁ ÖÅ ËÁÙąÔ ÔÕÔÍÁ 
ÉĥÌÅÒÉÎÉÎ ÙİÒİÔİÌÄİøİ ÂÉÒ 
ÉĥÙÅÒÉ

·Bir kurumun idari 
ÉĥÌÅÒÉÎÉÎ ÙİÒİÔİÌÄİøİ ÙÅÒ

·9ĘÎÅÔÍÅ ÖÅ ÓÅËÒÅÔÅÒÌÉË 
ÉĥÌÅÒÉÎÉÎ ÙİÒİÔİÌÄİøİ ÖÅ 
ÙĘÎÅÔÉÍ ÉëÉÎ ÇÅÒÅËÌÉ 
veri/bilgilerin 
ÔÏÐÌÁÎÄąøąȟ ËÁÙąÔ ÁÌÔąÎÁ 
ÁÌąÎÁÒÁË ÙĘÎÅÔÉÍÉÎ 
ÈÉÚÍÅÔÉÎÅ ÓÕÎÕÌÄÕøÕ ÖÅ 
ÙĘÎÅÔÓÅÌ ÉĥÌÅÒÉÎ 
ÙÁÐąÌÄąøą ÂĘÌİÍÄİÒȢ 
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·"ÁÚą ËÕÒÕÌÕĥÌÁÒ ÂİÒÏ ÔÅÒÉÍÉÎÅ ȰÂĘÌİÍȟ ĥÕÂÅȟ ËąÓąÍȟ ÓÅÒÖÉÓȟ 
ÏÆÉÓȟ ËÁÌÅÍȟ ÙÁÚąÈÁÎÅȟ ëÁÌąĥÍÁ ÏÄÁÓąȟ ÉĥÙÅÒÉȱ ÇÉÂÉ 
ËÅÌÉÍÅÌÅÒ ËÕÌÌÁÎÍÁËÔÁÄąÒȢ ɉ!ÙÔİÒËȟ ÓȢΫΫɊ

·+ÏÍÐÌÅËÓ ÂÉÒ ÙÁÐąÄÁ ÏÌÁÎ ëÁÌąĥÍÁ ÈÁÙÁÔą ÓÏÎÕÃÕÎÄÁ ÂİÒÏÌÁÒȟ 
Ȱ"İÒÏ 9ĘÎÅÔÉÍÉȱ ÁÌÁÎąÎÄÁ ËÁÙÄÅÄÉÌÅÎ ÇÅÌÉĥÍÅÌÅÒ ÓÏÎÕÃÕÎÄÁ 
ȰÍÏÄÅÒÎ ÂİÒÏȱ ĥÅËÌÉÎÅ ÄĘÎİĥÍİĥÔİÒȢ -ÏÄÅÒÎ ÂİÒÏÌÁÒȟ ËÏÌÁÙȟ 
ëÁÂÕËȟ ÒÁÓÙÏÎÅÌ ÖÅ ÄİÚÅÎÌÉ ëÁÌąĥÍÁÙą ÓÁøÌÁÙÁÎȠ ÂİÔİÎ ÇÅÒÅËÌÉ 
ÔÅÓÉÓÁÔą ɉÁÒÁë-ÇÅÒÅëɊ ÉëÅÒÅÎ ÉÄÅÁÌ ÂÉÒ ëÁÌąĥÍÁ ÙÅÒÉ ɉ4ÏÐÁÌÏøÌÕȟ ÓȢΫβɊ

ÏÌÁÒÁË άΫȢ 9İÚÙąÌÄÁ ÙÅÒÌÅÒÉÎÉ ÁÌÍąĥÌÁÒÄąÒȢ 

·"Õ ĘÚÅÌÌÉËÌÅÒÉ ÉÌÅ ÄÅ ÓÁÄÅÃÅ ÅËÏÎÏÍÉË ËÕÒÕÌÕĥÌÁÒÄÁ ÄÅøÉÌȠ ÈÅÒ 
ÁÌÁÎÄÁ ÆÁÁÌÉÙÅÔ ÇĘÓÔÅÒÅÎ ĘÒÇİÔÌÅÒÄÅ ÙÅÒÌÅÒÉÎÉ ÁÌÍąĥÌÁÒÄąÒȢ

.ǸǊƻ YŀǾǊŀƳƤ ǾŜ .ǸǊƻ ¢ŀƴƤƳƤ-2
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¢ǸǊƪƛȅŜΩŘŜƪƛ .ǸǊƻ YŀǾǊŀƳƤƴƤƴ YƤǎŀ ¢ŀǊƛƘœŜǎƛ ǾŜ 
DŜƭƛǒƛƳƛ

·ΫγίΪȭÌÉ ÙąÌÌÁÒÁ ËÁÄÁÒ ȰĥÁÈąÓ ÆÉÒÍÁÌÁÒą ÖÅ ÉĥÈÁÎąȱ ÁÄą ÁÌÔąÎÄÁ 
ÔÁÎąÍÌÁÎÁÎ ÏÄÁÌÁÒÄÁ ÏÒÇÁÎÉÚÅ ÅÄÉÌÉÙÏÒÌÁÒÄąȢ (Tek bir odada firma 
sahibi ve sekreteri)

·ΫγΰΪȭÌą ÙąÌÌÁÒÄÁ ÁÉÌÅ ÉĥÌÅÔÍÅÌÅÒÉÎÉÎ ÇÅÌÉĥÍÅÓÉÎÅ ÐÁÒÁÌÅÌ ÏÌÁÒÁË 
ÂİÒÏÌÁÒ ÔÅË ÏÄÁÄÁÎ apartman dairelerine ÔÁĥąÎąÒ. (8-ίή ËÉĥÉ ÉÌÅ 
bir apartman dairesinde verilen hizmet)

·1970-ΫγβΪȭÌÉ ÙąÌÌÁÒÄÁ ÈÏÌÄÉÎÇÌÅÒ ÖÅ ĥÉÒËÅÔ ÔÏÐÌÕÌÕËÌÁÒą ÔÅË 
ÍÅÒËÅÚÄÅÎ ÙĘÎÅÔÉÌÍÅÙÅ ÂÁĥÌÁÙąÎÃÁ β-ΫΪ ËÉĥÉÌÉË ÂİÒÏÌÁÒȟ 8-10 
ËÁÔÌą ÂÉÎÁÌÁÒÁ ÔÁĥąÎÍÁÙÁ ÂÁĥÌÁÒȢ

·3ÏÎ ÙąÌÌÁÒÄÁ ÉÓÅȟ ΫΪΪΪȭÉÎ İÓÔİÎÄÅ ÉĥÇİÃİÎİ ÓąøÁÂÉÌÅÃÅË 20-25 
ËÁÔÌą ÐÌÁÚÁ ÂÉÎÁÌÁÒą ÉÌÅ ÂİÒÏÌÁÒ ÅËÏÎÏÍÉË ÆÁÁÌÉÙÅÔÌÅÒÉÎ 
İÒÅÔÉÌÍÅÓÉÎÄÅ ÅÔËÉÌÉ ÏÌÁÒÁË ÇĘÒÅÖ ÁÌÍÁÙÁ ÂÁĥÌÁÒȢ
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.ǸǊƻ TǒƭŜǊƛ bŜǊŜŘŜ ǾŜ YƛƳƭŜǊ ¢ŀǊŀŦƤƴŘŀƴ 
¸ŀǇƤƭƤǊΚ
·%Î İÓÔ ÙĘÎÅÔÉÃÉÄÅÎ ÅÎ ÁÌÔ ÄİÚÅÙÄÅ ëÁÌąĥÁÎ ÐÅÒÓÏÎÅÌÅ ËÁÄÁÒ ÈÅÒËÅÓȠ

·9ÁÚąĥÍÁÌÁÒąÎ ÙÁÐąÌÍÁÓą ɉ0ÁÐÅÒ×ÏÒËɊ

·$ÏÓÙÁÌÁÍÁ ÖÅ ÁÒĥÉÖÌÅÍÅ ɉ!ÒÃÈÉÖÉÎÇɊ

·Hesaplama (Calculating)

·Kaydetme (Saving)

·Kopyalama (Coping)

·dÌÅÔÉĥÉÍÉ ÓÁøÌÁÍÁ ɉ#ÏÍÍÕÎÉÃÁÔÉÎÇɊ

·Hizmet -ÉëÉ %øÉÔÉÍ ɉ4ÒÁÉÎÉÎÇɊ

ÅB¿rolardaki Personel Unvanlarē

ÅB¿ro Yºneticisi (Office Adminstrator)

ÅB¿ro M¿d¿r¿ (Office Manager)

ÅB¿ro Uzmanē (Office Expert)
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.ǸǊƻƭŀǊƤƴ TǒƭŜǾƭŜǊƛ

1- "ÉÌÇÉ 4ÏÐÌÁÎÍÁÓą (Collect of information )

2- Elde edilen bilgilerin analizi (Analyzeof ąÎÆÏÒÍÁÔÉÏÎ)

3- "ÉÌÇÉÎÉÎ ÉĥÌÅÖÓÅÌ ÈÁÌÅ ÇÅÔÉÒÉÌÍÅÓÉ (Function of 
Information)

4- dĥÌÅÖÓÅÌ "ÉÌÇÉÎÉÎ "ÉÌÇÉ (ÁÖÕÚÌÁÒąÎÄÁ $ÅÐÏÌÁÎÍÁÓą 
(Stroagingof fuctional information )

5- 9ĘÎÅÔÉÍÉÎ dÈÔÉÙÁÃą /ÌÁÎ "ÉÌÇÉÌÅÒÉÎ dÌÅÔÉÌÍÅÓÉ 
(Information transmitting to the managementlevel)
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1-.ƛƭƎƛ ¢ƻǇƭŀƴƳŀǎƤ 
(Collect of Information)

·vÒÇİÔİÎ ÉÈÔÉÙÁÃąÎÁ ÙĘÎÅÌÉË ÏÌÁÒÁË bilgilerin derlenmesi 
ÓÁÆÈÁÓąÄąÒȢ 

·vÒÎÅøÉÎȟ ÂÉÒ ÁÒÁĥÔąÒÍÁ ÓÏÎÕÃÕȟ ËÉÔÁÐȟ ÍÁËÁÌÅȟ ÒÁÐÏÒ ÇÉÂÉ 
ÙÁÚąÌÁÒȟ ÇÁÚÅÔÅÌÅÒȟ ÇĘÒÓÅÌ-ÉĥÉÔÓÅÌ ÉÌÅÔÉĥÉÍ ÁÒÁëÌÁÒą 
ɕÉÎÔÅÒÎÅÔȟ ÒÁÄÙÏȟ 46ɖȟ ÄİÚÅÎÌÅÎÅÎ ËÏÎÆÅÒÁÎÓ ÖÅ ÓÅÍÉÎÅÒ 
ÐÒÏÇÒÁÍÌÁÒąȟ ĘÒÇİÔÅ ÙÁÚąÌÁÎ ÄÉÌÅËëÅÌÅÒȟ ÄÏÌÄÕÒÕÌÁÎ 
formlar ve mektuplar ÂİÒÏÎÕÎ ÂÉÌÇÉ ÉÈÔÉÙÁÃąÎąÎ 
ËÁÒĥąÌÁÎÁÂÉÌÅÃÅøÉ ÅÎ ĘÎÅÍÌÉ ÂÉÌÇÉ ËÁÙÎÁËÌÁÒąÄąÒȢ (4ÏÐÁÌÏøÌÕ, s.19)

·!ËÔÁÒąÌÁÒÁË ÓĘÙÌÅÎÅÎÌÅÒ ɉÓĘÚÌİ ÉÌÅÔÉĥÉÍ ËÁÙÎÁËÌÁÒąɊ vÒÎÅøÉÎȟ 
ĘÒÇİÔ ÉëÉÎÄÅ ÖÅÒÉÌÅÎ Éĥ ÇĘÒÅÖÌÅÒÉÎÅ ÉÌÉĥËÉÎ ÃÅÖÁÐÌÁÒ
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2-Elde edilen bilgilerin analizi
¶dëve Äąĥkaynaklardan toplanan bilgiler, ĥÉÒËÅÔÉÎ
ÉÈÔÉÙÁëÌÁÒąÄÏøÒÕÌÔÕÓÕÎÄÁÓąÎąÆÌÁÎÄąÒąÌÁÒÁË
ÂİÒÏÌÁÒÄÁanaliz edilmektedir .

¶Bu analiz ÓąÒÁÓąÎÄÁÇĘÚĘÎİÎÄÅbulundurulan husus,
toplanan bilgilerin ĘÒÇİÔÉëÉÎne kadar gerekli
ÏÌÄÕøÕÄÕÒ.
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3-.ƛƭƎƛƴƛƴ ƛǒƭŜǾǎŜƭ ƘŀƭŜ ƎŜǘƛǊƛƭƳŜǎƛ

·"ÉÌÇÉÎÉÎ ÄİÚÅÎÌÅÎÍÅÓÉ ÏÌÁÒÁË ÉÆÁÄÅ ÅÄÉÌÅÎ ÂÕ ÁĥÁÍÁÄÁȟ 
sisteme giren bilginin ÁÎÌÁÍÌą ÓÏÎÕëÌÁÒÁ 
ÄĘÎİĥÔİÒİÌÍÅÓÉ ÉëÉÎ ÁĥÁøąÄÁËÉ ÉĥÌÅÍÌÅÒ ÙÁÐąÌąÒȢ 

·vÚÅÔÌÅÍÅ

·KÏøÁÌÔÍÁ

·Gruplama

·3ąÒÁÌÁÍÁ

·Hesaplama

·+ÁÒĥąÌÁĥÔąÒÍÁ
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4-TǒƭŜǾǎŜƭ .ƛƭƎƛƴƛƴ .ƛƭƎƛ IŀǾǳȊƭŀǊƤƴŘŀ 
5ŜǇƻƭŀƴƳŀǎƤ
·4ÏÐÌÁÎÁÎ ÂÉÌÇÉÌÅÒÉÎȟ ÙĘÎÅÔÉÍÉÎ ËÁÒÁÒÌÁÒąÎÄÁ ÅÔËÉÎ ÂÉÒ 
ĥÅËÉÌÄÅ ÔÅËÒÁÒÄÁÎ ËÕÌÌÁÎąÌÁÂÉÌÍÅÌÅÒÉ ÉëÉÎ  ÂÉÌÇÉ ÈÁÖÕÚÌÁÒąÎÄÁ 
depolama ɉÁÒĥÉÖÌÅÍÅɊ ÉĥÌÅÍÉÎÅ ÔÁÂÉ ÔÕÔÕÌÕÒÌÁÒȢ 

·vÒÇİÔ ÉëÉÎ ĘÎÅÍÌÉ ÂÉÌÇÉÌÅÒÉÎ ÄÅÐÏÌÁÎÄąøą ÈÁÖÕÚÄÁËÉ ÂÕ 
ÔİÒÄÅÎ ÂÉÌÇÉÌÅÒȟ İëİÎÃİ ÁĥÁÍÁÄÁËÉ ÉĥÌÅÍÌÅÒÄÅÎ ÓÏÎÒÁ 
ËÏÌÁÙÃÁ ÂÕÌÕÎÁÂÉÌÉÒÌÅÒȢ / ÎÅÄÅÎÌÅ ÅÒÉĥÉÌÍÅÌÅÒÉȟ ÁÎÌÁĥąÌÍÁÌÁÒą 
ËÏÌÁÙÄąÒȢ
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5-¸ǀƴŜǘƛƳƛƴ TƘǘƛȅŀŎƤ hƭŀƴ .ƛƭƎƛƭŜǊƛƴ 
TƭŜǘƛƭƳŜǎƛ
¶9ĘÎÅÔÉÍÉÎÉÈÔÉÙÁÃąolan bilginin iletilmesi, bilgi ÉĥÌÅÍÅ
ÓİÒÅÃÉÎÄÅÎsonra elde edilen ÉĥÌÅÖÓÅÌbilginin bilgi
ÈÁÖÕÚÌÁÒąÎÄÁsaklanmakta iken, ÙĘÎÅÔÉÍkarar verme
ÁĥÁÍÁÓąÎÄÁÉÈÔÉÙÁëÄÕÙÄÕøÕan tablolar, grafikler ve
metinler halinde raporlanarak ËÕÌÌÁÎąÍÁuygun bir
ÂÉëÉÍÄÅÙĘÎÅÔÉÍÅiletilmesiÉĥÌÅÍÉÄÉÒ(4ÏÐÁÌÏøÌÕ, +Ïëȟ2003:24).

·9ĘÎÅÔÉÃÉÌÅÒ ÉÈÔÉÙÁë ÄÕÙÄÕËÌÁÒą ÂÕ ÔİÒÄÅÎ ÂÉÌÇÉÌÅÒÉȟ ÙĘÎÅÔÓÅÌ 
ËÁÒÁÒÌÁÒÄÁ ËÕÌÌÁÎÍÁË İÚÅÒÅ ÔİËÅÔÍÅËÔÅÄÉÒÌÅÒȢ 
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B¿rolarda Bilgi Akēĸ 

S¿reci

Geri 

Besleme

Ham Bilgi Giriĸi

Bilgi Ķĸleme S¿reci

Ķĸlevsel Bilgi ¢ēkēĸē

Diĵer ¥rg¿tlerin 

Ķĸlevsel Bilgi 

Havuzu

¥rg¿t i­i iĸlevsel 

bilgi havuzu

Y

¥

N

E

T

Ķ

M

KARAR
13



.«wh ¢«w[9wT
·5ÚÍÁÎÌąË 'ÅÒÅËÔÉÒÅÎ (ÉÚÍÅÔÌÅÒÉ 3ÁøÌÁÙÁÎ dĥÙÅÒÉ ¤ÅËÌÉÎÄÅËÉ 
"İÒÏÌÁÒ

·vÚÅÌ dĥÌÅÔÍÅÌÅÒÅ !ÉÔ "İÒÏÌÁÒ
·­ÒÅÔÉÌÅÃÅË ÍÁÍÕÌÌÅÒÉÎ ÔÁÓÁÒÌÁÎÄąøą ÂİÒÏÌÁÒ

·­ÒÅÔÉÍ ÐÌÁÎÌÁÒąÎąÎ ÙÁÐąÌÄąøą ÂİÒÏÌÁÒ

·'ÅÒÅËÌÉ ÈÁÍÍÁÄÄÅ ÖÅ ÍÁÌÚÅÍÅÎÉÎ ÓÁÔąÎ ÁÌąÎÄąøą ÂİÒÏÌÁÒ

·0ÅÒÓÏÎÅÌÉÎ ÉĥÅ ÁÌąÎÍÁÓąȟ İÃÒÅÔÌÅÒÉÎÉÎ ĘÄÅÎÍÅÓÉȟ ËÏÎÔÒÏÌ ÅÄÉÌÍÅÓÉ 
ÉĥÌÅÍÌÅÒÉÎÉÎ ÙİÒİÔİÌÄİøİ ÂİÒÏÌÁÒ

·&ÉÎÁÎÓÍÁÎ ÆÁÁÌÉÙÅÔÌÅÒÉÎÉÎ ÙİÒİÔİÌÄİøİ ÂİÒÏÌÁÒ

·-ÕÈÁÓÅÂÅ ÖÅ ÓÔÏË ËÁÙąÔÌÁÒąÎąÎ ÔÕÔÕÌÄÕøÕ ÂİÒÏÌÁÒ

·Devlet Daireleri

·+ÁÍÕ (ÉÚÍÅÔ +ÕÒÕÍÌÁÒąÎąÎ "İÒÏÌÁÒą

·+ÁÒ !ÍÁÃą 'İÔÍÅÙÅÎ +ÕÒÕÌÕĥÌÁÒąÎ "İÒÏÌÁÒą
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Y[!{TY .«wh[!w
1. 5ÚÍÁÎÌąË !ÌÁÎÌÁÒąÎÁ 'ĘÒÅ "İÒÏÌÁÒ
· !ÖÕËÁÔÌąË ȟ .ÏÔÅÒÌÉËȟ -İĥÁÖÉÒÌÉËȟ -İÈÅÎÄÉÓÌÉËȟ %ÍÌÁË !ÌąÍ 3ÁÔąÍ 
ÂİÒÏÌÁÒą

2. Ait /ÌÄÕËÌÁÒąKurumlara 'ĘÒÅ"İÒÏÌÁÒ
¶ KamuɀvÚÅÌ

3. +ÕÒÕÌÕĥ!ÍÁëÌÁÒąÎÁ'ĘÒÅ"İÒÏÌÁÒ
¶ Hizmet İÒÅÔÍÅËÁÍÁÃąÙÌÁkurulan
¶ Kar eldeetmek ÉëÉÎȟ
¶ 9ÁĥÁÍÓÔÁÎÄÁÒÄąÎąÎve toplumsal ÄÅøÅÒÌÅÒÉÎËÏÒÕÎÍÁÓąÁÍÁÃąÙÌÁ
ÏÌÕĥÔÕÒÕÌÁÎÂİÒÏÌÁÒ

4. 9ÅÒÌÅĥÉÍ"ÉëÉÍÌÅÒÉÎÅ'ĘÒÅ"İÒÏÌÁÒ
¶ !ëąËɀ+ÁÐÁÌą- Hibrit
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