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OZET

Belge, bilginin kendi sistematigi icinde depolandidi yer olarak
tanimlanabilir. Ozel ve tlzel kisiler tarafindan Uretilen belgeler idari, hukuki,
ticari, mali, sosyal ve benzer diger alanlarda pek ¢ok konunun aydinlatiimasi
ve taleplerin yerine getiriimesi amaciyla kullanilirlar. Kurumlar ve kuruluglar
ise belgeyi bir is amaciyla Uretirler ve kullanirlar. Genel olarak belgelerin iki
temel 6zelligi vardir. Birincisi; resmi islemlerin baslatiimasi, ydratulmesi,
sonuglandiriilmasi kapsaminda, ikincisi ise degerli bilgilerin kaydedilmesi
asamasinda. Idari ve hukuki agidan ise tum faaliyetlere delil teskil etmesi ¢ok

onemlidir.

Belge yo6netimi; belgelerin tasarimlarindan baslayarak, uretilmeleri,
korunmalari, duzenlenmeleri, erisiimeleri ve tasfiyeleri gibi tum asamalarin
denetim altina alinmasini iceren yénetsel bir alandir. Kurum ve kurulusglarin,
hizmetlerinin kalitesi, belge yonetiminde gdsterdigi etkinlik ile dlgtlebilir. Ayni
zamanda onlarin ne kadar saglikh islediklerinin ve ne kadar seffaf eylemler
yaptiklarinin da géstergesidir. Bununla birlikte; her bir kurum ve kurulugun
kendilerine 6zgU idari yapilagsmalardan, yasal ve 6rfi zorunluluklardan,
kUltarel anlayiglardan ve vyapisal kalitelerinden kaynaklanan, sayisiz
cesitlilikte, farkli yéntemleri bulunabilmektedir. Bazen bu farkliliklar, ayni

kurum icindeki farkli birimlerde dahi gérulebilmektedir.

lletisim teknolojilerinde yasanan bas dénduriicti gelismeler, basili
belgelerden elektronik belgelere dogru ayni hizda bir degisimi beraberinde
getirmektedir. Bu surecte, basili belgeler kendi sistematigi icinde korunmaya
ve yobnetimeye devam edilmelidir. Gelecekte kullanilabilmeye ihtiyag
duyulabilecekler, dizenli olarak tespit edilmeli ve elektronik erigsime de

actimahdir.

Elektronik belgeler dnumuazdeki yillarin kaginilmaz belge unsuru

olacaktir. Sayisal ve dolagim orani agisindan basili belgelerden ¢ok fazla
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olup ve hizla da artmaya devam etmektedir. Bu kontrol edilemeyen sayisal

artis ve hiz; “elektronik belge yénetimi” tekniginin 6énemine igaret etmektedir.

Elektronik belge yoénetim sistemi (EBYS); belgelerin elektronik
ortamda Uretilmeleri, dizenlenmeleri, dagitilmalari, arsivienmeleri ve tasfiye
edilmeleri agsamalarini igeren; guvenlik sistemleri ile donatiimis ve surekli
yenilenebilen bir sistemler butinudur. EBYS kagida dayali eski aligkanliklari
ortadan kaldirmakta ve belge ydnetiminin yerini almaktadir. Belgelerin
Uretiminden imhasina kadar her asamasinda hizli, etkin, kolay ve ekonomik

kullanim kabiliyeti sunmaktadir.

Idare Merkezi Haberlesme Mudurliga Gelen Evrak Boélumd,
“Elektronik Dokiman Yoénetim Sistemi” (EDYS)'ne gecti; Giden Evrak
Bélumunun ise 2005 yilinda EDYS’ye gegcisi planlanmaktadir. EDYS aslinda
EBYS'nin ilk adimidir. Dunyadaki 6rnek merkez bankalarina baktigimizda ya

EBYS’ye ge¢cmis, ya da gegme asamasinda oldugu gérilmektedir.

Bu arastirma doért bélumden olusmaktadir. Birinci bdlimde belge,
belge tlrleri ve belge yénetimi konusu islenmis, ikinci bélimde elektronik
belge ydnetim sistemi bilesenleri incelenmig, Ucunct béliumde Turkiye
Cumhuriyet Merkez Bankasi uygulamalari tanitilmig, mevcut sorunlar ortaya
konulmus, dérdinct ve son boélimde caligsmanin sonucu ve Turkiye

Cumhuriyet Merkez Bankasi uygulamalarina yénelik éneriler yer almistir.

Anahtar Kelimeler: Belge, Belge Yonetimi, Elekironik Belge

Yonetim Sistemi.



ABSTRACT

A “record” can be defined as a place where knowledge is stored
within a certain systematic. Records produced by private and legal persons
are used in administrative, legal, commercial, financial, social and other
fields, to meet the demands. Organizations produce and use records for a
purpose. Records have two features in general. Firstly, they are used in
starting, carrying out and finalizing official procedures; secondly, they are
used for storing valuable information. From the administrative and legal

perspective, they constitute evidence for all activities.

Record Management (RM) is a managerial field encompassing the
control of all phases of production, protection, arrangement, access and
elimination of records. The service quality of institutions and agencies can be
measured by their efficiency in the field of records management. RM also
shows how robust these organizations function and how transparent they
are. Nevertheless, every institution or agency may have various different
methods, stemming from administrative structuring special to themselves,
legal and customary obligations, cultural understanding and structural quality.
Sometimes, these differences can even be observed in different departments

of the same organization.

Rapid developments in the field of communication technologies bring
together a similar rapid shift from printed records to electronic records.
During this process, printed records should continue to be protected and
managed within a certain systematic. Those that are likely to be referred in

the future should be determined regularly and made electronically accessible.

Electronic records will be indispensable elements of record keeping
over the coming years. There are abundant printed records numerically and

in terms of those in circulation, and they continue to increase rapidly. This



uncontrollable speed and numerical increase manifest the significance of the

“electronic record management” technique.

Electronic record management system (ERMS) is a continuously
renewable complete system, equipped with protection systems, including the
phases of production, arrangement, distribution, archiving, and destruction of
documents in the electronic environment. ERMS has been replacing
document management and eliminating the old habit of paperwork. It offers
rapid, effective, easy and economic use at every stage, from production to

the destruction of documents.

The Incoming Document Section of the Communication Department
has already adopted the electronic document management system (EDMS).
The Outgoing Document Section of the department has been planning to
adopt it in 2005. In fact, EDMS is the first step of ERMS. When we look at the
central banks over the world, they have either adopted ERMS or are on the

way of adopting it.

This research is made up of four parts. In the first part, records,
record types and record management are handled. In the second part, the
components of electronic record management system are analyzed. In the
third part, the applications and practices in the Central Bank of Turkey are
introduced and existing problems stated. In the fourth and last part, the
conclusion of the study and suggestions pertaining to the practices of the

Central Bank of Turkey are presented.

Keywords: Record, Record Management, Elektronic Record

Management System
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