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İnsan Kaynakları Daire Başkanlığı  
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Personel service Letter; 

It is requested through the 

Academic/Administrative service document form 

through EBYS. 

 

Document Final Approval Authority(Belge Son 

Onay Makamı) is marked on the 

DOCUMENT(Belge) section, and the Document 

Subject (Belge konusu) is specified as 'Service 

Letter'(Hizmet Belgesi). 

 

In the Additional metadata (Ek Üst Veri) section, 

the required information is filled in completely. 

DISTRIBUTION LIST;(Dağıtım Listesi) The 

Institution/Person list (Kurum/kişi listesi) section is 

selected to whichever authority the document will be 

delivered to. 

 

 If the authority to which the service 

letter will be issued is not clear, it can 

be arranged as the RELEVANT 

AUTHORITY.(İlgili makam) (Or to 

whom It May Concern.) 

 

The final control is created by making a Text Preview 

(Metin Önizleme). Save/send with or without e-

signature is applied. 

 

When the e-signature process of the document, which 

is tracked through Route Information, is completed, 

the document is downloaded or the document is 

delivered to the authority where it will be printed and 

given. 

 



 

 

 

 

 

HAZIRLAYAN 

 

KALİTE YETKİLİSİ 

 

İLGİLİ KİŞİ  
 

BİRİM YETKİLİSİ 
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Prof. Dr. Bahri ŞAHİN 
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