T.C.
ISTANBUL GELISiM UNIVERSITESIi REKTORLUGU
Insan Kaynaklar1 Daire Bagkanhg
Hizmet Belgesi Is Akasi (Ingilizce)

Personel service Letter;

It is requested through the
Academic/Administrative service document form

through EBYS.

Document Final Approval Authority(Belge Son
Onay Makami) 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 Ust Veri) section,
the required information is filled in completely.

DISTRIBUTION LIST;(Dagitim Listesi) The I the authority to which the service
letter will be issued is not clear, it can

Institution/Person list (Kurum/kisi listesi) section is
selected to whichever authority the document will be be arranged as the RELEVANT
AUTHORITY . (Ilgili makam) (Or to

delivered to.
whom It May Concern.)

The final control is created by making a Text Preview
(Metin Onizleme). 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.
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