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1. General Introduction

Background

The LOGO East programme is a national bilateral programme for strengthening local and regional
governments in Romania, Bulgaria, Turkey, Ukraine and Serbia through partnerships. The programme
provides a mechanism for exchange of local and regional government experiences between
Netherlands municipalities, provinces, water boards, public utility companies and their equivalent
counterparts in the target countries. It builds on the local government twining networks that already
exist between the Netherlands and the target countries, but also aims to initiate new “twinnings”.
LOGO East is financially supported by the Social Transformation Programme Central and Eastern
Europe (Matra) of the Netherlands Ministry of Foreign Affairs. The programme was launched in 2006
and the first phase of LOGO East finalizes end of 2007.

The main objective of LOGO East is to strengthen the capacity of local and regional governments in
the target countries by direct but decentralized cooperation. Per target country the interventions are
focussed on one theme. In Turkey all LOGO East activities focus on improving service provision.

A special focus within the Turkish programme is put on ‘social service provision’ and ‘waste
management’. A total number of 9 Dutch-Turkish “twinnings” cooperate within the programme LOGO
East, implementing a total of 11 projects.

The manual

Improvement of service provision in waste management is the subject of three LOGO-East Turkey
projects. Waste management is on the top of the list when it comes to improving the environment and
- last but not least - to the negotiations on the future membership of the European Union. Already quite
a lot of important work is done by both the national Turkish government and the municipalities in the
field of improving waste management. New environmental laws, like the new waste management law,
have been approved and are currently in the process of policy preparation and implementation in
many provinces, districts and municipalities. Many projects to improve waste management and
education and raise awareness among citizens started or are completed. The building of new
controlled landfills started all over Turkey. Also, new technologies on separate collection, recycling and
treatment of wastes, including new collection systems, are introduced. In many cases international
cooperation and funds from abroad proved to be very useful to enhance the process.

However, still a lot of very important work has to be done in the coming years. This is a huge, difficult,
but also challenging assignment for — especially - the Turkish municipalities. Therefore, VNG-
International wants to support this process by preparing this manual in good cooperation with the
partnerships mentioned below and the TBB. This manual is the result of knowledge sharing and
exchange of experiences and best practices between a number of Turkish and Dutch municipalities,
who cooperated in the field of improving waste management service provision.

The following “twinnings” cooperated on the following aspects of waste management:
e Denizli-Almelo: Waste management policy and implementation plan, including feasibility study
on Bio-gas abstraction from a controlled landfill;
o Emirdag-Haarlem: Waste management policy and implementation plan with special attention
to awareness raising and education;



o Fatih-Zoetermeer: Information and communication plan focusing on schoolchildren and
awareness raising.

The aim of this manual is to share these examples with other Turkish municipalities, who have to
prepare and implement the new waste management law according to the EU principles in the coming
years. Depending on the number of inhabitants of the municipality or village this process has to be
completed approximately between the years 2010 and 2014. Municipalities are convinced that this is
not only a duty, since it is written in the new Turkish waste management law, but that it is also in the
interest of their citizens, future generations and the environment.

The three above mentioned Turkish municipalities and their partners have shown that they were and
are able to change the current service provision in waste management by cooperation with all
stakeholders and interested partners. Not the available resources as money, staff expert capacity and
materials were the success factors in their projects, but the willingness to cooperate with all
stakeholders, interested partners and — last but not least — citizens to use each other’s know-how,
experiences and strong points. The participating partners also showed the willingness to start the
implementation of the new waste management policy by awareness raising among both their citizens
and staff members. Cooperation is the key-word in this type of change processes.

During the implementation of all three above mentioned projects interested stakeholders were involved
in the process of brainstorming, developing the policy and strategy and the process of implementation.
Those stakeholders are:

e Province (Environmental department);

o Districts (Education and health departments);

e NGO’s;
e Universities;
e Schools;

e Adult education institutions;

e Environmental Union of Municipalities;

e Public and private companies, like waste collection and recycling companies, consultants etc.
The process of brainstorming and the creation of involvement and support was realized successfully.

This manual provides useful know-how, experiences and best practices from the projects in the 3
Turkish pilot municipalities and — at the same time — options for waste management policy and
practice in all Turkish municipalities and villages. It is not a “blue-print” for waste management policy
and practice in all Turkish municipalities, but it offers examples and best practices that might be useful
for the specific situation in your own municipality.

In chapter 3 specific waste management issues are collected and described. In chapter 4 issues
closely related to both the preparation and the implementation of the waste management policy and
practice are discussed. The issues mentioned in chapter 4 are of crucial importance for the success of
the new service provision in waste management.



2. Process of preparing policy, strategy and implementation plan for changing
and improving service provision in waste management

Preparing a change in and - at the same time - improving the service in a specific field of interest in
your municipality will request a lot of commitment, capacity and finances. These are the main reasons
to prepare such a process in a proper way and to map all aspects before starting it.

First of all, changing the policy, strategy and daily practice of waste management in your municipality
is a long and difficult process. It is therefore important to keep in mind that the service provision will
not change from one day to the next, but gradually. Our first advise is: Take that time, especially in the
first phase of implementing the change and improvement process, in order to get a good and complete
overview on:

e What should be done / changed / improved?;

e Why? (Law , changes in society etc.);

e When should it be ready? (Terms are written in the by-law on waste management);

e Who will/can be our partners?;

¢  Who will be our stakeholders?;

e What should be done to inform and involve the Town Council and the citizens?
These are the Strategic so-called “W-questions”.

The following items should become clear after discussing the W-questions, like:

o New waste management law in Turkey;

e Changing situation in our/your society and the option of a future membership of the European
Union;

e The local government has to show more than before that the right things are done at the right
time and for the best price;

e Although the local government is not a private company, the efficiency, effectiveness and
transparency of the organization have to increase to gain and keep the confidence of the
citizens and the community;

e The citizens request more participation, information and communication.

After answering the so-called “W-questions” it is important to ask and answer the “How-questions”.

We are facing a process of changing and improving the policy, strategy and service provision in local
waste management. As has been mentioned before, it is a process, things will not change from one
day to the next. Furthermore, this type of process is not the target, it is only an instrument.

The process starts with showing your political willingness and courage to start the process of changing
the local government.

The second step is to show your the willingness to listen to the community (citizens, NGO's,
institutions and companies ) and their expectations regarding the local government . The municipality
should try to challenge and involve them in the process by inviting them to participate.

The next step is to get the support and cooperation of the Town Council;

Also on the level of the civil servants you have to show and support enthusiasm. It is important to
make it clear to both the Town Council and the civil servants that this is not a prestigious plan of the
mayor, but a serious matter that will positively effect the whole community.




The last step is to create an enthusiastic team. The head of the environmental and/or waste

management department will play a very important role in this part of the process. He could be the
chairman of the team.

Creating such a team also means that the members of the team will need:

Sufficient political support and confidence of the Mayor , Deputy-mayors and Town Council to
do their very important job;

Sufficient facilities, to do the job;

Realistic time-schedule for the process. A process needs time;

Support, involvement and cooperation of provincial departments like environment and forests,
district departments like education and health, NGO’s, universities, private companies,
consultants and - last but not least - interested citizens.

The main tasks of the team will be:

Investigating the present waste management policy and practice in the municipality, including
amounts, sorts and composition of wastes produced nowadays, collection systems and
frequencies, equipment, number of executives, waste treatment, costs and fees, etc;

Making a SWOT - analysis of the present situation;

Investigating the basic issues, like policy in waste management law, terms in by-laws etc.;
Preparing a proposal for the process with items like:

Activities;

- Time schedule;

- Reports to mayor and deputy-mayors (when and contents);
- Information and communication (Town Council, citizens);
- Citizen participation;
- Etc.
Investigating the issues and options for implementation of the new waste management policy
and practice, like:
- Prevention of waste production by awareness raising and education of both adults
and children;
- Separate collection and recycling of waste components. Start with the most
feasible ones like paper, metals, plastics, textiles etc. and introduce it step by step!
- Separate collection of bio-waste and production of compost. Start only if the
produced amounts are realistic and when the compost will be re-used.
- Separate collection and recycling of construction waste, like concrete and stone
materials;
- Separate collection and recycling or controlled storage of dangerous wastes like:
- Old batteries;
- Paints;
- Household chemicals;
- Old medicines;
- Used oils;
- Etc.
- Separate collection of hospital and medical waste and storage on a special site on
the controlled landfill;
- Separate collection of electrical and electronic equipment like: washing machines,



refrigerators, computers, TV’s etc. and recycling them;

Separate collection of old/used cars, car tyres etc. and recycling them;
Collection of the remaining - non-recyclable - waste and transporting it to the
controlled landfill;

- Abstraction of bio-gas from the landfill for re-use in household or companies;
Preparing proposals for both the policy, strategy and implementation plan.

It is clear that a lot of work has to be done. During this process, it is advised that the teams of different
municipalities in the district or province cooperate, in order to learn from each others know-how and
experience. It is a process of “learning by doing”.

Process in headlines :

Show your willingness to listen to the citizens, you can’t succeed without their support;
Show your political courage;
Get and try to keep the support and the cooperation of the Town Council;
Create an enthusiastic team;
Have an open mind;
Take initiatives. Don’t be afraid to make a mistake!
Be realistic in terms of:
- Time-schedule;
- Political expectations, change won'’t come overnight;
- Organisation / capacity;
- Cooperation of citizens etc.
Prepare and present a realistic plan and time-schedule;
Keep the Town Council involved and informed;
Keep your citizens informed;
Contacts with neighbouring municipalities and the district. Cooperation is the key-word here.
Perform the changes in your administration, organization, services etc. “Step by Step*
Last but not leas: Believe in what you are doing and show it to your citizens!




3. Waste Management Concept

In this chapter the main issues of a waste management concept will be presented and worked
out in headlines. First of all we will put some questions:

o What is a waste management concept?

e  Why should we prepare it?

e What is the base for the concept?

What is a waste management concept?

A waste management concept is a coherent activity plan in order to be able to realize the targets set in
waste management law. The sequence of the issues in the policy and its activities are related to the
importance of the activity and to the impact on the environment and saving raw materials and energy.
Therefore, the waste management concept will start with waste prevention and will end with landfilling
of non-recyclable waste.

Why should we prepare it?

Waste management makes clear to citizens, companies and your organization which activities have to
prepared and implemented in the process of improving and saving the environment, raw materials and
energy.

What is the base for the concept?

Of course, the new Turkish waste management law will be the basic document for this concept, but
also specific regional and local circumstances and decisions can influence the concept. For instance
the presence or absence of companies being able to recycle waste materials can influence the
introduction of this type of separate collection and recycling.

Headlines of a waste management concept for a municipality or village:
1. Waste prevention

2. Separate collection and recycling of waste components like:
e Paper and cardboard;

o Metals;
e Plastics;
o Textiles;
e Glass;

o FEtc.

3. Separate collection of bio-waste and production of compost and/or bio-gas;
4. Separate collection and re-use of construction and demolition wastes like:
e Concrete;

e Stone;
o Metals;
e Wood;
e Plastics;
o FEtc.
5. Separate collection and recycling and/or controlled storage of several types of dangerous
waste:

a) Dangerous waste from households like:
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b)

10.

e Used batteries;
e Used medicines;

e Paints;
e Used oils;
e FEtc.

Dangerous waste from shops/offices and companies like:

e Various chemical liquids;

e Industrial and (waste) water treatment sludges;

e FEtc.

Separate collection and recycling and/or controlled storage of hospital and medical wastes;
Separate collection and recycling of electrical waste like washing machines, refrigerators etc.
and electronic waste like computers, TV's etc. (WEEE);

Separate collection of used cars, used tyres, car batteries etc. and their recycling;

Regular collection of the remaining non-recyclable waste, transport to the transfer station and
transportation to the landfill;

Controlled landfill with aspects like:

e Technology;

¢ Investments, costs and fees;

¢ Control of the facilities;

e  Ownership and administration.

Next to the above mentioned typical “waste - items” in a waste management concept the following
items are very important and, maybe, of crucial importance in the process of both the preparation and
the implementation of the waste management concept. These items are:

1.

200N O A BN

11.
12.

0.

Creating / improving awareness by:

e Special education for both adults, students and children
¢ Information and communication

e Citizen participation

Municipal organization;

Management , staff and experts;

Finances / investments and fees;

Quality of the services;

Handling complaints;

Inter — municipal cooperation;

Public — private partnership;

Cooperation with NGO'’s;

Attention for changes in social position and labour conditions of scavengers and small-scale
recycling companies;

Ethics and integrity in waste management;

SWOT analysis.

These items will be further described in chapter 4 of this manual.

3.1 Waste Prevention

Main target: creating / improving awareness among adults, students and children on issues like:

What is waste?;
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e The influence of waste on health;

e The influence of waste on nature and environment;

e The necessity to change consumption and waste production;

e The ways to change consumption and prevent waste production.

By:

e Special education programmes for adults like housewives, teachers (training the trainer),
children in primary schools and students etc.;

e Projects like Eco - Kids, Eco - Teams and competitions among schools and/or children on
issues like: separate collection of paper, old batteries etc. and making drawings , paintings
etc. on environmental issues;

e Mosques, tea houses etc.;

o Military sites etc.

3.2 Separate collection of waste components and their recycling

e Paper and cardboard;

e Plastics;
e Metals;
e Glass;

e Textiles;

e Hazardous household wastes

The separate collection of these waste components should take place in both the city and in the
surrounding villages.

Note: Only start the separate collection of wastes when the recycling facilities are available!

Otherwise, the municipality will loose the confidence of its citizens. It is therefore advised to approach
the process “Step by Step.” This means: Only start the introduction of separate waste collection when
the recycling is guaranteed. On a short term the separate collection of paper, cardboard, textiles and
metals is feasible, since cooperation with paper producing companies using paper waste is possible.
In the near future the separate collection of plastics can become a feasible option. Cooperation with
private companies is the best solution since they own the facilities for recycling the waste components
and they have knowledge of the “market” for recycled products and goods.

Some examples in the municipality of Denizli

To enhance the results of the collection of recyclable waste 30 waste paper containers were allocated
throughout the municipal area. Waste paper collection was performed by the municipality. The paper
containers purchased within the waste investment project belong to the municipality. For the secure
sale of the collected materials, tendering is organized at certain intervals.

The separate collection of glass waste is realized with 47 depot glass containers allocated throughout
the municipal area. The collection is under the municipality’s responsibility, but is still conducted by the
glass factory vehicle and staff approximately every 3 weeks. The glass factory is also supported by the
municipal staff members. The glass containers are owned by the glass factory. The efficiency of the
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containers was monitored by the waste management department on a regular basis. When required

the placement of the containers was adjusted.

The results of the separate collection of glass and paper in the municipality of Denizli over the past
years are showed in the following two graphics. They provide an indication of the recyclable quantities.
In practice it always comes to a proper registration and interpretation of the separately collected
amounts of waste components. Especially when a private company will perform the collection and
transportation of the glass, paper etc. a very good description in the agreement on providing the
results of the collection and weighing of the collected glass and paper is necessary.
This requests full trust among the partners (municipality and private company) and an open

atmosphere in the cooperation.
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3.3 Separate collection of Bio-waste and compost or Bio-gas production
e Step by step approach! (see separate collection of wastes);
e Cooperation with private companies;
e Cooperation with other municipalities and province.
Note: Recycling this type of waste can only be done on a large scale, so cooperation is the key-word!

3.4 Separate collection of Construction and Demolition waste and recycling

e Concrete;

e Stone;

e Metals;
e Wood;

e Plastics;
o Etc.

These separate collected waste components can be recycled. For instance clean concrete and stone
can be used to build foundations for roads etc. Metals can be recycled and wood can either be
recycled or used in waste-to-energy systems for the production of electricity, steam bio-gas etc. It is
important to note that the word “clean” is underlined here. When the concrete and/or stone materials
are polluted with oils or chemicals etc., it can not be used for recycling in building foundations for
roads etc., since it will pollute the subsoil and the groundwater.

Also for these types of waste the conditions mentioned before are very useful:

e Step by step approach! (see separate collection of wastes);

e Cooperation with private companies;

e Cooperation with other municipalities and the province.
Especially the municipalities and the provinces will play a very important role in recycling these types
of waste, since they are the designers and principals of road building and reconstruction projects.
They will have to show they really want to use this type of valuable recycled material for the
(re)construction of their roads etc. It is important they set the example to make the recycling concrete
and stone a success!

Note: Recycling this type of waste only can be done on a large scale, so again cooperation is the key-
word.

3.5 Separate collection and recycling and/or controlled storage of several types of dangerous
wastes from households

For these types of waste attention has to be given to both the separate collection and the environment
friendly treatment of the wastes.

Separate collection
The way dangerous household waste can be collected separately, easily and safely depends on the
type of waste. For instance, used batteries can easily be collected by schoolchildren. In many
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municipalities some sort of competition is connected to the collection of batteries. By using special
boxes in schools, shops etc.(See picture) the collection can be safe and well organized.

%
Wwwetap.or?

Special collection box for used batteries in schools, shops etc.

Also on the streets the separate collection of batteries, plastics , metals and paper can be done in a
very effective way. The following picture below shows a special litter collection bin in the streets of the
city of Afyonkarahisar.

E -

BET ©3) PLASTIK ¢ &9 METAL

Other types of dangerous wastes like paints and old medicines can be collected separately in an easy
way by bringing them back to the shops and pharmacies where citizens have bought them. The
collected cans with paints and old medicines can be stored in special boxes. Of course, citizens will
have to be informed about this way of collecting dangerous types of waste. Since handling and sorting
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these types of dangerous waste is a job for experts, the involved managers, supervisors and
employees will need a special education and training. The boxes with the separately collected paints
and old medicines can be transported to the treatment plant by specialized companies using special
trucks to transport and store the boxes safely. The transportation can also be done by experts of
municipal and/or provincial environmental departments.

Environmental friendly treatment

The way dangerous household wastes are treated depends on their composition. Some sorts of
dangerous wastes, like batteries, paints, used oils etc. can be recycled. Other sorts of dangerous
wastes like chemicals will have to be burned in a special incinerator at a temperature of at least 1.000
degrees Celcius. We also produce dangerous wastes that can not be treated yet in a proper way.
They will have to be stored temporarily and in a safe way in a special built plant/stock. Sorting out this
types of waste is also a job for experts. This means that also some members of the staff who are
responsible for handling this type of waste will need a special education and training to do the job in a
proper and safe way. Since dealing with the treatment of dangerous waste is a specialized activity,
cooperation with public companies, like the waste management company ISTAC in Istanbul and/or
private companies is a very good option.

Dangerous industrial chemical wastes

First of all the producer of industrial chemicals is responsible for both the production of the waste, for
the collection and the final treatment. On the one hand, the municipality and/or province can provide
assistance and/or advise. On the other hand, the municipality checks the proper (temporary) storage
of the produced chemical wastes and the final treatment. Also in these cases, cooperation with public
or private companies with expertise in handling and treating chemical wastes offers a good solution.

Industrial sludges

Sludges of industrial plants can be stored in an area especially assigned for this purpose in a new
landfill, according to the requirements of the landfill operation. However, the sludge must comply with
the criteria required for water content and stability of the sludge according to the control regulations of
hazardous wastes. The industries must guarantee to always act according to these criteria and sign
the agreement. Sludge can be received on the landfill site in exchange of fees identified every year by
the municipal or union council.

3.6 Separate collection and recycling and/or controlled storage of hospital / medical wastes

For these types of waste both the separate collection and the environmental friendly treatment of the
wastes need attention. Furthermore, the tension that might arise from a clash between Islamic religion
and values and the incineration of parts of human bodies needs special attention.

Separate collection

Hospital and medical wastes are produced in hospitals and in health care centres with practices of
doctors, dentists, veterinarians etc. Besides hospital and medical waste, hospitals etc. also produce a
household type of waste. This household type of waste should be collected separately from the
medical and hospital wastes. The household type of waste can be treated like normal waste from
households.
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The typical hospital and medical wastes like injection needles, with blood and or bacterial infected
bandages, bacteriological contaminated samples for research, small parts of human bodies, etc.
should be carefully and safely collected separately, since those waste materials can be a huge threat
for the health of the doctors, nurses and laboratory experts, but also for the people of the waste
management department who are collecting the wastes and — last but not least — the vulnerable
patients.

Due to new insights on therapy-management of cytostatic drugs by intravenous way the attention on
the waste of these materials is increasing. These drugs and their packing materials cause hazardous
effects on people’s health and on the environment when it is not properly handled before, during and
after the therapy. Management of hospital / medical waste is expensive. On the one side it includes
the materials to be collected separately, the collection facilities like special boxes etc. and on the other
- most important - side it includes the health of the staff, personnel and patients. The policy of the
hospital-management has to be focused on risks:

e don’t harm the people involved;

o apply the right collection facilities for the separate collection;

e environmental aspects;
and on costs:

o of the collection facilities like special bins etc.

So it is a matter of Effectiveness versus Efficiency!

Therefore, a very clear procedure should be prepared and implemented in both the hospitals and the
health care centres. This procedure has to be introduced to the doctors, nurses and laboratory experts
and also the Facility department by special education and information. At the same time the special
collection boxes etc. have to be available for the users, before the participants start the education etc.
The education and provision of information has to be a continuous process since the procedure and/or
the collection boxes etc. could change.

An example of a procedure / internal hospital manual is presented below.

Kind of waste What is it Where to put in Collected by

household type of
waste

needles

glass depends on hospital use the right collecting | depends on hospital

cytostatic waste criteria material(s) organization

chemical waste

drugs

medical risk waste

human body parts

X-ray waste
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Some figures on hospital and medical wastes in the municipality of Denizli, including the organizations

producing the wastes.

MEDICAL WASTE AMOUNTS FROM ORGANISATIONS FOR 2006
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These figures only provide an indication of the amounts of medical and hospital wastes. They

especially show the variety of the producers.

Environmental friendly treatment

In most Western-European countries nowadays - according to the law - medical and hospital wastes
are collected separately in special plastic boxes. These boxes, for instance with injection needles, are
closed when they are full. They will not be opened again. The boxes will be stored in a special room
while waiting for transportation to a special treatment plant (See the following pictures).

Generally speaking there are three methods for treatment of hospital and medical wastes:

e Controlled storage on a landfill;
e Incineration in a special plant (Incineration temp. min. 1,000 C);
e Pyrolysis and gasification in a special plant (Process temp. 1,200 C).

In Holland the third method is used. For a population of approximately sixteen million people there is
one plant in the municipality of Dordrecht. All separately collected hospital and medical wastes are
transported to this plant with special collection trucks. Both the incineration and processing of hospital
and medical wastes are expensive treatment methods, because the plants require high investments.
Furthermore, the exploitation is also expensive, because the costs of maintenance and salaries of
employees, like special experts, are high. Especially in Islamic countries we have to take into account
whether it will be allowed - according to the Koran — to incinerate or gasify parts of human bodies, like
feet, legs, arms, internal body parts etc. being produced during surgeries. On the short and mid-term
(10 — 15 years) the most appropriate option will be to create a special area on the (new) controlled

landfill and to burry the medical and hospital wastes there.
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Special collection truck for hospital and medical waste. Source: ZAVIN The Netherlands

- - o e - . Z 4 e
Special plastic boxes containing hospital and medical waste on a belt in the treatment plant. Source:
ZAVIN The Netherlands

3.7 Separate collection and recycling of waste from electrical and electronic equipment (WEEE)

Waste from electrical and electronic equipment (WEEE) is a fast growing part of the waste produced
by both households, offices and companies. The composition of this type of waste shows both very
polluting components like gases in old refrigerators and very valuable components like different kinds
of metals. The composition of the WEEE and the fact that it is a fast growing types of waste make it
attractive to collect it separately and transport it to special companies to dismantle it. Dismantling this
type of wastes requires both special tools, equipment and — last but not least — safe and clean labour
conditions.

The stripped materials can either be recycled or treated as chemical wastes. Over 90% of WEEE can

be recycled. Special collection and payment/deposit systems have to be introduced before the process
of recycling can be started effectively. Please don’t export this type of wastes to very poor countries
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where poor people will dismantle the WEEE under unhealthy and dangerous labour conditions. That’s
not how we should recycle valuable materials.

3.8 Separate collection and recycling of old/used cars , tyres etc.

In fact the same reasons for and the same system of separate collection like for WEEE can be used
for used cars, old/used tyres, used oil from cars, used batteries etc. Also with this type of waste the
private sector can offer good options for the cooperation with the municipalities or union. Modern cars
can be recycled for more than 90%.

3.9 Regular collection of remaining non-recyclable waste, transfer and transportation to a
controlled landfill

Although the separate collection and recycling of all sorts of waste is the best solution to handle and
treat the produced wastes in our society, non-recyclable wastes will always remain. In many Turkish
municipalities and villages cooking and heating is still done with coal and wood. The produced ashes
can not yet be recycled and have to be collected regularly together with other non-recyclable wastes.

The term “regularly” means, according to the law, a minimum frequency:

e Taking into account the specific local situation, like temperature but also special economical
reasons like tourism, thermal resorts etc.;

e Taking into account the opportunities to use the different types of collection. For instance: Is
collection of garbage bags on the streets the most appropriate option or the usage of
containers with a capacity of 500 — 1,500 1.7?;

¢ A well-known frequency of collection is for example one time a day for smaller collection like
bins/bags, or one time a week for large containers. Citizens should be aware of the collection
frequency and its reliability.

In many municipalities the collected non-recyclable wastes will be transported to a local or regional
transfer station. The wastes will be weighed there in order to charge every municipality for the amount
of waste they bring to the transfer station and — from there — to the landfill. It also is an option to create
a special recycling yard on the area of the transfer station. Citizens will be enabled to bring their
wastes, like bulk waste, garden waste, and hazardous waste from households etc., at a time and day
that is convenient for them. Offering the citizens the opportunity to sort out their waste over several
containers also creates an additional way of separate collection and recycling. At the same time
citizens will become more aware of the necessity and extent of the separate collection and recycling
activities in a municipality.

From the transfer station the non-recyclable wastes will be transported to the landfill by means of large
carriers. In most provinces there will only be one new controlled landfill, so the transportation
distances will vary from a few kilometres to approximately seventy-five kilometres. In order to realize a
transportation system that is both reliable and able to guarantee continuity, it is of crucial importance
to arrange this type of transportation on a provincial scale and — maybe - in cooperation with a private
company.
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Reliability and continuity are very important issues when it comes to transportation over a long
distance since the capacity to store waste - temporarily - in the transfer station is very limited.
Especially in municipalities that have a lot of tourists in summer time, reliability and continuity are of
crucial importance.

Speaking of huge differences in the number of citizens over the year, a very interesting example is the
municipality of Emirdad. Normally some 20,000 citizens live in the municipality and the same number
in the surrounding villages. In summer time that number is approximately 120,000 due to the fact that
many Turkish people originating from Emirdag, but currently living in Belgium and Holland, return for
about six weeks to their home-city and relatives. This huge temporary growth of the population causes
a lot of extra demands on service provision in waste management. In those cases a reliable and
continuous collection and transportation system has to be available.

3.10 Controlled landfill

Before being able to start the discussion about building a new controlled landfill in a specific province,
large district or municipality, a lot of questions have to be put and answered. The first question that is
at stake is: What is your vision on the treatment of your waste?

Headlines of waste treatment vision for a municipality / district / province:
e Separate collection and recycling of all kinds of waste;
Producing compost and/or Bio-gas from Bio-waste;
Separate collection and re-use of construction and demolition wastes;
Building a (new) controlled landfill for non-recyclable wastes;
Building transfer stations/facilities for wastes to be transported from the municipalities and
villages to the landfill;
Organizing transportation from the transfer stations to the landfill;
Clear costs calculations, including the costs of transfer and transportation to the landfill.

Next to the above mentioned “waste” issues the following issues are also very important:
e Technology;
e |nvestments, costs and fees;
e Control;
e Ownership and administration.

Technology
The technology for building new controlled and environmentally friendly landfills in Turkey is based on

both the know-how and experiences with this new design in Western-European countries and on the
specific geological and hydrological circumstances in Turkey.

The most important items in the design of the landfill are:
e Protection of the subsoil and the groundwater, prevent pollution by waste and leachate water
in the landfill;
e Special impermeable membranes and drains protected by sand and stones are the basic
materials for the construction of the “floor” of the landfill;
e Abstraction of the bio-gases produced in the landfill during the digestion process;
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e Good procedures and conditions for the acceptance of the waste on the landfill;
e Well-organized control and maintenance of the landfill.

Note:

Designing a new controlled landfill is the job of experts in this field. Our advise is to involve those
experts — either private or public consultants — in the process of decision making and design in order
to avoid wasting time and money.

Also in the field of preparing, building and operating of the controlled landfill cooperation between
municipalities and the province is of crucial importance for getting the necessary positive decisions to
make the huge investments and for the success of an efficient and effective exploitation of the landfill
during a period of about 25 years.

The example in the Municipality of Denizli : Landfill Gas Exploitation

Methane gas abstraction has started at the new controlled landfill which is operating since 2003. There
are 3 gas collection pipes in the area of the landfill. For the methane gas to be abstracted by
appropriate technical methods, a mutual study with municipality of Almelo was set up. Within the
scope of the study representatives of the company COGAS - experienced in this field - conducted
research at the controlled landfill site in Denizli. A feasibility-study was carried out concerning the
applicability of the project. A time and work plan was prepared for the following steps and extended
with a summary of the feasibility-study.

Investments, costs and fees

For all kinds of local governmental service provisions, costs and fees seem almost more important
than (the level of) service provision itself. This is not surprising, since the citizens are fully aware of the
direct link between the services they need and get, and the fee they have to pay for it. Therefore it is
up to the mayor and deputy-mayor to explain to the citizens that the fees are reasonable for the level
of service the citizens receive. The participation of the citizens is vital, it is therefore important to win
their support.

The costs of investment in and exploitation of a new landfil have to be shared by several
municipalities in most cases. Good communication is therefore the key to succeed in this process. In
the following paragraphs we will try to present the headlines of the models and systems for the
investments, costs and fees in waste treatment.

Model for optimization and minimization of the costs of a landfill
The explained calculation model is an instrument to assist and support policy-makers in the process of

preparing and making their decisions.

The model is based on:
¢ Knowing the amounts of non-recyclable wastes (per year and in tonnes) in every municipality
in the province;
e The expected/estimated growth of the amounts of non-recyclable wastes over the next 10
years;
e The present and future composition / volume of the non-recyclable wastes;
e The costs of transfer in the municipalities;
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e The costs of transportation from the municipalities to the (new) controlled landfill.

The calculation model itself is rather simple. The following figures need to be collected:
e Costs of investments in the landfill per year;
e Costs of administration and control of the landfill per year;
e Costs of transferring the wastes in the municipalities: & Am./M. x Costs/ton
Note : Am./M. = Amount of non-recyclable wastes per municipality per year;
e Costs of transportation of the wastes from the municipalities to the landfill:
> Am./M. x Costs/ton. Km.
The 4 collected figures provide the total costs of exploitation in a specific year. These total costs
divided by the total amount (X Am./M.) of non-recyclable wastes in the specific year will provide
the ‘“integral costs” per ton for every participating municipality in the specific province of in a
specific year.

Note:

This way of calculating the ‘“integral costs” per ton has the benefit that all participating
municipalities in the landfill face the same costs and benefits ( Economy of scale ), independent of
their distance to the landfill and their amounts of non-recyclable wastes.In the annexed figure the
economy of scale is showed. Due to the political wish to strive for costs minimization, the amounts
of non-recyclable wastes to be handled every year should be somewhere between figures “3” and
“5” in the next graphic.The shape of the figure will have to be calculated, based on the specific
circumstances in the province and the municipalities.

Economy of scale in waste treatment
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Notes:

1. The green line in the upper graphic only provides an indicative relationship between the
“‘integral costs” per ton and the amounts of handled wastes. The graphic shows that
somewhere between the numbers “3” and “5” the optimum situation will be reached. In other
words the integral costs will be at a minimum level between the numbers “3” and “5”.

2. The mentioned figures are only examples. The real figures will have to be calculated on basis
of reliable information under the specific local circumstances, like investments, costs of labour,
transfer and transportation, etc

Control

Having a well-designed and constructed landfill is a very important starting point in the new waste
management treatment policy in a specific province. Having a well-organised control of the landfill is of
crucial importance for the success of the preventive technical measures being taken during the
process of design and construction of the landfill. If the control of the landfill might fail, the targets of
the waste management policy will not be realised and pollution of the environment will continue to be a
big threat in the future. An effective control-system for the exploitation of the landfill will be inevitable.

It will have to be ready and introduced to the managers, supervisors and employees on the landfill
before the actual use of the facilities can start.

Some headlines for an effective control-system:

e Make clear to all waste providers (municipalities, private companies etc.) what types of waste
will be accepted on the landfill and why. In most cases only non-recyclable types of waste and
hospital and medical wastes will be accepted,;

e Make clear to all waste providers what your conditions are for acceptance of the wastes, like
— Clear description of the origin, the composition etc.;

— Special acceptance forms will have to be designed!;
— The way the waste will have to be packed;

e Stick to the regulations in the control-system you have designed and introduced;

e Check whether your supervisors and employees also are sticking to the regulations in the
control-system and whether they do their job in a proper way;

e Security checks by night and during the weekend may be necessary.

Ownership and administration
Ownership and administration are always very interesting items in political-administrational
organizations like provinces and municipalities. The following questions are interesting to ask when it
comes to raising prices and/or shortage of budgets and/or environmental problems:
e Who is in the position to take the decisions about investments, facilities etc. on the landfill?;
e Who is in the position to take the decisions about, for instance, the price for landfilling one ton
of non-recyclable waste?;
e Who is accountable for the environmental and the financial results of the exploitation of the
landfill?
To avoid discussions and disagreements as much as possible it is of crucial importance to discuss
these issues during the process of preparing the first ideas/plans for a new landfill.

In some provinces in Turkey the governor played a very important role in this process by taking the
initiative to create a special Environmental Union of Municipalities. In the Emirdag — Haarlem project
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the role of this union has showed to be of importance especially when it comes to the interests
exceeding the borders of both the municipalities and the districts. The following issues have to clear
from the start in order to make close cooperation between the stakeholders in waste management
successful:

e Ownership of the landfill, the facilities like waste transfer stations etc.;

e Administration by an elected board of mayors, deputy-mayors and members of the town

council;

e Decision making processes, etc.
can be made very clear from the very beginning of the necessary very close cooperation between the
above mentioned partners in the Waste Management Treatment Policy in the specific Province

25



4 Important aspects in the process of Preparation and Implementation

4.1 Creating / improving awareness by:
4.1.1 Awareness raising and special education;
4.1.2 Information and communication;

4.1.3 Citizen participation;

4.1.1 Awareness raising and special education

Awareness raising, for who and about what?
e The mayor, deputy-mayors and Town Council: What problems are urgent for my citizens and
what resources can be spend?
e The managers, staff and experts: What problems and developments are important for waste
management policy and how to solve them optimally within the budget limits?
e The citizens: What services can they count on from the local government and what are they
expected to contribute, what happens with the contributions etc.?

All these questions are dealing with awareness of the surroundings, the problems of the communities,
the citizens and the options for improvement. This is also the frame for awareness about the costs of
public/ private services and goods. This awareness is relevant too for the (local) government, the
employees and the citizens.

The governing board / managers / employees:
Their involvement and awareness can be improved by:

e Cooperation in networks with citizens;

e Being active and visible for the citizens

e Participating in research;

e Exchanging expertise and knowledge;

e Translating policy into measurable results, quality and costs;

e Making the process visible in procedures and reports, for example in a citizen annual report,
which is obliged in The Netherlands. The mayor has to report every year to the Town Council
about the quality of service provision and the activities regarding tot citizen participation. It is
an instrument of communication and quality check.

e Stimulating managers to look for innovative improvements;

e Rewarding results;
e Participation in benchmarks and use results for continuing improvement.

For the citizens:
e Show them the results, and the consequences of certain choices;
e Ask them to participate / communicate;
e Do participative research at their homes to recognize the problems and their way of solving
them;
e Stimulate and facilitate empowerment of the citizens;
¢ Provide insight in the costs, and specify them (bills, licenses etc);
e Explain contributions and show the costs;
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o Differentiate contributions for services. In The Netherlands, for example, citizens pay
according to the amount of waste they produce. The more waste a household produces, the
more this household has to contribute financially to the collection of waste.

Preconditions

The assumption is that the awareness of costs is higher when the users can make choices and can
see the consequences of their choices. Important is that the (local) government has a vision about the
level of service provision to be reached and is willing to show transparency by giving good information
about quality, delivery, costs and processes. Information should be provided in an active, outreaching
way, using intermediates etc. A digital information counter can be a way to make information easy
accessible for citizens. Policymakers must be open minded and creative, so they can solve problems
in an innovative way. Users/ citizens must have possibilities to choose, alternatives.

Think about:
1.  What are your products ( information, advice, goods, services) en what are the costs?;
2. How do you achieve a customer-relationship/ a pay relationship?;
3. Show specified and commented / illustrated cost overviews and overviews of used services /
goods etc.;
4. Develop tools for self assessments of the citizen;
5. Communicate outreaching and in the language of the user.

Note: In local governmental service provision, several groups of citizens using the services provided
by the municipality can be distinguished. Citizens can use those services in different positions like:

e Being a private person;

e Being an owner of a company, shop or office;

e Being a member of a board of an institution, university etc;

e Being a member of a NGO;

e Etc.

In all these cases the “citizen” may expect a proper service provision from the municipality, since in a
lot of cases he/she will also have to pay for the provided services. And even when he/she does not
have to pay, the citizen may expect a proper service too, since the municipality is spending money
collected from the citizens by taxes, fees, contributions etc. So in all these cases the people in the
municipality will be called “citizen”.

Some practical advises
The municipality can/should take the initiative to start special awareness raising activities like :

e Special trainings / meeting for teachers in the elementary schools. Introducing a process of
“training the trainer” has shown to be very successful. By training - at least - one teacher in
every school the process of dissemination of awareness on environmental , waste and health
issues can be started in a very efficient and effective way;

e Special awareness meetings / trainings for groups adults like housewives. Why focusing on
the housewives? The main reason is that awareness of waste and its impact on health and
environment is very important in the households, especially when it comes to the separation of
household waste components.
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Besides these meetings, discussion and awareness raising meetings can be organised in the tea
houses , on military sites , in the Mosques etc. in order to create a better understanding of the
environmental and waste issues among the citizens and at the same time creating support for the
measures to be taken during the implementation process .

Awareness meeting /training for house-wives in the municipality of Emirdag

Preparing and implementing this special awareness raising and education process is not an issue only
regarding the municipality. Since the competences and responsibilities for education are in the hands
of the Kaymakam (district), it is of crucial importance to involve the district authorities and the
education department from the very beginning. In the district of Emirdag the cooperation between the
Kaymakam, the district department of education, the director of formal adult education, the NGO
TEMA and the municipality of Emirdag proved to be very successful in the field of awareness raising
and special education. Especially the meetings with the housewives and the “training the trainer”
sessions of the teachers of the primary schools have been very successful. Also NGO’s have a lot of
know-how and experience in making people aware on environmental issues like waste. So it always is
a very good idea to use that know-how and experience. In the chapter “Cooperation with NGO’s” we
will work out the conditions and the structure for both the organization and the competences and

responsibilities in that cooperation.

4.1.2 Information and communication
In local governmental service provision proper information for and communication with both the
citizens, companies, institutions, NGO'’s etc., is of crucial importance for the results. So the main
points of attention are:

¢ Information about at which desk provides which services;
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e Clear explanation of the provided services;

e Using the “language” of the citizens. So use your professional vocabulary only when it is
necessary;

e Clear brochures, website, etc., are very important. Please keep them up to date;

e Clear questionnaires;

e Try to use ICT connections with other departments, like the civil registration, in order to avoid
asking the same information from your citizens twice or more;

e Arrange a proper (ICT) connection between the front-office and the back-office in your
municipality or department.

Instruments for information and communication
e Brochures (focused on target groups like: families, restaurants , companies etc.);
o Posters;
e Local TV. Investigate how many people are watching it daily;
e Newspapers. Investigate how many people read them;
e Website of the municipality;
e Speakers all over the city area;
¢ Meetings in town and/or town hall;
e Internet cafés ;
e Theatres;
e Special Conferences;
e Mosques;
e School competitions;
e Etc.
It is important to prepare and implement a communication and information strategy and action plan.
The project of Fatih — Zoetermeer offers good example and is integrated in this manual.

Note: Every year on June 5 the Environmental Day will be held in Turkey. This is a good opportunity
for the municipalities and villages to present and discuss the shared vision on future waste
management with the citizens. Our advise: Use this opportunity.

4.1.3 Citizen participation
Citizen participation is a very important issue in a modern society. Citizens want to participate in the
process of preparing, implementing and monitoring the service provision of the municipality.
Furthermore, citizens can provide vital information to make this process a success, since they deal
with municipal service provision daily. In fact they are the “customers” or “clients” of the municipality.
After a process in the municipality of making both adults, students and children more aware of
environmental and waste issues by special awareness education, the municipal administration has to
be aware citizens will expect more involvement in the above mentioned process of policy making. In
fact, the municipal authorities should be very glad when this happens, since this will be the best
resultsof their awareness raising activities. It is impossible to convince all citizens to participate.
However, to reach high citizen participation it is first of all important that the political administration
shows that they are willing to handle their citizens and their input in a serious way. Main points of
attention are

e Clear procedure on citizen participation;

e |nvite them in a proper way and at a proper time;
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o Keep them informed;

o Keep the citizens involved by inviting and challenging them;

e Handle citizens in a proper way;

e Be glad with their participation and their ideas, proposals etc.

e Show you are glad with their participation;

e Share the results with them, also the bad ones, and explain why something went wrong.
Otherwise the municipality continuously will be “hunted” by the press and citizens to explain
why something went wrong, who is responsible etc. In practice it is far more realistic to show
that something can go wrong. Also show the society why it went wrong and — last but not least
— what you have done and/or are doing to avoid the same types of problems in the future.

4.2 Municipal organization

Organizing service provision in a municipal organization is not only, or let us say “not at all”’, a matter
of a proper organization of the municipal administration and departments. Of course, a clear
organization chart including clear responsibilities and competences are for all “players” in the
organization is important. However, organizing service provision in a proper way depends on qualified
and motivated staff and proper facilities like One-stop desks, ICT, information brochures etc. and most
of all on the culture in your organization. Are you really a citizen-oriented administration and
organization? A change in the culture of your organization will be of crucial importance for your future
service provision.

Organization of the municipality
A clear organization chart of the municipal administration and departments is very important, including
the responsibilities and competences of all the “players” in the field, like the mayor, the deputy-mayors,
the Town Council, the managers of the departments and — last but not least — the staff members and
executives. The responsibilities and needed competences for all positions in your organization have to
be clearly defined in order to avoid problems in service provision. These problems can deal with:
¢ Indistinct division of competences and responsibilities between the Political Administrators and
the departments;
e Indistinct division in the positions of the political administrators and the managers of the
departments;
e Questions like:
e Who is responsible for decision making about the service levels?
¢ Who has the competence to take the decisions about the individual service provision, like
social cash payments etc.?
So a clear vision and proper decisions on issues of responsibility and competences are very important
for a proper, and especially, reliable service provision .

Facilities
Without proper and contemporary facilities it is impossible to provide services to your citizens. Proper
facilities are:

¢ An office that can be visited by all citizens, so also by disabled people;

e A One Stop desk;

e Proper ICT and ICT connections with departments like civil registration etc.;

¢ Information materials;
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e Clear information about opening hours, costs of the services etc.

Culture in the municipal organization
In fact this is the most important / crucial issue in the service provision in your municipality. Proper
service provision will be influenced by the culture in your municipal organization. The culture in your

organization is the “conglomerate” of norms and values of the organization. The term “organization”
includes:

e Mayor, deputy-mayors, Town Council;

e Managers and Staff;

e Executives.
Therefore everybody contributes to the culture of your the municipal organization. This means:

e The municipality has to show it wants to be a client — oriented service provider;

e Political representatives and managers will have to show the way and will have to set the

examples.

If the culture in your municipal organization is not yet a client - oriented one, a process of change has
to start on short term in order to improve the service provision.
Changing the culture especially comes to:

e Setting the examples by political representatives and managers;

e Showing willingness to change;

e Training and coaching;

e Managers will have to discuss this issue with the staff and executives regularly;

e Clear procedures in case of structural “personal” problems in the change process.

Conclusions
The following points can be concluded from the items mentioned above:
e Making a municipal organization more client — oriented is a hard but challenging process;
o All “players” in the municipal field are very important;
e Changing the culture in the organization is the hardest part of the process and will take some
years;
It is of crucial importance for the success of the change process and for the future proper service
provision that the political representatives and the managers set a good example.

4.3 Management, staff and experts

In order to be able to provide the municipal services in a proper way the municipality will need well-
educated and experienced managers, staff and experts with a client-oriented attitude. In other words:
employees who understand that the main purpose of a municipality is to serve its citizens. Since our
society is changing day by day, of course the municipal organization changes too. This means that
sufficient time and money has to be spend to provide additional training and coaching for the
management, staff and experts. Not everyone is the same. This means that some of the managers
and civil servants might not be able to join the process of a change in your organization.

The town clerk and/or managers should try to assist them in the process of their personal change by
coaching them. If one of the managers or staff members shows unwillingness or is unable to
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cooperate in the implementation of the changes in your organization, it is important to be clear about
the consequences. The best solution would be to offer the person in question a different position or in
the worst case fire him or her. Not taking any steps will frustrate the change process and the citizens
might get disappointed about the service provision of the municipality.

4.4 Investments, costs and fees

Financing service provision in waste management

Insufficient budget and/or a lack of qualified or sufficient staff capacity are the main stumbling blocks
for sufficient and successful service provision. The main challenge is to try to find a creative approach
for financing the future service provision. The words ‘challenge’ and ‘creative’ are the key-words in
this process. It is a well-known saying that “Insufficient budget makes people creative to find the best
solutions”. That's also the main challenge for the local government (mayor, deputy-mayors, Town
Council and — last but not least - the civil servants). At the same time the local government has the
duty to clearly show the citizens, companies etc., that they have to pay for a certain level of service
provision.

Service provision comes with certain costs. In not all municipalities the mayors, deputy-mayors, Town
Council and civil servants are really aware of the costs of the services they are providing. It is
important to know the costs of the service provision in order to be able to finance the service provision
properly. The second basic information that is required is the amount of service provision that is
needed. So, how many tonnes of waste, how much separated and recycled waste etc. is expected
during a year? When this basic information is collected, it is possible to start calculating the necessary
budget and the staff capacity that is needed to serve the community in a proper way. Please see
below for the headlines of cost calculation and the conditions to finance the service provision.

Some headlines in cost calculation : “measuring is knowing”
Financing service provision has two sides:
e Calculating the costs;

e Charging the citizens / customers, companies etc., for the provided services.

First, we discuss the issue of calculating the costs, since that forms the basis for the decision making
process by the mayor and the Town Council. Especially, because it determines how much your
organization can charge the citizens / customers, companies etc., for the provided services.

In cost calculation there are two main different types of costs:
Direct costs :
e Executive personnel;
e Costs of investments in equipment like trucks etc.;
e Costs of using and maintenance of the equipment like trucks;
e Etc.

Indirect costs / overhead:
e Costs of management etc.;
e Costs of “supporting” departments;
e Etc.

32



When starting calculation of the costs it is important to calculate the “real” costs. The question is: What
are the “real” costs? “Real” costs are the results of a continuous process of registration and calculation
of the costs of the service provision. “Real” costs are:

¢ Related to time;

¢ Related to specific circumstances in your municipality;

o Related to service levels;

¢ Related to changes in efficiency and effectiveness.
Therefore, “real” costs are variable.

Calculating the “real” costs is one of the basic demands in the contemporary transparent local
governmental organization. Citizens increasingly expect their local government to show the real costs
of the services the municipality provides. Citizens pay for the services and therefore they want to be
sure that they are paying a realistic price. As a result, one of the biggest challenges for mayors and
deputy-mayors nowadays is to provide clear information about the real costs of the services to both
the Town Council and the citizens. For the Town council members information about the “real costs” of
the services is of crucial importance in the process of decision making on the fees etc. the citizens
have to pay for the services.

Calculating costs of service provision requests
A good overview over the service components, like:
e Personnel : Salaries;
e Facilities : Costs / investments;
e Trucks : Costs / investments;
e Buildings : Costs / investments;
e A good registration system;
e A good financial system with a clear budget per year.

Costs of personnel:

e Measure how much time is spent for one unit of service provision;

e What are the costs of one hour of labour?;

e Salary per year / net number of hours;

e Net number of spent hours is : 2080 minus holidays etc, : about 1700 hours per year.

Costs of facilities, buildings, trucks, roads, bridges etc.

e What is/was the investment budget?;

e What is the rate to be paid to the bank?;

e What is the expected technical / economical lifetime? These figures will provide you the yearly

costs of “writing off” per year;

e Costs of using the truck (fuel , tyres etc.);

e Costs of maintenance / damages etc.
The costs of investments (“writing off’ costs) and the costs of use provide you the total costs per year.
The total costs per year can provide you the costs per hour / day for trucks, facilities etc., if you know
the number of hours / days the facility is used.
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In the end:
Collect al the cost elements of one unit of service provision:

e Personnel YTL;
o Facilities YTL;
e Trucks YTL;
e Buildings YTL;
e Management etc. YTL;
e Etc. YTL +
e Total costs YTL

Be aware that this is only a calculation! For getting better and continuous insight in the costs of your
service provision you will have to register them and to work them out in your financial system.

Registration of the costs means that every staff member has to register his/her schedule of spending
time to provide the services. It also means that the “production” (services like collected number of
waste bins etc.) has to be measured and registered regularly.This information is vital for a good
calculation of the costs and contributes to a “transparent, efficient and effective municipality”.

Fees etc.
Charging citizens, companies etc. for the services provided by the municipality always is a matter to
be discussed and decided on by the municipal administration. It is up to the municipal administration to
decide how the citizens, companies etc., will be charged for the costs of the municipal services and
what part of the real costs they will have to pay. There are some options for charging the costs of
service provision:

e All services are paid from the general municipal budget;

e Citizens and companies only pay a part of the real costs of the provided services. In many

municipalities this is the first step on the way to raising - step by step - the fees to the full real

costs;

e Citizens and companies pay the full real costs;

e Citizens and companies pay according to their use of the provided services. An example is
weighing the produced amount of waste;

e In some cases the fees are determined by the national and/or provincial government.
Sometimes the municipality can add a so-called additional payment to cover the costs for the

municipality.

Next to the above presented options for charging the costs of service provision to citizens and
companies the municipal council can decide that citizens who can not afford paying the fees for
specific services, like waste collection, will not be charged for those fees for social reasons.

4.5 Quality of the services

For a good functioning of the service provision, now and in the future, it is important to know the level
of quality of the services that the Municipality is providing to its citizens, companies etc. The main
question is: “Is the municipality doing the right things at the right time and according to the promises /
expectations given to the citizens, companies etc? Trying to answer this question should be a
continuous activity since the municipality should do the utmost to serve its citizens best. So monitoring
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the quality of the service provision and - if necessary - changing the services on the basis of the
results of the monitoring process is a very interesting and contemporary tool of management.

In the process of improving service provision two elements can be distinguished:
¢ Monitoring the quality of the provided services;
e Improving the provided services, based on the results of the monitoring process.

In the monitoring process two steps can be distinguished:
e Measuring the quality of the services and the satisfaction of the citizens, companies, shop
owners, institutions etc;
e Judging the results of the measuring process.

Monitoring service provision
Main points of attention:
e Clear procedures on monitoring;
e Proper information for citizens on the way they will be involved;
e Show the results of the monitoring process;
e Discuss the changes in the service provision with the participating citizens.

Methods for measuring citizen satisfaction.

What is citizen satisfaction? One definition of citizen satisfaction is the degree in which the citizen is
satisfied in accordance with his or her expectations on service provision. It means that the
expectations of a person or a group, and regarding the product/ service can differ. Citizens have
contact and experiences at several moments during the whole process, for example before the service
is started, the delivery, during the use of the product/ service, when there are problems, and getting a
new product/ service.

Most organizations think the delivery of the product and the quality are most important, but also
important are: ‘expected quality’ (based on promotions, experiences, TV, recommendations), ‘personal
service’ (friendly, understanding, examining the real needs) and ‘feeling of control’ (citizen knows the
price, the frequency of service provision, parameters of the services). The difference between both
approaches is that product-related quality perception is based on output / results, and with the client
orientated approach the quality perception is based on the service during the whole process. The
similarity is that both products and services are a result of a complexity of processes. Actually, every
company is a service organization.

Product-related organizations often organize from an internal point of view: the internal process, the
need of means and knowledge, the production, and finally how can we sell it and who are the citizens.
Is that citizen-oriented? Or is this product-oriented? To get a better connection with the real
expectations and needs of the client, it is better to start from the client’s point of view.

Citizen-satisfaction model:
1. What is the need of our citizens?;

2. How client orientated is our organization?;
3. What are our services?;
4. Are the employees motivated and efficient?;
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5. Is the marketing citizen oriented (analyze the competitors, publicity and promotion)?;
6. Make it easy for your client to buy/ get your services (= not direct selling);

7. Service;

8. After ‘sale’ care, re-adjustment;

9. Measure the citizen satisfaction and the employee satisfaction;

10. Improve.

These should be ongoing activities.

Why is citizen satisfaction relevant?

When the citizens are not satisfied, they will no longer be your client. No clients, no business, and as a
result no legitimacy for existence. This is also the case for public services and public authorities. The
legitimacy for existence for public authorities is even more based on taking care of the needs of all
citizens. If a public authority cannot provide its citizens sufficiently, there will be no basis for support for
the governing board, their policy and the financial contributions by the citizens.

Satisfied citizens:

Legitimize your existence;

Continue buying/ using your services;

Are loyal,

Are using your services more often;

Are more willing to pay;

Give good references of your company/ organization;
Help you to optimise your organization

Measuring, reason or aim?

Why and what is measured depends on the aim. Citizen satisfaction is an indicator itself, it is a control-
mechanism of the employees etc. A client satisfaction research is more valuable when it is carried out

with an aim. Possible aims are:

Improve the critical performance indicators;

Strengthen customer ties (efficiency);

Optimise the service model (efficiency);

Improve effectiveness of the means of servicing (people and structures) In this case it's more
than marketing research, it's a managerial case with an implementation process, outside-
inside.

Methods for measuring

Periodic observations;

Interviews, online/ inquiry;

Customer loss rate (research at lost customers);
Mystery guest;

Panel/ citizens participation;

Citizen participation;

Complaint treatment;

Incidents.

Always measure frequently and cyclic.
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10 steps to improve citizen satisfaction

1. The experience of the citizen. Taking into account the experiences of the citizens in your
research aim is the first step to avoid the use of the facts and figures as the only instrument for
controlling;

2. What indicators are relevant for the citizen? What is the language of the citizen? Look from the
citizen’s point of view at the processes, the services and products;

3. Collect information (by one or several methods);

4. Arrange and analyze the information;

5. Transfer data in real information. This transfer can be the design of several scenarios, types of
citizens, nationalities etc.;

6. The search for patterns. Answer the question: Why did citizens choose to communicate this
information to your organization?;

7. Action! Improve the services based on the remarks of the citizens, implement corrective
actions, even change the internal organization if necessary;

8. Work in a different way if needed. Improve awareness,

9. Be quicker, better, more accessible etc;

10. A more effective model.

Some Don’ts en do’s

Don’t:
e Use citizen satisfaction as a marketing tool;
e Use it without a vision;
e Postpone until it is too late;
e Measure irregularly.

Do:
e Start today;
o  Priority: citizens first;
e Do it together with the employees, make them aware;
e Treat them as citizens too;
e Train them;
e Treat the citizens like you treat your employees;
e An ongoing process!

Inquiry on paper

pro contra

Less social wanted answers Respondent can fill out the form in a desired order
Cheapest method No accompaniment if he does not understand it

Can be extended Refer and ‘if answer’ is difficult

Possibility of input by more people No insight in non-response

Citizen orientated: citizen responds at the | Closed questions, not suitable for spontaneous reactions
moment he wants
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Face to face interview

pro

contra

Fast results

Short list of questions regarding the time of respondents

Cost/ quality proportion is o.k.

Some respondents do not want to be disturbed

Good insight of non-response

Some officials are difficult to catch

High rate of response

Need to work in the evening

Perfect medium for adequate quantity and quality

Interview by telephone

pro

contra

Fast results

Short list of questions regarding the time of respondents

Cost/ quality proportion is o.k.

Some respondents do not to be disturbed

Good insight of non-response

Some officials are difficult to catch

High rate of response

Need to work in the evening

Perfect medium for adequate quantity and quality

Online-research

pro contra
Relatively cheap Only internet users can be reached
Fast Assistance of the respondent is impossible

Respondent chooses the moment of action

A low rate of response

Possibility of sending reminders (e-mail)

Internet is a fast medium, no space for reflection

There are tools to generate and analyze the
results: real-time insight

Not appropriate for qualitative information

4.6 Handling complaints

Even though the service provision is focused on the prevention of complaints and the employees are
motivated to do their job well, mistakes are unavoidable and can result in complaints. When citizens
are complaining about the provided services, please take them seriously, pay attention to the
complaints, investigate what is wrong etc. The issue of handling complaints belongs to the “chain” of
service provision and is an important issue for your citizens. Some main points of attention are

mentioned below:

e Prepare a clear procedure for handling complaints. Note: The municipality of Bergama
together with their Dutch partner Alkmaar have prepared and implemented a LOGO-East
project dealing with a procedure for handling complaints. A summary of the results of the

project are added to this manual,
e  Stick to the procedure;

e Show that “Every complaint is a chance to improve the service provision”;
e Change procedures etc. in the organization in order to prevent / decrease the number of

complaints.
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4.7 Inter — municipal cooperation

Inter-municipal cooperation in waste management is a very important issue since almost no
municipality can solve the problems of separate waste collection, recycling and waste treatment
(landfill) on its own. Both the necessary scale of the plants, landfill etc. and the investments, costs and
risks are too big for one municipality. So also in this case, cooperation is the key-word! Only when a
municipality has more then approximately 300,000 — 400,000 inhabitants, it might be possible that a
municipality can arrange most of the waste recycling and treatment facilities on its own. However,
even in this case the importance of inter - municipal cooperation with smaller municipalities and
villages in a wider area than the area of the specific large municipality, needs to be taken into account.

Players and Co-players
Inter-municipal cooperation in waste management is just like in a football team; “Star-players are not
enough! We need team spirit among the players. The main players in inter — municipal cooperation

process are:
e Provinces;
e Districts;
e Municipalities and villages.

According to the law they are responsible for items like:
¢ Waste management policy, strategy and implementation;
e Health care related to waste management;
e Education and awareness raising;
¢ Waste treatment facilities (planning and realisation).

Some provinces have created a so-called Environmental Union of Municipalities. The union is
responsible for the preparation, design, realization, exploitation and administration of the waste
treatment facilities (landfill, transfer stations, etc.), and the logistical issues, like long distance
transportation of the waste to the landfill. The Board of these type of unions is formed by mayors and
members of the town council of the participating municipalities in the area of the specific province. In
this case also the Environmental Union of Municipalities is a very important player in the cooperation
process.

Of course, in the cooperation process the following important co-players need to be recognized:
e Universities;
¢ NGO’s, like TEMA and others;
e Private companies, like waste collection and/or recycling and treatment companies;
e Private consultants.

What are the fields of cooperation in waste management?
e Separate collection of several types of waste;
¢ Recycling of waste;
e Transfer of waste;
e Long distance transportation of waste;
¢ Administration of the facilities;
e Information and communication;
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e Awareness raising and environmental education.

Why is inter — municipal cooperation between all partners of crucial importance for the results and the
success of the implementation of the waste management law?

e Scale of most municipalities is far too small (less then 300,000 — 400.000 inh.);

e Better use of know-how and experience;

o Better use of facilities (lower costs and risks);

e Better continuity;

o Better flexibility;

o Better effectiveness;

o Better efficiency.

Concluding from the very positive results of this type of inter — municipal cooperation in the province of
Afyonkarahisar and others, this is a successful and fruitful concept for most Turkish municipalities. It is
advised to follow this example.

4.8 Public — private partnership

“A matter of using the best know-how, experience and opportunities of public and private partners in
the interest of the community ”

Public — private partnership is a rather new phenomena in the frequent cooperation between public
partners and private partners. In most cases the local governments nowadays have contracts with
private companies for the construction of infrastructure, the provision of special services etc. Also
special forms of cooperation like in operational lease etc. get more attention. However, in all these
cases the contracts are on a temporary basis. The responsibilities of the contractors and the products
to be delivered are clearly described in the contract. In the next paragraphs we try to show why public
— private partnership is a very interesting model for the local government.

What is public — private partnership?

The term PPP in fact already indicates very clearly the partnership between a public and a private
organization. The public partner is a local government or a district in most cases. The private partner
can be a private company, a consultant, an institution etc., depending on the targets the partners
wants to realize. Partnership in a PPP is more than only having a contract or agreement for the
delivery of goods or services. Partnership means that the partners both have the intention to realize a
special goal / project and have the confidence in each other to do this in good cooperation and with full
respect to each others role, responsibilities and competences in the process. Of course, the
partnership is arranged in a contract signed by both partners.

During the implementation of project both partners are expected to work together in an open
atmosphere. All partners share in the responsibilities and try to solve problems that may occur during
the implementation of the project together. Normally, the public partner focuses on the policy making,
the political and administrational aspects, like costs and fees. In fact, the public partner is the
conductor of the process. The private partner focused on the strategy and implementation of the
activity and the financial issues. However, as mentioned before, partners have to commit under all
conditions. They are both responsible for the final results. This means there will be a continuous
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cooperation and dialogue in order to prevent disturbances in the partnership. When problems occur
both partners are responsible to find a solution. This description shows the difference with a “normal”
contract situation.

Why can PPP be interesting for a local government?
There can be various reasons for a local government choose for public private partnership, like:
¢ Not having the specific staff capacity to do the job;
¢ Insufficient investment capacity to finance the project;
e The complexity of the project;
e The strict time-schedule;
e The political will to provide more opportunities for private initiatives.

Conditions for a public — private partnership
Some basic conditions for a fruitful and constructive PPP are mentioned below:
e Mutual confidence between the partners;
¢ Involvement of the partners, not only for their own specific part but for the whole project /
process;
e Full commitment to the cooperation in a public — private partnership model;
e Acceptance of the roles and responsibilities of the partners;
e Price — quality awareness on the municipal level,
e Complete overview of the planned activities;
e Aclear and complete agreement / contract.

Being a partner in a public — private partnership also means that the partners have to show the interest
and spend sufficient time to make the PPP a success. Also in this case, political representatives and
managers will have to set the example and show their willingness.

The contract
As is mentioned before, the contract between the partners in the PPP should be very clear and
complete. It can be compared to a football team, you are playing the match together and you can not
change the rules while playing. Since the cooperation in a PPP lasts several years, the partnership
has to be prepared and arranged in a proper way. Finally, the contract has to be signed by the
partners. In the contract at least the following issues have to be arranged:

e The roles, responsibilities and competences of the partners;

e The goals of the partnership;

e The policy to realize the goals;

e Clear and complete description of the activities;

¢ Costs and investments and the way to calculate the costs;

e Ownership of the equipment, facilities etc., end of the partnership and costs;

e The monthly reports of the partners. What items and figures should be in those reports;

e Who will be in charge of the cooperation;

e Who will be the managers in the daily operational activities;

e The regular meetings on different levels, the participants, the issues to be discussed, the

chairmen, reports etc.;
e The special budget meetings;
e What has to be done in case of unforeseen problems;
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¢ What has to be done when partners are disagreeing on something;
¢ What to do in case of bankruptcy?

Making a good contract means that time and money has to be spend to make it successful. It will be
worthwhile!

Advantages of public — private partnership
e Local government can stick to its “core-business” / strong points;
e Using the strong points of the partners;
e Flexibility in time, staff capacity etc.;
e Finance / investments;
e Maximum involvement on policy making level,
¢ No concern for operational activities;
e Transparency in costs, results etc.;
e Access to the expertise, equipment etc. of the private partner;
¢ More influence on the quality of the project / products and the process.

Disadvantages of public — partnership
e Loss of know-how and experience in your own municipal departments;
e Huge problems may occur if sufficient confidence among the partners disappears;
¢ Huge problems may occur when the contract is not clear or complete.

Conclusions

Overlooking the description of a PPP model the conclusion is that this model can offer quite a lot of
advantages for municipalities. Especially, when we look at the advantages of the PPP, like core-
business, know-how and experience, investments and quality of the project the benefits for the local
government, PPP can be very interesting. Of course, the decision is up to the municipality itself.
Political visions / reasons and the “fear” to be put under pressure by the private partner can play a very
important role in the decision making process. Being a partner in a PPP means you have to invest in
time and attention to make the PPP a success!

4.9 Cooperation with NGO’s

A non-governmental organization (NGO) is a non-profit, voluntary citizens' group which is organized
on a local, national or international level. Task-oriented and driven by people with a common interest,
NGO’s perform a variety of services and humanitarian functions, voices citizen concerns to
governments, advocate and monitor policies and encourage political participation through provision of
information. Some NGO'’s are organized around specific issues, such as human rights, environment or
health.

There are also small NGO’s, commercial associations, legal institutions, research, environmental and
trade organizations, agencies that promote fair elections and civil rights, businesses, finance and
management associations, organizations that protect copyrights and intellectual property,
organizations that promote energy efficiency, human rights groups, and organizations seeking to
combat international organized crime, to name just a few. In wider usage, the term NGO can be
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applied to any non-profit organization which is independent from the government: not a part of the
“governmental structure.”

Some NGO'’s provide analyses and expertise, serve as early warning mechanisms and help to monitor
and implement international agreements. Although the NGO sector has become increasingly
professionalized over the last two decades, principles of altruism and voluntarism remain key defining
characteristics. NGOs are not for profit. So can they make profits? Yes. This would be called surplus
and not profit. Like companies, which can distribute profits in the form of dividends, NGOs can not
distribute their surplus.

Social sector professionals define the different NGO’s as follows:
e NPOs or Not for Profit;
e VOs or Voluntary Organizations;
e CSOs or Civil Society Organizations;
e CBOs or Community Based Organizations;
e Charitable Organizations;
e Third Sector Organisations (The other two sectors are state and the market).

Is cooperation with NGQO’s necessary?
Please take the following questions and remarks into consideration in your own situation/ municipality:
e What is the need of cooperating with NGO’s? NGO’s represent interests and needs of
(vulnerable) citizens;
e How to make a complete service package for individual needs;
e Municipalities can’t do it alone;
e Municipalities don’t have enough power to force participation of unwilling partners;
e Cooperation is based on equivalence and acceptance of interdependence;
e How to get in contact with citizens and municipalities, speak the language of the citizens and
intermediate?;
e How to empower the citizens?
e How to get support for the local policy (on service provision)?;

. How to get involvement of several organizations in a chain of vision, people, policy,
processes etc. to solve problems of the citizens?

The legitimacy for the municipality is an adequate service provision for (vulnerable) citizens. To give
the right services, it is important to know the needs of the citizens, communicate and discuss with the
target groups etc frequently. There are several organizations and networks which represent the
interests of a diversity of target groups in society. Nevertheless, there is not one organization or
network that represents all interests. For complicated needs, more players must come together, to
provide the right services. Therefore, good coordination is of utmost importance. To strengthen the
position of the municipalities, there lies a very important role for coordinating and facilitating the
cooperation of the participants.

Coordination with partners is necessary on the 3 following levels:
1. Executive level; service provision to the citizen/ a target group;
2. Chain level; between organizations with a common civil task, and are willing to bring in time,
money, capacity and knowledge;
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3. Policy and administrative level for good preconditions and to support the two other levels.

Research needs of citizens

To get a good insight of the needs of the citizens it is necessary to do research. This can be done by
interviews, inquiries, but also by data-analyses and demographic developments. Sources of
information can also be panel/ clients participation, citizen participation, handling complaints, incidents.

The process of cooperation with NGO'’s

Start with the legal frames and conditions, the needs of the citizens or target groups, and the flow of
‘clients/ citizens’, so you can define and search the right partners in service provision. Make an
inventory of the organizations involved with the target group regarding their problems and services.
Probably you already work with partners. Consider how this relationship works for you. Is it adequate,
energizing, efficient en effective? Do you have enough and relevant information to answer these
questions?

As initiator of the cooperation process, you invite the (potential) partners, as well public as private and
NGO’s and entrepreneurs. The next step is to make an inventory of their capacities, possible
contribution of services, (financial) possibilities and interests. The goal is the availability of a coherent
municipal service provision.

Sometimes it is better to define common goals and vision/ targets with the main partners before
extending to a broader range of partners. It is easier to reach an agreement with about 3-5 partners,
than with 20 or even more.

When there is an insight in the intentions, possibilities and overall service concept, this information can
be added in an (overall) implementation plan (why, what, when, how, who and where), which forms the
basis for a decision to execute the plan. We recommend to add an overall implementation plan to the
decision document, because when there is no agreement and commitment for the means, finances,
capacity and project leader/ responsible moderator, implementation can not be realized.

After a positive decision contract can be defined (We refer to the chapter regarding public-private
partnership). The level of ambitions, goals and equivalence of the cooperation are relevant for the
legal construction. In the implementation period aspects as finances, responsibilities, performance
indicators, communication, information and the processes are specified.

Of crucial importance is a clear ownership of the process. Someone has to be responsible for the
process and the results. Due to the legal framework this responsibility belongs to the municipality. If
wanted / necessary responsibilities can be shared or mandated to other organizations. But in the end
it is the final responsibility of the municipality!
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IMunicipalities NGO'’s

Controller Executor and communicator results

Chain conductor Partner in one or more parts of service
provision

Strategic choice-maker Supplier of input and co-producer strategy-
plan

Final responsibility for the results Responsible for (parts of) results (contract)

[IModerator Partner

The moderator is concerned with the common interests and goals. He has to conduct the process and
the tensions between the common and the individual interests.

An example
Especially in the LOGO-East Project Emirdag — Haarlem we had a fruitful and constructive

cooperation between the municipality, the district, the university and the NGO TEMA. TEMA has been
and still is a very important player in awareness raising processes, information and communication
etc. regarding environmental issues all over Turkey and also in the municipality of Emirdag. In a lot of
cases TEMA has been challenging and criticizing the municipality on several environmental issues.
That's the “natural” role of the NGO. However, when it comes to cooperation with both the municipality
and other partners in a project, the roles of all partners must be clear. Next to that, all partners will
have to stick to that role, otherwise the project will collapse. Therefore in the Emirdag — Haarlem
project TEMA had to act according to their role in the LOGO East Project.

In Emirdag the municipality was responsible for the LOGO-East Project, the results, budget and
leading the project. This meant that Emirdag decided what role the co-partners should play in the
project. It was up to the "co-partners" to decide whether they were willing and able to accept the
conditions set by the municipality. Under the "umbrella" of the project, the municipality was the leading
partner and not TEMA or the head of the educational department. Both TEMA, the educational and the
health departments of the district and the university have played important roles.

The Municipality decided which procedures should be used under the umbrella when it comes to
making appointments, preparing proposals etc. Of course, at the same time the "co-partners" like
TEMA , the educational and the health departments etc. continued to play their very important roles
outside the LOGO-East Project. In that position, for instance, TEMA could criticize the municipality or
the province on special environmental issues, since this also is a part of their very important role in the
society. But under the "umbrella" of the LOGO-East Project TEMA had to behave like a reliable co-
partner for all other (co-)partners in the project. TEMA "could not play the first violin", but they had to
accept that the municipality was the project leader.

As you can imagine this type of “role discussions” in a project framework costs a lot of time. However,

it is not only necessary, but most of all it is worthwhile for the future and the final results of the project.
In the Emirdag — Haarlem LOGO-East Project these appointments showed to be of crucial importance
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for the future and the results of the project. The way the municipality of Emirdag, the district and TEMA
have organized the project and their cooperation provide a very good example for other municipalities
in Turkey.

Some remaining issues

Control tools: vision, strategic plans, SMART criteria, subsidies, monitoring tools, output financing,
contracts, information, interaction, consultation with the partners.

Note : SMART means :
e Sustainable;
e Measurable;
e Achievable;
e Reasonabile;
o Time.

Problems to overcome :

e Sustainability (changing participating persons, volunteers). NGO’s often operate with
volunteers, who are only active within the organization for a limited amount of time. New
investments on new relationships must be made, knowledge disappears. Therefore, it is
important to preserve knowledge in organizations and persons and to make agreements
independent of persons. (reports, contracts, agreements)

e Professionalism: For the same reason training, teaching and providing knowledge is an
ongoing activity;

e Legal aspects: NGO’s have other legal frameworks and responsibilities than a municipality. Be
aware of this and pay attention to this aspect;

e Level of interests: Be aware of the interest of the different participants and the levels
(executive, chain and policy- level);

e Convince the policymakers of the benefits of joined actions vs. the efforts of coordination;

e Fear for changes, loss of status and jobs.

Show the gains and the common results and provide clear information about the process right from the
start. Involve the participants and communicate early in the process to help participants find a new
perspective regarding the cooperation.

4.10 Attention for changes in social position and labour conditions of the informal sector
(waste-pickers, scavengers and small-scale recycling companies)

During the negotiations on changing the waste management policy and practice in the near future we
should be aware that in the present situation quite a lot of people are working in the so-called “informal
sector”, being the people working on the uncontrolled landfills, in the streets and in the small-scale
recycling companies settled in almost every municipality. All these people in the “informal sector” earn
the money with these activities they need for their families. They sort out all kinds of waste materials
like:

e Plastics;

o Metals;

e Paper and cardboard;
o Textiles;
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e Etc.

In most cases they work and — sometimes — they also live together with their families on landfill sites
under poor health conditions with a lack of water, electricity etc. They sell the selected materials to
small-scale companies. Those companies sell the materials again to large recycling companies
owning the facilities and/or plants for recycling or re-use. Also in the streets of the municipalities
scavengers are doing the same job, but — in many cases — under better conditions.

From research done by the World Bank it can be concluded that this way of recycling waste materials
is very important, even though the working conditions are bad. From this World Bank research it
becomes clear that:
e Some 50% of the recyclable waste materials are collected by the “informal sector”;
e The workers in the “informal sector” earn an income above the minimum income per capita
per year;
e The workers in the “informal sector” prefer their independent status instead of a regular job in
the municipal or private service;
e The costs of the recycling by the “informal sector” are very low compared with the costs of a
regular separate collection system in the municipalities.

The results of the World Bank research clearly show, that changes in waste management policy and
practice, like separate collection of paper, plastics, metals, textiles, glass etc. will have a huge impact
on the opportunity of the people working in the “informal sector” to earn their income in the near future.
This means that the planned changes in the waste collection system should be discussed in a very
early stage with the “informal sector” in order to avoid both huge social problems and to avoid
frustration with the new separate collection and recycling system of the scavengers and their families.
Therefore, meeting each other and making clear appointments about their future role in the new waste
management policy and practice is of crucial importance for the success and the ongoing of the
separate collection and recycling. Inviting and involving them in this new way of recycling will be the
only realistic option.

Municipalities should try to avoid at the utmost that workers in the “informal sector” will get serious
problems or — in the worst case — even will die due to the lack of possibilities to earn the necessary
income for their families. Otherwise, the mayor, deputy-mayor and town council will face huge
problems in the community. So prevention and cooperation also are very important in the relationship
with the workers in the “informal sector”.

4.11 Ethics and integrity in waste management

In this chapter we will try to present the headlines of ethics and integrity in local government:
e What is integrity in local government?;
e Why is it an important issue?;
¢ Some key-elements in ethics and integrity;
e The role of the mayor, deputy-mayors, town clerk and managers.
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Maybe you will be surprised about this issue in this manual. What is the relationship between the issue
of waste management and ethics and integrity in local government? And why is this an important issue
for this manual?

There is not a real contradiction between local government and integrity. On the one hand, the local
government is the institution that is elected once every four years and is given full support and
confidence of the citizens. Integrity is a bounding and clearing issue with a very high value for society.
Local government and integrity are very closely related to each other while handling the interests of
the citizens and the community. Of course, integrity is not only related to the local government
administration and organization. In fact, all public and private organizations have to be dealt with
integrity. Since we are dealing with local government and — especially — with waste management in
this manual we will present you: Ethics and integrity in local government.

What is Integrity?

It is an attitude in your behaviour and position. It is showing your reliability as a private person and in
your position as a mayor, deputy-mayor, town clerk, manager and expert in a specific field. It also
shows the way you are handling your reliability in your position. In our opinion, integrity in local
government is a very important issue indeed.

Why is it an important issue?

It is important because citizens, companies and - last but not least - the Town Council expect the
municipal administration and organization to implement and perform competences and responsibilities
in all kinds of fields on the local level in a proper way. This means that:

e You or your department / company have act as you have promised;

e You will have to stick to the rules of the law and the by-laws, regulations and decisions of the
Town Council;

e You and your co-workers have to handle the fields of interest with care and be trained to
perform the duties in a proper way. For instance, don't put separately collected waste
components in the same truck. Citizens will never understand this and they will not believe
that the duties are performed properly;

e Handle citizens, NGO's etc. in a serious and fair way;

e Show the results of your performance to the citizens, the press, the companies and the town

council;

e You and your co-workers will not be allowed to accept any presents, goods, services and/or
money from any citizen or company and/or - for instance - take separately collected materials
and bring them to their private home and/or second hand or recycling shops;

e The mayor, deputy-mayor, managers and experts on all levels have a crucial influence on the
integrity process in the organization, since they set the example for the norms and values.
Please be aware of that enormous responsibility;

e Create an open atmosphere in the organization;

e Be honest when something went wrong. Report and tell it to the mayor and/or responsible
deputy-mayor, in order that he/she can inform the Town Council. Otherwise the press will
combat and beat you.

These are only some general remarks and examples on integrity.
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Of course every country has its own culture and habits in this field, but one good advise is always true:
When you are the mayor, deputy-mayor, town clerk or manager in a local governmental department or
in a company: be a good and reliable example for your co-workers and be clear to them about what
the norms and values in your organization are, how you will control the right use of them and - in the
end - what will be the punishment when they are not behaving according to the norms and values set.

Some instruments:

e Prepare and introduce a code of ethics and integrity and request all employees in the
municipal organization to accept it;

e Prepare and introduce special procedures for procurement activities, tenders, etc.;

e Check whether the employees, managers, etc. behave according to the code. If they don't,
make them aware of their intolerable behaviour. In some cases measures have to be taken.
This can even lead to firing a non-functioning employee;

e Being the mayor, deputy-mayor, town clerk or manager, continue to be aware of your own
very crucial position in this process. You are the example for your co-workers!

4.12 SWOT Analysis

Improving your present level of service provision and using the SWOT analysis to indicate points of
attention and action

In this manual we are trying to show how we can improve the present level of service provision in
waste management. The main questions are: Where, when and how? The answers on these
questions should not be based on personal impressions, expectations and/or experiences. This does
not provide an sufficient basis for an adequate evaluation of the present service provision.

As already has been mentioned before, we have to start an investigation on the present situation of
your service provision in waste management. In fact you have to look in the mirror and ask yourself:
“Am | doing the right things to serve my citizens and companies in the best way possible?”

For many people this is a difficult assignment, since they have the impression that people will blame
them afterwards for the results of their participation in this process. So before starting a SWOT
analysis make the appointment that nobody will be blamed for the results of the investigation. This is
the first very important step in the process of preparing a SWOT analysis.

The second step is to involve citizens, companies, NGO’s etc. in the investigation process. In fact, the
most important question here is:

“What is the opinion of your citizens on your present level of service provision ?”

In this case your clients are both citizens, the companies etc. Also the members of the Town Council
are your clients, since they decide on the level of the services, the budget etc. and therefore have to
be involved in the process of improvement.

You can involve your citizens in different ways. You can send them an inquiry or you can invite them to
discuss the service provision and their expectations. You also can make a research of the complaints
you have received. In fact citizen participation is the best way to update your service provision
regularly.
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The evaluation process in your own organization can be done by using the so-called SWOT analysis.
Let us underline that the SWOT analysis is an instrument and not at all a target of this process! A
SWOT analysis investigates the strong and the weak points of our present service provision in waste
management. We will link these strong and weak points with the opportunities (chances, challenges,
options etc.) and the threats. That process provides four strategic alternatives (See the following

overview).

SWOT Analysis

STRENGTH WEAKNESS
CHANCES ATTACK DEFEND
THREATS STRENGTHENING TURN- AROUND

The leading idea of this analysis-process is that the combination of the strong elements and the
chances (Attack — strategy) should be chosen as being the “best”. In the meanwhile the three
remaining combinations should be “covered®. Especially investigating the strong and weak points of an
organization or, in this case, the service provision in waste management is a difficult process for many
people. However, in a group of colleagues, you will be able to indicate at least the 3 - 5 strongest and
weakest points. And we already made the appointment that nobody will be blamed for the results of
the SWOT Analysis.

To improve the service provision of your organization it is sufficient to start working on the 3 - 5
weakest points 3 - 5 strongest points. It is also important to discuss the analysis with your citizens.
You can do this by — first of all - questioning yourself and — afterwards — the clients on issues, like:
¢ |s the municipality able to perform the expected services in terms of:
— Sufficient facilities;
— Sufficient staff;
— Sufficient political support;
— Sufficient cooperation of the citizens;
— Serving all houses/families in the city?;
— Efficiency and effectiveness in the provision of the services?;
o What are the problems you meet while providing the services?:
— Are the citizens satisfied about your services?;
— Ifthe answer is NO, what are their complaints and expectations?
— Do you know their complaints? How?;
— Are the mayor, deputy-mayors and town council satisfied? If the answer is NO: What are
their complaints and expectations?;
e Do you understand why the citizens and/or the political administration are not satisfied about
your present services?;
e Do you recognize the present problems in your service delivery?

What should/can be done to improve the present situation in service provision in terms of:
e The requested or expected service level based on:
— Law and by-laws;
— Local ordinances;
— Decisions of the town council;
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— Expectations of the citizens;
— New technologies, like website etc;
e Improving the financial control in terms of:
Better budget system;
Better control of costs;
Calculation of the real costs of the services;
— Staff (more/better skills, additional education etc.);
¢ Improving efficiency and effectiveness;
¢ Improving information and communication;
¢ Introduction/improving of citizen participation;
o Etc.

Based on the answers on the above mentioned questions, you will be able to indicate the three to five
weakest and strongest elements of your present service provision and — afterwards — start the process
of improvement.

5 Implementation Plan

In this chapter we will pay special attention to the process of the implementation of the issues being
presented and discussed in the chapters three and four. It is important to make clear to your citizens
that an important job is done to achieve a proper, affordable and sustainable service provision concept
dealing with the needs of both society and environment. The municipality will only be able to do so
when the equipment (trucks, collection containers), facilities (transfer stations etc.), information
brochures etc., mentioned in the implementation plan are ready and well distributed among the
citizens before the new service provision start. This way of preparing the official start of the
implementation is crucial for the success of the new service provision. If you start before everything is
arranged, citizens will not be able to participate in and benefit from the new service provision
immediately and as a result loose confidence in the municipal organization.

Our advise is:

e Prepare a proper implementation plan and pay attention to all the items presented and
discussed in the previous chapters three and four;

e Precisely indicate every action and/or activity you will need while implementing the new
service provision;

e Make clear who will be responsible for what action/activity and how much time he/she will
need/get;

e Arrange and prepare the necessary procurements, preparations etc. for all the equipment,
facilities, information materials and media you will need;

¢ Involve the managers, experts, employees, volunteers etc. you will need in the process of the
implementation from the very beginning;

¢ Involve the media and try to get their support and cooperation;

e Start the implementation with a special event in order to pay recognisable attention to it for all
the citizens and companies;

e Create a realistic time-schedule.
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Below we will describe the steps that have to be taken into account during the implementation process
to reach successful service provision.

What is discussed so far is just the beginning of a more important and time-consuming path towards a
successful implementation in your municipality and — in the end — to a sustainable improvement of
both your service provision and — last but not least — the environmental protection.

The following five points are crucial for successful implementation:
1. Full commitment of mayor, deputy-mayors, town council, managers and experts;
Follow-up by all partners in the project;
Imbedding in the municipal organization;
Imbedding in the community;
Proper implementation.

o oD

The first step is to answer the following two questions:
o What should we do to realize a proper implementation and when, where, with whom, which
means and facilities are needed, etc.?;
e How should this be done?

While answering these two questions it is important to take the five points mentioned above into
account. This will provide you with a complete overview on all the activities in the process of
implementation in your community.

The second step is to prepare a realistic implementation plan, taking the following points into account:

o Time: Because cooperation between all partners is crucial, preparing a proper plan needs
time. Take this time. As a leader of the process you have to mediate between the mayor and
deputy-mayors who want to start as soon as possible and the experts who want to take as
much time as possible to reach the perfect solutions. Try to find an approach to meet in the
middle.

o Capacity: Sufficient capacity in several fields is necessary to reach successful implementation:
- Competences to make decisions on the ongoing of the process;
- Responsibilities for the participants in the process;
- Sufficient experts and volunteers;
- Facilities like meeting rooms, computers, etc.;
- Last but not least: Budget.

e Results: Be realistic in the results you will be able to reach.

The third step is proper implementation :
This means:
¢ Do what you promised to do;
e Ensure good cooperation among the partners;
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e Listen carefully to your citizens. Since the services are directed at your services, they exactly
know what is going well and what has to be improved. Every complaint is a chance to improve
your implementation and service provision!

While taking those three steps it is important to keep the five points mentioned above into account at
all time. Those five points overlap and are closely linked to each other since they are dealing with the
necessary cooperation in the process and with a proper division of the activities, competences and
responsibilities.

The five points crucial for successful implementation discussed in more detail:

1. Full commitment of mayor, deputy mayors, town council, managers and experts:

Full commitment of the mayor, deputy-mayors, town council, managers and experts is of crucial
importance for the successful ongoing of the municipal project. Therefore, continue to involve all
partners in every step of the implementation of the project. Your citizens will expect full commitment.
While trying to improve the level of service provision in your municipality, the expectations of your
citizens have to be taken into account.

2 Follow-up by all partners in the project, in terms of:

e Take initiative. Don’t be afraid to make a mistake. Not taking initiative out of fear to make
mistakes will slow the implementation process down and disappoint the partners, and most
importantly the citizens.

e Start and continue the following activities:

- Communication and information provision;
- Awareness raising;
- Improving service provision;
- Citizen participation, invite them to participate;
- Ete.
¢ Involving new partners and stakeholders, for example:
- NGO'’s;
- Groups of interested citizens;
- Private companies;
- Etc.
Note: Invite and challenge them. Discuss what aims you want to reach together.

Our general appeal is: Keep to your promises, take initiative and show you consider this
implementation to be a very serious matter.

3 Imbedding in the municipal organisation:

e Inform and challenge both the administrators (mayor, deputy-mayors, town council members)
and the managers and experts.

e Change / improve the organization in order to be able to realise the new level of service
provision in waste management. This means:
- Increase capacity and facilities;
- Additional training and education;
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- More citizen/service oriented attitude;

- Special budget;

- Ete.

Start special working groups in order to involve the members of the municipal organization, to
make them enthusiastic and — of course — to use their knowledge and experience in the
process. Discuss items with them and provide assignments regarding the activities and
competencies of their department in the project.

4 Imbedding in the community:

Inform and challenge NGO's, groups of interested citizens, companies efc;

Start / continue awareness raising campaigns and provide specialized education for example
to adults, teachers, etc.;

Start / continue citizen participation. For the best result take your citizens and their ideas
serious;

Organize special events and meetings, for example school competitions, special discussion
meetings between mayor, deputy mayors and the citizens, etc.;

The only intention of all these activities is to show your citizens you really consider them to be a
serious partner in the process of both the preparation and the implementation of your new service
concept.

5 Proper implementation plan :

Make an overview of all activities and actions;

Make very clear who is responsible for which activity;

Set deadlines for the activities. Prepare a realistic time-schedule;

Involve all participating managers, experts, volunteers, etc., while preparing the
implementation plan. Otherwise you might run the risk people are not able to fulfil their
responsibilities or activities in time since they were not fully aware of them. This endangers the
ongoing of your project and implementation process. Try to avoid this as much as possible.
On the other hand, remain flexible. It is not possible to rule out all risks;

Arrange procurement procedures for all kinds of facilities and equipment, for example
containers, trucks etc. in time and in a proper way;

Involve the media at an early stage of the implementation process. Their duty is to inform the
citizens. Therefore it is important to keep the media informed on all steps in the process;

Pay attention to the social problems of the waste pickers and scavengers, due to the changes
in the waste collection system (separate collection of paper, plastics, etc.), during the
implementation process. Try to involve them in the process to find proper solutions for them;
Make realistic time estimation;

Be realistic in what results can be expected;

Set up a clear budget;

Start the implementation with a special event. By doing this the municipality can pay special
attention to both the importance of the improved service provision and the waste management
issues. The mayor and/or deputy mayors can play an important role in this special event.
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Last but not least:

Stick to your promises! By sticking to your promises, you will show you are a reliable partner and that

you take your citizens seriously.

Finishing the implementation process does not mean you are ready. The implementation process is
just the beginning of the service improvement process.

When the implementation process is finished the following points will need continuing attention:

Continuous provision of services;

Listening to your citizens, their questions, suggestions, complaints etc.;

Measuring the quality of your services;

Handling complaints;

Evaluations;

Changing the service provision when either evaluations or changes in circumstances or law
show a need to do so.

In short, we face a continuous process of provision and improvement of both services and the
environment in order to realise sustainability in both fields.
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6 Some final remarks

While preparing this manual our intention was not at all to create a “blue-print” for waste management
policy and practice in all Turkish municipalities. On the contrary, we are very aware that “blue-prints”
do not exist in this field of service provision. In a large country like Turkey, the local circumstances can
differ very much. This means that the preparation of waste management policy and implementation
plan always starts with an investigation of the local/regional options, constraints, challenges and
threats and — last but not least — listening to the needs of the citizens.

Based on the results of the investigation and the issues, examples and best practices in this manual
can be used as a guide-line. With this manual a start can be made to prepare your “own” municipal
vision on waste management policy and practice.

We sincerely hope this manual will be able to fulfil a role in preparing and implementing the new
Turkish waste management law all over the country, and, serve both the citizens, companies and —
last but not least — the environment.

VNG - International
The Hague, The Netherlands

Adriaan de Koeijer
Senior Advisor in Change Management and Service Provision in Technical and Environmental fields of

policy,

This manual has been prepared in good cooperation with :

Mrs. Rian Doggen , Senior Advisor in Change Management and Social Service Provision ;
Mrs. Mieke Visch , Project coordinator Municipality of Zoetermeer ;

Mrs. Els Besse , Project coordinator Municipality of Haarlem ;

Mr. Hugo Belloni , Member of the Board of the Haarlem — Emirdag Foundation in Haarlem ;
Mr. Maarten Visscher , Project coordinator Municipality of Almelo ;

Mr. Han Reimerink , Project coordinator Municipality of Almelo .
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Annex 1: Information Brochure in the Province of Afyonkarahisar
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Annex 2: Handling Complaints procedure municipality of Bergama
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ICINDEKILER

Sunus
I. Bolim

e Genel Idari Yapmiz
e Bakanliklar ve Gorev Alanlari
e Merkezi Yonetim Tasra Teskilatlar1 Semasi

II. Bolim

e Merkezi Yonetim Tasra Teskilatlar
e Merkezi Yonetim Tasra Teskilatlar1t Gorev Alanlari

[II. Bolim

Belediye’nin Gorevleri

Belediye Meclisinin Gorevleri
Belediye Enciimeni’nin Gorevleri
Belediye Baskani’nin Goérevleri
Bergama Belediyesi Teskilat Yapisi
Belediye Birimleri ve Gorev Alanlar

IV. Bolim

e Vatandas Talep, Itiraz ve Sikayet Prosediirii
e Talep, Itiraz ve Sikdyet Bagvuru Formu

1- Gergek Kisiler Icin Basvuru Formu
2-Tiizel Kisiler I¢in Bagvuru Formu
3-Telefonla Sozlii Bagvuru Kayit Formu
4- Bagvuru Alind1 Belgesi




BERGAMA, KARDESSEHRIMIZ ALKMAAR VE LOGO EAST PROGRAMI

Tarih ve turizm kenti Bergama, insanlik tarihinden pek c¢ok izler tagiyan bir sehirdir.
Bergama, sahip oldugu zengin tarihi ve kiiltiirel degerleriyle, ¢cocuklarimiza emanet edecegimiz
insanligin ¢ok degerli hazinelerindendir; tarihi mirasidir. Bu mirasin korunmasi ve yasatilmasi
gbrevi bugiin bizlerdedir.

Kentimizin farkli iilkelerde olmak iizere 13 kardes sehri bulunmaktadir. iliskilerin en yogun
oldugu ve ortak calismalarin yapildigi kardes sehirlerimizden birisi de Hollanda’nin Alkmaar
sehridir.

Bergama Belediyesi ile Alkmaar Belediyesi’nin karsilikli dostluk temelleri 1998 yilinda
atilmistir. 1998 yilindan itibaren yogun bir sekilde siirdiiriilen dostluk iligkileri, 2001 yilinda
imzalanan protokolle resmilestirilmis; 2004 yilinda da Kardes sehirlik protokolii imzalanarak resmi
statii kazanmustir.

Yapilan protokoliin amaci; karsilikli iki kent kiiltlirlerinin tanitilmasi, turizm, egitim, spor,
ekonomi, sanat ve kiiltiir alanlarinda karsilikli proje calismalariyla tecriibe paylasiminin saglanmasi,
yerel yonetim c¢aligmalart ile de Tiirkiye’nin Avrupa Birligi’'ne girme g¢abalarina katki
saglanmasidir.

Iki kentin karsilikli kardes sehirlik iliskileri, halen yogun bir sekilde devam etmektedir.
Kardesler arasi karsilikli kiiltiirel motiflerin tanitilmasinin yani sira, kardes okul iligkileri de
baslamistir. Yapilan bu caligmalar, insanligin evrensel kiiltiir mirasina sahip  sehrimizin,
uluslararasi alanda tanitimina ve yerel kiiltiir motiflerimizin de sergilenmesine olanak saglamistir.

Halen; Bergama ve Alkmaar Belediyelerinde karsilikli proje gruplart olusturularak
uygulamasina baglanan ve devam eden iki proje ile iki kentte egitim veren kardes okul projeleri
devam etmektedir. Iki kentin yoneticileri, okullar, sivil toplum orgiitleri ve 6zel sektdr girisimcileri
arasinda yogun bir iliski bulunmaktadir.

2006 yili Haziran ayindan itibaren, Kardes sehrimiz Alkmaar Belediyesi ile yerel yonetim
hizmetlerinde, hizmet kalitesinin ylikseltilmesi ve vatandas memnuniyetlerinin arttirilmasina
yonelik karsilikli projeler gelistirilmis ve birlikte calismalara baglanmustir.



Bu projeler; Tiirkiye Belediyeler Birligi ile Hollanda Belediyeler Birligi arasinda 2003
yilinda baglayan isbirligi sonucu, Hollanda Belediyeler Birligi uluslar arasi isbirligi ajansi (VNG
International) tarafindan koordine edilmekte, LOGO EAST Programi kapsaminda, Bergama
Belediyesi ile Alkmaar Belediyesi arasinda ikiz olusum adiyla ytiriitiilmektedir.

Karsiliklt olusturulan ve birlikte yiiriitiilen projeler soyledir:

1- “Vatandag Miiracaatlarinda Talep, Itiraz ve Sikayet Prosediirii” projesi ,
2- “Insanligin Evrensel Kiiltiir Mirasi:Bergama!” isimli proje,

Bu iki projedeki ana tema; Kamu hizmeti sunan Belediye ile vatandaslar arasinda dogrudan
iletigimi saglama, gelismis hizmet sunumu, vatandasin yerel hizmetlerden aldigr doyumu ve yerel
katilimi arttirma, halkin bireysel talep ve sikayetlerinde memnuniyeti arttirmaktir.

Kisaca LOGO EAST programini agiklamak gerekirse;

LOGO EAST: Ortakliklar araciligiyla bolgesel ve yerel yonetimler arasinda isbirliginin
gelistirilmesine yonelik hazirlanan bir programdir. Tirkiye, Romanya, Bulgaristan, Ukrayna ve
Sirbistan & Karadag’t hedef alarak olusturulmustur. Program, Hollanda Belediyeleri ve Su
Idareleriyle hedef iilkelerdeki kentler ve yerel yonetimler arasinda yerel yonetim temasinda tecriibe
paylagimina yonelik bir olusum saglamaktir. Hollanda ile hedef iilkeler arasinda var olan yerel
yonetim eslestirme aglar1 iizerinden faaliyet gostermektedir. Logo East mali agidan Hollanda Dis
Isleri Bakanhigmin Merkezi ve Dogu Avrupa Sosyal Degisim Programi (Marta) altinda
desteklenmektedir.

LOGO EAST Programu faaliyetleri, programin dort ana temasi olan; vatandaslarin katilimu,
gecerli ahlak ve diriistliik kurallari, vatandas odakli hizmet sunumu, belediyelerdeki yonetim
siirecinde yeniden yapilanma ile yoneticilerin becerilerinin gelistirilmesi lizerine odaklanmistir.

Belediye yonetimi olarak;

Dogrudan vatandas katilimini, ahlak ve diirtistliik kurallar1 ¢ercevesinde vatandas ve sonuca
odakli, esit, seffaf, kanunlara uygun ve vatandag memnuniyetine yonelik hizmet sunumu anlayisi
ile ¢alismalarimiza devam ediyoruz.

Belediye yoOnetimi siirecinde, yeniden yapilanma ve c¢alisanlarimizin becerilerinin
gelistirilmesi, hizmetlerdeki kalite standartlarini arttiracaktir.

LOGO EAST programi kapsaminda, iki kardes kent arasinda proje hazirlayan, yiiriiten,
sonuglandirarak BERGAMA BELEDIYESI VATANDAS BASVURU REHBERI’ nin
hazirlanmasinda yogun emek harcayan, Bergama Belediyesi ve Alkmaar Belediyesi proje grubu
tiyelerine, Tiirkiye Belediyeler Birligi ve Hollanda Belediyeler Birligi uzman personelleri ile
disaridan katki saglayan uzman kisilere en i¢ten duygularla tesekkiirlerimi sunarim.

Kentlerimizin kardesligi ve ¢alismalarin devami dilegiyle.

Rasit URPER
Bergama Belediye Baskani



SUNUS

Belediyeler; yerel nitelikli hizmetleri tiretmekle yiikiimlii, halka en yakin yonetim birimleri
olarak tanimlanir. Bu yakinlik, hem yerel halkin se¢ilmis temsilcileri olmalar1 bakimindan, hem de
merkezi yonetime gore halkin denetimine daha elverisli olmalarindan kaynaklanir.

Belediyeler, yerel nitelikli hizmetleri iiretmekle yilikiimlii siyasal kurumlardir. Belediyeler bu
hizmetleri lretirken, yerel halkin karar alma siirecine katilma olanaklar1 bakimindan, merkezi
hiikiimete gore daha elverisli kurumlardir.

Yapilan arastirmalar gosteriyor ki; Belediye’ye yapilan basvurularin biiyiik bolimii sozli
olarak yapilmaktadir. Bunun en temel nedenlerinden birisi, yazili bagvuru geleneginin
toplumumuzda zayif olmasidir. Yazili bagvurular, kurumsal bir isleme tabi tutulur ve takip
edilebilir. Ama sozlii bagvuru, daha geleneksel bir iliski bi¢cimidir ve sonu¢ verme olasilig1r daha
dustiktiir.

Belediyeye cesitli konularda yapilan yazili basvuru ve sikayetlerin ¢ok diisiik diizeyde
kaldiginin en agik gostergelerinden birisi; Bergama ve mahallelerine yonelik ¢ok sayida ve oncelikli
sorundan s6z edilmesine ragmen, basvurularin bu oranlarin ¢ok altinda kalmasidir. Bdyle bir
oransizlikta, kuskusuz ¢ok degisik faktorlerin rolii bulunmaktadir. Ancak, biirokratik kurumlarla
olan iligkilerdeki isteksizligin ©nemli nedenlerinden birisi, konuyla ilgili prosediirlerin
bilinmemesidir

Hemsehrilerimizin talep, itiraz ve sikayetlerini nereye, nasil ileteceklerini gosteren yazili bir
belge ve kural yoktur. Bu durum hemsehrilerimizin islemlerini bilingsizce yapmasina neden
olmaktadir. Vatandasin, talep, itiraz ve sikayetleri ile ilgili islem siiresini, islemin hangi asamada
oldugunu, sonucunu nasil alacagini bilmesi gerekmektedir. Bu belirsizlik vatandasin Belediye ile
iletisim kuramamasina ve Belediye’ye kars1 olumsuz 6n yargilar olusturmasina sebep olmaktadir.

Belediyelerin, halka en yakin idari birim olarak demokrasiye katkida bulunabilmeleri,
sadece belediye yoOnetimlerinin yaklasim ve tutumlarina bagh degildir. Bu, ayn1 zamanda yerel
halkin belediye ile ilgili algisina da baglhdir.

(Cagdas belediye yonetimlerinin, demokratik olmasinda aranan belli bagh kriterlerden biri
katilimciliga ve denetime acgik olmalaridir. Bunu saglayabilmenin 6n kosullarindan biri, yonetimde
seffaflik olmasidir.

Gilintimiizde geleneksel biirokratik yonetim kiiltiirli, yerini vatandas odakli kamu hizmeti
kiiltiirtine birakmaktadir.

Kamu idarelerince vatandasa sunulan hizmetler, artik bir liituf degil; vatandaglarimizin
yerine getirilmesi gereken haklaridir.

Vatandaglarimizin, haklarina sahip ¢ikabilmelerinin ilk sarti, haklarini bilmeleridir. Hangi
haklara sahip oldugunu, hangi hizmetlerden faydalanacagini bilmeyen vatandas, hangi basvuru
yontemini kullanarak haklarini alacagini da bilemez.

[lce kamu yonetimini olusturan genel ve yerel ydnetim birimleri, vatandaslarimiza yasamlari
boyunca, ihtiyaclarina yonelik hizmetler sunmaktadir.



Kamu hizmetlerinden yararlanabilme hakkinin temel kosulu; kamu kurum ve kuruluglarinin
ne tiir hizmetler yaptiginin, bu hizmetlerden hangi usul ve esaslara gore yararlanilabileceginin; bir
hizmetin eksik yapilmasi veya hi¢ yapilmamasi durumunda hak aramak icin hangi bagvuru
yontemlerinin kullanabileceginin bilinmesi gerekmektedir.

Kamu hizmeti sunan kurumlarla, bu hizmetlerden faydalanan vatandaslarimiz arasinda,
memnuniyet olgusu lizerinde toplanan bir denge olusmalidir. Aksi halde vatandaslarimizin
katilimindan ve yerel hizmet memnuniyetinden s6z edilemez.

Zaman kullanimi ve yonetiminin 6nemli oldugu giliniimiizde, vatandaslarimiza yonelik
verilen hizmetlerin hizli, verimli, kisa yoldan sonuca giden niteliklerde olmas1 gerekmektedir.

Vatandaslarimiza, bilgilendirme amacl, hizmet alabilecekleri bakanlik merkezi idare
birimlerinden baslayarak, tasra teskilatlar1 ve yerel yonetim birimlerinin gorevleri ayri ayri
siralanarak bu kitapgikta verilmistir.

Yerel yonetim birimi olan Belediyemizin, sundugu hizmetlerde, hizmet standardi saglamak
ve de hizmet sunumunu hizli, diizenli, etkin ve verimli hale getirmek amaciyla BERGAMA
BELEDIYESI VATANDAS BASVURU REHBERI hazirlanmustir.

[Ikler sehri olarak bilinen, binlerce y1l éncesine uzanan tarihi boyunca, adi amldiginda aym
anda cok seyi ifade eden, Diinya medeniyetinin 6nemli bir kiiltiir hazinesi olan Bergama’miz i¢in
faydali olmasi dilegiyle...

Ersin GULEC
Proje Yiirlitme Koordinatorii
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e Genel Idari Yapimiz

I. Bolim

e Bakanliklar ve Gorev Alanlari
e Merkezi Yonetimin Tasra Teskilatlari




GENEL iDARI YAPIMIZ

e Tiirkiye iiniter bir devlet yapisina sahiptir.

e Her 5 yilda se¢im yapilir. Secimle gelen 550 milletvekili Tiirkiye Biiyiik Millet Meclisi’ni
olusturmaktadir.

e Parlamenter bir cumhuriyettir.

Devlet Bagkan1i olan Cumhurbaskanini; Tiirkiye Biiylik Millet Meclisi se¢mektedir.

Cumhurbaskaninin gorev siiresi 7 yildir.

Cok partili sistem vardir.

Tiirkiye Kamu Y dnetimi, merkezi ve yerel yonetimlerden olugsmaktadir.

Belediyeler merkezi yonetimin vesayeti altinda ¢alismaktadirlar.

Merkezi yonetimin bakanliklar1 vardir. Bu bakanliklarin ise il ve ilgelerde teskilatlari

bulunmaktadir.

Illerde Vali, ilgelerde Kaymakam merkezi ydnetimin iist amiridir.
e Tirkiye’de 81 valilik, 850 kaymakamlik, 3.225 belediye ve 35.175 muhtarlik vardir.

Tiirk Kamu Yonetimi Sistemi, Anayasa’nin 123 iincii maddesinde yer alan idarenin
biitiinliigii ilkesine gore “idare, kurulus ve gorevleriyle bir biitiindiir ve kanunla diizenlenir”
hiikmii uyarinca teskilatlanmistir. Bu hiikiim kamu yonetiminin kurulus ve isleyis ilkesidir.

Anayasa’nin 123. maddesinde; “Idarenin kurulus ve gorevlerin, merkezden yonetim ve
yerinden ydnetim esaslarina dayanacagi” diizenlenmistir. Kamu yo6netimi, merkezi yonetim ve
yerinden yonetim olarak ayrilmaktadir. Merkezi yonetim yetki genisligi ile gérevlerinin bir kismini
il ve ilgelere devretmektedir. Tiirkiye’de illerin idaresi yetki genisligi esasina dayanmaktadir. Bu
esasin orgiitii il genel yonetiminden sorumlu tasra idaresi olan valilik ve kaymakamlik kurumudur.

Kamu hizmetlerinin diizenli, siiratli, etkili, verimli ve ekonomik bir sekilde yiirtitiilebilmesi
icin bakanliklar kurulmustur.

Milli Savunma Bakanligi hari¢ diger bakanliklarin merkez, tasra, yurt disi teskilatlar ile
bagl kuruluslar1 bulunmaktadir.

Bakanlik merkez teskilati, bakanligin sorumlu oldugu hizmetlerin yiiriitilmesi, bu
hizmetlerle ilgili ama¢ ve politika tayini, planlama, kaynaklar1 diizenleme ve saglama,
koordinasyon, gozetim ve takip, idareyi gelistirme ve denetim gibi gorevleri yerine getirmek iizere
birimlerden meydana gelecek sekilde diizenlenmistir.

Bakan, bakanlik kurulusunun en tist amiridir.

Bakanlar; bakanlik hizmetlerini mevzuata, hiikiimetin genel siyasetine, milli giivenlik
siyasetine, kalkinma planlarina ve yillik programlara uygun olarak yiiriitmekle ve bakanligin
faaliyet alanina giren konularda, diger bakanliklarla isbirligi ve koordinasyonu saglamakla gorevli
ve bagbakana kars1 sorumludurlar.

Her bakan, ayrica emri altindakilerin faaliyet ve islemlerinden de sorumlu olup, bakanlik
merkez, tasra ve yurt dis1 teskilati ile bagh ve ilgili kuruluslarin faaliyetlerini, islemlerini ve
hesaplarint denetlemekle gorevli ve yetkilidir.



Bakanligin kurulus amagclarin1  gergeklestirmek ve yiiriitmekte olduklar1 hizmetleri
vatandaglara sunmakla gorevli bakanlik tasra teskilati, ihtiyaca goére asagidaki kuruluslarin
tamamindan veya birka¢indan meydana gelecek sekilde diizenlenir.

a) 11 valisine bagl il kuruluslari,

b) Kaymakama bagli il¢e kuruluslari,
¢) Dogrudan merkeze bagli tasra kuruluslari seklindedir.

TURKIYE’DEKi BAKANLIKLAR

1. Adalet Bakanligi

2. Milli Savunma Bakanligi

3. Icisleri Bakanlig

4. Disisleri Bakanligi

5. Maliye Bakanligi

6. Milli Egitim Bakanlig1

7. Baymdirlik ve Iskan Bakanlig

8. Saglik Bakanlig1

9. Ulastirma Bakanlig1

10. Tarim ve Koyisleri Bakanligi

11. Calisma ve Sosyal Giivenlik Bakanlig1
12. Sanayi ve Ticaret Bakanlig1

13. Enerji ve Tabii Kaynaklar Bakanligi

14. Kiiltiir ve Turizm Bakanligi

15. Cevre ve Orman Bakanligi

ADALET BAKANLIGI’NIN GOREVLERI

a) Kanunlarda kurulmasi 6ngdriilen mahkemeleri agmak ve teskilatlandirmak, ceza infaz ve
1slah kurumlari, icra ve iflas daireleri gibi her derece ve tiirdeki adalet kurumlarini planlamak,
kurmak ve idari gorevleri yoniinden gézetim ve denetimini yapmak ve gelistirmek.



b) Bir mahkemenin kaldirilmasi veya yargi ¢evresinin degistirilmesi konularinda Hakimler
ve Savcilar Yiiksek Kuruluna teklifte bulunmak.

c) Kamu davasinin agilmasi ile ilgili olarak kanunlarin Adalet Bakani’na verdigi yetkinin
kullanilmas ile ilgili ¢alisma ve islemleri yapmak.

d) Avukatlik ve Noterlik Kanunlarinin Bakanliga verdigi gorevleri yapmak.

e) Adli sicilin tutulmasi ile ilgili hizmetleri yiiriitmek.

f) Tiirk Ticaret Kanunu ile Ticaret Sicili Tiliziigiiniin Bakanliga verdigi gorevleri yapmak.
g) Adalet hizmetlerine iliskin konularda, yabanci iilkelerle ilgili islemleri yerine getirmek.

h) Adalet hizmetleriyle ilgili konularda, gerekli arastirmalar ve hukuki diizenlemeleri
yapmak, goriis bildirmek.

1) Bakanliklarca hazirlanan kanun ve kanun hiikmiinde kararname taslaklarinin T.B.B.M.’ ne
gonderilmesinden once Tiirk hukuk sistemine ve kanun yapmak teknigine uygunlugunu incelemek.

j) Ilgili mevzuat hiikiimlerine gore infaz ve 1slah islerini diizenlemek.
k) icra ve iflas Daireleri vasitasiyla, icra ve iflas islemlerini yiiriitmek.
1) Kanunlarla verilen diger gorevleri yapmak.

MILLi SAVUNMA BAKANLIGININ GOREVLERI

a) Milli Savunma gorevlerinin siyasi, hukuki, sosyal, mali ve biitge hizmetlerini,

b) Silahli Kuvvetler’in Bakanlar Kurulu’'nca kararlastirilacak savunma politikasi
cergevesinde;

Genelkurmay Baskanlig1 tarafindan tespit olunacak ilke, 6ncelik ve ana programlara gore:
(1) Barista ve savasta askere alma hizmetlerini,
(2) Silah, arag, gereg ve her ¢esit lojistik ihtiyag maddelerinin tedariki hizmetlerini,
(3) Harb sanayii hizmetlerini,
(4) Saglik ve veteriner hizmetlerini,
(5) Insaat, Emlak, Iskan ve Enfrastriiktiir hizmetlerini,

c¢) Mali ve mal hesap teftis hizmetlerini, yliriitmektir.

ICISLERI BAKANLIGI’NIN GOREVLERI

a) Bakanliga bagh i¢ giivenlik kuruluslarini idare etmek suretiyle, iilkesi ve milleti ile
boliinmez biitiinliigli, yurdun i¢ giivenligini ve asayisini, kamu diizenini ve genel ahlaki, anayasada
yazili hak ve hiirriyetleri korumak.

b) Sinir, kiy1 ve karasularimizin muhafaza ve emniyetini saglamak.

c¢) Karayollarinda trafik diizenini saglamak ve denetlemek.

d) Sug islenmesini 6nlemek, suclular takip etmek ve yakalamak.



e) Her tiirlii kacakeiligi men ve takip etmek.

f) Yurdun i¢ politikasi, il ve ilgelerin genel ve 6zel durumlar ile ilgili degerlendirmeler
yapmak ve Bakanlar Kurulu’na tekliflerde bulunmak.

g) Ulkenin idari béliimlere ayrilmasi, il ve ilgelerin genel idareleri, mahalli idareleri ve
bunlarin merkezi idare ile olan alaka ve miinasebetlerini diizenlemek.

h) Yurt sathinda sivil savunma hizmetlerini yiiriitmek ve koordinasyonu saglamak.
1) Niifus ve vatandaglik hizmetlerini yliriitmek.

j) Kanunlarla verilen diger gorevleri yapmak.

DISISLERI BAKANLIGI’NIN GOREVLERI

a) Hiikiimetge tayin ve tespit edilecek esaslara gore dis politikayr uygulamak ve Tiirkiye
Cumhuriyetinin yabanci devletler ve uluslararasi kuruluslarla iligkilerini ytiriitmek.

b) Tiirkiye Cumhuriyeti’nin dis politikasinin tespiti i¢in hazirlik ¢aligmalari yapmak ve
tekliflerde bulunmak, tespit edilecek dis politikay: yiiriitmek ve koordine etmek.

c) T.C.uyruklu gergek ve tiizel kisilerin yabanci devletler ve uluslararasi kuruluslar
karsisindaki hak ve menfaatlerini korumak, gelistirmek ve bu alanlarda diplomasi ve konsolosluk
himayesini saglamak.

d) Tirkiye Cumhuriyeti’nin yabanci devletlerle, bunlarin temsilcilikleri ve temsilcileri ile,
milletleraras1 teskilatlarla, ilgili bakanliklarla isbirligi yapmak suretiyle temas ve miizakerelerini
yuriitmek; bu temas ve miizakereler sonucu gerekiyorsa, milletlerarasi anlagsmalart yine diger
Bakanliklarla isbirligi ile yapmak.

e) Diger bakanlik ve kuruluslarin dis politikay: etkileyen faaliyet ve temaslarinin devletin
dis politikasina uygunlugunu saglamak, bu kuruluslarin, uluslararasi kuruluslar ve yabanci kamu ve
0zel kuruluslariyla kendi gorev alanlarina giren temaslarinin koordinasyonunu saglamak ve bunlara
katilmak.

f) Mali, iktisadi ve diger teknik konularda ilgili kurum ve kuruluslarca yiiriitiilmesi gereken
veya statiilerinde, liyelerinin ve ortaklarmin belli bakanlik veya merci vasitasiyla islem yapacagi
belirtilen milletleraras1 kuruluslarla ytiriitiilecek dis temas ve miizakerelerin dis politikaya uygun
olarak yiiriitiilmelerini gozetmek, gerekirse bunlara katilmak.

g) Tirkiye Cumhuriyeti’ni temsil yetkisine sahip olarak Bakanlar Kurulu Kararnamesi ile
belli bir gegici gorevle gorevlendirilen Temsilciler ve Temsil Heyetlerine Tiirkiye Cumhuriyeti’ni
baglayacak hususlarda hiikiimetin emir ve talimatlarii iletmek, bu Temsilci ve Temsil
Heyetleri’nin ihtisasa dair hususlarda ihtiya¢ duyacaklari1 talimatlari, ilgili bakanliklar ile istigare
suretiyle tespit edip onlara iletmek; bu gibi Heyetlerin Baskanlar1 ilgili bakanliklardan ise bu
Heyetlerde temsilci bulundurmak.

h) Yabanci devletler ve milletlerarasi kuruluslar nezdinde temsil islerini yetkili makam
olarak yiiriitmek.

1) Yabanci devletler ve milletleraras1 kuruluslardaki gelismeleri ve bunlar arasindaki
iliskileri takip etmek.



j) Tiirkiye Cumhuriyeti’nin Devlet ve Disisleri Protokolii’nii diizenlemek ve ytirtitmek.
k) Yetki belgesi, onaylama belgesi ve milletlerarasi hukuk ve tatbikatin gerektirdigi her tiirlii
belgeyi hazirlamak, alip vermek, orneklerini hazirlamak, Tiirkiye Cumhuriyeti adina yapilan

anlagmalar1 usuliine uygun olarak tescil ettirmek, bunlarin sicillerini tutmak.

1) Kanunlarla kendisine verilen diger gorevleri yapmak.

MALIYE BAKANLIGI’NIN GOREVLERI

a) Maliye politikasinin hazirlanmasina yardime1 olmak, maliye politikasin1 uygulamak.
b) Devletin hukuk danigmanligini ve muhakemat hizmetlerini yapmak.

¢) Harcama politikalarinin gelistirilmesi ve uygulanmasi ile devlet biit¢esinin hazirlanmasi,
uygulanmasi, uygulamanin takibi ve yonlendirilmesine iligskin hizmetleri yiiriitmek.

d) Devlet hesaplarini tutmak, saymanlik hizmetlerini yapmak.
e) Gelir politikasin1 gelistirmek.

g) Devlete ait mallar1 yonetmek, kamu mallar1 ile kamu kurum ve kuruluslarinin taginmaz
mallar1 konusundaki yonetim esaslarini belirlemek ve bunlara iliskin diger islemleri yapmak.

h) Her tiirlii gelir gider islemlerine ait kanun tasarilarini ve diger mevzuati hazirlamak veya
hazirlanmasina katilmak.
m) Milletlerarast kuruluslarin Bakanlik hizmetlerine iligkin ¢alismalarini takip etmek, bu

konulardaki Bakanlik goriisiinii hazirlamak, yurtdisi ve yurtici faaliyetleri yiiriitmek.

n) Bakanhigin ilgili kuruluslarinin isletme ve yatirim programlarini inceleyerek onaylamak
ve yillik programlara gore faaliyetlerini takip etmek ve denetlemek.

o) Cesitli kanunlarla Maliye Bakanligina verilen gorevleri yapmak.

p) Yukaridaki gorevlerin uygulanmasini takip etmek, degerlendirmek, incelemek, teftis
etmek ve denetlemek.

1) Sug gelirlerinin aklanmasinin 6nlenmesine iligkin usil ve esaslar1 belirlemek.

MILLi EGITIM BAKANLIGI’NIN GOREVLERI

a) Atatiirk Ilke ve Inkilaplari’na ve anayasada ifadesini bulan Atatiirk Milliyetciligi’ne bagls,
Tirk Milleti’nin milli, ahlaki, manevi, tarihi ve kiiltiirel degerlerini benimseyen, koruyan ve
gelistiren; ailesini, vatanini, milletini seven ve daima yliceltmeye calisan, insan haklarina ve
anayasanin baslangicindaki temel ilkelere dayanan demokratik, laik ve sosyal bir hukuk devleti olan
Tiirkiye Cumhuriyeti’ne kars1 gérev ve sorumluluklarini bilen ve bunlar1 davranig haline getirmis
vatandas olarak yetistirmek tlizere, Bakanliga bagli her kademedeki 6gretim kurumlarinin 6gretmen
ve Ogrencilerine ait biitiin egitim ve Ogretim hizmetlerini planlamak, programlamak, yiiriitmek,
takip ve denetim altinda bulundurmak.



b) Okul o6ncesi, ilkdgretim, ortadgretim ve her g¢esit orgiin ve yaygin egitim kurumlarin
acmak ve yliksekdgretim disinda kalan Ogretim kurumlarinin diger bakanlik kurum ve
kuruluslarinca agilmasina izin vermek.

c) Tirk Vatandaslari’nin yurt disinda yapilacak egitim ve Ogretimi ile ilgili hizmetleri
diizenlemek ve yiiriitmek.

d) Diger bakanlik, kurum ve kuruluslarca agilan ve yiiksekogretim diginda kalan 6rgiin ve
yaygin egitim kurumlarinin denklik derecelerini belirlemek, program ve yonetmeliklerini birlikte

hazirlamak ve onaylamak.

e) Tirk Silahli Kuvvetleri'ne baglh ortadgretim kurumlarinin program, yonetmelik ve
ogrenim denklik derecelerinin belirlenmesi konularinda igbirliginde bulunmak.

f) Yiksekogretimin milli egitim politikast biitiinliigii icinde yiiriitiilmesini saglamak igin,
Yiiksekogretim Kanunu ile Bakanliga verilmis olan gorev ve sorumluluklar yerine getirmek.

g) Okullardaki beden egitimi, spor ve izcilik egitimi ile ilgili hizmetleri yiiriitmek.
h) Yiiksekdgrenim gencgliginin barinma, beslenme ihtiyaglarini ve maddi ydnden

desteklenmelerini saglamak.

BAYINDIRLIK VE iSKAN BAKANLIGI’NIN GOREVLERI

Bayindirlik ve Iskan Bakanligi’nin gorevleri; Milli Savunma Bakanligi’nin insaat, milli ve
Nato alt yap1 hizmetleri ile Ulastirma Bakanligi’na bagli genel miidiirliiklere, kanunlarla yapim
yetkisi verilmis olan 6zel ihtisas igleri hari¢ sunlardir:

a ) Kamu yapilari ve tesislerinin ingaat ve esasli onarim islerini yapmak veya yaptirmak.

b ) Bagl kuruluslar ile miiesseselerinin kendi kurulus kanunlarinda gosterilen ingaat, bakim,
onarim ve hizmetlerin yapilmasi veya yaptirilmasini saglamak tizere gerekli isleri yapmak.

c) Arsa Ofisi Kanunu esaslarina gore gereken arazi ve arsayir saglamak tizere gerekli isleri
yapmak.

d) Cesitli 6zellik ve dlgekteki imar planlarinin, sehir alt yap: tesislerinin ve siginaklarin
projeye esas standartlarini hazirlamak.

e) Konut politikasi ilkelerine gore konut yapmak, yaptirmak.

f) Ulkenin sart ve imkanlarina gore, en gerekli ve faydali yap1 malzemesinin ekonomik ve
standartlara uygun imalini ve kullanilmasin1 saglayacak tedbirleri almak, aldirmak.

g) Deprem, yangin, su baskini, yer kaymasi, kaya diismesi, ¢1§ ve benzeri afetlerden evvel
ve sonra meskun alanlarda alinacak tedbirlerle yapilacak yardimlari tesbit etmek ve bunlarin
uygulanmasini saglamak, bu konularda ilgili bakanliklar ve kamu kurum ve kuruluslariyla igbirligi
yapmak.

h) 11 Ozel Idarelerine ait yap1 ve tesisleri yapmak veya yaptirmak.



1) Gergek ve tiizel kisilere, yapilan isler diginda, yurt iginde kamu kurum ve kuruluslarina is
yapan ve belirlenecek gerekli nitelikleri tasiyan miiteahhitlere belge vermek ve gizli sicillerini
tutmak.

j) Yurt disinda is yapmak isteyen miiteahhitlerle ilgili olarak mevzuatin gerektirdigi
islemleri yapmalk, sicillerini tutmak.

k) Bir kamu hizmetinin goriilmesi amaci ile resmi bina ve tesisler i¢in imar planlarinda yer
ayrilmasi veya bu amagla degisiklik yapilmasi gerektigi takdirde, Valilik kanali ile ilgili belediyeye
talimat vermek ve gergeklestirilmesini saglamak.

1) Birden fazla belediyeyi ilgilendiren imar planlarinin hazirlanmasinda, kabul ve
onaylanmasi safhasinda ortaya ¢ikabilecek ihtilaflar1 ¢oziimlemek, gerektiginde onaylamak.

m) Gerekli goriilen hallerde, Kamu yapilart ile ilgili imar plan1 ve degisikliklerinin; umumi
hayata miiessir afetler dolayisiyla veya toplu konut uygulamasi veya Gecekondu Kanununun
uygulanmasi amaciyla yapilmasi gereken planlarin ve plan degisikliklerinin; birden fazla belediyeyi
ilgilendiren metropoliten imar planlarinin veya igerisinden veya civarindan demiryolu veya
karayolu gecen, hava meydani bulunan veya havayolu veya denizyolu baglantisi bulunan yerlerdeki
imar ve yerlesme planlarinin tamamini veya bir kismini, ilgili belediyelere veya diger idarelere bu
yolda bilgi verilerek ve gerektiginde isbirligi saglanarak yapmak, yaptirmak, degistirmek ve re'sen
onaylamak.

n) Bu islerle ilgili tiiziik, yonetmelik, tip s6zlesme, sartname, rayig, fiyat analizleri ve birim
fiyatlar1 hazirlamak ve yayinlamak.

0) Belediyelere ve i1 Ozel idarelerine genel biitce vergi gelirlerinden pay verilmesi
hakkindaki mevzuat uyarinca tesis edilen Belediyeler Ortak Fonundaki paylarinin Iller Bankasinin
yillik programa giren yatirimlari i¢in dagitimini onaylamak ve izlemek.

p) Bakanlik ilgili kuruluslarima ait gorevlerin yapilmasini saglamak; bu kuruluslarin

kanunlar ile diger kanunlarin Bakanliga verdigi gérevleri yapmak.

SAGLIK BAKANLIGININ GOREVLERI

a) Herkesin hayatin1 bedenen, ruhen ve sosyal bakimdan tam iyilik hali i¢inde siirdlirmesini
saglamak i¢in fert ve toplum saglhigim1 korumak ve bu amagla iilkeyi kapsayan plan ve programlar
yapmak, uygulamak ve uygulatmak, her tiirlii tedbiri almak, gerekli teskilat: kurmak ve kurdurmak.

b) Bulasici, salgin ve sosyal hastaliklarla savasarak koruyucu, tedavi edici hekimlik ve
rehabilitasyon hizmetlerini yapmak.

¢) Ana ve ¢ocuk saglhiginin korunmasi ve aile planlamasi hizmetlerini yapmak.
d) Ilag, uyusturucu ve psikotrop maddelerin iiretim ve tiiketimini her safthada kontrol ve
denetlemek; farmasotik ve tibbi madde ve miistahzar iireten yerlerin, dagitim yerlerinin acilis ve

caligmalarini esaslara baglamak, denetlemek.

e) Gerekli as1, serum, kan iirlinleri ve ilaglarin {iretimini yapmak, yaptirmak ve gerekirse
ithalini saglamak.



f) Temel sorumluluk Saglik Bakanligi’na ait olmak iizere Tarim, Orman ve Koyisleri
Bakanlig1 ve mahalli idarelerle isbirligi suretiyle gida maddelerinin ve bunlari iireten yerlerin saglik
acisindan kontrol hizmetlerini yiirlitmek.

g) Mahalli idareler ilgili diger kuruluslarla isbirligi suretiyle ¢evre sagligimi ilgilendiren
gerekli tedbirleri almak ve aldirmak.

h) Bulasici, salgin insan hastaliklarina kars1 kara hudut kapilari, deniz ve hava limanlarinda
koruyucu saglik tedbirlerini almak.

j) Kanser, verem ve sitma ile savas hizmetlerini yiiriitmek ve bu alanda hizmet veren kurum
ve kuruluslarin ¢alismalarinin koordinasyonunu ve denetimini saglamak.

k) Bu gorevlerin yerine getirilmesi i¢in gerekli tesisleri kurmak ve isletmek, meslek
personelini yetigtirmek.

1) Saglik hizmetleriyle ilgili olarak milletleraras1 ve yurt i¢indeki kurum ve kuruluslarla
isbirliginde bulunmak.

ULASTIRMA BAKANLIGININ GOREVLERI

a) Ulastirma ve haberlesme is ve hizmetlerinin karayolu yapimi ve teghizati ile ilgili
hususlar hari¢ ve Karayollari Genel Midiirliigii Kurulus ve Gorevleri Hakkinda Kanun Hiikiimleri
sakli kalmak flizere teknik, ekonomik ve sosyal ihtiyaglara,kamu yararma ve milli giivenlik
amaglarma uygun olarak kurulmasini,gelistirilmesini ve bu hizmetlerin birbirini tamamlayict
sekilde yiiriitiilmesini saglayacak esaslar1 tespit etmek,uygulanmasini takip etmek ve denetlemek.

b) Ulastirma ve haberlesme talep ve ihtiyaglarini tespit etmek ve planlamak.

¢) Ulastirma ve haberlesme sistemlerinin diizenlenmesi, hava tasima araglarmin teknik
nitelikleriyle, bunlarda c¢alisanlarin yeterlilik sartlariin belirtilmesi hususlarinda temel prensip ve
politikayi tespit etmek, bu konularda koordinasyonu saglamak.

d) Ulastirma ve haberlesme islerinde Karayollar1 Trafik Kanunu hiikiimleri sakli kalmak
tizere kamu diizenini, can ve mal giivenligini saglayacak sekilde tedbirler almak, aldirtmak ve
uygulanmasini takip etmek ve denetlemek.

e) Devletin ulagtirma ve haberlesme hedef ve politikalarinin tespiti ve uygulanmasi amaciyla
gerekli aragtirmalart yapmak ve yaptirmak.

f) Bakanlikla ilgili kuruluslarin amaclar1 ve 6zel kanunlar1 geregince ve kendilerine verilen
hizmetleri yerine getirmelerini saglamak.

g) Ulastirma ve Haberlesme hizmetleri karsiliginda alinacak iicretler, ilgili kanunlarin
hiikiimleri dahilinde, hizmetin niteligine ve {iilkenin ekonomik sartlarina goére diizenlemek,
uygulanacak {icret tarifelerinden liizum goriilenleri onaylamak ve bunlarin uygulanmasini takip
etmek.

h) Ulastirma, haberlesme ve telsiz isletmeciligi acente ve komisyonculugu yapan veya
yapacak olan gercek ve tiizelkisilerin yeterlik sartlarim1 ve hizmet esaslarini tespit etmek ve
tarifesine gore alinacak ticret karsiliginda izin belgelerini vermek.

1) Yabanci iilkelerin ilgili kuruluslariyla ulagtirma ve haberlesme iligkilerini 5/5/1969 tarih
ve 1173 sayili Milletleraras1 Miinasebetlerin Yiiriitiilmesi ve Koordinasyonu Hakkinda Kanun



hiikiimleri sakli kalmak tizere diizenlemek ve yapilacak anlagsma ve anlagsmalari uygulamak.

J) Yukaridaki gorevleri olaganiistii hal ve savasta da 697 Sayili Kanun hiikiimleri dahilinde
yiiriitmek.

TARIM VE KOY iSLERIi BAKANLIGI’NIN GOREVLERI

a) Kalkinma plan ve programlart dogrultusunda, kirsal bolgelerin kalkindirilmasi, tarim,
hayvancilik ve su iiriinlerinin gelistirilmesi i¢in politikalarin tespitine yardimci olmak ve bunlardan
gorev alanina girenleri uygulamak, tarim kesimi ve kirsal bolgelerin topyekiin gelistirilmesi igin
altyapi tesislerini yapmak ve yaptirmak.

b) Kalkinmanin gereklerine ve gelisen taleplere uygun olarak iiretim, tiiketim ve girdi
ihtiyaclar1 ile toprak, su, bitki, hayvan varligi ve benzeri tabii kaynaklarin korunmasi ve
gelistirilmesi i¢in arastirma, inceleme, plan, program ve projeler yapmak ve yaptirmak.

c) Kullandiklar1 tarimsal kredi ve diger girdilerin, temin, tedarik ve dagitimi ile ilgili
hizmetlerde ve ¢ift¢inin teskilatlanmasinda yardimei olmak, tarim iirtinlerini destekleme politikalari
ile ilgili ¢aligmalar yapmak, tabii afetlerden zarar goren ¢iftgilere 6zel mevzuatinda yer alan esaslar
cergevesinde yardim yapmak.

d) Gida ve diger tarim ve hayvancilik tirlinlerinin kalite ve standartlara uygun olarak tiretimi,
islenmesi, korunmasi, pazarlanmasi ve degerlendirilmesini temin ve diizenlemek i¢in gerekli
kontrol sistemi ve kuruluslarini tesis etmek, isletmek ve bu konularda giftginin teskilatlanmasinda
yardimci olmak.

e) Kirsal yerlesme birimlerinin yol, su, kanalizasyon, elektrik, iskan ihtiya¢larini karsilamak,
bunlarin ekonomik ve sosyal tesislere, saglikli ve modern fiziki yerlesme imkanlarina
kavusmalarin1 saglayacak politikalar1 gelistirmek, arazi toplulastirilmasi yapmak ve bunlarla ilgili
arastirma, envanter, plan, proje yapmak ve yapilmasini saglamak.

f) Halkin geregi gibi beslenmesini saglamak ve tiiketim taleplerini karsilamak i¢in ihtiyag
duyulan ¢aligmalar1 yapmak, ihracat imkanlarin1 gelistirmek iizere bitkisel tiretim ve hayvancilikta
verimliligi artirict tedbirleri almak ve tiretimi ¢esitlendirmek.

g) Tarim ve hayvancilik konularinda arastirmalar yapmak, bunlarin gerektirdigi islah,
deneme, iiretme, iirlin isleme, istasyon, miiessese, laboratuar ve benzeri tesisleri kurmak ve
isletmek, bu tesisleri kurup isletmek isteyen 6zel sektore yardimci olmak, mevzuat cergevesinde
gerekli izni vermek.

h) Verimli ve faydali tarim bilgilerini cift¢i ailelerine benimsetmek ve iilke diizeyinde
yayginlastirmak amaciyla, tarimsal yaym ve egitim sistemi ve programlart ile projelerini
hazirlamak, uygulamak, 6rnek ciftci yetistirmek iizere egitim program ve projeleri uygulamak, ¢iftci
kadinlar1 ve kizlarina ev ekonomisi, ¢ocuklar1 ve genclerine teknik ve pratik ciftcilik 6gretmek
izere tedbirler almak, uygulamalar yapmak, 6rnek c¢ift¢i yetistirmek ve tarim yayimi ve egitimi i¢in
her tiirli egitim merkezi gibi tesisleri kurmak, kurslar agmak veya actirmak.

1) Tasinir, tasinmaz ¢iftgi mallarinin korunmasini 6zel kanunlara gore saglamak i¢in ilgili
kuruluglarla isbirligi yapmak ve tarim disinda kullanilmaya tahsis edilecek araziyi tespit etmek,
bunlarmn kullanilmasina izin vermek i¢in ilgili kuruluslarla koordinasyon saglamak, devletin hiikiim
ve tasarrufu altinda veya 6zel miilkiyetinde bulunan yabani fistiklik, zeytinlik, harnupluk, fundalik,
makilik, ¢ayir ve meralarin altyap tesislerini korumak ve verimlilik ilkesi ile 1slah, imar ve ihya
etmek.



J) Gida konularinda arastirmalar yapmak, pilot tesisler kurmak, gida kontroliine yardimci
olmak, diger kuruluglarla isbirligi icinde Tiirk Gida Kodeksi'nin hazirlanmasi ve uygulanmasini
gerceklestirmek, gida ve yem sanayileri {iriinlerinin belirlenmis esaslara uygunlugunu denetlemek,
1734 Sayili Yem Kanunu ile verilen isleri yapmak, yem tescil ve kontrol hizmetlerini yiiriitmek.

k) Bitkilerde ve firiinlerinde meydana gelen hastaliklar, hasereler ve yabanci otlarla
miicadele etmek veya ettirmek, bu konularda arastirmalar yapmak, zirai miicadele ve zirai karantina
planlarini, yillik uygulama programlarin1 ve projelerini yapmak, hastalik ve zararlilarin
yayilmalarim1 6nlemek i¢in tedbirler almak, ithal ve ihra¢ olunan bitkisel {irlinleri hastalik ve
zararlilar yoniinden kontrol etmek, i¢ ve dis karantina ilkelerini, sinirlayici ve yasaklayici tedbirleri
belirlemek, duyurmak, uygulamak, uygulamalar1 kontrol etmek, zararlilar hakkinda ciftcileri
egitmek, onlar1 tehlikelere karsi uyarmak, cift¢i imkanlari ile Onlenemeyen salgin hastalik ve
zararlhilara kars1 devlet miicadelelerini programlayip uygulamak 6968 Sayili Kanun hiikiimlerinin
uygulanmasini saglamak ve denetlemek.

1) Zirai miicadele ilaglarinin, alet ve makinelerinin ithal, imal, satis ve kullanilma esaslarini
tespit etmek, uygulatmak ve bu ilacglarin insan, hayvan ve cevreye zarar vermeyecek sekilde
kullanilmasini teminen gerekli denetlemeleri yapmak.

m) Hayvanlarin sagligina zarar veren her tiirlii salgin ve paraziter hastaliklar ile ilgili teshis,
tedavi ve koruma tedbir ve sartlarini tespit etmek, tedavilerini yapmak, gerekli tesisleri kurmak,
kurulmalarina izin vermek, i¢ ve dis karantina sartlarini belirlemek, duyurmak, uygulatmak, hayvan
hareketlerini takip etmek, hayvan park, pazar, panayir ve sergilerinde saglik kontrollerini yiirtitmek,
tahaffuzhaneler agmak ve gerektiginde diger metotlarla sinirlayici ve yasaklayici tedbirleri almak,
denetlemelerde bulunmak.

n) Hayvan barmaklar1 ve tesislerini saglik yoniinden kontrol etmek, mezbahalarla hayvan
kesimi ve isletme tesislerinde veteriner hizmetlerini denetlemek, serbest veteriner hekimlerin,
hayvan hastanelerinin ¢aligmalarin1 kontrol etmek.

o) Hayvan hastaliklarinda kullanilan as1, serum, biyolojik ve kimyasal maddeler ile veteriner
ilaclarini, bunlarin bilesimine giren etkili ve yardimct maddelerini liretmek, tiretimine izin vermek,
norm ve Ozelliklerini, imal, ihzar, ithal, satig, tasima ve muhafaza sartlarini tespit etmek, imalatina
ve satisina izin vermek, kontrol etmek, kismen veya tamamen yasaklamak, bu hizmetleri yerine
getirmek i¢in gerekli arastirmalari yapmak ve laboratuar, imalat yerleri ve istasyonlar1 kurmak ve
kurulmalarma izin vermek ve faaliyetlerini kontrol etmek.

p) Veterinerlik konularinda arastirmalar yapmak, cift¢cilere hayvan hastaliklar1 ve tedavileri
hakkinda yayin hizmetleri gotiirmek.

r) Hayvanlarin verimlerini ve liretimini artirmak amaci ile 1slah, tabii, sun'i tohumlama ve
embriyo transferi tekniklerini uygulamak ve gelistirme programlarini hazirlamak, uygulamak,
uygulatmak, ciftcilerin modern hayvancilik isletmeleri kurmalarin1 6zendirmek, bunlara gerekli
destegi saglamak, finansmani ile ilgili oldugu projeleri denetlemek, hayvan yetistiriciligi ve
yonetimi konularinda arastirma, egitim ve yayim hizmetleri yapmak, hayvan soy kiitiigii sistemini
organize etmek,

s) Su Uriinleri Kanunu ile verilen goérevlerden Bakanlikla ilgili olanlari yapmak ve
yaptirmak.

t) Tarim alanlarinin gayesine uygun bir sekilde kullanilmasii saglamak, denetlemek ve
ilgili kuruluslarla igbirligi yapmak.



CALISMA VE SOSYAL GUVENLIiK BAKANLIGI’NIN GOREVLERI

a) Calisma hayatin1 diizenleyici, is¢i - igveren iliskilerinde c¢alisma bariginin saglanmasini
kolaylastirict ve koruyucu tedbirler almak.

b) Calisma hayatindaki mevcut ve muhtemel meseleleri ve ¢oziim yollarini aragtirmak.

c) Ekonominin gerektirdigi insan giiciinii saglamak i¢in gerekli tedbirleri arastirmak ve
uygulanmasinin saglanmasina yardimci olmak.

d) Istihdami ve tam calismay1 saglayacak, calisanlarin hayat seviyesini yiikseltecek tedbirleri
almak.

e) Caliganlarin mesleki egitimlerini saglayici tedbirler almak.

f) Sakatlarin mesleki rehabilitasyonunu saglayacak tedbirler almak.

g) Is saglig1 ve giivenligini saglayacak tedbirleri almak.

h) Calisma hayatin1 denetlemek.

1) Sosyal adalet ve sosyal refahin gergeklesmesi icin gerekli tedbirleri almak,

j) Cesitli fizyolojik, ekonomik ve sosyal risklere karst sosyal sigorta hizmetlerini
uygulamak.

k) Sosyal gilivenlik imkanimi saglamak, yayginlastirilmasi ve gelistirilmesi i¢in gerekli
tedbirleri almak.

1) Yabanci iilkelerde ¢alisan Tirk iscilerinin ¢alisma hayati ve sosyal gilivenlikle ilgili
meselelerine ¢oziim yollar1 aramak, hak ve menfaatlerini korumak ve gelistirmek.

m) Calisma hayatin1 gelistirmek i¢in ¢alisanlart koruyucu ve caligmayi destekleyici
tedbirleri almak.

n) Bagh ve ilgili kuruluslarin amaglar1 ve 6zel kanunlari geregince idare edilmesini
saglamak ve denetlemek.

o) Is istatistiklerini derlemek ve yaymlamak.

p) Cesitli mevzuatla verilen diger gorev ve hizmetleri yapmak.

SANAYI VE TICARET BAKANLIGININ GOREVLERI

a) Ginlin sartlarina ve teknolojinin gereklerine gore iilkenin sanayi politikasinin
belirlenmesine, sanayinin gelistirilmesine ve yonlendirilmesine ait tedbirlerin hazirlanmasina
yardimci olmak, kalkinma plan ve programlarinda yer alan ilke ve hedeflere uygun sekilde tespit,
tanzim ve idare etmek, bu konularda ilgili kuruluslar arasinda gereken isbirligi saglayacak tedbirleri
almak.

b) Ulke sartlarina uygun teknolojinin saglanmasi, gelistirilmesi ve dagilimi icin yurt i¢i ve
yurt dis1 kurum ve kuruluslarla temas kurmak ve geregi halinde isbirligi yapmak, sanayi isletmeleri



arasinda teknolojik entegrasyonu temin etmek i¢in gereken tedbirleri tespit etmek ve uygulanmasini
saglamak.

c) Tasarruflarin sanayi yatirimlarina kanalize edilmesine yardimeci olmak, bolge ve illerin
sanayilesme potansiyellerine ait arastirma, planlama ve proje ¢aligmalarin1 yapmak ve yaptirmak ve
gerektiginde tatbik etmek.

d) Sanayi bolge ve sitelerinin kurulmasina izin vermek, bu kuruluslar1 desteklemek ve
denetlemek, bu konularda ilgili kurum ve kuruluslarla igbirligi yapmak ve gerekli mevzuati
hazirlamak, kiiciik sanayi ve el sanatlar1 ile ilgili her tiirlii arastirma, gelistirme ve koordinasyon
hizmetlerini yliriitmek, organize sanayi bolgeleri ile kiiclik sanayi sitelerinin kurulmasi ile ilgili
biitiin faaliyetlerin koordinasyonunu saglamak.

e) Sanayi isletmelerine ait sicilleri tutmak, envanter yapmak, istatistiki bilgi toplamak ve
degerlendirme.

g) Sanayi mamullerinin standartlarin1 hazirlamak veya hazirlatmak, normlarin1 temin veya
tespit etmek ve kalite kontroliinii yapmak veya yaptirmak, gerektiginde sanayi mamullerinin
fiyatlarini tespit etmek.

h) Siai mamullerin yurt i¢inde ve yurt disinda tanitilmasi ve pazarlanmasi konusunda ilgili
kurum ve kuruluslarla isbirligi yapmak.

1) Sanayii gelistirmek i¢in kalite kontrolii merkez ve laboratuarlarimi kurmak veya
kurdurmak ve kurulmus miiesseselerle igbirligi yapmak.

j) I¢ piyasadaki baslica gida ve ihtiyag maddelerinin fiyat hareketlerini takip etmek ve i¢
piyasay1 denetlemek,

k) Sirketlerle ilgili hizmetleri yiiriitmek ve bunlar1 denetlemek.

1) 11/01/1989 tarihli ve 3516 Sayili Olgiiler ve Ayar Kanunu'nda belirtilen 6lgiiler ve ayar
hizmetleri kapsamina dahil bulunan hizmetleri yiiriitmek.

m) Tarim, Orman ve Koyisleri Bakanligi’na bagl tarimsal amagli kooperatiflerle Tarim
Kredi Kooperatifleri ve Birlikleri hari¢ olmak {lizere tarim satis kooperatifleri ve birlikleri ile genel
hiikiimlere tabi kooperatiflerin ve birliklerin kurulus, isleyis ve denetimlerine ait islem ve hizmetleri
ylriitmek.

n) Devlet adina tirtin alimu ile ilgili isleri ve bu faaliyetler i¢in gerekli kredilerle ilgili hizmet
ve iglemleri yiirtitmek.

o) Ihra¢ mallar1 ve diger bakanliklarin yetkileri disindaki mallarin standardizasyonu ile ilgili
caligmalar ytiriitmek.

p) Saglikli bir rekabet diizeninin olusturulmasina yonelik politikalarin belirlenmesi amaciyla
inceleme, aragtirma ve diizenlemelerde bulunmak.

r) Ticaret ve sanayi odalari, deniz ticaret odalari, ticaret borsalar1 ve esnaf derneklerine ait
hizmetleri ve bankacilik mevzuati ile Bakanliga verilen hizmetleri ilgili diger bakanliklarla isbirligi
suretiyle yiirlitmek.



s) Evrensel kabul gormiis tiiketici haklarinin saglanmasi ve korunmasina yonelik hukuki ve
idari tedbirleri almak, tiiketicinin korunmasini saglayici inceleme, arastirma ve diizenlemelerde
bulunmak.

t) Cesitli mevzuatla Sanayi ve Ticaret Bakanligi’na verilen diger gorev ve hizmetleri
yapmak.

ENERJI VE TABIii KAYNAKLAR BAKANLIGININ GOREVLERI

a) Ulkenin enerji ve tabii kaynaklara olan kisa ve uzun vadeli ihtiyacin1 belirlemek, temini
icin gerekli politikalarin tespitine yardimci olmak, planlamalarini yapmak.

b) Enerji ve tabii kaynaklarin iilke yararina, teknik icaplara ve ekonomik gelismelere uygun
olarak arastirilmasi, isletilmesi, gelistirilmesi, degerlendirilmesi, kontrolii ve korunmasi amaciyla
genel politika esaslarinin tespit ve tayinine yardimci olmak, gerekli programlar1 yapmak, plan ve
projeleri hazirlamak veya hazirlatmak.

c) Bu kaynaklarin degerlendirilmesine yonelik arama, tesis kurma, isletme ve faydalanma
haklarini1 vermek, gerektiginde bu haklarin devir, intikal, iptal islemlerini yapmak, ipotek, istimlak
ve diger takyit edici haklari tesis etmek, bunlarin sicillerini tutmak ve muhafaza etmek.

d) Kamu ihtiyag, glivenlik ve yararina uygun olarak enerji ve tabii kaynaklar ile enerjinin
iiretim, iletim, dagitim, tesislerinin etiit, kurulus, isletme ve devam ettirme hizmetlerinin genel
politikasini tespit caligmalarinin koordinasyonunu temin etmek ve denetlemek.

e) Yeralt1 ve yeriistii enerji ve tabii kaynaklar ile iiriinlerinin retim, iletim, dagitim ve
titkketim fiyatlandirma politikasini tayin ve gerektiginde fiyatlarini tespit etmek.

f) Bakanligin bagl ve ilgili kuruluglarinin isletme ve yatirim programlarini inceleyerek
tasvip etmek ve yillik programlara gore faaliyetlerini takip etmek, degerlendirmek.

g) Bakanliga bagli ve bakanlikla ilgili kuruluslarin ¢alismalarini ve iglemlerini her bakimdan
tetkik, tahkik ve teftige tabi tutmak, gerekli her tiirlii emri vermek ve denetlemek.

h) Yukarda belirtilen gorevleri yerine getirmek amaci ile gerekli bilgileri toplamak,
degerlendirmek ve uzun vadeli politikalarin tespiti ve gelistirilmesi ile ilgili hazirlik ¢aligmalarini

yapmak.

KULTUR VE TURIiZM BAKANLIGI’NIN GOREVLERI

a) Milli, manevi, tarihi, kiiltiirel ve turistik degerleri arastirmak, gelistirmek, korumak,
yasatmak, degerlendirmek, yaymak, tanitmak, benimsetmek ve bu suretle milli biitiinligiin
gliclenmesine ve ekonomik gelismeye katkida bulunmak.

b) Kiiltiir ve turizm konular ile ilgili kamu kurum ve kuruluslarini yonlendirmek, bu
kuruluglarla igbirliginde bulunmak, yerel yonetimler, sivil toplum kuruluslart ve 6zel sektor ile
iletisimi gelistirmek ve isbirligi yapmak, yerel yonetimler, kamu kurum ve kuruluslar tarafindan
kurulan veya kamu personelini desteklemek icin kurulan dernekler ve ayn1 amaglarla Tiirk Medeni
Kanunu’na gore kurulan vakiflar disindaki asil amaci kiiltiir, sanat, turizm ve tanitim faaliyeti olan
dernek ve vakiflar ile Ozel tiyatrolar tarafindan gerceklestirilecek projelere nakdi yardimda
bulunmak.

c¢) Tarihi ve kiiltiirel varliklar1 korumak.



d) Turizmi, milli ekonominin verimli bir sektorii haline getirmek i¢in yurdun turizme
elverigli biitiin imkanlarini degerlendirmek, gelistirmek ve pazarlamak.

e) Kiiltir ve turizm alanlarinda her tiirli yatirim, iletisim ve gelisim potansiyelini
yonlendirmek.

f) Kiiltiir ve turizm yatinmlann ile ilgili tasinmazlari temin etmek, gerektiginde
kamulastirmak, bunlarin etiit, proje ve insaatin1 yapmak, yaptirmak.

g) Tiirkiye'nin turistik varliklarii her alanda tanitici faaliyetler ile her tiirli imkan ve
araclardan faydalanarak kiiltiir ve turizmle ilgili tanitma hizmetlerini yiiriitmek.

h) Kanunlarla verilen diger gérevleri yapmak.

CEVRE VE ORMAN BAKANLIGI’NIN GOREVLERI

a) Cevrenin korunmasi, kirliliginin 6nlenmesi ve iyilestirilmesi i¢in prensip ve politikalar
tespit etmek, programlar hazirlamak; bu cercevede, aragtirmalar ve projeler yapmak, yaptirmak,
bunlarin uygulama esaslarin1 tespit etmek, uygulanmasini saglayacak tedbirleri almak.

b) Cevrenin korunmasi ve Kkirliliginin Onlenmesi amaciyla iilke sartlarina uygun olan
teknolojiyi  belirlemek, bu maksatla kurulacak tesislerin  vasiflarin1  tespit etmek.

¢) Ulke sartlarina uygun olan cevre standartlarmi Tiirk Standartlar1 Enstitiisii ile birlikte
belirlemek, uygulamak ve uygulanmasini saglamak.

d) Atik ve yakitlar ile ekolojik dengeyi bozan, havada, suda ve toprakta kalici 6zellik
gosteren kirleticilerin ¢evreye zarar vermeyecek sekilde bertaraf edilmesi i¢in denetimler yapmak;
iilke genelinde tiim uygulayict kurum ve kuruluslarin bu konudaki taleplerini degerlendirerek
sonu¢landirmak; ilkenin atik yonetimi politikasint belirlemek ve bu konuda gerekli tedbirleri
almak; tehlikeli hallerde veya gerekli durumlarda faaliyetlerin durdurulmasi ile ilgili usul ve esaslari
yonetmelikle belirlemek.

e) Cevrenin korunmasi ve kirliliginin dnlenmesi i¢in ¢evre standartlar1 ve ekolojik kriterler
esas olmak iizere her tiirlii analizi, 6l¢iim ve kontrolleri gerceklestirmek amaciyla laboratuar
kurmak, kurdurmak ve denetimlerini yapmak veya mevcut kamu kurum ve kuruluslarinin
laboratuarlarindan yararlanmak.

f) Ulkedeki kirlenme konular1 ile kirlenmenin mevcut oldugu veya olmasi muhtemel
bolgeleri ve sektorleri tespit etmek ve izlemek, bu problemlerin teknik, idari ve finansman
bakimindan ¢Ozlimiinii saglayan kaynagin bulunmasiyla ilgili c¢alismalar1 yOnetmek veya
yonlendirmek.

g) Sirdiiriilebilir kalkinma ilkesi ¢ercevesinde, ¢evreye olumsuz etki yapabilecek her tiirlii
plan, program ve projenin, fayda ve maliyetleriyle ¢evresel olgularin ortak bir g¢erceve iginde
degerlendirilmesini  gerceklestirecek ¢evresel etki degerlendirmesi ve stratejik c¢evresel
degerlendirme ¢alismasinin yapilmasini saglamak, bu c¢alismalar1 denetlemek ve izlemek.

h) Dengeli ve siirekli kalkinma amacina uygun olarak ekonomik kararlarla ekolojik
kararlarin bir arada diisiiniilmesine imkan veren rasyonel dogal kaynak kullanimini saglamak tizere,
kalkinma planlar1 ve bolge planlar1 temel alinarak g¢evre diizeni planlarim1 hazirlamak veya
hazirlatmak, onaylamak, uygulanmasini saglamak.



1) Hayvanlarin korunmasina yonelik c¢aligmalari, ilgili bakanlik, kurum ve kuruluslarin
isbirligi ile yapmak, yaptirmak, bu konuda yiiriitiilen faaliyetleri desteklemek, denetlemek ve
denetlenmesini saglamak.

1) Cevre konusunda gorev verilmis olan 6zel kuruluslar ile kamu kurum ve kuruluslar
arasinda isbirligi ve koordinasyonu saglamak; bu konuda faaliyette bulunan goniillii kuruluslar
yonlendirmek, desteklemek ve bakanliklar arasi isbirligi esaslarini yonetmelikle belirlemek.

j) Cevreye olumsuz etkileri olan her tiirlii faaliyeti iilke biitiiniinde izlemek ve denetlemek.

k) Cevre uygulamalarina etkinlik kazandirmak i¢in basta mahalli idareler olmak iizere,
siirekli bir egitim programi uygulamak, bu amacla yapilan egitim faaliyetlerini izlemek,
desteklemek, yonlendirmek, ¢evre bilincini gelistirmek ve ¢evre problemleri konusunda kamuoyu
arastirmalar1 yapmak.

1) Cevre ve orman konularinda uluslararasi diizeyde siirdiiriilen ¢aligmalarin izlenmesi ve
bunlara katkida bulunulmas1 amaciyla ulusal diizeyde yapilan hazirliklari ilgili kuruluslarla igbirligi
halinde yiiriitmek ve bu calismalara Tiirkiye'nin istirakine iligkin koordinasyonun saglanmasina,
uluslararasi iliskilerin yiiriitiilmesi ile ilgili mevzuat ¢ergevesinde yardimci olmak.

m) Ormanlarin korunmasi, imar1 ve 1slahi ile bakimini saglamak.

n) Orman sinirlandirilmast ve kadastrosunu yapmak, vasif tayini ile devlet ormanlarina
iliskin kamu yararina irtifak hakki tesisi ve iznine ait isleri yliriitmek.

0) Orman sinirlart igerisinde ve yeniden orman rejimine alinacak yerlerde genel
agaclandirma plani diizenlemek, bu planin gerektirdigi etiit ve proje isleri ile agaclandirmalar
yapmak veya yaptirmak.

0) Erozyonu onleyici her tiirlii tedbiri almak.

p) Devlet ormanlar1 i¢indeki otlak, yaylak ve kiglaklar1 6zel mevzuatina gore 1slah etmek,
otlatma amenajman planlarini1 yapmak veya yaptirmak.

r) Agaclandirma yapmak, devamli ve gegici fidanliklar kurmak, 6zel agaglandirma yapmak
ve fidanlik tesis etmek isteyen gercek ve tiizel kisileri desteklemek.

s) Devlet ormanlarn ile tiizel kisiligi haiz kamu kurumlarma ve 06zel ormanlara ait
amenajman planlarin1 yapmak veya yaptirmak.

s) Devlet ormanlari i¢inde ve bitigiginde oturan koyliilerin sosyal ve ekonomik gelismelerini
saglamak maksadiyla bunlar1 her tiirli kredi ve yardim kaynaklariyla desteklemek, orman-halk
iligkilerini gelistirmek ve bu konuda her tiirlii tedbiri almak.

t) Baska yerlere nakledilecek orman koylillerinin  biraktiklar1  tasinmazlarin
kamulastirilmasini saglamak ve buralar1 agaglandirmak.

u) Yurt i¢ci odun hammadde ihtiyacini karsilamak, odun ve odun dis1 orman iiriinlerinin
ithalat ve ihracatina iliskin esaslar1 belirlemek, gerektiginde tohum, fidan ve iiretimle ilgili
maddeleri ithal ve ihra¢ etmek.

v) Milli parklar, tabiat parklari, tabiat anitlari, tabiati koruma alanlar1 ve orman i¢i mesire
yerleri ile biyolojik g¢esitliligin, av ve yaban hayati alanlarinin tespiti, yOnetimi, korunmasi,
gelistirilmesi, isletilmesi ve islettirilmesini saglamak.



y) Bakanligin caligma alanima giren hizmetlere iligkin olarak, arastirma birimleri ve egitim
merkezleri agmak, yurt i¢inde ve disinda gerekli personeli yetistirmek, her ¢esit uygulamali
arastirmalarla egitim, yayin ve yayim ¢alismalar1 yapmak, yaptirmak, dokiimantasyon ve tanitma
faaliyetlerinde bulunmak.



Bagbakan

Merkezi yonetim grafigi gelecek



Vali

Il yonetimi grafigi gelecek



Kaymakam

Ilge yonetimi grafigi gelecek



[I. Bolim

e Kaymakamlik
e Merkezi Yénetimin Ilcemiz Tasra Teskilatlar:
e Merkezi Yonetim Tasra Teskilatlari’nin Gorev Alanlari




KAYMAKAMLIK

Kaymakam, il¢enin genel yonetiminden sorumlu olan, devleti ilgede temsil eden, ilgenin en
yetkili kamu gorevlisidir.

Kaymakam, gorevlerini bagli oldugu ildeki valinin denetimi altinda ytiriitiir.
Baslhica gorevleri sunlardir:
1- Ilgede kamu diizenini saglar.

2

Ilcede yasalarin uygulanmasini saglar.
3- Valinin emirlerini uygular.

4- lgedeki cesitli kamu kurumlarinin ¢alismalari arasinda esgiidiimii saglar.

(9]
1

Halkin sikayetlerini dinler, ihtiya¢larini saptar ve giderilmesi i¢in gerekli 6nlemleri alir.

6

Torenlere baskanlik eder, resmi ziyaretleri kabul eder.

7- Kanunun agik¢a yetki verdigi hallerde devlet tiizel kisiligi adina islemler yapar.
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CEVRE VE ORMAN MUDURLUGU’NUN GOREVLERI

Isletme miidiirliigii sinirlar1 dahilindeki ormanlarin genclestirilmesi, bakiminin yapilmasi,
gelistirilmesi ve devamliliginin saglanmasi amaci ile gerekli teknik miidahalelerin yapilmasi;
ormanin, kacakcilik, a¢macilik, isgal, faydalanma gibi usulsiiz miidahalelerle yangin gibi
zararlardan korunmasini saglamak, yanan alanlar basta olmak {izere bozuk ve verimsiz orman
alanlarinin ekim veya dikim suretiyle verimli hale getirilmesi, belirtilen islemlerin yapilabilmesi
icin gerekli olan yol, bina, tesis gibi yatirimlarin gerceklestirilmesi, ormanlarin bakimi
gerceklestirmesi sirasinda elde edilen iiriinlerin piyasa kosullarina uygun olarak iiretilmesi,
pazarlanmasi ve buna benzer ormanlarla ilgili her tirlii islemlerin yapilmasi, yaptirilmasi ve
takibinden ve kontroliinden anayasanin 169-176 maddeleri 6831 sayili orman kanunu ve buna
dayal1 yiiriirliikkte bulunan mevzuat geregi sorumludur.

MUZE MUDURLUGU’NUN GOREVLERI

Miize Miidiirliigiinlin gérevi tasinir veya taginmaz biitiin kiiltiir varliklarinin korunmasi,
bakimi ve onarimi, tanitilmasidir. Taginir kiiltlir varliklarinin (bilimsel sondaj kazilari, kagak kazilar
ile) ortaya ¢ikartilan ve bunlar1 miizeye getirilerek bakimi onarimi ve teshirini yani sergilenmesini
yapar. Bunun haricinde bu sergiledigi eserlerin akademik anlamda konu uzmanlarinca yayinlari
yapilir. Taginmaz kiiltiir varliklarin1 da camiler, mescitler, konutlar, tescil edilmis (tarihi kimligi
olan bolge dokusunu oldugu gibi korumay1 amaglar ) yapilar yerinde koruyarak bakim ve onarimi
saglar.

Biitiin kamu kurumlarinca sivil toplum 6rgiitleri ile irtibata gegerek basta bolge halki olmak
lizere tlim toplumun tarihi gegmisi hakkinda bilgilenmesini saglar. Gorsel anlamda mevcut
eserleriyle de destekler. Bolgede sit alanlar1 igerinde kalan herhangi bir yapilasma olmadan 6nce
sondaj kazilar sonucunda tasinir ve tasinmaz kiiltlir varliklarinin ortaya ¢ikisi nedeniyle bina izni
verilir yada verilmez. Miize Miidiirliigli’ niin kapsami, sadece Bergama ile sinirl kalmayip Kinik,
Dikili, Candarli, Poyracik, Zeytindag, Gogbeyli alanlarini da icine alir. Faaliyetleri burada da
gecerlidir.

SiVIL SAVUNMA MUDURLUGU’NUN GOREVLERI

Ilcede meydana gelecek afetlerde, sivil halkin can ve mal giivenligini saglamak igin,
kanunlarca kendilerine verilen gérevleri yerine getirmekle yiikiimliidiir.

JANDARMA KOMUTANLIGI’NIN GOREVLERI

Jandarma’nin genel olarak gorev ve sorumluluk alant; polis gorev sahasi dis1 olup, bu
alanlar il ve il¢e belediye siirlar1 disinda kalan yerler ile polis teskilati bulunmayan yerlerdir.
Jandarma bu yerlerde, emniyet ve asayisin saglanmasindan sorumludur.

2803 Sayil1 “Jandarma Teskilat, Gorev ve Yetkileri Kanunu” geregince Jandarmanin
Gorevleri; Miilki, Adli, Askeri ve Diger Gorevler olmak {izere dort ana baslik altinda

toplanmaktadir.

Miilki Gorevleri:

Genelde emniyet ve asayis ile kamu diizenini saglamak, korumak ve kollamak i¢in sug
islenmesini 6nleyici faaliyetleri kapsar. Kacakc¢iligin men, takip ve tahkiki ile ceza infaz kurum ve



tutukevlerinin dig korumasi gorevleri de bu kapsamdadir.

Adli Gorevleri:

Suglarin islenmesini miiteakip su¢ ve su¢lularin ortaya ¢ikarilmasi, yakalanmasi ve sug
delilleri ile birlikte adli makamlara intikal ettirilmesidir.

Askeri Gorevleri:
Askeri kanun ve nizamlarin geregi olan gorevlerle, Genelkurmay Bagkanligi’nca verilen
gorevleri kapsar.

Diger Gorevler:

Miilki, Adli ve Askeri Gorevler disinda kalan ve diger kanun ve nizam hiikiimlerinin icrasi
ile bunlara dayal1 hiikkiimet kararlartyla verilen gorevlerdir.

VERGI DAIRESI MUDURLUGU’NUN GOREVLERI

Vergi dairesi, vergi miikellefini tespit eden vergileri tarh, tahakkuk ettiren ve tahsil eden
dairedir.

Vergi dairelerinin amaci vergi, resim, harg, vb. gelirlerin tahakkuk ve tahsil igslemlerinin
diizenli, siiratli, etkili ve verimli bir sekilde yiiriitiilmesidir.

Vergi dairelerinin vergi kanunlarinin ve diger mali mevzuatin uygulanmasi bakimindan
onemli islev ve gorevleri vardir.

TAPU SiCiL. MUDURLUGU’NUN GOREVLERI

Tasinmaz mallara ait akit ve her tiirlii tescil, tadil, terkin iglemlerini yapmak.

Mevzuata aykir istemleri Medeni Kanu’nun ve Tapu Sicil Tliziigli niin ilgili maddeleri
geregince reddetmek, bu karara kars1 ilgilisinin Bolge Miidiirliigiine itirazi halinde, islemli evraklar
ile tapu kayit drneklerini yedi giin icinde Bolge Midiirliigline gondermek, ret kararinin bozulmasi
halinde bozma kararina uyarak istemi yerine getirmek.

Yetki alanlarindaki tasinmaz mallara ait fenne iliskin talepleri hak sahibi veya yetkili
vekilinden geldiginin tespiti halinde, gorevli Kadastro Miidiirliigii veya sefligine iletmek.

Yetki alanlarindaki tasinmaz mallara ait ana ve yardimec siciller ile diger ilgili defter, dosya
ve belgeleri mevzuata uygun olarak diizenlemek, arsivlemek ve emniyetini saglamak.

Yetki alanlarinda yapilan kadastro veya yenileme sonucunda diizenlenen ana ve yardimci
siciller ile diger ilgili defter, dosya ve belgeleri devir ve teslim ¢izelgesi karsiliginda devir almak.

Yetki alanlarina yeniden katilan veya yetki alanlarindan ¢ikarilan tasinmaz mallara ait ana
ve yardimca siciller ile diger ilgili defter, dosya ve belgelerin asillarin1 veya onayli 6rneklerini
devir-teslim ¢izelgesi karsiliginda devir almak veya devir etmek.

Miidiirliikte her ay yapilan islemler sonucu diizenlenen tapu senedi, ipotek belgesi, ipotek
terkin cetvelleri ile mahkeme ve kadastro komisyon kararlar tescil listelerini, aylik istatistik cetveli
ve bilgisayar ¢iktilarin1 ve benzeri belgeleri Genel Miidiirliige veya istenildiginde Bolge
Miidiirliigiine belirlenen siire igerisinde gondermek.



Itirazl1 olup da kadastro mahkemelerince karara baglanan tasinmaz mallarin tescilinden
sonra bunlara ait listeleri Genel Miidiirliige veya istenildiginde Bolge Miidiirliigiine
geciktirilmeksizin gondermek.

Gorevine giren konularda kadastro midiirliikleri veya seflikleri ve diger kamu kurum ve
kuruluslari ile is birligi yaparak hizmetin aksamadan yiiriitiilmesini saglamak.

Mahkemeler, kamu kurum ve kuruluslari ile ilgisini kanitlayan gercek ve tiizel kisilerce
istenilen bilgiler ve belge drneklerini bu konudaki mevzuata uygun olarak zamaninda vermek veya
gondermek.

Akit ve tescile iligkin her tiirlii yazigmalar1 resen yapmak.

Genel Miidiirliik, Bolge Miidiirliigii ve miilki amirce verilen benzeri isleri yapmak.

EMNIYET MUDURLUGU’NUN GOREVLERI

Diinyanin her iilkesinde emniyet makamlarinin nitelik itibariyle ¢esitli gérevleri vardir.
Ulkemizde de halkin can ve mal giivenligi ile asayisi saglayan, devletin; silahl, tesisath personeli
ile gérev yapan resmi bir kurumudur.

Polise; kanun, tiizilk, yonetmelik, Bakanlar Kurulu Kararnamesi ve yonergeler gorev
vermektedir. Ayrica gerek miilki amirin (Vali-Kaymakam) gerekse idari amirin (Polis Amirleri)
polise gorev verdigi bilinmektedir. Bu gorevleri yaparken de, polisler yetkilerini kullanmaktadirlar.

Bu yetkilerin baglicalarini su sekilde siralayabiliriz.

Parmak izi ve Fotograf Alma Yetkisi
Bazi Isyerlerini A¢ma Yetkisi

Izinle Agilan Yerleri Kapatma Yetkisi
Zapt Yetkisi

Arama Yetkisi

Yakalama Yetkisi

Davet Yetkisi

Men Yetkisi

9. Meskene Girme Yetkisi

10. Zor Kullanma Yetkisi

11. Silah Kullanma Yetkisi

12. Gozaltina Alma Yetkisi

e B e

Polis sorusturmalari, yani taniklarin, magdurlarin ve siiphelilerin dinlenmesi, iist ve araglarin
aranmasi, arama-taramalar, yazigsmalarin ele gegirilmesi ve telefonlarin dinlenmesiyle ilgili olarak,
“Insan Haklar1 Evrensel Bildirgesi’nde, Yasalarin Uygulanmasindan Sorumlu Olanlar igin Davranis
Kurali’nda, Zorla Kayiplara Kars1 Tiim Kisilerin Korunmas1 Bildirgesi’nde” yer alan bazi énemli
detaylar asagida ele alinmistir.

a- Her bireyin, kisi glivenligi hakk: vardir.
b- Her kisinin, hakga (diiriist) bir yargilanma hakk1 vardir.

c- Her kisi, suglulugu diiriist bir yargilamayla yasal olarak ortaya konuluncaya
degin sugsuz sayilir.

d- Hi¢ kimsenin 6zel yasamina, ailesine, konutuna ya da yazigsmalarina
(iletisimine) keyfi bicimde karisilamaz.



e- Hi¢ kimsenin onuru ve sani, yasadisi saldirilara (ihlallere) konu olamaz.

f- Bilgiler elde etmek amaciyla saniklar, taniklar yada magdurlar iizerinde,
bedensel ya da zihinsel, hi¢bir baski yapilamaz.

g- Iskenceye ve baska insanlik dis1 ya da asagilayict davranislara bagvurmak
kesinlikle yasaktir.

h- Magdur ve taniklara, sevecenlik (merhamet) ve onurlarina saygi ile
davranilmasi gerekir.

1- Duygusal (hassas) bilgilerin islenmesinde her zaman en biiylik 6zenin
gosterilmesi ve gizlilik niteligine saygi gosterilmesi gerekir.

i- Hi¢ kimse, kendisine kars1 taniklik yapmaya ya da su¢lulugunu kabul etmeye
zorlanamaz.

j- Bir sorusturmanin, gerektigi gibi hakliliginin kanitlanmasi ve yasayla
Ongoriilen yonteme gore yliriitiilmesi gerekir.

k- Sorusturmalarin; carcabuk, yetkili, kapsamli (¢ok dikkatli) ve yansiz bicimde
ylritiilmesi gerekir.

1- Sorusturmalarin; magdurlarin kimligini belirleme, kanitlar elde etme, taniklar
bulma, bir cezai sucun nedenini, islenis bi¢cimini ve islendigi yeri ve zamani ortaya

koyma ve faillerin kimligini belirleme ve onlar1 yakalama amaci tagimasi gerekir.

m- Suclarin islendigi yerlerin 6zenle incelenmesi ve kanit 6gelerinin 6zenle
toplanmas1 ve korunmasi gerekir.

OZEL iDARE MUDURLUGU’NUN GOREVLERI

Ozel 1dare Miidiirliigii; kdylerde yasam standardinin yiikseltilmesi amaciyla yol, su,
kanalizasyon ve meydan diizenlenmesi gibi ¢aligmalarin desteklenerek kaynak saglanmasi.

Saglik, egitim, tapu ve bayindirlik alanlarinda yapilacak ¢aligmalarin desteklenerek kaynak
saglanmasi.

Tarimsal amacli kooperatiflerin kurulmasinin desteklenmesi.
Muhtar maaglarinin her ay diizenli olarak hesaplarina aktarilmasi.

Kaymakamlik lojmaninin elektrik,su,telefon, yakacak,onarim ve ortak giderlerinin
O0demelerinin yapilmasi.

Kaymakamlik makam otosunun yakit gideri.

11 Ozel Idaresi Genel Sekreterligi tarafindan verilen gorevler,talimat ve direktiflerin
yapilmas.

Ilge’de mevcut lkdgretim okullarinin tasima, temizlik, yakacak, su,kirtasiye, bakim ve
onarim ingaati giderlerinin 6denmesi.



flge Kaymakaminin verdigi ek gérevlerin yiiriitiilmesi.

5302 Sayil1 i1 Ozel Idaresi Kanunu geregince Belediye miicavir alani disindaki sihhi
miiesseseler, gayri sithhi miiesseseler ile umuma acik istirahat ve eglence yerlerine ruhsat verilmesi
ve denetlenmesi.

i1 Ozel Idaresi miilkiyetinde olan isyerleri kiralarmin tahsil edilmesi.

Koy Hizmetleri Sefligi’ne ait is makineleri, ve araclarinin yakit giderlerinin karsilanmasi

gibi gorevleri vardir.

MUFTULUK’UN GOREVLERI

Halkin din igleriyle ilgilidir.

Miiftiiliik, ilgede Diyanet Isleri Bagkanligi’ni temsil eder.

Camilerin, kuran kurslariin yonetilmesini saglar.

Bos olan imam hatip, miiezzin, kuran kursu 6greticiligi gibi kadrolara gorevli atamasi teklifinde
bulunur.

Denetim gorevini {istlenir.

Dini konularda vatandaslardan gelen sorular1 cevaplandirir.

Halki dini konularda vaaz, irsat, konferans yoluyla aydinlatir.

Miiftiliige bagl din gorevlilerinin her tiirlii 6zliik haklarinin korunmasini ve gelismesini saglamaya
calisir.

Miisliiman olmay1p da Islam dinini segmek isteyenlere Islam’a giris merasimi diizenleyip ihtida
belgesi diizenler.

Ramazan ay1 ve 6zel dini gecelerde 6zel programlar yapar ve uygular.

Gorevde olan din gorevlilerinin mesleki yonde yetistirmeleri i¢in hizmet i¢i egitim kurslari
diizenler.

SAGLIK MUDURLUGU’NUN GOREVLERI

Saglik Miidiirliigii, bolgesinde yasayan kisilerin ve toplumun hastaliklardan korunmasi ve
olusabilecek hastalik durumunda vatandasa kolay ulasabilecegi, kaliteli, teshis ve tedavisinin
yapilabilecegi gerekli 6nlemleri alir. Bu hizmetleri sunarken saglik hizmetini bir biitiin olarak
degerlendirir. Kendisinin sundugu saglik hizmetleri ile diger saglik kurumlarinin saglik hizmeti
arasinda es giidiimii saglamak, ayrica diger kurumlarla isbirligi yaparak toplumun ve kisilerin saglik
diizenini yiikseltmek ve siirdliirmek gorev ve yetkisindedir.

Sundugu hizmetlerin baglicalari;

Cevre saglig1 hizmetleri,

Bulasici ve kronik hastaliklar1 izleme ve miidahale hizmetleri,
Aile saglhigi merkezi hizmetleri,

Koordinasyon hizmetleri,

Lojistik hizmetleri,

Goriintiileme ve laboratuar hizmetleri,

Hizmet i¢i egitim hizmetleri,

Kayitlarin tutulmasi ve denetim hizmetleri,

Acil saglik hizmetleri,

Adli t1ibbi hizmetler,

Okul saglig1 hizmetleri,

Isci saghigi ve is giivenligi hizmetleri,

Ozel saglik kuruluslarmin ruhsatlandirma ve denetimi hizmetleri,



Afet organizasyonu,
Yesil kart ile ilgili gorevler, seklindedir.

MILLI EGITIM MUDURLUGU’NUN GOREVLERI

Egitim-Ogretim Hizmetleri

Kanun, tiizlik, yonetmelik, yonerge, program, genelge ve emirlerle tespit edilen egitim
amagclariin okul ve kurumlarda gergeklestirilmesini saglamak,

Gorev alanindaki okul ve kurumlarda egitim faaliyetlerinin Atatiirk ilke ve inkilaplari
dogrultusunda ytiriitiilmesini takip etmek, okul ve kurumlar ile 6grencilerin her tiirlii boliicii, yikict
ve zararl etkilerden korunmasini saglayici tedbirler almak,

Tiirk Dili, Tiirk Tarihi, Tirk Kiiltiirii ve giizel sanatlar alanindaki ¢alismalar ile yakindan
ilgilenerek, calismalarin faydal bir sekilde yiiriitiilmesini saglamak,

Egitim ve dgretim kurumlarinda 6grencilerin bilgi seviyesini ylikseltmek ve verimi artirmak
icin gerekli tedbirleri almak,

Ogrencileri ve gengleri kumar, i¢ki, sigara, uyusturucu maddeler ve yasaklanmis yayinlardan
korumak i¢in gerekli tedbirleri almak ve dikkate deger goriilen durumlari ilgili makamlara
bildirmek,

Ogretim y1li basinda ve sonunda gorev alaninda bulunan okul ve kurumlardaki yonetici ve
Ogretmenlerle toplantilar diizenlemek, bu toplantilarda okul ve kurumlarin huzurlu ve verimli
calismasi i¢in gerekli programlar1 hazirlamak, ¢aligmalar1 degerlendirmek,

Okul ve kurumlardaki 6grencilerin problemlerini inceletmek ve yaygin goriilen problemler
hakkinda yonetici, 6gretmen, veli ve 6grencileri aydinlatmak,

Okul ve kurumlarda egitim programlarinin uygulanmasi sirasinda goriilen aksakliklari tespit
etmek, diizeltilmesi i¢in ilgili makamlara rapor sunmak,

Ogrenci disiplin durumunu takip etmek, disiplinsizligi éneyici tedbirler almak, dgrenci iist
disiplin kurulu hizmetlerini yiirtitmek,

Ayni1 programi uygulayan okullar arasinda 6grenci seviyeleri arasinda farkliliklar ortaya
cikarmak ve 6gretmenlere degerlendirmeleri bakimindan karsilastirma yapma imkanini saglamak
amaciyla karsilagtirmali sinavlar yaptirmak ve diger ilgili islemleri yiiriitmek,

Genglerin ve dgrencilerin, serbest zamanlarini sosyal, kiiltiirel, sportif, izcilik, halk oyunlari
ve benzeri amator faaliyet alanlarinda degerlendirmelerine yonelik calisma ve hizmetleri yliriitmek,

Gengler ve 6grenciler i¢cin kamplar ve spor tesislerinin kurulmasini saglamak, faaliyetler
yapmak ve diger kamu kurum ve kuruluslart ile is birligi icinde bulunmak,

Okul i¢i ve okullar aras1 beden egitimi, izcilik ve spor faaliyetlerini organize etmek ve
ylriitmek,

Biitiin 6gretim kurumlarinin beden egitimi, spor, halk oyunlar1 ve benzeri faaliyetlerine ait
arag-gereg, 0diil ve diger benzeri ihtiyaclari saglamak,

Milli ve mahalli bayramlarin programlarinin yapilmasi uygulanmasi ve sonuglarinin
degerlendirilmesine iligkin islerle ilgili verilen gorevleri yapmak,



Gorev alantyla ilgili konularda yurt i¢i ve yurt disinda yapilacak her tiirlii faaliyetlere
katilacak olan d6gretmen ve dgrencilerin gorev ve izin islerini yiiriitmek,

Genglige ve sporcu 6grencilere gerekli saglik hizmetlerinin gotiiriilmesinde koordinasyonu
saglamak,

Halk egitim merkezlerinin, halk dershanelerinin, okuma odalarinin ve ¢iraklik egitim
merkezlerinin ag¢ilmasini, calismasini, gelismesini, denetlenmesini saglamak, ¢aligmalarin daha
verimli olmasi i¢in gerekli tedbirleri almak, yaygin egitim kurumlarinda gérevlendirilecek 6g-
retmenlerin gorev yerlerinin belirlenmesine yonelik isleri yapmak,

Crraklik ve yaygin egitim faaliyetlerinin gelistirilmesi ve yayginlastirilmasi i¢in gerekli olan
bina, tesis, ara¢ ve gerecleri zamaninda saglamak, bu amagla ¢esitli kurumlarin bina, tesis ve
imkanlarindan yararlanmak,

Criraklik ve Meslek Egitimi Kanunu'na ve bu Kanuna gore ¢ikarilmig diger mevzuata gore
isleri yiirlitmek, egitim merkezlerinde ¢irak, kalfa ve ustalarin genel ve mesleki egitimlerini
saglamak,

Orgiin egitim sistemine girmemis herhangi bir egitim kademesinden ayrilmis veya bitirmis
vatandaglarin yaygin egitim yoluyla, genel, mesleki ve teknik alanlarda egitilmelerini saglamak,
hizmeti yaygin egitime ait mevzuata gore yiiriitmek,

Vatandaglarin genel, mesleki ve teknik egitimlerinde gorev alan 6rgiin ve yaygin egitim
kurumlarindaki 6gretmen, yonetici, usta 6gretici ve egitici ustalar i¢in yetistirici mahiyette kurs ve

seminerler diizenlemek,

Okul ve kurumlarda toplum ve insan saglig ile ilgili halka acik kurs, seminer ve kon-
feranslar diizenlemek,

Miidiirliigiine bagl okul ve kurumlarda 6grencilerin periyodik tarama ve asilama is-
lemlerinin zamaninda yapilmasini, genglige ve sporcu 6grencilere gerekli saglik hizmetlerinin
verilmesini saglamak,

Beslenme egitim faaliyetlerini takip etmek,

Okullarda rehberlik servislerinin kurulmasini, bunlarin personel, arag, gere¢ ve benzeri
bakimindan gelistirilmesini ve bu hizmetlerin mevzuata gore yiiriitiilmesini saglamak,

Okullarda 6zel egitim siniflarinin agilmasi ve bunlarin ihtiyaca gore sayilarinin artirilmasi
i¢in tedbirler almak,

Ozel egitime muhtag ¢ocuklarin egitimi ile ilgili tedbirleri almak,
Ozel egitim okul ve kurumlarinin ¢alismalarimni izlemek, denetlemek ve degerlendirmek,

Ilkokuldan itibaren dgrencilerin mesleki ilgi ve yetenekleri dogrultusunda yonlen-
dirilmelerine ve verimli ¢aligma aligkanligi kazanmalarina yonelik tedbirler almak,

Bakanliga bagli her tiir ve derecedeki 6rgiin ve yaygin egitim kurumlarinin, ders ve
laboratuar ara¢ ve geregleri ile bunlarin donatimina ve basili egitim malzemelerine ait ihtiyaglarini
tespit etmek, planlamak ve dagitimini saglamak,



Egitim ara¢ ve gereglerinin bakim ve onarimlarinin yapilmasi ve bunlarin kullanilmasi ile
ilgili tedbirler almak,

Bakanliga bagli resmi, 6zel okul ve kurumlarin verdikleri diploma ve belgeleri incelemek,
onaylamak, bunlara ait evraki argivlemek,

Sinif ve okul kitapliklarinin kurulmasini, zenginlestirilmesini, 6gretmen ve 6grencilerin
faydalanmasini saglamak,

Okul ve kurumlarda saglik, beslenme, trafik ve benzeri hizmetlerle ilgili egitim ve 6gretim
programlarinin uygulanmasi i¢in tedbirler almak,

Okul-Aile birliklerinin usuliine uygun olarak ¢aligsmalarini saglamak,

Mecburi 6grenim ¢agindaki ¢cocuklarin okullara, okuma-yazma bilmeyenlerin yetistirici ve
tamamlayict siniflara ve kurslara devamlarini saglamak,

Okul ve diger egitim kurumlarmin yoneticilerinin belirlenen esaslara gore diizenledikleri
smav glinlerine ve komisyonlarina iligkin programlari inceleyip onaylamak, gerekenleri il milli
egitim midirliigiine gondermek,

Ik ve orta dereceli okullarda ayn1 simif veya dersi okutan dgretmenlerin zaman zaman
toplanarak program degerlendirmesi ve verimliligi artirici ¢aligmalar yapmalarini saglamak,

Her 6gretim y1l1 basinda okullardan her birinin hangi semtlerin ¢ocuklarini veya hangi
okullarin mezunlarini alacagini belirlemek, 6grencilerin bazi okullarda yigilmamalari i¢in okullar
arasinda dengeli 6grenci dagilimini saglamak, boylece okullara alabileceklerinden fazla 6grenci
kayit olmasina engel olmak ve ilgede sistem disinda 6grenci biraktirmamak,

Okul ve kurumlarda egitici ¢aligmalar yonetmeligine gore yapilan ¢aligmalar1 denetlemek,
ornek caligsmalari ¢evreye duyurmak ve tesvik edici yarigmalar diizenlemek.

POSTA MUDURLUGU’NUN GOREVLERI

Posta, koli ve tebligat kabuld,

Gelen postanin dagitilmasi,

Giden postanin hazirlanip sevki,

Yurti¢i-yurtdisi havale kabul ve 6demesi,

Posta ¢eki kabul ve 6demesi,

Telekom, Tiirkcell, Telsim, Avea telefon tahsilatlari,
Anlasmal1 bankalarin kredi kart1 tahsilatlari,

Kontorli telefon hizmeti,

Telgraf ve faks kabulii, islemlerinin yapildig1 kurumdur.

TARIM MUDURLUGU’NUN GOREVLERI

Ilgenin kalkinmas: ciftcilerin gelir ve hayat seviyelerinin yiikselmesi i¢in hizmet ve gdrev
alanina giren konularda program ve projelerin hazirlanmasi i¢in gerekli bilgileri toplamak ve
teklifte bulunmak.

Program ve projelerin il¢eye diisen kisimlarini uygulamak ve sonuglarini degerlendirmek.

Cifteinin egitimi i¢in yayim programlari hazirlamak ve uygulamasini saglamak.



Ust kuruluslarca hazirlanip kendilerine intikal ettirilmis olan drnek ciftlik gelistirme
planlarina gore isletme kurulmasina yardimci olmak.

Ilgenin tarim, hayvancilik ve su iiriinleri ile ilgili her tiirlii tarim girdileri ve kredi
ihtiyaclarini tespit ederek il miidiirliigline bildirmek, temininde yardimct olmak, dagitimlarini

yapmak.

Ilgede bitki ve hayvan sagligmi korumak amaciyla 6zel kanunlarda gosterildigi sekilde
hastalik ve zararlilarla miicadeleyi saglamak.

[lgenin tarimla ilgili istatistiklerini iist kuruluslarca verilen formlara uygun olarak derlemek.

IIgenin program ve projelere dayali y1llik biitce teklifini hazirlayarak zamaninda il
miudiirligiine gondermek.

Ozel kanunlarla verilen gorevler ile kaymakam ve il miidiirii tarafindan verilecek benzeri
gorevleri yapmak.

NUFUS MUDURLUGU’NUN GOREVLERI

Gorev g¢evresi igerisinde niifus ve vatandaslik hizmetlerini mevzuat ¢ergevesinde diizgiin bir
bicimde yiiriitmek.

Niifus olaylarina iliskin tutanaklarin diizenlenmesi, yasalara uygun sekilde aile kiitiiklerine
islenmesi ve her y1l sonunda 6zel kiitiik haline getirilmesini saglayarak muhafaza edilmesine iliskin
is ve islemleri yapmak.

Gorev cevresindeki niifus olaylarini izleyip kiitiiklere gecirilmesini saglayici tedbirleri
almak.

Niifus olaylarina ait istatistikleri tutmak ve belirlenecek siirelerde il niifus ve vatandaslik
miidirliigiine ve ilgili diger kuruluglara vermek.

Cezai kovusturmay1 gerektiren halleri ve mutlak butlanla malul olan ya da kanuni sekillere
uyulmaksizin yapilmis evlilikleri o yer Cumhuriyet Savciligina bildirmek.

Bu yonergede belirlenen esaslara gore kayit 6rnekleri veya bilgi vermek.
Devletimizin taraf oldugu uluslararasi s6zlesmeleri uygulamak.

Ilge Niifus Miidiirliigii’niin denetimine iliskin raporlari degerlendirerek gerekli islemleri
mevzuata uygun bicimde zamaninda yapmak.

Niifus hizmetlerinin daha etkin ve verimli bir sekilde yiiriitiilmesi i¢in halkla iliskileri
diizenlemek ve halkin bu hizmetlere katkisini saglamak amaciyla gerekli isleri yapmak.

Niifus cilizdani ve uluslararasi aile clizdani diizenleyip vermek.
Yasalarla verilen diger gorevleri yapmak.

Niifus ve vatandaslik hizmetlerinde Kaymakamin danigmanligini1 yapmak.



MAL MUDURLUGU’NUN GOREVLERI

Mal Midiirliigii, vezne ve muhasebe servisleri ile gereken yerlerde tahakkuk, tahsilat, milli
emlak ve muhakemat (hazine avukatligi) servislerinden olusur.

Mal Miidiiriiniin Gorevleri

a) Saymanhik muhasebe vetkilisi olarak gorevleri;

Malmiidiirii, mevzuat geregi sayman sifatini tasidigindan, bilinyesinde yer alan saymanlikla
ilgili olarak; genel biit¢eli daireler veya katma biitceli idarelerin; gelirlerinin toplanmasi, giderlerin
hak sahiplerine 6denmesi, nakit ve diger varliklar ile emanet niteligindeki degerlerin alinmasi,
saklanmasi, gonderme ve iadesi, alacak ve borg¢larin kaydi takibi ve bunlarla ilgili biitiin islemlerin
muhasebelestirilmesinden birinci derecede sorumlu olup, Sayistay’a yonetim donemi hesabi verir.

Malmiidiirleri, saymanlik faaliyetlerini 1050 sayili Muhasebe-i Umumiye Kanunu, Devlet
Muhasebesi Yonetmelik hiikiimleri, Maliye Bakanlig1 talimatlar1 ile 832 sayili Sayistay Kanunu

hiikiimleri dogrultusunda yiiritiir.

b) Milli emlak’a yonelik gorevleri:

Malmiidiiri, bagh ilce milli emlak servisi vasitasiyla, Milli Emlak Genel Midiirligii
gorevlerinin ilgeye iligkin olanlarin1 yiiriitir. (Bu gorevler genel hatlariyla; Devletin 6zel
miilkiyetindeki tasinmaz mallarin satisi, kiraya verilmesi ve trampasi, ormanlar ve Devletin hiikiim
ve tasarrufu altindaki diger yerler ile 6zel miilkiyetindeki yerlerde bulunan su {irlinleri tiretim
yerleri, kaynak sular1 ve tas, kum, ¢akil ve toprak ocaklarinin kiraya verilmesi islemlerini yapmak.
Hazinenin 6zel miilkiyetinde veya Devletin hiikiim ve tasarrufu altinda bulunan yerlerden kamu
hizmeti icin kullanilmasi gerekli olanlari, genel, katma ve 6zel biit¢eli idarelere tahsis islemlerini
yluriitmek ve diger yazili gorevler)

Ilgede hazine adina tasinmaz mallarinin tapuda tescil ve feragina iliskin yetkileri kullanr,

Ilce kamulastirma kiymet takdiri komisyonuna maliye iiyesi gorevlendirmek veya gorev
almak.

Malmiidiirii, milli emlak islemlerinin mevzuata uygun olarak yiiriitiilmesini temin eder,
gorev alanindaki milli emlak islemlerinden dogan hak ve alacaklarinin zamaninda tahakkuk

ettirilmesini saglamakla ytkiimliidiir.

¢) Muhakemat hizmetlerine vonelik gorevleri;

Malmiidiiri, hazineyi ilgilendiren veya mali hususlar1 ihtiva eden islerde gerekli
miidafaanameleri hazirlar ve hazine temsilcisi sifatiyla ilgili adli merciilerde dava agar. Agilmis
olan davalarin takibini ve sonuglandirilmasini hazine vekilinden talep eder. Hazine avukatinin
bulunmadigr durumlarda bizzat hazine temsilcisi sifatiyla devlet davalarini takip eder. Bu is ve
islemlerini muhakemat servisleri araciligiyla 4353 Sayili Kanun hiikiimlerine gore yiirtitiir.

d) Vergi dairesi miidiirii sifativla gorevleri;

24 Aralik 1994 tarih ve 22151 Sayili Resmi Gazete’de yayimlanan Vergi Daireleri Kurulus
ve Gorev Yonetmeligi’nin 7. maddesine gore; ilgcelerde malmiidiiriiniin yonetimi altinda baglh vergi
dairesi kurulur. (Ancak, Maliye Bakanlhiginin gerekli gordiigii ilgelerde defterdarliga bagh bir veya
birden ¢ok baskanlik veya miidiirliik seklinde vergi dairesi kurulabilir.)



Bagimsiz vergi dairesi bulunmayan ilgelerde malmiidiirii, vergi dairesi miidiirii yetkisine
haiz olup, vergi, resim ve harclarin tarh, tahakkuk islemlerini kanun hiikiimlerine uygun surette ve
zamaninda yaptirmak, tahsil ettirmek gerektiginde haciz kararlarini infaz ettirmek, terkini gereken
vergi ve benzeri ylkiimliiliilliklerle ilgili is ve islemlerini yaptirmak, yogun ve yaygin vergi
denetimini yaptirmak, gerektiginde vergi incelemesi yapmak, kanun, yonetmelik ve tebliglerde
kendisine verilen is ve islemleri yliriitmek yetkisine sahiptir.

e) Ilce idare kurulu iivesi olarak gorevleri:

Malmiidiirii, 5442 Sayili 11 Idaresi Kanunu hiikiimlerine gére tesekkiil eder ilge idare
kurulunun iiyesidir. ilge Idare kurulu; kaymakamin baskanliginda tahrirat katibi, malmiidiiri,
hiikiimet hekimi, milli egitim memuruyla tarim memurundan tesekkiil eden bir baskan 5 kisilik
komisyondan olusur.

Ilce idare kurullari, idari, istisari ve kazai olmak iizere tiirlii karar alirlar. Idare kurullarinin
idari yetkileri kanun ve tiiziiklerle kendilerine verilen vazifelerdir. (Baslicalari; yesil kart iglemleri,

askerlik kararlar1, 2022 Sayili Kanun’a gore maas baglama kararlar1 ve digerleri)

f) Sosval yardimlasma miitevelli heveti iivesi olarak gorevleri;

Malmiidiirti, 3294 Sayili Sosyal Yardimlasma ve Dayanismay1r Tesvik Kanunu ve bagl
yonetmelik hiikiimlerine gore; ilce vakif heyetinin iiyesidir. Sosyal Yardimlagsma ve Dayanigsma
Vakfi, miilki amirin bagkanliginda; belediye baskani, ilge emniyet miidiirii, malmiidiirii, milli egitim
miidiirti, saglik grup baskani ve miiftii ile hayirsever vatandaglar arasindan segilen ii¢ kisinin
katilimiyla tesekkiil eder.

Vakif miitevelli heyeti haftalik toplantilar diizenleyerek, ilgili kanun ve ydnetmelik
hiikiimlerine gore vakif biit¢esinden yoksul ve giicsiiz vatandaslara nakdi veya ayni yardimlar

yapar.

o) Diger gorevleri:

Malmiidiiri, yukarida genel hatlariyla verilen gorevlerinin yaninda, 6zel kanunlarla
kendisine veya dairesine tevdi edilen veya Maliye Bakanlig1 yetkili birimlerince gorevlendirilen is
ve iglemleri yiiriitmek ve sonuglandirmakla gérevlidir. Ornegin, 2022 Sayili Kanuna gore yapilacak
islerin sekreterya iglemleri, parti kapatma ve tasfiye islemleri, mal varlig1 aragtirma islemleri,
tarimsal arazilerin zarar ziyan tespit komisyon caligmalari ile sivil savunma ve miidafaa komisyonu
calismalarindaki gorevleri kapsamaktadir.

METEOROLOJi MUDURLUGU’NUN GOREVLERI

Meteorolojik hizmetlerin gerektirdigi rasatlar1 yapmak,raporlamak.

Tarim, orman, turizm, ulastirma, bayindirlik, enerji, saglik, ¢evre, silahli kuvvetler ve
gerekli goriilen kurum ve kuruluslar i¢in meteorolojik destek saglamak.

Meteoroloji ile ilgili konularda etiid ve arastirmalar yapmak, iklim 6zelliklerini tespit
amaciyla calisma ve incelemeler yaparak elde edilen bilgileri arsivlemek ve yayinlamak.



KADASTRO MUDURLUGU’NUN GOREVLERI

2859 Sayili Tapulama ve Kadastro Paftalarinin Yenilenmesi Hakkinda Kanun ve ilgili
yonetmelik hiikiimlerine gdre tapulama ve kadastro paftalarini yenilemek.

7269 Sayil1 Kanunun 02/07/1968 tarihli ve 1051 Sayili Kanunla degisik 18. maddesi
uyarinca talep edilen yerin kadastrosunu yapmak.

Tescil i¢in ibraz edilen her ¢esit harita ve planlarin, imar uygulamasi, kamulastirma, ayirma,
birlestirme, zemin diizenlemesi, arazi toplulagtirmasinin ilgili yonetmelik hiikiimlerine gore
kontrollerini yapmak.

Talep halinde aplikasyon, parsellerin yerinde gdsterilmesi, birlestirme ve cins degisikligi
islemlerini ilgili yonetmelik hiikiimlerine gére yapmak.

Talep lizerine miidiirliikce yapilan islemlerle kontrolii yapilan harita ve planlarin, Tapu
Siciline tescilinden sonra paftalarina islemek suretiyle glincelligini saglamak ve teknik belgelerini

arsivlemek.

Kadastro ve tapulama paftalarinin dayanagi olan nirengi ve poligon tesislerini korumak,
kaybolanlari ihya etmek, gerektiginde yeniden tesis etmek.

Midiirliik hizmetlerine iligskin personel, arag-gere¢ ve ddenek ihtiyaglarini tespit etmek,
saglamak.

Mevzuatta 6ngoriilen Genel Miidiirliik, Bolge Miidiirliigii ve miilki amirce verilen benzeri
gorevleri yapmak.

TURIZM MUDURLUGU’NUN GOREVLERI

flgenin turizm agisindan tanitimin1 yapmak.
Tarihi ve kiiltiirel varliklar1 korumak.

Turizmi, milli ekonominin verimli bir sektorii haline getirmek i¢in ilgenin turizme elverisli
biitlin imkanlarii degerlendirmek, gelistirmek ve pazarlamak.

Turizm konulari ile ilgili kamu kurum ve kuruluslarini yonlendirmek, bu kuruluslarla

isbirliginde bulunmak, yerel yonetimler, sivil toplum kuruluslar1 ve 6zel sektor ile iletisimi
gelistirmek ve igbirligi yapmaktir.

GENCLIK VE SPOR MUDURLUGU’NUN GOREVLERI

Bagbakanlik Genglik ve Spor Genel Miidiirliigii’niin Izmir i1 Genglik ve Spor Miidiirliigii’ne
baglh bir teskilattir, genclik ve spor teskilatlar1 illerde Vali, ilgelerde Kaymakamlik makamlarina
bagli olarak gorev yapmaktadirlar.

[lge kaymakamligindan aldig1 sportif amagli talimat ve gorevleri yerine getirmek.

Izmir 11 Genglik ve Spor Miidiirliigii’nden Kaymakamlik makami aracilig1 ile gonderilen
talimat, emir ve organizasyonlari ilgemizde uygulamak.



Kaymakamlik adina gesitli sportif amacl turnuva, yarigsmalar diizenlemek, spor komisyonu
olusturarak bu tiir yarigsmalara sponsor destegi saglamak.

Ilcede faaliyet gdsteren spor kuliiplerinin yaz ve kis okullar1 agmalarma ve alt yapilarina
sporun tiim branslarinda katilim artmasini desteklemek.

[lce Milli Egitim Miidiirliigii ile organize olarak okullarda spor faaliyetlerini arttirici
tedbirler alinmasini saglamaktir.

ASKERLIK SUBESI’NIN GOREVLERI

flgede askerlik cagina gelen erkeklerin yoklamalarim yapar, askere alir ve her tiirlii askerlik
islemlerini yiiriitiir.
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YEREL YONETIMLER

Yerel yonetimler, Anayasanin 127. maddesi ile diizenlenmistir. Yerel yonetimler; il,
belediye ve koy halkinin mahalli miisterek ihtiyaglarini karsilamak tizere, kurulus esaslari
kanunla belirtilen ve karar organlar1 gene kanunla gosterilen, se¢menler tarafindan
secilerek olusturulan kamu tiizel kigileridir. Tiirkiye’deki ti¢ yerel yonetim birimi; il 6zel
idareleri, belediyeler ve koylerdir. Tiirkiye’de yerel yonetimlere iliskin biitiin yasal
diizenlemelerin Anayasa’nin 127. maddesine uygun olmas: gerekmektedir.

Yerel yonetimlere iliskin istatistiki veriler:

Yerel Yonetim Tiirii Sayisi
11 Ozel idaresi 81
Belediye 3225
Koy (06.02.2006 tarihi itibariyla) 34.487
Mahalle (06.02.2006 tarihi itibariyla) 17.894
Mezra (06.02.2006 tarihi itibariyla) 47.082

Belediye Tiirti Sayis1
Biiytiksehir Belediyesi 16
11 Belediye 65
Biiyiiksehir lge Belediyesi 101
Ilge Belediyesi (Biiyiiksehir simirlarina girenler harig) 749
Biiyiiksehir ik Kademe Belediyesi 283
Belde Belediyesi 2011
Toplam 3225

Yerel yOnetim tiirlerine iligkin 2000 yili niifus sayimi verilerine gore, Tiirkiye
niifusunun %79u belediye simirlar1 icinde; %21'i de belediye simirlar1 disinda
yasamaktadir.



BELEDIYE’NIN GOREVLERI

Belediye’nin gorevleri 5393 Sayili Yasa’nin 14. maddesinde verilmistir.

Belediyenin goérev, sorumluluk ve yetki alani belediye sinirlarini kapsar.
Belediye meclisinin karari ile miicavir alanlara da belediye hizmetleri gétiiriilebilir.

Belediye, kanunlarla baska bir kamu kurum ve kurulusuna verilmeyen mahalli miisterek
nitelikteki diger gorev ve hizmetleri de yapar veya yaptirir.

1. Kent altyapist ile ilgili gorevler;

Su temini, sebeke yapimi ve dagitimini saglamak, kanalizasyon sebekesi kurmak, sehir ici
yollar ve meydanlar1 yapmak, parklar ve mezarliklar yapmak, cografi ve kent bilgi sistemlerini
olusturmak.

2. Sehircilik hizmetleri ilgili gorevler;

Cop toplamak, yollar1 temizlemek, kati atik tesislerini kurmak, halk sagligini koruyucu
tedbirleri almak, ¢evre ve g¢evre saghigi’nt koruyucu tedbirler almak, itfaiye hizmetlerini yerine
getirmek, zabita hizmetlerini yapmak, acil yardim, kurtarma ve ambulans hizmetlerini yerine
getirmek, sehir i¢i trafik diizenlemesi yapmak.

3. Imarla ilgili gorevler;

Plan hazirlamak, ayrintili imar planlar1 hazirlamak, imar planlarinda gerekli degisiklikleri
yapmak, yap1 ruhsati vermek, ingaatlarin kontroliinii yapmak.

4. Ekonomik gorevler;

Fiyat ve iicretleri tesbit edip denetlemek, hal yerleri agmak, mezbaha kurmak, pazar yerleri
kurmak, isportaciligi diizenlemek, fuar, sergi, panayir, festivaller diizenlemek, belde dahilinde ilan
ve reklam faaliyetlerini diizenlemek, turistik tesisler kurmak, turistik faaliyette bulunmak.

5. Egitim ile ilgili gorevler;

Okul 6ncesi egitim kurumlar1 agmak, devlete ait her derecedeki okul binalarinin insaati ile
bakim ve onarimini yapmak her tiirli arag, gere¢ ve malzeme ihtiyaglarini karsilamak, mesleki
egitim kurslar1 diizenlemek, kiitliphane ve okuma salonlari agmak, 6grenci okutmak.

6. Sosyal nitelikli gorevler;

Saglikla ilgili her tiirlii hizmet verebilmek, nikah islemleri, fakirler i¢in yurtlar kurmak, yetim
evleri agmak, muhtag asker ailelerine yardim etmek, ucuz konutlar yapmak,

Hizmet sunumunda oziirld, yash, diiskiin ve dar gelirlilerin durumuna uygun yontemler
uygulamak.

7. Ulastirma ile ilgili gorevler;

Belediye smirlarinda yiik ve yolcu tasit aract saglamak ve isletmek, tasit araglarinin
isletilmesine tekel niteliginde olmamak iizere izin vermek, belediye simirlarinda kisilerce ve
belediyece yapilan yolcu tasima {icret tarifesini diizenlemek ve uyulmasini saglamak, imar
planlarinda trafik giivenligi icin gerekli bdlgeleri aymrmak ve uygulamalari izlemek, belediye



siirlarindaki deniz, gol ve nehirlerde gerektiginde ulasimi saglamak, bu araclarin saglamlik,
temizlik kosullarini, yolcu ve yiik sinirlamalariny, {icret tarifelerini diizenlemek ve kontrol etmek.

8. Sportif ve kiiltiirel konularla ilgili gorevler;

Kiiltlir ve sanat, turizm ve tanitim hizmetlerini yiirlitmek, kiitiiphane, kiiltiir merkezi agmak
spor alanlar1 yapmak, tiyatro, miize, sinema salonlart agmak,

Gerektiginde, 6grencilere, amatdr spor kuliiplerine malzeme verip ve gerekli destegi saglamak, her
tiirli amatdr spor karsilagmalari diizenlemek.

9. Tarim ve veterinerlik hizmetleri gorevleri;

Insan ve hayvan sagligin1 koruyucu veterinerlik hizmetlerini saglamak ve denetimini yapmak,
gida kontrol labaratuvarlar1 kurmak ve yonetmek, park, bahce, hayvanat ve bitki bahgesi, fidanlik,
koru kurmak, yesil alanlari diizenlemek, korumak; orman, bahge, mera, vb araziyi hasardan
korumak, miisterek su yollarinin yapim, bakim ve onarimini yapmak, su birikintilerini kurutmak.

10. Mali ve hukuki gorevler;

Yerel vergiler (vergi, rusiim, har¢ vb), ile, belediye cezalarimi toplamak, kamulastirma
islemlerini yapmak.

11. Tarihi dokunun korunmasi ile ilgili gorevler;

Kiiltiir ve tabiat varliklari ile tarihi dokunun ve kent tarihi bakimindan 6nem tasiyan
mekanlarin ve islevlerinin korunmasini saglamak.

BELEDIYE MECLISI’NIN GOREVLERI

Belediye meclisinin gorev ve yetkileri sunlardir:

a) Stratejik plan ile yatirim ve ¢alisma programlarini, belediye faaliyetlerinin ve personelinin
performans olgiitlerini goriismek ve kabul etmek.

b) Biitge ve kesin hesabi kabul etmek, biitcede kurumsal kodlama yapilan birimler ile
fonksiyonel siniflandirmanin birinci diizeyleri arasinda aktarma yapmak.

¢) Belediyenin imar planlarin1 gériismek ve onaylamak.

d) Bor¢lanmaya karar vermek.

e) Tasinmaz mal alimina, satimina, takasina, tahsisine, tahsis seklinin degistirilmesine veya
tahsisli bir tasinmazin kamu hizmetinde ihtiya¢ duyulmamasi halinde tahsisin kaldirilmasina; {i¢
yildan fazla kiralanmasina ve siiresi otuz yili gegmemek kaydiyla bunlar lizerinde sinirlt ayni hak

tesisine karar vermek.

f) Kanunlarda vergi, resim, har¢ ve katilma pay1 konusu yapilmayan ve ilgililerin istegine
bagli hizmetler i¢in uygulanacak iicret tarifesini belirlemek.

g) Sartli bagislar1 kabul etmek.

h) Vergi, resim ve harglar disinda kalan ve miktar1 besbin Ytl.'den fazla dava konusu olan
belediye uyusmazliklarini sulh ile tasfiyeye, kabul ve feragate karar vermek.



1) Biitce ici isletme ile 6762 sayili Tiirk Ticaret Kanunu’na tabi ortakliklar kurulmasina veya
bu ortakliklardan ayrilmaya, sermaye artisina ve gayrimenkul yatirnm ortakligi kurulmasina karar
vermek.

j) Belediye adina imtiyaz verilmesine ve belediye yatirimlarinin yap-islet veya yap-islet-
devret modeli ile yapilmasina; belediyeye ait sirket, isletme ve istiraklerin 6zellestirilmesine karar
vermek.

k) Meclis baskanlik divanini ve enciimen {iyeleri ile ihtisas komisyonlar1 {iyelerini se¢mek.

1) Norm kadro ¢ercevesinde belediyenin ve bagli kuruluslarinin kadrolarinin ihdas, iptal ve
degistirilmesine karar vermek.

m) Belediye tarafindan ¢ikarilacak yonetmelikleri kabul etmek.
n) Meydan, cadde, sokak, park, tesis ve benzerlerine ad vermek; mahalle kurulmasi,
kaldirilmasi, birlestirilmesi, adlariyla sinirlarinin tespiti ve degistirilmesine karar vermek; beldeyi

tanitict amblem, flama ve benzerlerini kabul etmek.

0) Diger mahalli idarelerle birlik kurulmasina, kurulmus birliklere katilmaya veya ayrilmaya
karar vermek.

p) Yurt icindeki ve Igisleri Bakanligi’'nin izniyle yurt disindaki belediyeler ve mahalli idare
birlikleriyle karsilikli is birligi yapilmasina; kardes kent iliskileri kurulmasina; ekonomik ve sosyal
iligkileri gelistirmek amaciyla kiiltiir, sanat ve spor gibi alanlarda faaliyet ve projeler
gergeklestirilmesine; bu cercevede arsa, bina ve benzeri tesisleri yapma, yaptirma, kiralama veya
tahsis etmeye karar vermek.

r) Fahr hemsehrilik payesi ve berat1 vermek.

s) Belediye baskaniyla enciimen arasindaki anlagmazliklar1 karara baglamak.

t) Miicavir alanlara belediye hizmetlerinin gétiiriilmesine karar vermek.

u) Imar planlarma uygun sekilde hazirlanmis belediye imar programlarin1 goriiserek kabul
etmek.

BELEDIYE ENCUMEN’ININ GOREVLERI

Belediye enclimeninin gorev ve yetkileri sunlardir:

a) Stratejik plan ve yillik ¢alisma programi ile biitce ve kesin hesabi inceleyip belediye
meclisine goriis bildirmek.

b) Yillik c¢alisma programina alinan islerle ilgili kamulastirma kararlarin1 almak ve
uygulamak.

¢) Ongoriilmeyen giderler deneginin harcama yerlerini belirlemek.
d) Biit¢ede fonksiyonel siniflandirmanin ikinci diizeyleri arasinda aktarma yapmak.

e) Kanunlarda 6ngoriilen cezalar1 vermek.



f) Vergi, resim ve harglar disinda kalan dava konusu olan belediye uyusmazliklarinin
anlagma ile tasfiyesine karar vermek.

g) Tasinmaz mal satimina, trampasina ve tahsisine iliskin meclis kararlarin1 uygulamak;
stiresi ii¢ y1l1 gegmemek iizere kiralanmasina karar vermek.

h) Umuma agik yerlerin agilis ve kapanis saatlerini belirlemek.
1) Diger kanunlarda belediye enclimenine verilen gorevleri yerine getirmek.

BELEDIYE BASKANDI’NIN GOREV VE YETKILERI

a) Belediye teskilatinin en iist amiri olarak belediye teskildtin1 sevk ve idare etmek,
belediyenin hak ve menfaatlerini korumak.

b) Belediyeyi stratejik plana uygun olarak yonetmek, belediye idaresinin kurumsal
stratejilerini  olusturmak, bu stratejilere uygun olarak biitceyi, belediye faaliyetlerinin ve
personelinin performans 6dlgiitlerini hazirlamak ve uygulamak, izlemek ve degerlendirmek, bunlarla

ilgili raporlar1 meclise sunmak.

c) Mahalli miilki amir tarafindan teblig i¢in gonderilen kanun, tiizilk ve yonetmelikleri ilan
ve bunlar ile kendisine havale edilen gorevleri yerine getirmek.

d) Kanunlarla belediyeye verilen ve belediye meclisi veya belediye enclimeni kararini
gerektirmeyen gorevleri yapmak ve yetkileri kullanmak.

e) Ust mercilerin onayina bagli olmayan belediye gérev ve hizmetlerini yetkisi i¢inde ve
sorumlulugu altinda yerine getirmek.

f) Belediyenin mahalli nitelikteki esenlik, saglik, bayindir, ekonomi diizenine iliskin isleri
takip etmek ve yapmak.

g) Belediye ve bagl kuruluslari ile isletmelerini denetlemek.
h) Belde halkinin huzur, esenlik, saglik ve mutlulugu icin gereken 6nlemleri almak.

1) Biitcede yoksul ve muhtaglar icin ayrilan 6denegi kullanmak, Oziirlillere yonelik
hizmetleri yiiriitmek ve 6ziirliiler merkezini olusturmak.

A — Meclisle llgili Gorevleri

Belediye meclisini toplantiya davet etmek, meclis gliindemini iiyelere teblig etmek ve ilanini
yapmak.

Belediye Meclisinde goriisiilecek konulart meclise sunmak.

Belediye meclisine bagkanlik etmek, meclisi zamaninda agip miizakerelerini idare etmek,
meclisce alinan kararlari ilan ve teblig etmek.

Meclisin nizam ve intizamini temin etmek.

Belediye meclisinin birinci toplantisinda {iye tam sayisinin ¢ogunlugu saglanamadigi
takdirde meclisi tatil ederek ikinci toplanti giiniinii tespit ve ilan etmek.



Meclis tiyelerinin verebilecegi gensoru 6nergesinin meclis iiye tamsayisinin ¢gogunlugunun
karart ile giindeme alinmasi halinde gensoruyu meclis 6niinde cevap vermek.

Meclis gerekli gordiigii takdirde belediye hesap ve uygulama islerini denetlemek tizere kendi
icinden birkag liyeyi gorevlendirebilir. Bu denetim raporunu bir sonraki toplantinin basinda,

baskanlik goriisii ile birlikte meclise sunmak.

Belediye meclisinin her toplanti1 donemi basinda meclis kararlarinin uygulanmasina,
belediyenin mali durumuna, taahhiitlerin yapilis sekline dair yillik ¢alisma raporunu vermek.

Belediye meclis liyelerinden bosalma oldugu takdirde meclise katilacak yedek {liyenin adin1
il veya ilge secim kurulundan yazili olarak sorup alinacak cevaba gore, sirast gelmis olani iiyelige
cagirmak.

Meclis kararlarin1 uygulamak.

B — Enciimenle ilgili Gorevleri

Belediye enclimenine bagkanlik etmek.

Belediye enclimeninde goriisiilecek evraklar1 havale etmek.

Belediye enclimen kararlarin1 kanuna ve kamu yararina aykirt gordiigii takdirde
uygulamasini durdurarak ilgili evraki idare kurullarinda goriisiilmek {izere mahalli miilki amire
gondermek.

Idare kurulu tarafindan verilen kararlara kars1 ilgili mercilere itirazda bulunmak.

Hazirlanan biit¢eyi belediye enclimenine gondermek.

Belediye enclimenince verilen kararlar1 uygulamak.

C — Mali Gorev ve YetKkileri

Belediyenin gelir ve alacaklarini takip ve tahsil etmek.

Belediye biitgesini hazirlamak.

Belediye biit¢esini enclimende incelenmesini saglamak.

Belediye biit¢esini meclise havalesini yapmak ve mecliste kesinlesmesini saglamak.
Belediye biit¢esinin uygulamasini saglamak.

Ita amirligi yetkisini, belediye bagkan yardimcisina devretmek.

Biit¢cenin degistirilerek tasdiki halinde, ilgili mercilere itiraz etmek.

Biit¢ceyi uygulamak, biitcede meclis ve enciimenin yetkisi disindaki aktarmalara onay
vermek.

Sozlesme, sulh ve ibra yapmak, bagislar1 kabul etmek, belediye hesabina biitiin s6zlesmeleri
yapmak.



Biitceye ek ve olaganiistii ddenek konulmasini saglamak.
Biitgede boliimler ve maddeler arasinda aktarmalar1 saglamak.
Kesin hesap cetvellerini meclise sunmak.

Belediye biit¢esinin amiri sifatiyla sarf evrakin1 ve masraf tahakkukunu tasdik etmek ve
verile emirlerini imza etmek.

Belediye vergi ve harg alacaklarini ertelemek.

Belediye Gelirleri Kanunu’nun ve Emlak Vergisi Kanunu’nun uygulamasinda belediye
baskanina verilen gorevleri yapmak.

Temsil ve agirlama giderleri i¢in ayrilan 6denegi kullanmak.

D — Evlendirme islemleri Hakkinda Gorev ve Yetkileri

Evlendirme islerinde nikah kiymak.

Nikah kiyma konusunda bagkalarini gorevlendirmek.

E — 657 Sayili Devlet Memurlar:i Kanunu’na Gore Gorev ve Yetkileri

Belediyeye memur atamak ve ilk toplantida meclise sunmak.
Belediyede daimi is¢i kadrolarina atama yapmak.
Belediye memurlarina sicil vermek.

Aday memurlarin asaletini tasdik etmek.

Memurlarin yerlerini degistirmek.

Memurlarin derece ve kademe ilerlemelerini onaylamak.
Memurlara disiplin cezas1 vermek.

Memurlara verilen disiplin cezalarinin sicilden silmek.
Memurlar1 gérevden uzaklastirmak.

Memurlara ikinci gorev vermek.

Memur sinav komisyonlarina baskanlik etmek.

Baskan yardimcilarina gorev ve yetki devretmek.



F — ihale Kanunu’nun Verdigi Gorev ve Yetkileri

Ihale yaptirmaya ve ihale evraklarini hazirlatmaya karar vermek.
Ihale kararlarin1 onaylamak veya iptal etmek.

Muayene ve kabul komisyonlarin1 onaylamak.

Ihale sonrasi sozlesmeleri imzalamak.

Taahbhiit ettigi isleri yapmayan miiteahhitlere tebligat ¢cikarmak.

Satilan mallar1 misteri adina tapuya tescil ettirmek.

G — imarla ilgili Gorev ve Yetkileri

Belediye sinirlarini tespit etmek.

Kentin halihazir harita ve imar planlarini yaptirmak.

Insaatlara yap1 ve kullanma izni ruhsat1 vermek.

Ruhsatsiz veya ruhsata aykiri yapilar hakkinda gerekli islemleri yaptirmak.
Yikma kararlarin1 uygulatmak.

5 yillik imar programlar1 hazirlatmak ve uygulamaya koymak.

Yikilacak derecedeki yapilar hakkinda islem yaptirmak.

Imar plam yapilmasi ve degisiklige ait yonetmelige gore belediye meclisince onaylanan imar
planlarini miihiirleyip imzalamak.

Imar planma yapilan itirazlar1 belediye meclisine havale etmek ve verilen karar ilgilisine
teblig etmek.

Yillik uygulama planlarina gére kamulagtirma islemlerini yapmak.

Ilge kiymet takdir komisyonu iiyelerini sectirmek.

Binalara numara verilmesini saglamak.

Karayollar1 kenarlarina yapi ve tesis yapmak isteyenlere izin vermek.
Mahalle kurulmasini, sokak ve cadde isimlerinin degistirilmesini teklif etmek.

H — Temsil/Temsilci olarak Gorev ve Yetkileri

Belediyeyi devlet dairelerinde ve térenlerde, davaci veya davali olarak da yargi yerlerinde
temsil etmek veya vekil tayin etmek.

Ilge Trafik Komisyonu’na belediye temsilcisi olarak katilmak.



Umumi Hifzisihha Kurulu’na katilmak.

Hayvan Saglik Zabitas1 Komisyonu’na katilmak.
Askerlik Meclisi’ne belediyeyi temsilen katilmak.
Cevre Kurulu’na katilmak.

Sosyal Yardimlasma ve Dayanigsma Vakfi ¢alismalarina katilmak.

I — Resmi Torenlerdeki Gorev ve Yetkileri

Cumhuriyet Bayrami’ndaki gorevleri.

Ulusal Egemenlik ve Cocuk Bayrami’ndaki gorevleri.
Atatilirk’ii Anma Genglik ve Spor Bayrami’ndaki gorevleri.
Zafer Bayrami’ndaki gorevleri.

Mahalli Kurtulus giinlerinde yapilacak torenlerdeki gorevleri.

Bayrak Kanunu’nun, Bayrak Tiiziigii’niin ve bu konudaki yonetmeliklerin belediyelere
yiikledigi gorevleri bulunmaktadir.



Beledive Hizmet Birimleri:

1- YAZI ISLERI MUDURLUGU

1-1 Yazi Isleri Servisi

1-2 Evrak Kayit Servisi

1-3 Ilanat Ve Haberlesme Memurlugu
1-4 Evlendirme Memurlugu

1-5 Olgii Ayar Memurlugu

1-6 Belediye Arsivi

2- FEN ISLERI MUDURLUGU
3- TEMIZLIiK iSLERI MUDURLUGU
4- MALI HIZMETLER MUDURLUGU

4-1 Tahsilat Sefligi

4-2 Tebligat Memurlugu

4-3 icra Sefligi

4-5 Emlak ve Cevre Temizlik Vergisi Sefligi
4-6 Genel Tahakkuk Sefligi

4-7 Belediye Miilkleri Emlak Memurlugu
4-8 Alim-Satim ve fhale Memurlugu

4-9 Ayniyat Memurlugu

5- ZABITA MUDURLUGU

6- ULASIM HIZMETLERI MUDURLUGU

7- ITFAITYE MUDURLUGU

8- INSAN KAYNAKLARI VE EGITIM MUDURLUGU

9- PARK BAHCELER MUDURLUGU

10- HUKUK iSLERI

11- BELEDIYE SOGUKHAVA, MEZBAHA VE VETERINER HEKIMLIGI
12- HAL MUDURLUGU

13- BASIN YAYIN VE HALKLA [LISKILER MUDURLUGU

13-1 Basin Servisi

13-2 Halkla iliskiler Servisi
13-3 Belediye Konservatuari
13-4 Asevi ve Sosyal Tesisler
13-5 Ozel Kalem Servisi

14- IMAR VE SEHIRCILIK MUDURLUGU
15- MEZARLIKLAR MUDURLUGU
16- SU VE KANALIZASYON MUDURLUGU

16-1 Su Tahakkuk ve Abone Servisi
16-2 Su Altyap1 ve Kanalizasyon Servisi



Belediye Birim Organizasyon Semasi




YAZI iSLERi MUDURLUGU’NUN GOREVLERI

Yazi Isleri Servisi’nin Gorevleri

5393 Sayih Belediye Kanunu’nun 20.maddesi uyarinca her ay yapilan Olagan Meclis
Toplantilar i¢in,Belediye Meclis Uyelerine gerekli duyuru,ilan ve tebligatin yapilmasini saglamak.

Meclis 1. ve 2.Baskan Vekilligi, Katip Uyeler, daimi Enciimen Uyeleri ve Komisyon
Uyeleri segimlerinin sekreterya islerini yapar. 5393 Sayili Belediye Kanunu’na istinaden ¢ikartilan
Belediye Meclisleri’nin Calisma Usuliine Dair diizenlenen Talimatname’de belirtilen usul ve
esaslara gore yapilmasini saglamak, Belediye meclis iiyelerinin, meclis toplantilarina devam edip
etmedigini izleme,bir birini izleyen ii¢ toplanti giliniinde bir 6zre dayanmaksizin, toplantilarda hazir
bulunmayan tiiyelerin 5393 Sayili Kanunun 29.maddesi uyarinca evraki meclis’e getirmek, 5393
Sayil1 Belediye Kanunu’nun 23.maddesine gore alinan kararlardan onaya tabi olan kararlarin tasdik
edilmesini saglamak, meclis toplantisindan sonra bu toplantilara ait meclis tutanaklarini ve karar
Ozetlerini katip tiyelere imzalatip, muhafazasini saglamaktir.

5393 Sayili Kanunu'nun 33.maddesi geregince toplanacak Belediye Enclimeni’nin daha
once tespit edilen gilin ve saatte toplanmasini saglamak, Belediye Bagkani tarafindan Enclimen’e
havale edilen evrakin goriisiiliip karara baglanmasini saglamak.

Belediye Meclisi veya Belediye Enciimeni’nde gorisiiliip karara baglanan konularin
bilgisayarda yazilmasini saglamak ve yazimi tamamlanan meclis ve enclimen kararlarinin usuliine
uygun olarak dosyalanmasini ve muhafazasini saglamak, Belediye Meclisi ve Enciimeni’ne
Bagkanlik Makami tarafindan havale edilen evrakin Meclis ve Enciimen Karar Defterine kaydini
yapmak,alinan karar 6zetlerini yazmak, ilgili birimlere zimmet karsilig1 dagitmaktir.

Evrak Kavyit Servisi’nin Gorevleri

Yaz Isleri Miidiirliigii Evrak Kayit Servisi, belediyemizin gérev ve sorumluluk alanma giren her
tiirlii vatandas talep ve sikayetleriyle ilgili dilekgeleri ile Kamu Kurum ve Kuruluglarindan gelen
yazili taleplerin kabul edildigi ve genel kayda alindig1 bir birimdir.

Vatandaglardan gelen dilekgeler ile resmi kurum ve kuruluslardan gelen yazilar incelenerek,
konularina gore kaydedilip, geregi icin ilgili birimlere Bagkan ve birim sorumlusu tarafindan havale

edilmektedir.

Belediyemiz birimlerince gere8i yapilarak sonuglandirilan dilekge ve resmi yazilar yine
servisimiz aracilig1 ile posta ve zimmet kaydi ile ilgililerine gonderilmektedir.

Genel olarak, belediyemize gelen ve belediyemizden giden biitiin evraklar servisimizce koordine
edilmektedir

ilanat Ve Haberlesme Memurlugu’nun Gorevleri

Belediye birimlerinden, vatandaglardan ve diger resmi kurumlardan gelen her tiirlii yazili
ilanat1 yapmak.

Evlendirme Memurlugu’nun Gorevleri

Evlendirme YOnetmeligi’ne gore evlenme dosyasi hazirlamak,evlenme akdini yapmak,Aile
Ciizdanmi diizenleyip vermek, evlenmenin niifus kiitiiklerine tescilini saglamak, Evlenme Kiitiigii ve
dosyalarin iyi bir sekilde muhafaza etmek, denetim yapmak isteyen yetkililere gerekli kolayligi
gostererek ve bu yetkililerce istenen kiitiik , dosya ve belgeleri denetime hazir halde bulundurmak.



Olcii Ayar Memurlugu’nun Gorevleri

Bergama Merkez ve Bergama Olgii Ayar Grup Merkezi’ne bagl 10 Belediye ile koylerde
bulunan 6l¢ii - tart1 aletlerinin yillik kontrollerinin yapilmasi, damgalanmasi.

Hazirlanan muayene ve kontrol raporlarinin her ay diizenli olarak izmir Sanayi ve Ticaret Il
Miidiirligii’ne sunulmast.

Beledive Arsiv Servisi’nin Gorevleri

Belediye’ye ait kurumsal arsiv’dir. Birimlerde yasal bekleme siiresini dolduran her tiirlii
evrak bu kurumsal arsive alinarak dosyalanir, arsivlenir.

FEN iSLERI MUDURLUGU’NUN GOREVLERI

Yol kaplama calismalari, yol ve tretuar diizenlemesi, mevcut yollarda doseme tamiri, is
makinesi kiralama talepleri, bina yapimi, yol , tretuar ve yesil alan diizenleme calismalarini
yapmak.

TEMIiZLiK ISLERI MUDURLUGU’NUN GOREVLERI

Belediyemiz sinirlar1 olan; Dogu’ da: Malgaz Ciftligi, Bati’da: Altaylar Petrol, Kuzey’de:
Cavusali Mahallesi’ne kadar, Giliney’de: Bakir¢ay’a kadar toplam 72 km2’lik alanda toplanan evsel
atiklar ile tibbi atiklarin toplanmasi, pazar yerlerindeki cadde ve sokaklarin siipiiriilmesi, kamu alani
olarak kullanilan park-bahgelerinin temizligi ve ¢oplerinin ¢op dokiim merkezine taginmasidir.

MALI HIiZMETLER MUDURLUGU’NUN GOREVLERI

Mali Hizmetler Midiirliigli; yasa ve mevzuatlar gercevesinde belediye biitgesini hazirlar.
Belediyenin gelir ve gider biitcesi ile ilgili kayitlar1 tutar ve hesap islerini yapar. Belediye biitcesine
konan gelirleri takip eder. Belediye gider biitcesindeki ddeneklere ait giderlerin 6denmesini saglar.
Belediyelerin tiim birimlerinden gelen tahakkuk etmis giderleri 6demek ve yasal kesintileri ilgili
resmi dairelere zamaninda 6demekle yiikiimliidiir.

Bankalardaki mevcut paralarin kullanimini saglamak, artan kisminin ise en uygun sekilde
degerlendirmekle yiikiimlii olup, bununla beraber yapilan 6demelerin yasal cer¢evede olmasini
saglamak ve Sayistay ile Igisleri Bakanlig1 Miifettislerine hesap vermekle yiikiimliidiir.

Mutemetlere verilen avans ile ilgili gider belgelerini inceler ve mahsup eder. Biitce kesin
hesaplarinin yapar. Stratejik Plan ve Performans Programi’n1 hazirlar ve uygular.

Kanun,tiiziik ve yonetmeliklerle saymanliklara verilen diger gorevleri yapar.

5393 sayih Belediyeler Kanunu ve Belediye Biitce Muhasebe Usulii maddelerine gore;
Biit¢enin hazirlanmasi ve takip edilmesi.
Belediye gelir biitgesine konan geliri takip ve tahsil edilmesi.
Belediye gider biit¢esine konan giderlerin yerinde sarfini temin edilmesi.

Ayrmtili harcama veya finansman programini hazirlanmasi.



Odenek aktarma islemlerinin yapilmas.

Gelirlerin tahakkuku ile gelir ve alacaklarin takip islemlerini yiirtitmek.

Biitce uygulama sonuglarini raporlamak sorunlar1 6nleyici ve etkililigi arttirici tedbirler iiretilmesi.
Yasal kesintileri ilgili resmi dairelere zamaninda 6denmesi.

Mutemetlerin sarfiyat evraklarinin kontrol ve mahsup islemlerinin yapilmasi.

Gelen-giden evrak kaydi ve diger yasal miikellefiyetlerin yapilmasi.

Aylik  hesap cetvelleri ile biitce kesin hesaplarinin cikarilmasi, ayrica
Baskanlik ve Sayistay’a hesap verilmesi ile sorumludur.

Stratejik planin ve performans programinin hazirlanmasi ve uygulanmasi.

Bu nedenle Mali Hizmetler Miidiirliigii Belediye’nin kanun ve yonetmeliklerle belirlenmis
gelirlerin tarh, tahakkuk ve tahsilini, kanunlar ¢cercevesinde sarf ve tahakkuklarina yetkilidir.

Tahsilat Sefligi’nin Gorevleri

Belediye Gelirleri Kanunu,

Kamu Mali Yonetimi ve Kontrol Kanunu,

Amme Alacaklarinin Tahsili Usulii Hakkindaki Kanun,
Emlak Vergisi Kanunu,

Belediye Kanunu,

Belediye Biitge Muhasebe Usulii Tiiziik ve Yonetmeligi’ne uygun belediyemize ait her tiirlii
yasal gelirlerin tahsilatin1 yapmaktir.

Teblicat Memurlugu’nun Gorevleri

Belediye’nin; vatandaslara, tiizel kisilere ve kurumlara ait Tebligat Kanunu kapsaminda
elden memur eliyle yapilmasi gereken teblig islemlerini yapar.

icra Sefligi’nin Gorevleri

6183 Sayili (Amme Alacaklarin Tahsil Usulii Hakkindaki) Kanun kapsamina giren
gelirlerden, Tahsilat Sefligi’nce 6deme emri ¢ekilen alacaklarin takip edilmesi ve tahsilatinin
yapilmasi iglemlerini yiirtitiir.

Emlak ve Cevre Temizlik Vergi Sefligi’nin Gorevleri

Emlak (bina, arsa, arazi) ve Cevre Temizlik Vergi (igyerleri ve depolar i¢in) beyanlarinin
alinmasi ve vergi tahakkuklarinin yapilmasi.

[lgemiz Tapu Sicil Miidiirliigii'nden alinan bilgi formlar1 15131nda yeni bir yer alip da beyan
vermeyen vatandaslarin takibi yapilarak, emlak beyan1 vermelerinin saglanmasi.



Imar Isleri Miidiirliigii'nce yapi  kullanma ruhsati verilecek yerler igin bina
beyanlarinin alinmasi ve emlak rayi¢ degerlerinin ¢ikarilmasi.

Yesil Kart bagvurusu, 2022 Sayili Yasa geregi yaglilik aylig1 baglanmasi, 6grenci burslari,
Bag-Kur ve saglik karnesi  ¢ikarilmasi basvurulart igin gerekli olan emlak kayitlarinin olup
olmadigina dair arastirma yapilmasi.

Belediyemize bagli koylerdeki tasinmazlara ait emlak kayit islemlerinin takip edilmesi.

Vatandaglarimizin belediyemiz ile ilgili islemlerini yiirlitmesini saglayan ortak sicil
islemlerinin yapilmasi.

Emlak Vergisi ile ilgili olarak vergi muafiyet (tek meskeni olan emekliler, sehit ve gazi
yakinlari, 6ziirliler ve hicbir geliri olmadigimi belgeleyen ev hanimlar1 gibi) islemlerinin
yapilmasi.

Yeni acilan igyerleri i¢in Cevre Temizlik Vergi Beyani alinmasi.

Genel Tahakkuk Sefligi’nin Gorevleri

2464 Sayih Belediye Gelirleri Kanunu’na gore yapilan Tahakkuk Islemleri:
[lan Reklam Vergisi,
Eglence Vergisi,
Haberlesme Vergisi,
Hoparlor Geliri,
Sehir i¢i Otobiis Gelirleri,
Elektrik Tiiketim Vergisi ve Hava Gazi Tiiketim Vergisi,
Yangin Sigorta Vergisi,
Isyeri A¢ma Izin Harci,
Tatil Giinleri Calisma Ruhsat Harci,
Tellaliye Harci,
Yol Harcamalarina Katim Payi,
Arazo6z Geliri,
Baca Temizleme Gelirleri,
Ciftcilik Belgesi Tasdik Harci,
Fuhusla Miicadele,

Diger Harg¢lar.



Isyeri A¢ma ve Calisma Ruhsatlart:
3572 Sayili isyeri Agma ve Calisma Ruhsati Kanunu’nun ilgili ydnetmeligine gore,
1593 Sayili Umumi Hifzisihha Kanunu’na gore,
2559 Sayil1 Polis Vazife ve Salahiyet Kanunu’na,
5393 Sayili Belediye Kanunu'na gore Isyeri Agma ve Calisma Ruhsati vermek.
Yukarida belirtilen kanun ve yonetmeliklerle verilen ruhsatlarin devamliligi i¢in istenilen;
Mesul Midiirliik Belgesi,
Gida Sicil Belgesi,
Giirtiltii Kontrol Belgesi ve bu belgelere ait tahakkuk islemlerini diizenlemek.
_ Belediye Meclisi’mizin almis oldugu karar dogrultusunda ilgemiz genelinde Yap: Kullanma
Izni olmadigindan  Isyeri A¢ma ve Calisma Ruhsati alamayan isyerlerine bir yillik siire belgesi
verme islemleri ve bunlara ait tahakkuklar.

Belediyemiz denetimi ile ¢alisan Ozel Halk Araglari’na ait Calisma Ruhsati,Yillik Vize
ticretleri,ilgili araglardan her ay alinan 200 bilet karsilig1 altyap1 masraf tahakkuklari.

Kermes sergi yeri isgal ticreti tahakkuklari.
Belediye Enclimeni’nce alinan tiim para cezalarina ait tahakkuk islemleri.

Pazar Yerleri Komisyonu sekreterya’ligi.

Belediye Miilkleri Emlak Memurlugu’nun Gorevleri

Belediye Miilkleri Emlak Memurlugu; 5393 Sayili Belediye Kanunu, 2886 Sayili ihale
Kanunu, 6570 Sayili Gayrimenkul Kiralar1 ile Ilgili Kanunlar,3194 Sayili imar Kanunu, 2942
Sayili Kamulagtirma Kanunu ve 2464 Sayili Belediye Gelirleri Kanunu gercevesinde Belediye
Miilkleri ve kamuya ait yerler ile devir, kira, isgaliye, ecrimisil, tahsis, satis ve tahliye vb.
konularin takibi, tahakkuk islemlerini ger¢eklestirmektedir.

Emlak Memurlugu, miilkiyeti belediye'ye ait tapulu mallarin tasarrufu ve miilk olmayip
kamuya ait taginmazlarin tasarrufu ve kontrolii ile yiikiimliidiir.

Kamuya ait alanlar, yollar, kaldirimlar, yesil alanlar, dere yataklar1 vb. yerlerdir. Bunlarin
kullanimi ve tasarrufu belediyelerin yetkisindedir.

Alim-Satim ve ihale Memurlugu’nun Gorevleri

4734 Sayili Kamu Thale Kanunu kapsaminda Bergama Belediyesi’nin mal ve hizmet
alimlarin1 yapar.



Avnivat Memurlugu’nun Gorevleri

Alim-Satim ve Thale Birimince Thale Kanunu kapsaminda satin alinan mal, hizmet ve
demirbas esyalarin kayit islemlerini yapar.Satin alinan malzemeyi teslim alarak ilgili birime teslim
eder.

ZABITA MUDURLUGU’NUN GOREVLERI

Belediye Zabitasi; belediye sinirlar1 ve miicavir alanlari i¢inde beldenin diizenini koruyan;
belde halkinin saglik ve huzurunu saglayan, yetkili organlarin bu amagla alacaklar1 kararlari
uygulayan 6zel zabita kuvvetidir.

a) Belediye sinirlar1 i¢inde ilgenin diizenini,ilge halkinin huzurunu ve saghigini korumak
amaciyla kanun,tiiziik ve yonetmeliklerde;

1) Belediye zabitasinca yerine getirilecegi belirtilen gorevleri yapmak ve yetkileri
kullanmak,

2) Belediyece yerine getirilecegi belirtilip de mahiyeti itibariyle belediyenin mevcut
diger birimlerini ilgilendirmeyen ve belediye zabita kurulusunca yerine getirilmesi tabii olan
gorevleri yapmak,

3) Belediyece yerine getirilecegi belirtilip de mahiyeti itibariyle dogrudan dogruya
veya iligkisi itibariyle diger belediye birimleriyle isbirligi halinde yiiriitiilmesi yetkili belediye
organlarinca belediye zabitasindan istenen hizmetleri ifa etmek,

b) Belediye Zabita Yonetmeligi ile Saglik Zabitas1 Yonetmeligi’nde Zabitaya iliskin olarak
yer alan gorevleri ve hizmetleri yerine getirmek,

c) Belediye karar organlari tarafindan alinmis ve uygulamasi zabitayi ilgilendiren
kararlari,emir ve yasaklari uygulamak ve sonuglarini izlemek,

d) Ulusal bayram,genel tatil giinleri ile 6zellik tasiyan giinlerde yapilacak torenlerin
gerektirdigi hizmetleri gérmek,

e) Cumhuriyet Bayrami’'nda diikkanlarin  kapali kalmasi i¢in gerekli uyarilar
yapmak,tedbirleri almak,bayrak asilmasini saglamak,

f) Kanunlarin belediyelere goérev olarak verdigi hususlarla ile ilgili asagidaki gorevleri
yapmak:
1)Belediye para cezalan ile ilgili 486,1608,4421 ve 151 Sayili Kanun’lara gore
belediye meclislerinin ve enciimenlerinin koymus oldugu yasaklara ve tembihnamelere aykiri
hareket edenler hakkinda yasal islem yapmak,

2) 394 Sayili Hafta Tatili Kanunu'na gore Pazar giinleri acik kalmasi igin
belediyeden izin alinmas1 gerekip almadan veya tatil yapmasi gerekirken yapmayip calisan diikkan
ve miiesseseleri kapatarak caligmalarina engel olmak ve haklarinda kanuni iglem yapmak,

3) Bulunmus olan esya ve mallari,mevzuatta haklarinda ayrica hiikiim varsa bu
hiikiimlere gore,yoksa belediye idaresinin bu konudaki karar ve islemlerine gore korumak ve
sahipleri ¢itkmayan esya ve mallari,mevzuatta ayrica 6zel hiikiim yoksa enclimen karariyla kimsesiz
ve bakima muhta¢ vatandaslarimiza verilmesini saglamak,sahipleri bulundugunda onlara teslim
etmek,



4) 831 ve 2659 Sayili Sular Hakkindaki Kanun’a gore,umumi ¢esmelerin
kirilmasini,bozulmasini 6nlemek;kiran ve bozanlar hakkinda islem yapmak,sehir igme suyuna baska
suyun karistirilmasini veya saglia zararli herhangi bir madde atilmasini 6nlemek,kaynaklarin
etrafini kirletenler hakkinda gerekli kanuni islemleri yapmak,

5) 1003 Sayili Binalarin Numaralanmasi ve Sokaklara Isim Verilmesi Hakkindaki
Kanun ve yonetmeligine gore binalara verilen numaralarin ve sokaklara verilen isimlere ait
levhalarin sokiilmesine,bozulmasina mani olmak,

6) 4077 Sayili Tiiketicinin Korunmast Hakkinda Kanun hiikiimleri g¢ercevesinde
etiketsiz,ayiplt mal ve hizmetler,satistan kaginma,taksitli ve kampanyali satiglar konularinda
belediyelere verilen gorevleri yerine getirmek,

7) Kanunen belediyenin izni veya vergi ve harglara tabi iken izin alinmaksizin veya
har¢ ve vergi yatirilmaksizin yapilan isleri tespit etmek,bunlarin yapilmasinda,isletilmesinde,
kullanilmasinda veya satilmasinda sakinca varsa derhal men etmek ve kanuni islem yapmak,

g) Belediyemiz as evinde bakima muhta¢ ve kimsesiz ailelere verilen yemek yardimi ile
ilgili olarak arastirmalar1 yaparak ilgili kisilere ulagsmasini saglamak,

h) 2464 Sayili Belediye Gelirleri Kanunu’na gore,izin verilmeyen yerlerin iggaline engel
olmak,isgaller ile pazar yeri isgallerinde tahsilatla ilgili olanlara yardimc1 olmak,

1) Dilenciligi men etmek,

k) 80 Sayili Hal Kanunu’na ve 552 Sayili1 Yas Sebze Meyve Ticaretinin Diizenlenmesini ve
Toptanc1 Halleri Hakkinda Kanun Hiikmiinde Kararname ve ilgili belediyesince hazirlanarak
yonetmeliklere gore verilmis bulunan sanat ve ticaretten men cezalarini yerine getirmek,hal disinda
toptan satiga mani olmak,

1) 7269 Sayili Umumi Hayata Miiessir Afetler Dolayisiyla Alinacak Tedbirlerle
Yapilacak Yardimlara Dair Kanun geregince yangin,deprem ve su baskin gibi hallerde gorevli
ekipler gelinceye kadar gerekli tedbirleri almak,

m) Havagazi,dogalgaz kanalizasyon,elektrik ve su tesisleri gibi tesislerde meydana gelen
arizalar1 gordiigiinde veya haber aldiginda derhal ilgili mercilere bildirmek ve gerekli koruyucu
tedbirleri almak,

n) Belediye zabitasina verilen gorevlere benzer gorevler ile 6zel mevzuat hiikiimleri ile
gorevli kilimmus diger personel ve 6zel zabita kuruluslariyla isbirligi yapmak,

0) 3516 Sayili Olgiiler ve Ayar Kanunu’na ve Yonetmeligine gore,dl¢ii ve tarti aletlerinin
damgalarin1 kontrol etmek;damgasiz dl¢ii aletleriyle satis yapilmasini1 6nlemek,6l¢ii aletlerini ancak
Bakanlik yetki belgesi olanlar tamir edebileceginden;bunlarin yetki belgelerini kontrol
etmek,damgalanmamig  hileli,ayar1  bozuk  terazi,baskiillitre = gibi = 0Olcii  aletlerini
kullandirmamak,kullanalar hakkinda gerekli islemleri yaptirmak,

0) 3572 Sayili Isyeri A¢ma ve Ruhsatlarina Dair Kanun Hiikmiinde Kararname’ nin
Degistirilerek Kabuliine Dair Kanun ile buna iligskin yonetmelik hiikiimleri geregince,isyerinin agma
ruhsatt alip almadigmmi kontrol etmek,yetkili mercilerce verilen isyeri kapatma cezasini
uygulamak,gereken islemleri yapmak,

p) 2918 Sayili Karayollart Trafik Kanunu'na goére belediye sinirlar1 ve miicavir alanlar
icerisindeki karayollar1 kenarlarinda yapilan yap1 ve tesisler i¢in belge aramak,olmayanlar hakkinda



fen elemanlariyla birlikte tutanak diizenlemek,trafik mevzuati ile belediyelere verilen gorevleri
yerine getirmek,

r) 3257 Sayili Sinema,Video ve Miizik Eserleri Kanunu’na gére bu kanun kapsamindaki
eserlerin ve bandrollerin ve belediyece verilen isyeri ruhsatlar1 kontrol etmek,

s) 6183 Sayili Amme Alacaklarinin Tahsil Usulii Hakkindaki Kanun’a gore belediye
alacaklarindan dolay1 haciz yoluyla yapilacak tahsilatlarda ilgililere yardimci olmak,

s) 3517 Sayili Yazili ve Basili Kagitlarin Kese Kagidi Olarak Kullanilmamas1 Hakkindaki
Kanun’un uygulanmasini saglamak,aksine hareket edenler hakkinda kanuni iglem uygulamak,

t) 5326 Sayili Kabahatler Kanunu’nun ilgili hitkiimlerini uygulamak,
u) Diger mevzuatla verilen gorevleri yapmak,
i) Taksi ve Servis araglarina Ticari Tasit Tahsis belgesi diizenlemek ve servis araglarina

sehir i¢i Giizergah izin Belgesi vermek.

ULASIM HIiZMETLERI MUDURLUGU’NUN GOREVLERI

Sehrimizin sehiri¢i ulasim ihtiyacinin karsilanmasi, Belediyemizin Temizlik, Saglik, imar,
Denetim gibi hizmetlerin yerine getirilebilmesi i¢in gerektiginde ara¢ temini.

Ilge se¢im kurulu, Kaymakamhik Makami, Ilge Milli Egitim Miidiirliigii, Garnizon
Komutanligi ve diger kamu kuruluslarinin resmi arag taleplerinin karsilanmasi.

Ihtiyag oldugunda iicretsiz cenaze araci ve seyyar yikama aract hizmeti verilmesi.

Belediyemizce ihtiya¢c duyulan imalat ve montaj is¢iliklerinin imkanlar dahilinde yerine
getirilmesi.

Sehirici ulagim isinin daha saglikli yiiriitiilebilmesi icin Belediye Denetimli Ozel Halk
Araglariin hareket saatlerinin, tagima {cretlerinin ve giizergahlarinin belirlenmesi, denetimi,
halkimizin ihtiyaci dogrultusunda giizergah ve hareket saatlerinde degisiklik yapilmasi.

Kurumumuza ait tiim muhtelif marka ve tipteki araclarin arizalanmasi halinde arizalarinin
giderilebilmesi icin gerekli malzeme ve isgiliklerin tespit ve temininin yapilmasi, bunun yaninda
ara¢ ve makinelerin tamaminin giinliilk ve periyodik bakimlarinin yapilmasi veya yaptirilmasinin
temini yolu ile Belediyemiz hizmetlerinin araglar bakimindan ekonomik ve aksamadan
devamliliginin saglanmasi.

Kurumumuz araglariin ihtiyaci olan akaryakit ve madeni yag ihtiyacinin karsilanmasi,
sarfiyatinin kayit ile takibi, stok kontrolii ve ara¢ kartlarinin takibi yolu ile muhtemel gereksiz fazla
akaryakit sarfiyatinin engellenmesi; ayn1 zamanda alinan akaryakitin = standartlara uygun olup
olmadiginin kontroliiniin yapilmasi.

Sehrimizin ihtiyaci olan ve Belediyemizce yapilmasi gereken otobiis duraklarinin yapilmasi
ve eskilerinin tamir edilerek tekrar kullanilabilir hale getirmek, ayni zamanda kurumumuza ait diger
birimlerin her tiirlii konstriiksiiyon imalatinin yapilmasi, tamiri ve bakiminin yapilmasi.



ITFAIYE MUDURLUGU’NUN GOREVLERI

Ilcemiz iginde ve cevresinde meydana gelen her tiirlii yangina miidahale etmek.
Trafik kazalarinda kurtarma ¢aligmalar1 yapmak.

Ilcemiz smrlar1 icindeki isyerlerinin ve resmi kurumlarin, “yangin giivenligi” yéniinden
kontroliinii yapmak.

Sel baskinlarinda su ¢gekme ¢aligmalar1 yapmak.

Ilgemiz sinirlart iginde, basta okullar olmak iizere, askeriye, cezaevi ve talep eden diger
kurulusglarda egitim (yangin glivenligi egitimi) ¢calismalar1 yapmak.

Baca temizleme isleri yapmak.

Tazyikli su ile kanalizasyon agma ¢aligmalar1 yapmak.
Kaldirim, yol ve pazar yeri yikamalar1 yapmak.
Merdivenli arag ile kap1 agma ¢aligmalar1 yapmak.

Ilcemiz iginde ve cevre kdylerinde igme suyu vermek.

INSAN KAYNAKLARI VE EGITIM MUDURLUGU’NUN GOREVLERI

Memur atama (agiktan ve naklen) islemleri.

Terfi ¢izelgelerinin hazirlanarak onay alinmasi.

Intibak islemlerinin yapilmast.

Taltif ve disiplin islemleri.

Yillik sicil raporlarinin hazirlanarak, sonuclandirilmasi ve gerekli islemlerin yapilmasi.
Memur kadro ihdas, iptal ve derece degisiklikleri islemleri.

Yan 6deme ve 6zel hizmet tazminatlari cetvellerinin hazirlanmasi, Vilayet Makami onayina
sunulmasi ve Sayistay’a gonderilmesi.

Memurlarin askerlik bor¢glanmasi islemleri.

Memurlarin  Goérevde Yiikselme Yonetmeligine gore taleplerin  degerlendirilmesi,
sonuglandirilarak Vilayet Makamina bildirilmesi.

Personele hizmet i¢i egitim verilmesi.
Vizeli is¢i alinmast ile ilgili islemlerin yiiriitiilmesi. (Tiirkiye Is Kurumu aracihigiyla)

Vizeli isci ¢alistirilmasina dair yillik vize dosyasinin hazirlanarak, Vilayet Makami’ndan
onay alinmasi.



Toplu-Is Sézlesmesi miizakerelerine katilarak, sekreterya hizmetlerinin yiiriitiilmesi.

Tiirkiye Is Kurumu ile ilgili personel durum cizelgesi ve istihdam verileri cizelgelerini
hazirlamak, siiresi i¢erisinde bildirmek.

Ise alman, isten ayrilan ve isyeri degistirilen isciler i¢in EK(1) Is¢i Bildirim, EK(2) Cikis
Bildirim Listelerinin hazirlanarak, Calisma Genel Miidiirliigii’ne ve Bolge Calisma Miidiirliigli'ne
bildirilmesi.

4857 Sayili s Yasasi hitkiimleri dogrultusunda, is s6zlesmesi feshi islemlerinin yapilmasi
ile issizlik sigortasina ait Isten Ayrilma Bildirgesi’nin Tiirkiye Is Kurumu II Midiirligi’ne
gonderilmesi, memur ve is¢i personelin rapor ve izin islemlerinin yapilmasi.

Memur ve is¢i personelin Giyecek Yardim Yonetmeligi ve Toplu-Is Sozlesmesi
hiikiimlerine gore hak edenlerin ve verilecek yardimin listelerin hazirlanarak, satin alinmasi igin

onay alinmast.

Memur ve is¢i personelin talebi ve ihtiya¢ halinde personel kimlik belgeleri ve 6zliik sicil
durumlarinmi gosterir her tiirlii belgelerin hazirlanmasi.

Memur ve is¢i personelin emeklilik iglemlerinin yapilmasi.
3308 Sayil1 Yasa geregince, Belediyemiz biirolarinda ve isyerlerinde ¢aligmakta olan Ticaret
Meslek Lisesi ve Endiistri Meslek Lisesi 6grencilerinin beceri egitimi igslemlerinin yapilmasi ve

dénem bitimi sonug raporlarinin ilgili okullara bildirilmesi.

Belediyemizde 657 ve 4857 Sayili Kanun kapsaminda gorev yapmakta olan memur ve is¢i
personellerin;

Atama, terfi, nakil, izin, disiplin, sicil, maas ve 6zliikk haklarinin takibi ile mali islemlerinin
yiiriitiilmesi.

Belediye birimlerinde bulunan biitiin bilgisayar ve donanim cihazlarinin bakim, onarim ve
programlama islemlerinin yapilmasi.

PARK BAHCELER MUDURLUGU’NUN GOREVLERI

Park ve yesil alan bakimi ile agaglandirma ¢aligsmalar1 yapmak.
Cevre ve yapisal peyzaj calismalar1 yapmak.
Sehir i¢i yollar1 agaclandirma ¢aligmalar1 yapmak.

D1s mekan siis bitkisi, agac fidan1 ve mevsimlik ¢igek {iretimi yapmak.

HUKUK iSLERI’ NIN GOREVLERI

Adli ve idari Yargida Belediye aleyhine acilmis veya Belediye’mizin agmis oldugu davalari
Belediye’yi temsilen takip etmek.



Belediye’miz biinyesinde bulunan biitlin miidiirliiklere hukuki goriisler vermek,
Belediye’mizin taraf oldugu adli ve idari islemlerde kurumumuzu temsil etmek,

Belediye’miz ile vatandaslar arasinda meydana gelen problemler hakkinda yargi Oncesi
siirlar iginde kalarak ¢ézlimler 6nermek,

Belediye’miz biinyesi i¢indeki isleyiste :
-ihale Komisyonlarinda gorev yapmak,

-Ihalelerin  mukavelelerini,her  tiirlii  sdzlesmeyi,protokolii  ve  anlasmay1
inceleyip,mevzuata uygunlugunu saglamak,

- Meclis toplantt donemlerinde komisyon toplantilarina katilarak ,komisyonlara
hukuksal konularda goriis bildirmek ve rapor hazirlamak.

Bu gorevlerin yerine getirilmesinde oncelikle 5393 Sayili Belediye Kanunu,2464 Sayili

Belediye Gelirleri Kanunu,3194 Sayili imar Kanunu,Medeni Kanun,Kamulastirma Kanunu vb. gibi
kanunlar bunlar1 agiklayan tiiziik ,yonetmelik ve genelgelerin bilinmesi ve takibi.

BELEDIYE SOGUKHAVA, MEZBAHA VE VETERINER HEKIMLIGI’NIN GOREVLERI

Belediyemiz Veteriner hekimligi, Mezbaha Tesislerinde kesilen hayvanlarin kesim oncesi
ve kesim sonrast muayenelerinin yapilmasi, mezbaha tesislerinin kanun ve yonetmeliklere uygun
faaliyet gostermesi, sehrimizde hasere ile miicadele, basibos hayvanlarin toplanmast ve bakimi,
hayvan pazarina satis i¢in gelen hayvanlarin mensei ve saglik kontrolleri, sehrimizden ¢ikarilacak
hayvan ve hayvan iirlinleri i¢in mensei sahadetnamesi diizenlenmesi ile sogukhava deposu is ve
islemleri konularinda faaliyet gostermektedir.

HAL MUDURLUGU’NUN GOREVLERI

Yas sebze ve meyve ticaretinin kalite, standart ve saglik kurallarina uygun olarak serbest
rekabet diizeni icerisinde yapilanmasini saglamak.

Ureticiler ve tiiketicilerle yas sebze ve meyve ticaretini meslek edinenlerin ¢ikarlarini
dengeli ve esit sekilde korumak.

Yas sebze ve meyvenin toptan alim satiminin toptanci halinde yapilanmasini saglamak.

Toptanct halinin ve pazar yerlerinin denetimini yapmak.

BASIN YAYIN VE HALKLA IiLISKIiLER MUDURLUGU’NUN GOREVLERI

Basin Servisi’nin Gorevleri

Bergama Belediyesi calismalarinin basin, yayin araglari, internet diinyas: haber sayfalari,
cesitli afis ve bilbord ¢alismalar1 yardimiyla kamuoyuna etkili bir sekilde duyurulup tanitilmasini
saglamak ve Bergama Belediyesi’'nin faaliyetlerini izlemek iizere ilgemize gelen gazete, dergi,



televizyon ve radyo muhabirleri ile kdse yazarlarina haber niteligi tasiyan her tiirlii bilgi ve fotograf
verilmesi ile gorevli birimdir.

Basin Biirosu, yerel ve ulusal basinda Belediye’mizin biitlin faaliyetlerinin kamuoyuna
duyurulmasi igin gerekli ¢aligmalar1 yapmaktadir.

Halkla iliskiler Servisi’nin Gorevleri

Halkla Iliskiler Birimi toplumdaki kisiler ve gruplar ile etkilesim icine girerek belediye
calismalarinin agiklanmasini, toplumun destek ve giivenini kazanarak, onlardan gelebilecek
tepkilerle kurumun yeni diizenlemelere gitmesini aracilik yapan bir birimdir.

Belediyemiz kiiltiir ve sanat etkinliklerinin organizasyon ve koordinasyonundan sorumludur.

Beledive Konservatuari’nin Gorevleri

Ilce halkinin miizik diizeyini yiikseltmeyi amaglayan Konservatuar biriminde g¢esitli
sanatsal etkinlikler gergeklestirilmektedir.

Tiirk Sanat Miizigi Toplulugu, Tirk Halk Miizigi Toplulugu, Halk Danslar1 yetigkin ve

cocuk grubu, Gitar, Baglama, Keman, Ud, Piyano ve Ebru Sanati boliimiiyle caligmalarini
yiiriitmektedir.

Asevi ve Sosval Tesisler Servisi’ nin Gorevleri

Bergama ilge sinirlar igerisinde yasayan fakir ve bakima muhtag kisileri, muhtarliklar kanali
ile tespit ederek gida ihtiyaclarini karsilamak.

Belediye ve diger kamu kuruluslarinin diizenledigi toplant1 ve yemek organizasyonlarinda
ev sahipligi yapmak.

Ozel Kalem Servisi’nin Gorevleri

Baskanlik Makami’nin her tiirlii gorev ve sorumluluklarinda kendilerine yardimci olmak ve
calismalarinin bir program dahilinde diizenli akisini saglamakla gorevlidir.
Baskanin giinliik i programi ve randevularini koordine eder.

iIMAR VE SEHIRCILIK MUDURLUGU’NUN GOREVLERI

Imar Plan1 Tadilatlar1 yapar,

3194 Sayili imar Kanunu’nun 15.ve 16. Madde uygulamalari yapar,
3194 Sayili imar Kanunu’nun 18.Madde uygulamalarin yapar,
Imar Durumu Belgesi verir,

Jeolojik Etiit Raporu verir,

Yol ve Kanal Kot Tutanag: verir,



Yapi1 Ruhsatlar1 diizenler,

Yap1 Kullanma Izin Belgeleri diizenler,

Numarataj Belgesi diizenler,

Numarataj ¢aligmalar1 yapar,

Kagak ingaat tespitleri yaparak gerekli iglemleri yapar,
Sikayet dilekcelerini degerlendirip, gerekli islemleri yapar,
Tamirat taleplerini degerlendirip, gerekli islemleri yapar,
Koruma Amagli imar Planlar1 yapar,

Roleve - Restorasyon ve tasarim ¢alismalar1 yapar,
Sokak sagliklastirma ¢aligmalar1 yapar,

Sehir i¢i trafik yonlendirme ¢aligmalar1 yapar,

Resmi kurumlarin imar ile ilgili taleplerini degerlendirir.

Bir problem ¢6zme eylemi olan planlama kentler iizerinde ¢oziimler iiretir. Tespit yapar,
analiz eder, edindigi bilgileri diizenler ve sonuglar cikarir. Elinde bulunan kaynaklarin dogru
degerlendirilmesi lizerine stratejiler gelistirir ve bunlari projelendirir. Hiyerarsik bir diizenle olusan
plan ve planlama, bu ¢ozilimleri iiretirken yasanabilirlik, erisilebilirlik ve sosyal refah diizeyinin
yiiksekligi gibi kriterler yaninda ilgili yasa ve yonetmelikleri de kilavuz kabul eder. Bu kilavuzlar
1s1¢inda kamusal yarar1 ve toplumsal ¢ikara yonelik planlar ve stratejik fikirler olusturur. Kent
tizerinde bir kimlik belirler ve bunu yasatir.

Tarih boyunca g¢esitli yaklasimlarla degisim kazanmis planlama son donemde kentler
tizerindeki sektorel dongiilerin yon kazanmasinda s6z sahibi olmaktadir. Kamu yarariin
gozetildigi, stratejilerin gelistirildigi, planlama; toplum ¢ikarlarinin en iist diizeyde tutuldugu bir
disiplindir. Kentlesmenin git gide 6nem kazandigi bu donemde planlama; insan, finans ve tasinmaz
sermayesi Ugliisiinii, bu kriterleri géz Onilinde tutarak kent iizerinde birbirine baglamaktadir.
Dolayisiyla kentsel mekanlarin esitligi tizerine farkli bakis agilarina sahip olabilmekte, bu yolla esit,
ozgiirliik¢ii bir cergeveyle ¢oziimler getirebilmektedir.

Imar ve Sehircilik Miidiirliigii olarak iistlendigimiz gérevde sehrimiz vatandaslarinin

taleplerini degerlendirmekte ve bunlara ¢6ziim iiretilmektedir.

MEZARLIKLAR MUDURLUGU’NUN GOREVLERI

[Igemiz sehir mezarliginin diizenlenmesi, bakimi ve onarimu,
Cenaze defin islemleri,
Mezar yeri tahsis islemleri,

Mezar yeri yaptirma islemlerini yiirtitiir.



SU VE KANALIZASYON MUDURLUGU’NUN GOREVLERI

Su Tahakkuk ve Abone Servisi’nin Gorevleri

Su abonesi almak i¢in miiracaat eden vatandaslarimizin abonelik islemlerinin yapilmasi,
Aylik Su Tahakkuklarinin yapilmasi,

Endeks okuma iginin Ozellestirilmesinden dolay1 sadece okuma sirasinda olusan hatali
tahakkuk diizeltmelerinin yapilmasi,

Abonelik iptal iglemleri,

Kiracilar adina abone tahsis islemleri,

Konut satisindan kaynaklanan abonelik s6zlesmesi degisiklikleri,
Su sarfiyati itiraz islemleri,

Arnizal sayag degisikligi islemleri,

10 y1llik damga stiresini dolduran sayaglarin degisikligi,

Kagak su kullanimu tespitleri ve cezai islemleri,

Kentteki su ihtiyact analiz ¢aligmalarini yapar.

Su Altyapi ve Kanalizasyon Servisi’nin Gorevleri

I¢me suyu sebekesi ariza ¢alismalari,

Yeni abone tesisat1 baglantilarinin yapilmasi,

Kacak su kullanim1 kontrollerinin yapilmasi,

Igme suyu sebekesi ilave hatlarinin yapilmast,

Belediye’ye ait binalardaki tesisat islemleri,

Igme suyu depo, kuyu ve terfi merkezlerinin bakimi, onarimi ve isletilmesi,
Kentteki su ihtiyact analiz ¢aligmalari,

Kanalizasyon sebekesi, mevcut sebekenin tamiri, bakimi ve revizyonu, yeni sebeke insaati
caligmalarin1 yapmak.



IV. Bolum

e Vatandas Talep, Itiraz ve Sikayet Prosediirii

e Talep, Itiraz ve Sikayet Basvuru Form’lar

1. Gergek Kisiler I¢in Bagvuru Formu

2. Tiizel Kisiler I¢in Basvuru Formu

3. Telefonla S6zli Bagvuru Kayit Formu
4. Bagvuru Alind1 Belgesi




BERGAMA BELEDIYESi o
VATANDAS TALEP, iTIRAZ VE SIKAYET PROSEDURU

BIRINCI BOLUM
Amacg, Kapsam, Dayanak ve Tanimlar

Amag:

Madde 1 —Prosediir’iin amac1; Bergamali hemsehrilerimiz tarafindan yapilacak talep, itiraz ve
sikdyet basvurularinin, bagvuru usul ve esaslarmi belirleyerek biitiin Belediye birimlerinde
uygulanmasini saglamaktir.

Kapsam:

Madde 2 — Vatandas Talep, itiraz ve Sikdyet Prosediirii; Bergama Belediyesi’nin tiim
birimlerini, ¢aligmalarini ve ¢alisanlarini kapsamaktadir.

5393 Sayili Belediye Kanunu’nda Belediye’ye gorev olarak verilen; yol ve kaldirim
calismalari, ¢cevre diizenlemesi, park ve bahge ¢alismalari, igme suyu, temizlik hizmetleri ve ¢opler,
alt yap1 sorunlari, ulagim, pazaryeri, otopark yapimi, imar uygulamalari, duyuru hoparlorleri, ¢op
alanlari, sehir i¢i trafik, denetim c¢alismalari, mezarliklar, otobiis terminalleri, mezbaha, pazar
yerleri, is yerleri, licret tarifeleri, kagak yapilasma, hayvan haklar1 ve sagligi, gida kontrolleri v.b
konu bagliklari talep, itiraz ve sikayet konusu sayilabilir.

Dayanak:
Madde 3 — Prosediir;

a) T.C. Anayasa’sini,

b) Medeni Kanun’u,

¢) 5393 Sayili Belediye Kanunu’nu,

d) 3071 Sayili Dilek¢e Hakki Kanunu’nu,

e) 4982 Sayili Bilgi Edinme Hakki Kanunu’nu,

f) 4483 Sayili Memurlar ve Diger Kamu Gorevlilerinin Yargilanmasi Hakkindaki
Kanun’u,

g) 5176 Sayili Kamu Gérevlileri Etik Davranis {lkeleri Kanunu’nu dayanak alir.

Tammlar:
Madde 4 — Vatandas Talep, itiraz ve Sikayet Prosediirii’nde gegen;
a) Prosediir: Bir amaca ulagmak i¢in tutulan yol ve yontemi ifade eder.

b) Vatandas: Bergama Belediye sinirlart icgerisinde yasayan veya yerel yoOnetim
hizmetlerinden faydalanan kisileri ifade eder.

¢) Hemsehri: Ayni yerlesim bolgesinde ikamet eden vatandaslar1 ifade eder. Herkes ikamet
ettigi kentin hemsehrisidir.



¢) Sikayet: Bergama Belediyesi’nin vatandaslarina sundugu her tiirlii hizmet veya
faaliyetlerle ilgili s6zlii ve yazili olumsuz bagvurular1 ifade eder.

¢) Talep: Kisilerin kendileri veya kamu ile ilgili olarak tek baslarina veya topluca ilettikleri
isteklerini igeren basvurulari ifade eder.

d) Itiraz: Herhangi bir konuda 6zel veya tiizel kisilerin; Bergama Belediyesi’nin kendilerini
ilgilendiren konularda aldig: karara kars1 yapilan bagvurudur.

e) Dilekce: Kisilerin kendileri veya kamu ile ilgili olarak tek baslarina veya topluca ilettikleri
talep ve sikayetleri igeren bagvuru formunu ifade eder.

f) Basvuru Sahibi: Bu prosediir ¢ercevesinde bagvuru hakkini kullanan gergek ve tiizel
kisileri ifade eder.

g) Basvuru Bi¢imi: Vatandaglarin sikayetlerini dile getirirken kullanacaklar1 yazili, sozli ve
e-posta yontemini ifade eder.

h) Siire: 3. maddede siralanan kanunlar kapsaminda sikayetin yapilmasi ve kayda alinmasiyla
baslayip, sonu¢landirilmasiyla biten toplam zamani ifade eder.

1) Cahlisanlar: Bergama Belediyesi’nde hizmet veren memur, kadrolu is¢i ve vizeli gecici
is¢ilerden olusan personeli ifade eder.

i) Talep, itiraz ve Sikdyet Basvuru Birimi: Belediye Yazi Isleri Miidiirliigii Evrak Kay1t
Servisi’ni ifade eder.

j) Birim: Bergama Belediyesi bilinyesinde kurulmus, organizasyon semasinda yer alan,
gorevleri yasalarca belirlenmis ve ayr1 ayr1 alanlarda hizmet veren birimleri ifade eder.

k) Miidiir: Dogrudan Belediye baskanina bagli, gorevleri yasayla belirlenmis, servisin her
tiirlii is ve islemlerinden birinci derece sorumlu ve yetkili kisiyi ifade eder.

1) Talep, itiraz ve Sikdyet Degerlendirme Servisi: Talep, Itiraz ve Sikayetlerin dogrudan
calisma alanini ilgilendiren ve gorev alanina giren servisi ifade eder.

0) Belge: Belediye’nin sahip oldugu her tiirlii yazili, gorsel, isitsel, basili veya ¢ogaltilmis
dosya, evrak, kitap, dergi, brosiir, etlit raporu, mektup, program, talimat, kroki, plan, film, fotograf,
teyp ve video kaseti, harita, elektronik ortamda kaydedilen her tiirlii veri, haber ve veri tasiyicilarini
ifade eder.

p) Muhtar: Mahallenin se¢ilmis yasal temsilcisidir. Se¢imle goreve gelir, gorevleri yasayla
belirlenmistir. Vatandaslarla Belediye arasinda bir kopriidiir.

r) Mahalli idare: Yetkileri belirli bir cografi alan ve hizmetlerle sinirli olarak kamusal
faaliyet gosteren belediye, il 6zel idaresi ve bunlarin kurduklari birlik ve idareyi, ifade eder.
IKINCI BOLUM
Gorev, Yetki ve Sorumluluklar

Madde 5 — Prosediirde gegen gorev, yetki ve sorumluluklar;



a) Belediye: Belde halkinin mahalli miisterek nitelikteki ihtiyaglarini karsilamak tizere
kurulan ve karar organi halk tarafindan se¢ilerek olusturulan, idari ve mali 6zerklige sahip yerel
yonetim organi ve kamu tiizel kisisidir.

b) Belediye Meclisi: Belediye’'nin en iist karar orgamdir. Uyeleri segimle bes yilligina
goreve gelir.Gorevleri yasayla belirlenmistir.

¢) Belediye Enciimeni: Belediyenin ikinci biiyiik karar organidir. Uyeleri meclis igerisinden
bir yilligma gorev yapmak lizere segilir. Gorevleri yasayla belirlenmistir.Belediye Baskaninin
baskanliginda toplanir.

d) Belediye Baskani: Belediye tiizel kisiliginin resmi temsilcisidir.Yiiriitmenin basidir.
Dogrudan se¢menler tarafindan serbest, esit, tek dereceli genel oy, acik sayim ve dokiim ve
cogunluk ilkelerine gore, 5 yil siire ile goreve gelir. Belediye Meclisi ve Belediye Enciimeninin
verdigi kararlarin uygulayicisidir

Belediye Bagkani; Belediye’nin hizmetlerinden, Belediye Meclisi ve Enclimen’in aldig1
kararlarin sonuglarindan, ilgili mevzuatlarin Belediye, Belediye Meclis ve Enclimeni ile Belediye
Baskanina ve Belediye calisanlarina verdigi gorev, yetki ve sorumluluklarin tiim sonuglarindan,
gelecek her tiirlii talep, sikayet, itiraz ve memnuniyetin dogrudan muhatabi ve sorumlusudur.

e) Birim Miidiirii: Vatandaslarca yapilan bagvurulari, prosediirde belirtilen siireleri goz
Online alarak birinci dereceden incelemek ve sonug¢landirmakla yiikiimlidir. Vatandas
memnuniyetinin  saglanamadigi durumlarda konuyu gerekgelendirerek raporlariyla birlikte
baskanlik makamina sunmak ve baskanlik makamindan ¢6ziim Onerisi almakla yiikiimliidiir.

f) Cahsanlar: Bergama Belediyesi birimlerinde gorev yapan calisanlar, gorevlerini, bu
gorevlerini tanimlayan ilgili mevzuata dayanarak yerine getirmekle yiikiimliidiirler.

Sahip olduklar1 goérev yetki ve sorumluluklarini yerine getirirken, halkin giinliik yasamini
kolaylastirmayi, ihtiyaclarini en etkin, hizli ve verimli bigimde karsilamayi, hizmet kalitesini
yiikseltmeyi, halkin memnuniyetini artirmayi, hizmetten yararlananlarin ihtiyacina ve hizmetlerin
sonucuna odakli olmay1 hedeflerler.

g) Ik Basvuru Birimi: Vatandas miiracaatlarinda ilk basvuru birimi Yaz Isleri Miidiirliigii
Evrak Kayit Servisi’dir. Servis, yapilan bagvuruyu kayda alir, baskanlik havalesini yapar ve ilgili

servise evraki zimmet kayd ile geregi yapilmak tizere gondermekle sorumludur.

UCUNCU BOLUM
Basvuru Hakki, Bi¢imleri ve Usulleri

Basvuru hakka:

Madde 6 - 3071 sayil1 Dilek¢e Hakkinin Kullanilmasina Iliskin Kanun’da belirlenen esaslara
gore, medeni haklar1 kullanma ehliyetine sahip Bergama’da yasayan gercek kisiler ile tiizel kisiler
bagvuruda bulunabilirler.

Gizli Bagvuru Hakki:

Madde 7 — Vatandas, sikayet konusuna bagl olarak giivenligi gerekcesiyle kisisel her tiirlii
bilgilerini dogru bir sekilde vererek gizli bagvuru hakkini kullanabilir.

Basvuruda bulunmasi zorunlu sartlar:



Madde 8 — Bagvuruda bulunmasi gereken sartlar asagida siralanmustir:

1- Sikayet ve itiraz konusu kararin, uygulamanin veya hizmetin igerik, tarih ve varsa numarasi,
2- Bagvuruyu yapan 06zel ya da tiizel kisinin her tiirlii iletisim bilgileri (adi-soyadi, ev
veya is adresi, imzasi, T.C. Kimlik No’ su, Vergi Kimlik No’ su, v.b.),
3- Sikayet ve itiraz kapsaminda yer alan faaliyette gorev alan Belediye personelinin adi
soyadi,
4- Gerektiginde detayl bilgi alinabilecek kisi/kisilerin iletisim bilgileri,
5- Sikayet ve itiraza konu olayin kisa, anlasilir 6zeti.

Incelenmeyecek Basvurular:

Madde 9 — Incelenmeyecek basvurular:

1- Bagvuru sahibine ait kimlik bilgileri,iletisim bilgileri ve bagvuruya ait diger bilgilerde
tutarsizlik olmasi halinde,

2- 8. maddede gosterilen sartlardan herhangi birini tagimayanlar,

3- Belli bir konuyu igermeyenler,

4- Yargi makamlarinin gorevine giren konularla ilgili olanlar, incelenmezler.

Gonderilen Makamda Hata:

Madde 10 — Yapilan bagvuru; konusu itibariyle Belediye nin gorev alanina girmiyorsa, ilgili
birim tarafindan, gorev alanina giren kurum veya kurulusa gonderilir ve bagvuru sahibine bilgi
verilir.

Basvuru bicimleri:

Madde 11 - Bagvurular;

a) Yazili bagvuru,

b) Elektronik posta,

d) Telefon’la sozlii olarak 153 Alo Sikayet Hatti, yollar1 ile yapilir.

Basvuru usulleri;

Yazil yapilan basvurular:

Madde 12 - Yazili olarak sahsen yapilacak basvurular, ilk basvuru birimi olan Yaz Isleri
Miidiirliigii Evrak Kayit Servisi’ne yapilir.

Elektronik ortamda yapilacak basvurular:

Madde 13 - Bergama Belediye’sine elektronik ortamda yapilacak basvuru adresi:
info@bergama.bel.tr.’dir

Bagvurular, ilk basvuru birimi olan Yazi Isleri Miidiirliigii Evrak Kayit Servisi'nce isleme
almacaktir.

Elektronik posta yoluyla yapilan basvurularda, basvuru sahibi ger¢ek kisilerin verdigi T.C.
kimlik numarasi, I¢isleri Bakanhig: Niifus ve Vatandaslik Isleri Genel Miidiirliigii’niin Internet
sayfasindan bagvuru sahibi tarafindan verilen kimligin dogru olup olmadiginin tespiti amaciyla
gerektiginde sorgulanir.

Telefonla yapilan sozlii basvurular:


mailto:info@bergama.bel.tr.'dir

Madde 14 — Bergama Belediyesi, Vatandaglarin hizmetlerden kaynaklanan sikayet ve
ihbarlarin1 aninda degerlendirerek sorunlari hizli ¢6ziime kavusturmak amacli “153 ALO SIKAYET
HATTI’n1 olusturmustur.

Telefonla yapilacak s6zlii bagvurular bu hat kanaliyla degerlendirilecektir. 153 Alo Sikayet
Hatti’'na yapilan basvurular gorevli personel tarafindan kayda alinarak ilk bagvuru servisi olan
Evrak Kayit Servisine ulagtirilir.

Bagvurunun kabulii i¢in gerektiginde kimlik sorgulamasi yapilir.
Muhtarhk Basvurulari:
Madde 15 — Bergama Belediye sinirlari igerisinde bulunan mahalle muhtarliklari;

1 — Mahalle sakinlerinin talep, itiraz ve sikayetlerini kabul ederek bu prosediir
cergevesinde degerlendirilmek ve sonuglandirilmak tizere Bergama Belediye’sine ulastirir/gonderir,
sonucunu takip eder. Sonu¢ hem kendisine hem de vatandasa bilgi olarak teblig edilir.

2 — Gorev ve yetki sinirlart igerisinde mahallesi ile ilgili talep, itiraz ve sikayetlerini
kendisi dogrudan basvuru konusu yaparak sonuglarini takip edebilir. Sonuglar kendisine yazili
olarak verilir.

DORDUNCU BOLUM .
Basvurularin Kabulii, Uygulama Islemi ve Itirazi

Madde 16 - Basvurularin Kabulii ve Isleme Konulmasi:

1- Talep, sikdyet ve itiraza konu basvurular; ilk basvuru birimi olan Yaz Isleri Miidiirliigii
Evrak Kayit Servisi’ne verilir/ulastirilir.

2- Evrak Kayit Servisi bagvuruyu inceler, kayda alir, kisiye alind1 belgesi verir, konuyu hangi
servisin/kimin inceleyecegi ve uygulamasi hakkinda bagvuru sahibine bilgi verir ve evraki
talimatlandirilmak {izere bagkanlik havalesine gonderir.

3- incelenmek ve geregi yapilmak iizere Baskanlik havalesinden ¢ikan basvuruyu gorev
alanina giren ilgili servise zimmetle ulagtirir.

4- Talep, sikayet ve itiraza konu bagvuruyu, ilgili birim ¢alisanlari, sef veya miidiirleri genel
mevzuat hiikiimleri ¢ergevesinde inceler, degerlendirir ve sonuca ulastirir. Bagkanlik Makamina
bilgi verir. Bu siireg, yapilan talep, itiraz ve sikayetin biitiin detaylariyla ele alindig1 ve ¢oziime
kavusturuldugu stirectir.

Gorevliler; gerektiginde bagvuru sahibini davet eder konuyu karsilikli degerlendirir. Sikayette
taraflar varsa bir araya getirir. Sikayet eden ve sikayet edilen kisi ya da temsilcinin ifadeleri ayri
ayr1 alinarak tutanaga gecirilir. Hakkinda sikayet bulunan kisi ya da kurulusun her zaman kendini
savunma hakki vardir.

5- lgili birimce geregi yapilarak sonuglandirilan basvurular icin bilgilendirme amagcl kisi
veya kurulusa yazili cevap hazirlanir ve gonderilmek {izere Evrak Kayit Servisi’ne zimmetle
ulastirir.

6- Evrak Kayit Servisi, ilgili servisten geregi yapilarak sonuglandirilmis halde gelen yaziy1
gerekli kayit islemlerini yaparak elden veya posta yoluyla bagvuru sahibine ulastirir.



Bu sonuca giden sirali igslemler onbes giin igerisinde gerceklestirilir ve yazili olarak bagvuru
sahibine sonucu hakkinda olumlu ya da olumsuz bilgi verilir. Konunun detay1r ve iizerinde
yapilmasi gereken c¢aligmalar fazla ise bagvuru sahibine islem siireci ve yapilmasi gerekenler
aciklanarak en ge¢ otuz giin igerisinde bagvuru sonuglandirilir.

Talep, Itiraz veya Sikayet konusunun degerlendirilmesi siirecinde kanunlarda 6zel olarak siire
verilmigse bu siirelere uyulur.

(Dilek¢e Kanunu: Madde 7, Siire 30 giin)
(Bilgi Edinme Kanunu: Madde 20, siire 15 giin)

Talep, itiraz ve Sikayet Sonucuna itiraz:

Madde 17 - Yapilan basvurularin 16. maddede verildigi sekliyle degerlendirilmesi ve
sonu¢landirilmasina ragmen, vatandasin memnuniyetsizligi devam ediyorsa ve bagvurusunu
yeniliyorsa konu tekrar, kamu yarar1 agisindan degerlendirilir. Vatandasa genel mevzuatlar
cercevesinde bilgiler yazili olarak verilir. Cozliimlenemiyorsa gerekgeleri anlatilir, sonug
almamiyorsa adli ve idari list makamlara gitmesi tavsiye edilir.

BESINCI BOLUM
Gizlilik

Gizlilik:

Madde 18 - Sikayet degerlendirmesi kapsaminda gergeklestirilen faaliyetlerle ilgili bilgiler
gizli olup, hi¢ bir kosulda iiglincii taraflara bildirilmez. Yasalar geregi iigiincii taraflara bilgi
verilmesi zorunlu oldugunda basvuru sahibi bu durumdan haberdar edilir.

Elektronik ortamda veya yazili olarak alinan bagvurularin bilgi veya belge giivenligi kurum
ve kuruluslarda genel hiikiimlere gore saglanir. Belediye’ye gonderilen bilgi ve belgeler ile
Belediye tarafindan edinilen bilgilerin degerlendirme ve incelenmesinde gizlilik derecesi
bulunanlarin korunmasinda ve saklanmasinda gizlilik ilkesine uyulur.

ALTICI BOLUM
Degerlendirme
Degerlendirme:

Madde 19 — Her yi1l Belediye Baskan1 ve Belediye Meclisine sunulmak {iizere, ilk basvuru
birimi olan Evrak Kayit Servisi’nce mahalle veya belediye hizmet birimleri bazinda talep, itiraz ve
sikayet raporlar1 hazirlanir.

Hazirlanan bu raporlar; Belediye ve Birimlerin performans degerlendirmelerine esas olarak
incelenir, vatandas memnuniyetine odakli kurum politikalar1 ve kentin hizmet beklentilerine yonelik
hedefler olusturulmasinda kullanilir.

Biitiin bu raporlar ve istatistiki sonuglar vatandaslara her yil yazili, isitsel ve gorsel iletisim
araclariyla duyurulur.

YEDINCI BOLUM
Belediye Calisanlar1 hakkinda yapilacak sikayetler

Belediye Calisanlar1 Hakkinda Yapilacak Sikayetler :



Madde 20 - Belediye ¢alisanlari, kamu hizmetlerinin yerine getirilmesinde; halkin, giinliik
yasamini kolaylagtirmayi, ihtiyaglarini en etkin, hizli ve verimli bigimde karsilamayi, hizmet
kalitesini ylikseltmeyi, halkin memnuniyetini artirmayi, hizmetten yararlananlarin ihtiyacina ve
hizmetlerin sonucuna odakli olmay1 hedeflerler.

Bergama Belediyesi calisanlarina yonelik yapilacak sikayet bagvurulari, ¢alisanlarin gorev ve
kadro pozisyonlarina gore;

1 — 657 Sayil1 Devlet Memurlar1 Kanunu,
2 — 4857 Sayili Is Kanunu,
3 — 4448 Sayil1 Memurlar ve Diger Kamu Gorevlilerinin Yargilanmas1 Hakkindaki
Kanun,
4- 5176 Sayili Kamu Gérevlileri Etik Davrams Ilkeleri Kanunu, ¢ergevesinde degerlendirilir
ve sonuglandirilir.

Ayrica; hizmet satin alma yontemiyle calisan personel ile ilgili bagvurular hizmetin satin
alinma islemindeki idari sartname igerigine uygun olarak, ilgili tiizel kisilige bildirilerek yiiriitiiliir.

Tespit edilen ceza ilgili kanun hiikiimlerinin 6ngoérdiigli usullere gore ele alinir ve uygulanir.
SEKIZINCI BOLUM
Yiiriirliliik, Yiiriitme ve Degisiklik

Yiirurlik:

Madde 21 - Bu Prosediir, Belediye Meclisi’'nde goriisiilerek karara baglandiktan sonra
yayinlandigi tarihte yiiriirliige girer.

Yiiriitme:
Madde 22 - Bu Prosediir hiikiimlerini Belediye Bagkani yiiriitiir.
Degisiklik:

Madde 23 — Bu prosediiriin hiikiimleri; belediye birimlerinin yazili teklifi, Belediye
Bagkani’nin onay1 ve Belediye Meclisi’nin kabulii ile degistirilebilir.

Ekler:

1 — Bergama Belediyesi Talep, itiraz ve Sikdyet Basvuru Formu.(Gercek kisiler form 01)
2 — Bergama Belediyesi Talep, itiraz ve Sikdyet Basvuru Formu. (Tiizel kisiler form 02)
3— Bergama Belediyesi Talep, itiraz ve Sikdyet Basvuru Formu. (Telefon form 03)

4- Bergama Belediyesi Basvuru Alind1 Belgesi. (Alind1 form 04)



DOKUZUNCU BOLUM
Gegici Ek Hiikiimler

Gecici Madde 1 — Bu prosediiriin yiirtirliige girdigi tarihten 6nce yapilan talep, itiraz ve
sikayet bagvurular1 oOnceki  hiikiimler c¢ercevesinde kabul edilerek, degerlendirilecek ve
sonuglandirilacaktir.



BERGAMA BELEDIYESI

TALEP, ITIRAZ VE SIKAYET BASVURU FORMU
(GERCEK KISILER ICIN)
Basvuru sahibinin
Adi Soyadi:
Adresi:
Telefon: E-mail:
T.C. Vatandaglik No: Bagvuru ekleri:
Bagvurunuzu hangi yolla cevap almak istersiniz ? Yazili: [ E-mail: [] Sézlii: [
BELEDIYE BASKANLIGI’NA
BERGAMA

Yukarida ayrintilartyla belirttigim bagvurumun Belediye Vatandas Talep, Itiraz ve Sikayet

Prosediirti ile genel mevzuat hiikiimleri dogrultusunda, belirtilen siire
Saygilarimla arz ederim.

icinde gereginin yapilmasint;

Gergek kigiler form 01




Basvurularin Kabulii Ve Isleme Konulmast:

Belediyemizin hizmetlerinden kaynaklanan hognutsuzlugunuzu gidermek
amaciyla yapacagiiz basvuru, asagida siralanan asama ve siireglerde islem
gorecektir.

Basvurunuzun
degerlendirme ve
sonuclandirma
stiresi

~ 1- Talep, itiraz ve sikdyeti igeren bagvuru; ilk bagvuru birimi olan Yazi
Isleri Miidiirligi Evrak Kayit Servisi’ne yapilacaktir.

2-Evrak Kayit Servisi bagvurunuzu inceleyecek, kayda alarak size alindi
belgesi verecek ve konuyu hangi servisin/kimin inceleyecegi ve uygulamasi
hakkinda bilgi verecektir

3-Basvurunuz incelenmek ve talimatlandirilmak iizere Baskanlik
Makamina sunulacaktir.

4-Bagkanlik Makaminca incelenen basvurunuzun ¢oziim siireci
basglamistir.

5- Talep, itiraz ve sikdyetinizi iceren basvurunuz, ilgili birim sef veya
miidiirleri tarafindan, genel mevzuat hiikiimleri g¢ergevesinde incelenecek,
degerlendirilecek ve sonuca ulastirilacaktir. Bu inceleme ve degerlendirme
stirecinde Bagkanlik Makamina bilgi verilecektir. Yapilan talep, itiraz ve
sikayetinizin biitiin detaylariyla ele alindigi ve ¢ozlime kavusturulacagi bu
stirecte, gerektiginde ilgili birim yoneticimiz sizi davet ederek konuyu
karsilikl1 degerlendirecektir.

6-Geregi yapilarak sonuglandirilan basvurunuz igin bilgilendirme amach
yazili cevap hazirlanacak ve size gonderilmek lizere Evrak Kayit Servisi’ne
havale edilecektir.

7-Evrak Kayit Servisimiz, size gonderilmek ilizere gelen yaziy1r gerekli
kayit islemlerini yaparak elden veya posta yoluyla tarafiniza ulastiracaktir.

Belediyemizce, siz hemsehrilerimizin memnuniyetine odakli; talep, itiraz
ve sikayetleriniz miimkiin olan en kisa siire¢te sonuglandirilacak yazili olarak
size sonucu hakkinda olumlu ya da olumsuz bilgi verilecektir.

Konu, detayli ve iizerinde yapilmasi gereken calismalar fazla ise, size
islem siireci agiklanacak, en ge¢ OTUZ GUN igerisinde basvurunuz
sonuglandirilacaktir.

Toplam
Otuz giin icinde

HEDEFIMIiZ, MEMNUNIYETINIZDIR. ..

BERGAMA BELEDIYESI




BERGAMA BELEDIYESI

TALEP, ITIRAZ VE SIKAYET BASVURU FORMU
(TUZEL KISILER ICIN)

Tiizel Kisinin

Unvani:

Tiizel Kiginin Adresi:
Yetkili Kisi Ad1 Soyadu: Yetkili Kisi E-mail:

Yetkili Kisinin T.C. Vatandaslik No’su: Vergi Dairesi No:

Bagvurunuzu hangi yolla cevap almak istersiniz ? Yazlh: [ E-mail: [] Sozlii: [
Yetkili Kisi Telefon: Bagvuru ekleri:

BELEDIYE BASKANLIGI’'NA

BERGAMA

Yukarida ayrintilartyla belirttigim bagvurumun Belediye Vatandas Talep, Itiraz ve Sikayet

Prosediirti ile genel mevzuat hiikiimleri dogrultusunda, belirtilen siire
Saygilarimla arz ederim.

icinde gereginin yapilmasint;

Tiizel kisiler form 02




Basvurularin Kabulii Ve Isleme Konulmast:

Belediyemizin hizmetlerinden kaynaklanan hognutsuzlugunuzu gidermek
amaciyla yapacagiiz basvuru, asagida siralanan asama ve siireglerde islem
gorecektir.

Basvurunuzun
degerlendirme ve
sonuclandirma
stiresi

~ 1- Talep, itiraz ve sikdyeti igeren bagvuru; ilk bagvuru birimi olan Yazi
Isleri Miidiirligi Evrak Kayit Servisi’ne yapilacaktir.

2-Evrak Kayit Servisi bagvurunuzu inceleyecek, kayda alarak size alindi
belgesi verecek ve konuyu hangi servisin/kimin inceleyecegi ve uygulamasi
hakkinda bilgi verecektir

3-Basvurunuz incelenmek ve talimatlandirilmak iizere Baskanlik
Makamina sunulacaktir.

4-Bagkanlik Makaminca incelenen basvurunuzun ¢oziim siireci
basglamistir.

5- Talep, itiraz ve sikdyetinizi iceren basvurunuz, ilgili birim sef veya
miidiirleri tarafindan, genel mevzuat hiikiimleri g¢ergevesinde incelenecek,
degerlendirilecek ve sonuca ulastirilacaktir.Bu inceleme ve degerlendirme
stirecinde Bagkanlik Makamina bilgi verilecektir. Yapilan talep, itiraz ve
sikayetinizin biitiin detaylariyla ele alindigr ve ¢ozlime kavusturulacagi bu
stirecte, gerektiginde ilgili birim yoneticimiz sizi davet ederek konuyu
karsilikl1 degerlendirecektir.

6-Geregi yapilarak sonuglandirilan basvurunuz igin bilgilendirme amach
yazili cevap hazirlanacak ve size gonderilmek lizere Evrak Kayit Servisi’ne
havale edilecektir.

7-Evrak Kayit Servisimiz, size gonderilmek iizere gelen yaziy1 gerekli
kayit islemlerini yaparak elden veya posta yoluyla tarafiniza ulastiracaktir.

Belediyemizce, siz hemsehrilerimizin memnuniyetine odakli; talep, itiraz
ve sikayetleriniz miimkiin olan en kisa siire¢te sonuglandirilacak yazili olarak
size sonucu hakkinda olumlu yada olumsuz bilgi verilecektir.

Konu, detayli ve iizerinde yapilmasi gereken calismalar fazla ise, size
islem siireci aciklanacak, en ge¢ OTUZ GUN igerisinde basvurunuz
sonuglandirilacaktir.

Toplam
Otuz giin icinde

HEDEFIMIiZ, MEMNUNIYETINIZDIR. ..

BERGAMA BELEDIYESI




BERGAMA BELEDIYESI
TALEP, ITIRAZ VE SH{A}(ET BASVURU FORMU
(153 ALO SIKAYET HATTI)

Basvuru sahibinin

Adi Soyadi:
Adresi:
Telefon: E-mail:
Bagvuru sahibinin
T.C. Vatandaglik No: Bagsvuru No:
Bagvurunuzu hangi yolla cevap almak istersiniz ? Yazili: [ E-mail: [] Telefon: []
BASVURU ICERIGi
..... /......./200
Yukarida agiklanan basvuru ........ Joveeeerann / 2007 tarihinde saat....................... ’da tarafimdan
kayda alinmistir.
Kayda Alan
Gorevli Personel Adi Soyadi: Imza:

Telefon form 03




BERGAMA BELEDIYESI
Yaz Isleri Miidiirliigii Evrak Kayit Servisi

BASVURU ALINDI BELGESI

Basvuru sahibinin
Ad1 Soyadi L ettt et

Basvuru Kayit Basvuru Kayit

Tarihi e [evinnn. /200........ No’ su e
Bagvuruyu Alan

Gorevli AdiSoyadi: .........ooooiiiiiiii, Imza TP
Havale Edilen

Birimler e e et

Basvurularin KabuliiVe Isleme Konulmas:

Basvurunuzun
Belediyemizin hizmetlerinden kaynaklanan hosnutsuzlugunuzu gidermek amaciyla yapacaginiz degerlendirme ve
bagvuru, agsagida siralanan asama ve siireclerde islem gorecektir. sonuglandirma siiresi

1- Talep, itiraz ve sikdyeti iceren basvuru; ilk bagvuru birimi olan Yaz Isleri Miidiirliigii Evrak
Kayit Servisi’ne yapilacaktir.

2-Evrak Kayit Servisi bagvurunuzu inceleyecek, size bu alindi belgesini verecek ve konuyu hangi
servisin/kimin inceleyecegi ve uygulamasi hakkinda bilgi verecektir.

3-Bagvurunuz incelenmek ve talimatlandirilmak iizere Bagkanlik Makamina sunulacaktir.

4-Bagkanlik Makaminca incelenen bagvurunuzun ¢oziim siireci baglamistir.

5- Talep, itiraz ve sikdyetinizi igeren basvurunuz, ilgili birim sef ve miidiirleri tarafindan, genel
mevzuat hitkiimleri ¢ergevesinde incelenecek, degerlendirilecek ve sonuca ulastirilacaktir.Bu inceleme ve
degerlendirme siirecinde Basgkanlik Makamina bilgi verilecektir. Yapilan talep, itiraz ve sikayetinizin
biitiin detaylariyla ele alindigi ve ¢6ziime kavusturulacagi bu siiregte, gerektiginde ilgili birim
yoneticimiz sizi davet ederek konuyu karsilikli degerlendirecektir.

Toplam

<. . o . Otuz giin iginde
6-Geregi yapilarak sonuglandirilan bagvurunuz igin Dbilgilendirme amagli yazili cevap

hazirlanacak ve size gonderilmek {izere Evrak Kayit Servisi’ne havale edilecektir.

7-Evrak Kayit Servisimiz size gonderilmek iizere gelen yaziy1 gerekli kayit islemlerini yaparak
elden veya posta yoluyla tarafiniza ulastiracaktir.

Belediyemizce, siz hemsgehrilerimizin memnuniyetine odakli; talep, itiraz ve sikayetleriniz miimkiin
olan en kisa siiregte sonuclandirilacak yazili olarak size sonucu hakkinda olumlu yada olumsuz bilgi
verilecektir.

Konu, detayli ve lizerinde yapilmasi gereken c¢alismalar fazla ise, size islem siireci agiklanacak en
ge¢c OTUZ GUN igerisinde bagvurunuz sonuglandirilacaktir.

Alind1 form 04




Annex 3: Waste management presentation of the municipality of Fatih(TR) on Final seminar
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SUNUM SORULARININ CEVAPLARI

2

= 01/09/2006 tarihinde baglayan “Orada olan her seyi ayir...” isimli projenin amaci
dogrultusunda; ilgede bulunan 65.754 6grencinin yetistirilmesi amaciyla hazirlanacak
olan Iletisim planimizin ilk basamag: bir egitim sunumu hazirlamakti. Bu sunumu
olusturabilmek i¢in; durum analizi yapmamiz gerekti ve o anki bilginin derecesini
6lemek amaciyla bir anket diizenledik. Anket sonuclarindan elde ettigimiz sonuclara
gore; seviyelerini tespit ettigimiz 6grenciler i¢in sunum ¢aligmalarina bagladik.
Ik ve orta okullar igin 2 ayr1 sunum olusturduk ve bu sunumlarda atiklarin gesitlerini,
seriivenlerini ve geri doniisiim hikayelerini anlattik. Gorsel O6geler icermesine 6zen
gosterdigimiz sunumlarimizin yani sira bir de egitim metni olusturduk. Hangi
konularin iizerinde duracagimizin tespitini yaparak, cocuklarin seviyelerine inerek
egitimlerini vermeye ¢alistik.
Ikinci basamak; bir egitim progranmu olusturmak oldu. 86 okulun egitim tarihlerini
iceren ayrintilt bir program olusturuldu ve okullara birka¢ giin oncesinden haber
vermek suretiyle egitimler yapildi.
Egitimler esnasinda kullanmak {izere egitim sunumu disinda; posterler ve ambalaj
atiklar1 i¢in dizayn edilmis atik kutular1 hazirladik ve egitimlerde bu materyallerden de
yararlandik.
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Daha sonra; egitimlerin siirekli olmasi gerekliliginden yola ¢ikarak; egitimcilerin
egitimi aktivitesini hazirladik. Bunun igin; bos ders saatlerinde kullanilmak {izere bir
egitim kutusu olusturduk.Kutuda; egitim kitap¢igi, afisler, egitim CD’si ve
Zoetermeer Belediyenden alinan teknik bilgiyle hazirlanan bir adet geri doniisim
oyunu hazirladik.

ik ;
kil BlR GEVREIGIN
Ry DONUSUM. rve GERIKAZANK

TEMZ ve SAC!

Son olarak da; geri doniisiime en ¢ok katkida bulunan okulumuz 6grencilerine g¢esitli
odiiller dagittik.




= Egitimler esnasinda en ¢ok karsilagilan problem; egitimlerin siiresinin uzun olmasiydi
clinkii 6grenciler ¢ok bilgisizlerdi ve konuyu sifirdan anlatmak kolay olmadi. Bu
sorunu 6grencilere sunum sonunda ¢esitli sorular sorarak ve onlarin soru sormalarini
saglayarak gidermeye calistik. Bunun disinda problem yaganmadi.

= lletisim planindan aldigimiz sonuglar beklenilenden daha yiiksek olmustur. Yapilan
sonu¢ anketindeki istatistiksel degerler de gostermektedir ki; egitimlerde oldukga
yiiksek basarilar elde edilmistir. Sonug olarak Fatih Ilgesindeki 65.754 adet
Ogrencinin atik konusundaki egitimi tamamlanmustir.

= Faaliyetten kazanilan dersler; bu proje ile ilgemizdeki 6grencileri ¢evre hakkinda
egitmeyi amaglamistik ve bu amacimizi tam anlamiyla gergeklestirdik. Geri doniisiimii
Ogrencilerin nasil ilgi ile karsiladiklarin1 gordiik ve sonuglardan ¢cok memnun kaldik.
Tabi en 6nemlisi; bir iletisim plani olusturmanin ayrintilarini yasayarak 6grendik ve
uygulamaya gecirdik. Projenin son aktivitesi olarak yaptigimiz ve Istanbuldaki tiim
ilge belediyelerine verdigimiz workshop esnasinda da; yaptigimiz ¢alismalarin farkini
ve Onemini daha iyi anlamis olduk.

Hazirlayan
Cise Kan
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