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BYS110 - FILING AND ARCHIVING - Meslek Yiksekokulu - Biro Hizmetleri ve Sekreterlik Bolim
General Info

Objectives of the Course

This course is for students to make filing and archiving / Remodeling competence to give

Course Contents

Filing Systems, Document and Placement Principles, Archive Definition and Types, Document Storage Period and Destruction Methods

Recommended or Required Reading

islam, Y. (2016), Filing and Archiving Techniques, Seckin Publishing Sen, O. (2014), Filing and Archiving Techniques, Detay Publishing Turkish Standards Institution,
Electronic Document and Archive Management System, 2015. ALTINOZ, M. Filing and Archive Management, Nobel Publishing and Distribution. TUTAR, H. (2022),
Office Management and Communication Techniques, Seckin Publishing. Regulation on State Archive Services, (2019) Official Gazette, Issue; 30922, October 18, 2019.

Planned Learning Activities and Teaching Methods

Reading; presentation; lecture; discussion; brainstorming; question-answer

Recommended Optional Programme Components

In order to increase participation in the course, students' suggestions regarding course content and teaching methods will be taken into consideration.

Instructor's Assistants

No helper

Presentation Of Course

Face to face

Dersi Veren Ogretim Elemanlari

Inst. iclal Pomak

Program Outcomes
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Weekly Contents

Order Preparationinfo

1
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-
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Unit 1 Slide 1-32
Unit 2 Slide 1-25
Unit 2 Slide 26-41
Unit 3Slide 1-30
Unit 3, Slides 31-42
Unit 4 Slide 1-32
Unit 5-6 Slide 1-17

Unit 7 Slide 1-35
Unit 8 Slide 1-26
Unit 8, Slides 27-56
Unit 9 Slide 1-27
Unit 9 Slide 28-53
Unit 10 Slide 1-15
Unit 11 Slide 1-17

. Can follow the flow of internal and external document
. Can filing and the file can track the

. Can the document can monitor the process of change
. Can archiving can track and archive

Laboratory TeachingMethods

explanation, application
explanation, application
explanation, application
explanation, application
explanation, application
explanation, application

explanation, application

explanation, application
explanation, application
explanation, application
explanation, application
explanation, application
explanation, application

explanation, application

Theoretical Practise
Incoming documents, documents and their types

Outgoing documents, document classification and recording types
Outgoing documents, document classification and recording types
Filing Systems

Filing Systems

Filing Tools, Backrest and divider types, Filing Process

Document and Placement Principles File or Document Lending System
Ara Sinav

Sector Definition and Sector Classification

Definition and Types of Archives

Definition and Types of Archives

Recording Systems

Recording Systems

After-Archive or Document Lending Systems

Document Retention Period and Destruction Methods



Workload

Activities

Vize

Final

Derse Katilim

Ders Oncesi Bireysel Calisma
Ders Sonrasi Bireysel Calisma
Ara Sinav Hazirhk

Final Sinavi Hazirlik

Assesments

Activities
Ara Sinav

Final

Number

PLEASE SELECT TWO DISTINCT LANGUAGES
1,00
1,00
2,00
3,00
3,00
2,00
2,00

Weight (%)
40,00
60,00



Biiro Hizmetleri ve Sekreterlik Bolimii / BURO YONETIMI VE YONETICi ASISTANLIGI X Learning Outcome Relation

P.O.1 P.O.2 P.O.3 PO.4 PO.5 PO.6 PO.7 PO.8 PO.9 PO.10 P.O.11 P.O.12 P.O.13 P.0.14 P.O.15

LO.1 5 3 4 4 3 5
L.O.2 5 5 3 4
LO.3 4 3 3
LO.4 4
Table

P.O.1: Meslegi ile ilgili temel, glincel ve uygulamali bilgilere sahip olur.

P.0.2: s saghg ve giivenligi, cevre bilinc ve kalite siirecleri hakkinda bilgi sahibi olur.
P.0.3: Meslegiicin glincel gelismeleri ve uygulamalari takip eder, etkin sekilde kullanir.
P.0.4: Meslegiileilgili bilisim teknolojilerini (yazilim, program, animasyon vb.) etkin kullanir.

P.0.5: Mesleki problemleri ve konulari bagimsiz olarak analitik ve elestirel bir yaklasimla degerlendirme ve ¢éziim onerisini sunabilme becerisine
sahiptir.

P.O. 6: Bilgi ve beceriler diizeyinde dustincelerini yazili ve sézll iletisim yolu ile etkin bicimde sunabilir, anlasilir bigimde ifade eder.
P.0.7: Alaniile ilgili uygulamalarda karsilagilan ve 6ngorilemeyen karmasik sorunlari ¢cézmek igin ekip Uyesi olarak sorumluluk alir.
P.0.8: Kariyer yonetimi ve yasam boyu 6grenme konularinda farkindaliga sahiptir.

P.0.9: Alaniile ilgili verilerin toplanmasi, uygulanmasi ve sonuclarinin duyurulmasi asamalarinda toplumsal, bilimsel, kilttrel ve etik degerlere
sahiptir.

P.0.10: Bir yabana dili kullanarak alanindaki bilgileri takip eder ve meslektaslari ile iletisim kurar
P.0.11: Yonetime iliskin temel kavramlari, yonetimin fonksiyonlarini ve yonetim yaklasimlarini agiklar.
P.0.12: Blro yonetimi ve organizasyonunu bilir.
P.0.13: Sekreterlik icin gerekli cagdas teknikleri ve calisma araclarini kullanir.
P.0.14: Yoneticiyi asiste eder, resmi yazismalari ve organizasyonlari gerceklestirir.
P.0.15: Tirkiye Cumhuriyeti tarihi ve Atatiirk ilkeleri ve inkildplari hakkinda bilgi sahibi olur

L.O.1: 1. Kurum ici ve disi belge akisini takip edebilir

L.O.2: 2.Dosyalama ve dosya takibini yapabilir

L.O.3: 3. Belge degisim sirecini izleyebilir

L.O.4: 4. Arsivleme ve arsiv takibini yapabilir
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