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	Course Name
	Code
	Semester
	T+U
	Credit
	ECTS

	[bookmark: _GoBack]Filing and Archiving
	
	3
	2+0
	2
	4

	Prerequisite Courses
	

	Language of the Course
	Turkish

	Type of Course
	Compulsory

	Course Coordinator
	  	

	Instructor
	  

	Course Assistants
	  

	The aim of lesson


	With this course, the student will gain the competencies of filing and archiving.

	Course Learning Outcomes

	At the end of this course, the student;
1. Follow up the internal and external document flow is done.
2. Makes filing and file tracking.
3. Document exchange process marks.
4. Archiving and archive tracking does .
 

	Course Content

	The Concept of Filing, The Concept of Archiving, Document Management in Offices, Incoming Documents , Outgoing Documents, Filing Systems, Filing Process, Establishment of the Filing System, Document Exchange Process, Efficiency in Document and Form Management, Transaction with Electronic Documents, Measures to Protect Electronic Documents, Digitization, Electronic Document Update, Storage And Destruction, Loan Document Or File From Archive.

	Weeks
	Topics

	one
	Filing Concept, Archiving Concept

	2
	Document Management in Offices

	3
	Incoming Documents , Outgoing Documents

	4
	Filing Systems

	5
	Filing Process, Establishment of Filing System

	6
	Document Exchange Process

	7
	Efficiency in Document and Form Management

	8
	Transacting with Electronic Documents

	9
	Electronic Document Protective Measures, Digitization

	10
	Electronic Document Protective Measures, Digitization

	11th
	Updating, Storing and Destroying Electronic Document

	12
	Sector Definitions and Classification, Archive Definition and Types

	13
	Recording system

	14
	Borrowing a Document or File from the Archive




	General Competencies

	
Students are expected to understand the main topics of this course and use it in their fields and applications.


	resources

	Altinoz, M. (2012). File and archive management. 5th Edition. Ankara: Nobel Publications
Ar, AF (1994). Filing-archive official correspondence and report writing techniques.
Amount, H. (2001). Filing and archiving techniques. Istanbul.

	Evaluation System

	
It is stated in the syllabus at the beginning of the semester.



	WITH PROGRAM LEARNING OUTCOMES
COURSE LEARNING OUTCOMES RELATIONSHIP TABLE

	
	PO1
	PO2
	PO3
	PO4
	PO5
	PO6
	PO7
	PO8
	PO9
	PO10
	PO11
	PO12

	LO1
	2
	3
	-
	-
	4
	4
	-
	5
	-
	-
	-
	-

	LO2
	2
	3
	-
	-
	4
	4
	-
	5
	-
	-
	-
	-

	LO3
	2
	3
	-
	-
	4
	4
	-
	5
	-
	-
	-
	-

	LO4
	2
	3
	-
	-
	4
	4
	-
	5
	-
	-
	-
	-

	REVENGE: Learning Outputs 	OP: Program Outputs

	Contribution
level
	1 Very Low
	2 Low
	3 Medium
	4 High
	5 Very High



Relation of Program Outcomes and Related Course

	lesson
	PO1
	PO2
	PO3
	PO4
	PO5
	PO6
	PO7
	PO8
	PO9
	PO10
	PO11
	PO12

	Filing and Archiving
	2
	3
	-
	-
	4
	4
	-
	5
	-
	-
	-
	-
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