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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Filing and Archiving Techniques / Filing and Archiving Techniques

Ders Kodu / Course Code

BY112B2

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Pre-Bachelor / Pre-Bachelor

Ders Akts Kredi / ECTS 3.00
Haftalik Ders Saati (Kuramsal) / 2.00
Course Hours For Week

(Theoretical)

Haftalik Uygulama Saati / Course 1.00
Hours For Week (Objected)

Haftalik Laboratuar Saati / Course 0.00

Hours For Week (Laboratory)

Dersin Verildigi Yl / Year

1

Ogretim Sistemi / Teaching System

Normal Education / Normal Education

Egitim Dili / Education Language

Turkish / Turkish

On Kosulu Olan Ders(ler) /
Precondition Courses

Yok

None

Amaci / Purpose

-Kamu kurum ve kuruluslari ile 6zel sektdrde belge yonetimini ve akisini saglama,
Evrak dosyalamasi hakkinda gerekli bilgiyi saglamak.

Providing document management and flow in public institutions and private sector,
To provide the necessary information about the document filing.

igerigi / Content

Belge ve bilgi ydnetiminin dnemini bilir.

Kiymetli evraklari tanir.

Gelen, giden evrak defteri ve zimmet defterini tanir ve kayit yapabilir
Evraklarin gruplama ve dagitimini yapabilir. Kupurleme islemlerini yapabilir.

Know the importance of document and information management.

Identify the negotiable instruments.

Recognize and record the incoming and outgoing book and book

Can group and distribute documents. He/She can do scraping operations.

Onerilen Diger Hususlar /
Recommended Other
Considerations

Staj Durumu / Internship Status

Yok

None

Kitabi / Malzemesi / Onerilen
Kaynaklar / Books / Materials /
Recommended Reading

Dosyalama ve Arsivleme Teknikleri, Dog. Dr. Salih Bértegine AVCI, Atatiirk Universitesi
Aclk 6gretim Fakdltesi Yayini, , Erzurum 2019

Dosyalama ve Arsivleme Teknikleri, Dog. Dr. Salih Bortegine AVCI, Atattirk
Universitesi Acik 6gretim Fakultesi Yayini, Erzurum 2019

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Ogr. Gér. Mustafa KARAMAN

Ogr. Gér. Mustafa KARAMAN




OGRENME GIKTILARI / LEARNING OUTCOMES

Belge ve bilgi yénetiminin énemini bilir.

To cognize documents and information management

Kiymetli evraklar tanir.

To cognize valuable papers

Gelen, giden evrak defteri ve zimmet defterini tanir ve kayit yapabilir

To cognize kind of organizing document and information duty

Evraklarin gruplama ve dagitimini yapabilir. Kuplrleme islemlerini yapabilir. Arsiv ve arsivleme
islemlerini gerceklestirir.

Can group and distribute documents. Can perform clipping operations. Performs archiving and
archiving operations.

Dosyalama yontemlerini bilir ve uygulayabilir. Elektronik dosyalama iglemlerini yapabilir.

Knows and can apply filing methods. Can perform electronic filing operations.

HAFTALIK DERS iCERIiGi / DETAILED COURSE OUTLINE
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Hafta / Week

Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
1 Bilgiyi elde etme yontemleri ve evrak yonetimi
Methods of obtaining information and document management
. . gretim Yont .. _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 Belge yonetimi ve yazisma teknikleri
Document management and correspondence techniques
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
3 Birolarda dosyalama teknikleri
Filing techniques in offices
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 Dosyalama organizasyonu
filing organization
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab Ogretim Yontem ve On Hazirlik / Preliminary

Teknikleri/Teaching Methods
Technigues

5 Dosyalamada kullanilan malzemeler ve 6zellikleri

Materials used in filing and their properties
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Hazir form kullanimi ve olusturma teknikleri
Ready form usage and creation techniques
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Kurumlarda argivlerin 6nemi
The importance of archives in institutions
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
8 Ara Sinav
Midterm
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
9 Arsiv olugturma ve yonetimi
Archive creation and management
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Arsivlerde evrak akisi ve planlama
Document flow and planning in archives
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁgll(T;rT/?rr:aeg;i\;\Z Methods On Hazirlik / Preliminary
Techniques
11 Arsivlerde evraklarin tasnifi ve imha yonetimi

Classification and destruction management of documents in archives

4/8




Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 Arsiv yonetmeligi ve evrak isleyisi
Archive regulations and paperwork
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\rgz Methods On Hazirlik / Preliminary
Technigues
13 Dosyalamada bilisim sistemlerini kullanma ve arsiv yonetimi
Using information systems in filing and archive management
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(l?;ri/s)rgsgiﬁz Methods On Hazirlik / Preliminary
Techniques
14 Biirolarda galisan personel arasinda is dagihmi
Work distribution among staff working in offices
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
15 Dosyalamada kaliteyi artirma yéntemleri

Methods to improve quality in filing
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DEGERLENDIRME / EVALUATION

Katki Yiizdesi /

Yariyil (Yil) igi Etkinlikleri / Term (or Year) Learning Activities Nii)l/tlaér Percentage of
Contribution (%)
Ara Sinav / Midterm Examination 1 100
Toplam / Total: 1 100
Basar Notuna Katki Yiizdesi / Contribution to Success Grade(%): 40
Savi/ Katki Yuzdesi /
Yanyil (Yil) Sonu Etkinlikleri / End Of Term (or Year) Learning Activities Nun¥ber Percentage of

Contribution (%)

Final Sinavi / Final Examination 1 100
Toplam / Total: 1 100
Basari Notuna Katki Yiizdesi / Contribution to Success Grade(%): 60

Etkinliklerinin Basar Notuna Katki Yiizdesi(%) Toplami / Total Percentage of Contribution (%) to Success Grade: 100

Degerlendirme Tipi / Evaluation Type:
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IS YUKU / WORKLOADS

Siiresi | Toplam Is Yiikii
- Sayi/ (Saat) / (Saat) / Total

S e et eEes Number | Duration Work Load

(Hours) (Hour)
Ara Sinav / Midterm Examination 1 1.00 1.00
Final Sinavi / Final Examination 1 2.00 2.00
Derse Katilim / Attending Lectures 14 3.00 42.00
Tartigsma / Discussion 8 2.00 16.00
Soru-Yanit / Question-Answer 4 1.00 4.00
Bireysel Calisma / Self Study 5 2.00 10.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 5 2.00 10.00
Final Sinavi igin Bireysel Caligsma / Individual Study for Final Examination 8 2.00 16.00
Toplam / Total: 46 15.00 101.00

Dersin AKTS Kredisi = Toplam is Yiikii (Saat) / 30.00 (Saat/AKTS) = 101.00/30.00 = 3.37 ~ / Course ECTS Credit = Total Workload (Hour) / 30.00 (Hour / ECTS) = 101.00 / 30.00 = 3.37 ~

718




PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktllan / Program Ciktilari / Program Outcomes
Learning Outcomes 1111211 (212|311 3.12 (321|331 (332 |34.1|342

1.Belge ve bilgi yonetiminin
Odnemini bilir. / To cognize

documents and information 3 4 3 1 2 5 1 2 1 1
management
2.Kiymetli evraklari tanir. / To 2 3 3 3 2 3 1 1 2 2

cognize valuable papers

3.Gelen, giden evrak defteri ve
zimmet defterini tanir ve kayit
yapabilir / To cognize kind of 2 1 1 2 1 2 1 2 1 2
organizing document and
information duty

4 .Evraklarin gruplama ve
dagitimini yapabilir. Kuplirleme
islemlerini yapabilir. Arsiv ve
arsivleme islemlerini
gerceklestirir. / Can group and 4 2 2 2 1 3 1 1 1 2
distribute documents. Can
perform clipping operations.
Performs archiving and
archiving operations.

5.Dosyalama yéntemlerini bilir
ve uygulayabilir. Elektronik
dosyalama iglemlerini
yapabilir. / Knows and can 3 1 3 2 1 3 1 2 1 2
apply filing methods. Can
perform electronic filing
operations.

Katki Dlzeyi / Contribution Level : 1-Cok Duistk / Very low, 2-Diistik / Low, 3-Orta / Moderate, 4-Yuksek / High, 5-Cok Yiiksek / Very high
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