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6.1. Department Board Workflow Process

Department Secretary Department Board Head of Department

Determines the date, place, time 
and agenda for the Department 

Board meeting.

Notifies the members in writing 
of the date, place, time and 

agenda of the Department Board 
meeting.

The Department Board meets and decides 
on the agenda items.

The Department Board decisions are 
compiled into a report and 

submitted to the Board Members for 
signature.

SIGNATURE 

The decisions taken after the signature are 
submitted to the Dean's Office as a proposal.
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Office

6.2. Incoming / Outgoing Document Workflow Process

Related Subordinate / Superior Units Department Secretary Head of Department

Documents received from the Dean's 
Office, Department Heads, Academic 

Staff, etc.

The articles received by the 
Department Head are evaluated 

according to their subject.

It is announced to the staff / archived in 
accordance with the instructions of the 

Department Head.
   NO Will the answer be written?

Approved documents are 
archived. THE PROCESS IS 

FINISHED.

YES 

An answer is created with the documents 
and information requested by the 

Department Head and submitted for 
approval.

APPROVAL 

Approved documents are 
archived. 

THE PROCESS IS FINISHED.




