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Relevant documents are 
received and examined.

Is it relevant?

The process is concluded 
by archiving the 

document.
Is it relevant?

Is it under the 
authority of the 

Faculty Secretary?

Takes action as 
necessary

The Dean initiates necessary 
action in accordance with the 

instructions.

Refers to 
relevant unit

The Dean sends the 
review result to the 

Faculty Secretary for 
necessary action.

The documents are 
scanned and included 
in the EBYS system.

Petitions from 
individuals and 
documents such 
as faxes, letters, 
etc. from units.

Related UnitDeanFaculty SecretaryDocument Registration UnitUnit / Person Sending / 
Delivering Documents

8.1. Incoming Document Workflow Process
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8.2. Outgoing Document Workflow Process

Editorial Department Faculty Secretary Dean Related Unit

The Secretary's Office 
makes the necessary 

correspondence and submits 
it to APPROVAL.
 

Will the Faculty respond to 
the issue?

The process is initiated with the 
Dean's instructions regarding the 

relevant subject and work.

. 

INITIAL APPROVAL 

   NO

A response is 
requested from the 
relevant unit or 
person.

  

 . 

Instructs that letters be 
written to internal or 

external units and 
individuals as deemed 

necessary.

INITIAL APPROVAL  The requested information and documents 
are submitted to the Dean's Office in writing.

A letter is written to 
the units and 
individuals requesting 
information and 
documents.

INITIAL APPROVAL  

After approval, the PROCESS IS 
COMPLETED by printing and posting 
the document if it is external to the 
institution, or by archiving the 
document if it is internal to the 
institution.

. 

The document is 
forwarded to the 
relevant unit.

. 

YES 
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The physician reports received from 
health institutions by the Academic and 
Administrative staff actually working in 
our unit are sent to the Secretary's Office 
by the Head of Department / Department 
Head via the EBYS system or directly by 

the staff receiving the report. 

SIGNATURE SIGNATURE 

The document signed in the EBYS system is printed 
out and placed in the employee's personnel file and 

the PROCESS IS COMPLETED.

After SIGNATURE, the 
document reaches the 

relevant unit.

The name and surname of the personnel who 
receives the Incapacity Certificate, the report 
date and duration are examined, the report is 
scanned and a double-signed APPROVAL/

COMPLIANCE letter is written as a cover letter 
from the EBYS system.

Related UnitDean Faculty SecretaryEditorial DepartmentDepartment Head / Department 
Head / Personnel

8.3. Incapacity Process

Personnel 
Department
    Revolving Fund 
Operations 
Directorate
Salary unit where 
the staff is located
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At the end of each academic 
year, the Annual Scientific 
Activities Table (D Point 

Table) is filled out by faculty 
members and sent to the 

Dean's Office.

Is it suitable?

INITIAL  SIGNATURE  

The document that is 
signed is finalized.

A letter is written 
to the salary unit.

The table created by the 
Commission Members is 

checked and signed with a 
wet signature.

Dean Faculty SecretaryEditorial DepartmentRelated CommissionFaculty Members

8.4. Annual Scientific Activities (D Schedule) Process

The accuracy and suitability 
assessment is made by the 
Commission Members.
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At the end of each month, the 
Monthly Scientific Activities 
Table (C Point Table) is filled 
out by faculty members and 

sent to the Dean's Office.

Is it suitable?

INITIAL   SIGNATURE   

The document that is 
signed is finalized.

A letter is 
written to the 
relevant unit.

The table created by the 
Commission Members is 

checked and signed with a 
wet signature.

Dean Faculty SecretaryEditorial DepartmentRelated CommissionFaculty Members

8.5. Monthly Scientific Activities (C Schedule) Process

The accuracy and suitability 
assessment is made by the 
Commission Members.
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8.6. Course Curriculum Preparation Process

Department Heads /Faculty 
Members

Faculty Board of 
DirectorsEditorial Department Faculty Secretary Dean 

 

Financial Affairs / Purchasing 
Unit

A letter is written to send the weekly course 
programs to the dean's office within the 
specified time period, in line with the 
curriculum accepted by the Education 

Commission and covering the academic 
calendar periods.

INITIAL    SIGNATURE    

Course Curriculums 
filled by the Faculty 
Members are put on 

the FYK agenda.

 

The necessary 
investigation is carried 

out in the FYK.

YES 

Is it suitable?

The FYK makes decisions on 
the course curriculum and 
creates a list of faculty 
members who will teach the 
course.

APPROVAL 

Course 
syllabuses are 

preserved.

Course Curriculums are 
Announced to Faculty 

Members by 
Department Heads/

Main Branch Heads.

Monthly 
Extracurricular fee 
payment for faculty 
members in 
accordance with the 
decision taken in FYK

 

 

yapılır
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NO 



The Academic 
Incentive Allowance 
Calendar is published 
on the website by the 

Rectorate.

INITIAL    SIGNATURE     

INITIAL    SIGNATURE     

The document that is signed 
is finalized and placed in 
the file together with the 

report, thus COMPLETING 
THE PROCESS.

Fırat University Rectorate, 
Faculty of Pharmacy Dean's 
Office

Rectorate 

Minutes from the Unit Academic 
Incentive Committee are 

submitted to the Rectorate with a 
cover letter, after the files are 

classified.

A letter is written to the 
Department Heads to 

announce the Academic 
Incentive Allowance 

Calendar to the faculty 
members.

Unit Academic Incentive CommitteeDepartment Heads /Faculty 
Members

Dean Faculty SecretaryEditorial Department
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8.7. Academic Incentive Grant Application and Commission Process

Academic Incentive 
Allowance Calendar is 
Announced to Faculty 

Members by Department 
Heads/Main Branch Heads

The files prepared by the 
faculty members are submitted 
to the Unit Academic Incentive 

Committee.

The Unit Academic Incentive Commission 
reviews the files and reports them to the 
Dean's Office with a report. Unit Academic 
Incentive Commission: A Unit Academic 
Incentive Commission Member is appointed 
by the Faculty Board of Directors from 
among the faculty members with high 
incentive scores within the Department 
Head's office, consisting of at least three 
members. The Faculty Board of Directors' 
Decision is submitted to the Rector's Office 
and the Commission Members for approval.




