
Fırat University Rectorate, 
Faculty of Pharmacy Dean's 
Office

Prepares service planning by determining 
the duties and responsibilities of the 

assistant service personnel working in the 
faculty.

The relevant personnel and services 
provided are checked and necessary 

precautions are taken in case of a negative 
situation.

THE PROCESS IS ENDED

11.1. General Services Workflow Process
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The doors of the Administrative and 
Academic Education Units are kept open 

before the work day begins.

General cleaning of the areas for which the 
personnel are responsible is carried out.

The Faculty's environmental cleaning is done 
by the service personnel.

Carries out the transportation of 
materials brought into or taken out of 

the Faculty.

At the end of the daily lesson planning, the 
classrooms are cleaned so that they can be 

used again.

At the end of the working day, security checks 
are carried out by the on-duty personnel and 

the Faculty doors are closed.

The documents prepared by the relevant 
Academic and Administrative Units of the 
Faculty are distributed to the relevant units.

Documents prepared by the relevant 
Academic and Administrative Units of 

the Faculty.



Fırat University Rectorate, 
Faculty of Pharmacy Dean's 
Office

Units that require the use of the 
Conference Hall shall notify in writing the 

date and time of the event to be held.

Is the Conference 
Hall available for the 
date and time stated 

in the text?

YES 

NO 

YES 

APPROVAL

A general check of the Conference Hall is 
carried out and it is made ready for the 
next event.

Necessary cleaning is 
done by the Assistant 

Service personnel on duty.

In the case of a negative approval, the 
requesting unit will perform its activity in 
another hall or time.
    If the hall availability is specified, the 
activity will be performed by the requesting 
unit on the specified date and time.. 

The Conference Hall 
is cleaned and 

prepared for the 
appropriate date.

Depending on whether 
the Conference Hall is 
suitable or not, a letter 

is written to the 
relevant unit.

The Faculty Secretary sends 
the incoming letter to the 

Internal Services Directorate 
for planning.

Assistant WorkersChief of Internal ServicesUnits Requesting Conference Hall

11.2. Conference Hall Workflow Process

Necessary investigation is 
carried out.
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the event is carried out




