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PART ONE
Purpose, Scope, Basis and Definitions

Purpose
ARTICLE 1 - (1) The purpose of this Directive is to determine the procedures and principles regarding the archival documents of the academic and administrative units at Fenerbahçe University, as well as archival documents that will become such in the future; to ensure that these documents are not lost for any reason, are protected under the necessary conditions, and that documents whose processing is completed are delivered first to the unit archives and then to the Institution Archive for scientific and administrative use; to establish the procedures and principles for the sorting and disposal of documents that are not required to be preserved; and to regulate the general structure and working methods of the department, unit archives, and the Institution Archive.

Scope
ARTICLE 2 - (1) This Directive applies to all academic and administrative units within the Rectorate of Fenerbahçe University.

Basis
ARTICLE 3 - (1) This Directive is based on the following legislation and documents:
a) Regulation on State Archive Services, published in the Official Gazette on 18/10/2019 and numbered 30922, 
b) Presidential Decree No. 11 on the Presidency of State Archives,
c) “Higher Education Institutions Retention Period Standard File Plan,” prepared by the Council of Higher Education in accordance with Prime Ministry Circular No. 2005/7 on the Standard File Plan, published in the Official Gazette on 25 March 2005 and numbered 25466.

Definitions 
ARTICLE 4 - (1) The definitions in this directive are as follows: 
1) Archive Sorting and Disposal Commission (AAİK): The commission established to separate archival documents from those that can be destroyed, to identify documents that must be preserved, and to dispose of documents that do not need to be retained.
2) Archival Document: A document produced by the units affiliated with Fenerbahçe University that has not yet acquired archival status in terms of time, but holds administrative, economic, legal, or informational value. 
3) Archive Document: All written or printed documents, notebooks, pictures, plans, projects, maps, seals, stamps, photographs, films, sound and video recordings, all types of electronic, optical, and magnetic records, prints and similar materials, as well as all corporate records belonging to Fenerbahçe University that are no longer used in workflow and are stored in the Fenerbahçe University Institutional Archive due to their institutional value. 
4) Archive Storage Plan: Fenerbahçe University Archive Storage Plan.
5) Unit: Faculties, institutes, colleges, vocational schools, departments affiliated with the Rectorate, and application and research centers within Fenerbahçe University.
6) Unit Archive: The archive unit where documents produced by the administrative and academic units affiliated with Fenerbahçe University, and actively used in daily workflow, are kept for a specified period. 
7) EBYS: The system that ensures all processes related to the creation, editing, sending and receiving, transferring, filing, storage, access, liquidation, and overall management and organization of documents are carried out securely in electronic media, within the framework of specified authorities, roles, and rules.
8) Fenerbahçe University Institutional Archive: The institutional archive of the administrative and academic units affiliated with Fenerbahçe University, where finalized documents produced in these units are stored and protected for legal, economic, and administrative reasons, document groups whose retention period has expired are set aside for disposal, and documents that cannot be disposed of due to their archival nature are transferred to the Presidency of the State Archives.
9) General Secretariat: Fenerbahçe University General Secretariat.
10) Chairman of the Board of Trustees: Chairman of the Board of Trustees of Fenerbahçe University.
11) Rectorate: Fenerbahçe University Rectorate.
12) Rector: Fenerbahçe University Rector.
13) Senate: Fenerbahçe University Senate.
14) University: Fenerbahçe University.

PART TWO
Electronic and Physical Archiving of Documents, Their Storage and Preservation in Institutional Archives

Electronic and Physical Archiving of Documents 
ARTICLE 5 - (1) All documents received by or sent from the university are archived in the Electronic Document and Archive Management System. Documents received in paper form are scanned, uploaded to EBYS, and also stored physically. It is essential that documents received electronically are filed in the system and that no physical printouts are made.
(2) Incoming and outgoing documents received via KEP/Mail/Fax are processed in EBYS and archived. 
(3) All records produced by the academic and administrative units affiliated with the Rectorate, which are required to be transferred to the University archive or otherwise belong to the University. 

Retention Periods and File Plan
ARTICLE 6 - (1) Documents produced in university units are processed according to the storage plan in the YÖK Standard File Plan with Retention Period. Documents are retained physically or electronically during the retention period, depending on the environment in which they were first/originally created. At the end of the storage period, documents are either transferred, disposed of according to the liquidation code, or removed from the system.
(2) The retention periods of documents not specified in the Retention Period Standard File Plan of Higher Education Institutions or in the retention periods published by the Presidency of the State Archives are determined by the units responsible for the relevant activity.
(3) To ensure that documents are filed systematically, supervisors monitor filing during correspondence, and unit document managers check it after correspondence. The statistics of codes used by each unit are reviewed at regular intervals. Necessary measures are implemented in the system and its applications.

	Fenerbahçe University
Archive Storage Plan

	Name and Subject of Material
	Retention Period (Institution Archive)
	Process

	Board of Trustees, Senate, University Board of Directors, Faculty, Vocational School, and Institute Board Decision Books and their Annexes, as well as the Unit Board of Directors and Unit Board Decision Books and Annexes
	Indefinite
	Stored in the Institution Archive.

	Establishment Files; Files containing correspondence related to faculties, departments, institutes, research and application centers, and the opening or closing of colleges
	Indefinite
	Stored in the Institution Archive.

	University Annual Activity Reports Prepared by the Rectorate, Academic Board Decisions
	10 years
	Stored in the Institution Archive.

	Inspection Reports
	Indefinite
	Stored in the Institution Archive.

	Exam Documents
	2 years
	Disposed of.

	Adjustments, Attendance/Absence, Transfers, Suspension of Enrollment and Exmatriculation, and Exam Results
	10 years
	Stored in the Institution Archive.

	Disciplinary Board Decisions
	15 Years
	Stored in the Institution Archive.

	Student Files, Student Theses (Undergraduate and Graduate Theses), Graduation Affairs Diploma Book
	Indefinite
	Stored in the Institution Archive.

	Internship Procedures
	2 years
	Disposed of.

	Academic Staff and Academic Career Affairs, Foreign Faculty File
	Indefinite
	Stored in the Institution Archive.

	Instructor Exchange Programs
	Indefinite
	Stored in the Institution Archive.

	Research Projects
	Indefinite
	Stored in the Institution Archive.



(4) It is essential that documents whose transactions have been completed and whose retention periods have expired are also disposed of from EBYS.

Obligation to Safeguard
ARTICLE 7 - (1) The Rectorate shall take all necessary measures to ensure the security of the archives and their documents.

Confidentiality of Archival Materials and Access Rights 
ARTICLE 8 - (1) The confidentiality of archive documents marked as “confidential” and held by the units continues even after they are transferred to the University archive. 
(2) Documents marked “Confidential” are delivered directly to the archive officer by the designated personnel, in accordance with confidentiality principles. Access to documents marked “Confidential” is restricted to personnel authorized in writing by the Rectorate or the relevant unit administration. 
(3) Providing written or verbal information about archive documents, regardless of their type or nature, to any real or legal person is prohibited, except for those authorized by the University or unit administration.
(4) Archive documents not marked as “Confidential” may be used with the permission of the authorized units. Non-university members may access archive documents with the written approval of the Rectorate, in accordance with the Right to Information Law No. 4982.
(5) Archive documents may not be removed from the institution without the permission of the Rectorate. 
(6) No materials may be borrowed from the University archive without completing the Archive Document/File Request Form (Annex-1).
(7) The lending period for documents from the archive is seven days. This period may be extended upon submission of a valid justification. Administrative action is taken against individuals who fail to return archive documents within this period. 
(8) Those who damage the archive document are deemed to have damaged the property of the institution.


PART THREE
Unit and Institutional Archive Procedures

Assigning File Codes to Documents
ARTICLE 9 - (1) File codes are assigned in accordance with the institutional filing plan and its provisions.
(2) If a document relates to more than one subject, the file code corresponding to the predominant subject is assigned. In such cases, a copy of the document may also be placed in other relevant files. 
(3) File codes contained in incoming documents are not directly referenced in the preparation of response letters or for filing purposes.
(4) Even if separately defined in the filing plan, documents that constitute a continuation or part of a process are not assigned a different file code, in order to preserve the integrity of the process.

Filing of Documents
ARTICLE 10 - (1) Subject-specific files or folders are opened each year when documents bearing their respective file codes are generated and are closed at the end of the year. For case files involving proceedings that extend over multiple years, the year in which the proceedings are completed serves as the basis for closing the file.
(2) Subject-specific files or folders are opened each year when documents bearing their respective file codes are generated and are closed at the end of the year. For case files involving proceedings that extend over multiple years, the year in which the proceedings are completed serves as the basis for closing the file.
(3) To facilitate more efficient access, geographical, alphabetical, or chronological filing methods may be used for documents bearing the same file code, unless otherwise specified in the filing plan.
(4) If only a limited number of documents accumulate in a file or folder opened under a specific code, these documents are consolidated into higher-level files associated with that code or into files or folders labeled “General.” The labels of the consolidated files or folders are updated accordingly.
(5) A “File/Folder Content List” (Annex 2), included as an annex to this Directive, is prepared and placed inside each file or folder to identify its contents and facilitate quick access to documents.
(6) When preparing a file or folder content list, the most recently processed document within each transaction unit is taken into account. The listing process begins with the oldest document in the file or folder, after all documents have been arranged in chronological order.
(7) In electronic document management systems, documents are stored in the appropriate files or folders according to their hierarchical structure and assigned file codes.
(8) File codes not only identify the subject of a file but also indicate its location within the storage system.
(9) Documents in various types and formats, such as films, photographs, records, audio and video tapes, and similar materials, may be organized according to different systems and procedures.

File Label
ARTICLE 11 - (1) The file or folder label (“File/Folder Label”), examples of which are provided in Annex 3 of this Directive, includes elements such as the institution name or logo, unit name, file code, subject name, and year.




PART FOUR
Sorting and Transfer of Archival Documents and Disposal of Other Documents

Transfer of Records from the Unit Archive
ARTICLE 12 - (1) Records held in the unit archive are transferred to the institutional archive with their file or folder spines organized and accompanied by the relevant lists. The folder spines and lists include the unit name, unit code, file name, file code, folder number, and the relevant year. The lists also include a serial number and the total number of items. Two copies of the transfer record are prepared. One is retained by the transferring unit and the other by the receiving institutional archive. Both copies are kept indefinitely in their respective units together with the lists. 
(2) Unit archives are used solely for storage and transfer operations. Documents processed by the units are transferred to the institutional archive together with their lists, as needed or based on available space. Sorting and disposal operations are carried out in the institutional archive for documents that have reached the end of their retention periods. Documents to be transferred to the institutional archive are submitted to the University Archive by the end of January each year, under the responsibility of the unit manager and in complete form. During the transfer process, the “University Archive Handover and Inventory Form” (Annex 4) is completed by assigning serial numbers to the materials. The form is finalized with the approval of the unit manager. One copy of the form, prepared in duplicate, is retained by the unit, while the other is submitted to the Rector’s Office together with the archival materials. Both copies are retained indefinitely in the relevant archives.
(3) Documents transferred to the institutional archive are stamped with the “University Archive” stamp. The stamp is applied to the upper left corner of the front page of documents, the upper left corner of the inner cover of ledgers, and the upper left corner of the first page of documents contained within ledgers. For other archival materials, the stamp is applied using a self-adhesive label.
(4) Archival records in the institutional archive that are designated for destruction are disposed of in accordance with the Regulation on State Archival Services, published in the Official Gazette dated October 18, 2019, No. 30922, by completing the “Archive Disposal Form” (Annex 5).

Sorting and Disposal of Documents in the Institutional Archive
ARTICLE 13 - (1) The sorting and disposal process in the institutional archive is carried out in accordance with Article 19 of the Regulation on State Archival Services, published in the Official Gazette dated October 18, 2019, No. 30922.
(2) The Commission performs the necessary sorting and disposal tasks in the archives in accordance with archival principles. Documents designated for disposal are recorded in the institutional archive together with the prepared disposal list. The form includes information on the unit that produced the material to be disposed of, including the subject, number, and date, as well as the content, serial number (if any), and details related to the filing plan. The Archive Disposal Form is signed by the members of the Archive Weeding and Disposal Commission and is finalized with the approval of the General Secretary and the Rector. Materials designated for disposal are destroyed by the Archive Weeding and Disposal Commission under the supervision of the General Secretary, using appropriate technical methods to ensure that they cannot be reused or reconstructed. Archive disposal forms are retained indefinitely in the University archives. 
(3) The archive disposal form is submitted to the Directorate for approval; if approval is granted, it is then submitted for Rectorate approval together with the relevant approval document.
(4) Following the Rectorate’s approval, a disposal report is prepared, and the document disposal (destruction) process is initiated.
(5) The disposal of confidential or legally significant archival documents is carried out in accordance with the relevant legal provisions.
(6) Relevant sample forms are used for handover and disposal procedures, as well as for the file or folder content list.

Preparation of Documents to Be Transferred to the Directorate of State Archives
ARTICLE 14 - (1) The Rector’s Office transfers to the Directorate of State Archives those archival records that have lost their active use value for the Rector’s Office, have completed their retention period under the Standard Filing Plan (SFP), and are required to be transferred. 
(2) Transfer procedures are carried out annually within the timeframe specified by the Directorate. 
(3) Following the sorting process in the institutional archive, documents classified as archival records in the retention schedule are set aside for transfer to the Directorate.
(4) Files or folders whose structural integrity has been compromised as a result of the sorting process are reorganized, taking file codes into account.
(5) Archival records to be transferred to the Directorate undergo a compliance check by the Archive Sorting and Disposal Commission.
(6) Archival documents prepared for transfer to the Directorate are recorded in the “Archive Disposal Form” (Annex-5) included in this Directive, and each page is signed by the Archive Sorting and Disposal Commission and submitted to the Directorate to determine the date and method of transfer.
(7) Archival records for which the transfer process has been completed are transferred to the Directorate within one year at the latest, together with any special records and digital copies, if available.
(8) Archival records are delivered to the Directorate under the coordination of the institutional records manager, with all necessary protection and security measures in place, and are placed in specially designated boxes assigned serial numbers in accordance with the existing system.
(9) The relationship between archival records in electronic format and their document hierarchy and metadata is preserved. If this relationship has not been established during the creation phase, it is established subsequently. Records created as subject files are prepared according to subject codes and the corresponding file series, while records created as case files are prepared according to case file codes and folder series. These records are transferred in accordance with the procedures and principles determined by the Directorate.

Establishment of the Sorting and Disposal Commissions

ARTICLE 15 - (1) For the sorting and disposal processes to be carried out in institutional and central archives, a five-member Sorting and Disposal Commission is established. The Commission is chaired by the unit manager responsible for organizing and carrying out archival services and activities, or the relevant records manager, and consists of two personnel assigned from the archive and two representatives appointed by the head of the relevant unit whose documents will be appraised and disposed of, who have knowledge and experience in the services provided by their unit.
(2) The Sorting and Disposal Commission is appointed by the Rector’s Office for a term of three years.

Operating Principles of the Sorting and Disposal Commissions

ARTICLE 16 - (1) The Sorting and Disposal Commissions begin their evaluation procedures after the transfer of records from departmental archives to the institutional archive is completed. 
(2) The commissions convene with a full quorum and make decisions by majority vote. In case of doubt, the decision is considered to retain the relevant records. 
(3) Records whose disposal has been rejected are re-evaluated by the relevant commissions in subsequent years.

PART FIVE
Effective Date and Implementation

Effective Date
ARTICLE 17 - (1) This directive takes effect upon its approval by the Senate. 

Implementation
ARTICLE 18 - (1) The provisions of this directive are implemented by the Rector.
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