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No Is the document in 
the scope of 

Department of 
Student Affairs 

Head of Department forwards the document to the 
relevant section 

Yes 

If the document is received physically through 
electronic document management system, 
registration process is realized through the 
system, otherwise it is returned 

Head of Section forwards the document to the 
relevent person 

Related person fulfills the necessary action and 

physical documents are handed in with official 

delivery letter 


