
PROCESSRESPONSIBLES

PROCESS NAME

INCOMING DOCUMENT

CODE

KDDB-13

PROCESS TIME

5 MINS.

FIRST STEP

FINISH

Incoming Documents are sent to the Head of 

Department via EBYS.

Documentation 

Registrar / Clerk

In-house?Y N

The Head of Department sends the incoming 

documents to the relevant person via EBYS.

1 

min.

Will there be an answer to the 

document?
Y N

The response document prepared by the 

relevant personnel is sent to the Head of 

Department by EBYS.

The Head of Department forwards the 

incoming documents to the relevant unit.

2 

mins.

1 

min.

A copy of the document is printed and filed.

1 

min.

The paperwork process is going to be 

terminated in the EBYS system.

The documents are scanned and transferred 

to the EBYS system.

The document is recorded as "external 

institution".

Document number, number and date are 

given to the document.
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