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Prerequisites

There are no pre-subject requirements.

Objectives and Contextualisation

The subject focuses on one of the main records and documents producers such as public administration.
Public entities are undergoing a profound transformation in their organizational forms because of legislative,
technological, social, and political changes. This transformation has a direct translation into information
management and records production. Therefore, a broad vision is necessary to act on public historical
documents and on the challenges of the new electronic administration and data management, through
knowledge of the administrative processes that give rise to the production of documents and information.

Learning Outcomes

1. CAO03 (Competence) Assess basic needs in the management of contemporary public and private
collections and documents.

2. CA04 (Competence) Propose solutions to the challenges of managing contemporary public and private

documentation.

KAO08 (Knowledge) Identify public and private sector collections and producers in the contemporary era.

KAQ9 (Knowledge) Describe public administration and its transformation in the contemporary era.

5. KA10 (Knowledge) Recognise from their characteristics the producers of contemporary public and
private collections and documents.

6. KA11 (Knowledge) Interpret the management of information and documentary production associated to
the procedures performed by public administrations.

7. SAO06 (Skill) Perform basic management of documentation associated to contemporary public and
private institutions.

8. SAQ7 (Skill) Apply the legislation that affects the public administration in the field of document
management.
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Content
Part 1. Basic concepts

Data, information, record/document
Document, public record, administrative record
File, series, and fonds

Life cycle and records management
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Part 2. The public administration. Historical evolution and future perspectives

Concept of public administration and historical evolution

City council organization

Electronic administration. Definition, characteristics, laws, and principles
Relationship channels of the electronic administration

L N

Part 3. Public administration fonds

Identification of public administration fonds
Fonds organization

Public fonds in the archives

Private fonds in public archives
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Part 4. Documents, processes, and procedures in public administration

Identification of record types

Functions and structure of public records

Administrative files

Administrative process

Data as evidence in public administration

The Catalan model of electronic administration: definition and tools
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Part 5. The archive within the public administration

1. Laws on archives for public administrations
2. Archive and citizens: transparency and access to public information

Activities and Methodology

Title Hours ECTS Learning Outcomes

Type: Directed

In-class or virtual teacher's explanations 44 1.76
In-class or virtual discussions, participations and presentations 16 0.64
Readings of texts and articles 15 0.6

Type: Supervised

In-class or virtual individually or in groups practical exercises 22 0.88

Type: Autonomous

Practical exercises outside the classroom 23 0.92




The teaching methodology will combine teacher's explanations in the classroom, joint debate and oral
presentation activities, individual and group exercises in the classroom, and individual exercises outside the
classroom, which can be evaluated. This methodological combination should facilitate the learning of the
theoretical concepts necessary to pass the subject, as well as putting the theory and concepts into practice in
the resolution of situations and making decisions when dealing with approaches and cases linked to the
subject.

The subject will be taught in Catalan.

Annotation: Within the schedule set by the centre or degree programme, 15 minutes of one class will be
reserved for students to evaluate their lecturers and their courses or modules through questionnaires.

Assessment

Continous Assessment Activities

Title Weighting Hours ECTS Learning Outcomes

Final exam 40% 3 0.12 CA03, CA04, KA08, KA09, KA10,
KA11, SAQ7

In-class or virtual individually or in groups practical 30% 17 0.68 CAO03, CA04, KAD8, KA10, KA11,

exercises SA06, SA07

Interventions in the debate forums 10% 7 0.28 CAO03, CA04, KA11

Oral presentation 20% 3 0.12 CA04, KA09, KA11, SA07

The evaluation system is made up of four activities that will make up the final mark of the subject. Three of the
activities are part of a continuous assessment system, such as the interventions in the debate or forum spaces
(10% of the grade), the practical exercises related to the theoretical subject (30% of the grade) and the group
classroom presentations (20%). Then there will be a final exam or synthesis test on all the content taught in the
subject which will represent 40% of the final grade. To be able to calculate the final grade for the subject, you
must obtain at least a 3.5 in all assessment activities.

If 3.5 is not reached in one of the activities or one of them is not done, there will be a recovery system with a
single final test or exam, the grade of which will be the final grade of the subject.

Unique assessment

The single assessment will consist of taking a final exam and handing in, on the same day of the exam, the
practical activities that can be assessed with the following percentages:

® Final exam (40%)
® Practical assessment activities carried out throughout the course (35%)
® Recording of the oral presentation (25%)

The same recovery system as for continuous assessment will be applied.
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Webgrafia:

La Admninistracion electrénica:
http://www.dpz.es/areas/area-de-asistencia-y-modernizacion-local/asistencia-a-municipios/ficheros/guia/Guia%2!

Terminologia basica de I'administracio electronica i els processos:
https://www.termcat.cat/es/diccionaris-en-linia/170

Jordi Serra i Serra: La gestion documental datificada. Retos profesionales en el contexto de la transformacion
digital: https://www.youtube.com/watch?v=fr6oW_VHhKU

Software

There is no specific software.

Language list

Name Group Language Semester Turn

(TE) Theory 1 Catalan first semester afternoon
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