Handlaggare

Registratur

NYTT ARENDE

Maila registrator
Nytt drende och be om ett
diarienummer

Ny handling i
arende

NY HANDLING

Maila till registrator,
skanna om det ar
pappersoriginal

Avsluta
arende

AVSLUTA ARENDE

Skicka akten till arkiv och
registratur med pappersoriginal
eller meddela om arendet ar
enbart digitalt

Tar ut
diarienummer,
skickar aktkappa

Diariefor

Avslutar i diariet och
arkiverar akten

NYTT ARENDE

Registraturen behover veta:

Handlaggare
Startdatum

Avsandare eller motpart
Om drendet ska ha
koppling UBW

NY HANDLING

Registraturen behover veta:

Diarienummer

Datum

Avsandare eller mottagare
En handling = ett mail

VEM GOR VAD?
Papper eller E-post:

Handlaggaren skickar alla
handlingar med e-post
under drendets gang
Registrator diariefor

handlingarna

Handlaggaren fyller pa akten
med eventuella
pappersoriginal och skickar
nar arendet ska avslutas
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Administrator

Registrar

Email the
registrar and ask
for a reference
number

New Case

New record in

NEW RECORD

Email the registrar,
scan if it is a signed
paper original

case

Close Case

CLOSE CASE

Send paper originals in folder to
the registrar or email and notify
that the case can be closed

Starts a case,
send out paper
folder

Registers

Closes the case and
preserves any paper
originals

NEW CASE
The registry needs to know:

Administrator
Start date

Sender or counterpart
If the case needs to be
connected to UBW

NEW RECORD
The registry needs to know:

Reference number
Date

Sender or reciever
One record = one mail

WHO DOES WHAT?
Paper or email:

The administrator sends all
records by e-mail during the
course of the case

The registrar records the

records

The administrator fills the
folder with any paper
originals and sends it when
the caseis to be closed
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