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Degree Center Acad. year Period
1007~ Degrge in Information and Facultat de Geografia i Historia 4 First quarter
Documentation

SUBJECT-MATTER

Degree Subject-matter Character

1007 - Degree in Information and Optional subjects ELECTIVES

Documentation

COORDINATION

CAPILLA ALEDON GEMA BELIA

SUMMARY

Archives of the Public Administration is an optional subject of the Technical Management of archival
documents, which aims to train the student in the management of archives par excellence, the archives of
public administration, in the archives of the different instances of the public administration. To understand
the operation and characteristics of the current public administration, the diversity of documents generated
in the administration and the different types of archives are studied, through the study of the history of the
Spanish administration, its evolution and transformation, the systems of management and organization of
public archives: the central administration, the regional and local administrations, as well as the analysis of
the administrative document.

PREVIOUS KNOWLEDGE

RELATIONSHIP TO OTHER SUBJECTS OF THE SAME DEGREE

There are no specified enroliment restrictions with other subjects of the curriculum.

OTHER REQUIREMENTS
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COMPETENCES / LEARNING OUTCOMES

Optional subjects deal in greater depth with the competences already covered in compulsory subjects.

DESCRIPTION OF CONTENTS

1. Electronic administration: the archives of the 21st century.

. The EU and the 2030 horizon.

. Digital documents.

. Interoperability.

. Files.

. International standards.

. Metadata and document trail.

. Transparency, data protection and acces.

. Archives, good government and power: e-governement.
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2. The archives of the State Administration

2.1. Brief history: democracy and public archives in the Spanish State.

2.2. Royal Decree 1708/2011, of November 18, which establishes the Spanish Archives System and
regulates the Archives System of the General State Administration and its Public Bodies and its access
regime.

2.3. Main ministries and state agencies: organization chart, operation and procedures.

2.4. Law 39/2015, of October 1, of the PAC in the AA.PP.

2.5. The NTI of the electronic document, 2016 (2nd ed.).

2.6. The NTI of the electronic file, 2016 (2nd ed.).

2.7. The NTI application guides.

2.8 Authentication and validation. Selection, transfer and conservation.

2.9. Documents born digital. Digitization. File on paper, digital and hybrid file.

2. 10. Archives and transparency: CE 1978, Organic Law 15/1999, of December 13, on the Protection of
Personal Data, Law 19/2013, of December 9, on transparency, access to public information and good
governance and Organic Law 3/2018, of December 5, on the Protection of Personal Data and guarantee of
digital rights .

2.11. Electronic administration and service to citizens.

3.1. Brief history: the statutes of autonomy.

3.2. The Valencian case: the Valencia Archive System and the document management policy of the
Generalitat.

3.3. Law 3/2005 of June 15 on Archives of the Generalitat Valenciana and Decree 50/2018, of April 27, of
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3. The archives of the Autonomous Administration

3.1. Brief history: the statutes of autonomy.

the Consell, which regulates document management, organization and operation of the archives of the
Generalitat .

3.4. The Comprehensive Digital Administration of Valencia and Law 3/2010, of May 5, on electronic
administration of the Valencian Community.

3.5. Interoperability and SAVEX.

3.6. Law 4/2021, of April 16, of the Valencian Public Function.

3.7. The Ministry of Justice, Interior and Public Administration and the IVAP-Institut Valencia
d'Administracié Publica.

4. The archives of the Local Administration

4.1. Brief history: The Spanish file system and the files of the Local Administration.Law 7/1985, of April 2,
Regulating the Bases of the Local Regime and Law 8/2010, of June 23, of the local regime of the Valencian
Community.

4.2. Archives, local administration and legislation: functions, powers, insufficiencies and new proposals for
the digital horizon.

4.3. The minimum services, the homogenization in the municipal management, the supports and the citizen
access.

4.4. The example of Castelldn: the collection of guides by and for the transparency of the Diputacion de
Castellén. Archive and Municipal Documentary Management.

5. The typology of the administrative document

5.1. Administrative documents: concept and functions, characteristics and classes.

5.2. Administrative documents of initiation, instruction and termination.

5.3. Administrative documents issued within the framework of administrative procedures.

5.4. Decision documents: resolutions and agreements.

5.5. Transmission documents: notifications, publications, trades and internal notes.

5.6. Evidence documents: records and certificates.

5.7. Trial documents: reports.

5.8. Administrative documents verifying a previous one (copies).

5.9. Documents dictated within the framework of an administrative procedure.

5.10. TheValencian case: catalog of the documentary types of the Generalitat. The metadata scheme for
the management of the electronic document or the e-emgde of the Generalitat. Guidelines for office files.

\WORKLOAD

PRESENCIAL ACTIVITIES
Activity Hours
Theory 60,00
Total hours 60,00
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NON PRESENCIAL ACTIVITIES

Activity Hours
Attendance at other activities 0,00
Individual or group project 0,00
Independent study and work 40,00
Preparation of lessons 20,00
Preparation for assessment activities 30,00
Resolution of case studies 0,00

Total hours 90,00

TEACHING METHODOLOGY

Face-to-face lessons:

Four hours of lessons a week will be given in the usual classroom for the subject. In them, the teacher will
present, explain and develop the topics, with special emphasis on the most fundamental aspects of each of
them and in order to guide the student in fully understanding them.

Since it is an eminently theoretical subject, as a complement to the master classes and with the firm
objective of obtaining the consolidation of the theoretical contents, various activities will be developed in
the classroom, such as legislative questionnaires, comments on press texts and/or debates as a result of
them in order to deal more quickly and easily with the most difficult and/or novel aspects of public
administration archives in the 21st century".

Mandatory readings:

In order to delve into the various most relevant aspects of the different topics, the teacher will propose five
texts, one for each topic, which will be required reading and subject to evaluation. The bibliographic
references to these texts and the dates of the reading control will be indicated in the Annex to the
Academic Guide.

EVALUATION

The evaluation will be carried out through the evaluation of the knowledge, skills and competences
acquired by the student, both individually and in the field of group work.

1. Exam: It will consist of a written test in which the precision and rigor in the knowledge and use of the
specific terminology, the coherence in the presentation of contents and the ability to relate concepts and
data will be especially valued. The exam will be held on the date and place set by the center and will
constitute 50% of the final grade. However, it should be noted that only the median will be obtained with the
rest of the qualifications of those exams that obtain at least a 5.

2. Mandatory readings: throughout the course there will be five required readings that will be evaluated by
examination/reading control and will account for 50% of the final grade for the subject, each of them
accounting for 10% of said total percentage. The titles, as well as the dates of completion of the specific
test, will be detailed in the corresponding Annex to the Teaching Guide
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The composition of the final note will summarize the following table:

Exam 50%
Mandatory readings 50%
TOTAL 100%
NOTE:

This evaluation starts from the premise that teaching at the University of Valencia is, by definition, face-to-
face teaching. In this sense, the student must keep in mind that attendance, both in theoretical and
practical classes, is essential for an adequate follow-up of the contents of the subject. The student must
also bear in mind the possibility of part-time enroliment when it is not possible to attend all the subjects
that make up a complete course (60 credits). However, the possibility will be established, in those cases
that are adequately justified and for those students who request it, the possibility of being evaluated
without having to attend all or part of the classes. In these cases the student must proceed as follows:

At the beginning of the course, the teacher / s responsible for the subject should be informed of the
incidence for which it is impossible to attend class, which must be adequately justified in documentary
form.The responsible teacher, in view of this information, will decide the possibility of evaluation without
total or partial attendance to the classes of the subject.Students who are in this situation, must submit, to
be evaluated, all the work required by the teacher (not necessarily identical to those required during the
course) as well as may be called to defend them orally before the teacher himself, and They will take a test
of acquired knowledge. The weight of the works in the final grade will be 50% and that of the knowledge
test the remaining 50%.

REFERENCES
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administrativa. Madrid: Tecnos, 2006
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Piramide, 2006.

+  GARCIA RODRIGUEZ, Antonio, Diplomatica del documento administrativo actual: tradicién e
innovacién. Caromona: S & C, 2001. (Biblioteca archivistica ; 8).

+ ROBERGE, Michel, Lo esencial de la gestién documental: sistema integrado de gestién de los
documentos analégicos y de los documentos electronicos. Quebec: Géstar, 2006.

+  SENDIN GARCIia, M.A. GOMEZ DIAZ, R. (dir), Régimen juridico de los documentos: aspectos
administrativos, civiles, penales y procesales. Granada: Comares, 2009.

+  MOLINA NORTES, J. LEYVA PALMA, V., Técnicas de archivo y tratamiento de la documentacién
administrativa. Guadalajara, Anabad, 2000.
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+  ARXIUS | GESTIO DOCUMENTAL https://www.culturaydeporte.gob.
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