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ICCROM

Fondato dallUNESCO nel 1956

Organizzazione intergovernativa: 129 Stati Membri

Staff: 36

Funzioni: Formazione, Informazione, Ricerca,
Consulenza Tecnica, Sensibilizzazione



AOMIMISTRATION AND LOGISTICS

anager of Finance and Administration, P-5
Iministrative Clan, G-3

xad of Accountancy, G-7

nancial A=sistant, G-6

scountancy Clerk, G-4

scountancy Clerk, G-94

formation Systems Administrator, G-G

slp Desk Clerk, G-2

1A Fund Coordingtor, Est. funds
mrdingtor, Training Informaion & Fellowships, G-
:ad of Logistics, G-7

gistics Assistant, G-6

erkfOrver, G-3

OFFICE OF THE DIRECTOR-GEMERAL

Director-General, O-2

) htanager of Finance and Administration, P-5
Ligison Officer (Cooperation with kahe, P-3, Bdi. funds

Personal A=sistant to the OG, G-7
Clerk, G-2

EMOWLEDGE AMD CORAUMNICATION SERMCES

hanager, P-3

Archivist, P-2

Communication and Wiieb Administrator, P-2
Administrative Assistant, G-9

Information Systems Clerk, G-4

Library As=istant, G-4

Library A=zistant, G-4

Offize Technician, G-2, Bit. fund=

COLLECTIONS UMIT

Unit Director, P-4

Project hBnager, P-3

Project Specialist, P-2

Conservation Research Specialist, P-2
Administrative Aesistants (02, G-4

SITES UMIT

Unit Director, P-4

Project Manager (x2), P-3, Bxt. funds
Project hBnager, P-2

Conservation Specialist, P-2 (frozen)
Laboratory Coordingtor, P-2, Ext. funds
Senior Administrative fesistant, G-G
Administrative Aesistant, G-5
Administrative Aesistant, G-d4, Bit. funds
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Conservation of Japanese Paper A4
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OBIETTIVI DEL PROGETTO

 (Gestire I'archivio corrente con un sistema
elettronico di gestione documentale affidabile

* Pianificare la conservazione digitale dal
momento della creazione del documenti

* Applicare i risultati della ricerca di InterPARES:
metodologie, metadata, etc.
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METODOLOGIA

* Gruppo di lavoro

 Schema di analisi del contesto per i
case study

 Schema per la relazione sui case study
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PIANO D'AZIONE (2009-2012)

1. Quadro di classificazione e di conservazione
2. Software per la gestione documentale
3. Formazione dello staff

4. Manuale di gestione



| InterPARES 3 Project

International Research on Permanent Authentic Records in Electronic Systems

TEAM Tty

RISULTATI RAGGIUNTI
(2009)

1. Quadro di classificazione e di
conservazione



Cod. | I level Il level I Files Sub-files Content / Retention/ | Confid.
level Notes Disposal records
1 Governance
1.1 General
Assembly
No. of
Assembly
Preparatory | Correspondence, 4
work Forms, ICCROM
Award,
Inauguration,
Exhibition, Open
house, Visits,
Lists, Services...
Credentials 4
Committee
Candidature 4
Committee
Final P

documents




Cod | level | Il level Il level Files Sub-files Content/ | Retent./ Confidential
Notes Disposal | records
1.2 Council
1.2.1 Appointment P Confidential
of DG
1.2.2 Council
meeting
No. of
meeting
Preparatory 4
work
Final P

documents
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RISULTATI RAGGIUNTI (2010)

2. Software per |la gestione documentale:
- Requisiti funzionali

- Ricerca di mercato: selezione del sofware
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Requisiti Funzionali
* Archivistici:
— Protocollare e Repertoriare

— Classificare e fascicolare

— Gestire | tempi di conservazione dei
documenti

— Gestire la sicurezza dei documenti

— Reperire / ricercare i documenti registrati
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Requisiti Funzionali

* Tecnologici:
- Piattaforme applicative
- Gestione degli e-maill
- Formati

- Altri (Trasferire ed esportare documenti,
lavorare in remoto, single sign on)
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REFERENZE

InterPARES

— The Requirements for Assessing and Maintaining the Authenticity of Electronic
Records, produced by the Authenticity Task Force in 2002.

— the General Study on Selecting Digital File Formats for Long-Term Preservation,
by Evelyn P. McLellan, from 2007.

ISO 15489:2001, Standard per la gestione documentale.

Cheklist: Supporto alla verifica e alla valutazione dei Sistemi di
protocollo informatico e di gestione dei flussi documentali, AIPA /
RUPA, 2003.

MoReq2 (2008). Model Requirements for the Management of
Electronic Records.



| InterPARES 3 Project

International Research on Permanent Authentic Records in Electronic Systems

TEAM Tty

RISULTATI RAGGIUNTI (2010)

2. Software per |la gestione documentale:
- Requisiti funzional

- Ricerca di mercato: selezione del
sofware
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Ricerca di mercato
* Valutazione del software

* Tre parametri principali:
—Open source

—ERMS

—Software senza vincoli delle
normative nazionall

 Selezione del software: Alfresco
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FASE CORRENTE
2010-2011

3. Software per la gestione
documentale:

Sviluppo / Implementazione
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MEDATADA FOR RECORDS REGISTRATION IN THE PROTOCOL REGISTER

Incoming mail

1D {given by the db)

Registration number

Diate of registration

Diate of receipt

Diate of the receipt record
Fegistration number of the receipt
recard

Cutgoing mail

I {given by the db)

Registration number
Diate of registration

Date of creation

Writer
Author

IMarme of sender

IMName of recipient

Address of sender

=ubject

Mumber of attachments
Description of attachments

Documentary form (fetter, e-mail,
report, contract, imadge, video, efc.)

Classification code

Address of recipient
=ubject

Mumber of attachments
Description of attachments

Documentary form {letter, e-mail,
report, contract, image, video, efc.]

Classification code

Internal records
1D {given by the db)
Registration number
Diate of registration

Date of creation

Wiriter
Author
Mame of recipient {opt.)

=ubject
Mumber of attachments
Description of attachments

Documentary farm {letter, e-mail,
repor, contract, image, video, etc ]

Classification code
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REFERENZE
* InterPARES 2, 2008

* Doqui-Acta, Requisiti Funzionali, Parte |
(2008)

* MoReq2, Appendix 9 (2008)
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anningh

\ Programme and Budget',

\ Report of Implementation®,

anagement’,

\ Working Groups Activities',

' Liaison hetween Director-General and Units/Services',

4 Missions®, F

aison with Member states, Institutions and Partners!,

Y Handling of Membership Applications to ICCROM",

% Liaison with Countries',

% Liaison with Istitutions and Partners®,
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My Diashboard QOffices FPeople

MWy Tasks

All Tagks ™

1-40fd

[

Fepositary

i
e-mail

= Incoming registration for "SRC_ SIPA _04.docx”
Register a document, Mot Yet Started

-

Wiorkflows |ve Started

Start Workflow

All Tasks =

= Incoming registration for “"Analisi funzionale-SAP.doc™
Register a document, Mot Yet Started

= Incoming registration for "SRC_ SIPA _04.docx”™
Register a document, Mot Yet Started

e |

Records Management

Configuration and Setup for Records Management site.

Records Management Site

Incoming registration for "SRC_ SIPA 04.docx”™
Fegister a document, Mot Yet Started

-

hare...

Administrator ™ Help

Q4 Enter search terms...

Customize Dashhoard

MWy Profile
“iew Full Profile

-,

Email: admin@@alfresco.com

Administrator

Phone:
Skype:
I:

MWy Offices

Create Office All Offices |

J Accountancy
Office =
Accountancy

"\..I

U Archives
Office Archives



Registration

ite Dashboard File Plan Hegister Search Calendar Members
+ =3
* Navigation ) MewFolder s - Y Import
= File Plan N
;BEI*I Governance
E'D“I General Assembly Lt Up File Plan = = 01 Governance = = 02 Council
- [J01 Number of assembly
;E.'JEIE Council Select -

I:IEI“I oelection of Director-General F] i-'

o 01 Selection of Director-General
- [102 Council Mesting

Fecord Folder ldentifier; 2011-001031

e —

I:I U3 Bureau
|i‘|[l4 Director-General Wital Record Indicator: Mo
E‘DE Regulatory Activity Created by Administrator
|i|D1 Headquarters agreement Modified on: Thu 10 Mar 2011 12:44:52
(=02 Statutes Y 02 Council Meeting
I“_‘E DF'3| RS anCE eSS | Recard Folder Identifier: 2011-001033
. anning

|jD4 y t “ital Record Indicator: No
: anagemen

I:IDE Liaison with Member states, institutic
106 Legal Affairs

Created by Administrator
Madified on: Thu 10 Mar 2011 12:45:159
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Prossime fasi (2011-2012)

3. Software per la gestione documentale:
Implementazione

4. Formazione dello staff

5. Manuale di gestione
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InterPARES Principles for the Development of
Policies, Strategies and Standards for the
Long-term Preservation of Digital Records:
Principles for Records Creators

* Trusted record-making system
- Documentary procedures

Metadata schemes

Records forms

Access privileges

Technological requirements
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InterPARES Principles for the Development of
Policies, Strategies and Standards for the
Long-term Preservation of Digital Records:
Principles for Records Creators

* Trusted record-keeping system
- Classification scheme

Retention schedule

Registration system

Metadata

Retrieval system

Access privileges, etc.



| InterPARES 3 Project

International Research on Permanent Authentic Records in Electronic Systems

TEAM Tty

InterPARES Principles for the Development of
Policies, Strategies and Standards for the
Long-term Preservation of Digital Records:
Principles for Records Creators

* Preservation considerations should be
iIntegrated in all activities involved in record
creation and maintenance
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Criticita

* Formati

* Autenticazione del documenti



