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1. Objectivos

» Contribuir para uma melhor compreensao do tema por
parte dos gestores, dos profissionais e cientistas da
informacao portugueses;

» Desenvolver uma abordagem aproximativa ao tema,
focalizada, em termos internacionais, principalmente na
accao de dois importantes organismos - a I1SO /
International Organization for Standardization e o ICA /
International Council on Archives, sem deixar de |
informar algumas experiéncias de outros paises ou 1 C A
entidades relevantes na area; international Coundil

on Archives

» No caso portugués, centrar a abordagem nos esforcos da
CT7 do IPQ e do organismo de coordenacao da politica
nacional de arquivos.




2. Normalizacao: para um conceito
alargado - |

» Normalizacao - fornecimento e aplicaciao de documentos
normativos que permitam solucionar problemas técnicos e
comerciais relativos aos processos, produtos ou servicos,
dentro de principios que garantam, entre outros, a sua
seguranca e qualidade.

» Documentos normativos - normas, especificacoes
tecnicgi, codigos de pratica, regulamentos (ISO/IEC
2:2000).

» N.B.: Nao ha documentos normativos neutros! Implicam
sempre uma perspectiva teorico-pratica duma area
tecnico-cientifica e/ou comercial, propondo um modelo de
pensar e actuar.

- EX.: Arquivistica australiana =2 AS 4390 - ISO 15489 > NP 4438




2. Normalizacao: para um
conceito alargado - Il

L1 TERATURAPROFI SSI ONAL NORM ATI VA
DEREFERENCI A: I NTERNACI ONALE

_ o NACI ONAL :
. M anuasdeArquivstca

nacbnase hternacbonask, | SO15489—-> NP 4438
pubtacdes| CA, | SO/ TR23081
Est udos RAM P,

DLM Forum , NAA, NARA,
LAC, BANQ DGARQ

NORM ATI VAPROFI SSI ONAL : NORM ATI VA
I NSTI TUCI ONAL :

| SAD( G), | SAAR( CPF), | SDF,
I SDI AH, ODA... Legsbhgao,
EAD, EAC, ... Regubm ent acao,

Elementos normalizadores da pratica arquivistica

\ Adapt. SANJUAN, 2004



3.Perspectiva historica - |

Dict. Archival MARC
Termin. -AMC

Comissao

Ad-hoc
Normas ISAD (G) -
descricao - 1.% ed.

ICA

PrNP
4041/90

Criacao S6-
O 4

Primeiros esforcos de normalizagao arquivistica
(até meados da década de 90)




3. Perspectiva historica - Il
1996

Mormes de description Mormes d'affichage

MARC-AMC

(métadonnées) (fzuille de style)
SGML DSSSL
I ISAAR (CPF) |
q}
cis | | isap@ |

HTML

Pittsburg-FR

Fonte: ZELLER, 2004



3. Perspectiva historica - IlI
2003

Mormes d'affichage
(feuille de style)

Mormes de description
(métadonnées)

MARC-AMC

| ISAAR (CPF

ISAD (G)

Dérive de  ccceeme—-
Utilise —_—
Conforme a :’.
Relié a H

I Pittsburg-FR |

P— I Guide DLM |
nationale

Projet de { Guide CIA I
Norme

Fonte: ZELLER, 2004



3.Perspectiva historica - IV

Trad. port. MOREQ
(IAN/TT)

Inicio trad. port. ISO
15489
Inicio trad. port. ISAD
Trad. port. PRPDA
ISAD 1 (BAD) (IAN/TT*) FRRINAS 2 (IAN/TT)

(IAN/TT Inicio trad.
*) port. ISAAR2
(\\Vamp)

Esforcos de normalizacdo arquivistica - Portugal

(1994-2003)
* Doc. Interno.
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4. Organizacoes internacionais
4.1 - ICA - |

» 2004 - Criacao do Committee on Best Practices
and Professional Standards encarregue de:

» a) elaborar normas e boas praticas e

» b) assegurar a ligacao com outras entidades
orofissionais no dominio, como a IFLA, ARMA,
COM ou outras instancias internationais de
normalizacao.

Fyl
L 4
International Council
on Archives

» Campo de accdo: para alem das normas de
descricao (ex. Terminologia, Legislacao,
Avaliacao documental, Instalacao de arquivos,
etc).

10



4. Organizagdes internacionais h
4.1 -ICA -1l

Normas do ICA aplicaveis a descricao arquivistica

q Pontos de
Produtores ) Documen- ACess0
e Funcoes - < .
. tacao normaliza
etentores dos
ISAAR (CPF) 2
e ISDIAH ISDF ISAD (G) 2

RUNA e PENTEADO, 2008
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4. Organizacoes internacionais }}}
4.1 - 1CA - Il

» Qutros contributos do ICA:

» 2008 -Principles and
Functional Requirements for
Records in Electronic Office
Environments

o

(e]

3 modulos

Equipa de projecto do ICA,
Australasian Digital
Recordkeeping Initiative e
outros

Module 2: Guidelines and
Functional Requirements for
Electronic Records Management
Systems (com colab. National
Archives New Zealand)

on Archives

Principles and

Functional Requirements
for Records in Electronic Office Environments

Guidelines and Functional
Requirements for Electronic

Records Management

Systemns
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4. Organizacoes internacionais

4.1 - ICA -1V

» Projecto aproveita
contributos e
experiéncias da
comunidade
internacional em
modelos de requisitos
funcionais para
software de
SEGA/ERMS e
enquadra-se nas
propostas da ISO
15489 e da ISO
23081.

A

ICA

International Council
on Archives

Archives New Zealand

Elegtromic Recordiesping Systems Sfamdard, June 2005

bigp:f Ferww archives,gey Loz feondinuuey dis) pd i/ ARC S 29F] sctroniRacordkespergfitardard pdi
Bundesministerinm des Innern, Germany

DOMEA Comcept Requetremnemt Catalogres 2.0, June 2005

bitp Furwew ks Lhundidicin_ 1] fnn_ S804 Srared Diecs! Acnlages ke by Tiamea  domes-
requirsmenis-catalogue-2-[L smplatelderns, propertys pakl File.pai/ ;
cutalogue-J0pdi

Cormwell Management Consaltants ple

{tor the European Commission Interchange of Dooumentation between
Addministrations Programme)

Modsl Eequiremerts for the Manzgement of Electromic Revorats, March J001

bipy Ferwew comrel ook fedemy moreganplmoregdowsdond

Department of Defense, United States

Design Criteria Standard for Electronic Beards Mansgement Software Appliczhions, Doll
S015. %5710, June 2002

bipe e Fhud bas il eecrngly! PSSR podf

Department of Defense, United States

Design Criteria Standard for Hecironic Reawds Management Sofitware Appliczhions, Dol
5015.2-5T1 Version 3, exposure draft, Aognest 2005

bigps e Shucdisn mil f eecrgh) dedS0U B3 _ L unlEpdi

DLA Farum Working Group for the Development of MoFeq

.:.i:r.néllg Beport for the Develomment '.IJ‘ e Model H:qulrmuﬂhjﬂr the Mﬂmgmuﬂiq‘
Eedrome Becords, February 2006

Enropean Comimission

Muodsl Esquirements for the Management of Elsctronic Bevords Update and Exfersion, 2008,
(MoReg2 Specification)

bitpe fecurapmeairans purecy farchival_poley fmoeeeg ! dec/ calllssder_ann®_anpedi

bitp Femewmomeg Lau,

Indiana University

Reguirements for Electronic Records Management Sysdems, 2002

bigpy Ferwwindisrn sdu/ ~Ebarch  BR / neqairemanis forrkdes:

International Council o Archives
Anthamticity of Electromic Records, ICA Study 131, November 2002

Experiéncias/referéncias da comunidade
internacional (excerto) - Mod.1
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4. Organizacoes internacionais

4.2 - 1S0O - |

200 comites técnicos

TC 46 - Information and

documentation

Subcommittees

~ Subcommittee
TC 46/5C 4

TC 46/SC 8

TC 46/5C 9

TC 46/5C 11

~ Subcommittee Title

Technical interoperability

Quality - Statistics and performance evaluation
ldentification and description

Archives/records management

TC 171 - Document
management applications

Subcommittees

~ Subcommittee
TC171ISC 1
TC17M1/SC 2
TC1711IsC 3

~ Subcommittee Title

Quality

Application issues

(General issues
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4. Organizacoes internacionais
4.2 -1S0O - i

TC 46 - Information and

documentation - SC 11

Standards and projects under the direct responsibility of TC 46/5C 11 Secretariat

Standard and/or project

|4 1S0/CD 13008
Digital records conversion and migration process

ISO/FRE TR 13028
Information and documentation - Implementation guidelines for digitization of records

ISO 15489-1:2001
Information and documentation - Records management - Part 1: General

ISOIMR 15489-2:2001
Information and documentation -- Records management — Part 2: Guidelines

ISO/FDIS 16175-1
Information and documentation — Principles and functional requirements for records in electronic
office environments -- Part 1: Overview and statement of principles

@ ISO/DIS 16175-2.2

Information and documentation -- Principles and functional requirements for records in electronic
office environments - Part 2: Guidelines and functional requirements for records in electronic office
environments

ISO/FDIS 16175-3
Information and documentation — Principles and functional requirements for records in electronic
office environments -- Part 3: Guidelines and functional requirements for records in business
systems
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http://www.iso.org/iso/iso_catalogue/catalogue_tc/catalogue_tc_browse.htm?commid=48856

4. Organizacoes internacionais
4.2 - ISO - I” (Continuacao)

ISO 22310:2006
Information and documentation - Guidelines for standards drafters for stating records management
requirements in standards

ISO 23081-1:2006
Information and documentation - Records management processes -- Metadata for records — Part
1: Principles

ISO 23081-2:2009
Information and documentation - Managing metadata for records — Part 2: Conceptual and
implementation issues

@ ISO/DTR 23081-3
Information and documentation - Managing metadata for records — Part 3: Self-assessment
method

[;H ISOMR 261222008
Information and documentation - Work process analysis for records

[:;1 ISOMR 26122:2008/Cor 1:2009

[A 1s0iDIS 30300
Information and documentation -- Management system for records -- Fundamentals and vocabulary

ISO/DIS 30301
Information and documentation - Management system for records - Requirements

TC 46 - Information and

documentation

16




4. Organizacoes internacionais
4.2 - 150 - IV

TC 171 - Document

management applications

ISO 19005-1:2005
Document management — Electronic document file format for long-term preservation — Part 1: Use
of PDF 1.4 (PDF/A-1)

1SO 19005-1:2005/Cor 1:2007

[3] ISO/DIS 18005-2.2
Document management — Electronic document file format for long-term preservation — Part 2: Use
of ISO 32000-1 (FDF/A)

ISO 22938:2008
Document management — Electronic content/document management (COM) data interchange
format

ISOITR 22957:2009
Document management — Analysis, selection and implementation of electronic document
management systems (EDMS)

ISO 24517-1:2008
Document management — Engineering document format using PDF —- Part 1: Use of PDF 1.6
(FDF/E-1)

ISO 24537:2007
Micrographics — Dimensions for reels used for 16 mm and 35 mm microfilm

ISO 32000-1:2008
Document management — Portable document format — Part 1: PDF 1.7

[A 1SO/NP 32000-2
Document management — Portable document format — Part 2: PDF 2.0

(Selecccao)

17


http://www.iso.org/iso/iso_catalogue/catalogue_tc/catalogue_tc_browse.htm?commid=53674
http://www.iso.org/iso/iso_catalogue/catalogue_tc/catalogue_tc_browse.htm?commid=53674
http://www.iso.org/iso/iso_catalogue/catalogue_tc/catalogue_tc_browse.htm?commid=53674

5. Breve seleccao de normas ISO -

G

ISO 15489
ISO

wn
o

N
w
o
0.0)

Qutras
normas

ISO
- i

*— Em votacao
- - Referéncias
# - Referéncias a verificar.

18



5. Breve seleccao de normas ISO -
1

» ISO 15489.1-2:2001 - Records management

» Parte 1- Principios directores para a gestao
de documentos de arquivo, nhomeadamente
para a definicao de politicas a este nivel, bem
CoOmo para a concepcao e implementacao de
sistemas de arquivo fidedignos, integros,
conformes aos requisitos do ambiente
regulador e da organizacao, etc.

» Parte 2 - Recomendacoes e metodologias de
aplicacao

19



5. Breve seleccao de normas ISO -
1]

ISO 15489.1-2:2001 - Records management
Elementos:

Termos e definicdes

Vantagens da gestao de documentos de arquivo
Ambiente regulador

Politica e responsabilidades

Requisitos da gestao de documentos de arquivo

Concepcado e implementacao de um sistema de
arquivo

» Processos e controlo de gestao de documentos de
arquivo

» Controlo, ajustamento e revisao

» Formacao

vV VvV VvV VvV VvV VvV V9v Vv
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5. Breve seleccao de normas ISO -
1V

ISOITR 15489-2:2001(E)
Step Al Step B! Step C: Step E: Step F:
Conduct Analyse [elertlfy Icdentlfy Deslgn
preliminary buslness requirements strategies records
[nvestlgation actlvity = — 7 for records to saflsfy syslem
requrement
i g Y L
| @ <>B
| P! y Jesiar | I
| | : | [
| | —\-\_\_‘\ - _‘_‘—\-\.\_\_\ | |
I {Standards @}mentatlcn
I I I
| ;! —= — : i
1
: Step D! oy | '
! Assess - _____ ____ N I
! exlsting : :
: systems : :
I I |Step H: Step G: I
! L] Conduct Implement || !
! post- records !
b e e e oo Implementation systems - —
re e
Key
— Primary
- - — Feedback

{Source: Mational Archives of Australia and State Records New South Wales )

Figure 1 — Design and Implementation of Records Systems (DIRS)



5. Breve seleccao de normas ISO -
Vv

e
) Clssitcaciodesequranca e cessos—|

Definicao dos prazos de retencdo e destino

) Amecenameno
Utilizacao e controlo da circulacao \
Implementacdo das decisdes finais de destino \

Processos de gestao de

documentos

o
S
o
o)
)
¢
LN
@)
A
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5. Breve seleccao de normas ISO -
VI

» 1SO 23081.1-2: 2006-2009. Records
management processes. Metadata for records

» Parte 1- Principios. Estabelece um quadro para a
criacao, administracao e uso de metainformacao
para a gestao de documentos de arquivo, a que
se reporta a ISO 15489, explicando os principios
pelos quais se deve reger.

» Refere-se a metainformacao para identificar,
autenticar e contextualizar tanto os documentos
COmo 0S agentes, processos e sistemas que 0s
criam, assim como as politicas que os regem.

» Parte 2 - Guia de aplicacao

23



5. Breve seleccao de normas ISO -
VII

Mandates
lGovern
: Business
Establishes | | Account for
competencies | | execution of
of E Records i Is
| Management ' docu-
| Business i mented
| PR . ——. S —— ] in
Record,
Manage,
Enable, use
P | Create %
eople
(A Et ) " Records
g Used by

Principais entidades e suas relacdes
ISO 23081-1:2008
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5. Breve seleccao de normas ISO -
VIII

ISO/TR 26122:2008. Work process analysis for records.

Descreve uma aplicacdo pratica da ISO 15489.1-2:2001.

» Justificacao:

» 1. As organiza¢cdes geram documentos de arquivo a partir dos seus
processos de trabalho, pelo que é necessario analisa-los.

» 2. A anadlise deve permitir determinar quais os requisitos para a criacao,
integracdo e controlo dos documentos de arquivo.

» Podem ser feitos dois tipos de analise:

» a) analise funcional (a decomposicao de funcées em processos,
transaccoes...),

» b) analise sequencial (o estudo do fluxo de transaccoes).

» Cada um deles implica um estudo do contexto, nomeadamente:
legislacdo aplicavel, normas, cdédigos voluntarios de boas praticas,
politicas da organizacao, regras e procedimentos desta, bem como
expectativas da sociedade sobre os processos em causa e as evidéncias
documentais que devem ser garantidas.

v

v
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5. Breve seleccao de normas ISO -
X

» ISO/FDIS 16175.1, 3 - Principles and Functional Requirements for
Records in Electronic Office Environments

» Parte 1 - Principios fundamentais para a gestao da informacao
electronica ligada as areas de negodcio das organizacdes. Componentes
(além do software): politicas, analise de processos de negdcio, gestdo de
risco, gestao da qualidade, etc.

» Parte 3 - OrientacOes para incorporar funcionalidades da gestao de
documentos de arquivo em sistemas de informacao associados as areas
de negocio, cujo principal objectivo é facilitar as transaccdoes com os
clientes (ex.: sistemas de e-comércio, CRM, etc.)

@ ISO/EDIS 16175-1
Infarmation and documentation -- Principles and functional requirements for records in electronic
office environments -- Part 1: Overview and statement of principles

@ ISO/DIS 16175-2.2

Principles and

Information and documentation — Principles and functional requirements for records in electronic Functional Requirements

for Reconds in Electronic Offics Emeronments

office environments - Part 2: Guidelines and functional requirements for records in electronic office
environments

Guidalines and Functional
[ 1SO/FDIS 16175-3 Pocaromarts o Backo
Information and documentation — Principles and functional requirements for records in electronic fomislit

office environments - Part 3: Guidelines and functional requirements for records in business

systems




5. Breve seleccao de normas ISO - X

» ISO/DIS 16175. 2.2 - Principles and
Functional Requirements for Records
in Electronic Office Environments

» Parte 2 - Apresenta os requisitos a
serem incluidos nas especificacdes dos
projectos de construcao,
modernizacao ou aquisicao de
software de SEGA/ERMS.

» Foi recusada na versao DIS, em Junho,
com votos de varios paises europeus,
devido ao facto de ja existir o MOREQ.

» Foi ajustada e encontra-se em votacao.
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5. Breve seleccao de normas ISO - Xl

SEGA / ERMS - Requisitos
funcionais - (ICA e
ISO/DIS 16175. 2.2)

Model of high-level functional requirements for electronic records management

systems

N
E - Ease of use

! - Scalability / performance
- Sysiem availability

! - Interoperability

o

[ 2.3.1 Create

- Caplure
- Identification
- Classification

-~
i

[ 2.3.2 Maintain

- Confrols and security

= Hybrid records

= Hetention, migration and
disposal

[}
! - Long-term preservation

B I

[ 2.3.3 Disseminale

- Search, retrieve and
render

[ 2.3.4 Administer

- Administrative functions

Mon-records
managarment
Tunctionality

-
Inputs
- Desktop applications
- Warkflows
- Wabsiles
- Databases
- lmaging systems
- Business applications

28



Captura e
identificacao

Pesquisa,
recuperacao e
restituicao

= Conservacao
e destruicao

BqZ oF JU Controlo e
seguranca

--------------

Organizacao/
classificacao

MOREQZ2 - Requisitos
funcionais dos SEGA / ERMS
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5. Breve seleccao de normas ISO -
XIII

» ISO/CD 13008: Digital records conversion and migration
process

» Especifica as necessidades do planeamento, os requisitos e
0s procedimentos da conversao e/ou migracao de
documentos de arquivo electronicos (inclui objectos digitais e
metadados), de modo a preservar a sua autenticidade,
fidedignidade, integridade e a permitir a sua utilizacao como
prova de transaccoes.

» Prevé as etapas seguintes:
» A- Planeamento,

» B- Teste,

» C- Conversao / migracao,
» D- Validacao,

E - Monitorizacao.

30



5. Breve seleccao de normas ISO -
X1V

» IS0 14721-2003: Open archival information
system . Reference model

[
Preservation Plannin
i = J \
Info
|

Kmef”“\

e
EE
ITMZCHW=Z00

| |
|

|
1 1 |
I 1 I
I 1 I |
—( Administration

MANAGEMENT

o
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6. Uma nova familia de normas:
ISO 30300 - |

» Pressupostos:

» 1. O sucesso de uma organizacao depende da implementacao
e manutencao de sistemas de gestao que sao concebidos
para melhorar continuamente o seu desempenho, dando
resposta as necessidades de todas as partes interessadas;

» 2. Os sistemas de gestao oferecem metodologias para tomar
decisdes e gerir os recursos de uma organizacao, de modo a
que esta possa atingir os seus objectivos;

» 3. A gestao de documentos de arquivo assegura a eficiéncia,
a prestacao de contas, a gestao dos riscos e a continuidade
dos negdcios. Permite também que as organizacdes possam
valorizar os seus recursos informacionais como
conhecimento activo e contribuir para a preservacao da

memaoria colectiva.
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6. Uma nova familia de normas:
ISO 30300 - 1I

» Segundo a ISO/DIS 30300, deve existir um Sistema de
gestao de documentos de arquivo (MSR) .

» Este "sistema de gestao” orienta o estabelecimento da
politica e objectivos dos documentos de arquivo, de modo
a assegurar que é criada informacao fidedigna,
comprovativa das actividades da organizacao e que esta
informacao é gerida e tornada acessivel aqueles que dela
precisam, enquanto for necessaria.

» Esta politica é implementada através de:
a) definicao de papeéis e responsabilidades;
b) processos sistematicos;
¢) medicao e avaliacao;

» d) revisao e melhoria.
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6. Uma nova familia de normas: ISO
30300 - I

IS0 30300
. Management systems Related standarcds &
Terminology for records- X
Fundamentals and Technical reports
vocabulary Implementation of Records Processes
IS0 30301
. Management systems IS0 15489 IS0 23081 ISO TR
Requirements for records- Records Metadata for 26122
Requirements management. | +  records. Work
General-1 Principles-1 process
IS0 30303 analysrls for
Management systems records
e » Gomssttan
Requirements for Guidelines-2 issues.2
bodies providing audit
and certification
- . IS0 30302 IS0 TR IS0 13008 1 180 16175-
Guidelines Management system 13028 Digital Principles and
Support High Level for records: Implementa Records Functional
Structure Elements Implementation guide tion Conversion Requirements
Guidelines and for Records in
for Migration Electronic
1S 30304 Digitization Process Office
Management system of Records Environments
for records: 5
Assessment guide

Nova familia de normas
ISO 30300




6. Uma nova familia de normas:
ISO 30300 -1V

4

Esta série de Normas internacionais destina-se a:

1) gestores das organizacoes;

2) profissionais da informacdo/documentacao;

3) profissionais da gestao da informacdes e tecnologia;
4) profissionais da gestao de risco e auditores;

5) todos aqueles que criam ou controlam documentos de
arquivo.

» A série de normas internacionais ISO 30300:

a) aplica-se ao estabelecimento de uma gestao sistematica das

politicas e objectivos de documentos de arquivo, bem como dos
rocedimentos e responsabilidades associadas;

B) fornece orientacdes para determinar estas responsabilidades;

C) guia a concepcao, implementacao e melhoria do sistema de

gestao de documentos de arquivo;

d) fornece orientagOes para atingir resultados de qualidade do
referido sistema (MSR), através da avaliacao do seu desempenho
e da sua melhoria continua.
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6. Uma nova familia de normas:
ISO 30300 -V

System Management
Management system /
Management system for records * Records management
Records system

The relationship between the MSR and the management system

- ISO/DIS 30300



7. Cartografia dos documentos
normativos - |

150 12033 ﬁ GUID

WEDT, XKMS
IS0 15801, 12454

PDF/A O?E‘NRE Usg X509, KKMS

IS0 18492, DAIS
RFC 28211, 1822,
TIFF, JPEG 2000,
150 216
POFA

RECORDS

% XML
s

Metadata:
DC, ISAAR, IS0 Z3081
MoRegZ, IS0 8 ‘#, . . .
15489 OHE Mﬂ-ﬂ‘- £39_ 7788, 5744, BED1
IS0 13142

Documentos normativos aplicaveis ao
funcionamento de um SEGA - MOREQ 2
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7. Cartografia dos documentos
nhormativos - i

# Legislation, standards and regulation -Fi 7 ERM terminology
:
+ Security classification }%M N - Greating & gapturing records [©
- - f - '“-.II
#[ Software certification |-/ ERM_DOCUMENtOS |/ yeragarg |
| normativos segundo | :
, 5 DLM Férum/AlIM — | :
®: Digital preservation (2007) (adlapt.) ~| Classification
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7. Cartografia dos documentos
normativos - lli

f Legislation, standards and regulation 1|

- ANSVAINM TR 2 - 1898 - Tachnical report for information
@ Security classification b \ and image management. Glossary of document
“ })‘ lechnologies ayailable from AN international

- 150 12651:1999 - Electronic imaging. Vocabulary

) Software certification ,h\\ ‘ \ ﬂ ERM terminslogy p_[ ISO 15489 ,1-2: 2001 - Information and gggumentation - Resards Management
, _ - MoReg - Model Requirements for the Management pf
@ Digital preservation - Electronic Regords,
T - TR 32 -1994 - Paper forms design oplimization
& Wigration b ERM_Documentos ANIVAIM T
normativos segundo for elecironic image managemeant
- ANSVAIM TR 15 - 1997 - Planning sonsiderations,
o it %w, T
-1S0/CD TR 12652 - Technical tepert on planning consideralions
y MW&W} ~, addressing preparation of documents for seanning. sysiem
f . . [ =15012653:2000 - Elal:trunlr: t for
/| N - . 501 W Iﬂﬁ@&@m f
| Greating & capturing records fe 5c2
& Access contrpls }“ x’f: I."I - 1SOITS 12022: 2001 Electronic imaging - Guidance of
/] documen! Image compression methods,
—/ IS0 TR 12033:2009 - Document management,
+M]° Electronic imaging. Guidance for selaction of dosument
image gompression. methads
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7. Cartografia dos documentos
hormativos - IV

@) Greating & capturing reserds ©

& Legislation, standards and regulation 1\
N\
@ Security classification |+
SR

f+'-‘| Software certificagion ]o

ERM_ Documentos

normativos segundo
DLM Forum/AlIM
(2007) (adapt.)

-:;:-: Digital preseryation _},

f Migration -

- ASCII - m &mmiml Cndg for Infan‘natmn lumh,m (Character encoding)
- Aushalian Recordkesping Meladata Schema (REMS)

- Besianing and [mplemaniing Besardkeening Sysiems (RIRKS, Ausitalia)

- The Dublin Core Meladata Initlative (RGML

- E-Government Meladala Standard (e-GMS) (LK)

- Federal Enlemriss Architeciurs (EEA) - Data Refersnce Model (DRM)
- Final versian 2.0

- The MNational Arghives (LK) - Eunctional Requirements for ERM: Metadata Standard

- 150 5864:1985 - Documentalion. Guidelings for the establishment
and development of muliinoual thesaur

- 150 2788:1986 - Documentalion. Guidelings for the establishment of
‘monelingual thesaur! (under review).

- B3I DISC PD-1:1998 - A definition of year 2000 conformity raquiremants (date format
- 150 239501998 - Information ralrdeyal (£39.50) - Application seryvice and

1 definition and protocol specification,

;'9}: Betention and dispasal \.“/ _f}“ll.-"

#/ Storage, search & retrieval |/ / |

i |

¢.‘| Access gonfrols _-5 I.-"

@ Classification ©

- 150 15489 1-2: 2001 - Information and documentation - Becerds Management
- MoReq - Model Bequiremenis for the Management gf Electronic Becords

- Design Criferia. Siandard for Electronic Records Management Software Applications, US
RO 5015.2-8TD. Bublished by the Assistant Sesrelan: of Refanss for Rommangd. Control,
and |nteligance, 2002.
(hitp:/ifwww diic mil'whs/directivesicorres/him|/501 52std htm)
- 150 639.1:2002 - Codes for the representation of names of languages. Alpha 2 code
- ISOAEE: 10646:2003 - Information technology. Universal multiple-ociet soded
characier set (LCS) (cf 1SO BB59)
- 150 8601: 2004 - Data glaments and interchangs farmals. Information
inferehange. Berresentation of dates and times
- 150 23081.1:2006 - Information and dogumentation. Records Management
F'rucesses - Metadata for Records.

- 150 3166.1: 2006 - Godes for the representalion of names of couniries and

their subdivisions. Country codas
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7. Cartografia dos documentos

hormativos - VI

- 180 2785:1986 - anumm&m Qumforthaéaﬁmm

- The Desrgn arrd Impjmﬂ_t_@ﬂgﬂ qf Record Kgaping Systems

. 1 | (DIRKS, Auslralia)
N erersrsren | Classification .
| Metadata ya - 150 15489.1-2: 2001 - Information and gogumentalion - Records Management
' // - - Model [ for the Management Qf Electronic
p MoRed Requirameants g of Records
Creating & capturing records | /
f/ - ISONELG 15816:2002 - Information technology.
: | \ / Seqyrity techniques. Security information ghjects for
f*‘{ ERM terminology © \ & a0cess control
\ K\. | yd - 1S0/IEG 27002:2005 - Information technology.
‘?’[' eqislation, standards and requlation }.\1 3 ﬁat;umx techniques. Code of practice for information
ERM_Documentos ISO/EL, 18028-1:2008. Inf I hnol
y normativos segundo | i Ll P s e b
® Seewrity classification } DLM Férum ,,g 1 Access contrals, | Sesurlty techniques. IT petwark security. Network
o M sacurity managament
. . (2007) (adapt.) - 1S0/IEG, 18028-5:2006 - Information technology.
@) Software cetification /[ Sepuily lechniques. IT network sequrily. Securing
/2 communicalions across nelworks using virtual private
| Digital preservation b/
| J / ",
s .

< Storage, search & refriaval |

- ANSIAIM TR 25 - 1995 - The use gf
oplical disks for public racords
- 150 23950:1998 - Information refrigval

{£38.50) - Application service and definitinn.
and pratocsl specification

- 150 15801:2004 - Elecironic imaging.
Information stored elesionically.
Recommendations for rushworthingss and
teliability
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7. Cartografia dos documentos

hormativos - VII

-1SO/TR 12037:1998 Electronic [maging.

Rerommendations for the expungament of information
records on write-once oplical media

| Storags, searsh & retrieval ¢
 Access controls }4\
_ N\
| Glassifiation . \\
P . .HI\.\‘I h
® Metadata o
' ERM_Documentos
A b normativos sagundo
o Gresing & cantring aonds |y gy i
~ (2007) (adapt)
@ ERM terminology |-~
/]
@ Leglslation, standards and requlation | //
/

/1
© Sagurity classifisation 1 /

@ Software certification ]ﬂ

D

i i ol - - Modeal Requi for the Managament
’,o[ Refention and disposal o - M1oReq - Model Reguirements gement pf

"| Electronic Regords

- 150 14721:2003 - Space data and information transfer systems.Open
archival information syslem. Reference model

- Digital Preservalion Coalition (http:iwww.dpconline.org)
- File Eqrmat Information Registry Initiatives

- Global Digital Egrmat Registry (GRER)
(http:/fhul.harvard.edu/gdfr/)

- Library. of Gongress Earmal
Deserplions
(http:/hwww.digltalpreservation.goviformats/fddidescriptions.shiml)

“T Digital preservation }.3, - BADI - Preservation and Access tp Digital Informa(fion -

htp:/www.nla.gov.au/padil)
| = PRONOM, (http:/www.nationalarchives.gov.uk/pronom/)

- 180 14721:2003 - Space data and information lransfer syslems.
Open archlyal information syslem. Reference model

- 150 19005-1:2005 - Dacumant managamant. Electronic

doghment file format for long-4arm preservation. Use of POF 1.4
(PDF/A-1)
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7. Cartografia dos documentos
normativos - V|

- Requirements for the management of electronic repards by talian government reeords’ Rasument!
Infermation Management (RDIM): ntegrated Document Management System for the Government of

Canada. (Published by the Information Management Siandards and Practices Division, Mational Archives of
Canada, 1996. hitp:(fwww.collectionscanada.cafinformation-management/docs/drdims, pdf)

- NOARK-4 - Worwagian racardkesping. systam Version 4 (Eublished by Riksarkival - The National
Archives of Nonway, 1999 - Epglish version 2000, hitpiwww.riksarkivet no/englishielectronic. html)

- Protecalle Gestiong. (Published hy CIENA. 2001. Availabls in lfalian anly.
http:/fprotocollo.gov.itflibreria_03 asp and

hitp: lwww.cnipa.gov.itsiteit-TT/Aree_gperative/Progelli,_applicazioni_e_serviziProlocollo_informalico)
| Digital preservation. -

J - US DOR 5015.2-5TD - Design Criteria Standarg for Electronic Racerds Management Software
|| Splications. (Published by the Assisiant Sasrsian. of Refenss for Gammand, Control,

&m I Communizalions and lmgwgg_ngg 2002. hitp:ffwww.dtic millwhs/directives/corres/himl/501 52s1d. him)
4 [ - MoRegq - Model Requirements for the Management gf Electronic Regards (Published by the Offica
\ | for Qfficial Eublicatinns of the European Commissian, 2002,
! Retention and dispesal 1 | hitp:www comwell.co ukfedrm/moreq asp; ¢f. MORER 2 & MORER 2010)
| \ I

\ I - Requirements for Electronic Regards Management Systems (4 volumes), (Published by The National Achives,

2002. hitp:/iwww_nationalarchives.gov.ukielectronicrecords/ireqs2002)
#| Storage, search 8 attoal m l

e =) - Yiclerian Electronic Records Management Sirategy (VERS). (Published by Public Record Qffice Victoria
\\ A Software gartfication 101 et 001007 2003 hto vt oy e gov auiversveraitetaut hi)

@ Access contrals b- - Functional spestfication for Intearald desyment and repards manzasmen! soluions (Eublished by
' - ERM_Documentos National Archlves and Begards Service of South Africa, Daparimeant of Arts and Gullre, 2004.
. nonativos & egun do hitp:ffwww .national archives.gov.zafrms/nars_funct_spec.pdf)
@| Classification }’ DLM Férum/AlIM - REMAND). Snftwaresnesificalies vonr Resards Management Anplicaties voor de Nederandse Querhsid.
= 2007) ( ) (Bublished by Archiefschanl, 2004. Avallable in Duteh anly. hitp:iwww archisfschoal.nlremana2004, him)
| Metadata I‘* adapt - DOMEA® Congept Raquirement Catalogue 2.0 (Published by, Federal Govermmeant Co-ardination

and fAdyisary Agangy (KRS, 2005,
http:iwww kbstbund. defdoc, -304105/F ederal-Government-Co-ordinati.him)

- Electronic Recordkeening Systems Slandard. (Eublished by Ashives New Zealand. 2005,
hitp:/iwww archives.govtnz/continuum/dis/pdfs/ARC2529ElectronicRecordkeapingStandard . pdf)

- Racards Management Saryice Compenants Reauiramenis Development Erajgct Final Repar. (Published by
the National Archives and Regords, Adminisiration. 20035,

hitg:/fwww archives. gowlera/rmsc/msc-documents. himl)




7. Cartografia dos documentos
hormativos - IX

tft:{ Software certification -

@[Diﬂim preservation |‘-|' - ISONEG 15816:2002 - Information technology. Segurity techniques. Segurily information
| ablegts for access control
|
al Migration '|1.J II - 1S0/|EC. 17799:2005 - Information technology. Secrity techniques. Code of pragiice for
= AN | information sggurity. management
|
) LN | [ ; iwopo =) = ISO/EC, 18028-5:2006 - Information technalogy - Security techniques - IT natwork sagurity.
@ Retention and disposal [+ | Pl Sesuty chssfalin 9 Securing communications across networks using virual privale networks
\ [ | i
A - ISONEC 18028-1:2006 Information technology - Sequrily techniques - T nelwork sequrlty - Part
r 1: Metwork securlty managemsnt
normativos sagundu
— DLM Férum/AlIM
 Access gontrols [
L (2007) (W) ) - IS0 12654 - Electronic [maaing. Recommendations for the management of
, = - electronic rggarding syslems for the resording of dacuments thal may be
@ Glassifisation - tequired as eyidence, on WORM optical disk
;.,.-f” \ |- GAN/CGSB-72.34 - 2005 - Elecironic Regprds as Dogumentary Evidance
o Metagata | X - Legislation, standards and regulation =1, aNg)/allM TR 31 - 2004 - Legal aggeptance of records produged by

information technalogy syslems
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8. Normas de arquivo em Portugal:

referenciais e casos de aplicacao

» 1. Referenciais

» NP 4438.1-2:2005 - Informacao e
documentacao. Gestao de documentos de

arquivo

» NP 4041:2005 - Informacao e documentacao.

Terminologia arquivistica

» Orientacoes para a Descricao Arquivistica
(ODA). 1-3. (2007) w»

» Metainformacao para a Interoperabilidade
(MIP) (2007) @

» (a) - Disponiveis no sitio Web da DGARQ
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8. Normas de arquivo em Portugal:
referenciais e casos de aplicacao

>

Metainformacdo para a interoperabilidade
[semantica] - MIP:

Nao é exclusiva para recursos arquivisticos;

Compila outros esquemas e normas (ISO 23081,
Moreq, Dublin Core...);

Possui elementos contentores, com subelementos,
obrigatdrios e facultativos;

Descreve: Identidade do recurso, ambito e
conteudo, restricoes, relacdes, elementos
adicionais, etc
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| Agregacéo h
o Prazo de conservacio Illl

o I)g-.:.nnI-maIHAVEﬂIEIt;aD |—\

a Cu :.'Ll:l-"p rego,

o Loealizagio H Disponibilidade |-

a Sector

o Id do Destinatario

o Designagio Destinatirio

Destinatério h
(] ‘['i]'m_ \

o Classilicagio de Seguranca

o Estatuto de utilizagio (Obrigaldrio)

o Condigies de publicacio

o HEneriptagio

o Autenticacio de assinatura elecironica

—| Acessibilidade }\
: .

a Permissoes de acesso de grupo

o Lista de enculacio

o Copyright

o Espacial

o ptulo aliernativa,

/‘I_ Titulo H o tlulo atribuido

/
/
!
/

Q

; Id de registo (Obrigatério)
f..'" ﬁm}_‘ o Codigo de elassificagio {Obrigaldrio)

/// o Versio
/ o Seclor

o
./‘[ Produtor ’_‘J o Designacao Produtor {Obrigaldrio)
4

/ | o Ti|m
I

L. do Pradutor

- Assunto
| .

Idioma [obrigatorio)

e
"I Descrlqao H o Deseritores

a Ld do Produtor

= ¢yersio de

= fem II.‘!]"tl' de
= @ parte de

= ¢ formato de
.

é referenciade por [ ° lipo de relacio

o relerencia
= ¢ substituido por
»  substitui

& requerido por f

= requer /

o Descrigio da relagio f

/
o Formato de dados (Obrigaldrio)

o Dimensio

—{ Formato |J

o Suporte

o Temporal | Cobertura |~ /
l.I.-"
/|
o ldentilicador de recurso relacionado F |
= Tem versio de

Tipo de recurso |—

'| \ ~ Editor H o
| .

Designacio Editor

o Sector

| \ [
|| \ o Il do Colaborador
|| {Colaborador —[o Designacio colaborador
I| o Tipo

|

I|

|I o Data'hora de eriagio

|| o Dala’hora de registo (Obrigalério)
II 2 Data'hora de aquisicio

L|l Data —1 e Data‘hora de disponibilidade

@ Data'hora de abertura

o Datahora de encerramento

(Obrigatério)
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8. Normas de arquivo em Portugal:
referenciais e casos de aplicacao

2. Casos de aplicacao
- Ex. da DGARQ:
A) Programa de auditorias a sistemas de arquivo;

B) Publicacbes de apoio a implementacao de referenciais
(ex.: “Guia Para a Elaboracao de Cadernos de Encargos e
Avaliacdo de Software de Sistemas Electronicos de Gestao
de Arquivos”);

» C) Projecto “Governo electronico e interoperabilidade”;
» D) Projectos de digitalizacao da rede DGARQ;

» E) Projecto RODA (ISAD, EAD-Encoded Archival
Description, METS Metadata Encoding and Transmission
Standard, OAIS, DRAMBORA...);

» F) Descricdes arquivisticas da rede DGARQ;
» G) Portal / Rede Portuguesa de Arquivos;

v v Vv Vv
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2. Casos de aplicacdao - DGARQ

Programa de auditorias da DGARQ a sistemas de arquivo

Publicacoes de apoio a implementacao de referenciais

-Ex.: “Guia Para a Elaboracao de Cadernos de Encargos e Avaliacdo de
Software de Sistemas Electronicos de Gestao de Arquivos”

- 1) “Governo electronico e interoperabilidade”;

-2) RODA (ISAD, EAD-Encoded Archival Description, METS Metadata
Encoding and Transmission Standard, OAIS, DRAMBORA...)

Digitalizacdao e descricdo arquivistica - rede DGARQ

Rede Portuguesa de Arquivos / Portal




orienta e aprofunda
aplicagao

representadao por

destrave

descleve

Entidades aderentes

Utilizador pesguisa acede a Contelidos
afraves de -~ - Rede DGARG
- Qutras

atienta e aprofunda
aplcagao

Rede Portuguesa de Arquivos - Documentos
normativos
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9. Normas e certificacao: um
caminho possivel?

» Certificacdo - processo
mediante o qual um organismo
auditor acreditado verifica e
certifica a correcta aplicacao
de normas numa organizacao,
OU NUM Servico ou processo,
dentro da mesma.

» Podem ser certificados
sistemas de gestdo, sistemas
de arquivo, repositorios, etc.

» ANP EN ISO/IEC 17021:2006
define os requisitos para os
organismos que procedem a
auditoria e a certificagdo de

sistemas de gestao.
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9. Normas e certificacao: um
caminho possivel?

» As actividades de certificacao compreendem
auditorias de concessao e certificacdo aos
sistemas de gestdo, de acordo com referenciais
seleccionados.

» No caso das normas da familia 30300, esta

prevista a publicacao de uma norma especifica -
ISO 30303.

» Devera a DGARQ, pela sua missao de
qualificacdao dos sistemas de arquivo, pelo seu
dominio das normas, pela sua experiéncia de
auditorias na area arquivistica, desenvolver um
perfil de organismo de certificacao e ter um
papel importante na certificacao, nomeadamente
das normas da familia ISO 303007?

» Sera possivel avancarmos por esse caminho?
Como? Quando?
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Muito obrigado pela
vossa atencao!

pedro.penteado@dgarqg.gov.pt
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