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ICCROM (www.iccrom.org)

* Founded by UNESCO in 1956

* Intergovernmental organization:
132 Member States

« Staff: 35 people
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OBJECTIVES

 To manage active records in a reliable
electronic system and following archival
principles

» To plan digital preservation from records
creation

 To apply InterPARES research outcomes:
methodologies, metadata, etc.
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PROJECT METHODOLOGY

* Working group
« Contextual analysis template

* Final report template
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PROJECT PHASES

1. Records classification scheme and
retention schedule

2. Records management software
3. Staff training

4. Records management manual
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ACHIEVEMENTS (2009)

Phase 1. Records classification scheme and
retention schedule



Cod. | I level [l level [l 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 [l 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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ACHIEVEMENTS (2010)

Phase 2. Records management software:

2.1 Functional requirements
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FUNCTIONAL REQUIREMENTS

* Archival:
— Registration
— Classification and filing
— Retention and disposal
— Security controls
— Search and retrieval
— Elaboration of reports and statistics
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FUNCTIONAL REQUIREMENTS

* Technological:

- Application platforms

- Management of e-mails

- Records authenticity

- Others (records transfer and export, remote
work, single sign on)
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FUNCTIONAL REQUIREMENTS

* Technological:

- Formats:
- Open and free
- Proprietary with documentation
- Platform independent

Reference:

InterPARES General Study 11: Selecting Digital File
Formats for Long-Term Preservation, E.P. McLellan, 2007
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REFERENCES

* InterPARES 2, 2008

 MoReq2 (2008)

* 1ISO 15489:2001



| InterPARES 3 Project

International Research on Permanent Authentic Records in Electronic Systems

TEAM Ty

ACHIEVEMENTS (2010)

Phase 2. Records management software:

2.2 Market survey of software
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MARKET SURVEY
« Evaluation of ERMS / EDMS

* Three critical parameters:
— Open source

— ERMS
— International standards

 Selection of software: Alfresco
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CURRENT PHASE (2010-2012)

Phase 2. Records management software:

2.3 Software customization
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CURRENT PHASE (2010-2012)

2.3 Software customization
— Analysis
— System development
— Release and testing
— Final test
— Staff training



MEDATADA FOR RECORDS REGISTRATION IN THE PROTOCOL REGISTER

Incoming mail

QOutgoing mail

Internal records

1 |ID (given by the db) ID (given by the db) ID {given by the db)

2 |Registration number Registration number Registration number

3 |Date of registration Date of registration Date of registration

4 |Date of receipt

5 |Date of the receipt record Date of creation Date of creation
Registration number of the receipt

6 |record

7 Writer Writer

8 Author Author

9 |Mame of sender Mame of recipient Mame of recipient (opt.)

10 |Address of sender Address of recipient

11 |Subject Subject Subject

12 |Number of attachments Mumber of attachments Mumber of attachments

13 |Description of attachments Description of attachments Description of attachments
Documentary form {leffer, e-mail, Documentary form (letfer, e-mail, Documentary form {leffer, e-mail,

14  |report, contract, image, video, efc.) |\repori, conifract, image, video, efc.) |report, coniract, image, video, eifc.)

15 |Number of inventory Mumber of inventony Mumber of inventory
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REFERENCES

* InterPARES 2, 2008
 MoReqg2, Appendix 9 (2008)
o Titulus 97 (Italian inter-university project)

* Doqui-Acta, 2008 (Piemonte Region ERMS)
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CURRENT PHASE (2010-2012)

2.3 Software Customization
— Analysis
— System development
— Release and testing
— Final test
— Staff training
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ICCROM of Cultural Property My Dashboard My Repository My E-

Dashboard

My Tasks The official website of ICCRON
T —
All Tasks -
Iy Documents
1-10f1 All Tasks =

Mo documents to display

— Registration for
@ "MISSION FORM ISTANBUL.doc"

In{:nmini Mail, Mot Yet Started




Mail Properties “ Personalize “ Message Source “ Discussion Thread

From: <registration@ccrom.org=
To: Maria Mata Caravaca
Subject: Mew document for Action

You have received a document that requires your action,
To edit details of the registration, dick the following link: http://ERMS.ICCR.

To access the document, dick here: hittp: //ERMS, ICCROM. ORG/share prox
eb6940bd473/MISSION FORM ISTAMBUL.doc?a=true




Date of Assignment:
7/6/2012

L LR
LFLA W

ltems:

MISSION_FORM_ISTANBUL.doc

— Registration Metadata

Upload date:

7/5/2012

IBIET TIT Pt oy
[ RN

Date received: *
752012 a2z

mimTe T
L Y

Diate on incoming mail:
1/6/2012

L
L LA Y

Registration number of incoming mail:

Subject: *
MISSION_FORM_ISTANBUL doc

=

Sender Mame:
Maria Guercio



L

@] 27th General Assembly -

-‘1 Candidature Commitiee Select == -‘1 Preparatory Work

.

Credentials Committee Select ==

Final documents Select ==

Preparatory Work Select ==

DK Zancel




Registration

ltems:

(26777) - Fwd Re Turkish National Archives B View More Actions

— Reagistration Metadata

Subject: *
Fwd: He: Turkish Mational Archives

MNotes:

[] Confidential

Register
Destination File: *

Select

Category: *
outgoing |#



2

) 27th General Assembly -

-j Candidature Committee Select == -‘1 Preparatory Work

-"‘| Credentials Committee Select ==

-j Final documents Select ==

-"‘| Preparatory Work Select ==

K Cancel
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My Dashboard

&b = £ B

My Repository My E-mail My Registrations My Content  F

» Navigation

[= File Plan
E' Current Archives
EH]‘I Governance
| EU‘I 01 General Assembly
| E}'ET’Lh General Assembly
| I:I Candidature Committee []
I:I Credentials Committee
|:I Final documents
P E’-‘F’repaatnw Work
-~ [01.02 Counci
D 01.03 Bureau ]
|:| 01.04 Director-General
I:I 02 Regulatory Actraty
I:I 03 Planning
|:| 04 Management

|:.l Mew Series

4 New File

Iﬁ Lpload IL“’ Import

File Plan = [= Current Archives = [= 01 Governance > [— 0
[= Preparatory Waork

&. Draft Record

(267 77) - Fwd Re Turkish National Archives
Registration Number: 2012-000322

Category Outgoing Registration Date: Fr 27 A

1999-01_Publications-Procedures.pdf
Registration Number: 2012-000271

Category Incoming Registration Date: Thu 29 |



Reqgistration Mumber: *
2012-000322

£3

Registration Date:
271472012

s L AL E
LA L Ihall

Upload Date:
271472012 288

s L AL E
LALAY A

MName: *
Fwd: Fe: Turkish Mational Archives

Subject: *
Fwd: Re: Turkish National Archives

Author: *
Maria Mata Caravaca

Whriter:

Sent date:
20/4/2012 233

s L AL E
LA Lrd Ihll

*

Recipient Mame:
Aparna Tandon

Recipient Address:
at@iccrom.org
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ICCROM of Cultural Property My Dashboard My Repository My E-mail My Registrations
Archive
m Mew Series Gl Mew 3ub File Iﬁl Lpload

» Navigation

: selected ltems...
[— File Plan

[= Current Archives

r—_l 01 Govemance t Up | FilePlan » = Current Archives
- [0 02 Regulatory Activity

- [0 03 Planning Select ~

I:I 04 Management [] %

I:I Historical Archives 'L,J 01 Governance |
|:| Semi Active Records Created by: Maria Mata Caravaca Modified

0 &y 02Reguitory Activity
> Tesn [ Created by: Maria Mata Caravaca Modiied
Holds - | 03Planning
Created by: Maria Mata Caravaca Modified
[] -

i 04 Management
Created by: Maria Mata Caravaca Modified
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ICCROM of Cultural Property My Dashboard My Repository My E-mail My Registrations My Conter
Archive
|:;l Mew Folder m MNew 3ub File Upload IL“"' Irr

» Navigation
Selected ltems... -

[ File Plan
E'-' Current Archives
. E}D‘l Governance t Up | File Plan = [= Curent Archives > = 01 Governance >
. E'-'EI‘I 01 General Assembly = Preparatory Waork

E'-' 27th General Assembly
' |:| Candidature Committee Select -

[T Credentials Committee O R _ i
I:| SV (12131) - Oggetto un questionario sul fenomeno d
: Unique Record Identifier: 2012-0000012131

E Preparatory Work
- [0 01.02 Council [] 1 (12136) - Re Oratory of XL martyrs Roman Forum
- [[101.03 Bureau ' Unique Record Identifier: 2012-0000012136
01.04 Director-General
O [] (23792) - Appuntamento
I:I 02 Regulatory Activity ]
|:I 03 Planning Linique Record Identifier: 2012-0000023792
|:| 04 Management [l . & Draft Record
[0 Historical Archives  (23793) - Fwd Ica | New eBook Museum Retailing

(21 Semi Active Records | Modified on: 25 April 2012 By: Maria Mata Caravaca



% File

Metadata

Created: Tue 03 Jan 2012 11:17:27
Creator: Mmc

|dentifier: 2012-0000001101
Mame: 27th General Assembly
Description: 2011

Fermanent: Mo

Mumber of Subfile: 1

Transfer to records centre: Thu 01 Mov 2012
Disposal date: (Mone)

Transfer to historical archive: (MNone)



Transfer date to records centre

Transfer date

Transfer date to historical archive

Disposal date

< April 2012
Su Mo Tu We Th
12|34 |5
8 9 10 11 12
15 16 17 18 19
22 23 24 25|26
29 30

Fr

13
20
27

Sa

14
21
28

< | April 2012

Su Mo Tu We Th Fr
1|8 | &5 |6
g9 101 12| 13
15 16 17 18 19 20
22 23 24 25|26 27

| »

Sa

14
21
28

< April 2012

Su Mo Tu We Th Fr
HE AR BE. NE-HE.:
g 'S [0 11 1293
16 16 17 18 19 20
22 23 24 25126 | 27
29 30

¥
Sa
14

21
28

Add Cancel




Mail ‘ Properties | Personalize | Message Source | Discussion Thread |

From: <reqgistration@iccrom.org:=
To: Maria Mata Caravaca; Roberto Mahum
Subject: List of items scheduled for archiving in the current month

The following list of items will be stored in Semi Active Records in the current month:

Mame: Candidature Committee - Location /Current Archives/01 Governance/01.01 Ge



Registration search

Archive: All w

Cat: Outgoing b

Status: All v l:l

Country: All W .

S . . Fegister Search

Document name:

Document subject:

Req. no:

Reqistr. date (from): 22_04-2012

Reqistr. date {to): 31-05-2012

Inventory no:

Classification code:

MNotes:

Sender Name:

Recipient Name:

Keywards:

Full text:

(L search 4 Reset

Cat Status Document name Document subject Country Reg. no Reg. date Classification code

{Current Archives/01 Governa
. !

t | e . 2012000309 | 25/04/2012 EESEEL?SETJH? e
Committee/(23795) - Fwd Pre
Week
{Current Archives/01 Governa

', & EI:?UE?EL?NZ:;?HEE Fwd: Re: Turkish 2012-000322 | 27/04/2012 General Assembly/27th Gene

Archives

Mational Archives

Assembly/Preparatory Waork!/
Fwd Re Turkish Matinnal Arcl



Er =5 2 =5 - Q |

My Dashboard My Repository My E-mail My Registrations My Content  File Plan  Reagister Search

mwewSeries GNEWFHE Uplnad rj’lmpnr’t |'_’.'1"iEHpc-rtAJI Eﬁﬁ.ep

t Up | File Plan > = Current Archives > [= 01 Governance > [©= 01.01 General Assembly > [ 2
= Preparatory Work

Mission-Report. Roma-InterPARES-Sep2011 .pdf
Registration Number: 2012-000311
Category Incoming Registration Date: Fri 27 Apr 2012 06:39:54




Location: File Plan > [ Current Archives > [ 01 Governance > [ 01.01 General Assembly > [ 27th General Assembly > [ Pre

Mission-Report Roma-InterPARE S-5ep2011.pdf Metadata

t] ~+—— |*|| 72% |¥||| Fullscreen || Maximize |

|[dentification and Status

Registration Number: 2012-000311

(&E Registration Date: Fri 27 Apr 2012

MRSSIOH RERORT 1CCROM
{Action: Infarmafian only) Seen By: Mmc

Ta: MEO Date received: Fn 27 Apr 2012

From: Maria Mats Caravacs
CiC: PA Db 2511022011

Date of original mail: (None)
Bubjecl: Attendances to a ane-day mesting of the InberPARES 3 Baly Projec

Country: Haly Registration number of original mail
Mace: Rorme
Dakes of activity: 13 Septerber 2011 (None)

Mame: Mission-Report_Roma-
SUMmARY InterPARES-Sep2011

On 13 Saplamber 201 1, Maria Mata Carmaca attended a one-day
mesfing of the InerPARES 3 TEAM Project, which was . . :
organized in Fome. m.mwmm up-date of Subject: Mission-Report_Roma-

ICCROM's records management project InterPARES-S5ep2011._pdf

The meefing ceall with the fallwing topics: References Manage

1. InterPARES Summit in Barasiana (Oclober 20111). An InbarPARES TEAM Iltaly
rnember will atlend the Summik. This member will presernt TEAM Haly case
sludies progress, and the new lechnical rules for digital presansation From other records
alabarated by DigPA (Ent= Mazianale per la Digitalizzaziene della Pubbiic
Amministrazione). These rules reflect InberPARES principles and OAIS

standard (Open Archival Information Syssemi). Mo references exist

. Summing-up the shudy on the preservation of the proteanl register.

To cther records

recards. InterPARES and ICA-SAE [Section for Anchival Educalion) have
produced e-leaming modules an digitsl presenation. Thess moduilss wene g
sent to InberPAREE mesmbers fee comments and will be presanisd b the ICA | Supersedes Mission-
Congrass in Australia in 8012 | Report Roma-

. Summing-up TEAM Italy case sludies. Ms. Mata Caravacs gave an up-dabs of InterPARES-Sep2011-
ICCRO s rsconds: managemen projecl. Prograss on the software v2 doc
custornization and siticalities encourdered were explained. ;




References

From other records

Mo references exist

To other records

supersedes Mission-
Feport Roma-

InterPARES-Sep211-

vi2.doc

Manage
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Archive

Site Dashboard | File Plan | Records Search | Members

New Reference

Link to Record: *

L] /Current Archives/01 Governance/01.01 General Assembly/27th General Assembly/Cand
InterPARES-Sep2011+2 doc

Select

Relationship: *
SupersededBy / Supersedes R

reate ancel
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Software Customization:
SETBACKS

- Underestimation of the project complexity
and costs by the software company

- Incoming registration workflow not analyzed
in detail
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Software Customization:
SETBACKS

- Unforeseen functionalities
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Software Customization:
SETBACKS

- 2bugs: CIFS and IMAP



ICCROM ARCHIVE

The ICCROM Archive
Service. The function :]

ICCROM institutional
They cover the period

Archive holdings

The ICCEROM Archive

activities and functions
technical support, train
Assembly, Council an

Records in the Archive
meetings, reports, poli

Save As

Save in:

Type a qi

I Mmc

Lﬂ@TﬂlﬁXﬁ'TﬂﬂlE'

D

My Recent
Documents

My Documents
58
My Computer

<

My Metwork
Places

IC) Governance

IC)Programmes

File name:

ICCROM ARCHIVE.doc

Save as type:

Word Document (*.doc)

IS

files, and architectural records. In addition to the paper-based records, the Archive houses
a large quantity of non-textual records, such as photographs (slides, prints, negatives) and
video and audio tapes. A small proportion of the photographic collection, including
architectural drawings and plans, can already be accessed on this web-site, through the

Image Archive.
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My Dashboard My Repository My E-mail My Registrations My Content  File Plan  Regist

Browser

v Documents
I'm Editing
My Favorites

» Repository ]

:E' Repository
|:| Data Dictionary
|:| Guest Home
|:| Imap Home
I:I Inventory ]
I:I Register
I:I Sites I
I:I System
E' User Homes
E.'J Mmc
E' Governance [
[~ General As
 [Do2nhce
Ij Programmes

@ Create Content... =

m Mew Folder Upload Selected tems... =

Repository = = User Homes > 5 Mmc

Showing items 1- 3 of 3 << Previous 1 Next ==

17 Governance ()

Modified on: Wed 4 Jan 2012 16:09:30 Modified by: Maria Mata Caravaca
Description: (Mone)
= Categories: (Mone)

% Tags: (Mone)

7 Programmes ()

Maodified on: Wed 4 Jan 2012 16:08:23 Modified by: Maria Mata Caravaca
Description: (Mone)

= Categories: (Mone)

% Tags: (Mone)

"7 ICCROM ARCHIVE doc ()

Editing started on: Wed 25 Apr 2012 11:47:26 Editing started by: Maria Mata C
Version: 1.0 Size: 25 KB

Description: (Mone)

=) Categories: (Mone)

g Tags: (Mone)



"8 orline~ =5 INBOX[24]
7.p Favorites | MName = | Subject
arcotech<arcotech@fastwebnet.it> Archivio Torraca

5 Alfresco Dev
&+ Alfresco IMAP

----- & [ lineox | [24]

m Maria Mata Caravaca Home
- b sy Mailbox [2]
............. Iﬁl cent Items
- @ [ Calendar
&8} Frequent Contacts
............. [ Taskist
.. g% 57 Work In Progress [50]
G- & [5] cabinet
- ¥ B Junk Mail [1017]
............. ﬁ Trash [14|:|""|']

[ — ﬁ Mail

............. ﬁ Drafts

& Maria GMail
- g [ INBOX

: - <[5 [Gmail]
(@ Alfresco Dev

{7 Alfresco IMAP

MAMTEMADAMAAAARMMAMAMAEOAREMNRM

Cerimoniale ITLA <cerimoniale@iila.or
Corrado Ruspandini<it79@yahoo.com
Elisa Ortiz<eo@iccrom.org>

Lauriane Lecat<lauriane.lecat@efeo.n
M. Anna Stewart<mas@iccrom.org=>
M. Anna Stewart<mas@iccrom.org=>
M. Anna Stewart<mas@iccrom.org=>
Mailbox ICCROM <iccrom@iccrom.org:
Maria Mata Caravaca<mmc@iccrom.c
Maria Mata Caravaca<mmc@iccrom.c
Maria Mata Caravaca<mmc@iccrom.c
Maria Mata Caravaca<mmc@iccrom.c
Maria Mata Caravaca<mmc@iccrom.c
Maria Mata Caravaca<mmc@iccrom.c
Maria Mata Caravaca<mmc@iccrom.c
Maria Mata Caravaca<mmc@iccrom.c
Maria Mata Caravaca<mmc@iccrom.org>
Maria Teresa Jaquinta<mtj@iccrom.o
monica di barbora<mdibarbora@yahc
Mathalie Florent<Florent@ica.org>
Filar House <ph@iccrom.org=>
SECRETARIA LICEQ CERVANTES <secre
Segreteria ANAI<segreteria@anal.org

Yolanda Jimenez <yolijim@gmail.com:

Concerto Monica Marziota y s1
curriculum Corrado Ruspandin
Fwd: Re: Note to File della visit
Reguest of authorization from
Fwd: Stage

Fwd: Internship request

Fwd: Stage

Fwd: XIV Settimana della cultu
Re: Fwd: Bibliothegue : Rechen
Fwd: Nostra conversazione tel
curriculum Corrado Ruspandin
RE: Istanbul

prova

Re: ICCROM Logo Policy {Instr
Re: URGENT inputs summary L
Fwd: INTI: Boletin sobre Conse
Fwd: [Icad] Mew Book - Wonderful
Fwd: Fw: invito XIV settimana «
[5-fotografie] I: Fwd: Mostra f
[Ica-1] 19th SARBICA Seminar
Fwd: Rapporto Yerevan € x jen
Semana cultural. Nota informa
IIT EDIZTONE SEMINARIO ANAT
prima delle scale
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» Documents @ Create Content.. = ¢ m Mew Folder Iﬁa |pload Selected

I'm Editing tup Repository > = Imap Home = = mmc = =5 INBOX

My Favorites |

Select - Showing items 1-25of 25 | << Previous 1 |

v Repository [l 7 prima delle scale ((24564) - prima delle scale)
E‘EEPGEHGW | Modified on: 30 March 2012 By: Maria Mata Caravaca

I:I Data Dictionary ]

5 Guest H 7 Request of authorization from Arts Asiatiques ((24652
Lues ome

Modified on: 30 March 2012 By: Marna Mata Caravaca

EJ' Imap Home

= mmc [ +.7 curriculum Corrado Ruspandini {{25089) - curriculum Co

' ;E:'IHBCII ' Modified on: 18 Aprl 2012 By: Maria Mata Caravaca

i i Trash [l 77 Fwd: XIV Seftimana della cultura - Iniziative ICCD (2
nvento

D - tw Modified on: 19 April 2012 By: Marnia Mata Caravaca

_| Register _

|“_—| Sites a E 17 Fwd: Fw: invito XIV setiimana della culltura ((25172) - |

I:I System | Modified on: 19 Aprl 2012 By: Maria Mata Caravaca
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Software Customization:
LESSONS LEARNT

- Functional requirements: workflows
- Software company marketing

- Surplus of 20-40% of budget
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ACHIEVEMENT (2011)

Phase 4. Records management manual:

- Records management policy
- Records management procedures
- Digital preservation and access policy
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NEXT PHASES (2012)

Phase 2. Records management software:
Customization / Implementation

Phase 3. Staff training
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CONCLUSIONS

* Project complexity

« Support from the Management and staff

* Fruitful communication with IT people





