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編者的話： 

澳門大學檔案館於 2021 年 6 月成立以來，根據澳門特區政府有關檔案管理的規定和要求，開展了諸如檔案整理、分
類歸檔、庫房建設等一系列卓有成效的業務活動。為了更好地開展大學檔案管理工作，從本期起不定期地發佈檔案工
作通訊，以便更好地加強與政府有關部門和校內各單位之間的溝通以及檔案管理人員之間的交流。 

Editor's note: 

Since its establishment in June 2021, the UM Archives has carried out a series of fruitful activities such as archives cataloging, 

filing, and warehouse construction in accordance with the regulations and requirements of the Macao SAR government on 

Archive Management. In order to better carry out the university Archive Management work, the archives newsletter will be 

released irregularly from this issue, to better strengthen the communication with the relevant government departments and various 

units in the university, as well as the exchanges between the Archive Management personnel. 

 

 

   

澳門大學成立檔案館 

澳門大學於 2021 年 6 月 15 日舉行“澳門大學檔案館
揭幕儀式”，標誌正式投入使用。該檔案館主要收藏及
保管澳大的檔案資料，為具價值的澳大文件提供安全及
完整的有效保存。 

揭幕儀式由教育及青年發展局高等教育廳廳長許嘉路，
文化局澳門檔案館館長劉芳，澳大校長宋永華、副校長
馬許願和蘇基朗、圖書館館長吳建中及行政總監陳麗明
主禮。宋永華致辭時表示，2020 年 8 月澳門特區政府
頒布關於處理政府檔案的相關行政命令與批示正式生效
後，澳大從全校層面立刻開展了大規模的檔案管理工
作。澳大與澳門檔案館會繼續緊密合作，依法依規地做
好檔案管理的各項工作。 

儀式同場，檔案館展出數十件與澳大相關的珍貴檔案，
當中包括修改澳門大學章程會議紀錄、澳門大學議庭會
議及校董會聯席會議紀錄、針對大學擬於珠海市橫琴島
興建主體校園建議書等，讓校內師生更了解大學的發展
歷程。 

澳門大學檔案館設於該校圖書館南翼副樓，上下兩層，
共 800 平方米。館內設有密集檔案庫、加密庫房、閱覽
區、消毒區、接待區和檔案整理工作區。整個檔案館根
據各項有關規範和要求，實現恆溫、恆濕、保安、防災
等措施。 

 

 

 

UM inaugurates University of Macau Archives 

The University of Macau (UM) held an opening ceremony for 

the University of Macau Archives on 15 June 2021, which is 

designed to house and preserve university records and relevant 

information at UM. 

According to Rector Yonghua Song, since the relevant 

executive order and dispatch on the handling of government 

archives issued by the Macao SAR government came into 

effect in August 2020, UM has begun the process of collecting 

and organizing its archives throughout the university. UM and 

the Archives of Macao will continue to work closely together 

to ensure that all record management work is carried out in 

accordance with the law and regulations. 

The University of Macau Archives is located at the south wing 

of the UM Library. It has two floors with a total area of 800 

square metres. The facilities include a compact shelving area, a 

special room for special archives, a reading area, a disinfection 

area, a reception area, and a work area for file organization. The 

Archives is equipped with constant temperature, humidity, 

security and disaster prevention measures in accordance with 

the relevant regulations and requirements. 
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完善大學的檔案保管制度 

檔案館主要收藏及保管澳大的檔案資料，為具價值的澳大
文件提供安全及完整的有效保存，同時協調各行政部門收
集、整理、歸檔、保存及處置所產生的文件，確保大學檔
案資源之完整性、真實性、可用性及安全性，並便利其檢
索與使用。 

為了更好地做好檔案管理工作，澳門大學於 2020 年 10
月建立檔案管理工作小組，以跟進第 111/2019 號行政命
令之檔案處理相關事宜及作出在校內執行其法例之指引﹑
建議。至 2022 年 4 月，工作小組已召開五次工作會議討
論檔案相關事項，並已收集到七個行政部門提交的首批檔
案數據，總數量約 12,000 條；由檔案管理工作小組草擬
的《澳門大學檔案管理指引》已於 2022 年 4 月正式公
佈，同時澳門大學檔案館網站也正式上線。此外，新引進
的“檔案管理系統” 計劃於 2022 年 6 月推出，供校內各
部門使用，“校史數字記憶”項目亦將整合到該系統內。 

 

 

 

 

 

Optimizing the University’s Archive System 

The Archives mainly collected and preserved the archives of 

UM, and provide a safe, complete and effective preservation 

system for valuable UM documents. At the same time, it served 

the objective of coordination among different departments on 

the collecting, sorting, filing, preserving and disposing of 

documents to ensure the integrity, authenticity, availability and 

safety of these archive resources as well as to facilitate its 

retrieval and use.  

The UM Archive Management Core Workgroup was 

established since October 2020 to follow up on matters related 

to archives processing under Executive Order No. 111/2019 

and to make guidelines and recommendations for the 

implementation of its laws on campus. Until April 2022, the 

workgroup has held five working meetings to discuss archival 

related matters and collected the first batch of data submitted 

by seven administrative departments, with a total number of 

about 12,000 files. In addition, the “University of Macau 

Guidelines for Archive Management” was announced in April 

2022 and the “Archive Management System” will be launched 

in June 2022 for the usage of UM departments. The “Digital 

UM Gallery” project prepared by the UM Archives will also be 

integrated into this system. 

 

 

澳門大學獲贈馬許願教授個人手稿及檔案文獻  

澳門大學副校長馬許願教授向澳大捐贈個人手稿及檔案
文獻，捐贈儀式於 2021 年 11 月 23 日在大學展館舉
行，澳門大學校董會主席林金城博士、澳門大學校董會
成員林綺濤女士、澳門大學校長宋永華教授、榮譽學院
院長黎寧教授、圖書館館長吳建中博士、澳門國際研究
所代表盧文輝先生以及校內教授等出席捐贈儀式。 

澳門大學校長宋永華教授代表大學接受個人手稿及檔案
文獻，副校長馬許願教授向嘉賓致送由澳門大學圖書館
編輯出版的《存檔選輯 – 剪報及其他筆記 》。副校長馬
許願教授向來賓介紹了手稿的內容，分享自 1992 年至
2021 年間他在澳門大學親歷的精彩故事、回憶與大學
的發展。 

 
 

University of Macau Receives Manuscripts and 

Archives from Professor Rui Martins  

Prof. Rui Martins, Vice Rector (Global Affairs) of the 

University of Macau, donated his personal manuscripts and 

archives to UM. The donation ceremony was held in the UM 

Gallery on 23 November 2021. Dr. Lam Kam Seng Peter 

(Chair of the University Council of UM), Ms. Anabela 

Ritchie (Member of the University Council of UM), Prof. 

Yonghua Song (Rector of UM), Prof. Rose Lai (Dean of 

Honours College of UM), Dr. Wu Jianzhong (University 

Librarian of UM), Mr. Rufino Ramos (Representative of the 

International Institute of Macao) and many UM professors 

attended the donation ceremony. 

Rector Song accepted the manuscripts and archives on behalf 

of the University. Prof. Martins, the Vice Rector, presented 

to the guests his new book "Selections from the Archives – 

News Clippings and Other Notes", which was edited and 

published by the University of Macau Library. Prof. Martins 

introduced the content of the manuscripts to the guests, 

shared his wonderful stories, memories as well as the 

development of UM from 1992 to 2021.  
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檔案館網站鏈接 Archives Website Hyperlink 

https://library.um.edu.mo/um_archives/ 

   

  

設立《澳門大學檔案管理指引》 

為配合澳門特區政府發出的以下三項指引，大學設立了
《澳門大學檔案管理指引》。  
 第 42/2020 號社會文化司司長批示附件《一般行政

檔案的最終用途指引》  
 《公共部門檔案管理指引》（第一版，2019）  
 《整理積存行政檔案指引》（第一版，2020） 
 
指引摘要：  
 列明指引的適用範圍；  
 明確大學檔案的總則以及澳大檔案管理的工作（即

澳大檔案的開立、利用、保存到最終處置的全過程
管理）；  

 明確澳大檔案管理工作小組的組成以及其職責；  
 明確澳大檔案管理人員的職責及工作要求。 
 
指引已獲校長審批並於 2022 年 4 月 29 日生效。 
以下連結參閱獲審批的指引：  
[For Staff Only] Governance Documentation Repository (GDR) 

Establishment of the "Guidelines for Archive 
Management" 

To comply with the following three guidelines issued by the 

Macao SAR Government, the University established the 

“Guidelines for Archive Management”.  

 Guidelines for the Final Destination of General 
Administrative Records (Instruções para destino final 
dos arquivos administrativos de natureza comum) 
annexed to the Secretary for Social Affairs and Culture’s 

Dispatch No. 42/2020;  

 Guidelines for the Management of Public Department 
Archives (Instruções para Gestão de Arquivos dos 
Serviços Públicos) (first edition, 2019);  

 Guidelines for the Organization of Accumulated 
Administrative Archives (Instruções para a organização 

de arquivos administrativos acumulados) (first edition, 

2020).  

 

The highlights of the Guidelines are summarized as follows:  

 To specify the scope of application;  

 To define UM records and management of UM records, 

i.e. the whole process of creating, using, keeping and 

disposing of records;  

 To define the composition and duties of UM Archive 

Management Core Workgroup;  

 To define the duties and work requirements of UM 

Archive Administrators. 

 

The Guidelines have been approved by the Rector and came 

into effect from 29 April 2022.  

You may refer to the following link for the approved 

Guidelines:  

[For Staff Only] Governance Documentation Repository (GDR) 

 

 

構建檔案館網站 

 

為協助檔案館日常事務運作， 澳大檔案管理小組特與
圖書館系統及資訊科技組合作, 構建了檔案館網站並於
2022 年 4 月正式上線。 
 
網站內容包括主頁、架構、法規指引、檔案管理、網上
展廳、檔案捐贈以及友好鏈接。其中主頁設最新消息
欄，該欄將不定時向外界以及各部門發佈館方的最新資
訊，以加強溝通合作與交流；而架構、法規指引以及檔
案管理內的檔管流程與檔管系統各專頁則適時更新大學
檔案館行政管理業務的設立和運作以及背後所涉及的一
系列法律依據；還有網上展廳也會不時展示可公開的特
色館藏供大眾瀏覽。 
 

Construction of Archives Website  
 

In order to assist the Archives’ daily operations, the UM 

Archive Management Core Workgroup has cooperated with 

the Library Systems and Information Technology Unit to 

build the Archives website and launch it in April 2022. 

 

The content of the website includes the Homepage, 

Structure, Regulations & Guidelines, Archive Management, 

Online Exhibition Hall, Archives Donation and Useful Links. 

Among them, the Homepage displays the latest news 

column, which will release the latest information of the 

Archives to the public and internal departments from time to 

time to strengthen communication, cooperation and 

exchanges. Besides, the webpages of the Structure, the 
Regulations & Guidelines, and the Archive Management 

Process and the Archive Management System under the 

Archive Management demonstrate the establishment and 

operation of the administrative management of the 

University Archives and a series of legal basis behind it. The 

Online Exhibition Hall will also display the special 

collections that can be disclosed from time to time for the 

public to browse. 

 

 

 
 
 
 
 
 
 
 
 
 
 

 

https://library.um.edu.mo/um_archives/
https://images.io.gov.mo/bo/i/2020/21/despsasc-42-2020.pdf
https://www.archives.gov.mo/cn/download/142.pdf
https://www.archives.gov.mo/cn/download/147.pdf
https://webdocs.um.edu.mo/sites/governance/All%20documents/Guidelines%20for%20Archive%20Management.pdf
https://webdocs.um.edu.mo/sites/governance/All%20documents/Guidelines%20for%20Archive%20Management.pdf
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編輯小組 

澳大檔案管理工作小組 

吳建中 陳麗明 許偉達    梁美儀 雷美婷  

胡振強 宋淑芳 鍾淑怡 羅倩兒 胡娉晴 

 

Editorial Group 

UM Archive Management Core Workgroup 

Jianzhong Wu    Annie Chan    Wilson Hoi    

Ada Leong         Michelle Loi    Jack Wu  

Stephanie Song   Suki Chong     Cindy Lo      Josephine Wu     

 

參訪澳門城市大學檔案館及校史館 
 
2021 年 3 月 9 日澳大檔案管理工作小組成員參訪澳門城
市大學檔案館及校史館，得到檔案館館長師麗梅女士和校
史館汪長南顧問熱情接待，同時參觀了檔案存儲庫房(檔
案查閱室、學籍檔案室、數字化加工室)及校史館，並對
城大的檔案管理情況﹑檔案系統的運作等議題進行座談交
流。 
 
 
 
 
 
 
 
 
 
 
Visit the Archives and History Museum of the City 
University of Macau 
 

On 9 March 2021, the members of the UM Archive 

Management Core Workgroup visited the Archives and the 

History Museum of the City University of Macau. They were 

warmly received by Ms. Shi Li Mei, the Director of the 

Archives, and Mr. Wang Changnan, the Consultant of the 

University History Museum, and visited the archives storage 

warehouse (included Archives Review Room, Student Records 

Room and Digital Processing Room) and University History 

Museum. They held discussions on issues of the management 

of CityU’s archives and the operation of the archives system.  

 
參訪澳門科技大學圖書館﹑大學檔案室及校史成就
展廳 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2021 年 3 月 17 日澳大檔案管理工作小組成員參訪澳門科
技大學圖書館、大學檔案室、校史及成就展廳，得到圖書
館館長及資訊科技發展辦公室總監趙洗塵女士的熱情接
待，講解科大的檔案管理及 WeMUST 的運作，並對科大
的檔案管理情況﹑檔案系統的運作等議題進行座談交流。 
 
 
 
 

Visit the Library, University Archives and 
Exhibition Hall of University History and 
Achievements of Macau University of Science and 
Technology 
 

On 17 March 2021, the UM Archive Management Core 

Workgroup visited the Library, University Archives, School 

History and Achievements Exhibition Hall of Macau University 

of Science and Technology. Ms. Zhao Xichen, the Librarian and 

Director of Information Technology Development Office, 

warmly received them and explained the archive management of 

MUST and the operation of WeMUST, and had a discussion and 

exchange on the topics of archive management of MUST and the 

operation of the archives system. 

 

 
來訪 Guests Visit 
 
 
 
 
 
 
 
 
 
中國工商銀行（澳門）股份有限公司辦公室鍾立副主任
一行於 2021 年 7 月 19 日前來澳門大學檔案館參訪，澳
門大學檔案管理工作小組接待，並介紹澳門大學檔案館
建設和檔案管理智能化系統進行分享交流。 
 
Zhong Li, Deputy Director of the Office of Industrial and 

Commercial Bank of China (Macau) Co., Ltd., and his 

delegation visited the UM Archives on 19 July 2021. The UM 

Archive Management Core Workgroup has received them and 

shared experiences on the construction of the UM Archives 

and the intelligent system for archive management.  

 

 
 

 
 
 
 

 

 
 

 

 

 


