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1.  
Introduction

1.1 
The Common Services Task Force Working Group on Archives and Records Management, WGARM, will be seeking proposals from qualified vendors to develop a Strategic Plan for developing and implementing a Digital Archives Programme [DAP],  within United Nations Participating Organizations [UNPOs]
 based in New York.
1.2
This project is the first of two phases required to design and implement digital archives capacity within the UNPOs. This phase will provide an assessment of current digital records functionality and requirements, identify DAP specifications, define standards, propose models and establish an implementation plan.   Phase Two, the subject of a separate project, will implement the framework and begin the necessary technical and operational activities to enable digital archiving through the DAP.

1.3
If your company is able to provide the type of service as described herein, you are invited to submit information and materials for review by fax (212-963-0377) or email (montelibano@un.org and copied to: dmueller @unicef.org), with hard copies sent via Courier Service, i.e. DHL, Federal Express, UPS, to the address noted below.  In order Please do not send material via  US Mail or US Express Mail due to delayed delivery.   The response to this Request for Information [RFI] must be received by 31 October 2002, Close of Business  and addressed to: 

Grace Montelibano

Procurement Officer

Headquarters Procurement Section

Procurement Division

304 E. 45th St., Room FF-209

New York, NY 10017

Upon review and consideration of the information and materials submitted, WGARM will establish a shortlist of firms to receive a comprehensive Request for Proposals, RFP.

2.  
Background and problem statement

2.1 The United Nations Common Services Task Force is a senior level management group composed of representatives of various UNPOs.  The WGARM reports to the Task Force and provides a forum for co-ordinating the archives and records management programmes and activities throughout the UNPOs. 

2.2 Until recently, archival programmes have focused largely on materials that exist on paper. This project stems from UNPOs commitment to build capacity within their organizations to preserve and make available those records with long-term value that are created and maintained in digital form.   Today, most records in the UNPOs are created, but often not reliably managed, in digital form in the desktop environment.  Therefore, digital records of long-term value, both "born-digital" as well as "born-again digital" materials
, are not captured and appropriately preserved.  This creates significant risks since critical organizational records maybe lost, not accessible or only recovered at a high cost.

2.3  Generally within UNPOs, records are defined as all material "regardless of physical form, created or received … in connection with or as a result of the official work of the United Nations" and "are the property of the United Nations
."  In addition, Archives and Records Management “shall be responsible for establishing policy and procedures for records and files management throughout the Secretariat. These include preservation and servicing of archival records of the United Nations, both paper based as well as electronic, that should be preserved because of their administrative, legal, historical or other value as evidence of the official business of the United Nations
.”   In this regard, the Archives Section “shall maintain, preserve and repair the archives and non-current records of the United Nations and shall arrange and describe the archive groups and prepare finding aids to make them available for use.”

2.4 Generally although Archives and Records Management programmes are charged with the preservation and access of core organisational records (including electronic) of long term value, they lack the resources or capacity to apply this to the evolving digital working environment.
2.5 Within a UN organizational context, each UNPO has separate administrative and technical environments as well as distinct cultures and have begun to address such issues as email policy, disaster recovery, appraisal and retention schedules  and long term digital storage, with varying  capacities, resources and expertise.  The UN Secretariat, the largest member of the Task Force, operates the United Nations Archives and Records Section while the other UNPOs, e.g. UNICEF, UNDP, UNOPS, UNFPA, have Archives and Records Programmes of various magnitude.  Likewise, the UNPOs have substantial but separate IT environments each with different infrastructures, information systems and applications.  

2.6 The DAP, therefore, must have policies, standards, requirements and specifications that can be applied to various organizations with different infrastructures, resources and budgets, must be able to be applied in phases or over a period of time, take into consideration the international and multi-lingual environment and include models for both separate and co-operative repository networks and services. This ‘open model’ approach will increase the acceptance, implementation and long term effectiveness of the DAP as well as reduce the duplication of efforts by the UNPOs to establish their own such programmes now or in the future.  
2.7  
Several key questions to be answered through this project:    
· How should archival records be identified when they are created? 
· What are the best strategies and approaches for storing, preserving and retrieving digital materials of long-term value?  
· What are the appropriate formats and data structures to support long-term preservation and access to archival materials?  
· What are the requirements to support retrieval, maintenance and access of archival materials over the long-term?  
3. The Strategic Plan 

3.1
The Strategic Plan is composed of three elements:

· An assessment and analysis of current digital records functionality within the UNPOs including the business context in which records are created, the general record keeping requirements and the capabilities (existing policy, practice and technology) relating to the identification and preservation of digital records. 
· Design a DAP framework which includes a comprehensive set of DAP standards, specifications and requirements as well as identify various electronic record management, document management and digital preservation strategies and make proposal(s) of appropriate model(s).  The Digital Archives Programme further described in item 4 below. 

· An Implementation Plan that describes a high level approach linking the current technical and administrative infrastructure to the proposed DAP.  The plan must be scaleable and include maintenance strategies.
3.2  
At this stage the Strategic Plan’s primary focus is records created or received in New York UNPOs’ offices.  However, the Plan will also identify any issues concerning the preservation and management of digital records created or received in UNPO offices outside New York
  if they are integrally related to business processes or operational performance.   However, the major issues related to records created or received in other locations not addressed by the scope of the plan should be noted and potential additional estimated costs identified if the project size were increased to cover other UNPOs locations .
4.
 The Digital Archives Programme 
4.1
The Digital Archives Programme will be a combination of policies, procedures, standards, specifications and technologies that ensure that UNPOs have appropriate access to archival
 materials that are created in digital form.  The DAP will provide guidance to personnel for appropriately disposing of digital information such as email or electronic documents either through depositing those assets in the custody of an archives facility or by disposing of the information when it is no longer needed by the organisation.   The most important function of the Archive Programme will be to ensure that digital information of long term value to the UNPOs are appropriately captured, maintained and made available as a corporate resource. 

4.2
The objectives of the DAP are to: 

· Establish Guidelines, Policies and Standards related to Digital Records policy and practice;

· Establish minimal Standards, Requirements and Specifications for software and network related to digital records technology;

· Create an implementable framework that can be applied by the UNPOs to establish or sharing in the use of Digital Archives Facilities;

· Ensure long term preservation, maintenance and access to digital records of archival value.

4.3
The DAP enables business units to identify archival records in digital formats at the beginning of their life cycle.  The DAP ensures that those records are able to be registered within a recordkeeping system and appropriately indexed for retrieval and use.  The DAP ensures that all elements of a record of long-term value are able to be captured and maintained and ensures the continued authenticity and completeness of the record.  Finally, the DAP ensures that records are able to be adequately stored and preserved in a way that ensures their long term accessibility and use. 

4.4
It is expected that the DAP will have components that interact with records throughout their life cycle including guiding the creation of records of long-term value, registering and indexing, applying appraisal and retention requirements and ultimately ensuring that the records are appropriately preserved and made accessible.  

5.
Project Activities and Deliverables

5.1 The successful vendor will be required to conduct an assessment and analysis of current practices used to preserve and manage digital records as well as review a sampling of those records (Annex 1) with a view to establish user and record keeping functional requirements.   In this regard, the vendor will work closely with information technology staff, Records Managers as well as business and operations staff of UNPOs.

5.2  The project will be divided into 7 Activities each with its own Deliverable, see Annex 2 for a summary of activities.

Activity 1  Establish Project Management Infrastructure and Plan of Work;

Activity 2  Survey to establish current recordkeeping functionality and requirements including review and assessment of policies, procedures, approaches, initiatives and best practices related to digital records (listing of formal policy to be provided) as well as conduct a sampling of digital records and their business context (annex 1, sample);

Activity 3  Inventory current Information Management data bases, applications and technical platforms related to digital records and establish their core characteristics (indicative listing of mission critical systems to be provided);  

Activity 4  Develop and establish comprehensive specifications, requirements and standards for DAP and propose appropriate models;
Activity 5  Prepare a DAP Implementation Plan linking the current core records and information systems to the  proposed DAP including policies, practices and business standards and a cost benefit and risk analysis. 

Activity 6  Communicate and market the DAP to appropriate groups;

Activity 7  Prepare a Work Plan for implementing the DAP which includes schedules, activities and deliverables which will be used to develop and RFP for Phase II.

  6.
RFI Format and content requirements

Vendors will respond to the RFI in the following format:

· Cover Sheet (Annex 3);

· One Page descriptive summary outlining the company’s history, experience and business related matters, such as size of company, financial matters, number of clients etc.  (Annex 4);

· Statement of qualifications identifying the relevant skills, experience, knowledge and relevant project management methodology (Annex 5);

· Names, addresses and contact information of at least three customers where relevant work has been performed.  The vendor will provide a brief description of the work conducted for each customer reference (Annex 6);

· Vendor comments of Activity 1-7  (annex 7).

7. 
Shortlist criteria:

The vendor must complete annexes 3 - 7 as noted above in order to be further considered for review and shortlisting.  In reviewing the documents and materials submitted, WGARM will consider the following areas:

7.1 Qualifications

· Demonstrated awareness of and understanding in the fields of archives and records management, information management and electronic records management 

· Well-developed project management methodology that addresses status reporting, risk analysis and change management.

· Description of company’s process for quality assurance and control 

7.2 
Experience 

The vendor must have experience in developing strategic plans for the management of information resources, particularly the long-term preservation and access of digital information resources which are :

· Exemplified by the narrative description of company’s experience, greatest strengths, successful projects and personnel;

· Demonstrated by archives, records management, information management and technology experience of the vendors personnel;

· Demonstrated by examples of other strategic plans developed;

· Supported by positive references where the vendor has performed similar work for other organisations, within last five years.  Experience working for an international, educational, non profit or cultural organisation should be clearly identified. 

7.3 
In addition, the following  areas will also be reviewed: 

· Size in staffing and sales, and financial viability;

· Firm’s history; client projects in past 12 months  

· Capability to operate competitively in New York

· Response to the RFI which demonstrates knowledge and understanding of Activities and Deliverables; and 

· Others as may be required by the Procurement process.

8.
Schedule 
Anticipated schedule subject to approvals and authorisations:  

· Issue EOI/RFI                  

Early Oct         

· RFI response


End Oct   

· RFI evaluation/shortlisting
Mid November      

· Issue RFP                    

Mid December           

· RFP response              

Mid January  

· RFP evaluation           

Early February  

· Contract award        

End February     

· Project start up            

Early March

9. Other 

If your company is shortlisted, you will receive a comprehensive RFP and may be requested to participate in an interview process.  A sample copy of a typical UN contract is attached for reference purposes.   

If you have any questions, please contact Ms. Grace Montelibano, Procurement Officer, 212-963-8958 or fax at 212-963-0377.

Attachments 

Annex 1 – Example scope of interviews and sampling areas

Annex 2 - Summary of Activities and Deliverables

Annex 3 - Cover Sheet – Intent to respond

Annex 4 - Company history and Business Related matters

Annex 5 - Qualifications

Annex 6 – References

Annex 7 – Vendor comments

Annex 8 - Sample UN contract

� The United Nations Participating Organisations are those organisations within the United Nations community that are members of the Common Services Task Force including, United Nations Development Programme [UNDP], United Nations Population Fund [UNFPA], United Nations Children’s Fund [UNICEF], United Nations Office for Project Services [UNOPS] and UN Secretariat [UNSEC].


� "Born Digital" are those materials that are created digitally, such as electronic mail messages, word processing documents, records in an electronic database. "Born-again digital" are those materials that have been transformed from an analogue or other format to a digital format through processes such as digital imaging.


� paragraph 9 of ST/AI/326 dated 28 December 1984


� paragraph 2 of ST/SGB/242 dated 26 June 1991


� par. 2 of ST/AI/326 dated 28 December 1984


� Where additional information or clarification is required on systems related to NY activities or mandates which are maintained in other locations [e.g. Geneva or Copenhagen] conference calls will be arranged where useful.


� The term "Archival" materials are those records and documents that have been identified as having continuing value to UNPOs because of the evidence they provide of an activity, decision or action or because of the information they contain.  Archival materials are retained and preserved for future access and use by the UNPOs and by external researchers.  Archival records represent a small subset of the total volume of records created and maintained by the UNPOs.


  





