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STATEMENT OF WORK
1.    Purpose
1.1.  The United Nations Secretariat needs to take timely steps toward establishing a trustworthy recordkeeping system that can integrate rapidly proliferating digital records into its archives and records management programme.  To achieve this objective, the Secretariat requires assistance in planning and implementing an Enterprise Digital Archives System or systems (EDAS) for its New York offices and/or broader family of UN offices in an integrated information management and technology environment, using a centralized, distributed or hybrid architecture.  Subject to approval and funding, the project will consist of three possible phases: strategic planning, local implementation and extended implementation beyond New York.  This RFP seeks bids on Phase 1.  

1.2.  This project stems from the commitment of  United Nations archives and records management (ARM) professionals to early risk avoidance measures as a result of recent changes in recordkeeping requirements, namely:

· the need to capture, manage, maintain and, as necessary, refresh and migrate legacy digital records to ensure their long-term availability and accessibility.

· the need to accommodate drastic changes in work patterns resulting from technological applications in the United Nations environment.  

· the need to make non-ARM managers and staff aware of the risks connected with inadequate recordkeeping practices and the role of ARM in establishing risk avoidance measures.

· the need to invest considerable effort in business systems analysis; risk and risk priority analysis; articulating operational, information management and technological requirements; reaching agreement on mandatory functional requirements for recordkeeping systems; cost-benefits analysis associated with ARM interventions and building the business case; and constructing the plan and budget for management approval and funding.

2.    Recordkeeping Systems
2.1.  The term ‘record’ is used in this document to refer to “recorded information, regardless of form or medium created, received and maintained by an agency, institution, organization or individual in pursuance of its legal obligations or in the transaction of business.”
  Virtually all automated information systems create records that organizations are obliged by law, policy or good professional practice to capture, appraise, maintain, manage and preserve or dispose of in trustworthy recordkeeping systems.  Most are ‘recordmaking’ systems, but few are trustworthy, as they lack the rigorous functionality required of such systems. 

2.2.  The term ‘recordkeeping system’ is here used in its broadest sense, not as a documents or records management software package or even as an automated system. (Recordkeeping systems may or may not have automated components.)  Rather, it encompasses the breadth of arrangements that laws and sound management practice require of an organization to enable its efficient operation, accountability, integrity of audit trails and institutional memory.  The humans and human skills, policies, procedures, traditions and practices, automated and other systems, storage facilities, security and other standards that together provide for the identification and management of recorded business documentation as records – created and recorded in the conduct of business, or received from outside - comprise the entirety of the system, which provides for their controlled capture, the assessment of their relationship to organizational business processes and other records, appraisal as evidentiary and information assets, use, preservation, future accessibility, and disposition management. Although ‘recordkeeping systems’ are qualitatively neutral,. a ‘trustworthy recordkeeping system’ ensures the integrity of both the environment in which records are managed and the records themselves.  These terms apply to records irrespective of their presentation or storage media.

2.3.  The dilemma facing organizations today is the fact that most records are created, but unmanaged, in digital form.  This creates significant and unnecessary costs in terms of office equipment and space, particularly where digital records are duplicated in paper format (where possible and where staff take the time to do it).  Large volumes of records do not even receive that treatment, because staff do not recognize their documents as records, cannot be bothered or do not want certain documents to be kept as organizational records.  The management of multi-media documents presents additional challenges.  Textual and voice annotations have been a standard feature of Microsoft Word for Windows® for the past few years, and it is only a matter of time before knowledge workers discover the advantages of using these facilities.  Yet, such annotations are hidden until they are brought forward by the reader’s VIEW/Annotations menu and will not necessarily appear when the document is printed.

2.4.  Until very recently, most organizations have not addressed electronic records issues.  As a result, both their paper and digital records are incomplete, inefficiently managed and inadequate for the needs of programme officers requiring associated information.  Many modern organizations are attempting to reduce these risks by requiring new systems to incorporate rigorous recordkeeping functionality built to assure trustworthiness, by fixing existing systems and by creating overarching digital recordkeeping systems into which records can be transferred from other systems.  It is the purpose of this RFP to begin addressing this set of issues in the United Nations.

2.5.  Enterprise Digital Archives System (EDAS)

2.5.1. Within the context of this RFP, the EDAS should be planned as an automated system(s) for capturing, managing and providing ready access to United Nations’ documents and other information objects in digital form with continuing or permanent value over an extended period of time (many decades). The EDAS should also provide bibliographic, metadata and physical-location linkages to non-digital records.  As is the case in most other organizations, these archival records will amount to less than 10 percent of the Organization’s total volume of records, as the remainder will have been destroyed according to established disposition management procedures and retention schedules.   

3.    Project Phasing
The project will occur in three phases – a planning phase and two implementation phases. 

3.1.  Phase 1, Planning
During Phase 1, various organizational models and information and technology architectures will be analyzed in connection with strategic planning for an EDAS capable of assuring trustworthy recordkeeping in the United Nations.  A calendar for the submission of bids appears as Annex 1.  Tasks associated with developing the plan will assist the United Nations in addressing strategic options for an EDAS and in articulating its functional and technical requirements.  The latter should  include cost/benefits analyses for centralized, distributed and hybrid architectures relating to the  delivery of digital archives services.  Architectures apply to various operating environments: 

1) the Secretariat in New York; and 2) among approximately 20 New York-based offices/agencies participating in the United Nations common services initiative as part of current administrative reform activities (participant list appears as Annex 2).  Development of an implementation plan for the operating environment selected will be included in Phase 1.  The plan must be developed within the context of the United Nations and address the challenges of the Organization’s global but decentralized bureaucratic, cultural and information technology environment.  While there is no comprehensive inventory of UN information technology hardware and software, a partial, illustrative listing appears as Annex 3.  This RFP is the subject of Phase 1 and covers only that phase. 

3.2.  Phase 2, Implementation 
Phase 2 will implement the plan developed in Phase 1.  In order to ensure timely execution of Phase 2, it is essential that bids on Phase 1 planning work be completed in time for preparation of the UN biennium budget in September 1998.  Subject to approval and funding, Phase 1 planning tasks will begin in January 1999 and finish within approximately four months.  To ensure a rational and realistic plan, firms bidding on Phase 1 are invited to partner with others as necessary to provide the necessary skills.  Subject to management approval and funding of Phase 2, the implementation phase will commence in the fall of 1999.  Respondents should note that the United nations reserves the option to disallow the contractor selected for Phase 1, who would essentially be designing the Scope of Work, from competing for the implementation of Phase 2.

3.3.  Phase 3, Extended Implementation
Depending on the outcome of trials in Phase 2, this phase will plan and implement what is referred to below as the Extended Model, where EDAS extends to agencies and offices physically located outside the United States.  Although implications of the Extended Model will have been considered during Phase 1, this model will not be implemented in Phase 2.

4.    Background Statement

4.1.  General. Drastic changes in the order of world politics, economics and trade have occurred during the 1990s.  Unimpeded global commerce and international interdependence characteristic of the Twentieth Century’s final decade – in combination with almost equally awesome transformations in information technology (IT) and communications - have significantly altered the way in which information is created, captured, used, shared, preserved and recycled for future use.  New opportunities, however, demand new requirements.  

4.2.  UN Programs.  The United Nations has not escaped these welcome but tumultuous changes.  Rather, it has been catapulted into a more challenging and unrehearsed role.  Among the challenges to  its traditional programmes and services are: 

· increasing pressure for multi-national government cooperation in trade, development assistance and peacekeeping in world trouble spots.;

· the emergence of novel and complex peacekeeping tasks for which there are no models or room for mistakes and which require integrity of the institutional memory for use of United Nations leaders at Headquarters and in the field;

· enormous opportunities and challenges in responding to the needs of new and emerging nations whose economies are no longer heavily fueled by competing Cold War forces and which require the best use of “on-the-fly” lessons and institutional memory;

·  removal of many technological barriers to international cooperation through quickly expanding global communications networks and tools that can significantly facilitate international commerce and cooperation;  

· rethinking of long-established patterns of development and technical assistance and revenue and budgetary practices; and

· growing awareness regarding benefits from self-examination, purse tightening, operational streamlining and administrative reform and the potential role of shared digital archives in supporting such initiatives.  

4.3.  UN Program Support Services:  Common Services Initiative.   Many United Nations agencies carry out similar administrative support activities independently.  A number of physically proximate agencies are seriously considering ways in which savings and improved coordination can be achieved through the use of common services.  In New York approximately 20 offices and agencies have participated in a “Common Services”(CS) Task Force under the Assistant Secretary-General and Executive Coordinator for Common Services for the exploration of such possibilities.  This group has, in turn, established a number of interagency working groups in a variety of functional areas: Procurement, Security & Safety Services, Facilities Management, Information Technology & Telecommunications, Archives and Records Management (ARM); and Integrated Management Information System (IMIS). 

4.3.1 In February 1998, a Management Committee for IT and Telecommunications (IT/T MC) was proposed with membership to consist of chief information officers, or their equivalents, from five New York-based CS organizations (UNICEF, UNDP, UNFPA, UNOPS and the UN Secretariat).  Potential activities will relate to the coordination of related policies, standards and services, including standard IT hardware and software products; technological evaluation of new products and facilities; Internet/Intranet support; electronic mail and groupware, LAN/WAN operations, and other enterprise systems development systems such as electronic document management, etc. In February 1998 a number of the Agencies provided a High-Level summary statement of their information technology strategy to the UN System CCAQ meeting.  [most are available to all ISCC members from the restricted Web site].
4.4.  UN Program Support Services:  Document Management Initiatives. The changing roles and priorities outlined above have impacted on United Nations work patterns and use of technology, but have not effected commensurate changes in the organizational culture.  From the mid 1980’s to the present important steps toward common systems have taken the form of studies and guidelines with little implementation.  The United Nations continues to adhere to a highly decentralized approach to information management and technology, including document and records management.  While numerous working groups deal with strategy, limited Organization-wide strategic information management and technology plans or architecture exist.  Nor is there a comprehensive inventory of information technology hardware and software platforms with which to develop a common systems approach or strategy for making existing systems interoperable, i.e., able to “talk to one another”.  Virtually all documents now created in UN offices and agencies are produced in digital form from varied and frequently incompatible technological platforms.  

4.4.1.  On the basis of this situation, the ISCC established an interagency Task Force on Document Management (TF/DOM) consisting mainly of IT and ARM managers from participating agencies.  Its activities and those of related Secretariat working groups are summarized in Annex 4.  A summary of the TF/DOM Report appears as Annex 5.  These salutary and productive activities have led to a growing awareness of what still needs to be done, mainly among IT and recordkeeping professionals and managers, who are increasingly reaching common understanding as their several perspectives intersect on these common problems.  In addition, another ISCC Task Force with a focus on Library cooperation [TF/LIB] worked with TF/DOM and agreed on a recommended core set of Metadata for information objects.

4.5.  UN Program Support Services:  Records Management Initiatives.  Most United Nations documents are also records.  As such, they are subject to the Organization’s recordkeeping practices as interpreted by its archives and records management professionals
.  The CS ARM Working Group conceived of this RFP as a means for improving of archives and records management as a common service in any combination of the following sites: the Secretariat, New York; New York-based CS agencies, including Geneva- and Vienna-based organizations; and/or field offices and regional commissions.

4.5.1.  Important changes in organizational culture and behavior are required for exploiting information and archives, in particular.  Currently, individuals tend to create information (often re-creating information) without really mining the United Nations’ rich information assets.  Searches among existing informational assets by working groups across organizational boundaries for further sharing and reuse is far preferable. 

4.5.2.  The United Nations has been among the world’s leaders in addressing electronic/digital records issues, going back to its Records and Archives Management Programme (RAMP) reports of the 1980s and its seminal report Managing Electronic Records: Issues and Guidelines, published in 1990 by the United Nations Sales Office under the auspices of the Administrative Coordinating Committee for the Coordination of Information Systems (ACCIS), predecessor to the current Information Systems Coordination Committee (ISCC).  The ACCIS report’s definition of issues and options for their solution continues to be cited in the literature.  

4.5.3.  Building on this early work and its recognition of risks and opportunities associated with recordkeeping in the electronic age, the United Nations has recently taken several important steps toward implementing a trustworthy recordkeeping system that incorporates both legacy paper records and new breeds of digital records.  Several of the more important steps are outlined in Annex 6.

4.6.  EDMS/ARM Risks.   Many United Nations ARM and IM&T professionals– particularly those involved in TF/DOM and related Common Services and Secretariat work groups – recognize the growing risk in continuing current document and records management practices based on an old paper paradigm.  Moreover, they see opportunities for improved coordination and execution of operations and support services through knowledge and information sharing.  

4.6.1.  Implementing an electronic document management system (EDMS) without a United Nations-wide strategy or standards is highly risky.  Plans of virtually all United Nations agencies to install such systems will make it very costly, or impossible, to share information across organizational boundaries.  Further, the implementation of EDMS without recordkeeping functionality would result in. the production of records (which all EDMS do) without their management as records or porting to a trustworthy recordkeeping system. 

4.6.2.  The TF/DOM report established four “Higher-Level Requirements” for the planning and implementation of EDMS.  One of them mandated the preservation of “electronic documents along with contextual and descriptive data in ways that support their evidential value as records.”  The Advisory Committee for Coordination (ACC), the United Nations’ authority in such matters, accepted the report, which will go a long way toward sensitizing chief information officers, as well as senior information management and technology officials, to the importance of recordkeeping functionality in EDMS and other automated systems.  Because the report is not yet binding across the Organization, there is no assurance that parent agencies of TF/DOM representatives will support the report or incorporate its higher level requirements into their EDMS planning activities.  

4.6.3.  The risk of non-implementation is particularly likely when managers believe that, by avoiding the more rigorous functional requirements for recordkeeping, they can reduce costs and shorten schedules for implementing EDMS.  Risks are further maximized where managers fail to understand potential long-term costs to the organization for not requiring rigorous recordkeeping functionality.  

4.7.  EDMS/ARM Opportunities.  The Secretary-General’s reform programme and the Executive Coordinator for Common Services’ initiatives provide considerable opportunity for deploying EDMS - including EDAS – throughout the United Nations.  To do so would vastly improve document management in general and recordkeeping in particular and would go a long way toward reducing the risks outlined above.

5.   Needs Underlying the EDAS Project 

5.1.  As previously noted, United Nations’ IM&T and ARM professionals are acutely aware of the Organization’s failure to optimize operational benefits by embracing modern information technology and the potential exposure to risk by failing to harness document management and recordkeeping practices with current work requirements.  Because these groups have not yet made a sufficiently strong case to senior management for making these concerns a top priority,  management is likely to remain unaware of risks associated with the status quo.  This RFP represents a recognition of the need to import the necessary skills for performing the business systems, economic and financial analyses required to close these gaps and provide management with a clear set of choices and strategies for addressing digital records.  The risks of inadequate recordkeeping, which also threaten the private and public sectors of most industrialized countries, have manifested themselves in several ways within the United Nations context:

· United Nations knowledge and information exists largely as the capture of human skills and experience in documents, whether or not the latter are managed as records.  Most documents are records and should be managed as such, for their number and exposure to risk is rising in proportion to the utilization of digital systems for the creation and use of records. 

· The failure to exploit records as by-products of processes reduces their full value as important organizational information assets and pillars of United Nations knowledge for use in guiding future decisions and actions to the best advantage.

· Poorly mined and used records open the Organization to considerable credibility and public relations risks. 

· The preservation of United Nations records in paper archival repositories elevate costs and impede access.
· Computer back-up tapes/disks and systems for restarting operations following natural or man-made disasters are not a solution for long-term information retrieval or access to selected records, and they should never be viewed as a substitute for a trustworthy recordkeeping system.
· Decisions on the disposition (i.e., retention, destruction or transfer to archives) of digital records – whether produced by individuals on personal computers, or by system administrators on work group or enterprise systems, e.g., e-mail - on the basis of computer storage space rather than archival appraisal policies, endangers records with intrinsic value to the organization as evidence of business processes and transactions.

· Emphasis on traditional documents/records preservation at the expense of long-term access can detract from the records’ potential reuse for policy making, operational, evidentiary and research purposes, including the exploitation of their secondary informational value.

· Deployment of an enterprise EDMS in United Nations programme or programme support areas prior to adoption of an EDAS with recordkeeping functionality will potentially undermine the trustworthiness of the Organization’s recordkeeping system. 

· If records are not be recognized for their secondary informational value as well as for archival value – even within an enterprise digital archives system or systems - the United Nations will forfeit the potential use of its legacy information and records assets.

· Failure to capture digital records never printed to paper and to maintain them thereafter in efficiently accessed stores will elevate operational costs associated with the loss of  important accountability and audit trails (e.g., substantive e-mail) and scanning of paper versions of non-existent digital documents deleted as part of existing information technology procedures.

· Even where current legacy records exist in digital form, they are for all practical future purposes lost on unknown personal computer hard drives or diskettes or inaccessible as proprietary formats in obsolete technology platforms (e.g., Wang word processing software, computers and 9” diskettes) for which the United Nations no longer has the necessary software, hardware or technical skills.

6.    Description of Key Issues to be Addressed in EDAS Project
6.1.  General

6.1.1. This section describes operating and information/technology options that Phase One’s SOW will address.  Respondents to the RFP should indicate how they propose to address these problems and the skills they plan to bring to bear on them.  The operating environments are referred to as User Models.  Information and technology options are referred to as I&T Architectures.

6.2.  User Models 

6.2.1.  General. As noted in the Purpose Statement, I&T Architectures will be evaluated against several User Models.  Two of three basic User Models will be considered in Phase 1 of this project.  The variety in organizational levels represented by each User Model suggests the association of each with a different I&T Architecture. 

· Secretariat/NY Model:  This User Model is one in which the I&T Architectures would be applied only to organizational units and systems physically situated within the NY-based Secretariat. 

· Common Services Model:  This User Model includes, in addition to those in the Secretariat/NY Model, other United Nations agencies (and related systems) participating in the CS initiative.

· Extended Model:  This User Model includes, in addition to the CS Model, other United Nations agencies and offices in regional and field offices physically located outside the United States.

6.2.2.  Subscribing Units.  To facilitate discussion of the various I&T Architectural models below, the term ‘Subscribing Units’ identifies organizational units connected with each User Model to which any of the I&T Architectures could apply.  For example, in the Secretariat/NY Model, the Secretariat’s Archives and Records Management Section would serve as the central archival organization and the Subscribing Units would consist of the various departments and other organizational units physically situated in NY as part of the Secretariat.   In the Common Services User Model, the Subscribing Units would be all of the NY-based CS agencies, including those in the Secretariat/NY Model.  The Subscribing Units in the Extended Model would include all units within the CS agencies plus, others located outside of the United States.

6.2.3.  Subscribing units are EDAS stakeholders with both authority and responsibility. They share in EDAS governance (standards setting, budget justification, funding, and cost recovery arrangements for the system) and take responsibility for its operation according to agreed policies, standards and procedures.

6.3.  I&T Architectures

6.3.1.  General. .  The term ‘I&T Architecture’, as used here, is not limited to technology alternatives.  Rather, it embraces two concepts: i) information management architecture, i.e. the logical arrangement across an organization of  information assets, including records, that exist in multiple forms in multiple technologies and the relationships of these assets to one another in information structures and directories (independent of particular hardware and software technologies); and ii) technology architecture, i.e., the hardware, software, standards and communications platforms that serve the organization(s)’ information management needs.

6.3.2.   Key to the planning phase will be an assessment of options ranging from centralized to distributed or virtual EDAS architectures.  Three basic I&T Architectures are outlined below: Centralized, Distributed and Hybrid.

· Phase 1 will also assess the archival and technological options for identifying archival records for transfer to either centralized or distributed Archives:

· at time of their initial creation and communication to another human, organization, information system or community file outside of the individual domain or

· according to traditional archival transfer practices used for paper records upon completion of the established retention schedule and

· in what document structure and format transfer should take place

· native formats (e.g., specific word processing, email and other such formats)

· ASCII flat file form

· Portable Document Format (PDF) 

· Other formats (e.g., using SGML, HTML,  XTML, etc.)

· in what physical form(s) transfer should take place

· by not transferring archival records all but rather by automatically flagging them as archival records according to predetermined definitional rules and storing them with other non-archival records and documents;

· by electronic communication transfer between systems;

· by transfer in physical form (optical disk, CD, magnetic tape, etc.);

· by other transfer mechanisms.

6.3.3.  Centralized I&T Architecture.  This approach is similar to that currently in place for  managing the Secretariat’s paper archives, as it involves a single digital archives exercising both physical and logical control.

6.3.4.  In the centralized architecture option, the Archives and Records Management Section (ARMS) in New York, responsible for both EDAS management and operations, would do the following:

· lead Subscribing Units in making the business case for the EDAS and in obtaining senior management support for funding and establishing the system(s);

· lead in the design, testing and acceptance of EDAS;

· undertake both physical and logical management/maintenance of digital archives transferred electronically or in prescribed storage media from Subscribing Units; 

· undertake version or platform migration of digital records, or alternative treatment, to ensure continued accessibility to records threatened by technological obsolescence over indefinite periods of time – at least several decades; 

· refresh storage media as necessary; 

· evaluate the EDAS design on a regular basis to ensure satisfaction of continually changing operational, legal and recordkeeping needs;

· Promote related standards, and

· provide monitoring and evaluation facilities for regular evaluation of EDAS compliance  according to established policies and procedures.

6.3.5.  In the centralized architecture, Subscribing Units would be responsible for the following activities within their respective jurisdictions:

· identifying databases or other systems at the time of their creation and communication to humans and thereafter managing them in a trustworthy recordkeeping environment throughout their useful operational life, either in an enterprise document management system, or by transferring system records to a parallel digital recordkeeping system;

· tagging, preparing and describing archival documents for continuing or permanent retention according to established ARMS policies, procedures and metadata and other standards;

· transferring records, electronically or otherwise, to a centralized Secretariat Archives according to pre-established schedules and ARMS standards and procedures.

6.3.6.  Distributed (Virtual) I&T Architecture.  Under this approach, ARMS/NY would not physically maintain the archives of Subscribing Units.  Rather, Subscribing Units would maintain their current electronic records, as in the Centralized I&T Architecture, and their own digital records following transfer into an archives system according to established disposition management rules and procedures.  ARMS would be principally responsible for EDAS system management, but not for physical management of distributed archival assets.  

6.3.7.  In the distributed architecture, ARMS would do the following:

· lead Subscribing Units in making the business case for EDAS and in obtaining senior management support for funding and establishing the system(s);

· lead in the design, testing and acceptance of the EDAS;

· physically manage and maintain only those corporate digital records of the Secretariat not separately maintained by Subscribing Units, with the possibility of ‘outsourcing’ them to one of the distributed archives in another Subscribing Unit; 

· establish and maintain policies and procedures for the operation of the EDAS in consultation with the Subscribing Units;

· undertake logical control of the EDAS for all Subscribing Units to ensure: 

· interconnectivity – the capability of communicating among systems through the use of information management tools such as authorized standards and directories required for accessing  any of the distributed archives; 

· interoperability – standards and protocols to enable users in one Subscribing Unit to faithfully view, present, understand, copy and operate upon information received from distributed archives maintained in another Subscribing Unit;

· the regular evaluation of the EDAS design to ensure continuous satisfaction of changing operational, legal and recordkeeping requirements;

· the provision of monitoring and evaluation facilities for regular evaluation of EDAS operational compliance with established policies and procedures.

6.3.8.  In the distributed architecture, Subscribing Units would be responsible for the following activities within their respective jurisdictions:

· identifying databases or other systems at the time of creation and communication to humans and thereafter managing them in a trustworthy recordkeeping environment throughout their useful operational life, either within an enterprise document management system or by transferring system records to a parallel digital recordkeeping system;

· tagging, preparing and describing archival documents for continuing or permanent retention according to established ARMS policies, procedures and metadata and other standards;

· transferring records, electronically or otherwise, to their own digital archives according to pre-established schedules and ARMS standards and procedures;

· stored in their own archives that might be maintained in a separate storage media in near-line (e.g., optical disk juke boxes) or off-line (e.g., magnetic tape or off-line independent digital vaults) archives servers; or that might be flagged but managed together with other current documents/records. 

· managing version or platform migration of digital records, or other treatment as necessary, to ensure continued accessibility to records threatened by technological obsolescence over indefinite periods of time – at least several decades; and 

· refreshing regular storage media.

6.3.9.  Hybrid I&T Architecture(s).  This approach is a variation on the Centralized and Distributed I&T Architectures.  It postulates that even where there is a predisposition toward distributed EDAS architecture, some archives should still be managed centrally (e.g., archives of defunct organizations or, possibly, certain highly sensitive or high risk archives) while others should be distributed.  Similarly, even where the predisposition is toward centralized EDAS architecture, records generated in certain computer applications systems and relating to the same business process, sub-process or records series should be managed in a distributed environment (e.g., archives produced in a proprietary mainframe computer system).  

6.3.10.  At least two variations on the Hybrid approach must be considered:

· Centralized Hybrid I&T Architecture in which the default condition favors the Centralized I&T Architecture but guidelines provide for exceptional decentralized treatment;

· Distributed Hybrid I&T Architecture in which the default condition favors the Distributed I&T Architecture but guidelines provide for exceptional centralized treatment;

· Other variations, or completely different I&T Architectures, to be suggested by vendors.

6.3.11.  Other Considerations:  

· In the absence of a broad information management and technology strategy covering the whole United Nations, how should the Organization manage its records, including archives, relative to its general management of documents?  As part of enterprise e-mail systems and an electronic document management system (EDMS), or as a group of vertically-oriented EDMS requiring augmentation to ensure that they meet the more robust needs of an EDAS? In a separate EDAS requiring a capture mechanism in each document creation system (EDMS, email, etc.)?

· If  recordkeeping systems are separate from those in which records originate, should digital archives be managed in the same system(s), or in a system separate from the current digital records?

· Should Web technology, in the form of intranets/extranets/Web-pages, be used as the delivery vehicles for digital archives internally and (for released records) to the public to promote their use as valuable staff and public researcher assets? Or should Web technologies be limited to making UN records accessible within the UN and to the public

6.4.  EDAS Related Governance and Standards Issues

6.4.1.  Governance Issues.  Unlike most other organizations, the UN enjoys diplomatic status and as such is not governed by the laws of any particular member nation.  At the same time, the UN respects the laws of the host countries where it is located.  It would therefore not intentionally wish to violate the legal customs of its hosts countries with respect to recordkeeping requirements.  Moreover, it is possible that the UN could become engaged in litigation, for instance, that might be brought against it or one more of its employees by another employee.  

6.4.2.  In this respect, the UN ARMS program suffers on both accounts.  On the one hand, unlike the ARMS units in most organizations, UN ARMS staff cannot easily call upon the requirements of the law to help make its business case or to strengthen its position in enforcing sound recordkeeping practices throughout the UN.  On the other, as with any other organization, if the UN should become embroiled in litigation, one of the first things plaintiff’s attorneys would attempt to do would be to demonstrate that the UN’s recordkeeping system was untrustworthy according to the laws of the host country.  Thus, it could be argued, while the UN is governed by no national recordkeeping laws, it is subject to all of them where there are UN offices.  

6.4.3.  This project does not involve legal analysis or the inventorying of national laws governing recordkeeping in host member countries. The UN can, if it so decides, voluntarily design its recordkeeping systems to meet such requirements.  The importance of this topic here is to recognize that, in the absence of governing recordkeeping laws, the UN must have internal policies, procedures and standards that take the place of such laws that have executive endorsement and administrative sanctions for non-compliance; and the EDAS and related recordkeeping systems must have such guidance on which to base functional requirements for recordkeeping systems.  To illustrate, special rules of evidence in two countries:

· United States.  Federal Rules of Evidence not only permits the use of  records in digital form (so long as they can be presented and understood), it provides that all versions of digital documents are considered as originals.

· Commonwealth of Australia.  As noted in the Australian Archives Records in Evidence The Impact of the Evidence Act on Commonwealth Recordkeeping:

The procedures, which can be set in train before the hearing of a proceeding, may result in the making of court orders against the party leading evidence of the contents of the document, including an order that:

· the original document be produced; 

· a party be permitted to examine, test or copy a document; 

· a person concerned in a recordkeeping system be called to give evidence; or 

· in the case of a computer or similar document, that a party be permitted to examine and test the way in which the document was produced or has been kept.

The ultimate sanction for failure to comply with such an order is that the evidence of the contents of the document is not to be admitted in the proceeding.”  This publication may be viewed electronically at: <http://www.aa.gov.au/AA_WWW/AA_Publications/Contents_page.htm>.

6.4.4.  Although the UN is not immune from litigation or the threat of litigation, the more important risk that it runs in not adequately providing for sound recordkeeping systems in the ubiquitous digital environment is the loss of public confidence in its member countries.  A number of UN programmes and funds depend for voluntary financing from the general public, which would not be encouraged to support the work of an organization, if it was shown that it did not follow standards for reliable recordkeeping. Another point is that in some geographical locations cases the UN and its programme oriented agencies [UNICEF, UNDP etc] may have the only surviving records of actions taken during certain periods.  If these records are well presented and easily accessible [via electronic means] to remote researchers and educational institutions,  it could build greater understanding for the UN systems accomplishments.

6.4.5.  Standards Issues.  An individual agency of the UN may or may not have mandatory standards used throughout that organization. Most such agencies have such standards at basic levels, such as operating system standards and word processing standards.  Some have higher-level for document management or recordkeeping purposes but there are no such standards that are uniform across the UN or even the NY-based UN agencies.  Phase 1 of this project should address standards issues and determine options for Subscribing Units to the EDAS.   Examples of standards to be considered are:

· Dublin Core Metadata standard

· MS Active X/DCOM 

· Object Management Group’s Java/CORBA

· World Wide Web standards (e.g., Hypertext Markup Language (HTML), Extensible Markup Language (XML), Hypertext Transfer Protocol - Next Generation (HTTP-NG)) 

· The unnamed open-format data-exchange tape storage standard now under active consideration among IBM, HP and Seagate Technology

· ISO standards where compliant products have been implemented for document management and information directory services

· ARM standards (e.g., International Council on Archives Archival Description Standard, Australian Standard AS4390, US DoD Standard 5015.2)

· Other related international standards, e.g., ISO 9001-9004 (quality standard), Guidelines for Internal Control Standards approved by the  International Organization of Supreme Audit Institutions  (INTOSAI), etc.

6.5.    Resource Requirements for User Models/I&T Architecture Matrix

6.5.1.  General.  Included in the resource analysis will be identification of resource requirements for staff, services and equipment including concrete budget proposals for Conformance, Developmental, Interoperability, Operational and Validation testing and certification of electronic archives.  In addition, resource analysis will include:

· Initial capital costs

· Installation and training

· Maintenance

7.    Information to be Provided in the Bid
7.1.  Statement of bidder’s understanding of the issues 

7.2.  Proposed methodology to development of strategic plan for EDAS 

7.3.  Methodology to be used for estimation of costs for alternative I&T architectures

7.4.  What I&T standards will be used in preparation of the strategic plan

7.5.  Statement of bidder’s qualifications

7.6.  Articulation of staffing skills to be employed in Phase 1 project, including practitioners experiences and publication references, where relevant

7.7. Other procurement, financial and business information required in separate sections of the RFP (by Procurement)

7.8. Total Cost for Plan [Phase 1] broken down into specific sub modules where possible: with

7.8.1. The Critical path and external or internal dependencies identified;

7.8.2. Explanation of any external dependencies [especially if not under control of bidder;

7.8.3. Proposed dates of each sub-module completion and

7.8.4. The specific costs for each sub-module linked to each of the deliverables listed below

8 Bidder’s Deliverables 

8.1 Statement of functional requirements for EDAS

8.1.1 Statement of other requirements and dependencies for a successful EDAS

8.2 Estimation of Costs for Alternative I&T Architectures for Basic User Models

8.2.1 including capital and operating costs, 

8.2.2 costs related to program reorientation of the ARM unit(s) to take account of requirements for new technical skills

8.2.3 Ongoing costs related to periodic migration of digital objects 

8.2.4 Costs for regular certification by external authority of processes used

8.3  Proposed alternatives for cost-sharing and recovery among Subscribing Units

8.3.1  UN Secretariat funding and free services by Subscribing Unit users

8.3.2  Joint funding among Subscribing Units and cost recovery through user charges

8.3.3  Other approaches

8.4  Draft Strategic EDAS Plan that takes into account evaluation of and recommendations on:

8.4.1  User Models/I&T Architecture matrix, including live models where available, and recommended approach

8.4.2  Proposals for piloting and organizational roll-out of EDAS, e.g.: 

8.4.2.1 Initial system piloting testing in ARMS and ARM units in Subscribing Units, Secretary General’s office and OIOS 

8.4.2.2 Subsequent roll-out in selected organizations in Subscribing Units and elsewhere in Secretariat

8.4.3  Recommended sequencing for subsequent phases

8.4.4  Cost/benefits analysis of matrix 

8.4.5  I&T and related standards the UN should embrace in the design of the EDAS, preferably open systems standards, with examples of off-the-shelf products that comply with these standards; and alternatively, where no open standard is available or implemented, industry standards

8.4.6  ARM and user capacity building & training implications and requirements

8.4.7  Current collaborative efforts and agreed cooperative governance procedure within the UN

8.4.7.1 between the Library in the Department of Public Information and ARMS to establish common metadata and alternate media standards

8.4.7.2 within the CS ARM Working Group

8.4.7.3 with EDMS efforts in ISCC and UN Secretariat

8.4.7.4 within proposed IT/T management committee 

8.4.8  Other topics deemed appropriate by the bidder

8.5 Draft RFP [s] required for implementation of Phase 2 and 3

ANNEXES
Annex 1: PHASE 1: CALENDAR FOR DEVELOPMENT OF STRATEGIC PLAN TO IMPLEMENT    DIGITAL ARCHIVES
  

Annex 2: ORGANIZATIONS PARTICIPATING IN UN Common Services GROUP 

Annex 3: TECHNOLOGY PLATFORMS IN CURRENT USE 
Annex 4: KEY UN DOCUMENT MANAGEMENT ACTIVITIES 

Annex 5: EXECUTIVE SUMMARY OF TF/DOM REPORT 
Annex 6: KEY UN RECORDS MANAGEMENT ACHIEVEMENTS

New Annexes to consider:

Annex 7:
Related Standards Known

Annex 8:
Related References Known

Annex 9:
IT Strategy Available for Agencies: Via ISCC February 1988 – High level

Annex 10
Table of Records Definitions used or referenced

Annex 11
Activities that need to be performed by Distributed or Centralized Archives;

Annex 12
Minimal Issues to be addressed Digital Archive Plan [High level of Bidder Deliverable]

Annex 13
Dependencies related to long-term success of Digital Archive Project


Annex 14
Whole system Framework and Sample Methodology for New Record keeping & EDAS

Annex not with Statement of Work:

Annex 21:
Evaluation Criteria for Pre-selecting EDAS Bidders 

Annex 1
PHASE 1:  DEVELOPMENT OF STRATEGIC PLAN TO IMPLEMENT DIGITAL ARCHIVES
        

MILESTONE DATE
TASK DURATION 
DESCRIPTION OF MILESTONE
PLANNED
ACTUAL
25 Sep1998


3 Weeks

ARMS* completes Phase 2 biennium budget justification

4 Sep


1 Week

PROCUREMENT announces awards decision for  Phase 1 RFP

28 Aug


4 Weeks

ARMS* Evaluation Team completes evaluation of Phase 1 bids

31 Jul


7 Weeks incl.
VENDORS cut-off date for receipt of Phase 1 RFP bids by 

 
                         1 Week delivery
Procurement

12 Jun




PROCUREMENT completes RFPs, mails to pre-qualified firms

Underlining indicates task responsibility
* UN Secretariat Archives and Records Management Section

Annex 2

Organizations Participating in UN Common Services Group

as of 23 January 1998

United Nations

Office of Internal Oversight Services (OIOS)

Office of Legal Affairs (OLA)

Department of Peacekeeping Operations (DPKO)

Department of Humanitarian Affairs (DHA)

Department of Development Support and Management Services (DDSMS)

Department of Public Information (OIOS)

Office of General Assembly Affairs and Conference Services (GAACS)

Interpretation, Meetings and Publishing Division (Printing)

Department of Management

Office of Human Resources Management (OHRM)

Office of Programme Planning, Budget and Accounts (OPPBA)

Office of Central Support Services

Information Technology Services Division (ITSD)

Integrated Management Information System Project (IMIS)

Security and Safety Service (SSS)

Facilities Management Division (FMD)

Travel and Transportation Service (TTS)

Archives and Records Management Section (ARMS)

Financial Management Operations (FMO)

United Nations Office for Project Services (UNOPS)

United Nations Development Programme (LNDP)

United Nations Population Fund (UNFPA)

United Nations Children's Fund (UNICEF)

Office of the United Nations High Commission for Refugees (UNHCR)

World Food Programme (WFP)

International Computing Centre (ICC)

Annex 3

TECHNOLOGIES IN USE AT THE UNITED NATIONS
HARDWARE/OS
HP or Sun or PC clone platforms, running Unix, Solaris, WindowNT, Windows95

BACKEND
Sybase, SQL, Oracle, towards Client/Server

FRONTEND
moving towards the Intra/Internet/Webpage's

SOFTWARE
Packages, (TRIM implemented at ARMS,UNICEF) PC DOCS

SYSTEMS SURVEYED
Dept of Administration and Management,

Conference and Support Services,

Information Technology Services 

Division (ITSD)




- UN Web Server/Firewall Optical Disk System 







  (ODS) one of a number of centralized scanning






   services; uses Verity Topic, Computer Associates,





 
   Ingress for Relational DB, 12” platter juke box 






   and magnetic media for information retrieval

Dept. of Administration and Management,

Conference and Support Services,

Office of Conference and Support

Services (OCSS)



- DRITS - Geneva doing 1:1 conversion of DRITS (WANG)





   using HP Unix/Sybase





- Archives and Records Management System (ARMS)- 






  using TRIM, towards Windows95, upgrading server, SQL

Dept. of Public Information (DPI)

- LIBRARY - UN Bibliographic Information System 






  (UN-BIS) - moving to Sun Solaris

Dept. of Policy Coordination and 

Sustainable Development (DPCSD)

- IMDIS

Dept. of Peace-keeping Operations (DPKO)
- WINDOWSNT, LOTUS NOTES

Dept. of Economic and Social Information

and Policy Analysis (DESIPA) Statistics Division - MULTIPLE SYSTEMS/DATABASES MOVING TO







   UNIX/SYBASE

United Nations Development 

Programme (UNDP) 



- USING INTRANET/INTERNET FOR DMS PILOT

United Nations Children’s Fund (UNICEF)
- TRIM for ARMS 1998, uses TRIM for OED






  Correspondence tracking; proposed for main document series. Also uses Notes & Internet /Intranet  

Treaty Section




- DATABASE/WORKFLOW SYSTEM

_____

Source: Survey conducted by BHIMA HOGAN, DAM/CSS/ITSD 11/97 

Annex 4

Key UN Document Management Activities

1. UN Task Force on Document Management Technology (TF/DOM)
1.1. In 1994, prior to the establishment of the CS working groups, an inter-agency group had been established under the UN’s Administrative Coordinating Committee’s (ACC) – Information Systems Coordinating Committee (ISCC) headquartered in Geneva. TF/DOM was established to seek out ways in which to share the experiences of the various UN Organizations in dealing with the rapidly emerging field of electronic document management and to develop a strategic statement of direction for the ACC.  Although some of members of the ARMWG also served (and in some cases continue to serve) on the TF/DOM, the latter group concluded its study separately from the more recent CG initiative. 

1.2. The TF/DOM report concluded that:

[I]n today’s environment there are a number of challenges in the perception of what documents are which need to be recognized by senior management, so as to form a generally agreed-upon understanding of what is needed to reform the present, somewhat chaotic, information-management situation.
1.3. The TF/DOM report argued that ALL agencies of the UN have a common set of “high-level requirements” which must be met in any electronic document management system, although agencies remain free to implement whatever solutions they deem best meet these requirements, many of which support sound recordkeeping practices:

1.3.1. Stopping the loss of electronic information which forms part of the intellectual memory of each UN Organization;

1.3.2. Providing on-line access to documents with their metadata;

1.3.3. Paying attention to the necessity for records management;

1.3.4.  Providing appropriate access rights, including security, for documents with restricted use;

1.3.5. Assuring  the authenticity of electronic documents;

1.3.6. Identifying responsibility for electronic document management in a corporate capacity;

1.3.7. Using standards; 

1.3.8. Creating repositories of an organization’s document-based knowledge; and

1.3.9. Employing the core set of metadata.

1.4. ISCC reported the TF/DOM findings to the ACC in “Strategies for Implementing Document Management Technology,” (ACC/1997/ISCC/4 - Annex II, 12 November 1997).  This report was accepted by the ACC during its Fifth Session (NY, 1-3 December 1997). A copy of the “Executive Statement for the ACC:  Migration to Contemporary Document Management” of that report is included as Annex 4. 

1.5. As with the earlier referenced ACCIS report on managing electronic records, the document management report is not binding on any of the UN agencies. [PLEASE CONFIRM] 
2. Secretariat EDMS Task Force UN/ITCC TF/EDM
2.1. The Secretariat representative to the TF/DOM and a small group of other representatives from within the Secretariat form a Electronic Document Management [EDM] group. Their aim it is to translate the TF/DOM work into Secretariat planning; to take up EDMS issues at a more detailed level than did the TF/DOM; and to launch some pilots to test the Higher-Level Requirements including the recommended metadata.  Through this effort it is hoped that, at least within the Secretariat, EDM systems will embrace needed recordkeeping functional requirements. Since this Secretariat group does not operate within the framework of the CS initiative, it remains to be seen how much coordination there will be among the NY-based CS agencies.

Annex 5

EXECUTIVE SUMMARY OF TF/DOM REPORT TO THE ACC: 

Migration to Contemporary Document Management,  December, 1998 

THIS ANNEX TO BE PROVIDED BY ARMS
Annex 6

Key UN Archives and Records Management Achievements

1. The UN Secretariat and UNICEF have been very active in coordinated efforts including the establishment of broad functional requirements for recordkeeping in the early 1990s.  Along with the World Bank, these organizations paved the way in early consideration of functional requirements for recordkeeping software.

2. The Secretariat and UNICEF cooperated in the establishment of specifications for recordkeeping systems that were the subject of an RFP in 1995 that resulted in the selection of Tower Software’s TRIM for Windows electronic document management system that is presently being tested in those two organizations; however, thus far, neither this system nor any other EDMS with recordkeeping functionality has been implemented in any enterprise way for recordkeeping purposes in any UN agency.

3.  The Working Group on Archives and Records Management (WG/ARM), a group of ARM leaders from the Secretariat, UNICEF, UNDP, UNOPS, and UNFPA under ARMS leadership was established to bring about more common approaches to recordkeeping in these organizations.  The group is planning the establishment of an intranet-based electronic Clearing House on archives and records management whose main content will consist of: common policies, procedures, FAQs, and tools for archiving and records management used and developed among the WG/ARM participants, latest information on policies and procedures being developed.  This information would be available to participating organizations, in draft for comment and agreement. The latest information on completed  policies and procedures would be available for information and use by researchers, archivists and records managers and, ultimately, on a WWW page, to the public.

4. ARMS proposed the establishment of the CS Working Group on ARM and took the initial leadership of the WG.  This WG, now under the co-leadership of the Secretariat and UNICEF has promoted other very important initiatives:  

4.1.  The EDAS project that is the subject of this RFP

4.2.  A project aimed at streamlining and if possible standardizing records appraisal and disposition management in the CS organizations.  This project can be instrumental in paving the way for automated or computer-assisted retention scheduling and disposition management.

4.3. A project to overcome duplication of archival research services and reduce related costs among CS agencies through the establishment of a Common Archives Research Centre in NY that, if approved, will serve the clients of all CS agencies and consolidate storage costs for paper records and put policies and equipment in place for digitization of records most frequently requested. 
4.4. A Records Declassification Review Project to address the inefficient and costly process for reviewing access and declassification requests initiated on an ad hoc basis from outside the UN under existing declassification policies set out in regulations (ST/AI/326, 28 December 1984). Cumbersome procedures have led to unjustifiable use of staff time, delayed responses, inconsistent decisions, loss of requests and compromised document security.   Additionally, the dispersal of security-classified documentation among otherwise open records is a potential impediment to the widespread dissemination of historical records through digitization and other modern information technologies.
4.5. There are a number of other longer term activities proposed in the WG/ARM action plan.. One draft project suggests  the evaluation of preservation and storage requirements for alternate media [film, photographic video, audio etc. – all of which could also have digital versions]. Another draft project proposes identifying the records and archive management special needs of organizational units in the various UN system regional and country field offices

5. ARMS has initiated a phased records improvement program in the Secretary General’s office and in the Office of Internal Oversight Services (OIOS), Audit, Management and Consulting Division to gain control over the flow of information into, within, and out of these offices and to install an automated correspondence tracking process for paper-based and electronic records using TRIM®, and ultimately to automate management of routine administrative records. UNICEF has also adopted TRIM® to replace its in house Records and Archive Management software programme in 1998.  For two years it has tested an earlier version of Trim to track correspondence in the Executive Director’s office and is hoping to use TRIM during 1998&1999 to store one copy of each organizational original document in the native format.  However, it is assumed that other applications will be used as the creation or distribution package ( e.g ; MSWord®, Lotus Notes®, Folio Views® or structured text, format on web sites etc.)

6. Other collaborative efforts have been initiated to improve the effectiveness and efficiency with which digital documents and records are managed in the UN:

6.1. between the Library in the Department of Public Information and ARMS to establish common metadata standards 

6.2. within the CS ARM Working Group

21 March, 1998

REBarry
Evaluation Criteria for Pre-selecting  EDAS Bidders
1. Experience in the planning, design and implementation of enterprise digital systems (30%)
1.1. Narrative description of company’s experience and greatest strengths

1.2. From highest to lowest  

1.2.1. Document management systems

1.2.2. Records management systems

1.2.3. Archives management systems

1.2.4. Experience in partnering with other firms

2. Technical skills  (45%)
2.1. Planning

2.1.1. Complex distributed information architectures

2.1.2. Organizational planning

2.1.3. Organizational culture/human factors

2.1.4. Financial/economic analysis; cost-benefits analysis, cost recovery 

2.2. Requirements/needs analysis 

2.2.1. Business systems analysis
2.2.2. Familiarity with key ARM studies dealing with requirements, e.g.: Univ. of Pittsburgh study of Functional Requirements for Evidence in Recordkeeping <http://www.lis.pitt.edu/~nhprc/>; Univ. British Columbia project on The Preservation of the Integrity of Electronic Records, research to identify and define the requirements for creating, handling and preserving reliable and authentic electronic records <http://www.slais.ubc.ca/users/duranti/>; World Bank functional requirements studies; 

2.3. Information management

2.4. Information technology

2.4.1. Samples of specific Technology to be added, e.g. near-line stores, backup devices, transfer technology related to registering information objects and migration, encryption and certification

2.5. Text-based systems 

2.6. System integration

2.7. Complex systems design

2.7.1. Distributed communications environments

2.7.2. Distributed data environments

2.7.3. Agent technology
 

2.8. Standards
 [see ANNEX 7] including participation in standards consortia (e.g., Workflow Management Coalition
 (WfC) <http://www.aiim.org/wfmc/> , World Wide Web Consortium (W3C) <http://www.w3.org/>)

2.8.1. Technology (e.g.,:

2.8.1.1. Object Management Group’s Common Object Request Broker Architecture (CORBA) <http://www.omg.org/>

2.8.1.2. AIIM-Document Management Alliance’s (DMA <http://www.aiim.org/dma/09spec/overview.htm>)
  Open Document Management API (ODMA) <http://www.aiim.org/odma/odma.htm>

2.8.1.3. Computer Interchange of Museum Information, CIMI Z39.50, providing access to digital museum resources held in diverse locations ("distributed" in network computer parlance) <http://www.cimi.org/documents/z_testbed_update.html

2.8.1.4.  Common Agent Platform / Simple Agent Transfer Protocol (CAP/SATP)
2.8.1.5. Mobile Agent Facility (MAF)
 <http://www.genmagic.com/agents/MAF>

2.8.2. Information, e.g.:

2.8.2.1. Standard Generalized Markup Language (SGML)
 <http://www.sq.com/htmlsgml/>

2.8.2.2. Hypertext Markup Language (HTML)
 <http://www.nmc.edu/1/net/html.htm> and HTML Next Generation <http://www.w3.org/Protocols/HTTP-NG/#Specs> 

2.8.2.3. Extensible Markup Language (XML)
 <http://www.w3.org/xml/>

2.8.3. Archives & Records Management standards (e.g., Australian Records Management Standard (AS4390) <http://www.records.nsw.gov.au/rk/AS4390.htm> and <http://www.records.nsw.gov.au/rk/sacramento/sacramento.htm>; Design Criteria Standard for Electronic Records Management Software Applications, DoD 5015.2-STD <http://www.defenselink.mil/news/Dec1997/b12011997_bt646-97.html>

2.8.4. Metadata/Description  

2.8.4.1. Dublin Core Metadata for Electronic Resources <http://purl.oclc.org/metadata/dublin_core/>

2.8.4.2. EAD/RAD

2.8.4.3. W3C Resource Description Framework (RDF) Model and Syntax RDF <http://www.w3.org/TR/WD-rdf-syntax/>

2.8.5. Cultural Heritage Information Online (CHIO) standard providing access to digital museum resources held in diverse locations ("distributed" in network computer parlance) <http://www.cimi.org/downloads/NEH7web.html>

2.9. Archives and records management

2.9.1. Familiarity with key ARM projects/studies/reports, e.g.: RLG study on Preserving Digital Information <http://www.rlg.org/ArchTF/>; Arches -- Archival Server and Test Bed Project to build the conceptual and physical infrastructure to contain information in digital form, provide tools for meaningful access, and ensure long-term availability to the information and the means to access it; Australian Records in Evidence: The Impact of the Evidence Act on Commonwealth Recordkeeping

2.9.2. Software Conformance, Developmental, Interoperability, Operational and Validation testing and certification programs (US JITC); Australian National Archives

3. Business-related (25%)
3.1. Size in staffing and sales, and financial viability of company or companies involved

3.2. Track record:  age of the firm(s); full listing of client projects in past 12 months with description, cost, contact information 

3.3. Formal recognition (such as industry awards or certifications) during past 3 years 

3.4. Evidence of consistent profitability

3.5. Statement of felony or misdemeanors involving fraud by company principals/officers, including description, disposition, status of individuals 

3.6. Capability to operate competitively in New York

3.7. Description of company’s process for quality assurance and control 

3.8. Others as may be required by Procurement

� This definition was originally established in the International Council on Archives Dictionary of Archival Terminology,  ICA Handbook Series, Volume 3, Munich, K. B. Sauer, 1984 and accepted by the UN in its Management of Electronic Records:  Issues and Guidelines, report of the Advisory Committee for the Coordination of Information Systems (ACCIS), United Nations, New York, 1990, p. 176.  A more recent definition was provided in a University of British Columbia report as part of a project that applied business systems analysis and planning techniques to recordkeeping functions <http://www.slais.ubc.ca/users/duranti/gloss.htm#R>:


RECORDKEEPING AND RECORD-PRESERVATION SYSTEM��A set of internally consistent rules governing recordkeeping, (i.e., the making, receiving, setting aside, and handling of active and semi-active records by the records creator) and records-preservation, (i.e., the intellectual and physical maintenance of semi-active and inactive records by the records creator) and the tools and mechanisms used to implement those rules. 


� Records, sometimes called current or active records, are those that will be destroyed according to established retention schedules.  Archives are subsets of records (generally constituting between 5-10% of all records) that are regarded to be of such continuing value to the organization that they are not scheduled for destruction but rather for continuing or indefinite retention.  Clearly the most important records are designated for permanent retention.  These might include such cultural treasures as Magna Carta, the U.S. Constitution, or the UN Charter; but for a large and important private sector organization, they might also include articles of agreement or by-laws.  While most public sector organizations at all levels of government have archives as well as records management functions, and while most private sector organizations other than the largest have a records management function but not an archives function, there are exceptions to both rules.   In some countries archives and records management functions are under common management.  In others, the two functions are quite separate.  Similarly, in some countries the two are considered together as part of one profession, even though in most countries there are separate professional associations for archivists and records managers and, in some have professional certification programs which practitioners must pass in order to include after their names in business correspondence the designations Certified Archivist and Certified Records Manager.  In the UN, records and archives, while separately maintained and treated, are managed by a single unit, the Archives and Records Management Section. 


�Intelligent, and frequently autonomous and mobile, computer code known as agents represent the next great wave of innovation and development across the Infosphere comprised of the Internet, Intranets, Extranets, World Wide Web, and countless other networked computer systems. This arena has increasingly become very active, rapidly evolving, and expanding in scope and importance. The technology is expected to eventually have an effect as profound as the World Wide Web <http://www.agent.org/>.


� Standards listed are examples only.  The UN has not selected any of the examples shown and is open to recommendations for standards in any of these areas.


� The Workflow Management Coalition, founded in August 1993, is a non-profit, international organization of workflow vendors, users and analysts. The Coalition's mission is to promote the use of workflow through the establishment of standards for software terminology, interoperability and connectivity between workflow products. Consisting of over 100 members, the Coalition has quickly become established as the primary standards body for this rapidly expanding software market. Its objectives are to: 


Develop standard terminology to describe workflow systems and their environment 


Enable interoperability between different workflow systems


Help users understand workflow through the standard Reference Model 


Work with other related industry groups to set standards and communicate its work 





� DMA is an industry sponsored standards coalition under the Association for Information and Image Management, that includes members and others with compliant products, including Action Technologies, Inc., Autodesk, Digital Equipment, Documentum, EDS, Filenet/Saros, IBM/LOTUS, Interleaf, Oracle, PC DOCS, Xerox (among others),  the objectives of which are to:  


Enable workers in departments and organizations to operate document-management systems designed around specific areas of practice and strategic business applications. The local document-management environment can be accessed by other organizations for appropriate shared-use of important reusable materials. 


Enable workers in different organizations can engage in collaborative activities involving shared use of some or all documents from their respective areas. 


Preserve the document legacy of an enterprise over time and space. Documents remain accessible and usable in the face of technology substitutions, organizational and application growth, and changes of scale, technology, and distribution of document management in the enterprise. 


Build document management systems that provide uniformity of access and integration with other systems over a wide range of scales, from desk top to department to enterprise and beyond to federations of systems among strategically-linked organizations. 


Create an energetic market in which innovations in document-centered applications, in document management systems and in document services are rapidly deployed and integrated into enterprise information systems. New capabilities are smoothly introduced and quickly effective. 


Create a market wherein document management is as common and pervasive as electronic mail.


� Mobile Agent Facility (MAF) specification. This specification focuses on interoperability between different agent systems (e.g., Odyssey, Aglets, and MOA). It creates a uniform means for an agent to travel from one system to another, for a system operator to manage agents of different systems, and for clients to locate agents <http://www.genmagic.com/agents/MAF/>. 





� SGML is a platform-neutral standard for creating documents and information archives--it's a series of rules that everyone can follow in order to make their documents publishable in different media (print, CD-ROM, the Web) and to make their documents readable with different kinds of computers. SGML is also a structure for storing information which eases info-management and manipulation: it supports very powerful searching, and allows large information repositories to be repurposed, broken down, and rearranged intelligently into individual documents. 


� HTML defines how web documents look. It's the same process that goes on behind common word processing programs. WordPerfect users who use the "Reveal Codes" option will recognize how the codes work, e.g., the <Hrt> code in WordPerfect places a Hard Return at the end of one line forcing the following words to appear on the next line. HTML does the same thing in the way of formatting documents; however, there are less codes involved.


� XML - the eXtensible Markup Language - is a simple and very flexible language based on SGML. Although originally envisaged to meet the challenges involved in large-scale publishing, XML is set to play an increasingly important role in the markup of a wide variety of data on the Web. Not only will XML help people find the information they want, but the wealth of XML meta-data on the Web - information about information will help many Web-based applications. XML will make it easier for information consumers and producers to find each other; many tasks involving search or information exchange can be automated with XML providing a common framework for representing information - everyone should benefit. <http://www.w3.org/XML/Activity.html#intro>
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