
Annex 2

Strategic Plan for a UNPOs Digital Archive Programme [DAP]

Terms of Reference - Project Manager 

Summary

1. Coordinate and manage all aspects of the Digital Archive Programme project.

2. Report to the Co-Chairs of the WG-ARM on project status; arrange and make presentations as appropriate.

3. In full compliance with Procurement rules, expedite issuance of an Expression of Interest to develop a roster of vendors; issuance of the Request for Proposal; and the evaluation of vendor bids.

4. Monitor vendor compliance with contractual obligations; review and approve all vendor deliverables against contract specifications.

5. Maintain all files, documents, reports, correspondence, meeting minutes and other related documentation concerning the project.

6. Compile and/or analyze information related to current or future DAP work. 

Specific Responsibilities include:

1. Coordinate and manage all aspects of  the project  

· Act as strong DAP advocate in formal and informal situations:  articulate clearly the benefit of the DAP to diverse a diverse constituency, respond accurately to PO questions, concerns, etc.; act as WGARM representation in POs; and make presentations as requested;

· Ensure all required information is available to the vendor; follow up with POs; 

· Serve as the sole point of contact for the vendor throughout the contract duration;
· Maintain frequent communication with UNPO representatives, IT focal points and relevant parties throughout project; initiate and coordinate meetings and make necessary arrangements to ensure updated information is available to all concerned; 

· Follow up with appropriate IT and other PO staff to obtain required input; ensure close coordination of project activities with the day-to-day operations of UNPO programmes; and,

· Identify outstanding items (deliverables or information) and operational issues with vendor, PO or WGARM and make proposals for resolution; notify appropriate parties of outstanding issues.
2.  Report regularly to the Co-Chairs of the WG-ARM on project of status; arrange and make presentations as appropriate

· Develop a website (to be hosted by a PO) for 1) project reporting purposes; 2) advocacy/outreach purposes to the UN community; 

· Develop introductory material and presentation materials (charts, PowerPoint etc.) to illustrate the projects status for audiences such as related UNPOs, other working groups or task forces; 

· Use a project management tool (Microsoft Project preferred) for reporting/management purposes to WGARM and CSTF; provide and post bi-weekly supplementary progress reports summarizing meetings with the vendor, PO representatives and focal points; provide and post monthly (at minimum) highlights. Include outstanding information required to be collected as well as gap analysis reports of any outstanding items agreed with vendors or any participation organizations;

· Review and comment on deliverables and note operational aspects, soundness, feasibility and cost implications where appropriate; and, 

· Obtain approval to changes in project components to attain project objectives more effectively.

3. In full compliance with Procurement rules, expedite issuance of an Expression of Interest to develop a roster of vendors; issue the Request for Proposal; and evaluation of vendor bids.

· Assist procurement office in issuance of the Expression of Interest to develop vendor roster, including already-identified consultants and firms;

· Ensure RFP is complete: collect and format of outstanding annex information for the Statement of Work;

· Act as focal point with procurement to respond to vendor requests for clarification or information;

· Document all contact with vendors and procurement office and note any additional information provided or further clarification given or received; and,

· In compliance with procurement rules and in consultation with WGARM, conduct:  

· The initial review of bids for completeness and meeting minimum RAM or IT requirements;

· The evaluation and technical review; rank the bids based on agreed rating scale and document the evaluation to ensure transparency; and, 

· The financial evaluation document based on agreed upon criteria (best value).

4.  Monitor all aspects of the vendor’s work in relation to the project progress in order to ensure compliance with the contract; review and approve all vendor deliverables to ensure completeness and accuracy with the SOW.

· Confirm vendor employees or other personnel are those identified as noted in bid and any substitutions are authorized in advance;

· Review vendor work plan for managing the project;

· Receive weekly status reports from the vendor in an agreed upon format;

· Review reports and make appropriate comments, follow up for clarity etc.;

· Sign off on all deliverables on the Deliverable Acceptance Document after thorough review and in agreement with at least one co chair of the WGARM; and, 

· Liaise with procurement office on all contract administration issues:  amendments, payments, etc. 

5. Maintain all files, documents, reports, correspondence, meeting minutes and other related documentation concerning the project.

· Develop classification scheme and retention schedule for project documents; and,
· Register electronic copy of all documents or systems descriptions from UNPOs;

6. As relevant and appropriate, compile and/or analyze information related to current and future DAP work (for example, retention schedules assembled in the Records Appraisal Decision Assistance Project).  Other similar tasks may be required.
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