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Electronic records management is a key technology underpinning the move towards a paperless environment…

· The Enterprise Resource Planning system (ERP – PeopleSoft) will produce electronic records as evidence of individual transactions. While the system will not be entirely paperless, it is moving in that direction; these records, including associated supporting documents, will need to be maintained and retained over the medium to long term in a way which can serve continuing operational needs and provide reliable evidence if required. 

· Access to full and accurate records is at the heart of the accountability process. Records are the means by which the evidence of past and current actions, decisions, procedures and policies are preserved for future analysis and access. An electronic environment provides both new opportunities and new hurdles to ensuring accountability. As UNDP’s transactions will increasingly be conducted through electronic media, the organisation has the potential to provide more open and efficient access to records than ever before.

· Knowledge-based decision-making will require a high quality of reliable and authentic electronic records as evidence of previous research, analysis, and actions, which can support clear and persuasive arguments and conclusions.

· Business process re-engineering will streamline UNDP processes, eliminate redundant tasks and improve efficiency. Process analysis and redesign are excellent opportunities to also reconsider recordkeeping practices, since they often identify problems which could be alleviated through new workflow procedures and/or information systems. If recordkeeping requirements are identified during process analysis, streamlined procedures and automated routines can be built into the revised process to handle electronic records more effectively. 

…which requires strategic management, covering the entire life cycle of electronic records

· Managing access to the contents of records is made easier and more flexible in an electronic environment; and provides opportunities to benefit from the value-added qualities of reliable and trusted information which where previously unexploited, by:

· Managing the explicit, long-term knowledge resources of the organisation.

· Maintaining the corporate memory for accountability and good governance.

· Managing compliance with audit and legal requirements make sound organisation and control of electronic records necessary, to ensure:

· Compliance with data protection and retention policy.

· Consistent treatment of all forms of records, so that electronic records could become the operational version for UNDP

· Managing integration with business processes requires building:

· Stable and sustainable structures for electronic records management, which can support business continuity at the same time as flexibility with the information architecture of the organisation.

· Easy to use, transparent interfaces between record-keeping systems and desktop systems to support sophisticated capture and access

To move towards full and reliable electronic records management, UNDP needs to know:

· What records should we be keeping?

· By developing clearly understood policies and procedures on the documents which need to be captured as electronic records

· By developing mechanisms to link existing and continuing paper records with newly created electronic records

· By establishing procedures and mechanisms to link documents in electronic format supporting an ERP transaction with corresponding records generated by the ERP.

· What record have we actually got?
· By constructing an inventory of all electronic records that already exist in the organisation.

· How long should keep records for?
· By planning informed and consistent evaluations and decisions on which records should be kept for how long, and how they should be disposed of.

· How can we be sure that records that should be kept are safely captured?
· By ensuring fluid integration of record keeping with normal business procedures

· By developing procedures and standards for digitalization process of paper documents.

· By developing a culture of best practices among users

· How can we be sure that records do not lose their value over time?
· By developing a strategy for maintaining access to needed records over time through changes in hardware and software, and for maintaining the accuracy and authenticity of records over time

· How can we ensure consistent treatment across the organisation?
· By developing stable and consistent corporate metadata standards describing technical attributes, structure and content of documents in order to ensure interoperability across local systems.

Steps towards 2004

Within the context of the ERP implementation, UNDP units and offices need to begin taking a series of actions aiming at storing, managing and retrieve electronic records. This involves the following three main strands of actions in order to: 

· bring the existing electronic record practices within a managed environment

· and in parallel, design electronic records procedures into the ERP system

· plan for the integration of existing and developing electronic record resources into a coherent corporate framework

Route and milestones towards electronic records management by 2004















	Milestones
	Deadline
	
	

	Upper stream: bringing existing records under control

Central stream: policies and planning

Lower Stream: integrating e-records withing ERP
	
	Metadata Standards

To identify, describe and manage electronic resources in a systematic and consistent way to meet accountability and archival requirements.
	July 03

	Corporate Policy on E-Documentation in operation

Setting out integrated principles for the management of electroning documents to guide procedures and user practices 
	May 03
	Procedures for E-Signature implementation

Techncal guidelines and standards to implement electronic signature in selected processes
	Sep. 03

	Inventory of existing records established

To consistently document existing electronic records and electronic documents that should be managed as records
	Aug. 03
	Restructuring of local repositories

Bring electronic records into a managed environment for maintenance, access and preservation
	Oct. 03

	Records management requirements defined for ERP 

Assess implecations of the ERP on electronic documentation and incorporate ERM requirements during ERP implementation 
	Aug 03
	Requirements for ERP System

Specifications of technical requirements for corporate electronic records management system
	Oct. 03

	Procedures for E-Records Management

Facilities and procedures for the capture and control, management and preservation of electronic records
	Aug 03
	Advanced search engine implementation

To ensure integration of electronic records across various local systems
	Nov. 03


	Context: steps to manage the transition to Electronic Records Management

	Better management of electronic records

Promote best practices for end-users in creating and organising electronic records within existing facilities, to encourage a change of habits and culture, and to ease the implementation of a full ERM system
	Developing links with existing paper records

Identify and develop the relationships between legacy and continuing paper records to maintain hybrid electronic and paper systems, as electronic documents are brought to a managed environment and new systems are developed. 
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Develop links with continuing paper records





Corporate policy





Inventory of existing records





Integrate records through advanced search engine implementation





Restructuring of local repositories





Procedures for management of electronic records





Metadata standard





Procedures for implementing e-signature





Detailed requirements for ERM system





Corporate ERM System





Existing poorly structured systems





Varying user practices





ERP implemen-tation





2004





Records mangt requirements defined during ERP implem. 





Integrate supporting documents as records within ERP
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