Funding Priorities  -  DPP5


Electronic Records Management
SPONSORING DIVISIONS:

· DPP
· Evaluation Office

· PFO
· DHR, OPP and PD have also expressed interest in joining
GENERAL DESCRIPTION: 

Paper documents have been the most widely used recordkeeping medium for centuries and paper will remain with us for some time.  In recent years, electronic records created and maintained by common office systems such as Microsoft Office as well as in transactional systems such as FLS,  have increased dramatically in both quantity and value.  For most organizations, electronic records are indispensable resources for daily operations, as well as for long-term planning and decision-making.  Our ability to create electronic records has outpaced our ability to manage and control them effectively.
For some time we have used a computer-based records management tool (TRIM) to manage description of paper records and to control their transfer to archival storage.  This tool can also effectively manage electronic records.  However, to date only limited use has been made of this facility even though a number of headquarters divisions have requested such a capability.
This proposal recommends that, during the next budget biennium, we gradually introduce the above tool to headquarters divisions starting with those that have requested it.  The proposal covers new hardware and software as well as upgrades to existing hardware and software, and additional software licenses.  It also covers work required to assist divisions in redefining existing records management policies and procedures in order to make best use of the records management tool.
This project is also related and is a pre-requisite to the UN Digital Archives Programme Implementation project (see separate proposal). 

WHY THIS IS NEEDED:

·  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 UNICEF" and constitute the business, legal and historical informational assets of the organisation and must be managed and preserved. Only recently has the challenge concerning electronic records been recognised and their integration with paper records begun to be addressed.  Staff are increasingly being asked to take on responsibility for electronic records without adequate tools to assist them.  
WHO IT IS NEEDED BY:

·   all headquarters Divisions

BENEFITS:

· A more trustworthy electronic record system from early in the lifecycle of records

· Tools to better manage and locate records from the desktop.
· Paper and electronic records managed using the same system.
· Ability for staff to share electronic records and files within divisions and sections

· Less transfer of attachments in communications since registration links can be included.

· Ability to view critical folders or documents from standard internet browser

· Reduced Administration overhead

· Increased Security and Access Control of Records including trusted logons for users

· Link to retention / destruction schedules to allow protection or disposal of electronic records in a timely manner.

CONSEQUENCES OF NOT DOING THIS:

· Significant risk, since critical knowledge assets are lost or inaccessible or their recovery comes at very high cost.

· Staff spend an inordinate amount of time looking for needed information

· Documents already in electronic form cannot be easily registered.  This means that important electronic records need to be converted from printed to digital format later in the lifecycle when it is more costly to do this.

· Not ready to transfer electronic records to protected digital archives in an orderly fashion or to take advantage of a standardised solution for digital archives.

· Not able to decide on and follow an agreed retention and destruction period for many records in offices

INTERDEPENDENCY WITH OTHER PROJECTS:

· United Nations Participating Organisations [UNPO] Common Services Digital Archives  Programme.
	COST IMPLICATIONS:
	

	
	

	2004
	$400,000

	2005
	$385,000

	Annual Maintenance Cost 2006 Onwards     
	$151,000 (Details attached)
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