WGARM -  Project Management Workplan (November 2003-February 2004)
1. Digital Archive Project, DAP
· Monitor progress and continue to follow up with UNPD and UN Legal concerning DAP contract arrangements;
· Once contract is approved and signed, work with Vendor to begin Workplan Activity, Deliverable 1, of DAP project.

2. Appraisal Decision Assistance, ADA

· Identify tasks required to identify and apply generic appraisal values, record series and retention schedules;

· Begin ADA Phase II including: 

· Validate a sample from one UNPO of lists of organizational work units, test import from IMIS table;  request the IMIS [or equivalent]org and org-parent tables either centrally or from each of the UNPOs to expand the test.
· Refine ADA Tool in Access as appropriate;

· Identify and describe tables;
· Standardize naming convention of fields;

· Test tables which can be imported into TRIM;

· Test Queries and output Reports in Access and TRIM;

· Produce sample status report by UNPO Group/Division/Section/Unit of Record Series submitted during ADA Phase I;

· Begin GAP analysis by identifying missing Record Series of UNPO sample.
· Further describe Generic Record Series

· Draft TOR for 3 areas which require additional resources: 
1)
 Record Series Gap Analysis,
2)
 the development of appraisal value and retention schedule by an Archivist with linkage to Generic Record Series and 

3) 
the technical enhancement of the ADA Management Tool (now in Access Data Base) that would manage the process
The document should specify the scope, activities and deliverables expected as well as resources required to make progress in each area. 

3. WGARM Website update 

· Review and update Directory Structure for administration of documents repository;
· Review and update user interface

· By organization

· By main activity

· By document repository

· Most Recent Documents

· Publish to WGARM Website Most Recent Documents and update links to categories.
4. WGARM Field Advice

· Finalize the draft document concerning WGARM support and assistance of projects that would provide guidance to Field Offices in developing a Records, Document, Archives and Information Management programme.  
· Draft introductory summary statement and publish document to the WGARM Website for further comment.
5. Metadata Standards
· Review and compare in a table format the UN Secretariat, UNDP and ACC documents concerning Metadata Standards. 
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