Ref: UN/CS/RAI/USAA/DB01/2004-00096
Activity/Deliverable Certification Check list

Activity/Deliverable 1: Establish a Plan of Work that organises and developes the project management infrastructure 

Activity/Deliverable 1 Checklist 

	
	Item
	Status
	Comments

	
	The vendor will establish a plan of work for the life of the project (Activity/Deliverable 2-7) that identifies all activities and tasks including:
	
	

	
	· Milestones
	
	

	
	· Time frame
	
	

	
	· All resources that are required for each task
	
	

	
	· Methods to increase acceptance and implementation by the UNPOs
	
	

	
	· Establish Delivery Acceptance Criteria for the successful completion of each deliverable
	
	

	
	· Change Management Procedures for changing the plan of work, modifying the statement of work and managing escalating risks and issues
	
	

	
	· Risk Assessment - Project risk identification and assessment document
	
	


General Comments:

Activity/Deliverable Certification Check list

Activity 2: Review and assess current policies, procedures, approaches, initiatives and best practices related to digital records as well as conduct a sampling of digital records and their business context.

Activity 2 Checklist

	
	Item
	Status
	Comment

	
	The vendor will systematically review current policies, practices and procedures (see Annex 5 for Background Documents);
	
	

	
	Gather data and information through interviews of Records and Archives Staff, Information Technology staff and various Business Unit staff ;
	
	

	
	Among the activities to be included in this data gathering phase is the review of: 

· Work programme of the nine task forces of the Secretariat's Information and Communications Technology Board (ICTB)

· Taxonomy and Intranet Portal initiative at UNDP

· Knowledge Management/Knowledge Sharing Unit at UNFPA

· Use of TRIM records management software at UNARM, UNICEF and UNOPS

· The imminent implementation of ERP software (PeopleSoft) at UNDP, UNFPA and UNOPS

· WGARM Appraisal Decision Assistance Project

· SAP R/3 ERP system and the ‘Applications Archiving’ project at UNICEF
	
	

	
	Conduct a representative sampling of their digital records (see Annex 6 for Interviews and Sampling areas and Annex 7 for UNPO Functions and Records Series Matrix).
	
	


Comments:

Interviews and Record Sampling relating to Activities 2 and 3: The interviews relating to Activities 2 and 3 will involve a total maximum of 30 interview sessions.  It is anticipated that data collection will require  appropriate follow-up communication to validate the information that is collected.    Record Sampling includes a representative sampling Archival Records from the 10 UNPOs functional areas.
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Deliverable 2 :  Report cataloguing and analysing existing policies,  practices, approaches and initiatives concerning the identification, management, accessibility and preservation of digital records and establish current record keeping functionality and requirements.  

Deliverable 2 Checklist

	
	Item
	Status
	Comment

	
	Identify and describe the current policies and practices related to digital information assets and the creation and maintenance of corporate digital information of long-term value, cite its source and authority, describe the extent to which it supports the objectives of the DAP, and provide a summary of the degree to which it is employed within UNPOs.   For each policy, practice or other activity, the report will describe the DAP objective that the practice supports and benchmark the activity against at least one external organisation or standard. This activity will also identify gaps in policy and practice in this area (see Annexes 2, 4 & 5);
	
	

	
	Identify current record keeping functionality and requirements including metadata standards and requirements;
	
	

	
	Report on Record Sampling and analyse the current conditions which supports, or prohibits, the identification, accessibility and preservation of digital records of long-term value.  
	
	

	
	Analyse any initiatives or other activity within the UNPOs, including record keeping system, which supports the objectives of the DAP.  For each initiative the report will describe the DAP objective that the practice supports and benchmark the activity against at least one external organisation or standard;
	
	

	
	Identify any issues concerning the preservation and management of records that are digitally created or received in UNPO offices outside New York if they are  integrally related to NY business processes or operational performance.
	
	


Comments:
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Activity 3: Inventory the current Information Management data bases, applications and technical platforms related to digital records and define their core characteristics.

Activity 3 Checklist of Inventory Items

	
	Item
	Status
	Comment

	
	Technical systems (Annex 8, indicative list of Information Systems) and gather additional data and information from Information Technology staff in UNPOs on the current technical and administrative characteristics of core UNPOs information systems both transactional and document based;
	
	

	
	Technical standards and architectures employed throughout the UNPOs and how they would be applied in a DAP environment;
	
	

	
	Application of retention and disposition requirements to digital materials;
	
	

	
	Rule-based destruction, deletion, and migration criteria used in transactional systems;
	
	

	
	Creation and management of electronic mail and electronic documents;
	
	


Comments:

Interviews and Record Sampling relating to Activities 2 and 3

The interviews relating to Activities 2 and 3 will involve a total maximum of 30 interview sessions.  It is anticipated that data collection will require  appropriate follow-up communication to validate the information that is collected.  

Record Sampling would include a representative sampling Archival Records from the 10 UNPOs functional areas. 
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Deliverable 3:  Report on the technical characteristics of the current core UNPOs information systems, identify current data bases, technical platforms and initiatives related to digital records and identify core characteristics of Archival Digital Records.

This report will include: 

	
	Item
	Status
	Comment

	
	Prepare a report describing the current core UNPO information system as outlined in Annex 7 and analyse their characteristics in relationship to the identification, preservation and maintenance of digital records of continuing value; The report will include:
	
	

	
	· A description of the methodology used to collect information specifying what UNPO staff were involved in the data collection effort, their role in managing information within their organisation and their role in identifying, making available and preserving digital records of long-term value;
	
	

	
	· An analysis of the technical and administrative aspects of  current core information systems, both transactional and document-based, noting any significant additional specifications or relationships between systems discovered by the vendor during their review and interview process;
	
	

	
	· The analysis and benchmarking of current practices at the UNPOs relating to the preservation and access of digital archival records.  The benchmarking will be conducted against external organisations and standards such as the International Standards Organisation’s 15489 Records Management .
	
	

	
	· A set of high-level conclusions, targeted at members of  the WG-ARM regarding the existing state of practice, or lack thereof, within the UNPOs for managing and preserving digital information assets of long-term value.
	
	


Comments:
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Activity 4: Based on Activity 2 and 3, develop detailed specification, requirements and standards, including both the technical and administrative (policy) aspects, for developing a Digital Archives Programme within UNPOs.

	
	Item
	Status
	Comment

	
	The vendor will work closely with appropriate information technology professionals, business unit staff and archives and records management personnel to identify and describe the technical and administrative requirements for creating reliable and authentic records within UNPO systems and for selectively archiving those digital records that have long-term value to the UNPOs.  This includes:
	
	

	
	· Identify how are archival records identified when they are created? 
	
	

	
	· Identify how to reconcile different metadata requirements and classifications within the  UNPOs?
	
	

	
	· Identify the best approaches for storing, preserving and retrieving digital materials of long-term value?  
	
	

	
	· Identify the appropriate formats and data structures to support long-term preservation and access to archival materials?  
	
	


Comments:
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Deliverable 4: Prepare comprehensive report(s) describing Digital Archives Programme and proposing appropriate models for which the UNPO may follow including models with a shared or co-operative repository network and with an in-house repository network.

The report(s) will have detailed specifications and requirements for developing a digital archiving capacity within the UNPOs including the technical and administrative aspects and appropriate models.  The models should include a Reference Model and at least two functional models which the UNPO may follow; one model with a shared or co-operative repository network and one model with its own separate repository network.
The report(s) describing the DAP will minimally include:

Administrative Report

	
	Item 
	Status
	Comment

	
	Drafts of policies, practices and identification of appropriate standards including those for developing information systems;
	
	

	
	Definition of metadata requirements to support digital archiving;
	
	

	
	Best practices that will support access, use and preservation of digital records;
	
	

	
	Definition of the (staff) functions, roles and responsibilities required for ongoing management/maintenance of a DAP including a draft TOR;
	
	

	
	Business changes that are required to enable digital recordkeeping and digital archiving;
	
	

	
	Roles and responsibilities defined for managing and preserving digital information assets in relation to IT departments and to Archives and Records Management groups and include monitoring and maintenance strategies.
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Deliverable 4 (continued) 

Technical Report
	
	Item
	Status
	Comment

	
	Technical standards and architectures that will enable digital archiving
	
	

	
	Appropriate electronic records management, document management and digital preservation strategies to support DAP
	
	

	
	Functional requirements statement for an automated system to support the DAP; identification of tools that automatically generate or extract metadata
	
	

	
	Software and applications requirements, 
	
	

	
	Infrastructure requirements,
	
	

	
	Data management standards 
	
	

	
	Digital Recordkeeping standards,
	
	

	
	User training and interface requirements, 
	
	

	
	tools to identify attributes of digital materials and objects to be preserved, 
	
	

	
	Technical strategies that best provide continuing access 
	
	

	
	Minimal level of metadata required for long term management
	
	

	
	Security rights, access standards and procedures to guarantee the availability, accuracy, reliability and preservation of DAP records
	
	


Model Report

	
	Item
	Status
	Comment

	
	Develop a Reference Model (based on OAIS Model) which supplies a common framework, including terminology and concepts for describing and comparing architectures and operations of digital archives.  
	
	

	
	Develop a minimum of  2 Functional Model(s) which UNPOs may follow including a model with a shared or co-operative repository network and a model with an in-house repository network.
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Activity 5:  Create a Plan for implementing DAP within the UNPOs

Based on Deliverable 2, 3 and 4, the vendor will prepare a plan for implementing the DAP.  This plan will be developed with the full consultation of WG-ARM and other appropriate personnel in participating agencies.

	
	Item
	Status
	Comment

	
	The vendor will develop an implementation plan based on the concept of life-cycle management of information.   The life-cycle management concept is best exemplified by ISO 15489, however, the DAP plan will focus only on identifying and preserving those records of long-term or archival value to UNPOs. The vendor may suggest other exemplars of life-cycle management provided such exemplars are approved by the UNPO Project Manager;
	
	

	
	Recommendations for automated systems support of the life-cycle management of records should be standards based;
	
	

	
	The Implementation Plan should be based on an assumption that records of long-term value will be migrated to new software and hardware environments over time and that the standard for authenticity will vary from record to record;
	
	

	
	The plan must address both transactional and non-transactions systems including electronic mail and electronic documents;
	
	

	
	The plan must also reflect an understanding of the distinct organisational culture and capacity of each UNPO, as well as the information systems operated by each participating organisation;
	
	

	
	Identify the proposed methods to increase acceptance and implementation of most parts of the plan by a majority of the UNPOs.  This should include recommending proven approaches and technology etc. that would be within the known constraints of the UNPOs budgets and resources.
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Deliverable 5:  Prepare an DAP Implementation Plan 

At minimum, the implementation plan must include the following elements

	
	Item
	Status
	Comment

	
	A statement of what DAP objectives are best accomplished through policies, which are best accomplished through practices, which are best accomplished through standards, which are best accomplished through technology and which are best accomplished by elements of each;
	
	

	
	A high level approach linking the proposed DAP to the current technical and administrative infrastructure for core UNPO’s information systems;
	
	

	
	Cost benefit analysis;
	
	

	
	Implementation plan for policies, practices business and technical standards.
	
	

	
	Identification of related policies that have dependencies on the policies for the DAP, such as a UNPO-wide electronic mail policy, lack of access between UNPO intranet sites, security concerns, etc.
	
	

	
	Integration of this initiative into work of ICTB;
	
	

	
	Risk Assessment and analysis for implementing or not-implementing the DAP;
	
	

	
	Scaleable and phased approach;
	
	

	
	Specific and practical steps that lead to implementation in selected alternative models.
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Activity 6:  Market the DAP and Implementation Plan within appropriate UNPO groups
	
	Item
	Status
	Comment

	
	The vendor will develope presentations to appropriate UNPO Management groups and individuals, including the Task Force on Common Services and  UNPO governance bodies on the strategic plan, the implementation plan, and the cost benefit and risk analysis components of the plan.
	
	


Comments:

Deliverable 6: Develop presentation materials and scripts and make presentations to WG-ARM and the Task Force on Common Services. 

	
	Item
	Status
	Comment

	
	Make xx presentation at  a minimum of 30 minutes plus a question and answer session in which the vendor will present a management-level overview of the strategic plan, its elements and core issues to be addressed.
	
	


Comments:
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Activity 7:  Prepare Plan of Work for Phase 2 Proposals

	
	Item
	Status
	Comment

	
	The vendor will prepare a Plan of Work that will be used by WG-ARM to develop RFP(s) to secure the services of an external consultant(s) to implement the policies, practices, business and technical standards identified in the Strategic Plan (Deliverable 5);
	
	

	
	The Plan of Work is a detailed definition of the activities and deliverables that will be conducted by the external consultant(s);
	
	

	
	The Plan of Work must be developed and presented in scaleable fashion that will permit WG-ARM to implement the DAP in discreet phases and that also permit each Participating Organisation to participate in defined activities as funding and other resources permit;
	
	

	
	The Plan of Work must define activities as sequential and/or concurrent, and must prioritise activities and deliverables in relation to the objectives of the Strategic Plan.
	
	


Comments:

Deliverable 7:  Plan of Work for Phase 2

	
	Item
	Status
	Comment

	
	The vendor will prepare a Plan of Work that will detail, schedule, and rank tasks, activities, and deliverable to be undertaken by an external consultant(s) to achieve the objectives set forth in the Strategic Plan as noted in Activity 7 above. 
	
	


Comments:
