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*This Questionnaire is to be completed by representatives of the Business Units within each UNPO.   Business Process Units include department/units from the following functional areas: 
· Administration, Conferences, Central Support and  Procurement (ACP), 

· Finance, Budget and Accounts (FBA), 

· Human Resource Management (HRM), 

· Legal (LEG),

· Oversight, Audit and Evaluation (OAE), 

· Organisation, Co-ordination and Management (OCM), 

· Programmes, Projects and Missions (PPM) and 

· Relations, Outreach, Media  and Communications (ROC) 
(see Annex 2 for details)  
**This version of form incorporates relevant questions from Part 04 “sampling” as well as revised table of contents based on testing with initial Business Units. 




· 
· 
· 
· 
· 
· 
· 
· 
DAP - Questionnaire and Digital Assessment Survey: 
Part 3* – Business Process Units
Contents
1. General Information
· Departmental Background and Related Documentation

2. Current Document/Records/Content Management Practices
3. Document/Records Management/Content Management Policies and Procedures 
4. Systems and Software Tools
5. Additional comments

Support Documents- Annexes  
:to be reviewed for additions/revisions]
Annex 1 – Organizational Units

Annex 2 – General Functions/Sub function Matrix

Annex 3 – Record series (where available)

Annex 4 – ICT systems, applications and software 
(used with questionnaire from Part 1- for  ICT)

Annex 5 – List of Policies and Procedures

================================================================
*  Note: This is Part 3 of DAP Project Questionnaire & Digital Assessment Survey

. 


Other parts are:

Part 1: Completed by Information Technology and Communications professionals including Information Technology Representatives, E-mail Administrators, Technology Coordinators, Information Architects, Application Owners

Part 2:  Completed for Records, document, archives and other information assets or content management, including: Libraries, official document repositories and the registration or upkeep of special collections and reference materials; and Specialists for content or knowledge sharing and management
Part 4:  Digital Record Sampling Form’ [NOTE as of 16 Feb 2005, based on initial feedback, the relevant questions from Part 4 are  incorporated in Part 3. para 3.7. This was agreed by the DAP WGARM co-chairs, DAP project manager and Consultants in order to simplify data collection and streamline the process.  Part 4 will only be completed in the event additional detail is required form a work unit which has not completed Part 3].
Digital Assessment - PART III: BUSINESS PROCESS 

Instructions:   
The survey is designed to collect information from each Department/Unit about its existing or planned electronic records management and relevant digital archives initiatives.  
For purposes of the survey "Department/Unit" does not include field offices. [see end note:  DAP relation to other HQ locations and Field Offices. 
Assumptions: Where no response is received, we will assume that nothing is being done in this area 






1.0 General Information


1.0.1
UN Participating Organization _UNICEF_________________________ 

1.0.1. a
Department/Division/Office/Unit Name:_Office of Secretary Executive Board [OSEB]_____

1.0.1.b

Location: __3 UN Plaza, Room H-1334_______________________-

1.0. 2
Name Person[s]  Completing Survey:  Deirdre O’Shea
 



1.0.2.a.
Title: Editor ___________________________

1.02.b

Phone ______212 326-7097 ________________-

1.0.2.c


E-mail Address:___doshea@unicef.org____________
1.0.3
Contact Person (if different from above):  for information on OSEB administrative Office /Budget records Check.  Francoise Coupet__________ 

1.0.3.a.
Title : Admin Assistant ___________________________

1.0.3.b

Phone :212 326-7091 ______________________

1.0.3.c

E-mail Address:______________________

  

1.0.4
Reference Number (for WGARM/DAP use only)______________________
Functional Areas/Roles

1.0.5   Identify the functional areas that you are representing (check all that apply), see Annex 2 for more details:
•
Administration, Conferences, Central Support and  Procurement (ACP) _X_____ 

•
Finance, Budget and Accounts (FBA) ______ 

•
Human Resource Management (HRM) ______ 

•
Legal (LEG) ______

•
Oversight, Audit and Evaluation (OAE) ______ 

•
Organisation, Co-ordination and Management (OCM) __X____ 

•
Programmes, Projects and Missions (PPM) ______ 

•
Relations, Outreach, Media  and Communications (ROC) __X____
1.1 Departmental Background and Related Documentation for validation
1.1.1 From Annex 1, identify which organizational unit is covered by this survey.  If the organisational unit(s) you represent are not listed in Annex 1, please provide a separate list and attach to this questionnaire.

Annotated Annex 
Yes X__        No__ Office of the Secretary Executive Board.
Additional List
Yes __        No__

1.1.2 From Annex 2, identify which functions and sub-functions are covered by this survey.  If the functions and sub functions you represent are not listed in Annex 2, please provide a separate list and attach to this questionnaire.

Annotated Annex 
Yes __X       No__

Additional List
Yes __       No__

1.1.3 From Annex 3, identify which Record Series are covered by this survey.  If the Record Series you create or receive are not listed in Annex 3, please provide a separate list and attach to this questionnaire

Annotated Annex 
Yes __       No__

Additional List
Yes X__       No__ [below]
· OSEB Chrono and Correspondence Files [including Mail Polls of Executive Board?)
· Drafts of  UNICEF Executive Board Documents E/ICEF/…[temporary files?]
· “Advanced Copies” of Executive Board Documents 
· Final Copies of UNICEF Executive Board documents [official records] [Note the final copies are on UN ODS system, UNICEF Internet and UNCEF Intranet.
· OSEB Administrative/Procurement files for supplies etc.
· Travel for Executive Board Meetings

· Conference Arrangements for Executive Board and Bureau meetings

· Minuets of Executive Board Bureau meetings

· OSEB Human Resource related Contracts / Attendance/Leave etc
· OSEB Budget related submissions/Allotments  etc
· Individual Email records responsibility of each staff member

· Shared Electronic files on common LAN Drive 


[most are temporary associated with Specific Board Session
· Older Executive Board Documents not on UN ODS or UNICEF Internet or Intranet. Rely on some office files, Bound volumes or microfiche in UN Secretariat Documents Control, UN Secretatiat Library or UNICEF.
1.1.4 From Annex 3, identify those records series for which you are the “Office of Record”. (i.e. you retain the “official version” on behalf of your organization..

Annotated Annex 
Yes __       No__

Additional List
Yes X__       No__[see below]
· Travel for Executive Board Meetings

· Administrative Conference Arrangements for Executive Board and Bureau meetings
· Correspondence on Membership or Credentials of Executive Baord
· Minuets of Executive Board Bureau meetings
· Final Copies of UNICEF Executive Board documents [official records] [Note the final copies are on UN ODS system, UNICEF Internet and UNCEF Intranet. The initial editing is responsibility of OSEB, butr then goes through UN secretariat Documents control for translation and simultaneous issuance.
1.1.5 Identify or list any specialized application or software specially developed for your department/org unit.  If applicable, Annex 4, list of IT Systems, Applications and software is available as a reference.

Annotated Annex 
Yes __       No_X_

Additional List
Yes __       No_X
1.1.6 From Annex 5 identify the current policies and procedures as appropriate.  If the Policies and Procedures you represent are not listed in Annex 5, please provide a separate list and attach to this questionnaire.

Annotated Annex 
Yes __       No__

Additional List
Yes __       No__
· E/ICEF/1951/177/REV.6 (PDF/ENG) Rules of Procedure for UNICEF Executive Board or more recent? [ramp-trim register: CF/RAD/USAA/DB01/2003-00770]
· UNICEF house style and guidelines for posting to the UNICEF internet or Intranet 
2.0   Current Document/Records/Content Management Practices
2.1      Are electronic records considered “official” records in your unit?

Yes    __X_UN-Secretariat – ODS Web Versions for Official Documents 
No ____X _Not Email
Don't Know ____
Comments    _____
2.2      Do you have an electronic records management system, electronic document management system or digital archives initiatives either planned or in place?

Yes    __X__
ODS System, UNICEF  Intranet Site, UNICEF Internet Website
No _____Don’t share drafts of Bureau members consensus text, only keep what came out in final form
Don't Know ____

Comments    _____

2.3     Where do you currently keep your electronic records? (Check X for all those which

    apply)

In the records management system (e.g. TRIM) ___

In the business application (e.g. invoices in PeopleSoft; personnel files in IMIS) ___

On my “c” drive __X__Just personal copies and personal Archive email
In a shared drive on the LAN __X__[for specific session
Print to paper and keep in my office __Not usually_ _
Print to paper and send to a departmental file room ____ NO
Don’t know __Not sure for Bureau Records, Chron Files or Official Correspondence__
Comments ____

2.4      Where do you keep incoming and outgoing e-mails?  (Check X for all those which apply)

In the records management system (e.g. TRIM) ____

In a folder in my e-mail system _X__Most likely – but it is individual preference_

On my “c” drive  X__Email Archives__
In a shared drive on the LAN __[yes but not for email]_
Print to paper and keep in my office __Some do__
Print to paper and send to a departmental file room ____

Comments ____

 2.5      Do you have any file directories or lists for documents/records on your computer?

Yes    _X___Less than 10 main directory folder names – no sub-directories
No _____

Don't Know ____

Comments    _____

If yes, please provide a copy. Main Directories Listed below
1. Annual Session [of UNICEF Executive board – Current or Previous June ]   
1.a
First Regular Session [Current or recent year - January] 
1.b
Second Regular Session [Current or recent year - September] , 
2. AO-OS Basic Data – Data tables from countries,  
3. Executive Board Members info,
4. Board Reference Guideline, 
5. Field Visits, 
6. Revised Country Programme Documents, 
7. Status of Document,  
8. Templates    
2.6       Do you receive and retain reports from IT systems or applications (refer to Annex 4)?

	System / Application
	Paper
	Electronic

	FLS /Logistics – e.g  Purchasing 
	X
	X

	FLS/Logistics - Budget
	X
	X

	FLS / Travel [for Board Members]
	X
	x

	Admin & attendance [IMIS]
	X
	X


2.7 Do you provide “content” to your unit Intranet and or internet (public website)

Yes    __X Put “advanced Copy” in UNICEF Intranet and final from UN-Sect ODS in PDF format__

No _____

Don't Know ____

Comments    _____

              2.7.1   If yes, do you consider that version the “official” version? -YES--
2.8 Do you have any policies, procedures and standards regarding creation of content, 
2.9  updating content, removing content from the site?

Yes    __Whatever the Content Manger thinks should be put on the site. This is decided in consultation with Secretary Executive Board and Bureau. Some Bureau members ask for certain things to be put on site.,__

No _____

Don't Know ____

Comments    _____

2.8.1     If yes, please provide copies of the policies and procedures

2.9      With which departments do you work/share records and document in New York and in country offices (see annex 1 for reference)?

Response:


2.9.1 Does your department have any need or requirements to increase remote access of your applications or data to traveling staff, external partners or governments, NGOs or related groups?  

Yes    ____Docs available via Internet.
No _____

Don't Know ____

Comments    _____More Remote Internet access for admin task might make it easier for OSEB traveling members. Would not have to carry computer when traveling to check on work status or read email.
2.10
How are electronic records and documents shared and accessed within the department and between departments? (Check X those that apply)

Via emails and attachments __X for items going outside of OSEB__

Departmental directories/shared workspace on the LAN __X__

Through collaborative tools (Lotus Notes; GroupWise etc) __NO__

Other ____

Comments ____ 

2.11       Do you store electronic records on (Check X those which apply)

Diskettes, (what size?) _X 3.5 disks___

Tapes
____

CDs ____X
Thumb drives ____

Other ____

Comments ____

2.12 Has your unit identified the main group of records (series) which have priority to be scanned into a digital format.
Yes    ____

No _____

Don't Know ___X_. Not sure if it is worth retrospectively converting itmes to digital format. Maybe just form day one forward. For example for how long keep the audio records of Bureau or Executive Board meetings? 
Comments    _____


2.12.1 
Do you use any standards regarding scanning documents into electronic format.

Yes    ____

No _____

Don't Know ____

Comments    _____

3.0   Document/Records Management/Content Management Policies and Procedures
3.1
Are you aware of any departmental policies and procedures related to electronic records and e-mail (see annex 5 for reference) ?

Yes    ____

No _____

Don't Know ____X
Comments    _____

3.2
Does your work unit have a policy concerning the use of electronic signatures*[see note]?

Yes    ____

No _____X
Don't Know ____

Comments    _____  

*Note: Electronic [digital] Signature refers to use of a recognised independent system to authenticate a signature with a digital certificate or other means. Electronic signature does not refer to simply placing an autograph image on a message or document.
3.3
Has your work unit developed policies and procedures to:  (Check X all that apply)
Ensure that e-mails and electronic records are part of your overall records management programme? ___NO__

Ensure training on how to manage electronic records and archives? ___NO__

Apply classification schemes (where available) to electronic records? _No only simple directory structure used____

Manage “shared drives” as part of the RM programme? __Yes ___

Manage e-mail as corporate records? _NO - Personal basis only____

Other, please specify _____
3.4
Do you apply any naming conventions or classification schemes when saving electronic documents/records?

Yes    ____

No _____

Don't Know ____

Comments    __X___Terms are more or less Ad Hoc.
3.5      Are you aware of records retention requirements for electronic records and e-mail? 

Yes    ____

No __X___

Don't Know ____

Comments    _____

3.5.1 If yes, do you apply them to your electronic records and e-mails?

To folders in directories on networks (shared or personal workspace) or hard drives? _____

In e-mail folders _____

To records in imaging or document management systems? _____

In databases? _____

Comments  _____

3.6
For what reasons do you dispose of your electronic records? Please rank the following in terms of the reason for disposition:  (1 most often, 6 least often)

Lack of server space _____

Department and/or business level unit restructuring _____

Annual directory cleanup day  _____

Part of annual transfer/culling process __X___. Drafts are removed from shared drive file structure based on previous session schedule.. Printed copies are in folders
Annual maintenance programme _____

Never dispose of them _____

Comments  _____

3.7   Does your department/org unit create or receive records of potentially archival or long term value?  

Yes ____X UNICEF Executive Board Documents and possibly Exec Board Bureau Minutes.
No _____

Don't Know _____

Comments ____
If yes, answer questions 3.7.1- 3.7.5

3.7.1
Are records that have potentially archival or long term value regularly identified and appraised in your department/division for retention or destruction?

Yes ____

No _X____

Don't Know _____

Comments ____











3.7.2
 Do any special retention schedules apply to these digital records [beyond what applies to same information in paper format records?]

Yes ___


No ____


Don’t Know  _X___


Comments _____

3.7.3 Does the unit/department have a migration/preservation strategy in place to ensure that the digital records are accessible and retrievable to users?


Yes  _____

No ___X__

Don’t Know _____

Comments – Did best could to capture information on older disks. UN-Sec ODS system goes back about 7 to ten years for most language of UNICEF Executive Board Documents. For items more than  7 to 10 years old, OSEB relies UNICEF or UN secretariat printed version or microfiche.
3.7.4 Has the department/unit established standards (including metadata), policies and procedures or business rules to ensure the capture and maintenance of the digital records with potential archival or long term value? 


Yes _____


No ___X__


Don’t Know _____


Comments - If yes, please provide copies 

3.7.5 Has the department/unit created specific finding aids/indexes for digital records with potential archival or long term value ?


Yes _____


No _____


Don’t Know _____


Comments _____put on UNICEF extranet?
3.8 Do you regularly transfer archival records or those potentially having long-term value to the archives?

Yes    ____

No __X___

Don't Know ____

Comments    __In past OSEB has sent Bound versions of older Executive Baord records in boxes to be transferred to off-site UNICEF Record Center using RAMP-TRIM and predecessor system RAMP-WANG.
3.8.1    If yes, do you need to refer to them or retrieve them?

Frequently _____

Sometimes _____

Never __X___[for individual document, checking microfiche in UN-Sec or UNICEF Library or NYHQ Docs Dist area is quicker than retrievalof a box/folder with the paper copies. However for scanning of older documents the older records , in record center in paper format are sometimes retrieved.
3.9 Are there any particular records or groups of records related to your main substantive function that may require special consideration or handling within a digital environment (either security access or long term preservation). 
Yes    ____

No _____

Don't Know __X__

Comments    _____

4.0   Systems and Software Tools 
4.1      
As new document management, imaging, workflow and other systems are introduced, is the records management group involved to ensure that preservation, classification, access and retrieval requirements and disposition requirements are addressed in the design of the systems?  (Check X which one applies)

Never - Records Issues are Not Addressed   _____

Sometimes _____

Always _____ 

      Comments _____
4.2 What software tools are used to create and store electronic documents and records (e.g. word, excel, PowerPoint, Sharepoint, Lotus Notes etc.)?
· Excel, Word, PDF, PowerPoint, Red Dot presentation to Lotus Notes for Intranet.

Comments
4.3
Do you use a document/records management software package to manage paper and electronic records?

Yes    ____

No __X___

Don't Know ____

Comments    _____

4.2.1 If yes, please provide the product name (e.g. Livelink, TRIM, Red Hat)

4.4       Do you access and retrieve records from an imaging system?

Yes    __X  UN Sect ODS__

No _____

Don't Know ____

Comments   
4.5      Do you access and retrieve records from microform (microfilm or fiche)?
Yes    ____

No _____

Don't Know ____

Comments    ___ X _very rare. Mostly only for records more than 10 years old , not on intranet or UN Olds.c______

4.6    Do you have any substantive electronic records or legacy systems documents stored in older formats (floppy discs etc) that may require conversion?
Yes    ____

No _____

Don't Know ____

Comments    ____Most now are either in 3.5 flopy disks or CD-ROM;_

5. Additional Comments:

Do you have any comments on issues associated with the organisation/ work unit electronic records management DAP programme and any suggestions for improvement?




Thank You for Your Participation in this Survey.

For clarification or further information, please contact the UNPO DAP Coordinator or:

Dhurjati Mueller: Dmueller@unicef.org
Tel: 

  303-7978

===============================================================================

END Note  -       DAP relation to other HQ locations and Field Offices 
Excerpt   - DAP Statement of Work   registered # UN/CS/RAI/USAA/DB01/2003-00008

1.1 …a strategic plan for managing and preserving digital records of [potential] long term value  created and maintained by UNPOs based in New York...In the future, such a programme may also be applied to other locations, ….

3.2  ..primary focus is records created or received in New York .. However, …

•
will also identify any issues concerning the preservation and management of digital records created or received in UNPO offices outside New York if they are integrally related to business processes or operational performance.  

•
Where additional information or clarification is required on systems related to NY activities or mandates which are maintained in other locations [e.g. Geneva or Copenhagen] conference calls will be arranged where useful. 

•
The major issues …should be noted and potential additional estimated costs identified if the project size were increased to cover other UNPOs locations .
Drafts come from Field Offices, final versions on UN-Sect ODS and UNICEF Internet Web
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