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United Nations Participating Organizations [UNPOs]

Digital Archives Programme [DAP 
Project Phase 1   -    Development of a Strategic Plan

Digital Assessment Survey

Part 1: Information & Communication Technology *

*This Questionnaire is to be completed by Information Technology and Communications professionals within each UNPO. This includes department/units from the following functional areas: 
· Information and Communication Technology Representatives, 
· E-mail Administrators, 
· Technology Coordinators,
· Information Architects, 
· Application Owners
**This version of form incorporates a revised table of contents based on results with other units completing early versions.
DAP - Questionnaire and Digital Assessment Survey: 

Part 1* – Information & Communication Technology

Contents
1. General Information
· Departmental Background and Related Documentation

2. Technology and Information Systems
2.1 Technology Infrastructure

2.2 Technology Applications

2.3 Storage and Media

2.4 Data Integrity
2.5 Security and Access
2.6 Electronic Mail and Messaging Systems

3. 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 

Annex 5 – List of Policies and Procedures
========================================================
*  Note: This is Part 1 of DAP Project Questionnaire & Digital Assessment Survey. Other parts are:

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 3:re 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)  

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].

DAP –Assessment:  PART I:     INFORMATION, COMMUNICATION and TECHNOLOGY 
Instructions:   The survey is designed to collect information concerning the status and development of existing or planned electronic records programmes, relevant digital archives initiatives and related areas from ICT Departments/Units.

· 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 __________________________ 

1.0.1. a
Department/Division/Office/Unit Name:________________
1.0.1.b

Location: _____________________________-

1.0. 2
Name Person[s]  Completing Survey:

1.0.2.a.
Title ___________________________

1.02.b

Phone ______________________-

1.0.2.c

E-mail Address:______________________

1.0.3
Contact Person (if different from above):  __________________________ 


1.0.3.a.
Title ___________________________

1.0.3.b

Phone ______________________

1.0.3.c

E-mail Address:______________________

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

1.0.5 Identify your role (check all appropriate boxes) within the IT environment: 

___  Information Technology Representatives:  Information Technology representatives form each of the UNPOs and/or other major subgroups within the UNPOs.

___  E-mail Administrators:  Those individuals responsible for the development and implementation of the e-mail policies and procedures.

___  Technology Coordinators:  Individuals within the UNPOs that are responsible for coordinating technology initiatives, usage, and standards across multiple business processes, groups, and/or technology applications.

___ Information Architects:  Individuals within each of the UNPOs that are responsible for the functional composition of the business processes and their relationship to the high level function and information assets of the organization.

___ Application Owners:  Personnel owning or responsible for the major Records, Document, and Transactional systems and applications within each of the UNPOs and/or other major subgroups within the UNPOs.

1.1 Departmental Background And Related Documentation
1.1.1 From Annex 1, Identify which organisational unit(s) are 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 ___   No ___

Additional List         Yes___   No ___

Comments:______________________

1.1.2 From Annex 2, identify which functions and subfunctions 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 questinnaire.
Annotated Annex  Yes ___   No ___

Additional List         Yes___   No ___

Comments:______________________

1.1.3 From Annex 4, validate list of IT systems, applications and software (see 2.2.1).  If the systems, applications and software are not listed in Annex 4, please provide a separate list and attach to this questinnaire.
Annotated Annex  Yes ___   No ___

Additional List         Yes___   No ___

Comments:______________________

1.1.4
From Annex 5 validate list of Policies and Procedures (see 2.1.1).  If the Policies and Procedures are not listed in Annex 5, please provide a separate list and attach to this questinnaire.

Annotated Annex  Yes ___   No ___

Additional List         Yes___   No ___

Comments:______________________

2.0 Technology and Information Systems

2.1 Technology Infrastructure
2.1.1 Does your organisation maintain any Information Technology Standards, Policies, Procedures or Practices?    Validate Annex 5 and indicate below and attach any relevant documents that are not listed in the annex.  Please note if it is an undocumented practice and indicate if it is within the specific organisational unit or across multiple organisational units.

2.1.1.a
Systems, Application data bases and Software:
	
	Document 
	Description
	Reference
	Date of issuance

	Policy
	
	
	
	

	Procedures
	
	
	
	

	Standards
	
	
	
	

	Security
	
	
	
	

	Scheduling
	
	
	
	

	Disposition
	
	
	
	

	Training
	
	
	
	


2.1.1.b
Electronic Records (structured or unstructured):
	
	Document 
	Description
	Reference
	Date of issuance

	Policy
	
	
	
	

	Procedures
	
	
	
	

	Standards
	
	
	
	

	Security
	
	
	
	

	Scheduling
	
	
	
	

	Disposition
	
	
	
	

	Training
	
	
	
	


2.1.1.c
Email (if separate from above):
	
	Document 
	Description
	Reference
	Date of issuance

	Policy
	
	
	
	

	Procedures
	
	
	
	

	Standards
	
	
	
	

	Security
	
	
	
	

	Scheduling
	
	
	
	

	Disposition
	
	
	
	

	Training
	
	
	
	


2.1.2 Which of the following database technology applications is your organisation using or considering? Please check all that apply.
	Applications Programmed in a Commercial Database
	Currently Using
	Considering Use
	Used in the Past
	Have Defined Need
	Current Project

	Microsoft SQL
	
	
	
	
	

	Oracle
	
	
	
	
	

	Sybase
	
	
	
	
	

	dbase, Foxbase, etc.
	
	
	
	
	

	Microsoft Access
	
	
	
	
	

	Other (Please specify): 
	
	
	
	
	


Additional Details: 
	


2.1.3 Which of the following application development tools is your organisation using or considering? Please check all that apply.
	Custom Developed Applications
	Currently Using
	Considering Use
	Used in the Past
	Have  Defined Need
	Current Project

	Java
	
	
	
	
	

	HTML
	
	
	
	
	

	.NET
	
	
	
	
	

	Visual Basic
	
	
	
	
	

	Pascal
	
	
	
	
	

	C++
	
	
	
	
	

	   Other (Please specify):
	
	
	
	
	


Additional Details: 
	


2.2 Technology Applications

2.2.1 Does your organisation maintain an inventory or list of automated applications (i.e., word processing, office automation, custom applications, document repositories, databases, spreadsheets, etc.) used or supported within your organisation?  
Yes:__________

No: ___________-

Validate Annex 4 and indicate below and attach any relevant documents that are not listed in the annex.
2.1.1.a Response/Details: 
	


2.2.2 Which of the following technologies and software applications is your Department/Group currently using or considering? Please identify all that apply and also provide appropriate details below.   
· Please enter the appropriate system names from question 2.2.1 above or annex 4. For example under “k.   Enterprise Resource & Planning (e.g., SAP, PeopleSoft)”, enter either SAP or PeopleSoft in a columns unless you are using both.
· Add a note to further specify the type of  use in your organization where it might help avoid confusion. For example what type of  “data mining” is being used . We will further define our glossary for the DAP project based on feedback and follow up questions.
	Technology Application
	Use Currently
	Considering Use
	Used in the Past
	Have  Defined Need
	Current Project

	a. Records Management
	
	
	
	
	

	b. Document Management Systems
	
	
	
	
	

	c.  Content Management
	
	
	
	
	

	d.  Artificial Intelligence, Searching,  Indexing
	
	
	
	
	

	e.  Data Mining
	
	
	
	
	

	f.  Taxonomy, Intelligent Classification (e.g., Verity)
	
	
	
	
	

	g.  COLD Storage
	
	
	
	
	

	h.  Optical Character Recognition
	
	
	
	
	

	i.  Collaboration Systems (e.g., Lotus Notes, etc.)
	
	
	
	
	

	j.   Digital Imaging (Kofax, etc.)
	
	
	
	
	

	k.   Enterprise Resource & Planning (e.g., SAP, PeopleSoft)
	
	
	
	
	

	l.  Artificial Intelligence (AI)
	
	
	
	
	

	m.   Workflow, Business Process Automation
	
	
	
	
	

	n.  Electronic Mail (Email)
	
	
	
	
	

	o.  Geographic Information Systems (GIS)
	
	
	
	
	

	p.  Intranet/Internal Web Postings
	
	
	
	
	

	q.  Internet
	
	
	
	
	

	r. Other ( Describe):  ___________

	
	
	
	
	


2.3 Storage and Media
2.3.1 Describe what media/storage devices are used by your Department/Group to retain records and documents in electronic format. Please identify all that apply and also provide appropriate details.
	Storage Technology
	Use Currently
	Considering Use
	Used in the Past

	Computer Tapes
	
	
	

	Storage Area Network
	
	
	

	EMC Centera
	
	
	

	CD-ROM/DVD
	
	
	

	Worm Disks
	
	
	

	Magneto Optical Disks
	
	
	

	Other
	
	
	


Additional Details: 
	


2.3.2 Does your organisation have agreements for off-site data hosting?  If so, are these reflected in your standards, policies, and procedures?  Do these agreeements cover storage and information security issues? Please provide appropriate detail.
· Yes.

· No.

· Don’t Know
Additional Details: 
	


2.3.3 Does your organisation have a Digital Archives?  If so, when did you organisation begin its digital archive?   Please briefly describe the associated record types and identify the file format (eg., .doc, .pdf, .xml, etc.).  Use separate sheet as necessary.
· Created in the 1960’s.

· Created in the 1970’s.

· Created between 1980 and 1985.

· Created between 1985 and 1995.
· Created after 1995.
· Do not have a digital archive.
Additional Details: 
	


2.3.4 Does your organisation have one or more defined document archival file format standards.  Please explain and identify the file format (eg., .tiff, .pdf, .xml, etc.).  Use separate sheet as necessary.
Additional Details: 
	


2.3.5 Does your organisation have one or more defined data archival standards.  Please identify if listed in question 2.1.1 above.  Use separate sheet as necessary.
Additional Details: 
	


2.3.6 Do you use any retention and/or destruction methods for electronic records?  Please explain.

Response:

	


2.4 Data Integrity and Access
2.4.1 Has your Organisation ever converted data from one hardware environment to a new hardware environment?

· Yes

· No

· Do Not Know

Additional Detail on the most recent (3-4 years): 
	


2.4.1.1 If yes, Please describe the project, your level of success and the hardware and data you used, provide appropriate details below or on a separate sheet:

	 
	Project Name/Description

	Very Successful
	 

 

	Average
	 

 

	Not Successful
	 

 


Additional Detail: 
	


2.4.2 Has your Organisation ever converted data from one software environment to a new software environment?

· Yes

· No

· Do Not Know
Additional Detail: 
	


2.4.2.1 If yes, Please describe the project, your level of success and the software and data you used, provide appropriate details below or on a separate sheet:

	 
	Project Name/Description

	Very Successful
	 

 

	Average
	 

 

	Not Successful
	 

 


Additional Detail:  
	


2.4.2.2 Was there a loss of data associated with one or more of the projects identified above, if so explain:

	 
	Project Name/Description

	More than Expected
	 

 

	Less than expected
	 

 

	No Data Loss
	 

 


Additional Detail:  
	


2.4.3 How often does your agency perform regular backups and in what medium and location are the backups stored? 
2.4.3.1 Frequency:  Please check all that apply.
	Back-up/Recovery
	Daily
	Weekly
	Monthly
	Never

	Mainframes
	
	
	
	

	Minicomputers
	
	
	
	

	LAN Servers
	
	
	
	

	Personal Computers
	
	
	
	

	Laptops
	
	
	
	


Additional Detail:  
	


2.4.3.2 Storage Medium:  Please check all that apply.
	Back-up/Recovery
	Disk
	Magnetic Tape
	Optical Disk

	Mainframes
	
	
	

	Minicomputers
	
	
	

	LAN Servers
	
	
	

	Personal Computers
	
	
	

	Laptops
	
	
	


Additional Detail:  
	


2.4.3.3 Location:  Please check all that apply.
	Back-up/Recovery
	On-Site
	Off-Site

	a) Mainframes
	
	

	b) Minicomputers
	
	

	c) LAN Servers
	
	

	d) Personal Computers
	
	

	e) Laptops
	
	


Additional Detail:  
	


2.4.4 Does your organisation utilize any digital signature technologies? If so, does the organisation have standards, policies, and procedures for digital signatures?
Response: 
	


2.4.5 Please describe the verification and authentication process for digital records within your organisation.  
Response: 
	


2.4.6 Does your organisation have any specific Policy, Procedure or standards governing remote access of UNPO systems, applications or data? Identify and reference as appropriate.  
Response: 
	


2.4.7 Does your organisation have any plans to increase remote access of UNPO systems, applications or data to traveling staff, external partners or governments, NGOs or related groups?  
Response: 
	


2.4.8 How does your organisation address concerns of systems and data security with the increasing need for remote access by users?  
Response: 
	


2.5 Electronic Mail and Messaging Systems
2.5.1 Do you have an email policy, how do you capture and maintain emails as business records? 

Response: 
	


2.5.2 What system is used for e-mail and how do you manage your e-mail?

Response: 
	


2.5.3 Do you use any retention and/or destruction methods for e-mail records?  If so, please explain.

Response: 
	


3. Additional Comments:

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 .
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