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Executive Summary - DAP Deliverable 2

1.0
Executive Summary Introduction

As more and more information is created electronically within the United Nations Participating Organizations, UNPOs, there is a need to develop an infrastructure to ensure that digital records and documents of potential long term value are accessible and retrievable to meet business and legal requirements.  Entium Technology Partners contracted with the United Nations on behalf of the UNPOs to develop a framework and strategic direction for a Digital Archive Programme (DAP).
 

Based on a review of best practices, a successful Digital Archive Programme is dependent upon a strong records management infrastructure which:

· Includes an organization-wide records management programme

· Includes the resources, including staff, budget etc., to support the programme

· Identifies digital formats as “the approved storage medium” through policies and procedures approved at the senior level within the organization

· Produces digital records that can be relied upon as evidence

· Identifies digital records which have potential archival and long-term value

· Has a supporting technology infrastructure to ensure that business units can rely on their digital records in place of paper

· Implements a preservation strategy to ensure that digital records are retrievable to meet business and regulatory requirements
The focus of these programmes, identified as good [or “best”] practice, was to improve operational efficiency and provide greater accountability and transparency to citizens. 

1.1
DAP Project Objectives
The DAP project objectives, as outlined in the Statement of Work (SOW) are to:
· Identify policies and guidelines related to digital records;

· Identify preservation strategies;

· Develop DAP models;

· Identify minimal technical standards, requirements and specifications for software and networks related to digital records preservation;

· Establish a strategic plan to implement the Digital Archive Programme.

1.2 Methodology for Deliverable 2 (see 5.0 for details)
Deliverable 2 provides a high level overview of the existing digital records environment within the UNPOs and looks specifically at programme resources, policies, procedures, standards and practices currently in place as the basis for developing and implementing a Digital Archive Programme.  The consultants, working with the WGARM DAP project manager gathered data from each of the UNPOs by:

· Interviewing representatives from Information Records and Archives Management (IRAM) related functions as well as from Business Units (BUs) within the UNPOs for some function areas and from BUs across UNPOs for other functional groups.
· Providing Questionnaire surveys which were completed by the participating IRAM and BU representatives to capture details about current records and information practices and initiatives.
· Requesting updated relevant documentation created through an earlier project and the initial DAP SOW  annexes. 
· Reviewing IRAM policies, procedures, standards and background information made available through the WGARM website and the interviews.

1.3
Summary of Key Findings 
· Governance: There is a general lack of goverance and accountability concerning information management within the UNPOs.  In this regard, the UNPOs have not kept pace with many governmental organizations and private businesses that were affected by the recent legislative changes requiring that business processes are documented, system controls, audit trails and transaction logs in place and that organizations can demonstrate the integrity of the records on an ongoing basis.  
· IRAM Infrastructure: There is a limited awareness of IRAM functionality within the UNPOs strategic planning process. The UNPOs are at different levels of maturity in the development of IRAM but generally there is a lack of management support which result in limited awareness of staff and overall low priority.  The ability to develop and manage a digital records programme has been constrained from a budgetary and resource prospective    (7.1)
· Long Term Value: Many digital records with potential archival/long-term value have not been fully identified (7.2) .
· Roles and Responsibilities: The number of staff committed to the IRAM function varies from one organization to another.  Each of the UNPOs identified the need for additional dedicated resources to deal with the increasing volumes of both paper and electronic records. IRAM Roles and responsibilities are not clear.  IRAM roles and responsibilities, at all levels or the organization, are not clear (7.3). 

· Policies and Procedures: General IRAM Policies and operational Procedures need to be reviewed and updated to specifically address digital records (including email) (7.4).  
· Remote Access and Collaboration: Requests for remote access to systems and on-line collaboration tools are growing with membership to on-line work communities being  encouraged .  (7.6)
· Electronic Records : Corporate policies and procedures (including electronic signatures), which would allow UNPOs to retain digital rather than paper records as the “official” record, are not in place. (7.7)
· E-Mail:  The increase in the volume of Email for key decisions and business communication is creating many records with potential long term value with few practical strategies to implement IRAM best practice. (7.5)

· Retention Tools: Currently, few software applications  related to digital record creation and use have the ability to apply retention schedules to particular groups of digital records or are set up to be interoperable with the applications that are available to do so. (7.8).
· Standards: Minimum standards, such as image capture, content management, retention schedules, metadata and classification schemes, are at different levels of development and implementation (7.10). 

1.4
Summary of Key Recommendations
· Governance: Governing and Oversight bodies which require increased accountability and transparency must support the document and system integrity, audit and other controls required to manage and protect electronic records (7.0).

· IRAM Infrastructure: UNPOs should review and evaluate their IRAM infrastructure and make necessary enhancements to ensure their DAP readiness (7.1)
· Protect “Long Term” Records: IRAM staff should work with Business Units and ICT representatives to ensure that groups of records which have potential long-term value are identified early according to defined criteria and managed throughout their lifecycle(7.2).  UNPOs should expedite initiatives,  such as the Appraisal Decision Assistance, ADA, Phase 2
, that support this recommendation. (7.2)
· Roles and Responsibilities: UNPOs review current IRAM programmes and ensure that the resources are available to better manage their current digital records and build the digital archive programme.  Roles and responsibilities and accountability must be better defined at all levels of the organization (7.3).
· Minimise Risk: IRAM initiatives should be expedited to minimize risk of losing records of potential long term value and 

· Support DAP Readiness: UNPOs should give resource priority to activities that facilitate DAP readiness.
· Policies and Procedures: A Policies and Procedures framework should be further developed to support both managing current digital records and potential digital archives.  The Policies would apply at the corporate level and the operational Procedures would be adapted at the business unit level (7.4).
· Email: E-mails are replacing the regular mail to document decisions and approvals and therefore should be managed as part of the overall management of electronic records.   As an interim step, business units which do not have an IRAM tool in place, should set up shared folders or directories outside the e-mail application  (7.5) .

· Shared records, Knowledge, Evidence: UNPOs should urgently improve the reliable capture and protection of shared records early in the lifecycle that are the result of collaborative efforts (7.6)
· Electronic Signatures: UNPOs should further review the issue of electronic signatures in the context of digital records creation and capture. (7.7)
· Electronic versions as the “copy of record”: UNPOs need to identify  record or document series which are issued and published (sometimes only) in electronic form and considered the “record copy”.  This group of records needs to be appropriately protected for the long term needs of the organization. (7.7)
· RAM Tool Functionality: Business units should consider the use of the Records and Archive Management, RAM, software application with full functionality for future capture of “official records” of potential long term value (7.8)
· Collaboration: IRAM and ICT should continue to strengthen their partnership and collaborative tools while developing strategic alliances to build a business case for high level support within the organization  [7.9]

· Standards Across UNPOs: Minimum IRAM standards for items such as image capture, content management, metadata, retention schedules and classification schemes, need to be established throughout the UNPOs (7.10).
1.5 Executive Summary Conclusions 
All UNPOs are beginning to use digital records in place of paper records.  Organizations which depend on electronic records as the “official records” [and/or as “best copy available”] must develop policies, procedures and processes as well as an infrastructure to ensure that the UNPOs can confidently rely on those digital records in place of paper. 

The inconsistency or lack of policies and procedures which support a life cycle management of current digital records limits the progress the UNPOs can make towards a digital archive programme within the context of this project scope.  A strong digital records and archive management infrastructure is required. This implies that:

· Governing and Oversight bodies mandates should be provided to manage and protect electronic records
· Managers and staff at all levels must be made more aware of their accountability for records and specifically trained in how to manage digital records as UN information assets

· Digital records of potential long-term/archival value must be identified and managed as part of the overall ICT and IRAM strategy within each UNPO.  Projects, such as the ADA Phase II, to support this recommendation should be initiated as soon as possible.

· IRAM resources as well as organizational commitment must be increased to develop and implement the required  programmes, policies and procedures

This report supports the activities of Deliverable 2 and reflects extensive input from IRAM and UNPOs business units to determine current practices and recordkeeping requirements. The findings and recommendations of Deliverables 2 and 3 [ICT focus on current situation and initiatives related to digital records] should be considered together.  Additional details and support material will be provided in the reports from Deliverable 4 [DAP Specifications, Requirements & Models].  The overview and detail in the reports from Deliverable 2, 3 and 4 should provide a good indication of UNPO’s “readiness” for a Digital Archives Programme.  They will also serve to encourage possible interim measures that can be taken to minimize the risk of losing records of potential long-term value in the absence of a full Digital Archives Programme.  Deliverables 5 and 6 
 will provide a roadmap and marketing strategy towards implementation. 

DAP – Deliverable 2
2 Introduction

Entium Technology Partners contracted with the United Nations, on behalf of the UN Participating Organizations (UNPOs) to develop a framework and strategic direction for a Digital Archive Programme (DAP) within a Common Service approach. It is important, for purposes of this report, to distinguish the intent of Digital Archive within the context of this project.  In the Information Technology environment “archiving” moves electronic data to cheaper and slower retrieval storage media for back-up and business resumption purposes. Often all data from many different activities, which resides within an application and on a particular piece of hardware, may be “archived” on a daily, weekly, monthly basis.  However, it is not in any particular order or “context” and, for the purposes of this exercise, is not considered a ‘Digital Archives’.  

From the records and archive management perspective the “digital archive” refers to those records/data which potentially have long-term value to the organization and which have structure and context.  It is important that this distinction is made since the focus of this project is to develop a plan for a digital archive programme focused on those records of potential long-term value.

 The project is divided up into seven sets of activities, each of which is accompanied by a series of deliverables.  This report has been created to document activities and findings to date in support of 

Activity 2 (see appendix D for  details).  This report is a collaborative effort between Entium and WGARM representatives which solicited input and comments from the UNPOs throughout the process
. 
In responding to the DAP questionnaires, Business Units have identified gaps in their current records management practices. Some are looking for this project to indicate immediate solutions. The DAP project scope does not include the development of solutions to specific records management problems. However in an electronic records environment many of the issues identified are interrelated and must be addressed in an overall strategic framework, rather than treated as separate issues. For example some of what will be recommended to assure readiness for a DAP would most likely improve UNPOs current records management if the recommendations are implemented.

2.1
DAP International Best Practice 

As more and more business is transacted electronically and less paper is produced, the issue of how to ensure long-term access to digital records has been identified as a major issue. In the past 15 years computers have been introduced into the workplace with few business rules and little employee accountability about how to manage digital records.  Software obsolescence, media preservation issues and digital records management issues have raised concerns about long-term access.  As issues have been raised, governments and the private sector have recognized the need to establish digital archive programmes to support accountability and transparency.  Governments in UN member states have identified the need to develop strong records and information management infrastructures (strategic plans, policies and procedures, standards and technology architectures) and have begun to address the challenges posed by digital records.  

Research into digital preservation is being undertaken through such projects as InterPares
 and Erpanet.
   The International Council of Archives Electronic Records Committee is developing guidance on the management of digital records from creation to disposition.  ISO 15489 Records and Information Management provide a framework for best practice in developing and implementing a records and information management programme and were utilized in this evaluation. 

National Archives in countries such as the Australia, Canada, United Kingdom, the United States, Singapore, The Netherlands, Sweden, Denmark, Switzerland, Germany and France have developed or are in the process of developing practices and programmes which address the management of digital records from creation to disposition.

Several of these organizations have made their programme resources available through the Internet.  While the organizations themselves are large and may appear to have different issues from the UNPOs because of their overall size, their policies and procedures are adaptable as models for organizations of all sizes and are considered best practice models.  UNDP and UN Secretariat have adapted some of the policies and guidelines for use within their own units.  We have provided the website addresses for reference purposes:  

· The National Archives of Australia  (www.naa.gov.au);

· State Records, New South Wales (Australia) (www.records.nsw.gov.au);
· The National Archives of Great Britain (www.nationalarchives.gov.uk);

· The National Archives of Canada (www.collectionscanada.ca);

· The National Archives and Records Administration (USA) (www.archives.gov);

The organizations referenced above have determined that it is necessary to have a strong records and archive management programme in place to effectively create a Digital Archive Programme.  Thus, a practical and reliable records handling process must be established within each of the individual government offices or work units, which create or receive records of potential long-term value. In offices of various sizes, each programme incorporates policies, procedures and technology infrastructures to manage both paper and digital records from creation to disposition. The programmes support organizational goals of accountability, transparency and sound administrative practice.

Each programme is supported by senior officers who recognize that digital records are critical to the way their organizations transact business and respond to the needs of their constituents. They also recognized a need for consistency and effective management of information resources.   The programmes, supported by the necessary financial and human resources, have been implemented over several years to support the transition from paper to electronic records management.  

Organizations such as the U.S. Department of Defence, the European Union and the International Organization for Standardization (ISO)
 have developed standards for electronic records management software and programme implementation. 
2.2 Digital Archive Programme Dependencies   
An effective programme, which ensures that archival materials in digital form are captured in the digital archive, requires, at a minimum, that: 

· A strong records management infrastructure is in place to manage records of potential long term value  from creation to disposition and includes ICT policies and procedures to build RM requirements into system development and implementation
· Policies and procedures are in place to permit the organizations to rely on digital records/archives as the “official medium” for record keeping purposes
· Digital records which have potential long-term or archival values are identified within each organization; [at least at the System or Record Series “Group” Level] 
· ICT departments build in record-keeping requirements to capture and preserve digital records as new systems are acquired and/or developed. This includes capturing the context and relationships to other documents not just their independent existence
· Format standards are in place for the capture of digital records at the creation stage (XML; PDF; TIFF, etc.) that are relevant to both transactional and non-transactions systems including electronic mail and electronic documents
· A supporting technology infrastructure exists to ensure that the business units can rely on their digital records 
· Preservation strategies are in place (migration; emulation; conversion etc.)
· A supporting technology infrastructure exists to ensure that the business units can rely on their digital records and 

· Archival materials are appraised and identified.  

The records management programme ensures that digital records are identified, captured and managed from creation to disposition when records are either transferred to the archives or destroyed. 

Regardless of the medium on which they are created, archival materials typically account for 2% to 5% of the records created in the organization.  In the “good practice” organizations cited in section 2.1, Archives and Records Management staff develop archival and records management policies, procedures and guidance. These policies and procedures are implemented within each department.  Archival materials are designated as part of the records retention schedule development process. Once departments no longer require the records to meet administrative needs, they are transferred for long-term preservation.  

In the digital environment, the rules associated with the above activities are incorporated into the system development and implementation processes to ensure that digital records are identified and preserved.

As organizations, both in the public and private sectors move to implement e-government and e-business initiatives, they rely more and more on digital records as their “official medium.  This change has resulted in the development of legislation (e.g. Basel Accord, Sarbanes Oxley, electronic transactions legislation
) requiring organizations to ensure that these systems are reliable and create trustworthy records. These legislative changes require that business and related system processes are documented, system controls, audit trails and transaction logs are in place and that organizations can prove the integrity of the systems on an ongoing basis.  The implementation of IT architectures and applications to support these types of legislation (created globally) support the implementation of Digital Archives Programmes. 

The successful implementation of a digital archive programme is dependent upon a strong records management infrastructure and partnerships between the Information, Records and Archives Managers, Business Units and the Information and Communication Technology groups.  Recognizing this requirement, the consultants in cooperation with WGARM, designed information-gathering tools to assess the current state of records management and DAP readiness within each of the UNPOs business units.

3.0
UNPO Digital Archive Programme 

The majority of the UNPOs’ documents and records are created electronically.  The UNPOs have begun to recognize the need to develop mechanisms to manage digital records from creation to disposition.  The Digital Archive Programme is one component of the lifecycle management of digital records and supports the intent to manage those digital records of potential long-term value. During our interviews, the participants expressed concern that resources to address the issue of digital records are insufficient. This concern was previously anticipated in the DAP statement of work and will be specifically addressed in Activity 5: Creating a Plan for implementing DAP within the UNPOs
.

3.1
DAP Programme Project Overview 
The Project Overview document, DAP Annex 6
,  states: 
“Most records are created in digital form within the desktop environment or various computing systems.  However, policies and practices governing the management of electronic types of records, including e-mail, are informal or, if “formal”, are not implemented.  Therefore digital records of long-term value are not captured, managed or preserved in an appropriate, consistent manner.  This creates significant risk since critical knowledge assets may be lost or inaccessible, or their recovery comes at very high cost.  In addition to the challenges connected with the decentralized computing environment, digital records pose unique problems in terms of obsolescence and aging of storage media, as well as software and hardware dependencies.”

The Digital Archive Programme, as outlined in the Statement of Work is: “A combination of policies, procedures, standards and technologies that facilitate the proper management, appraisal/retention and preservation of digital records and provides for the long term access and use of materials with long term value.  Preservation requires active management that begins with record creation.” 
The Digital Archive Programme creates an infrastructure to ensure the long-term access, maintenance and use of those records. 

4.0
Digital Archive Programme Phase I - Development of a Strategic Plan
The project Statement of Work identifies a series of activities and deliverables for assessing the existing five UNPOs’ readiness for moving towards an integrated Digital Archive Programme Entium Technology Partners in cooperation with WGARM is undertaking these activities to assess the UNPOs readiness for an integrated DAP.   
The main deliverables are to:

•
Identify policies and guidelines related to digital records

•
Identify preservation strategies

•
Develop DAP models

•
Establish a strategic plan to implement the Digital Archive Programme

Deliverables 2 and 3 identify the current information, archives, records management and technology situations within UNPOs.  Deliverable 4 begins the process of developing a model integrated DAP programme, referencing the findings from deliverables 2 and 3. 
4.1
Activity and Deliverable  2 (main focus of this report  –  details in Appendix D )
· 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.

· 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. 

4.2 Activity and Deliverable 3 

· Activity 3:  Document the current Information Management applications and technical platforms related to digital records 

· Deliverable 3:  Prepare a report on the current situation and initiatives related to digital records and present a set of conclusions regarding the existing state of practice for managing and preserving digital information assets

4.3 Activity and Deliverable 4

· Activity 4:  Establish & Develop DAP Specs, Requirements, and Standards; Prepare Administrative, Technical & Model Report

· Deliverable 4:  Design Framework and Models. Establish DAP Specs, Requirements, and Standards

5.0
Methodology

5.1
Review of UNPOs and WGARM Background Documentation 

The WGARM website consolidates information about archives and records management issues at the UNPO unit level and at the subject level.  The consultants reviewed current documentation within the site, to look at existing policies, procedures and standards (DAP Annex 5).  The objective of the review was to determine which documents addressed the specific requirements of a Digital Archive Programme.  
Of specific interest to the consultants were such issues as:

· Date of the document;


· Document scope and content; 

· Focus: Paper/Digital records;

· Definition of roles and responsibilities;

· Relevance to Digital Archive Programme;

· Gaps in required documentation.

The consultants benchmarked existing documentation against current accepted best practice for the management of digital archives.
 As interviewees identified additional documentation of interest to the project, details were captured during the interview process on forms competed and recorded in Entium’s interview notes and/or on the WGARM site, www.wgarm.net .
5.2
Information Gathering – DAP Questionnaires (Part 2 and Part 3)  
As a first step in determining which components of the Digital Archive Programme exist today within each business unit, the consultants gathered information about policies, procedures and practices through survey tools in three parts.  DAP Questionnaire Part 1 completed by ICT is discussed in detail as part of Deliverable 3
. DAP Questionnaire Part 2 was completed by Information, Records and Archive Management [IRAM]  Representatives. DAP Questionnaire Part 3 was completed by Business Units. The Digital Archive Programme objectives, outlined in section 2.1 (DAP International Good Practice) and 2.2 (Programme Dependencies), were used as the basis for the questionnaires.  

5.2.1
Questionnaire Part 2 : IRAM 

The key objective of the Digital Archive Programme Questionnaire Part 2 was to assess the current state of archives and records management in each of the UNPOs in relation to the Digital Archive Programme development and readiness. 
The major sections of the questionnaire covered:

· Programme Plan;

· Policies, Procedures, Standards;

· Records Retention Scheduling

· Security; 

· Disposition;

· Vital records;

· Training.

· RM Technology

Each section was broken down into subsections to capture additional details as appropriate.  The answers to the questionnaire provided the consultants with an overview of current level of readiness to implement the Digital Archive Programme.  IRAM questionnaire results in spread sheet format are summarized in Appendix “A-1“.  IRAM Summary Comments are contained in Appendix “B-1”.  Detailed questionnaire responses are available on the WGARM DAP site, www.wgarm.net .

5.2.2
Questionnaire Part 3 : Business Units
Each of the business units works within the UNPOs to carry out its mandate and support the overall objectives of the parent body.  The records and documents created to support those activities would be subject to retention and preservation in accordance with business and legal requirements.  The Business Unit Questionnaires ( Part 3 ) gather information about the current records management and digital archives practices with special attention on those which have been established outside the usual ICT and records management frameworks.  
The questionnaires gathered information about:

· Current Document, Records, Archives and Content Management Practices

· Document, Records, Archives and Content Management Policies and Procedures.

· Records of Potential Long-Term/Archival Value

· Systems and Software Tools

The BUs questionnaire results in Spreadsheet format are summarized in Appendix “A-2“.  BUs Descriptive Comments Summary are contained in Appendix “B-2”  Detailed questionnaire responses are available on the WGARM DAP site, www.wgarm.net .

5.3
Information Gathering - Interviews

The consultants conducted 25 interviews with representatives from the IRAM functions and  representative business units. The consultants and the project manager provided background details to the project and outlined the intent and content of the questionnaires with the interviewees. 

5.4 
DAP Annexes 1 -5 
The consultants were requested to include additional documentation to the questionnaire, in order to update information originally included as Annexes to the Statement of Work or gathered during the initial phase of the Appraisal Decision Analysis project (ADA) and other WGARM initiatives. Updated information in the annexes helps confirm UNPOs organization structure, ICT and IRAM systems’ status or main record groups that have impact on DAP readiness. This will have special relevance when UNPOs and Business units are evaluating the models and approaches to be proposed in Deliverable 4 and 5 [Implementation Plan].   Accurate information will be essential to monitoring any DAP implementation. 
The Annexes included:

· Annex 1 - Organisational structure and units of UNPOs lists

· Annex 2 - Generic Functions, Sub Functions and Records Series Matrix

· Annex 3 - Individual UNPO Record Series and Generic Record Series

· Annex 4 - ICT and IRAM systems, applications and software lists

· Annex 5 - Lists of policies, procedures, practices and Background Documents

Several of the respondents confirmed that the annexes were incomplete or out of date and provided additional documentation.  The updated annexes are available on the WGARM DAP website
.  These Annexes are seen as “living documents” and participants are encouraged to inform WGARM of changes or additions. [See EndNote G for full list of DAP Annexes as of Deliverable 2]
A preliminary review of Annex 5, UNPO Policies and Procedures, indicates which support DAP readiness.  The Annex 5 pages for the various organizations have links to the original documents and Entium review document.  The review documents include:
· UNDP - UN-CS-RAI-USAA-DB01-2005-00229
· UNFPA - UN-CS-RAI-USAA-DB01-2005-00230
· UNICEF - UN-CS-RAI-USAA-DB01-2005-00231
· UNOPS - UN-CS-RAI-USAA-DB01-2005-00228
· UNSEC -   UN-CS-RAI-USAA-DB01-2005-00233
6.0
Survey and Interview Results
6.1.
Records Management Policies and Procedures - Documentation Review
Policies and procedures currently available on the WGARM website do not support the immediate implementation of a Digital Archive Programme within all UNPOs organisations.  Our review concluded that existing retention policies, procedures, and supplementary organisational documentation do not specifically address electronic records or formalize the acceptance of documents and records created electronically in lieu of paper. Electronic records of potential long-term or archival value have not been identified as part of an overall records management strategy within the UNPOs. However, most say that some electronic records are the “official” version.  Each of the five organisations has made significant progress toward evolving from a paper-based architecture to an electronic repository for both independent and collective use within UNPOs.  
In this regard, there are basic Record Management policies and procedures that:

· Define roles and responsibilities for the records management programme; 

· Support application of the file plan to paper records and records transfer.  

· Identify, at a high level, archival materials in a paper environment.

However, for the most part, the Policies and Procedures have not been updated recently and do not deal with digital records.  Metadata standards, on the other hand,  have been developed but not implemented in the UN Secretariat, UNDP, UNOPS and UNFPA.  The UN Secretariat prepared a metadata standard discussion document for review by WGARM. 

Documents consolidated from the WGARM DAP website and departmental policies and procedures provide a summary analysis of Entium’s review and evaluation structure, see Appendix “E”.
6.2 Records Management Interviews and Questionnaire Results

Representatives from each of the Information, Records and Archives Management units provided input for the information gathering process through both the interviews and questionnaires.  

6.2.1
Current Digital Records Initiatives

The UNPOs have knowledge, content or document management projects which are creating/will create digital records.  The majority of the initiatives are focused on specific sets of records rather than providing a holistic approach to managing digital records.  
Some of these initiatives are summarized below:

· UNDP, UNFPA and UNOPS have implemented PeopleSoft which will create digital records through its various modules as it is rolled out;
· UNDP has embarked on a knowledge management and Content Management initiatives to allow document sharing;
· UNDP is planning to use digital signatures in limited set of circumstances for critical authorizations coming from the Controller or Director, Bureau of Management;
· UNFPA is capturing and disseminating documents and records through its DocuShare application;
· UNICEF has implemented SAP as a key component of its ICT infrastructure which includes an archiving component;
· UNICEF has begun to digitize library and selective research or current records and archive collections to provide wider access outside New York; the Executive Office has been scanning and action tracking important and signed correspondence; 
· UNOPS is planning to build a Knowledge Network using SharePoint as its application base;
· UN Secretariat is receiving digital records from overseas peacekeeping missions; 

· UN Secretariat is in the initial stages of designing and implementing an Enterprise Content Management solution; and 
· The UN Secretariat Dag Hammarskjöld Library captures and makes available “official documents” of the UN-Sec through ODS.
These initiatives are designed to provide documents/records/content available electronically to locations outside of New York Headquarters or to automate current paper-based processes.  Where appropriate and available, the deliverables and outputs from these projects have been reviewed as part of the DAP project.  Long-term access and preservation issues have not been addressed in the development of these applications.

All the initiatives begin the process of capturing documents and records electronically. Some of the software applications (TRIM) have classification and retention functionality and are designed as record keeping systems, meeting the requirements to create a trustworthy reliable systems environment.  The SAP/IXOS application has the capacity to address record-keeping requirements Other support document capture dissemination and distribution (Red Hat, DocuShare, SharePoint) but do not address record keeping requirements from the records capture and management perspectives. The PeopleSoft implementations have not built in records retention requirements and are using work around to capture documents that are not created in the PeopleSoft environment.  Details about the current use of these applications were provided in Deliverable 3.

In some cases, tools, (TRIM), that have the acceptable IRAM functionality are being used within a UNPO but is not accessible to all work units. In other cases, the tool is being used by a UNPO BUs but the use of the standard option to manage email has not been enabled by the centralized ICT function.
  In still other cases, the tool is being used to manage paper but not digital records.  

6.2.2 Records Management Programme - Pre-requisite to Digital Archive Programme  

The interviewees provided details about the current state of records management in each business unit.  While each were at different stages of Record Management development and implementation there were several common themes, which evolved from the interview process and discussions:

· Most records and archive management policies and practices primarily address paper records though some policies are clear to indicate they apply to all records irrespective of the media of creation, transmittal or storage;

· Potential archival records from many functions (beyond financial areas) have not been identified and are not effectively and consistently managed even for paper.  Specific operational retention procedures for email and other electronic records are very weak or non existent);

· Digital records have created an enormous challenge within each UNPO and. need to be managed as part of the overall business unit activity; 

· Digital records and archive management policies and procedures are being considered/under development;

· There are very limited financial and human resources to support records and archive management initiatives; 

· The primary focus for records and archive management software (TRIM) in many business units is paper although it is being increasingly used in some to also address digital records;

· A high level classification scheme, developed through the ADA project Phase 1, which  identified 10 main functions with related sub-functions and began to link to key generic record series across UNPOs, was a useful start, but will have limited impact without a  follow up phase.
· Generic records retention schedules have not been developed to support the potential high level corporate classification scheme.  A separate initiative, such as ADA Phase II, is needed to assist with the development of their related retention schedules.  

6.2.3 Programme Plan

The UNPOs are at different levels of progress.  UNDP indicates that they have made significant progress in many of the areas to support the development of a digital records management programme.  UNFPA is focused on the implementation of DocuShare for the dissemination of its “official documents and publications” but has made very little progress in overall records management because there are no full-time resources dedicated to records management.  UNOPS is planning to build a Knowledge Network using SharePoint as its application base but limited resources may delay the project.  The UN Secretariat has made significant progress in several areas and mature progress in key programme areas that would support the development of a digital archives programme.  UNICEF has made some progress in developing a programme plan to manage its e-mail and electronic records but has been limited in how much can be accomplished due to resource limitations. This has included the lack of ICT function complete support for BUs (which are already using TRIM for electronic records) requests to fully pilot the use of TRIM for also capturing important BUs E-mail. (see also 6.2.10 IRAM Tech)
6.2.4 Policies, Procedures and Standards

Once again, the UNPOs and individual business units within the UNPOs are at different stages of development and implementation of classification schemes, metadata standards, and records retention schedules. The level of development and implementation is based on resource availability and commitment to improving records management practices.

6.2.5 Records Retention Scheduling

The development and implementation of retention schedules is not consistent from one UNPO/business unit to another.  The schedules are in various stages of development and implementation within each of the UNPOs and within the business units.  Some of the schedules are reviewed or updated as new business processes or record series are created, others are not, depending on available resources.  Some UNPOs make the distinction between facilitative and substantive records 
 for general guidance but the current operational focus, for most BUs is on  financial records, because of Financial Rules and organization specific instructions. (e.g UNICEF’s Financial Circular CF-FC-25-Rev.1).  As noted above, generic records retention schedules, based at the record series level, has not yet been developed.  There is a hope that further work in the area of retention schedule development will be undertaken in the near future.

6.2.6 Security

The ICT departments govern the systems security requirements and procedures for the ICT technical aspects (LAN integrated password across systems, back ups, installations of software). The internal access to the applications, record groups and organizational unit set-up etc is controlled by the application system administrators who are usually IRAM related personnel. Security and internal set up of record groups, shared files etc is demanding more design and support time as BUs use and need is growing.   

6.2.7 Disposition

The majority of the respondents indicated that the primary reason for disposing of electronic records is not the implementation of records retention schedules but ad hoc requests to delete files because of lack of server space allotted by ICT to Business Units or individual functions.  

6.2.8 Vital records

The UN Secretariat (ARMS) and UNDP have begun to address vital records issues.  ARMS is working to create a disaster preparedness plan for the Section in 2005.  UNFPA, UNOPS  and UNICEF recognize the need but have not had resources in place to address vital records issues.

6.2.9 Training.

Each of the groups provide training in policies and procedures and software implementation as required.  

6.2.10 IRAM Technology

At the present time, a number of software applications provide support to the records/document/content management functions, which include TRIM, Red Dot, Red Hat, DocuShare and SharePoint.
 The UNPOs use the Microsoft Office suite of products and create Lotus Notes databases.  There is no consistent practice to ensure that records management issues are addressed as new software is acquired, developed and implemented.  Records and archive management software is in limited use in specific areas but is not consistently available to manage electronic documents and records across the UNPOs.  

TRIM, a records management software application, which has the capacity to manage both paper and digital records [including e-mail] , is being used in the UN Secretariat, UNICEF and UNOPS to manage paper records and some electronic documents.   It is not being used to its full potential to support the digital archive programme implementation. (See also 6.2.3)
6.3 Business Unit Interviews and Questionnaire Responses

Each of the UNPOs invited representatives from its business units to participate in the interviews and submit questionnaires.

6.3.1 Current Document/Records/Content Management Practices

The majority of the business units have begun to address electronic records management issues.  The level of progress depends on the resources available to devote to records and information management.  They create “digital content” for the Intranet and are moving towards relying on the Intranet content as their “official” repository for digital records. However, there is no consistency in how electronic records and e-mails are retained.  In addition, many of the business units are retaining both the paper and electronic versions, creating a lot of duplication.  

The BU respondents all indicated that they share documents and recors with other units both in New York and outside NYHQ.  The need for remote access to databases and other information resources varies from one UNPO to another but is growing. Increase in shared records and collaborative efforts within and across UNPOs has implications for the BUs and records involved. 
6.3.2 Document/Records/Content Management Policies and Procedures

Most of the respondents were unaware of specific policies and procedures related to the management of e-mails and electronic records as part of an overall digital records management process. Several indicated that they were aware of the need and that efforts were underway to develop the necessary documentation.

The UNPOs individually or as a “common service” organization, do not currently have a policy that allows for the use of digital signatures although some business units are adopting the use of electronic signatures.  

Where the business units are relying on the electronic version of records, there are few policies and procedures in place regarding the management of electronic records and e-mail as business acceptable and valid copies.  There is limited application of retention policies and procedures to electronic records.  Typically disposal occurs when space on the LAN becomes a problem.  Several units indicated that they rely on e-mail as their “official” correspondence, but retain it in individual folders on the e-mail server.  Shared directories and folders are being used in some areas but, again, there is limited use of any classification scheme or retention schedule to manage the files consistently.

6.3.3 Records of Potential Long-Term/Archival Value

Each of the business units interviewed indicated that they create and maintain records of long-term/archival value, however, very few of these records are retained digitally.  When records are transferred to the archives, typically the files are paper files.  The majority of the units do not have preservation/migration strategies in place to ensure that digital records of potential long-term value are accessible and useable.

6.3.4 Systems and Software Tools

Once again, practices vary from one UNPO to another and even within the UNPO practices vary from one business unit to another.  For example, some respondents from business units in UNICEF confirmed that as new applications and processes are introduced, records management issues are addressed but other units indicated that they were never addressed.  RAMP-TRIM is used successfully within some important UNICEF BUs, as a key records and archive management application to track paper records, capture digitized images and manage electronic correspondence. However approval of implementing E-mail integration available with TRIM has been delayed.
Several units indicated that they are currently capturing paper records into imaging systems through a scanning process, so that documents and records are available to users on-line. Some have set up procedures to automatically link documents being scanned (via a cover sheet) to their IRAM software (such as TRIM) and attach the correct PDF image.
The most common applications used to create electronic records and documents are Word, Excel, PowerPoint and Lotus Notes.  Detailed information about the software applications is provided in the updated annexes each of the respondents was asked to complete.

7.0        Key Findings and Recommendations
There is a general lack of goverance and accountability concerning information management within the UNPOs.  In this regard, the UNPOs have not kept up with many governmental organizations and private businesses that were affected by the recent legislative changes requiring that business processes are documented, system controls, audit trails and transaction logs in place and that organizations can prove the integrity of the records on an ongoing basis.   
We recommend that Governing and Oversight bodies which require increased accountability and transparency must support the document and system integrity, audit and other controls required to manage and protect electronic records.  Appropriate legislative mandates should be provided. 
7.1
Digital Archival Programme Infrastructure
· The digital archive programme is dependent on a strong records management infrastructure, supported by a technology infrastructure that creates authentic reliable records and staff who are aware of their responsibilities for managing electronic records.  

· However, until recently the focus for the majority of the records and archive managers as well as Business Units have been on issues related to the management of paper.  In the majority of the cases, electronic records are not currently viewed/accepted as the “official medium” for UNPO records.  

· The ability to develop and manage a digital records programme has been constrained from a budgetary and resource prospective.  

· The UNPOs are at different levels of maturity in the implementation of digital records programmes and should be provided with a model which will help them assess their level of readiness to implement a Digital Archive Programme.

We recommend that the UNPOs develop the necessary records and information management infrastructure, based on accepted good practice and standards  to manage digital records thereby supporting a Digital Archive Programme.

7.2
Identification of Digital Records of potential Long Term and Archival value
· At the present time most business units have not identified their digital records of potential archival/long-term value. Without clearly defined retention requirements it is difficult to implement a process to capture potential digital archives.  Digital records of potential long-term value must be identified when they are created and managed in accordance with a set of defined criteria to ensure their long-term access and preservation.
· All UNPOs are planning to implement applications which have the potential to capture and store digital records of potential long-term value.   However, the ICT “archiving” (back-up) function of several systems (especially for desktop applications) does not capture the digital records within their context, as is required to support the DAP.

We recommend that Archivists and records managers work with Business Units and ICT representatives, to ensure that groups of records that have potential long-term value are identified when they are created and managed in accordance with a set of defined criteria to ensure their long-term access and preservation. A project, such as ADA Phase II, should be initiated to begin the process of identifying records retention requirements by establishing a master records retention schedule, developing appraisal values and identifying records of long-term/archival value.
 
7.3
IRAM Staffing Resources

· A solid records management foundation is required to build the digital archive programme.  Roles and responsibilities for managing records should be clearly identified and defined.

· The number of staff committed to the IRAM function varies from one organization to another.  Each of the UNPOs identified the need for additional dedicated resources to deal with the increasing volumes of both paper and electronic records.   Full time records management staff are in place in the UN Secretariat and UNICEF.  However, UNDP, UNFPA and UNOPS have identified individuals with part-time responsibility and very limited authority concerning records management.

We recommend that the UNPOs review its current records management programmes and ensure that the resources are available to reliably and consistently manage their current digital records  as well as develop a digital archive programme.

All organizations have recognized the need to manage their paper records but have not dedicated full time resources to managing those records.  The units identified the challenges that this poses to them and strongly urged the consultants to document their concerns and the need for dedicated staff.  They were concerned that without dedicated resources it would be difficult to manage paper and digital records effectively and increase the risk of losing records of potential long-term value.

IRAM Staff would be required to develop policies and procedures, implement the classification scheme and retention schedules at the department level and identify those records of long-term/archival value.  The implementation of a records management programme would support the DAP initiative and support the management of all digital records, regardless of the length of time for which they are to be retained.

Typically organizations like the UNPOs have a central group which develops policies and procedures at the enterprise level.  Those policies and procedures are subsequently adapted at the BU level, rather than having each BU set up their own.  This ensures consistency at the organization level.  Some of the recommendations being proposed without that overall RM framework and strategy in place and some recommendations could be misinterpreted, depending on how they are implemented.


We recommend, in order to minimise risk, IRAM initiatives should be expedited to minimize risk of losing records of potential long term value.  In order to support DAP Readiness, the UNPOs should give resource priority to activities that facilitate DAP readiness.

7.4
Policies, Procedures and Standards

· In many cases, Records and Information Management policies and procedures are in place in the larger UNPOs but are focused primarily on managing paper files. 
· Some of the UNPOs IRAM policies on records are broad enough to address digital records, since they state that they covered “all records, regardless of their physical form (or type)”
. However these basic guiding policies were created in the 1980’s not long after computers were introduced into the office environment in the late 1979’s
.  It is necessary to counter any perception that the broad guidelines do not continue to apply in today’s environment. The policies should be strengthened to specifically cover electronic records. Previously issued and still valid polices should be reaffirmed and where appropriate updated so that they can be cited to reflect 2005 practice. All staff should understand that approved policies continue to cover all records “issued or received that should be preserved because of their administrative, legal, historical or other value (as evidence of the official business of UNPOs)”
.

· 
· In several instances, the IRAM procedures do address the management of electronic records and content but have not yet been implemented. 

We recommend that a Policies and Procedures framework should be further developed to support both managing current digital records and potential digital archives.  The policies would apply at the corporate level and the revised operational procedures would be adapted at the business unit level.
7.5
Email – increase use without IRAM tool or retention guidance
· The increase in the volume of Email for key decisions and business communication is creating many records of potential long term value. 
· E-mail as a transmission medium has similiarities to the “envelope” in the paper world.  However, e-mail content may document decisions, approvals, etc. and should be managed as part of an electronic file with other related documentation to ensure that the context of the e-mail is captured.  

· There are very limited retention schedules or practical strategies to implement IRAM good practice within the email environment.
E-mails are replacing the regular mail and signed memos to document some decisions and approvals.  We recommend that emails be managed as part of the overall management of electronic records.   As an interim step, business units (which can not now file email using reliable and shared access electronic records management software) should set up shared folders outside the e-mail application. In this shared space, important e-mails, and other electronic documentation relating to an activity or function can be saved.

.

7.6
Shared Records, Remote Access and E-Collaboration
· Requests for remote access to systems and on-line collaboration using shared records are growing. 
· High level support for knowledge building as well as evidence based and transparent decisions is increasing.
· Membership to on-line work communities is encouraged by UNPOs and its partners. 
· Continuing access and protection of the resulting records are just beginning to be considered.
We recommend that UNPOs urgently improve the reliable capture and protection of shared records early in the lifecycle that are the result of collaborative efforts.  Records shared across work units have potential for long term importance and support the goals of increasing knowledge sharing and evidence based decisions by programme managers.
UNPOs which do not have an IRAM in place should create group workspaces on the LAN and apply an agreed classification scheme to shared and protected directories and folders to capture and maintain electronic records to ensure their authenticity and reliability.
7.7
Electronic Signatures - Electronic versions and “Record Copies”
Electronic signatures are not yet acceptable within the United Nations Participating Organizations except in some test applications. Some records created electronically within the UNPOs require signatures. In these cases, records are created electronically, printed, signed and scanned as required.  If an electronic signature policy is introduced, the digital records that require signatures would be identified as having potential archival value at creation and be managed through the digital archive application.
As the UNPOs adopt electronic signatures for official records, the need to print to paper, have documents signed and then scanned into an imaging system will be reduced.   

In the present situation, many records of potential long-term/archival value (which require a signature) cannot be maintained as official records solely in original created digital format.  Many record created in electronic format, may never have a signature even when printed to paper

Therefore, UNPOs must clearly state to what extent they rely on electronic records as ‘record copies’ and have policies and procedures in place to support this principal.
 We recommend that the UNPOs review the issue of electronic signatures in the context of digital records creation and capture. 

UNPOs need to create policies and procedures, as part of an overall IRAM strategy, to identify the medium on which the “record copy” is to be maintained where records are originally created in a digital format.  In addition, it will be necessary to determine which version of the digital record is maintained to meet regulatory requirements, based on the context and supporting documentation.


7.8
Records, Document and Content Management Software Implementation

· Many software applications which provide functionality to meet specific needs are either in place or in the process of being implemented within the UNPOs.  However, not all of the applications have the ability to apply retention schedules to digital records.  
· A full featured records and archive management software package or suite of products will facilitate information and records capture to support the implementation of a digital archive programme.

We recommend that business units consider the use of a full featured records and archive  management software application for capture of “official records” as part of an overall IRAM programme.  
Other records creation software should be able to register documents in a valid IRAM program early in the lifecycle so they can be appropri*ately managed.
7.9 
Collaborative Partnerships: IRAM, ICT and BUs
· The implementation of a digital records management programme, which supports the implementation of the digital archive programme, requires a commitment of resources to develop policies, procedures and standards and acquire technology as required.  Both the digital records management and digital archive programme development require a collaborative working relationship between the records managers, archivists, business unit record creators and information technology departments in each business unit. (Del 3)

· The IRAM are beginning to work with ICT to implement applications to capture and maintain digital records.  These applications should address records management/retention requirements and long-term preservation issues as they are designed and implemented.  The successful implementation of digital records programmes and the DAP will involve all UNPO staff who create, save and dispose of digital records.

· The implementation of the digital archive programme, requires a commitment of resources to develop policies, procedures and standards, develop and maintain an IRAM infrastructure and acquire technology to support it.  In order to be effective, both the digital records management and digital archive programme development require a collaborative working relationship between the records managers, archivists and information technology departments in each business unit. 

We recommend that IRAM and ICT continue to strengthen their partnership and collaborative tools to develop strategic alliances and build a business case for high level support within the organization  

The UNPOs should strengthen the WGARM and Digital Archive related Working Committees which include records managers, archivists, business unit representatives and ICT specialists from each of the UNPOs to more easily collaborate on ways to address the challenges posed by digital records and digital archives.
  

This approach will support smaller organizations efforts to develop IRAM programme by benefiting from the expertise and experience of larger organizations such as UN-Sec and UNICEF that have more developed programmes.

Based on the above recommendations of this project and future deliverables we suggest that WGARM continue to meet with ICT colleagues to consider how such issues might be addressed as part of the ongoing ICT and IRAM strategy for the UNPOs and the alternative roadmaps to be presented.

· Information technology specialists should to be aware of the impact of moving from paper to digital records and build in IRAM controls as systems are designed/acquired.

We recommend that WGARM meet with ICT to determine how such issues might be addressed as part of the ongoing ICT strategy for the UNPOs.

7.10    IRAM Standards to Support DAP

· Standards for image capture, content management, metadata and classification schemes are at different levels of development and implementation.  Comprehensive retention schedules at the level of detail required to support the DAP are not yet in place in most functional areas.
· Minimum standards for formatting and unique registration of shared records. For some systems that serve a limited purpose or audience a lower standard may be acceptable. However there should be a basic “best practice” or agreed standard that all UNPOs’ document producing systems should meet for registering and storing objects. For example records that are possibly required beyond the life of a system should not be stored in a system dependant or proprietary format for an extended time. It should also be possible for any of the UNPOs to identify the originating system and organization that produced a shared record by agreeing to register a simple prefix or other system generated relationship identifier and consecutive number as part of the metadata of the record.

We recommend that minimum standards for image capture, content management, metadata, retention schedules and classification schemes need to be established throughout the UNPOs.

8.0
Conclusions and Next Steps
All UNPOs are beginning to use digital records in place of paper records.  Organizations which depend on electronic records as the “official records” [and/or as “best copy available”] must develop policies, procedures and processes as well as an infrastructure to ensure that the UNPOs can confidently rely on those digital records in place of paper. 

For example as more UNPO business is being transacted electronically, including the use of e-mail, remote access to centralised or regional systems and increased collaborative or electronic networking efforts, there are parallel requirements for transparency and accountability.  However at this time, there is not an adequate infrastructure to support this long term business and legislative requirement.  In addition, the IRAM programmes and related policies, procedures, standards and practices, including retention schedules, must  be enhanced to strengthen support for consistent management of these digital records. 

A strong digital records management infrastructure is required so that the UNPOs can depend on those records in place of paper.  At the present time, the inconsistency in records management policies and procedures to support the life cycle management of digital records limits the progress the UNPOs can make towards a totally digital environment and by extension a digital archive programme within the context of this project scope.  

The Digital Archive Programme implementation will be enhanced by the ability to easily identify those digital records to be included in the DAP. Existing retention schedules for similar records are essential for identifying record groupings of  potential long-term/archival value.  Once these records have been identified, the systems in which they are created and stored can be identified and better assessments made regarding system architectures, functionality, volumes of data/records, media formats, etc.

This deliverable has been challenging because in most cases digital records of potential long-term or archival value have not been identified within the UNPOs. However, all major areas and systems produce or use records that potentially fall within the scope of the DAP. 
 

Document Management [DM], Records and Archive Management [RAM] and Content Management [CM] initiatives are capturing digital records of potential long-term or archival value.  The software used to support these initiatives has, for the most part, been used to capture only specific document types which are searched most frequently. It does not appear that the applications have been consistently applied to business processes. Therefore not all documents and records that support a process have been captured as part of an overall digital records management strategy.

This direction implies that:

· Governing and Oversight bodies which require increased accountability and transparency support the document, system integrity, audit and other controls required to manage and protect electronic records. 

· Managers and staff at all levels must be made more aware of their accountability for records and specifically trained in how to manage digital records as UN information assets

· Digital records of potential long-term/archival value must be identified and managed as part of the overall ICT and IRAM strategy within each UNPO.  Projects, such as the ADA Phase II, to support this recommendation should be initiated as soon as possible.

· IRAM resources as well as organizational commitment must be increased to develop and implement the required  programmes, policies and procedures

8.1 Next Steps

This report supports the activities of Deliverable 2 concerning IRAM and Business Units  and identifies the current situation and initiatives related to digital records. It presents a set of conclusions regarding the existing state of practice for managing and preserving digital information assets.
Additional details and support material will be provided in the reports from Deliverable 3 [Current ICT Environment] and Deliverable 4. [DAP Specifications, Requirements & Models].  For example Section 2.1 above, introduced known good practices and will be further expanded in Deliverable 4 to include standards and models.  

Deliverable 2, 3 and 4, when considered together: 

· Will provide a good indication of individual UNPO readiness for a Digital Archive Programme,   

· Should encourage accountable UNPOs senior managers to immediately initiate interim measures to minimize the risk of loosing records of potential long term value in absence of a full Digital Archives programme and
· Expedite efforts to increase Digital DAP readiness 

Deliverable 5 & 6 will provide a roadmap and marketing strategy toward implementation 
.

9.0
Appendices

9.1
Appendix A – Spread sheet Summary of DAP Assessment Questionnaires  
This Appendix includes (2) spread sheets that contain extracts from the UNPO responses and provides links to the appropriate documents.
   
· Appendix “A-1” :  IRAM functions in UNPOs. 
This spreadsheet compiles the answers to Part 2 of the DAP Assessment Questionnaire which focused on IRAM. The responses are separated by UNPO [rows] and questions [columns].  The column heading of each spreadsheet contain the question number and a brief label.  A link to a sample questionnaire with the complete numbered question is at:

http://www.wgarm.net/ccarm/docs-repository/docs/UN-CS-RAI-USAA-DB01-2004-00127-Questionnaire-IRAM-Ver3.doc .  The spreadsheet is available at: http://www.wgarm.net/ccarm/Projects/Proj-digital-archive-S-Plan.htm
· Appendix “A-2” :  UNPOs Business Units 
This spreadsheet compiles the answers to Part 3 of the DAP Assessment Questionnaire which focused on the BUs. The responses are separated by UNPO-work unit [rows] and questions [columns]. The column headings contain a question number and a brief label. A link to a sample questionnaire with the complete numbered question is at
http://www.wgarm.net/ccarm/docs-repository/docs/UN-CS-RAI-USAA-DB01-2005-00064-DAP-Quest-Pt-03-BU-Ver-6.doc  .  The spreadsheet is available at http://www.wgarm.net/ccarm/Projects/Proj-digital-archive-S-Plan.htm .
Note: The information compiled in these spread sheets may also be used in developing future deliverables and comparing “readiness” or the appropriateness of  the proposed strategic plan.  The DAP Project Manager should be informed if a UNPO has a significant change or update in one of their responses.

9.2
Appendix “B” - UNPO Descriptive Comments 
Appendix B provides a Descriptive Comments Summary of each UNPO by IRAM and Business Unit.  Each Summary contain some of the descriptive comments and any narrative received in Part 2  [IRAM} and Part 3 [BU] of the DAP Digital Assessment Questionnaires.  In many cases the detail, thought and richness of the responses did not lend themselves to Appendix A spread sheet format.  Therefore, Appendix B, may be seen as an initial step to assist in the analysis and validation of the more thoughtful responses. This appendix could also be used as evidence to support the findings and recommendations presented in Deliverable 2 .   
· Appendix “B-1” IRAM Descriptive Comments Summary of Findings
This Appendix is based on the information provided in DAP Questionnaire Part 2 [IRAM] by each of the UNPOs [summarised in Appendix A-1 in a spread sheet format]. It may also include information shared during the IRAM related interviews, follow up questions and comments or revisions of early drafts provided by the UNPO representatives or the IRAM focal points from each UNPO. 
· Appendix “B-2” -  BU Descriptive Comments Summary of Findings 
This Appendix is based on the information provided in DAP form Part 3 [BU] completed by various UNPOs’ Business Units [summarised in Appendix A-2 in a spread sheet format].  This document also incorporates comments or revisions of early drafts provided by the UNPO representatives or the Business Unit DAP focal points from each UNPO.  It may also include information shared during the BU related interviews, follow up questions and comments or revisions of early drafts provided by the UNPO representatives or the IRAM focal points from each UNPO.
Note: The information compiled in these spread sheets may also be used in developing future deliverables and comparing “readiness” or the appropriateness of  the proposed strategic plan.  The DAP Project Manager should be informed if a UNPO has a significant change or update in one of their responses, see Endnote e for more detail, see Endnote C.
9.3
 Appendix “C”  - List of Annexes to be developed as part of Deliverable 4

Annex 7  Main Functionality of ICT and IRAM systems or applications 
This List is a combination of generic ICT or IRAM mission critical or other systems / applications types [both transactional and document based] taken from:

· the main types of systems listed in DAP Statement of Work or Annexes

· those mentioned  in DAP Assessment Part 1, 2 or 3 forms 

· Noted in Part 4 Digital sampling annex draft

· Additional Items added as completed forms and interviews were reviewed

The generic list has specific fields for each type to begin mapping for:

· Core characteristics - Functionality

· Specific Challenges of that type of System or Applications

· Related Standards and best practice reference

· Different sub categories within System / Applications and dependencies or relationships to other systems

Sample Format : 

	#
	ICT/IRAM systems / applications
	Description or example
	Core characteristics- Functionality
	Limitations
	Related Standards

	1
	Records & Archive Management Systems
	System to link and track relationships between records including ownership, transfers, storage, retrievals and dispositions
	May or may not cover electronic records
	How to separate and cover various formats of records
	

	1.a
	Electronic Records Management
	System to link and track relationships between electronic records including ownership, transfers, storage, retrievals and dispositions TRIM
	Individual records are able to be “related” to various groups e.g., record series, folders 
	How easy it is for Users to link to may different objects and drill down to the level required. How to make the “filing” of records ‘seamless’ within business process
	

	1.b
	Electronic Archives Management
	TRIM Systems or initiatives 
	
	Long term formats to be relevant for both  transaction and other systems including e-mail
	

	2.
	Electronic Document management System
	TRIM 
	Robust version control and collaboration [check in/check out]
	Related Documents Creation  Systems; Formats and version Control
	


Annex 8  Glossary – List of terms used in DAP

This annex  is a list of the terms used  in DAP Statement of Work or Annexes;  DAP Assessment Form Part 1, 2 or 3 and the Part 4  Digital sampling annex; a sort field in the master table allows for producing sub-set of Glossary terms for specific exercise. This master list will be revised as required. The updated master list will be available on the WGARM DAP website.  As part of the “living documents” annexes, participants are encouraged to inform WGARM of suggested additions. 
Sample Format : 

	#
	Glossary Term
	Description
	Keyword
	Source organizations
	Source Reference

	
	Archival Material 
	"Archival" materials are those records and documents that have been identified as having continuing value to UNPOs because of the evidence they provide of an activity, decision or action or because of the information they contain.  
	Archives, Value
	CS-TF-WGARM-
	DAP-SOW UN/CS/RAI/USAA/DB01/2003-00008 footnote 7

	
	Formal policies, practices and approaches l
	(Issuances or instructions) codified in an officially adopted report, standard or other vehicle [which] establishes an activity as an official practice 
	policies, procedures practices
	CS-TF-WGARM-
	UN/CS/RAI/USAA/DB01/2003-00008

	
	Operational practices or procedures
	(practices)not codified but are in effect within an operational environment
	policies, procedures

practices
	CS-TF-WGARM-
	UN/CS/RAI/USAA/DB01/2003-00008


Annex 9 – Standards and documented ICT or IRAM good practices 

This list of ICT or IRAM Standards is collected from those:

· identified when the SOW was drafted, 

· noted by participants and consultants during the initial SP-DAP activities; and 

· used for benchmarking or reference purposes   

Sample Format : 

	#
	Standard Title
	Description
	Key Words
	Source Org
	Source Reference
	UN-CS reg ref.
	Relevance for  DAP

	1
	Records Management Standard - ISO 15489. 
	Provides a high level framework for recordkeeping and specifically addresses the benefits of records management, regulatory considerations affecting its operation ..
	Records ,  keeping
	ISO
	 15489.
	From DAP statement of work: UN/CS/RAI/USAA/DB01/2003-00008


	

	
	Quality management and Quality Assurance Standards 
	-ISO 9000:
	
	ISO
	ISO 9000
	
	

	
	Records Management Software Standards
	
	
	USA-DOD
	5015.2
	
	

	
	ODMA – Document Management Interoperability Standard
	
	
	
	
	
	

	
	WflMC
	 Workflow Interoperability Standard
	
	
	
	
	


9.4
Appendix “D” - Activity and Deliverable 2 from SOW 

Activity and Deliverable 2 are the main focus of this report. Therefore we present the details as they appear in SOW and note any addition or modification to SOW agreed as part of change process.
	Extract from par 5.2 of DAP Phase 1 SOW

http://www.wgarm.net/ccarm/docs-repository/docs/UN-CS-RAI-USAA-DB01-2003-00008-DAP-Phase1-SOW.DOC 

	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.

In order to establish the current recordkeeping functionality and requirements, identify their business context and as well as to develop an understanding of the current practices of electronic recordkeeping and digital archiving within the UNPOs, 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 as well as conduct a representative sampling of their digital records (see Annex 6 for Interviews and Sampling areas ).  The results of a recent WGARM Project “Appraisal Decision Assistance” which identifies UNPO’s Record Series will be available (see Annex 7 for Functional Areas and Record Series Matrix).

ess

The purpose of the interviews and record sampling is to gather substantive "real-world" information from both information technology professionals as well as business unit personnel on the way digital information is created and meet business and operational requirements.  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
Formal policies, practices and approaches are those that are codified in an officially adopted report, standard or other vehicle establishes an activity as an official practice.  As noted, an initial listing of formal policies, practices and procedures is included in Annex 5 of this RFP which is not anticipated to grow by more than 10 percent.  Operational practices or procedures are those which are not codified but are in effect within an operational environment.

Note on Sampling: There was a separate exercise and form [Q-Part 4] created for information to be obtained as part of the planned sampling process.  The added value of a separate sampling form was reviewed during the initial [Q-Part 3] interviews with Business Units . Many business units indicated they had records of “potential” long term or archival value and could offer information that the sampling was designed to obtain. Therefore, as of 16 Feb 2005, the relevant questions from Q-Part 4 were incorporated in Q-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 proc
Deliverable 2:  Report cataloguing and analysing existing policies,  practices, approaches and initiatives concerning the identification, management, accessibility and preservation of digital records.   Establish current record keeping functionality and requirements.  

Prepare a report identifying the current policies, practices and initiatives related to digital information assets and analyse the current conditions which supports, or prohibits, the identification, accessibility and preservation of digital records of long-term value.  This report will describe each formal policy, practice or approach, 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. The report should include:

· Current policies, practices, issues and initiatives relating to the creation and maintenance of corporate digital information of long-term value;
· Current record keeping functionality and requirements including metadata standards and requirements;

· An analysis of 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;  
· An analysis of policy, practice and initiative within the UNPO which supports the objectives of the DAP.  For each initiative, 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 ;
· 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.



10. End Notes

The End Notes section provides additional details and comments  

End Notes Contents

EndNote a - ICT and Deliverable 3   

EndNote b - Explanation of BU forms completion process


EndNote c - Database for BU questionnaires – going forward & leasons learned 

EndNote d - WGARM & DAP collaborating colleagues -  Tools. 

EndNote e - List of DAP Annexes as of Deliverable 2   



Endnote 
a.
ICT and Deliverable 3 - Information and Communication Technology was the main focus of  DAP Digital Assessment  Questionnaire Part 1 and Deliverable 3.   ICT professionals within each UNPO were requested to share department/units input from the following functional areas: 

•
Information and Communication Technology Representatives, 

•
E-mail Administrators, 

•
Technology Coordinators,

•
Information Architects, 

•
Application Owners

The information received from the Part 2 questionnaire [submitted by IRAM related functions] and Part 3 questionnaire [submitted by Business Units] were also considered for impact on Deliverable 3 (UN-CS-RAI-USAA-DB01-2005-00189 finalized 17 May 2005)

EndNote b
Explanation of IRAM and BU Questionnaire/survey process

IRAM - Information , Records and Archive Management participation was organized around the IAM generic functions listed in the Annex 2 Project Document.  The DAP Questionnaire Part 2 was completed by representative involved in the management of records, document, archives and other information assets or content management.  It included the functions related to Libraries, official document repositories and the registration or upkeep of special collections and reference materials and specialists for content or knowledge sharing and management within UNPOs. 

BU - Business Units, BU,  participation was organized around main function or sub function areas listed in DAP project document Annex 2.  Other documents were developed by individual UNPOs to link their main work units to the functions in arranging  participation in the assessment exercise( e.g. link reference)  DAP Questionnaire Part 3 form was completed by representatives of the BUs within each UNPO.  This  include department/units (not in ICT or  IAM related areas) from the following functional areas: 

ACP - Administration, Conferences, Central Support and  Procurement;

FBA - Finance, Budget and Accounts;  

HRM - Human Resource Management;  

LEG  -  Legal;  

OAE  -  Oversight, Audit and Evaluation;

OCM  -  Organisation, Co-ordination and Management;

PPM  -  Programmes, Projects and Missions; and  

ROC  -  Relations, Outreach, Media  and Communications (ROC)

For detail on the planned process see Project Document “Digital Assessment Interview Exercise - Methodology and Overview” ( UN-CS-RAI-USAA-DB01-2004-00124)
As was done for the initial ICT and  IRAM , each UNPO was offered a separate presentation at their facility covering their OCM and PPM function. It was expected that these functions might have unique processes within a UNPO which could require more time for each UNPO to discuss.  A schedule was then developed to have 5 additional meetings to cover each of the remaining functions: ACP, FBA, HRM, (LEG & OAE together), and ROC in a centralized location. UNPOS were invited to send their BU participants for the remaining functions to the appropriate meeting, but were free to attend a different meting if there were schedule conflicts. Participants were sent the questionnaire before the meeting and some UNPOs’ DAP focal points met in advance to prepare their responses. These BUs were encouraged to involve related units within their organizations in completing the forms. They were generally requested to return the forms within two weeks.



Database c.
BU questionnaires – going forward & lessons learned

A DAP Project Document* noted that “To facilitate the re-use of the collected data throughout the project as well as use it in related areas and /projects, the questionnaire must be in an easily importable format to Excel or Access Data Base”.  Unfortunately the format of the DAP questionnaire did not facilitate this process.  As a result, some of the answers to questions are currently in a excel spreadsheet but not linked to individual questions, and the related comments to those questions are in word documents.  However, in order not to delay the project it was agreed to accept the format presented in the excel spreadsheets.

At the same time, it was noted that in order to facilitate validation, updating and maintenance, the data and revised annexes from all the responding BUs should eventually be in a database.   This will become more important as the UNPOs move closer to implementation where a data base would:

· Provide supporting reports that can be easily designed to better present information related to specific UNPOs work units

· Assist UNPOs to compare evidence, review details and analyze potential implications for their Business Units while evaluating DAP readiness

· Assist in tracking improvements in DAP readiness which match specific recommendations. This could also help present to decision makers the business case for choosing priorities among potential pilots. 

· Simplify updates to the current Deliverable 2 Appendix A and B as well as facilitate comparison of the full text comments related to similar questions across functions or UNPOS.

Additional  “lessons learned”  could be applied to DAP Pilots or other common service implementations:

· Business units and functional areas should be able to update related administration or planning information “on-line”. If a questionnaire is to be circulated, more consideration should be given to having the ability to complete it on-line.  Some UNPOs may decide to collect and update the information from their BUs and review before a central function clerically submits the data on-line. However the direct on-line submission option should be available. This could much reduce time between when information is presented by the business units (or UNPOs) and when the information is available for validation and analysis. By reducing the time  required  to clerically format returned data, more effort can be devoted to reviews and comparisons across BUs and functions or discussing the evidence supported recommendations based on the data. 

· The most useful questions from the DAP Strategic Plan exercise should be identified and integrated with periodic review of business units DAP readiness or programme implementation.

*Refer to “Digital Assessment Interview Exercise - Methodology and Overview” (UN-CS-RAI-USAA-DB01-2004-00124 ) item 7 ‘Format/data management’ 








EndNote d.
  WGARM & DAP collaborating colleagues -  Tools. 

The related annexes  (1-9) revised  or developed for this DAP project will require better tools to assure the information can be easily updated. Those coordinating the WGARM or DAP “network” of concerned colleagues need to be able to access this information from remote locations and to transparently summarize current status and problems or issues. For example when procedures need to be developed or decisions made a transparent, collaborations tool could greatly expedite the process.  An easy way to submit and update information for status reports on line and to compile or presents questionnaire results will be required.  As noted above, it would be preferable if simple questionnaires can be completed on line.
EndNote e.
   List of DAP Annexes as of Deliverable 2

DAP Support Documentation of interview questionnaire: Previously collected information to be validated / updated.


Annex 1 – Organizational Units : UNDP, UNFPA, UNICEF, UNOPS, UN-Sec 

•
Annex 2 - Generic Functions/Subfunction Matrix with spread sheet sort 

•
Annex 3 - Record Series UNDP, UNFPA, UNICEF, UNOPS, UN-Sec 

•
Annex 4 – List of ICT systems, applications and software  [see below] UNDP, UNFPA, UNICEF, UNOPS, UN-Sec 

•
Annex 5 – List of Policies and Procedures UNDP, UNFPA, UNICEF, UNOPS, UN-Sec 

•
Annex 6 - DAP Project Overview - UN-CS-RAI-USAA-DB01-2005-00002  “Digital Archives Programme” highlights: Extent of the Challenge, Risk & Unique Problems, DAP for long term access, maintenance and use, 2 Phases:  Strategic Plan & Implementation, Interacting components for a reliable record lifecycle, DAP Benefits, Efficiencies & Cost Containment, Start up balanced by Cost Avoidance,  project activities for DAP Phase 1. 

· Annex 6.a - Draft Slides - for Business Units Overview - UN-CS-RAI-USAA-DB01-2005-00052 

· Annex 6. b- “Digital Assessment Interview Exercise - Methodology and Overview” (UN-CS-RAI-USAA-DB01-2004-00124 ) ) covers Interview Objectives, Interview Package, Background information for particular interviews, Interview Scheduling, Methodology to ensure proper Representation, Interviewee Criteria, Format/data management, General Role Definitions, Number of Interviews by Business Process

•
Annex 7  Main Functionality of ICT and IRAM systems or applications

•
Annex 8 Glossary of Dap related Terms  (master table under revision)

•
Annex 9 – Standards and documented ICT or IRAM good practice









� Deliverable 2 provides a high level summary of where the UNPOs are today. However, it should be noted that there is a clear overlap between Deliverable 2 and Deliverable 3, Summary of Existing ICT Environment.  Where appropriate, relevant text was repeated in each of the deliverables in order to ensure a self contained document.  Deliverable 2 and Deliverable 3 findings and recommendations should be considered  together  to better understand the current status of UNPOs readiness to support a DAP.


� The related Common Service "Appraisal Decision Assistance" Project Phase 2, deals with a) addressing the considerable gaps for many types of UNPOs records [programme, external relations, management etc]. b) establishing or validating values and recommended retention periods for generic records as well as   c) obtaining a tool for the UNPOs to easily update and share recommended or authoritative decisions for generic record series  Status of the ADA  UN/CS/RAI/USAA-DB01/2003-00279, 317





� Deliverable 5 [Implementation Plan] will provide a DAP road map and alternatives. The activities associated with Deliverable 6 [Communicating and Marketing of the Plan] will help assure that the needed understanding and support required form governing bodies or senior management is obtained.


� Deliverable Review Process - Once the DAP Project Manager receives a draft deliverable that meets minimum standards, it is circulated to UNPO Coordinators, DAP CO, and associated WGARM members for comments or suggestions.  If the vendor accepts the UNPO comments in full, the Deliverable is approved.  If the vendor has further substantive comments, these comments are circulated to the DAP COs for either agreement or further comment.  If  there are substantive objections between  the DAP COs and the vendor, further communication will be followed up in order to resolve the area of concern.   Once agreement is reached and no further comment is received, the Deliverable is approved. 





� InterPARES  (International Research on Permanent Authentic Records in Electronic Systems) aims at developing theoretical and methodological knowledge essential to the long-term preservation of authentic records created and/or maintained in digital form. …provide the basis from which to formulate model policies, strategies and standards capable of ensuring the longevity of such material and the ability of its users to trust its authenticity. � HYPERLINK "http://www.interpares.org" ��http://www.interpares.org�. InterPARES-1 (1999-2001) focused on preservation of authenticity of records created and/or maintained in databases and document management systems.. InterPARES-2 (2002  to 2006) deals with authenticity,  reliability and accuracy  (…) for life-cycle of records, from creation to permanent preservation.


� ERPANET (Electronic Resource Preservation and Network) (IST-2001-32706) a European Commission funded activity to enhance the preservation of cultural heritage and scientific digital objects (� HYPERLINK "http://www.erpanet.org" \t "_blank" �http://www.erpanet.org�). The stated  mission of ERPANET Project is to “establish an expandable European Consortium, which will make viable and visible information, best practice and skills development in the area of digital preservation…”


�   ISO 15489. Provides a high level framework for recordkeeping and specifically addresses the benefits of records management, regulatory considerations affecting its operation and the importance of assigning of responsibilities for recordkeeping. It also discusses high level records management requirements, the design of recordkeeping systems and actual processes involved in records management, such as record capture, retention, storage, access etc. It concludes with a discussion of records management audit operations and training requirements for all staff of an organisation.  The guidelines provide practical and more detailed guidance about how to implement the framework.   For example it provides specific detail about the development of records management policy and responsibility statements. Ref from DAP statement of work: � HYPERLINK "http://www.wgarm.net/ccarm/docs-repository/docs/UN-CS-RAI-USAA-DB01-2003-00008-DAP-Phase1-SOW.DOC" ��UN/CS/RAI/USAA/DB01/2003-00008�





�  Basel (Capital) Accord, is a capital measurement system. The Basel Committee  is comprised of members from Belgium, Canada, France, Germany, Italy, Japan, Luxembourg, the Netherlands, Spain, Sweden, Switzerland, United Kingdom and United States. It formulates broad supervisory standards and guidelines and recommends statements of best practice. A New Capital Adequacy Framework  was issued on 26 June 2004. 


Sarbanes Oxley refers to  USA congress: H. R. 3763:  ‘‘Sarbanes-Oxley Act of 2002’’. To protect investors by improving the accuracy and reliability of corporate disclosures made pursuant to the securities laws, and for other purposes.   23 Jan 2002, [key provisions in effect as of 15 Nov 2004].


Electronic transactions legislation examples: 


	New Zealand, Electronic Transactions Act 2002, 17 Oct 2002.  (http://www.legislation.govt.nz/)


	 Canada, Electronic Transactions; June 1, 2001


(http://www.canlii.org/nb/laws/sta/e-5.5/20040618/whole.html)


	Republic of South Africa,  Electronic Communications and Transactions Act, 2002, No. 25 of 2002;  (31 July 2002) http://www.internet.org.za/ect_act.html





� Activity 5: Creating a Plan for implementing DAP within the UNPOs: It is specified that the DAP plan must “also reflect an understanding of the distinct organisational culture and capacity as well as separate business process and information systems within each UNPO.   The vendor should 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 and consider both onetime/start up as well as recurring costs. ref From DAP statement of work: UN/CS/RAI/USAA/DB01/2003-00008.  For expedited “readiness” or DAP implementation see also Endnotes c- Special DAP appeal, after deliverable 4,5 - 





� “Digital Archives Programme” highlights: Extent of the Challenge, Risk & Unique Problems, DAP for long term access, maintenance and use, Strategic Plan & Implementation Phases, Interacting components for a reliable record lifecycle, DAP Benefits, Efficiencies & Cost Containment, Start up costs balanced by Cost Avoidance,  project activities for DAP Phase 1 – ref  DAP Annex 6 � HYPERLINK "http://www.wgarm.net/ccarm/docs-repository/docs/UN-CS-RAI-USAA-DB01-2005-00002-DAP-overview-Anx-06.doc" ��UN-CS-RAI-UAAA- DB01-2005-002�


� Notes concerning IRAM and BU interview process – see Endnote B








� List of benchmark documents, policies and procedure, accepted standards or recognized good practice used in Del 2 and 3 process will  be part of Deliverable 4.  See Appendix C - Annex 9 – Standards & documented ICT or IRAM good practices for examples.


� (See ENDNOTE a    for explanation of  ICT and Deliverable  3 - � HYPERLINK "http://www.wgarm.net/ccarm/docs-repository/docs/UN-CS-RAI-USAA-DB01-2005-00189-DAP-DEL3.doc" ��finalized 17 May 2005�)


� http://www.wgarm.net/ccarm/Projects/Proj-digital-archive-unpo-support-docs.htm


� Need source reference: The consultants recently participated in a software evaluation process in which a selected vendor discussed the role of technology and observed that records management technology is only 20% of the solution.    Filenet, at a recent ARMA International Conference, stated that the RM technology is 20% of the solution The other 80% is addressed through the policies, procedures, business rules and people.  The solution is not only related to the capacity of the technology but also to how it has been designed (or enabled) to capture the records and what format standards/metadata schemes are being applied to support the Digital Archive Programme.


� Facilitative Records – Records that support / promote main activities e.g. housekeeping records. Substantive records – Records that are unique to Organizations mandate and mission e.g. main programme activities


� TRIM, Red Dot, Red Hat, DocuShare and SharePoint. Microsoft Office suite of products and create Lotus Notes databases [see Deliverable 3, Annex A for details of organizational use]


� If a full or expedited implementation of the DAP as well as the protection of current digital records is desired, support beyond the UNPOs may be required.  In this case after Deliverable 4 is completed, a discussion by WGARM of  additional sources of fundinga DAP appeal may be considered see End Note c?.


� The related Common Service "Appraisal Decision Assistance" Project Phase 2, deals with a) addressing the considerable gaps for many types of UNPOs records [programme, external relations, management etc]. b) establishing or validating values and recommended retention periods for generic records as well as   c) obtaining a tool for the UNPOs to easily update and share recommended or authoritative decisions for generic record series  Status of the ADA  UN/CS/RAI/USAA-DB01/2003-00279, 317





� For UN Secretariat see ST/AI/326 para 9 &12; for UNICEF see CF-EXD-1983-2867 para 2


� For example: UN Gen Assembly document related to word processing equipment, “Technological innovations in the production of the publications and documentation of the UN” (A/C.5/32/11, of 11 Nov 1977),  or UNICEF memo of 02 Oct 1978 (part of DAP project documentation ref UN-CS-RAI-USAA-DB01-2005-00223). 


� See above ST/AI/326  & CF-EXD-1983-2867


�Email in shared access LANs can have drawbacks compared to filing using reliable and full function electronic records management software. In  some simple LANs with shared access it is can be very easy to inadvertently delete items; it can be difficult to create links between folders and the options for naming individual items can be quite restricted. Still a simple shared LAN as a temporary arrangement can be an improvement to leaving email in individual messaging systems or local hard drives.


� For example, enhanced collaborative tools with internet access should be provided to all members, the co-chairs and the Project co-coordinators. See Endnote F for more details.


� The lack of progress in identifying records series and related retention schedules does not preclude developing a DAP strategy however, it can hinder the estimation of the volume of records to be covered by a specific approach.  Cost estimates will require consider flexibility for implementation to factor in this uncertainty.   For most  UNPOs, it could be assumed that a substantive system or process may produce at least some records of medium and potential long term value.  A DAP strategy can be developed and tested based on what would be required for any records produced by the type of application that need to be protected for an extended time.  The estimation of implementation cost related to increased volume is a separate issue. For example there would likely be increases in storage and migration costs if decisions are not made on which series are to be kept for longer periods. In such situations (as in paper repositories)  in order to protect potential archival material it has been necessary to keep questionable records when they are mixed together and not easily separated. During Activity and Deliverable 4, it is expected that recommendations for a DAP strategy  will meet the functional requirements and acceptable IRAM and DAP standards and good practice for most of the generic ICT and IRAM  systems listed in Annex 7.  Cost of implementation these recommendations for specific UNPOs will have to factor in some range of uncertainty where record series an related retention schedules have not yet been identified.


� These DM/RM/ECM software applications that incorporate some of the required functionality to integrate with DAP good practice must be more widely accessible to staff creating or receiving records of potential long term value.  Minimally compliant software currently used in some offices must be enhanced or additional tools with the required functionality and interoperability must be acquired.  This is necessary to ensure that good practice standards and record keeping solutions can be easily applied to digital records by first line programme managers as well as system monitors and administrators.


� Deliverable 5 [Implementation Plan] will provide a DAP road map and alternatives. This will include various options to become progressively more “ready” to implement a complete digital archives programme or to expedite movement to a DAP. The activities associated with Deliverable 6 [Communicating and Marketing of the Plan] will help assure that the needed understanding and support required form governing bodies or senior management is obtained.


�  These spread sheets may be used as a basis for the development of a data base which would enhance its long term usefulness A database would be a useful reporting tool to compare functional units and UNPOs (especially for business units) as well as validating, updating and maintaining questionnaire responses while planning for DAP implementation, evaluating DAP readiness and presenting the business case and options to decision makers.  


� 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.





�This is test of comment
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