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1. Introduction
1.1 Scope of Report
This report is the result of a two-week consultancy to critically examine the UNDP taxonomy and comment on the taxonomy development process. While specific recommendations for taxonomy development are included, the report more broadly examines UNDP’s information environment and represents first steps towards a corporate content management strategy. Topics covered include:

1. Content management strategy

2. Content management systems

3. Content management services

4. Recommendations for content management at UNDP

In the short-term, UNDP should engage a content management consultant for six months in conjunction with ERP implementation. This consultant would draft a Strategic Plan for Content Management, develop preliminary metadata standards and mapping tools, and test the standards against UNDP documents. Ultimately, UNDP should establish a Content Management Unit that is responsible for setting system standards, providing cataloguing and reference services, conducting training related to content management, and managing UNDP’s records management and archives functions. 
1.2 Rationale for Content Management

By emphasizing policy support and “upstream” interventions, UNDP has committed itself to becoming a global knowledge organization.
  A content management strategy is essential to the success of this agenda by making UNDP more effective in leveraging its global knowledge base for internal and external communities. Content management is also particularly important in the context of ERP implementation. As the organization has shifted from paper based to electronic systems, recordkeeping practice has not kept pace. If not systematically addressed, the resulting “documentation gap” will soon reach crisis proportions as the organization transforms business processes and practice.

To begin addressing this problem, UNDP has developed a corporate taxonomy over the past year. Taxonomy development is but one component in a series of steps required to control institutional knowledge assets and business records. The taxonomy must be placed within the context of a larger content management strategy for organizing and finding knowledge and records of business activity. More effective content management will:

· Establish a conceptual framework for structuring and integrating information systems

· Prioritize information resources and reduce information overload

· Increase formalization of organizational outputs (documents)

· Provide mechanisms for the capture of business process information

· Facilitate internal communications

· Reduce staff time spent searching for information

· Assure that relevant and timely internal information is readily available

· Support knowledge management

· Promote alignment

In the final analysis, content management will help people get the information they need, when they need it.  The success of current efforts at UNDP to “get the house in order” rests on the establishment of a coherent strategy for managing content. This strategy must move beyond traditional records management practice, which is reactive and document-driven (Annex A).

1.3 Relationship to Other UNDP Initiatives

A number of initiatives are underway at UNDP that relate to development of an overall content management strategy (Annex B).
 These include ERP implementation, the E-documentation project, the Portal, and UNDP’s records management program. At the interagency level, the Digital Archives Programme and the Appraisal Decision Assistance Project are particularly relevant. These activities are fragmented in the absence of a unifying framework for content management. This poses significant risks for the organization as information is hard to find, incompatible policies and systems are in place and organizational redundancies are not systematically addressed.

1.4 Key Terms Defined

1.4.1 Content and Content Management

Content is broadly defined as data, documents, multimedia resources, and other forms of codified knowledge. Viewed through a knowledge management lens, people and shared experience can also be viewed as “content”.

Content management refers to the range of strategies, policies, tools, and resources mobilized to effectively assess, organize and exploit internally produced information resources. Content management is collaborative, involving everyone within the organization who produces or consumes information.

A proactive content management strategy asks the question, “What information do people need and what do they need to do with it once they find it?" Armed with an answer to this question, demand-driven content management systems can be developed to support both knowledge management and UNDP’s business functions.

1.4.2 Metadata

Simply stated, metadata is information about things. Metadata can help us find the things we need.  A library catalog has metadata about books. A train schedule has metadata about when trains will leave the station. A mail-order catalog has metadata about things you can buy.  Content management systems use structured metadata to organize and retrieve information.

A metadata model defines the kinds of information that can be captured in a system and an approved vocabulary for referring to these “metadata elements”. By standardizing the metadata that we use, a metadata model makes it possible to easily search across systems. This report proposes a three-dimensional metadata model including:

· Discovery metadata – information used to find a document.
· Recordkeeping metadata – used to define document types within the organization.
· Business process metadata – used to link documents to other outputs in a workflow.
The ultimate success of the Portal as a universal access mechanism depends on consistent application of a metadata model to UNDP content.
1.4.3 Taxonomy

A taxonomy is a concept map expressed as a hierarchical list of terms.  A taxonomy can be used to define a single metadata element (i.e. subject) in a content management system and can help groups of people organize things. Taxonomy needs must de determined within the context of the larger metadata environment.

Corporate taxonomies are symbolic and value laden. Taxonomies speak to “what we think we do” within an organization by communicating management priorities and reinforcing efforts to change entrenched work cultures. The UNDP taxonomy can be used as a valuable alignment tool.

1.4.4 Document

This term is problematic given new technologies and the complexity of linked and dynamic content.  At UNDP, “document” can be defined inductively by formalizing the types of documents that will be organized in content management systems. This does not obviate the pressing need for a UNDP policy establishing electronic documents as “operational” copies when appropriate. The e-documentation project is formulating a policy statement addressing this issue that should be debated and approved as soon as possible.

2. Content Management Strategy

All organizations manage internally produced information, but not all do it well.  It is particularly important in large, geographically dispersed organizations to have a strategic framework for standardization of content management systems and services.  In order to formulate a meaningful strategy, UNDP must:

1. Conduct an information needs assessment

2. Define metadata standards and an institutional metadata model

3. Develop metadata mapping tools

Metadata standards and tools are used in the design of content management systems.  Effective use of these systems across the organization takes place when they are coupled with cataloguing, reference, and training services.

2.1 Information Needs Assessment
UNDP must conduct an organizational information needs assessment in order to develop a comprehensive content management strategy.  This will address “who, what, when and why” for four types of information:

1. Prescriptive (rules and regulations)

2. Descriptive (how-to)

3. Business processes (transactional)

4. Substantive knowledge (what we collectively know)

Determining information needs within the organization is an ongoing process.  An initial assessment provides key data for the formulation of a content management strategy, and benchmarks for the design and evaluation of content management systems.

Assessing information needs for substantive knowledge content is challenging, but critically important for UNDP to realize its potential as a knowledge organization.  UNDP’s information needs assessment should minimally involve focus groups and a comprehensive analysis of Knowledge Network e-mail logs.

2.2 Metadata Model

Metadata modeling is fundamental to the formulation of an enterprise content management strategy.  It provides a conceptual framework for system design and assures that information systems are structurally interoperable.  A metadata model is key to the success of UNDP’s Portal initiative and records management function.

The metadata model enables mapping of metadata requirements for specific document types by defining the range of information that can be associated with documents or “knowledge objects” within UNDP’s information systems.  In the absence of an explicit metadata model, the UNDP taxonomy includes a range of different metadata elements.  The metadata elements lumped together in the taxonomy need to be disaggregated and contextualized within a coherent framework for content management (Annex C).

While there are many kinds of metadata that can be captured in content management systems, a preliminary analysis of UNDP requirements suggests a three-dimensional metadata model incorporating:

1. Discovery metadata – information that can be used to find a document within a system.  Most discovery metadata is about the contents of a document (i.e. title, subject, creator, geographical descriptor etc.).
2. Recordkeeping metadata – used to define document types.  Recordkeeping metadata is about the structure, function, ownership and disposition of a document type.  This roughly corresponds to information traditionally recorded about records series and sub-series.  Document types are currently referred to as “Formats” in the taxonomy.

3. Business process metadata – information about the relationship of the document to other outputs in an explicitly defined workflow.  Business process metadata establishes the context within which the document is created and links it to other documents and processes. 

Every document in the system would have a metadata profile consisting of cataloguing information for the three types of metadata (Annex D).
  The metadata associated with each document would vary based on a number of factors to be determined through the metadata mapping process.  Metadata requirements for each document can be visualized as falling at the intersection of three axes corresponding to the different types of metadata in our model as in Figure 1. 












This model draws on metadata standards and existing best practice.  Metadata standards, such as Dublin Core and METS, as well as governmental adoption of the standards, need to be carefully analyzed to determine their relevance for UNDP.  It is important to note that these standards do not define an organizational metadata model, but provide guidance in defining, naming, and coding of metadata elements (i.e. in XML).  Large organizations adopting metadata standards commonly develop extension schema and other techniques to customize the standards.

2.3 Metadata Mapping

Metadata mapping refers to the use of a metadata model for identification and analysis of metadata requirements throughout the organization.  Once UNDP has determined standards for metadata elements within each of the three metadata sets, document types can be identified, placed within a business process context and mapped to determine discovery metadata requirements (Annex F).
  The resulting metadata profile for each document type is used to design systems for document capture, storage, and retrieval.

Figure 2 represents a sample metadata map for discovery and recordkeeping metadata.  Discovery metadata requirements for each institutional document type are mapped in the matrix. Documents of type 1 would be catalogued using elements 1 and 3 while documents of type 3 would have cataloguing information for all metadata elements in the list.  In order to conduct a mapping of this type, UNDP must have an accepted metadata model and a formal system for defining document types.


2.4. System Design

UNDP has numerous information systems.  As has been noted, these systems are dispersed and often incompatible making integration difficult, if not impossible.  It is not realistic to centralize UNDP content within a single content management system.  By adopting a uniform metadata model, systems remain decentralized while indexing and access to content in these systems can be centralized.  Figure 3 illustrates the centralized indexing of metadata for content in decentralized systems.  Links embedded in metadata on a centralized server would allow for access to original documents through the Portal.

Standards compliant indexation of content will be much easier for new systems than for legacy systems, which will need to be addressed on a case-by-case basis.
  This is why it is critically important to begin developing UNDP metadata standards as part of the ERP implementation process.  While specific modalities for implementation of a metadata model within UNDP information systems is beyond the scope of this report, several key design considerations are explored below.



2.4.1 Precision vs. Recall

Precision in information retrieval is inversely proportionate to recall.  As the quantity of information retrieved goes up, the quality generally goes down.  This has strategic implications for systems design.  It has been observed that UNDP staff generally want to retrieve a few high-impact documents rather than a flood of low-relevance information.  In this context precision is critical.

High precision systems are metadata rich.  Targeted searching can only take place when users have the ability to correlate various metadata elements (i.e. subject, geographical descriptor, date etc.).  UNDP systems need to enable precision searching through metadata capture and effective cataloguing.  Training programs can also increase search precision by teaching users to effectively formulate queries.

2.4.2 Automated Metadata Capture

Given staff time constraints, UNDP needs to maximize automated metadata capture.  The “Business Process Context” is critical to automating metadata capture because it defines a set of related documents that will share metadata element values.  These values are “persistent” across related documents.  Systems integration is necessary in this regard.  Standardized coding of metadata elements across systems is also important.  ERP software needs to be examined to determine the extent to which it supports persistence of metadata values across documents, both within and outside of the system.

2.4.3 Automated vs. Manual Indexing

Automated indexing is a specific type of automated metadata capture that uses software to “intuit” the subject(s) of a document and assign subject headings.  Automated indexing is considered by many to be less accurate than manual indexing.  Manual indexing, however, can be very time consuming.

Automated indexing is appropriate for UNDP when high volume precludes the manual cataloguing of documents.  Manual cataloguing is preferred when content is highly interdisciplinary or documents are deemed important enough to require special treatment.  UNDP should adopt a mixed approach that involves manual cataloguing of high priority content and automated indexing of the vast majority of less important documents.

2.4.4 UNDP’s “Publishing” Model

As part of its content management strategy, UNDP must adopt an integrated content publishing model.  Publishing, in this context, refers to making the document available to a wide internal audience.  Records management systems traditionally focus on later stages in the document life-cycle.  In order to take full advantage of new technologies, content management must address the full document life-cycle, from document creation and knowledge codification to final disposition. 

The term “publishing” is being used at UNDP to refer to the process of assigning a document to one or several taxonomy categories making it searchable through the Portal.  Publishing, in this context, is secondary to the creation of the document.  The publishing process should take place when a documented is created, at the beginning of the document life-cycle.  This allows for customization of the publishing process for specific document types and fuller exploitation of the potential for both automated and manual metadata capture.

2.4.5 Content Storage

Given the distributed nature and technical constraints at UNDP (i.e. inconsistent connectivity in COs), content storage should continue to be decentralized on local servers.  Indexation can be centralized providing pointers to distributed documents.  Provision needs to be made for those documents scheduled for long-term retention to be migrated to preservation storage media held in a central location (archives).  This process can be automated based on retention schedule information in the recordkeeping metadata.  Preservation standards and archival storage will eventually be handled at the interagency level.
2.4.6 Coding metadata

There are various options for the coding of metadata, however consistency across the organization is of critical importance to insure interoperability.  Solutions adopted will depend on organizational requirements and technical capacity.

UNDP should explore the relevance of XML metadata tagging schema currently being developed and implemented by governments and large research organizations.  These schema define the way that metadata elements are coded in XML, a standard language for tagging documents.  It is possible to represent each set of metadata elements for a document as an XML file in a relational database.  Users can then correlate any of the metadata elements in retrieving search results.  This enables precision searching across systems and, as XML is an international standard, allows maximum flexibility in terms of software options.

2.4.7 Interface Design

Interface design for publishing (cataloguing) and retrieval (searching) is crucial in determining the relative success or failure of content management systems.  Systems absolutely must be user friendly.  UNDP should go beyond fielded data entry and searching and explore the possibilities for creative interface design that builds on business process models and concept maps.  Interface design can also take into account what the person intends to do with items retrieved.  This raises the possibility of developing truly interactive interfaces that allow for real engagement with content.

2.5 Content Management Services

Content management is not just a technical challenge.  It also encompasses human factors in the creation, organization, retrieval and use of information.  In addressing the social context for content management, provisions must be made for cataloguing services, reference services and content management training.

2.5.1 Cataloguing Services

While staff contributing content should do some cataloguing, cataloguing responsibilities can be viewed as falling along a continuum.


   Central                 Bureau/(Sub)Region         HQ unit/CO             Individual
· Centralized Cataloguing

Business processes and document types are defined and approved at the central level so cataloguing for business process and recordkeeping metadata are centralized functions.  Discovery metadata for documents of particular importance should also be catalogued centrally.  Materials of this type include publications and prescriptive content.

· Bureau/Regional/Sub-Regional Cataloguing

Certain documents will be critical for a HQ Bureau or within a given region or sub-region and will need to be cataloged by the relevant Bureau or SURF.

· HQ unit/Country Office Cataloguing

Key documents produced by Headquarters units or Country Offices will need to be catalogued by a content management focal point who can assure that appropriate metadata values have been assigned.

· Decentralized (Individual) Cataloguing

Some cataloguing for discovery metadata will be conducted by the staff member who creates the document.  The time required for decentralized cataloguing should be minimized so that it is not viewed as a burden.  This process should be automated to the extent possible.

In information management literature, “levels of description” refers to the granularity at which information is described.  The level of description for cataloguing UNDP content should vary based on document type.  For example, publications may be catalogued at the chapter or article level whereas knowledge network e-mail could be catalogued at the level of the consolidated reply.

2.5.2 Reference Services

No matter how good UNDP’s content management systems become people will always need help finding information, both internal and external.  A recent SWOT analysis of UNDP’s knowledge management situation identified the lack of a global reference unit as a critical gap.
 DIMA served as UNDP’s centralized reference department until it was disbanded in 1999.

Provision should be made for centralized reference services to accommodate the needs of HQ staff.  In addition, some mechanism should be developed for reference services for Country Office staff.  This function could be handled through the RIMs or the SURFs. In either case, staffing and accountability requirements would need to be determined.
2.5.3 Training

When designing information systems, training is too often an afterthought.  Training programs will be needed for both cataloguing and reference.  Specific modalities for delivery of training programs will need to be determined based on an assessment of training needs.  The existing network of learning focal points can be exploited in determining training needs and, possibly, delivery of training programs.  RIMs and/or SURFs could also have a role to play in the delivery of content management training.
3. Conclusion

If content management is not addressed as a core strategic function at UNDP, the costs of inaction will mount and the problem will soon reach crisis proportions.  Viewed from a legal perspective, the lack of a coherent framework for the management of electronic records raises serious liability issues.  Success as a knowledge organization also rests on better and more proactive approaches to content management. 

Current content management initiatives are dispersed among various units including ASD, WITS, OIST, BDP, RBx, and the Internal Communications Team, with still others developing localized solutions such as the Evaluation Office.  UNDP needs to increase coordination of these efforts and raise the current level of centralized investment in content management.

3.1 UNDP’s Content Management Options

Several options for content management at UNDP are explored below and recommendations are provided.  A decision should be made in the near future as to which option to pursue.

3.1.1 Existing Staffing

While current initiatives could continue at UNDP with no restructuring, progress will be slow and coordination will be nearly impossible given the number of actors and the lack of a clear mandate with regard to content management.  In the absence of some restructuring, UNDP will continue to address content management on an ad hoc basis.  Even if each bureau decides to invest in content management and appoint a focal point (a recommended best practice), the lack of centralized coordination for content management will result in disparate systems that are not interoperable.  This is not considered to be a viable option for UNDP.

3.1.2 Content Manager

UNDP could designate a full-time content manager to develop strategy and standards.  In the absence of other dedicated staff, the content manager would play a coordination role with regard to key organizational units.  This option would allow UNDP to experiment with content management on a limited basis without any significant change to the organizational structure.  The downside is that progress will remain slow and existing institutional inefficiencies would likely be exacerbated.  This option represents improvement, but does nothing to address the dispersal of core content management functions throughout the organization.  Appointment of a content manager could serve as an interim stage prior to implementation of the full content management unit option.

3.1.3 Content Management Unit

The recommended option is to create a central content management unit within BOM that would simplify, rather than amplify, UNDP’s organizational structure.  This would result in net savings over time as institutional knowledge is more effectively re-circulated and reused and staff time spent finding information is reduced.  It would also minimize business risks associated with lack of effective recordkeeping practices.  Existing organizational redundancies would be eliminated and the quality and efficiency of content management services would be enhanced.

Key functions within a UNDP content management unit would include:

· Content management strategy formulation - work with upper-level management and interagency working group to establish and implement a UNDP content management strategy and standards.

· Metadata coordination – implement standards compliant systems for metadata capture and retrieval (in conjunction with OIST, WITs, and other units developing information systems). Develop manuals and provide training on UNDP metadata standards for units developing information systems.

· Cataloguing – catalog critical UNDP content and provide training in subject classification for UNDP staff publishing content to the system.

· Reference – provide HQ staff reference services and training.  Conduct reference training for RIM and/or SURF staff responsible for CO reference services.
· Records management/archiving – work with bureau and division focal points to define document types and document type attributes including retention schedules. Migrate data to preservation quality storage for long-term retention. Coordinate long-term retention with interagency group.

These functions could be provided by a Content Manager with a staff of four information professionals (Metadata Specialist, Cataloguer, Reference Specialist, Records Manager).  The Records Manager position already exists within ASD. 

3.2 Partnership Opportunities

UNDP places great emphasis on the importance of strategic partnerships.  There are significant partnership opportunities in content management.  Current off-the-shelf software solutions, designed for use in the private sector do not support the full range of functionality UNDP requires.  Metadata standards, XML metadata schema and standards for archival storage, while still in their infancy, have come a long way in the past year.  The most important work in these areas is being done in large research institutions and government repositories around the world.  As a medium to long-term strategy, UNDP should seek to develop strategic partnerships that would allow it to break new ground in content management and set the standard for other UN agencies.

3.3 Immediate Next Steps

3.3.1 Decide on Restructuring and Resource Commitment

UNDP’s content management options must be assessed at the highest level and one of the staffing strategies outlined above should be formally adopted.  A decision about institutional commitment and organizational structure for content management should occur during the next three months if possible.  This will allow a consultant to draft a Strategic Plan for Content Management that is rooted in a multi-year planning framework.

3.3.2 Develop Content Management Strategy

A content management consultant should be engaged immediately for three months to draft a Strategic Plan for Content Management.  This requires analysis of UNDP metadata requirements and development of beta metadata standards and mapping tools based on international standards and best practice in government records management.  UNDP’s needs in this area are particularly acute given the impending fit-gap analysis for ERP implementation.  The two processes are inextricably linked and need to be conducted simultaneously. This should be followed by a three-month testing period during which the metadata model is validated against information produced in one or several units and UNDP standards are revised.  At the end of the six-month cycle, UNDP would have an approved Strategic Plan for Content Management rooted in accepted organizational metadata standards.

3.3.3 Continue Portal Implementation

Despite the absence of a strategic framework for content management at UNDP, Portal implementation should not be delayed.  It is important, however, to adopt systems that will allow for maximum flexibility as internal standards for content management are formalized.

· Review of RFI applications for Search & Indexing software should continue and a system should be implemented as soon as possible. 
· The taxonomy should be revised based on recommendations in this report.  The revised taxonomy should be entered into the Portal. 
· The e-documentation project should determine standards for use of “file properties” in MS Office.
  This standard should include use of the “subject” field for taxonomy terms and the “category” field for document type (format) information.

· A mechanism should be explored for having the “file properties” automatically filled in when MS Office documents are published to the Portal.
3.3.4 Approve E-Documents Policy

The policy statement currently being developed as part of the e-documentation project should be approved as soon as possible.
3.4 Actions by BDP

BDP produces document types of critical importance to UNDP (Annex E).
  Interest has been expressed by BDP management in further formalizing and standardizing these document types. To achieve this, BDP should engage a consultant on a three-month basis to map all document types falling under it’s responsibility (Annex F).
  This could serve as the test case for the corporate metadata model to be developed.
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Annex A

A New Paradigm for Records Management

Traditional approaches to records management are:

· Document driven and reactive

Document driven approaches assess records available within the organization and develop systems to make these records available.

· Focused on latter stages of the document life-cycle

Emphasis is placed on secondary use and long-term retention and there is no active intervention in document creation.

· Rooted in paper-based technologies

Records management systems, such as the Global Filing List, were designed in a technological environment in which each document was physically discrete and had to be placed in a single file folder.  The process of defining a hierarchical folder structure based on document series and sub-series is critically important when the primary access mechanism involves navigating the hierarchical directory structure. These systems traditionally reflect organizational structure rather than organizational functions.

A content management strategy should be:

· Proactive and needs-based

System design should be based on a formal assessment of information needs within the organization. Content storage and access systems can then be identified to meet those needs.  Strategies are developed to codify knowledge where content does not currently exist. In this way, content management is tailored to specific needs and involves, not just the organization of documents, but the creation of new institutional knowledge.

· Focused on the entire document life-cycle

In a distributed computing environment, content management systems must address the entire document life-cycle in order to maximize automated metadata capture, reduce the need for redundant data entry and assure retention of critical documents through file migration.

· Rooted in emerging technologies

By adopting traditional records management approaches in networked information environments, we are not taking full advantage of the potential of new technologies. The physical location of a file is no longer tied to the user experience in accessing that document.  This obviates the need for shared directories as an exclusive access mechanism.  In this context, the Global Filing List needs to be integrated into a larger UNDP content management strategy.  This strategy must take full advantage of metadata for records management.

The experience of the Saudi Arabia Country Office in creating a “paperless” office is illustrative of the tendency to limit system functionality based on metaphors derived from the technology of paper.
 UNDP Saudi Arabia established a shared hard drive for all work related documents and determined a directory structure dictating the folder in which items are to reside.  In order to view a document, users need to know exactly where the item sits on the server. This is a flat information storage and retrieval system, directly analogous to placing a paper document file in a folder.  This approach does not take advantage of the fact that electronic documents can be accessed in multiple ways when searching an index of structured metadata elements.  Finding specific documents using rich metadata is easier and users tend to retrieve a wider range of relevant documents.
This is not to suggest that the results achieved in Saudi Arabia are insignificant.  Indeed, the change management strategies adopted are particularly instructive. The Saudi Arabia CO experience represents a major step forward and should be emulated in the short-term. What is suggested is that UNDP needs a corporate initiative to develop a more nuanced model for information storage and retrieval.  This model should be rooted in a content management strategy that honors the potential of emerging technologies to move us beyond the records management paradigm.

Annex B

Related UNDP Initiatives

ERP Software Implementation – WITS

Contact: Jens Wandel
UNDP is currently planning implementation of ERP software that will fundamentally change the way business is conducted.  As the ERP software uses functional, roles based models, the implementation process will involve close examination of business processes throughout the organization. A fit-gap analysis will be conducted in the coming months to determine, among other things, how documentation requirements will be met in the new business environment.

As with ERP software, implementation of content management strategies and systems requires critical examination of business processes and documentation requirements. It is important for UNDP to begin seriously addressing content management issues during the ERP implementation process as success of the two initiatives is interdependent. 

Through the use of business process metadata, the proposed metadata model offers a solution to the problem of linking information generated within the ERP system to documentation created outside of the system. This potential can only be realized if provision is made within the ERP system for automated metadata capture. The proposed metadata model also has promise in addressing problems relating to documentation requirements for dynamic content generated within the ERP environment. The ERP software comes with a transaction taxonomy that will need to be examined to determine its relevance and relationship to the existing UNDP taxonomy.

Portal Implementation - WITS

Contact: Ronald Kwong
The Portal is envisioned as a personalized workspace that will allow UNDP employees to do and find most of the things they need in the course of their work. It is sometimes viewed as a panacea in locating and retrieving UNDP documentation. The portal is not a single product or project.  It is better regarded as an ongoing process providing a container that will incorporate new technologies and functionalities as they become available.

The next stage in portal implementation, purchase of search and indexing software, represents an improvement over the current state of affairs, but is not a content management solution. While it will help in locating unstructured information, it will not likely provide robust functionality for the systematic capture and retrieval of metadata. Consistent application of a metadata model and development of systems that parse metadata rich XML DTDs are critical to realize the potential of the Portal for retrieving timely and relevant information.

E-Documentation Project - WITS
Contact: Patrick Gremillet

The e-documentation project has begun addressing a number of pressing issues relating to electronic records at UNDP.  The project is focusing on development of an e-documentation policy, an e-registry system where appropriate, and workflow issues relating to the updating of prescriptive content (rules and regulations).  

While these efforts are timely and important,  issues relating to electronic records management cannot ultimately be addressed as a project. Given changing technologies, change in the information environment will continue for the foreseeable future. These issues must be addressed on an ongoing basis as a core corporate function and should ultimately be handled by a content management unit within the Bureau of Management.

Global Filing List – ASD

Contact - Rosie Cross 

The relationship between the Portal taxonomy and the Global Filing List has caused some confusion at UNDP. These tools serve different functions and are not analogous. The Global Filing List was designed as a paper-based system for the organization of records series based on organizational structure. It is currently being amended to better reflect organizational function. The UNDP Taxonomy is designed primarily as a subject classification scheme. Adoption of a metadata model will help clarify these relationships as functions served by the Global Filing List will be subsumed within record keeping metadata and the Taxonomy will be a single metadata element within the standard set of discovery metadata elements.

Digital Archives Programme - Interagency

Contact – Adhiratha Kevin Keefe (UNICEF & Chair of WGARM Group)

The Digital Archives Programme (DAP) is a key component of interagency efforts (WGARM Group) to harmonize records management practice. “The Digital Archives Programme will be a combination of policies, procedures, standards, specifications and technologies that facilitates 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. The objectives of the DAP are to: 

· Establish Guidelines, Policies and Standards related to Digital Records practices;

· Establish minimal Standards, Requirements and Specifications for software and network related to digital records technology;

· Create an implementable framework that can be applied by the UNPOs to establish or sharing in the use of Digital Archives Facilities;

· Identify appropriate electronic records management, document management and digital preservation strategies;

· Ensure long term preservation, maintenance and access to digital records of archival value;

· Establish good record keeping practices.”

DAP will define a high-level framework within which content management activity at UNDP can take place. DAP is a long-term effort and, in the interim, UNDP should be actively working to define best practice with regard to electronic content management.  DAP will certainly draw on the same standards reflected in the proposed metadata model making it relatively straightforward to harmonized UNDP’s content management systems with DAP recommendations as they emerge.

Appraisal Decision Assistance Project

Contact – Adhiratha Kevin Keefe (UNICEF & Chair of WGARM Group)

The WGARM group is developing tools to aid in the appraisal of records series through the Appraisal Decision Assistance Project. As an initial step, the group is finalizing a standard schema for meta-description of document series. These naming guidelines are rooted in organizational function rather than organizational structure allowing for their consistent application within different UN agency settings. The guidelines are currently being mapped to the UNDP Global Filing List and can become a metadata element within the record keeping metadata schema.

Project Documentation Library DIMA (defunct)

Contact – Ramesh Gampat

The project documentation library was established in 1995 and contains approxmately 1800 documents from 1995-2000. The database was created to provide centralized access to project documents that were not being systematically stored by Regional Bureaus.  UNDP’s former reference unit DIMA, the Division of Information Management and Analysis, maintained the database until the unit was formally disbanded in August of 1999. The database contains:

· Project documents

· Evaluation reports

· Terminal reports

· CCF’s

· UNDAF’s

· CCA’s

Documents are classified by ACC Sector, ACC Subsector, Area of Focus and Sub-Area of Focus.  With DIMA no longer operational, the fate of this database and the larger reference function within UNDP need to be addressed. 

While some provision should be made for migrated these documents either to the Portal or to preservation quality storage media for archival purposes.  The Area of Focus and Sub-Area of Focus fields could be mapped to the taxonomy allowing for retrospective database content to be accessible using standard portal taxonomy. A new project and programme document typology should be developed and metadata requirements for project documents mapped taking into account the changing role and nature of UNDP projects.  This mapping could take place in conjunction with the Interactive Programming Manual project.

This database is an excellent example of the costs incurred when there is no operative metadata standards within a large organization. The large initial investment in the database must be written off unless further resources are committed to migrate the data to another system. In a standards based environment, access to legacy systems is relatively straightforward and does not entail significant additional costs.

Annex C

The UNDP Taxonomy

A taxonomy is a hierarchically structured concept map that can be used to describe and find items within a content management system. Concepts within a taxonomy are unique, meaning that there is no conceptual overlap among taxonomy categories. Because they give labels to knowledge domains, taxonomies are effective in indexing and retrieval of knowledge assets within organizations. These assets include, but are not limited to documents, people, data, events, codified experience, and e-mail exchanges.

Taxonomies are used in business settings to place e-documents in hierarchically organized folders within a directory structure. This approach works well when content is “about” one subject only. In a development organization content is often interdisciplinary, characterized by a number of different taxonomy values.  These documents lie at the intersection of several knowledge domains. In these settings, taxonomies are not particularly useful for organization or navigation.  Systems are required that enable the correlation of multiple subjects and cross-cutting themes.

Where there is the need, as in UNDP, to represent interdisciplinary content subject classification schemes are more useful because multiple terms can be assigned to a given document.

Taxonomy Recommendations

UNDP has been developing a corporate taxonomy over the past year.  Official rollout of the taxonomy took place in June 2002.  This was followed by a three month testing phase and a Review Workshop (30 Sept. – 2 October). The taxonomy was revised based on feedback from the workshop. There are currently no formal taxonomy governance or management procedures in place. The following recommendations have been based on perceived needs, but should be revisited in light of a more formal information needs assessment at UNDP. A revised taxonomy based on these recommendations will follow under separate cover.

· Disaggregate

It has been noted that, “Although it is possible for one taxonomy structure to serve multiple applications, in practice most taxonomies are eccentric -- suitable for only one environment and application.”.
 Large organizations need taxonomies that are tailored to meet specific needs.

UNDP May need two taxonomies. One should include subject information exclusively and be used for subject classification. This subject scheme can reflect the strategic priorities of the organization and be focused on thematic areas and other key management initiatives that are redefining the way UNDP works. The second can be a business transaction taxonomy and should be embedded within ERP software. The predefined ERP taxonomy will need to be examined to determine the extent to which it meets UNDP’s needs.

The format section can be removed as it will be subsumed by recordkeeping metadata within the metadata model.  Similarily, the geographical descriptors within the taxonomy should be removed and added as a separate discovery metadata element.  This element could have two components, one for the place of origin and another for the place(s) that the document is about.

· Align

A taxonomy is a concept map of the organization.  As such, taxonomies are inherently political and usually contested. Taxonomies can help drive organizational change and engineer new work cultures. When too closely tied to existing organizational structures, taxonomies reinforce the status quo and act as a brake on organizational change.  The UNDP taxonomy should reflect management priorities and be used to further alignment efforts. Dissagregating the taxonomy will highlight the structure of substantive knowledge subjects (i.e. practice area, sub-theme, cross-cutting theme) as reflective of the “new” UNDP.

· Be consistent

Consistency in the way categories are created, defined and applied is essential. Inconsistencies in the system are magnified over time as thousands of items are improperly indexed.  This defeats the purpose of using structured data in the first place. Consistency requires that a single focal point, the Content Manager, be charged with taxonomy maintenance. While multiple agents at the divisional or bureau level can be responsible for proposing changes within their taxonomy areas, centralized management of the taxonomy as a whole is critical. Training is also key in assuring consistent taxonomy development and implementation.

Each taxonomy entry must have a concise textual description, approved translations in key languages, and several examples. One or more internal “owners” should be identified for each category. These owners are responsible for suggesting changes to the Content Manager.  Taxonomy entries can also include “other” terms, “preferred” terms, “use for” terms and other features commonly associated with thesauri for subject classification.  Assuming that the taxonomy is disaggregated and simplified, these additional features are not high priority for UNDP.

· Determine appropriate granularity

The granularity of terms within the taxonomy must be determined based on user needs and the availability of other metadata that will be used in searching.  Inadequate granularity results in retrieval of too many low-relevance items. Different levels of granularity are needed for different aspects of UNDP’s work.  

Limitations should not be artificially placed on the number of levels of hierarchy within the taxonomy as this should be determined based on UNDP’s information retrieval needs.  The decision made at the taxonomy review workshop to begin with a simplified taxonomy and add additional categories as needed is appropriate. Subdivision of categories should not, however, be based solely on the number of items catalogued with a given term as suggested during the workshop. Sub-categories should be created based on user needs as communicated to the Content Manager by unit focal points. This process must remain flexible for the taxonomy to succeed.

· Define roles and responsibilities

When roles and responsibilities are clearly defined, the process remains more focused and the potential for conflict is reduced.  As suggested above, a single individual should be given authority to manage the taxonomy and conduct related training. Changes to specific sections within the taxonomy should be the responsibility of the Content Manager in consultation with focal points at the bureau or division level.  The taxonomy development process at UNDP has been a collaborative process and has suffered from the lack of formalized governance procedures.

· Stay flexible

Taxonomies must constantly change to effectively represent organizational values, goals, and actions over time. A taxonomy at UNDP that cannot accommodate new concepts and initiatives (i.e. MDGs) is doomed to fail. As Zeyna Al-Jabri points out in her report on the Saudi Arabia CO, “…at the end of the day it is not important to find the ultimate filing structure but to have a version that is workable for the office and that information can easily be retrieved.” At UNDP, taxonomy development must be viewed as an ongoing, participatory activity with the Content Manager continually eliciting information about categories and training needs.  The taxonomy should be revised on a quarterly basis.

Create shared understandings

Collaborative taxonomy development requires a shared understanding of content management concepts and terms within the organization. Taxonomy stakeholders also need to understand the taxonomy within the larger content management context. This requires effective training and facilitation on the part of the Content Manager.

Automate multilingual indexing

UNDP must enable searching across documents in multiple languages. This can be relatively easily achieved by creating approved translations of taxonomy terms and feeding these into the search and indexing software. The search interface should allow users to limit search results by language.

· Adopt strategies for broad participation 

The need for more effective information retrieval at UNDP is already widely acknowledged and the taxonomy development process has been inclusive and participatory.  Strategies for broad participation will be increasingly important as the taxonomy is modified over time and responsibility for cataloguing falls to different organizational units. These strategies include:

1. Design data entry interfaces that are intuitive and easy to use.  A taxonomy cannot be evaluated in isolation, but must be tested in conjunction with an interface design.

2. Automate data entry to the extent possible.

3. Focus on small successes. Identify and catalogue high value content using the taxonomy so that initial experiences finding information are positive.

4. Develop a robust training program that is rooted in a formal assessment of user needs.

Annex D

Sample UNDP Metadata Model

UNDP should adopt a three dimensional metadata model for mapping that includes:

· Discovery Metadata

· Recordkeeping Metadata 

· Business Process Metadata

This model will lead to increased systems interoperability and integration. Retrieval systems (the Portal) will be able to search all organizational content using standardized metadata vocabulary and coding. A fourth type of metadata, administrative metadata, has not been included as a separate category within this model in order to keep it simple. Often referred to as metadata about metadata, administrative metadata can be folded into one of the other categories and will be captured automatically.

D.1. Discovery Metadata

Discovery metadata is information used to find a document.  Much, but not all, of this type of metadata describes the contents of a document. This is sometimes referred to as descriptive metadata, but “resource discovery” is now the preferred term because it is more inclusive.

The discovery metadata elements included represent a subset of the Dublin Core Metadata Initiative (DCMI) Elements. These elements have been selected to reflect perceived needs at UNDP.
 Some elements within this list are required for all document types (i.e. title), while the majority of metadata elements are optional for any given document type.

Sample Metadata Elements for Resource Discovery

 #   Element Name

         Description

	1
	Title
	A name given to the resource.

	2
	Creator (unit)
	An organizational entity primarily responsible for making the content. This corresponds with "Unit" in previous taxonomy versions.

	3
	Creator (individual)
	An individual primarily responsible for making the content.

	4
	Subject
	The topic of the resource. This corresponds with    "Subject" terms in the taxonomy.

	5
	Description
	An account of the content of the resource i.e. abstract or table of contents.

	6
	Contributor
	An entity responsible for making contributions to the content of the resource.  Examples of a Contributor include a person, an organization, or a service.  At UNDP this field could contain the names of collaborating organizations, projects etc.

	7
	Date (created)
	Date the original version of the document was created. For publications, this will be the publication date. Recommended best practice for encoding date is yyyy-mm-dd per ISO 8601 (W3CDTF).

	8
	Date (modified)
	Date the current version document was created. 

	9
	Format
	The physical or digital manifestation of the resource (i.e. media type). Recommended best practice is to select a value from a controlled vocabulary such as list of Internet Media Types (MIME) for computer media formats.

	10
	Identifier
	An unambiguous reference to the resource within a given context. Recommended best practice is to identify the resource by means of a string or number conforming to a formal identification system. Examples of formal identification systems include the Uniform Resource Identifier (URI) (including the Uniform Resource Locator (URL)), the Digital Object Identifier (DOI) or the International Standard Book Number (ISBN).

	11
	Source
	A reference to a resource from which the present resource is wholly or partially derived.  

	12
	Language
	The language(s) of the intelllectual content of the resource.  Recommended best practice is to use RFC 3066 which, in conjunction with ISO 639, defines two- and three-letter primary language tags with optional subtags.

	13
	Relation (related documents)
	References to related resources not part of an explicitly defined workflow. 

	14
	Coverage
	The extent or scope of the coverage of the resource.  At UNDP this should be used for spatial descriptors. Recommended best practice is to select a value from controlled vocabulary (i.e. the Thesaurus of Geographic Names). A needs analysis should be conducted to determine UNDP place name requirements.

	15
	Alternative
	This qualifier can be used for translations of the title.

	16
	Is Replaced By
	The described resource is supplanted, displaced, or superseded by the referenced resource.

	17
	Replaces
	The described resource is supplants, displaces, or supersedes the referenced resource.

	18
	Is Part Of
	The described resource is a physical or logical part of the referenced resource. 

	19
	Has Part
	The described resource includes the referenced resource either physically or logically.

	20
	Conforms To
	A reference to an established standard to which the resource conforms.  This could contain information about relevant UNDP rules and regulations governing resource content.


D.2. Recordkeeping Metadata

Recordkeeping metadata is used to define document types within the organization. Document types correspond roughly to items included in the “Format” category within the UNDP taxonomy, The term “Format” has specific meanings in both librarianship and ICT and should be abandoned in favor of the more specific label, “document type”. Document types can be defined during business process reengineering and will lead to increased standardization of organizational outputs.
As part of a new, improved records management function, UNDP must define core document types and document type attributes. The specific attributes recorded for UNDP content will need to be determined as part of an inclusive process involving principal organizational stakeholders.  UNDP’s document typology will also need to comply with records management standards for functional description of records series being developed at the interagency level.

The records management metadata listed includes several elements drawn from the Dublin Core standards (indicated as DC) and other elements that have been defined solely for the purpose of this exercise.
 Development of a definitive list of UNDP document type metadata requires further examination of emerging governmental recordkeeping standards.

Sample Metadata Elements for Recordkeeping

#   Element Name

       Description
	1
	Document Type Name
	A unique name describing all documents of this type

	2
	Retention Guidelines
	Information about disposition and migration over time.

	3
	Permissions (Creators)
	This field can be used to designate creation rights.  Who is empowered to create this document?  This field can be subdivided if necessary to include drafting as opposed to signatory rights etc.

	4
	Permissions (Users)
	Information about who can view the resource.  Several access levels can be defined and applied within the system such as access levels based on work unit, UNDP staff, Partners, Press, Public etc..

	5
	Audience (DC)
	A class or entity for whom the resource is intended or useful. This can be used to indicate primary target audience.

	6
	Authentication
	What identifies documents of this type as authentic.

	7
	Publisher
	An entity responsible for making resources of this type available. This can contain purchasing information if resource not available online (i.e. link to UN bookstore for publications).

	8
	Level of Description
	This describes the granularity of cataloguing information for documents of this type.

	9
	Priority Ranking
	Items can be given a numerical ranking that indicates their importance from an institutional perspective.  This value can be used to rank search results within the Portal.

	10
	Special Cataloguing Requirements
	This indicates special cataloguing requirements (i.e. professional cataloguing of formal publications).

	11
	Business Process
	This ties the document type to a given business process and is used to link recordkeeping metadata with business process metadata in a relational DB.


D.3 Business Process Metadata

As this is an emerging metadata type, it is beyond the scope of the present report to identify a preliminary set of business process metadata elements.
  This metadata is primarily used as a means of linking documents to other outputs in a workflow and, as such, is a subset of recordkeeping metadata.  Business process metadata defines the context within which a document was created. Coding of business processes as metadata elements requires that they are explicitly defined, named, and have identifiable outputs that correspond to document types within the system.  Business process metadata holds particular promise at UNDP given that ERP software is process oriented.

Annex E

BDP Document Types
BDP document types were identified as part of the metadata mapping exercise. The format section of version 11d of the UNDP taxonomy was used to identify BDP document types because version 11d is more detailed than recent versions (v. 12). Document types under the purview of BDP as determined by Steve Glovinsky are listed below with their corresponding taxonomy categories.

· Guiding Frameworks; Progress

· Policy Notes

· Signed Agreements; Prodocs

· CCAs; UNDAFs

· CCFs/RCFs/GCFs

· CPOs/RPOs/GPOs

· UNDP Programme Documents

· UNDP Project Documents
· Evaluations; Experiences

· Comparative Experiences

· Best Practices

· Success Stories from COs

· Lessons Learned

· Back-to-Office Reports

· Website Home Pages; Texts

· Network Home Pages

· Knowledge Networks; Q&As

· UNDP Knowledge Network Messages

· Non-UNDP Network Messages

· Discussion Forum Messages

· Consolidated Replies/Conclusions

· Network Digests & Updates

· Network Activity Information

· Job Postings; Rosters; CVs

· Expert Rosters

· Directories; Calendars

· Knowledge Network Members
Annex F

Metadata Mapping Exercise

In order to demonstrate the benefits of metadata mapping, several BDP document types have been selected as a test case. This is a hypothetical process as UNDP does not have approved corporate standards and modalities for metadata mapping. Assumptions are being made about specific elements for resource discovery and records management. A comprehensive investigation of current best-practice and metadata requirements is required prior to establishing beta standards for metadata mapping at UNDP.

Document Type Definitions

By assigning values for recordkeeping metadata fields, document type definitions (DTD) can be developed for specific document types. Where appropriate, document templates can be developed based on these DTDs to automatically tag certain discovery metadata elements in XML (i.e. title, creator etc.). BDP document types selected for this exercise are Policy Notes, Practice Newsletters, and Publications.

Document Type Definition - Policy Note

#   Element Name

       Value
	1
	Document Type Name
	Policy Note

	2
	Function
	Defines UNDP’s position on key development issues or thematic priorities.

	3
	Template
	Yes (link to template)

	2
	Retention Guidelines
	Permanent – archived to CD-ROM when published to Web.  Preservation copy retained by Content Management Unit.

	3
	Permissions (Creators)
	BDP Director, Practice Group Leader

	4
	Permissions (Users)
	Public

	5
	Audience (DC)
	UNDP Internal, Partners  

	6
	Authentication
	UNDP Website contains approved version.

	7
	Publisher
	BDP

	8
	Level of Description
	Item Level

	9
	Priority Ranking
	1 (on scale of 1-5)

	10
	Special Cataloguing Requirements
	Catalogued by Content Management Unit

	11
	Business Process
	Policy Notes Formulation


Document Type Definition – Consolidated Reply

#   Element Name

       Value
	1
	Document Type Name
	Consolidated reply

	2
	Function
	Synthesize responses to a network query into the essence of their knowledge content. 

	3
	Template
	Yes (link to template)

	2
	Retention Guidelines
	5 years – no preservation copy made

	3
	Permissions (Creators)
	BDP Practice Group Leader, Network Facilitator

	4
	Permissions (Users)
	Public

	5
	Audience (DC)
	UNDP Internal, Partners  

	6
	Authentication
	Knowledge Network Website contains approved version

	7
	Publisher
	Knowledge Network Facilitator

	8
	Level of Description
	Article Level

	9
	Priority Ranking
	3 (on scale of 1-5)

	10
	Special Cataloguing Requirements
	Catalogued by Knowledge Network Facilitator

	11
	Business Process
	No


Document Type Definition – Success Stories from Country Offices

#   Element Name

       Value
	1
	Document Type Name
	Success Stories from Country Offices

	2
	Function
	Provide visibility for successful results of projects and other  interventions, and provide material for UNDP “Best Practices”. 

	3
	Template
	Yes (link to template)

	2
	Retention Guidelines
	5 years – no preservation copy made.

	3
	Permissions (Creators)
	Country Office Resident Representatives

	4
	Permissions (Users)
	Public

	5
	Audience (DC)
	UNDP Internal, Partners, Public  

	6
	Authentication
	Practice Workspace contains approved version

	7
	Publisher
	Country Office

	8
	Level of Description
	Item level

	9
	Priority Ranking
	3 (on scale of 1-5)

	10
	Special Cataloguing Requirements
	Catalogued by Content Management focal point

	11
	Business Process
	No


Mapping of Metadata Requirements for Three BDP Document Types

The metadata map provides a discovery metadata profile for each document type. This profile is used when designing storage and retrieval systems. Within the metadata map, elements marked with “M” indicate that cataloguing information must be manually provided while “A” shows that the metadata element can be captured automatically because one of the following is true:

· the information remains constant for all documents of this type

· the information is transactional and can be captured electronically (i.e. date saved)

· the document is templated and the information can be captured as part of a document’s XML DTD.

This information is key in determining publishing requirements and interface design for specific document types.

#  Element Name



	
	
	Policy Note
	Consolidated Reply
	Success Story

	1
	Title
	A
	A
	A

	2
	Creator (unit)
	A
	A
	A

	3
	Creator (individual)
	
	A
	A

	4
	Subject
	M
	A
	A

	5
	Description
	M
	
	M

	6
	Contributor
	M
	A
	

	7
	Date (created)
	A
	A
	A

	8
	Date (modified)
	A
	M
	

	9
	Format
	A
	A
	A

	10
	Identifier
	A
	A
	A

	11
	Source
	
	
	A

	12
	Language
	A
	A
	A

	13
	Relation (related documents)
	A
	M
	M

	14
	Coverage
	A
	A
	A

	15
	Alternative
	A
	A
	M

	16
	Is Replaced By
	A
	
	

	17
	Replaces
	A
	
	

	18
	Is Part Of
	
	
	M

	19
	Has Part
	
	
	M

	20
	Conforms To
	A
	
	A
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Assignment’s Terms of Reference

Assignment to recommend the course of action for BDP with regard to moving ahead with its knowledge repository responsibilities.

Location: UNDP New York

Duration: two weeks, beginning as soon as possible

Background: 

Over the past year, UNDP has been upgrading its knowledge infrastructure.  One aspect of this work has been the development of a taxonomy to update the way in which UNDP collects and classifies its knowledge and information.  A three-part taxonomy of topic folders has been developed, allowing an item to be indexed in at least three folders according to its subject(s), its format (document type), and the unit which generated it.  The original taxonomy (approximately 1,000 topics arranged in a 4-level hierarchy) was piloted as a part of a Portal application introduced a year ago under a corporate initiative to implement an ICT strategy.  For several reasons, this pilot also met with only limited success – technical shortcomings of the portal application, the complexities of this new classification structure coupled with inadequate measures taken to train users, the unavailability of a search and indexing software, and lack of professional advice on taxonomy and classification issues.  

At a workshop held in early October, the taxonomy was subject to review and adjustments.  The high-level Subject categories were reduced and several lower level categories removed.  Similarly, most lower-level Format categories were rolled into the parent category, and it was agreed to reestablish them on a case-by-case basis, once the various attributes associated with the particular document type – workflow process, documentation and dissemination rules, and formatting rules – could be established.

Under the rules governing the three-part taxonomy, creation and maintenance of the Subject category folders and sub-folders would be decentralized to the relevant unit.  Units would also be allowed to establish their own folder structure within their Unit categories.  At one point it had been suggested to make all the Format categories the responsibility of a single professional, but the implications of the workshop outcome is that the creation of a new category would fall to the unit having corporate responsibility for the function represented by the document type.

Deliverables:
As the unit responsible for development policy within UNDP, BDP will be responsible for Subject and Format taxonomy categories associated with knowledge, information and programmes relating to UNDP’s thematic priorities.  To help BDP define the best way to proceed with this responsibility, BDP is seeking the views of a taxonomy professional.  Specifically, the specialist will be required for a two week period, beginning as soon as possible, to review and provide a professional viewpoint on the approach so far taken by UNDP to develop a taxonomy, and on this basis to provide recommendations to BDP on the steps to take to ensure that it can successfully introduce a new global classification scheme for the Subject, Format and Unit categories under its purview.  Recommendations should address both taxonomy organization in terms the structure and levels of the relevant categories, as well as governance issues in terms of permissions for folder creation, etc.  Additionally, if the timing is appropriate, the consultant will also participate in the review and selection process being carried out to purchase a search and indexing software, examining the implications of the software’s functionalities on the conceptual framework for the taxonomy (in terms of its level of complexity and related factors), and incorporating these findings into the above recommendations.

Qualifications: 
The consultant should be a professional in Library Science, with experience in the development of taxonomies and familiarity with electronic search and indexing systems.  Experience with UNDP’s application of its thematic priorities and related functional processes would be an advantage.
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Figure 1: Metadata Model
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Figure 3: Decentralized Systems – Centralized Access
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Figure 2: Metadata Map
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� See Administrators Business Plans 2000-2003, UNDP ICT Strategy, and “Corporate Priorities for 2003”, 26 November, 2002.


� Annex A: A New Paradigm for Records Management


� Annex B: Related UNDP Initiatives


� Annex C: UNDP Taxonomy.


� Annex D: Sample UNDP Metadata Model


� Annex F: Metadata Mapping Exercise


� A good example of this is the now defunct Project Documentation Library. Requirements for migrating this system to the Portal are explored in further detail in Annex B.


� A good example of this is the now defunct Project Documentation Library. Requirements for migrating this system to the Portal are explored in further detail in Annex B.


� An example would be a Back to Office report that is templated as an XML Document Type (DTD)DTD. This XML DTD would identify exactly where metadata can be found within the document. The Report would be automatically published to the Portal when as soon as it was saved and all relevant metadata automatically captured by the system. As a default, tThe document would be catalogued under the thematic area in which the person works and they would be presented with a screen allowing for changes or additions to the cataloguing information.


� Outlines of Future Actions for the Networks, Patrick Breard, 3 May 2002


� This should not be based on recommendations in the document, “Content Migration Guidelines: Phase One: Priority Content for UNDP Programme Management and Operations”, Robert Griffin, ND. These recommendations are generic and not tailored to UNDP’s needs.


� Annex E: BDP Document Types


� Annex F: Metadata Mapping Exercise


� For more on the use of metadata in government agencies refer to, International Recordkeeping/Records Management Metadata Initiatives: Report and Recommendations for DC Advisory Board, � HYPERLINK "http://www.dublincore.org/groups/government/DCMIResourceManagement.html" ��http://www.dublincore.org/groups/government/DCMIResourceManagement.html�, John Roberts, Andrew Wilson, 23 April 2002





� The Paperless Office Experience, A New UNDP Culture, UNDP Saudi Arabia, Mission Report, Zeyna Al Jabri, 2-6 November, 2002





� Managing Taxonomies Strategically, Montague Institute Review (� HYPERLINK "http://www.montague.com" ��www.montague.com�), Jean Graef, 30 March 2001


� For a complete listing of DCMI Elements please direct your browser to, � HYPERLINK "http://dublincore.org/usage/terms/dc/current-elements/" ��http://dublincore.org/usage/terms/dc/current-elements/�.


� These will be defined by the Interagency Appraisal Decision Assistance Projectgramme


� For a fully developed recordkeeping metadata standard please refer to the Australian Recordkeeping Metatada Schema (RKMS), � HYPERLINK "http://rcrg.dstc.edu.au/research/spirt/deliver/elqual.html" ��http://rcrg.dstc.edu.au/research/spirt/deliver/elqual.html�


� Work on business process metadata has begun in Sweden under the auspices of the Workflow Metadata Initiative, � HYPERLINK "http://www.wfmd.org/index.xml" ��http://www.wfmd.org/index.xml�.





Content Management at UNDP                                       Cory Brandt                                                December 15, 2002


