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Statement of Work (SOW): Provision of Appraisal Decision Assistance Services for the Working Group on Archives and Records Management, Task Force on Common Services

1. PROJECT SUMMARY:

The Working Group on Archives and Records Management (WGARM) of the Task Force on Common Services requires the establishment of comprehensive appraisal standards and retention schedules for  records and archives of participating Agencies, Funds and Programmes  (PAs) to assure the elimination of redundant and no longer useful information and the preservation of information with continuing value.  To achieve this objective,  disposition (retention and destruction) rules and schedules for all classes of records resulting from PA business processes, e.g., financial, personnel, administrative and programme records, will be developed, with clear instructions and an automated tool for their application by PA records-originating offices and records managers.  Project results will promote reliable and uniform preservation standards across organizational boundaries, their systematic application and efficiencies in storage requirements and accessibility.

2.          PLAN OF WORK:

2.1 Develop a compendium of professional records retention standards.  
Collect financial, audit, personnel and other administrative records retention standards/rules and informational values currently used by PAs in determining the retention of records.  In this connexion, develop a strategy for collecting such information through surveys and interviews with key officials identified by WGARM members.  The resulting compendium should also include retention standards and recommendations of relevant professional organizations, e.g., the International Congress on Archives, selected national archives and national/regional archival societies.  While PAs and professional organizations will serve as the primary source for this information, corporate records retention practices in the Host Country should be noted in areas where PAs are compliant with local legal and financial requirements.

2.2 Assemble a list of PA records classes with linkages to the business processes that they document and existing disposition applications.  Based on input from PA records managers and records-originating offices, identify classes of PA records, associated business processes and current disposition arrangements.

2.3 Develop a Matrix that links standards (rules and values developed in 2.1) to PA record classes (listed in 2.2).  Categorize retention rules and values according to finance, personnel, legal and other major functional areas, while maintaining linkages to their organizational authority and identifying supportive and contradictory assumptions and relationships.  Match categories developed to appropriate PA record classes – whether or not covered by existing disposition arrangements – and circulate the results among the PAs  for reaction and comment.

2.4 Develop Functional Requirements for an appraisal decision assistance package.  Following PA approval, specify the functional requirements for an appraisal decision assistance package in which the main data table and required fields are identified and their inter-relationships are defined.  

2.5 Select or develop Appraisal Decision Assistance Software.   Recommend an appraisal decision assistance software to develop a matrix of rules and values linked to authoritative sources for application to PA records.  Justify the recommendation relative to other software available.  If an “off the shelf” software cannot be identified or is not immediately available, develop a simple prototype for the main tables and fields using MS Access or other acceptable database tool.  Prepare a report in which advanced functionality (dynamic relationships between tables and fields) is described.

3.      PROJECT MANAGEMENT
      The following quality controls will assure adherence to PA standards:

3.1. The vendor will report directly to WGARM’s co-chairs, beginning with an orientation meeting and, thereafter, at two-week intervals or when problems arise.  In collecting information on current disposition arrangements and records classes, the vendor will liaise directly with PA focal points.

3.2.        WGARM’s co-chairs, with the advice of WGARM members, will monitor and guide vendor progress in delivering workplan elements at specified intervals.  The vendor will brief  WGARM members at the beginning, middle and end of the project.

3.3.        Deliverables will be presented in draft format to WGARM’s co-chairs according to the following time-line: (1) Compendium of Professional Records Retention Standards and (2) Annotated List of PA Records Classes, by the end of the first three months; (3) Matrix of Standards and Records Classes, by the end of the fourth month; (4) Functional Requirements for an Appraisal Decision Package and (5) Software Recommendations, by the end of the fifth and sixth months.  

3.4.        PAs will approve deliverables prior to certification.

4.        WGARM SUPPORT   

4.1.       Through the United Nations Archives and Records Management Section (UN/ARMS), WGARM will provide workstations in UN/ARMS’ Headquarters and Long Island City facilities, including PCs with UN standard software applications (excluding electronic mail); routine administrative support (photocopying, collating reports, etc.); and access to PA focal points. 

4.2.    A list of PA focal points and relevant contacts information at the beginning of the project.

5.     CRITERIA
Technical Criteria



Firm’s experience**
1.Prior successful appraisal decision

and retention scheduling experience 

in order of priority:

          -international

          -national

          -corporate 
Maximum Points:                  30


2.Prior successful appraisal decision

and retention scheduling experience 

within last 5 years with fast-track 

projects at moderate budget


Maximum Points:                   30

Key Personnel
3.Qualifications and experience of key appraisal 

decision and retention scheduling personnel.

Qualifications and experience will be evaluated on 

responsiveness, technical knowledge, experience 

in disciplines listed above, project management 

skills, as stated by references.
Maximum Points:                  40

Total Maximum Score:

                                            100

**Note: references will be checked to verify client satisfaction, including responsiveness, quality of work, history of timely completion, ability to stay within budget and clients’ recommendation to use firm for future work.  This will constitute successful experience.  Proposers must score a minimum of 75 points under the technical criteria to qualify for technical acceptance.

Commercial Criteria




LUMP SUM Pricing: 
Maximum Points:                    100


Adherence and Acceptance of 

RFP Terms and Conditions: 
Mandatory

Total Maximum Score:

                                                 100

Weight of Technical and 

Commercial Criteria
Technical Score represents:    30%
Commercial Score represents   70%

6. PRICING

Items


Description
Pricing (in U.S. dollars)

1.


Compendium of Professional Records Retention Standards


2.


Annotated List of PA Records classes


3.


Matrix  of Standards and Records Classes


4.


Functional Requirements for an Appraisal Decision Package




5.


Software Recommendation Report


6.


Grand Total Lump Sum:


