Working Group on Archives and Records Management

Background

The Working Group on Archives and Records Management, WGARM, works under the auspicies of the Common Services Task Force, CSTF.  The CSTF was established as part of the Secretary-General’s reform measures in March 1997, and is composed of senior representatives from the UN Secretariat, UNICEF, UNDP, UNFPA and UNOPS.  The CSTF agree on projects that are of mutual concern to the organization and advocate a collaborative approach in addressing a particular area.  Cost sharing arrangements, i.e. UN Secretariat 40% and each other Participating Organizations 15%, are made in order to fund specific projects.   

The scope of archives and records management programmes in the UN Participating Organizations varies considerably with no one agency encompassing all of the functions as required by existing UN statues and professional archival services.  Therefore, WGARM pools its expertise and develop a ‘common service’ approach whenever appropriate in dealing with issues of mutual importance to reduce costs and improve or expand service.   These areas include but are not limited to: harmonization of policies and practices, identification of archival records, preservation and access of electronic records, vital record protection, disaster recovery, integrated records, documents and archives, comprehensive retention schedules, identification of Core collections and rules for public access.

The Common Services Working Group for Archives and Records Management is composed of individuals who were recommended by their organizations because of their expressed interest, knowledge or experience in Archives and Records Management or related areas.  To encourage continuity and access to wide experience "alternates" and "observer" participation is encouraged.  Members include representatives from the UN Secretariat, UNICEF, UNFPA, UNOPS and UNDP, in addition to ‘observers’ from subsections of the Secretariat such as DPI/Library, DPKO and ITSD and organizations from other locations. 

UNOPS participation in the WGARM has resulted in a number of significant benefits which include:

1) WGARM conducted a thorough review/bidding exercise of Records Management software (paper and digital) in which TRIM was chosen as the most comprehensive and cost effective product.   As a result, UNOPS implemented TRIM software in a timely and transparent manner with minimal disruption while realizing considerable cost savings due to the UN pricing.  The TRIM Records Management tool greatly facilitates file maintenance and tracking of paper records and it is anticipated could also contribute to digital records management as well.

2) WGARM provided assistance and support in developing a Record Plan during UNOPS’ relocation.  The plan was implemented and resulted in a considerable reduction in files and paper prior to the move.  In addition, the UNOPS Record Centre, a key component of the plan, was successfully established in the Chrysler building in conjunction with the move.

3) WGARM shares technical and professional Archives and Records expertise with UNOPS.  

Professional Records Managers and Archivists participate in the WGARM group and they have offered their expertise, experience and recommendations to UNOPS during various Records and Archives exercises.  This was particularly important during the TRIM implementation as well as the development of UNOPS Classification Codes, Retention Schedules and Record Series. 

4) Appraisal Decision Assistance Project 

The Appraisal Decision Assistance Project is a Common Services Project under the auspicious of the Common Services Task Force. The first phase of the project compiled a comprehensive list of appraisal standards, retention schedules and record series and developed the framework of an automated tool for their application.  The work on this initial phase will be completed this year with implementation expected in 2004.  

UNOPS’ continued participation in the project would result in the following benefits: 1) further develop its retention schedules and harmonize them with the other UN Participating Organizations; 2) provide access to tools for appraising the remainder of their records not covered by current schedules; 3) assist in the further managing and controlling paper records; and 4) lay the foundation for the management of electronic records. 

5) The Digital Archives Programme 

The Digital Archives Programme is a Common Service project under the auspicious of the  Common Services Task Force.  The Digital Archives Programme, DAP, will be a combination of policies, procedures, standards and technologies that facilitates the proper management, appraisal/retention and preservation of digital records and provides for the long term identification, access and use of digital records with long term value.  

The DAP Strategic Plan (2003/04) is the 1st Phase of the DAP Project.  It will establish guidelines, policies and standards related to digital records’ practices and establish minimal technical standards, requirements and specifications for software and networks related to digital preservation.  The Digital Archives Implementation (2004/05), Phase II,  will implement the framework that was developed in the Strategic Plan and establish a Digital Archives Facility (see DAP Overview for more information).

Due to the size and scope of the project, it was recommended and approved by CSTF to assign a Project Manager to ensure the successful and timely completion of the project.  Based on experience and background, Dhurjati Mueller, UNOPS Facility Manager with Records Management background, was selected as the Project Manager to be on loan to the Common Services project for an initial period of one year. 

As noted, UNOPS has benefited from WGARM by implementing practices normally associated 

with a more extensive Records Management Programme.   However in order to fully realize the 

benefits of the Digital Archives Programme and to ensure its effective use, additional resources would need to be designated within UNOPS in order to implement the minimum standards, policies, procedures and appraisal/retention criteria which are the preparatory elements needed prior to depositing records into the DAP facility.   Therefore in anticipation of the DAP implementation, it is recommended that UNOPS review their current records and information management strategies in light of DAP requirements to capture, maintain and preserve electronic records while establishing the control, tracking and conversion of important paper records. 

The WGARM projects have been duly noted in the Secretary General’s report to the General Assembly, A/57/176, 2 July 2002, and has a served as a positive example of the Common Services approach, which is an important element within the Secretary General’s reform strategy.  

