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Workplan for Project Management related activities
Appraisal Decision Assistance, ADA Phase II
Develop initial workplan to  Identify tasks required to identify and apply generic appraisal values, record series and retention schedules.

1. Generic Record Series, GRS
· Identify initial UNPO Record Series based on ADA Phase I;

· Consolidate and describe generic record series based on UNPO Record Series;

· Identify problems, conflicting areas concerning record series description, title and terminology;

· Resolve problems, conflicting areas through appropriate agreed upon strategies;

· Conduct a Gap Analysis identifying org units/functional areas which are not represented; (see GAP TOR below);

· Follow up with a sampling of those ‘gap’ areas to identify additional unique record series;

· Incorporate those series into GRS;

· Issue draft proposed GRS to UNPOs for comments/approval;

· Finalize and distribute GRS;

· Establish updating procedures including responsibilities and accountabilities;

· Develop a tool to facilitate maintainence.

GRS Gap Analysis TOR

· Review intitial record series collected from ADA Phase I and identify overlapping, duplicate, conflicting, missing and inappropriate series title and series description and make appropriate recommendations;

· Prioritize initial Record Series noted above based on established main functional areas, org charts, business requirements and input from records managers;

· Identify which organizational units and main functional areas are represented from the initial Record Series collection;

· Identify which organizational units and main functional areas may be missing or not adaquately represented;

· Prioritize missing org units and under represented functional areas based on business requirements and input from records managers.

2. Generic Appraisal Values
· Review current appraisal values including ADA Phase I outputs concerning to Appraisal Value, business process/requirements and related areas;
· Develop appraisal criteria based on business requirements;
· Establish Appraisal Values TOR (see below) ;

· Make initial recommendation to UNPOs for comment and approval;
· Finalize and distribute.
Appraisal Values TOR

· Based on outputs of ADA Phase I, appraisal criteria, business requirements and related factors, develop standard values covering all identified Generic Record Series;

· Develop a matrix of appraisal values linking appraisal criteria with record series;

· Document all recommendations and reasoning for appraisal values and schedules;

3. Generic Retention Schedules
· Review ADA Phase I Retention Schedule outputs

· Establish GRS, Gap Analysis (see item #1 above)
· Prioritise record series based on appraisal values (see item #2 above)
· Develop Retention Schedules (see TOR below)
· Make initial recommendation to UNPOs for comment and approval

· Finalize and distribute

Retention Schedules TOR

· Categorize retention schedules and values according to finance, personnel, legal and other major functional areas;
· Review and evaluate each record series according to established appraisal values;  
· Develop an agreed upon retention/disposal coding format to be used throughout ADA and related projects;

· Identify any conflicting concerns and practical constraints.
