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1.  Introduction

· 1.1  The United Nations Participating Organisations [UNPOs]
 seek proposals from qualified vendors to develop a strategic plan for managing and preserving digital records of long term value  created and maintained by UNPOs based in New York.   These records are those that are "born-digital" and "born-again digital" materials
. At this stage the strategic plan’s primary focus is records created or received in New York UNPOs’ offices. However, where possible, the plan will also identify the issues, opportunities and constraints of assuring the preservation and management of archival records that are created in digital formats in UNPO offices outside of New York. 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. [some of this in a footnote ?]  The major issues related to records created or received in other locations not addressed by the scope of the plan should be noted and potential additional estimated costs identified if the project size were increased to cover other UNPOs locations .  [“offices outside of NY’ should also be linked to appropriate deliverables [2 & 3] The strategic plan will take into account an assessment of current capabilities, practices and investments in the areas of information policy, practice and technology that relate to the identification and preservation of records of long-term value.  The resulting plan will provide a framework for the UNPOs to establish a Digital Archives Programme [DAP] that consists of policy, practice and technologies that provide capacity for the identification and preservation of archival
 materials that are created in digital form. The plan will assure continued secure authorized access over time to DAP records.
1.2  Key questions to be answered through this project in deliverable 4 and 5 include: 

· How are archival records identified when they are created? 
· What are the appropriate formats and data structures to support long-term preservation and access to archival materials?  
· What are the best approaches for storing and retrieving digital materials of long-term value?  
· What are the requirements to support retrieval and access of archival materials over the long-term?  
· How can the UNPOs provide adequate preservation of archival records that are in digital formats? 

1.3  This project is the first of two phases required to design and implement digital archives capacity within the UNPOs. This phase will define the policy, procedure and practice framework needed by the UNPOs and will provide an implementation plan for the DAP.  Phase two will implement the framework and begin the necessary technical and operational activities to enable digital archiving through the DAP.

1.4  The Common Services Working Group on Archives and Records Management [WG-ARM] sponsors this project.   WG-ARM will designate a project manager to work with the successful bidder to conduct the project.  Details on the administrative requirements for this project are found in Section 5 of this statement of work.

2.  Background and problem statement

2.1  The UN Common Services Initiative, through the WG-ARM, provides a forum for co-ordinating the archives and records management programmes and activities throughout the UNPOs.  The UN Secretariat operates the United Nations Archives and Records Section [ARMS] that, among other things, is charged with the preservation of and access to core organisational knowledge assets of long term value.  Until recently, the archival programme has focused largely on materials that exist in paper or photographic formats. The project stems from UNPOs commitment to build capacity within their archives and records programs to preserve and make available those knowledge assets of long-term value that are created and maintained in digital form.  The project also aims to reduce duplication of work and documents by providing systematic assurances that information contained in records is reliable and readily available from an authentic source. 

2.2  Today, most records in the UNPOs are created, but often not reliably managed, in digital form in the desktop environment.  Therefore, staff are unable to ensure that all digital records of long-term value are captured and appropriately preserved in a consistent manner.  This creates significant risks in that critical organisational knowledge assets are lost or are recovered at a high cost.   Some specific examples of the challenges faced by the UNPOs are:

· the need to capture, manage, maintain and, as necessary, refresh and migrate legacy digital records to ensure their long-term availability and accessibility.

· the need to accommodate significant changes in work patterns resulting from technological applications in the UNPO environment.  

· the need to make all managers and staff aware of the risks connected with inadequate recordkeeping practices and the role of ARM staff in working with business units in establishing risk avoidance measures.

· the need to enhance business analysis and system development efforts to incorporate planning for and analysis of recordkeeping requirements.  These enhancements include: risk and risk priority analysis; articulating operational, information management and technological requirements; reaching agreement on mandatory functional requirements for recordkeeping systems; cost-benefits analysis associated with ARM interventions and building the business case; and constructing the plan and budget for management approval and funding.

· the need to share information between POs while limiting authorized access to networks/intranet etc. where necessary for security reasons
3.  Defining the UN DAP:

3.1  The term ‘record’ refers to “recorded information, regardless of form or medium created, received and maintained by an agency, institution, organisation or individual in pursuance of its legal obligations or in the transaction of business.” Virtually all automated information systems create records that organisations are obliged by law, policy or good professional practice to capture, appraise, maintain, manage and preserve or dispose of in trustworthy recordkeeping systems 

3.2  The term ‘recordkeeping system’ is here used in its broadest sense, not as a documents or records management software package or even as an automated system. (Recordkeeping systems may or may not have automated components.)  Rather, the term encompasses the breadth of arrangements that laws and sound management practice require of an organisation to enable its efficient operation, accountability, integrity of audit trails and institutional memory.  The humans and human skills, policies, procedures, traditions and practices, automated and other systems, storage facilities, security and other standards that together provide for the identification and management of recorded business documentation as records. Although ‘recordkeeping systems’ are qualitatively neutral, a ‘trustworthy recordkeeping system’ ensures the integrity of both the environment in which records are managed and the records themselves.  These terms apply to records irrespective of their presentation or storage media.

3.3  The DAP enables business units to identify archival records in digital formats at the beginning of their life cycle.  The DAP helps records creators ensure that records are created in digital formats and data structures that enable their long-term preservation.  The DAP ensures that those digital information assets are registered within a recordkeeping system and appropriately indexed for retrieval and use.  The DAP ensures that all elements of a record of long-term value are captured and maintained to ensure the continued authenticity and completeness of the record.  Finally, the DAP ensures that records are adequately stored and preserved in a way that ensures their continued usability, accessibility and understandability. 

3.4  Within the context of this RFP, the DAP is a combination of policies, procedures and software tools for capturing, managing and providing ready access to records of the UNPOs with continuing value that are created in digital form.  It is expected that the DAP will have components that interact with records throughout their life cycle, including guiding the creation of records of long-term value, registering and indexing those records, applying appraisal and retention requirements to the records and ultimately ensuring that the records are appropriately preserved and made accessible.  As stated above, the DAP will combine policies, practices, procedures and technologies to accomplish the basic objectives of long-term preservation of and access to digital records.  

4.  Project Activities and Deliverables:

4.1  The successful vendor will be required to conduct a rigorous investigation and analysis of current practices that preserve and manage records of long-term value of the UNPOs that are in digital form.   This analysis will be informed by previous work in addressing electronic/digital records issues, including the 1990 Managing Electronic Records: Issues and Guidelines as a backdrop for analysis
.  This report, although dated, provides context for defining the digital information assets within the UNPOs.  The vendor will work closely with information technology staff in information technology support units of participating agencies to identify current best practices and planned initiatives for creating digital information to meet recordkeeping needs. 

4.2  There are products associated with the execution of this project.   Each activity has a deliverable associated with it.  Some of these deliverables are the result of conducting one or more of the activities listed below.  The UNPO Project Manager must formally accept all deliverables.  Deliverable One will be accepted by the project manager when the project manager has determined that the vendor's plan of work has addressed all of the requirements listed below.  Subsequent deliverables will be accepted in accordance with the deliverable acceptance criteria defined in deliverable one.

4.3  The project will be divided into 7 Activities each with its own Deliverable.

Activity 1:  Organise and implement the project management infrastructure.

The vendor will establish a plan of work for the life of the project that identifies all activities and tasks, the time frame within which the task will be conducted and the resources that are required for each task.  The vendor will also develop procedures for changing the plan of work, for modifying this statement of work and for managing escalating risks and issues.  The vendor will also provide a statement that identifies and assesses risks to completing the project.  For each risk identified, the vendor will define the potential cause of the risk, methods for mitigating the risk and the level of severity that the risk presents.   This activity will be conducted in accordance with the project management methodology defined in the vendor's response to this RFP.  The vendor should identify in the response to RFP 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.  The project plan, change management procedure and risk assessment will be developed mutually with the UNPO Project Manger who will obtain the agreement of the WGARM co-chairs to the proposed procedures and significant changes.
Deliverable 1:  Plan of work for conducting the project

The vendor will provide a formal plan of work for conducting the project, specifying timetable for performing activities 2 through 7 below, milestones and resource requirements.  The plan of work will also establish methods for issue escalation, changes to the plan of work and changes to the scope of the project as well as the project risk identification and assessment document.  

Activity 2:  Analyse existing formal policy, practice and procedure relating to records and information management at the UNPOs.  

The vendor will conduct a systematic review of existing documentation, or lack thereof, including, but not limited to the documents listed in Annex 2 to develop an understanding of the current policy and administrative context for electronic recordkeeping and for ensuring the preservation and access of those records of long-term value.

Deliverable 2:  Report on analysis of existing approaches, practices and policies for ensuring the identification, accessibility and preservation of digital records of long-term value.

The vendor will prepare a report that catalogues the existing formal approaches, practices and policies within the UNPOs that support the identification, accessibility and preservation of digital records of long-term value, keeping in mind the definition of a record provided above.  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.

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.  This summary will also reflect the extent to which policies that affect more than one UNPO department are proposed, ratified and implemented.  An initial listing of formal policies, practices and procedures is included in Annex 2 of this RFP.  The UNPOs do not anticipate that the list in Annex 2 will grow by more than 10 percent.

Activity 3:  Gather data and information from Information Technology and Business Unit staff in UNPOs on methods and approaches for capturing and maintaining records of long-term value.  This data and information gathering will include capture of informal policy and practice documents that are used by UNPOs to guide the creation and maintenance of corporate information of long-term value.  This activity will also identify gaps in policy and practice in this area. (see Annexes 2, 4 & 5)
The vendor will gather substantive information on existing issues and initiatives among the various participating agencies relating to capturing and keeping records of long-term value.  Approaches to these activities include facilitated discussions, group interviews, reviews of documents and one-on-one interviews.  The purpose of this activity 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 managed and the issues presented by the use of digital information to meet documentation requirements.  Among the activities that must be included in this data gathering phase are:

· A review of the work programme of the nine task forces of the Secretariat's Information and Communications Technology Board (ICTB)

· Document and information management aspects of the Intranet Portal initiative at UNDP

· Knowledge Management/Knowledge Sharing Unit at UNFPA

· Use of TRIM records management software at UNARM 

· Use of TRIM records management software at UNICEF

· Use of TRIM records management software at UNOPS 

This activity will involve a maximum of 50 individuals within the 10? different Participating Organisations. (This is one area subject to further WGARM discussion – We want to cover major PO generic issues as well as those unique to a specific organization’s mandate –i.e. those that create substantive records. For example a representative sampling of UNDP, UNICEF, UNDP, UNOPS and main departments in UN Secretariat while identifying priorities for systems/applications listed in Aannex 4) would be  appropriate).   WGARM to decide based on completion of Annex 4 before issuance of RFP.  It is anticipated that data collection will require a minimum of two interviews with each individual or group of individuals along with appropriate follow-up communication to validate the information that is collected.  A total of approximately 100+ different substantive records series from the various Participating Organisations have been identified as having long-term value. [The results of a parallel WGARM Project “Appraisal Decision Assistance” which is identifies UNPO’s record Series will be available by Dec 2002]

The vendor will include in this activity analysis and benchmarking current practices at the UNPOs relating to the preservation and access of digital archival records.  The benchmarking will be conducted against external organisations and standards such as the International Standards Organisation’s 15489 Records Management .
 

Deliverable 3:  Report on existing best practices

The vendor will prepare a written report and analysis of initiatives, policies, practices and other activities undertaken by participating programs that identify records of long-term value and ensure they are preserved and maintained. 

 This report will provide:

· A description of the methodology used to collect information specifying what UNPO staff were involved in the data collection effort, their role in managing information within their organisation and their role in identifying, making available and preserving digital records of long-term value.

· An analysis of each initiative, policy, practice or other activity within the UNPOs that 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.

· A set of high-level conclusions, targeted at members of the WG-ARM regarding the existing state of practice within the UNPOs for managing and preserving digital information assets of long-term value.

Activity 4:.

This Activity has two parts:

A.
Review Annex 4, gather additional information and analyse the technical and administrative aspects of  current core UNPO’S information systems, both transactional and document-based.

B .
Prepare detailed specifications and requirements for developing a digital archiving capacity within the UNPO’S including the technical and administrative aspects. 

The vendor will work closely with appropriate information technology professionals, business unit staff and archives and records management personnel to identify and describe the technical and administrative requirements for creating reliable and authentic records within UNPO systems and for selectively archiving those digital records that have long-term value to the UNPOs.  The vendor will obtain information on:

· Technical standards and architectures employed throughout the UNPOs

· Application of retention and disposition requirements to digital materials

· Rule-based destruction, deletion, and migration criteria used in transactional systems

· Creation and management of electronic mail and electronic documents

Deliverable 4:  A report describing the current UNPO information systems and a second report describing the proposed DAP technical and administrative infrastructure for core UNPO’s information systems.   

A. The report on current systems should add to information already provided in Annex 4, noting significant additional specifications or relationships between systems discovered by the vendor during their review and interview process

B.  The report on proposed DAP technical and administrative infrastructure for core UNPO’s information systems will describe; 

· A high level approach as an introduction linking the proposed DAP to what now exists in UNPOs, 

In addition the report have detailed specifications and requirements for developing a digital archiving capacity within the UNPO’S including the technical and administrative aspects. This includes :

· any recommended  DAP software and applications infrastructure for the proposed system, 

· user training and interfaces, 

· DAP system support infrastructure, 

· DAP data management standards for the system and recordkeeping capabilities and DAP functions of the system.

The main points from the recently released Final Report on Trusted Digital Repositories: Attributes and Responsibilities" should be addressed (see  http://www.rlg.org/longterm/repositories.pdf) including attributes and responsibilities, how repositories can be certified and relevance of the seven key recommendations to UNPOs.

Activity 5:  Prepare a strategic plan for implementing a DAP for the United Nations Participating Organisations.

Based on the research and analysis above the vendor will prepare a strategic plan for implementing the DAP.  This strategic plan will be developed with the full consultation of WG-ARM and other appropriate personnel in participating agencies.  The strategic plan will include, but not be limited to:

· Policies to support digital recordkeeping for archival records.

· Best practices that will support access, use and preservation of digital archives.

· Technical standards and architectures that will enable digital archiving

· Metadata requirements to support digital archiving

· Business changes that are required to enable digital recordkeeping and digital archiving.

· Functional requirements statement for an automated system to support the DAP and analysis of the extent to which current records management systems meet these requirements.

· Implementation plan for policies, practices business and technical standards.

· Identification of related policies that have dependencies on the policies for the DAP, such as a UNPO-wide electronic mail policy or lack of access between UNPO intranet sites.

· Risk analysis for implementing or not-implementing the Strategic Plan.

· Cost/benefit analysis of implementation.

Deliverable 5:  Prepare a Strategic Plan for Creating DAP capacity within the UNPOs

The vendor will prepare a strategic plan for establishing an Enterprise Digital Archiving System that is based on the concept of life-cycle management of information.   The life-cycle management concept is best exemplified by ISO 15489, however, the DAP plan will focus only on identifying and preserving those records of long-term or archival value to UNPOs. The vendor may suggest other exemplars of life-cycle management provided such exemplars are approved by the UNPO Project Manager.  Recommendations for automated systems support of the life-cycle management of records should be standards based.
 

The Strategic Plan should be based on an assumption that records of long-term value will be migrated to new software and hardware environments over time and that the standard for authenticity will vary from record to record. (Needs a line to clarify the authenticity issue or a footnote with example.)    The plan must address both transactional and non-transactions systems including electronic mail and electronic documents.  

The plan must also reflect an understanding of the distinct organisational culture and capacity of each UNPO, as well as the information systems operated by each participating organisation (see Annex 4).  As noted above 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. 

At minimum, the strategic plan must include the following elements.  Additional required elements may be added through the formal change process developed by the vendor in Activity 1:

· Identification of policy, practice, standards and technology requirements

· A statement of what DAP objectives are best accomplished through policies, which are best achieved through practices, those best achieved through standards and which through technology or what ones are best accomplished by elements of each.

· Drafts of policies, practices and identification of appropriate standards including those for developing information systems.

· Metadata requirements definition

· A statement of requirements for any automated system that is proposed to support the DAP

· A plan to guide the implementation of the Strategic Plan

Activity 6:  Market the strategic plan within appropriate UNPO groups

The vendor will make presentations to appropriate UNPO Management groups and individuals, including the Task Force on Common Services and  UNPO governance bodies on the strategic plan itself, the implementation plan, and the cost benefit and risk analysis components of the plan.

Deliverable 6:  Presentation materials and presentation scripts provided to WG-ARM and delivery of presentation to WG-ARM and the Task Force on Common Services. 

The presentation will be a minimum of 30 minutes plus a question and answer session in which the vendor will present a management-level overview of the strategic plan, its elements and core issues to be addressed.

Activity 7:  Prepare Plan of Work for Phase 2 Proposals

The vendor will prepare a Plan of Work that will be used by WG-ARM to develop RFP(s) to secure the services of an external consultant(s) to implement the policies, practices, business and technical standards identified in the Strategic Plan (Deliverable 5 above). The Plan of Work is a detailed definition of the activities and deliverables that will be conducted by the external consultant(s).  The Plan of Work must be developed and presented in scaleable fashion that will permit WG-ARM to implement the DAP in discreet phases and that also permit each Participating Organisation to opt into (or out of) defined activities as funding and other resources permit.  Therefore, the Plan of Work must define activities as sequential and/or concurrent, and must prioritise activities and deliverables in relation to the objectives of the Strategic Plan.

Deliverable 7:  Plan of Work for Phase 2

The vendor will prepare a Plan of Work that will detail, schedule, and rank tasks, activities, and deliverable to be undertaken by an external consultant(s) to achieve the objectives set forth in the Strategic Plan as noted in Activity 7 above. 

Summary Table of Activities and Deliverables.

Anticipated Duration is expressed in working days.

Anticipated Duration
10 Days
30 Days
50 Days
30 Days
50 Days
10 Days

(min 10 to  max 15 presentations)
30 Days

Key Participants
PM Vendor
PM  Vendor, WG-ARM input
Vendor

IT Personnel

WG/ARM

KM staff 
PM Vendor

IT staff


PM Vendor


PM Vendor


PM Vendor

IT staff 

WG/ARM



Deliverable
Plan of work, change management and risk assessment processes
Report identifying and analysing formal policies
Report identifying and analysing best practices and benchmarking practices
Report describing IT infrastructure that will support DAP
Strategic Plan for establishing a DAP
Presentations to UNCS steering committee and UPNP governance bodies
Plan of Work for Phase 2 of DAP Project

Activity
Establish Project Management Infrastructure
Analyse Formal Policies.
Data gathering and analysis of best practices
Data gathering on IT infrastructure at UNPOs
Prepare Strategic Plan
Presentations/Q&A on Strategic Plan
Prepare Plan of Work for Phase 2 of DAP Project

5.  Project Management and Administration: 

5.1  The UNPOs will designate a full-time Project Manager for this project.  The UNPO Project Manager [PM] will serve as the sole point of contact for the vendor throughout the contract duration.  Communication with UNPO staff will be transmitted through the PM.  The PM will hold responsibility for coordinating meetings and discussion forums with UNPO staff to ensure coordination of project activities with the day-to-day operations of UNPO programs.  The PM will be responsible for reviewing and accepting all deliverables prepared in execution of this project.  Each deliverable will be submitted to the Project Manager with a deliverable acceptance document.  No deliverable will be considered accepted without the signature of the PM on the deliverable acceptance document.  

5.2  The vendor may not substitute other personnel beyond those identified in the vendor's original proposal, without prior written consent of the PM.  The UNPOs reserve the right to refuse to accept any personnel beyond those originally identified in the original response to this RFP.

5.3  The vendor will be required to provide weekly status reports to the PM in a format that is agreed upon by the vendor and the PM.  

5.4  The UNPOs will provide limited office space and telephone for the vendor.  The UNPOs will not provide computer equipment or network resources to the vendor.

6.  Proposal format and content requirements

6.1  Vendors will submit proposals in the following format:

1. Proposal Cover Sheet (see Annex 7)

2. One Page Executive Summary of proposed approach and outcomes

3. Statement of qualifications identifying the skills, experience and knowledge held by the vendor that will enable the vendor to successfully perform this project.

4. Description of the vendor's project management methodology and approach which details the project scheduling process, risk management approach, change management methodology, project communication plan and other scope definition methods.

5. Detailed description of the approach for conducting each of the project activities and each deliverable.  This detailed description will include, at minimum:

a. Proposed time frame

b. UNPO Resources Required

c. Description of the approach and method for conducting the task

d. Vendor personnel who will be involved

e. Overview of content and structure of the deliverable

f. For activities 2,3 and 4 the vendor will provide a detailed description of the data collection effort used in activities 2,3 and 4 which indicates the method for data collection, who will be involved and what the outputs of the data collection effort will be.

g. For activities 3 and 5 the vendor will identify key benchmarks of non-United Nations Organisations that can be used as a basis for comparison for both the best practices and for the strategic plan.

6. Initial project timeline.

7. Resumes of all vendor personnel who will be associated with the project.

8. Names, addresses and contact information of at least three customers of the vendor where similar work has been performed.  The vendor will provide a brief description of the work conducted for each customer reference.

9. Project Cost Proposal (see Annex 1)

7. Proposal evaluation criteria:
7.1  BASIC REQUIREMENTS (PASS/FAIL)  The proposal must meet the following requirements in order to be considered for further evaluation:

1. Proposal must include resumes of all project personnel

2. Proposal must include a description of the approach for conducting each of the project activities.

3. Proposal must include an initial project timeline

7.2  EVALUATION REQUIREMENTS:

1. Experience in the developing strategic plans for the management of information resources, particularly the long-term preservation and access of digital information resources. (30%)
1.1. Exemplified by the narrative description of company’s experience, greatest strengths, successful projects and personnel.

1.2. Supported by positive references where the vendor has performed similar work for other organisations. (within last five years)
1.3. Demonstrated by examples of other strategic plans developed.

1.4. Demonstrated by archives, records management, information management and information technology experience of the personnel assigned to the project.

2. Proposed Approach  (45%)
2.1 Adequately experienced and trained personnel assigned to each activity.

2.2 Demonstrated understanding of each activity and its deliverable and appropriate level of analysis of the activity as demonstrated by the proposed approach for accomplishing the activity.

2.3 Approaches and methods for conducting work are clear and specific and not general and vague.

2.4 Appropriate proposal for capturing information 

2.5 Adequate time and other resources assigned to each activity

2.6 Demonstrated awareness of other activities in the archives and records management and information management field against which UNPO practices will be benchmarked.

2.7 Frequency and nature of reporting and interaction with UNPO personnel

2.8 Clear statement of the issues regarding electronic records management and how those issues can be addressed through this project.

2.9 Appropriate use of terminology within the proposal

2.10 Well-developed project management methodology that addresses status reporting, risk analysis and change management.

3. Business-related (25%)
3.1. Size in staffing and sales, and financial viability of company or companies involved

3.2. Track record:  age of the firm(s); full listing of client projects in past 12 months with description, cost, contact information 

3.3. Evidence of consistent profitability

3.4. Statement of felony or misdemeanours involving fraud by company principals/officers, including description, disposition, status of individuals 

3.5. Capability to operate competitively in New York

3.6. Description of company’s process for quality assurance and control 

3.7. Others as may be required by Procurement

ANNEXES
(Leave title pages in first doc and make rest of annexes separate document (s))

Annex 1: 
CALENDAR FOR PHASE 1:  DEVELOPMENT OF A STRATEGIC PLAN FOR A DIGITAL ARCHIVES PROGRAMME
  

Annex 2:
BACKGROUND DOCUMENTS FOR THE DIGITAL ARCHIVES PROGRAMME  

Annex 3:
MEMBERS OF THE COMMON SERVICES WORKING GROUP ON ARCHIVES AND RECORDS MANAGEMENT [WG-ARM] AND PARTICIPANTS IN WG-ARMS DIGITAL ARCHIVES PROGRAMME
Annex 4: 
MISSION CRITICAL and other INFORMATION SYSTEMS  considered for DAP of UNPOS 

Annex 5: 
BACKGROUND ON UNPO RECORDS MANAGEMENT: HISTORICAL CONTEXT ACHIEVEMENTS TO DATE 
Annex 6:
UNPO ORGANIZATIONAL CONTEXT

Annex 7:
VENDOR PROPOSAL COVER SHEET AND COST QUOTATION SHEET

� The United Nations Participating Organisations are those organisations within the United Nations that are members of the UN Common Services Initiative.  For more information see Annex 3.


� "Born Digital" are those materials that are created digitally, such as electronic mail messages, word processing documents, records in an electronic database. "Born-again digital" are those materials that have been transformed from an analogue or other format to a digital format through processes such as digital imaging.


� The term "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.  Archival materials are retained and preserved for future access and use by the UNPOs and by external researchers.  Archival records represent a small subset of the total volume of records created and maintained by the UNPOs.


� Advisory Committee for the Coordination of Information Systems (ACCIS). Management of Electronic Records: Issues and Guidelines. New York: United Nations, 1990.  See also Annex 2 for information on relevant documents, issuances, etc. in UNPOs.


�  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.


� For example, in the US, the Department of Defense’s DoD 5015.2-STD which defines basic requirements based on operational, legislative and legal needs that must be met by records management application (RMA) products, is emerging as a de facto standard.
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