Annex 5

Logistics

Support and location in UNPOs of Project Manager for WGARM Digital Archives Project:

Location: 

The Project Manager will have frequent meetings with WGARM Co-Chairs for overall guidance and status reports, as well as considerable number of visits from selected vendors.    Therefore a central placement of the Project Manager Office but due to security and access considerations, not in the main UN complex. 

Records Storage space, Software, Hardware and Communication requirements:

· The office should have adequate file and work space to house and maintain physical  records which are regularly received from PO and WGARM as part of the project documentation requirements.   

· Access to all standard desktop applications: ms word, excel, access, Power Point, as well as MS project manager, MS front page 

· Access to Tower TRIM software to register all the information received from POs for project. TRIM can be either stand alone or access to UNICEF, UNARMS or UNOPS system.

· E-mail connection to UNPOs 

· Internet connection to obtain access to various professional sites etc. May also  use to post the documents received to WGARM common site www.sharework.net for all members.

· Access to scanner for converting any paper records to attach in TRIM [can use UNICEF IMU or UN Archives to start].
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