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Task Force Name: Task Force on Sharing Knowledge of the Secretariat Internally and Externally

Task Name:           Preservation and Disposal of Digital Records

Task Team Leader:          Ms. Marilla  Guptil        963-8683           guptil@un.org

Task Definition Scope and Rationale:

Develop a plan for the digital preservation and/or disposal of organizational records in accordance with an explicit retention policy.



Actions Covered by Task:

11 (para 49). A plan for the digital preservation and/or disposal of organizational records in accordance with an explicit retention policy will be established. Mandatory descriptive information about documents to facilitate retrieval will be defined.

This item is covered by two related projects sponsored by the UN Participating Organizations’ (UNPOs) Common Service Task Force and managed by the Working Group on Archives and Records Management (WGARM) :

A. Development of Strategic Plan for UNPOs Digital Archives Programme

B. Records Appraisal Decision Assistance Project



Task Timeline and Milestones:

A. Development of Strategic Plan for UNPOs Digital Archives Programme 

Develop the Statement of Work for Phase one of the UNPOs Digital Archives Programme; the SOW will be prepared in draft form by mid-May 2002 and presented to the WGARM for final approval by June 2002.  The Statement of Work will be used to secure the services of  an external consultant to develop the Strategic Plan.  

The consultant will develop a thorough understanding of UNPOs digital information assets and the capabilities of UNPOs to manage and preserve those assets.  Particular attention will be paid to electronic mail and messaging, electronic documents and other non-transactional digital information.  It is these information assets that are most difficult to manage and preserve.  The consultant will be required to become aware of existing efforts and investments in UNPOs to address the management of digital assets, including the current related projects in UNPOs.  It is critical that the strategic plan lead to a practical and implementable solution that leverages existing management, policy and technology investments.  Therefore participation and partnership among UNPOs will be critical to the success of this project. .This project has 7 main Deliverables and is expected which are to be completed within one year or vendor selection:

· 1: Plan of work for conducting the project 

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

· 3. Report on existing best practices including initiatives, policies, practices and other activities undertaken by UNPOs that identify records of long-term value and ensure they are preserved and maintained

· 4. Report describing the technical and administrative infrastructure for core UNPO’S information systems including software, applications infrastructure, user training and interfaces, system support infrastructure, data management standards and recordkeeping capabilities and functions of the system.

· 5. Strategic Plan for Creating DAP capacity within the UNPO's –that is based on the concept of life-cycle management of information

· 6. Presentation materials and presentation scripts provided to WG/ARM and delivery of presentation to WG/ARM and the Task Force on Common Services.

· 7. Plan of work for the DAP Implementation Phase that will detail, schedule and rank tasks, activities and deliverables to be undertaken by external consultants to achieve objectives set forth in the Strategic Plan.

B. Records Appraisal Decision Assistance Project 

Establish comprehensive appraisal standards and retention schedules for  records and archives of  UNPOs 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 UNPOs business processes, e.g., financial, personnel, administrative and programme records, will be developed, with clear instructions and an automated tool for their application by UNPOs 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. The projects had four main tasks which are scheduled to be completed by Dec 2002: :

· 1   Develop a compendium of professional records retention standards.

· 2   Assemble a list of UNPOs records classes with linkages to the business processes that they document and existing disposition applications.

· 3   Develop a Matrix that links standards (rules and values developed in 1) to UNPOs record classes (listed in 2).     

· 4   Develop Functional Requirements for an appraisal decision assistance package

· 5   Select or develop Appraisal Decision Assistance Software.
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