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Questions and Answers about TRIM
 (Tower Software - Total Records Information Management) and use with UNICEF’s Records and Archive Management Programme (RAMP-TRIM). 

(Informal response note to formatted request from NY UN community TRIM user)
11.
Since when is TRIM in use at the UNICEF?


22
Which functionalities of TRIM are in use?


23.
Which supplier implemented TRIM at the UNICEF?


2Tower Software.  Recent Upgrades were done by EDRM Solutions (Electronic Documents & Records Management Solutions), a Tower value added reseller.


24.
Future strategy with TRIM?


2Increase number of available scanners in UNICEF New York Headquarters.  Increase number of users and features functionality employed.


25.
Where within the UNICEF is TRIM implemented and where not (yet)?


36.
Who is responsible for the maintenance of TRIM within the UNICEF organisation?


37.
Lessons learned available?


38.
FAQ’s TRIM or tips and/or tricks available?


39.
Demo/case study available


310.
Contract/support issues with supplier?


3We now use EDRM Solutions (Electronic Documents & Records Management Solutions), a local value added reseller and we are very satisfied.


311.
Is the UNICEF active in the TRIM User Group?


312.
How many users?


313.
Is there a communication policy/-strategy?


414.
Which version and 3 which modules of TRIM are in use, how many licenses?


415.
Which platform / infrastructure (Windows 2003 servers for TRIM, UNIX, Oracle, etc.) are in use?


416.
Storage capacity / offline, nearline, online use?


417.
How much network capacity (LAN/WAN)?


418.
Does the UN have a record management policy?


419.
TRIM classifications (past-present-future?); how many, content/hierarchical/levels, management?


46.1
RAM Response


520.
TRIM retention schedules: how many, how managed?


521.
TRIM record types: how many, for what purpose, hierarchical levels, how managed?


522.
Can we have a copy of the functional and technical design?


523.
Does the UNICEF use the module TRIM Space Management for archives management?


524.
Is TRIM in use for both paper and electronic archives?


625.
Are there any hybrid archives?


626.
How is the management structure TRIM (functions/tasks & responsibilities) organized?




1.
Since when is TRIM in use at the UNICEF?

UNICEF has been using TRIM [with various upgrades] since 1996. see related document CF-RAI-USAA-DPP-RAM-2005-00084 “Information About TRIM and Its Use in UNICEF”. This is an excerpt that we provided on a request about a year ago. A number of other successful projects have taken place since the date of the excerpt below
	2.  ” In 1995, UNICEF co-operated with the United Nations Secretariat, the United Nations Development Programme (UNDP) and the United Nations Office for Project Services (UNOPS) in the establishment of specifications for recordkeeping systems. This collaboration served to define a Request for Information (RFI) and Request for Proposal (RFP) that resulted in the subsequent selection of Tower Software’s TRIM® in three organizations [UNICEF, UN-SEC and UNOPS].

3.
Since 1996, TRIM has successfully provided a correspondence management system for UNICEF’s Office of the Executive Director in New York, which includes registration and action tracking. [see rest of document CF-RAI-USAA-DPP-RAM-2005-00084 for more recent information 


2
Which functionalities of TRIM are in use?

2a.  Correspondence Management and Action Tracking,

2b.  Records & Archives Management including registration of records, transfer of records to storage, management of active and inactive records, retention schedules, destruction reviews, disposals
2c.  Scanning and attaching documents to items.
3. Which supplier implemented TRIM at the UNICEF?
Tower Software.  Recent Upgrades were done by EDRM Solutions (Electronic Documents & Records Management Solutions), a Tower value added reseller.
4.
Future strategy with TRIM?

Increase number of available scanners in UNICEF New York Headquarters.  Increase number of users and features functionality employed.
5.
Where within the UNICEF is TRIM implemented and where not (yet)?

It is implemented within UNICEF New York Headquarters.  It is not implemented in the field offices at this time.
6.
Who is responsible for the maintenance of TRIM within the UNICEF organisation?

UNICEF ITD provides tchnical support for services and database integration.  UNICEF DPP/SIS/IMU Project Development Officer is responsible for overseeing TRIM system administration.
7.
Lessons learned available?
Need to have staff training that relates to each division's main record series.  For item tracking it is important to identify most important records first.

8.
FAQ’s TRIM or tips and/or tricks available?
We have FAQ section related to RAMP-TRIM training.
9.
Demo/case study available

Can provide excerpts from short descriptions of pilot projects with UNICEF divisions, e.g. Executive Office, Evaluation Office and DPP Immunization Team.  See paragraph 7 & 8 of CF-RAI-USAA-DPP-RAM-2005-00084 “Information About TRIM and Its Use in UNICEF”.

10.
Contract/support issues with supplier?
We now use EDRM Solutions (Electronic Documents & Records Management Solutions), a local value added reseller and we are very satisfied.
11.
Is the UNICEF active in the TRIM User Group?

We are more active before and after major upgrades.

12.
How many users?
Over 100 users.
13.
Is there a communication policy/-strategy?
Need to better define this question. As to what level. UNICEF wide, Divisional or just related to RAMP-TRIM use.
14.
Which version and 3 which modules of TRIM are in use, how many licenses?

TRIM Context Version number 5.2.1.2361.   We have 32 concurrent seats with over 100 users.
15.
Which platform / infrastructure (Windows 2003 servers for TRIM, UNIX, Oracle, etc.) are in use?
Windows XP on the desktop, Windows 2003 Servers and Oracle Database.
16.
Storage capacity / offline, nearline, online use?
SAN Storage to be confirmed by IT. We have not found storage to be a problem with the ability to direct record types to various stores.
17.
How much network capacity (LAN/WAN)?
To be confirmed by IT.
18.
Does the UN have a record management policy?

UNICEF has a record management policy regarding active and inactive records, training in the Records and Archives Management Programme, the transfer of inactive records to storage, retention schedules, the disposition and review of records in storage and the destruction of records.
CF/EXD/1983‑2867. Executive Directive UNICEF Records and Archives 
CF/AI/1983‑359.  Procedural Guidelines for UNICEF Records and Archives; Part V = Explanation of Terms

19.
TRIM classifications (past-present-future?); how many, content/hierarchical/levels, management?

Excerpt from UN-CS-RAI-USAA-DB01-2005-00182
DAP Project Deliverable 2 [IRAM and Busineess Units], Appendix B - UNICEF part. Initial comments integrated  from UNICEF on IRAM part.
(Paragraph 6.1, page 11) 
6.1
RAM Response 

· There are a number of ways to classify records in UNICEF using the RAMP-TRIM tool. 
•
Records are identified by organizational unit creating or receiving the record, 

•
by linking to a local file folder and the major record series to which it belongs and 

•
by the record type that the item is registered in. 

•
In addition there is a hierarchical, subject based Global file Classification Guide (GCG) available and 

•
each folder or record can also be linked to a term in the UNICEF Thesaurus.

These different approaches  are sometimes updated as new programmes and business processes are introduced. Variations are applied to some paper and electronic records for example in the Evaluation Office, Programme Funding Office and the Immunization team that attempts to fully integrate their paper and electronic records with a combination of electronic capture and scanning.  The DAP project and ADA effort support the work on the classification scheme. 

There are no naming conventions applied to electronic folders or documents.  This may be looked into after ADA for record series and folders.

Records management issues are sometimes addressed when new systems are acquired. 

20.
TRIM retention schedules: how many, how managed?

UNICEF has a total of 316 retention schedules, 73 of which are classified as active.

21.
TRIM record types: how many, for what purpose, hierarchical levels, how managed?

UNICEF has 177 TRIM record types.  The container levels that we use range from 1 to 6.

22. Can we have a copy of the functional and technical design?
Records are organized by series, folders and items.  Detailed 1996 Functional Requirements List Available.  RAMP-TRIM selected.  See also slide on intellectual, physical and electronic control from RAMP-TRIM training overview.
See CF/RAI/NYHQ/DPP/RAM/2004-00196

http://www.cf-hst.net/RAMP-TRIM/Train2/trim-train-all-2004-nov-29.html
All UNICEF RAMP-TRIM Training Manual Docs and Annexes as of 29 Nov 2004: related to folder CF/RAF/..../2002-05058
23.
Does the UNICEF use the module TRIM Space Management for archives management?

Yes With over 10,00 boxes in storage, tracked to file folder level
24.
Is TRIM in use for both paper and electronic archives?

Yes.  See paragraphs 3 – 6 of CF-RAI-USAA-DPP-RAM-2005-00084 “Information About TRIM and Its Use in UNICEF”.

25.
Are there any hybrid archives?
We are working with the UN Participating Orgnaizations, Common Service WGARM - DAP (Working Group on Archives & Records Management - Digital Archive Program)to develop a strategic plan.  We now use TRIM to track paper & electronic documents but without a complete strategic plan.

See related site on WGARM-DAP

http://www.wgarm.net/ccarm/Projects/Proj-digital-archive.htm

26.
How is the management structure TRIM (functions/tasks & responsibilities) organized?
UNICEF ITD technical support for installs, upgrades, backups etc.  
UNICEF DPP-SI manages user support for applications, training classes & system administration etc.
In additions some special Projects with User division (on record series identification, priority setting, process documenting etc) are managed by DPP-SI with consultant support
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