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ADA PHASE II - FOLLOW UP PROJECT 
Terms of Reference
(early draft to be further refined when resources are available)
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1.
Record Series and Functions Gap Analysis-TOR
Main tasks 
· Review initial 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 adequately represented;

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

· Workplan
· Updated Record Series listing

· Report of initial Record Series prioritized by org unit and functional category

· Priority Report of missing org units and under represented functional areas 

Reporting 
· The vendor will report directly to WGARM’s co-chairs (DAP PM?), beginning with an orientation meeting and, thereafter, at two-week intervals or when problems arise.  

· WGARM’s co-chairs (DAP PM?), with the advice of WGARM members, will monitor and guide vendor progress in delivering workplan elements at specified intervals.  The vendor will brief  WGARM members at the beginning, middle and end of the project.

Experience, Qualifications, Knowledge 
· Familiarity with data collection and reporting tools (Access and Excell) used in Phase 1 of ADA;
· Technical knowledge and experience concerning Records Management and Archives prinicipals and best practices; 
· Familiarity with UNPO structure;
2.
Appraisal Values and Retention/Disposal Schedules - TOR
Main Tasks

· 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;

· 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.
Deliverables
· Workplan;

· General Appraisal Values and criteria;
· Retention and Disposal coding structure;

· Retention and Disposal Schedules of initial Phase I Record Series according to main functional areas in an agreed upon format;

· Documentation and criteria on the above in an approved format/formula;

· Report of conflicting areas, outstanding issues and practical constraints concerning implementation.
Reporting 

· The vendor will report directly to WGARM’s co-chairs (DAP PM?), beginning with an orientation meeting and, thereafter, at two-week intervals or when problems arise.  In collecting information on current disposition arrangements and records classes, the vendor will liaise directly with UNPO focal points.

· WGARM’s co-chairs, with the advice of WGARM members, will monitor and guide vendor progress in delivering workplan elements at specified intervals.  The vendor will brief  WGARM members at the beginning, middle and end of the project.

Experience, Qualifications and knowledge 

· Certified Archivist or equivalent expertise
· Demonstrated understanding of the ADA project Phase I;
· Acceptance and familiarity with the current tool, Access and TRIM, to record recommendations on Appraisal values and Retention schedules;
· Experience and ability to work with different stake holders within the international community which need to agree and have input for specific record series;
· Expertise and experience dealing with Appraisal Values principals and general records management principals regarding legal, governance, business, research and discovery requirements.
3.
Technical enhancement of the ADA tool - TOR
Main tasks 
· Review ADA Phase I project including forms, deliverables, Access data base and updates;
· Review and further define functional requirements and specifications of ADA tool;
· Define and describe data base tables needed to address requirements;

· Review current Access data base design, relationships, structure and content comparing it to functional requirements and required data base table;

· Identify areas of potential concern and if appropriate submit recommendations for update or re-design of data base;
· Make design improvements to streamline and facilitate updating and maintenance as approved;

· Update linkage and dynamic relationships between data fields and tables as necessary; 
· Design Query and Reports to ensure basic functionality for the user as well as records manager;
Deliverables

· WorkPlan
· ADA Tool Functional requirements, Table definitions and descriptions  

· Report on improvements and, if appropriate, recommendations for re-design or major changes
· Enhanced ADA Access data base including updated linkage and dynamic relationships between data fields and tables
Reporting - 

· The vendor will report directly to WGARM’s co-chairs (DAP PM?), beginning with an orientation meeting and, thereafter, at two-week intervals or when problems arise.  

· WGARM’s co-chairs (DAP PM?), with the advice of WGARM members, will monitor and guide vendor progress in delivering workplan elements at specified intervals.  The vendor will brief WGARM members at the beginning, middle and end of the project.
Experience, qualifications and Training Knowledge 
· Knowledge of Appraisal Values and decision assistance process and tools

· Thorough knowledge and expertise in MS Access 
· Experience with Trim Context 
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· Develop Functional Requirements for an appraisal decision assistance package.  Following PA approval, specify the functional requirements for an appraisal decision assistance package in which the main data table and required fields are identified and their inter-relationships are defined.  

· Select or develop Appraisal Decision Assistance Software.   Recommend appraisal decision assistance software to develop a matrix of rules and values linked to authoritative sources for application to PA records.  Justify the recommendation relative to other software available.  If an “off the shelf” software cannot be identified or is not immediately available, develop a simple prototype for the main tables and fields using MS Access or other acceptable database tool.  Prepare a report in which advanced functionality (dynamic relationships between tables and fields) is described.
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