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Notes with participant’s comments/clarifications added
The following Note is a summary of initial meetings between UNPO designated IRM focal points and Entium Technologies to discuss “Digital Assessment Survey Part 2: Informationand Records Management” Form.  It includes any follow up clarifications and observations concerning digital records and related areas.   

It should be noted that this Summary is not authoritative or comprehensive but intended to be an indicative representation of the current digital environment discussed at the meeting.  If the information contain in this Summary Note is not in agreement with the detailed information later submitted within the Survey, then the survey form is considered the authoritative source.  If useful, this note can be further revised as appropriate.

1.0
Programme Overview

1.1
The UN Archives and Records  Management

There is no planned transfer of electronic records to the Archives. Floppy disks and CDs are found in UN overseas mission records or other materials as they are transferred, but typically these are part of the larger acquisition rather than a transfer of a digital archival fonds/collection. For example the Kuwait mission recently sent records into the archives which included paper, audio visual materials, tapes and CDs. Mission records are reviewed and copied into TRIM. All TRIM documentation is backed up.  

From a records sampling perspective, two archival collections include electronic records – the Korean War Cemetery records and the United Nations Truce Supervision records/Palestine.  Some of the documents are currently stored on CDs

Finding aids are being updated to reflect the “record series” approach to managing the records.

1.2
The Dag Hammerscheld Library

The Dag Hammerscheld Library is the archives for the “official” documents (published) of the UN. The library maintains:

· technical services records (managing the acquisition of books/periodicals, subscriptions, etc)  
· bibliographic and 
· business records related to the operation of the library

Records are currently retained on paper, electronically and on microfilm. There are currently 30,000,000 items on fiche but the decision has been made to stop microfilming at this point.  

Conference services used to be responsible for the library, IT and the typing pools. Since the department was too large, it was broken into separate units and the library now reports to the Department of Public Information. 

The library is cooperating with other author departments outside New York to manage additional documents be created regionally.

2.0
Policies and Procedures

The Archives staff are developing procedures for the transfer of electronic records from departments to the Archives
The priority for the Archives is to update the finding aids and develop policies and procedures to manage the transfer of records, in particular, electronic record formats, etc.

The archives has provided guidance to ensure that record-keeping requirements are built into outsourcing contracts

There is currently no UN policy on managing/capturing website information

3.0
RM Technology 

3.1
TRIM

Although not designed for managing finding aids TRIM is being used as the archival finding aids tool.
3.2
Official Document System (ODS)
ODS has been in place since 1992 as the “official document” repository for the United Nations. Currently the library is undertaking an imaging project to capture all the “official” documents which were created between 1945 and 1992 into ODS.  There is concern over the “governance” of ODS since there are no standards in place.

The library is currently working on a Personal Knowledge Management initiative to assist individuals in organizing their desktops and providing guidance on search functionality.  A taxonomy-development initiative is underway.

A steering committee is looking at further digitization requirements to support the libraries across the UN.  


