UN Digital Archives Project                                               ref. UN-CS-RAI-USAA-DB01-2005-00012

UNFPA (IRM) Interview Notes Nov. 9, 2004 D.Rose and ChungLee

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
Program Overview
David Rose and Chung Lee are the DAP focal points/coordinators for UNFPA.  David Rose is responsible for managing documents and publications within UNPFA.  Chung Lee represents the Finance group. Her key responsibilities are for coordinating with the projects/administration and Finance, focusing on the paper-based practices.
Jenny Yup is responsible for facility operations and maintenance.  She spends about 5% of her time on records management, overseeing the transfer of boxes to Iron Mountain.

UNFPA has never had a formal records management unit, nor has it ever developed any type of mission statement. There are no formalized classification schemes and retention schedules.   There is no archives programme in place, although records designated as “permanent” are sent to the UN Secretariat and managed through the archives programme.

Resources are limited and there has not been any additional time commitment from UNFPA to support the DAP project.  As a result input to the project will be limited in terms of what can and cannot be done in the area of data gathering, etc.

2.0
Annexes

David Rose confirmed that the annexes are out of date.  Adhiratha Keefe indicated that they had been compiled during the ADA project and that if there were any changes/ amendments, they should be updated. 
3.0
Policies and Procedures

Policies,  procedures and standards are being drafted as part of the UNFPA knowledge sharing initiative.  Copies will be provided to the consulting team but will not be made generally available through the WGARM site.
Within UNFPA, document are designated for either permanent or temporary retention. “Documents” includes such items as strategic plans, trip reports, departmental newsletters.  Departments send permanent records directly to the Archives in the UN Secretariat.  The temporary records are boxed and transferred to Jenny, who ensures that they are sent to Iron Mountain for storage, and disposed of accordingly. 
There are no classification standards for file descriptions, etc. when boxes are sent to storage.  Staff who send boxes to storage are familiar with the box contents when they send them but as staff change, the content information is lost.  David Rose indicated that there may be valuable information in the files but because the descriptors are not that clear, the “knowledge sharing” value of the files is lost. 

4.0
 Technology Implementation
UNFPA, through the Library is implementing a knowledge-sharing tool.  Docushare, the selected application, has been substantially customized to meet the requirements developed by UNFPA.  

Jenny Yup indicated that her group has a small imaging operation to capture administrative circulars. Jenny’s group had previously been responsible for the Document Section, and these types of documents had been captured as part of that department’s function.  
Chung Lee explained that the Finance group maintains shared directories/folders by individual name, into which the finance documents are captured.  Since a number of people travel and work from other locations, the shared folders provide more effective access to the information as required.  The groups know what documents are in which folders because they know who works on what aspect of finance activities.  (Note from Christine – as long as all those people stay there, that works.  If there is staff turnover will new people understand the contents of the folders if they need to access them?)  

UNFPS has a “clean-up drives” day.  However, there is no guidance about what to do with the electronic files to be “cleaned up”.  The groups follow old practices which are communicated through conversation, etc.

