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Notes with participant’s comments/clarifications added
The following Note is a summary of initial meetings between UNPO designated ICT focal points and Entium Technologies to discuss “Digital Assessment Survey Part 1: Information Technology” Form.  It includes 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.

Note: ICT and IRM meeting was conducted as a joint meeting and these notes were developed as one set to be use by all participants.  These notes are duplicated in both ICT and IRM reports.   

1.0
Programme Overview

UNOPS is in a transition period at the present time which includes changes in both organizational structure as well as staff.  In this regard, senior staff changes in a number of key areas as well as limitation in financial and staffing resources have afftected the overall Information Management and Technology strategies.   

One of the challenges within UNOPS is the split between the ownership of the internet and intranet sites.  Corporate records are retained on both sites resulting in fragmented collections. The Internet site is part of the External Relations department which currently “publishes” such documents as annual reports, directives, “board” approvals, budgetary committee decisions, etc. on the site

Records considered archival are still stored on paper. 

2.0
Updating the Annexes

With regard to input to the annexes provided, the organization structure has changed, therefore Annex 1, Organizational Units, is out of date. 
Annex 4, IT Systems, and Annex 5, Policies and Procedures, need revision, based on the changing environment. 

3.0
Policies and Procedures

There are several different IT policies and procedures related to:

· E-mail internet policy 

· Wireless networking 

· Telecommunications 

· User entry/exit procedures 

The e-mail policy does not reference e-mails as records or provide guidance on what to do with them. 
There is no e-records retention and disposition policy although the intent is to maintain the content of the internet and intranet sites as “official” copies.

Electronic signatures are not accepted and are therefore not used on official documents. 
Metadata standards have been developed, based on a combination of Dublin Core and UNDP metadata standards, for use with the Knowledge Networking project. Guidelines and standards will be developed as the Knowledge Networking site is developed and implemented. Content authoring and management will be decentralized.   Departments will input content based on the approved UNOPS standards.
4.0
Technology Implementation

There is a project currently underway to optimize the UNOPS ICT infrastructure.  The project includes moving the platform from Novell to Microsoft.  GroupWise is currently the e-mail system.  The plan is to move to Microsoft XP or 2003 and use the Exchange for e-mail.

Individual/ad hoc applications have been built across the organization and as result there are a lot of legacy systems in place. UNOPS is bringing the ad hoc development under control by developing application standards rather than letting each group develop their own.  The area of application development is one which will be subject to standards and practices.  The objective is to cut down on satellite applications.  ATLAS will consolidate much of the functionality these individual systems support.  If there is a business need to keep the ad hoc system running, then UNOPS will combine the findings, and build a system with the necessary functionality. 

GIS systems operate in the field offices but are not used in the New York offices 

UNOPS is adopting PeopleSoft and focusing on Procurement, Finance and HR as the first phase of the implementation.  The content management module has been purchased but is not in use yet.
UNOPS is considering the future us of instant messaging which will pose additional challenges for records and for ICT.
Tapes are stored off-site with UNDP.  There are daily, weekly and monthly backups. The network officers manage the systems.  Everything within UNOPS from an IT perspective, is backed up. 

Anne Matthews,  the ERP team lead, has established shared folders for the various groups to use.  How they are being used needs to be ascertained.  Shared directories are used to maintain standard templates, sample documents, internal documents, etc.  The financial rules and regulations and UNOPS handbook (which is outdated) are also available centrally. 
Documents are scanned and copied as required. 
5.0
RM Technology Implementation

There have been some attempts to pilot RM and DM solutions within the group.  Michael Gruber is currently working on a Knowledge Networking project. The intent is to create an intranet repository, into which corporate documents can be placed and shared between and among the staff.  Sharepoint is the base of the repository at the present time and is viewed as the interim step towards a longer project. 

A strategic plan was developed to support the project and provide direction for its implementation.  With the change in the management team at UNOPS, there has also been a change in priorities and commitment to the KM project. 
TRIM  is currently being upgraded to TRIM Context from TRIM Captura.  TRIM is used as a tracking and management tool for paper records.  There is a File Classification scheme presently being used for paper records which is primarily covers Financial, Procurement, Human Resources and Project Files.  Archival records are not identified or appraised at this time.
   

