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Introduction:

This document is a high level summary of the key components in place to support the DAP initiative. The sections reflect where answers were provided in both the questionnaires and the interviews.  Detailed findings are attached on the WGARM website at www.wgarm.net.   The numeric references in the paragraphs correlate with the sections in the ICT questionnaire responses.

1.0 Technology Policies, Procedures and Standards
Policies, procedures and standards focus on the specific requirements for archival file formats and regular application of retention requirements to digital records.  UNDP has developed the following guidelines which can be used in the development of the Digital Archive Programme.  
· ICT Standards and Guidelines – 7 March 2003 [Update 2005]

· ICT Strategy – July 2004 [2004-05]

· Records Management [Policy] – September 2003 [being updated December 2004]

· Policy on Prescriptive Content Management – March 2003

· Policy on Electronic Documents Management – 7 May 2003

· E-Documentation – UNDP Metadata Standards – 6 June 2003

· Document Scanning Guidelines – November 2003

· E-Documentation and Atlas – April 2004

· E-Mail Policy [being updated 2005]

2.2 Technology Applications
The following list identifies those applications which could support the digital archive programme:  
· Records management

· Content management/data mining

· Collaborative tools

· Digital imaging

· ERP (PeopleSoft)

· Electronic mail

· Workflow/business process automation

· Intranet/internal web posting

· Intranet site

These technology applications store and manage various record series within UNDP which may have archival value.  However, since those records of archival value have not yet been identified, it is difficult to determine which systems would transfer material to a DAP.  Further analysis would be required in the implementation phase of the project.

2.3 Storage and Media
UNDP stores its backups on a variety of media.  From a long-term preservation perspective UNDP must establish standards with regard to acceptable formats and storage media.  The responses indicate that there are currently no preservation formats and standards in place.
· No digital archive in place

· No digital archive format standards

· No data archive standards

· Retention and destruction based on financial and audit requirements, typically 7 years

2.4
Data Integrity and Access

· Digital Signature technology is being tested.  Related policies and procedures will be developed accordingly

· No verification/authentication processes in place yet

· No destruction policy in effect for e-mail

As UNDP moves towards a digital records environment, it will be important to ensure that overall policies and procedures support the use of digital records in place of paper records and that the integrity of the systems and related data can be shown.  

General Observations

UNDP has begun to develop the policy framework for a digital records programme. The policies have not yet been implemented.  Their applications currently house records which may have long-term value.  However retention requirements have not yet been built into those applications in the regular course of the system development process.  A number of proposed projects will impact the move towards a digital archive.  Records retention requirements and preservation issues should be addressed as these systems are established.  In addition, where related documentation is on paper, there should be consistency in such areas as classification schemes and naming conventions to maintain links between paper and electronic records/data.
