A Review of UNPOs Existing ICT Environments

Development of a DAP Strategic Plan: Deliverable 3

UN-CS-RAI-USAA-DB01-2005-00087

Summary of Current Digital Record Environment

UNOPS ICT

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 correlate to the sections in the ICT questionnaire responses.

1.0 Technology Policies, Procedures and Standards

· UNOPS e-mail/Internet Policy document

UNOPS has not developed any ICT policies and procedures to address digital records retention and disposition requirements and practices.  The e-mail policy does not detail how to capture e-mails as records to support the day to day activities of  UNOPs. Records retention schedules have not been applied to digital records and digital records of long-term/archival value have not been identified. 

2.2
Technology Applications

· OCR

· ERP (PeopleSoft)

· E-mail

· Intranet/internal postings

· Internet

Official documents are posted to the Internet/Intranet sites, with limited procedures governing the administration of the content.  As the knowledge/content management solution (SharePoint) is implemented, procedures and guidelines, which may support the DAP, will be developed. 

2.3
Storage and Media

· No digital archive in place

· No digital archive format standards

· No data archive standards

· E-mail retention: anything 90 days or older is deleted. 

As e-mails replace paper as the official means of communication, UNOPs will have to provide users with a method of capture e-mails as records and link them to other related records that are created to support UNOPs activities.  If digital records replace paper over time, it will be critical that digital archive formats and standards are developed and applied.  Without such standards there is a danger that digital records will be inaccessible over time.

General Conclusions
There is no records management programme in place to address the lifecycle management of digital records. UNOPs has not identified its digital records of long-term value, although it appears, from the applications listed in the response, that there may be records of long-term value being created and maintained in those systems.  Standards to preserve digital records have not been developed within UNOPs.

UNOPS is transitioning from paper to digital records.  Without a strategy, policies, standards and practices to manage and preserve digital records, there is a risk that these records will be lost over time.   

