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Summary of Current Digital Record Environment

UN Secretariat 
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

Policies, procedures and standards focus on the specific requirements for archival file formats and regular application of retention requirements to digital records.  ITSD did not provide specific technical policies, procedures and standards.  The ICT strategy provided an overview of the proposed activities over the next two years.  The proposed Enterprise Content Management initiative will build in RIM requirements and contribute to the Digital Archive Programme.
2.2      Technology Applications

A complete list of all applications is available at http://extranet.unsystem.org/eassets/ home.jsp.  The following list identifies those applications which could support the digital archive programme  
· Records management

· Document management 

· Content management

· Artificial intelligence/searching/indexing

· Taxonomy/Intelligent classification

· Cold storage

· OCR

· Collaboration systems

· Digital imaging

· ERP (IMIS)

· Workflow/business process automation

· e-mail

· GIS

· Intranet/internal web postings

· Internet

Lotus Notes is a key application for e-mail and database development within UN Secretariat.

Records of long-term and archival value have not been specifically identified in retention schedules or through an archival appraisal process.  As a result, it is difficult to identify which systems may be creating and storing these records.  Further information will be captured as the DAP programme is implemented and additional details are gathered.

2.3
Storage and Media

· Digital archives: referenced ARMS to provide answer;
· Have defined document archival file formats in place: referenced ARMS to provide answer;
· Have defined data archive standards: referenced ARMS to provide answer;
· Retention and destruction methods in place: referenced ARMS to provide answer;
· E-mail retention: anything 90 days or older is deleted: referenced ARMS to provide answer.
At the present time, there are no media formats to support the digital preservation of long-term or archival value.  Work is ongoing in this area and ARMS continues to provide guidance to ITSD.  ARMS is working with the various UN Secretariat groups to raise awareness of digital records management issues and to provide guidance on the requirements to effectively manage digital records.  

2.4 Data Access and Integrity

· Lotus Notes electronic signatures are used

· No policies and procedures related to remote access

As users begin to rely on digital versions of records and e-mails over time, it will be important that ITSD implement procedures to ensure that both systems and the records/data they produce can be shown to be reliable and have integrity.  Policies and procedures approved by senior management must support the capture, storage and management of digital records in place of paper.  

2.5 E-mail messaging and retention

· E-mail is backed up daily and retained for three years.  Lotus Notes is used for e-mail. 
· No retention/destruction methods for e-mail.  Tapes are either destroyed or reused.
E-mail is replacing paper as the official means of communication.  As such, there is a need to ensure that users have a means to capture e-mails as part of their regular “filing” practice, rather than as separate documents.  E-mail backups do not provide the context for e-mails.  It will be necessary to develop a means to ensure that e-mails are captured as part of the day to day business operations within the UN Secretariat.

General Conclusions
ARMS has developed several standards and practices to support the capture and retention of digital records.  In addition, ARMS is currently working with ITSD to build records management requirements into new applications within the UN Secretariat. 

At the present time, there are no consistent practices across the UN Secretariat with regard to the implementation of records management software to manage digital records.  RM software which has the capability to manage digital records and apply retention periods, is used in the Archives and however, it has not been fully implemented.   If it were further deployed, it would provide a base for managing digital records and the Digital Archive Programme.  
Records of long-term value are being retained on both paper and in a number of the applications listed above.  In some cases, only digital versions of the data are being retained.  However, the records are not identified and captured in specific formats which would support a Digital Archive Programme.

The backup media storage varies across the UN Secretariat.  As the Digital Archive Programme is implemented, standards for appropriate media will be discussed. A preservation strategy will be an important component of the ICT strategy as more and more digital records are created and maintained.  

It will be important to ensure that records retention schedules and developed and that retention requirements are incorporated into the system development process to facilitate future access, retrieval and disposition/preservation.

