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Sustainable DFAM Documentation Management Procedures

Summary: 
· DFAM should take full responsibility for the entire life cycle of DFAM created business guidance 

· Each section should take responsibility for the business guidance produced in their section

· To oversee this, each section should assign a Documentation Management Focal Point 

DFAM should take full responsibility of the entire life cycle of DFAM created business guidance. From drafting to archiving. This implies a renewed focus on communicating business guidance – and not just producing it.

Drafting of documents is an important step in business guidance but not the only. Ensuring that the document is read by the right people at the right time is equally important and an area where DFAM perhaps can improve. 

To improve in this area I suggest that each section chief should take on formal responsibility for maintaining on the Intranet all documents that originates in their section  - regardless of whether it is a document type not unique to- nor formally owned by the section (like, say, Financial Circulars, Administrative Instructions and Executive Directives). This is to ensure updated, relevant and accessible business guidance.

Documentation Management Focal Points
For this purpose, each section chief should appoint a Documentation Management Focal Point (DMFP). The DMPF should have as close relation as possible to the content of the documents in order to enable informed documentation management and successful communication of the content. 

DMFPs will be practically responsible for ensuring that documentation management is undertaken in their respective sections. The DMFP will also be the section’s Editor on the UNICEF Intranet - the DFAM site, as the Document Repository. 

The DMFCs should together constitute an intersectional communication unit. This unit should ensure that maintenance and communication of cross-sectional business guidance is duly coordinated (for this purpose the Admin Management DMFP will rarely need to participate).
A DFAM Site Administrator
The DFAM site will also need an overall Administrator. The Administrator will be divisional focal point for the DFAM site. S/he will correspond with ITD, IMU, PFO, DOC and other potential partners. S/he will coordinate the work of the Intersectional Communication Unit of DMFPs. S/he will include in the DFAM site, divisional documents and information such as Annuals Reports, Office Management Plans etc. S/he will also update DFAM news.

The Administrator should in her daily functions work closely with the Comptroller. This is to ensure that all relevant DFAM issues, news, ideas documents etc. are included in the DFAM site. The Administrator must have visible support by the Direction to secure a high quality of communication by the DFAM site. 

In Conclusion

It is essential that the DFAM site becomes all inclusive. The DFAM should include a continuously improved DFAM site in all future Work Procedures, Work Plans and Strategies. If not, the DFAM site will become as useful as an obsolete Manual. 
The Role of the Documentation Management Focal Point (DMFP)

The DMFPs will be responsible for the following six functions:

1. Keep a sectional log of referenced documents & standing files for formal guidance issued by the section for future creation of business guidance. 

2. Oversee the distribution and publishing of their section’s documents 

(Post copies to the Distribution Unit, upload the document to the Document Repository and to the DFAM Site.)

3. Alert relevant users of newly issued business guidance
4. Maintain the section’s documents in the Document Repository and on the DFAM Intranet 

(Upload summaries, key words and links to old and new documents. Remove obsolete documents)

5. Maintain Section’s information on the DFAM site. (Who’s Who, FAQs etc.)

6. Oversee the filing and archiving of the section’s official documents

(Remove obsolete documents from the active business guidance – while assuring that records are kept for audit and historical reasons. RAMP TRIM, the organisational documentation management software system, must be used.)

Why these functions should be combined into one person’s responsibility area
The six functions are all related and combined they cover the entire life cycle of an official document - and thus the entire documentation management cycle. 

Understanding of all six functions and the close contact to the creation process will create an informed focal point. An informed focal point:

· will ensure informed and sustainable maintenance – and thereby user-friendly accessibility of DFAM documents

· Can alert all the right people that new business guidance has been produced

· Prevent plural reference systems and other misunderstandings

· Can efficiently and immediately deal with questions to the section’s business guidance 

· Ensure that only relevant business guidance is accessible - by archiving obsolete business guidance

· Ensure observance of standard terminology

