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Discussion of DAP Form Part 1:  UNICEF (ICT) related    

Date of the Meeting: 16 Nov. 2004 
Present: Siva Thiagarajan, UNICEF ITD; Adhiratha Keefe UNICEF-DPP, Entium Consultants
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.

1.0
ICT Programme Overview
· Siva Thiagaran, is Development/Project manager for SAP and the DAP project focal point for ICT related items within UNICEF.  
· Siva provided a first draft of responses to the questionnaire. The team further explained the process as they walked through the questionnaire of the initial responses from UNICEF ITD. This confirmed the project context of the questions so the responses could be more complete. ITD had already begun to revise Annex 4 which listed the UNICEF ICT related Systems and Applications and shared with the team some initial changes to the list..
2.0 Policies and Procedures

· The directive for the management of financial records 
· UNICEF Financial Circular 25 Revision 1 which was already listed on Annex 5. This document governs the time [destruction and retention] requirements for managing finance, accounts and some supply related records that are used or produced by ICT related systems in UNICEF. The 1983 Executive Policy as well as the corresponding procedure document on UNICEF records clearly states that the guidelines apply to: 

•
“all records, regardless of their physical type, issued or received by UNICEF that should be preserved because of their administrative, legal, historical or other value as evidence of the official business of UNICEF.” CF/EXD/1983-2867

•
All records regardless of physical form, created or received by UNICEF staff in connection with or as a result of the official work of UNICEF are the property of UNICEF. CF/AI/1983-359
· There are a number of data related guidelines for specific systems that ITD will add to annex 5. The completed form will identify specific examples etc.  There is a need to review and update ICT and IRAM policies and procedures relating to electronic records that are used or produced by ICT related systems and applications. More robust tools for the management of records in electronic form may be required in certain areas, although the organisation has implemented strong mechanisms in other areas like SAP, ProMS and pre-Y2K records. Related projects, including acquisition and implementation of electronic records management tools, will depend on priorities and funding

· No other classification and retention policies and procedures are applied to UNICEF ICT applications specifically. 
3.0 Technology Implementation
· Content Management:

· Red Dot is a content management standard within UNICEF for items to be published on UNICEF internet  at www.UNICEF.org. The older systems were migrated to Red Dot about a year ago.
· Lotus Notes /Domino is the content management system for the Intranet. http://www.intranet.unicef.org at present
· Applications
· SAP Implementation 

· UNICEF has acquired all the modules SAP R/3 software, including some of the modules of the Public Sector Solution. The main implementation was completed in early 1999.  There have been four subsequent upgrades. The modules presently in use are: FI (GL, AP, AR), CO (CCA, IO, PS, PC), MM, SD, Travel, IM-TR, FM.  The R/3 functionality has been adapted using standard configuration provided by SAP to meet UNICEF’s business needs. 
· UNICEF will be introducing the SAP Human Resources & Payroll modules (SAP-HR) in April 2005.  
· Archiving is SAP data is being done through IXOS (a certified SAP partner for archiving, following the ODF format (European standard) for capturing data.  Business rules, embedded in the software, are applied to the data/objects, which are stored as flat files and accessed and retrieved through that flat file in IXOS. At present only a small percentage of the data is being processed in this manner. The effectiveness of this approach is being evaluated.
· Other Applications/Systems [more detail will be in Annex 4 list of Systems/applications]
· ProMS has an in-house developed archiving mechanism that was implemented in 2003.

· Lotus Notes is being used for the e-mail applications.

· Most of the records created on the desktop use the Microsoft office products: Word, Excel, PowerPoint and Access db etc.
· UNICEF IT/Intranet Group uses a combination of RedDot and Domino. 
.4.0
RM Technology Implementation

There is not a full featured integration of Electronic Document Management, Electronic Records and Archive Management and Electronic Content Management in UNICEF, as existing solutions have been design to match specific technologies of the existing applications as well as business needs. Based on this, there are pieces of each being used in various Division or offices. See para 3.2 “Other applications” and revised UNICEF ICT system / application list in annex 4.
All UNICEF Division and Offices at NYHQ have access to RAMP-TRIM. It has been used for registering paper folders and boxes as well as correspondence tracking since 1996 when it began to replace the previous UNICEF records and archive management system RAMP-WANG. Over the last 3 years there have been increased registering of document items and attaching electronic versions or scanned copies in trim. For example: Executive Office outgoing signed correspondence,  Evaluation Office Reports, use by Division of Policy and Planning collaborative work with WHO on immunization coverage and PFO communication with donors. At present UNICEF has a license where up to 32 concurrent users can access the software.

The full capacity of RAMP-TRIM or an alternative off the shelf ERM or ERAM tool to work seamlessly with outputs of transaction systems or e-mail has not been fully explored at UNICEF. 

See the completed form Part 1 and revised Annex 3, 4 & 5 for additional details 
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