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*This Questionnaire is to be completed by representatives of the Business Units within each UNPO.   Business Process Units include department/units from the following functional areas: 
· Administration, Conferences, Central Support and  Procurement (ACP), 

· Finance, Budget and Accounts (FBA), 

· Human Resource Management (HRM), 

· Legal (LEG),

· Oversight, Audit and Evaluation (OAE), 

· Organisation, Co-ordination and Management (OCM), 

· Programmes, Projects and Missions (PPM) and 

· Relations, Outreach, Media  and Communications (ROC) 
(see Annex 2 for details)  
**This version of form incorporates relevant questions from Part 04 “sampling” as well as revised table of contents based on testing with initial Business Units. 
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Support Documents- Annexes  
:to be reviewed for additions/revisions]
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Annex 2 – General Functions/Sub function Matrix

Annex 3 – Record series (where available)

Annex 4 – ICT systems, applications and software 
(used with questionnaire from Part 1- for  ICT)

Annex 5 – List of Policies and Procedures

================================================================
*  Note: This is Part 3 of DAP Project Questionnaire & Digital Assessment Survey

. 


Other parts are:

Part 1: Completed by Information Technology and Communications professionals including Information Technology Representatives, E-mail Administrators, Technology Coordinators, Information Architects, Application Owners

Part 2:  Completed for Records, document, archives and other information assets or content management, including: Libraries, official document repositories and the registration or upkeep of special collections and reference materials; and Specialists for content or knowledge sharing and management
Part 4:  Digital Record Sampling Form’ [NOTE as of 16 Feb 2005, based on initial feedback, the relevant questions from Part 4 are  incorporated in Part 3. para 3.7. This was agreed by the DAP WGARM co-chairs, DAP project manager and Consultants in order to simplify data collection and streamline the process.  Part 4 will only be completed in the event additional detail is required form a work unit which has not completed Part 3].
Digital Assessment - PART III: BUSINESS PROCESS 

Instructions:   
The survey is designed to collect information from each Department/Unit about its existing or planned electronic records management and relevant digital archives initiatives.  
For purposes of the survey "Department/Unit" does not include field offices. [see end note:  DAP relation to other HQ locations and Field Offices. 
Assumptions: Where no response is received, we will assume that nothing is being done in this area 






1.0 General Information


1.0.1
UN Participating Organization _____UNICEF__________________ 

1.0.1. a
Department/Division/Office/Unit Name: Division of Communication
1.0.1.b

Location: New York
1.0. 2
Name Person[s]  Completing Survey: Ian Thorpe
1.0.2.a.
Title:  Planning Officer
1.02.b

phone: 212 326 7465
1.0.2.c


E-mail Address: ithorpe@unicef.org
1.0.3
Contact Person (if different from above):  __________________________ 

1.0.3.a.
Title ___________________________

1.0.3.b

Phone ______________________

1.0.3.c

E-mail Address:______________________

  

1.0.4
Reference Number (for WGARM/DAP use only)______________________
Functional Areas/Roles

1.0.5   Identify the functional areas that you are representing (check all that apply), see Annex 2 for more details:
•
Administration, Conferences, Central Support and  Procurement (ACP) ______ 

•
Finance, Budget and Accounts (FBA) ______ 

•
Human Resource Management (HRM) ______ 

•
Legal (LEG) ______

•
Oversight, Audit and Evaluation (OAE) ______ 

•
Organisation, Co-ordination and Management (OCM) ______ 

•
Programmes, Projects and Missions (PPM) ______ 

•
Relations, Outreach, Media  and Communications (ROC) __X__
1.1 Departmental Background and Related Documentation for validation
1.1.1 From Annex 1, identify which organizational unit is covered by this survey.  If the organisational unit(s) you represent are not listed in Annex 1, please provide a separate list and attach to this questionnaire.

Annotated Annex 
Yes _X_        No__
CF-USAA-DOC and all subunits:
	CF-USAA-DOC-CRSE

	CF-USAA-DOC-DBF

	CF-USAA-DOC-DBF-DS

	CF-USAA-DOC-DBF-PS

	CF-USAA-DOC-DIR

	CF-USAA-DOC-DIS Note: this is part of: CF-USAA-DOC-DIR

	CF-USAA-DOC-EC Note: this is part of CF-USAA-DOC-IBIS

	CF-USAA-DOC-EPS

	CF-USAA-DOC-IBIS

	CF-USAA-DOC-MS


Additional List
Yes __        No_X_

1.1.2 From Annex 2, identify which functions and sub-functions are covered by this survey.  If the functions and sub functions you represent are not listed in Annex 2, please provide a separate list and attach to this questionnaire.

Annotated Annex 
Yes _X_       No__
ROC: in particular listed sub-functions: External Relations, Presentations or Statements, Media, Press and General Public Relations.
ICT: Internet

IAM: Distribution (of publications and video)
Additional List
Yes __       No_X_

Note: I’m not clear where publications, video, celebrities and goodwill ambassadors fit into this except perhaps as part of General Public Relations.
1.1.3 From Annex 3, identify which Record Series are covered by this survey.  If the Record Series you create or receive are not listed in Annex 3, please provide a separate list and attach to this questionnaire

Annotated Annex 
Yes _X_       No__

Additional List
Yes __       No__
1.1.4 From Annex 3, identify those records series for which you are the “Office of Record”. (i.e. you retain the “official version” on behalf of your organization..

I’m not sure but I believe we would be office of record for:
UNICEF-OPG-DOC-DIR-004 Chronological files (Director’s correspondence)
UNICEF-OPG-DOC-DIR-AU?-0 DOC office administration

UNICEF-OPG-DOC-DIR-AU?-0 Visitor Centre

UNICEF-OPG-DOC-DIR-AU?-0 Biennial budget submission (although copies of final proposal and data are kept by DFAM)
UNICEF-OPG-DOC-DIR-AU?-0 Volunteers and interns

UNICEF-OPG-DOC-DIR-AU?-0 UNICEF Web Roster

UNICEF-OPG-DOC-DIR-AU?-0 Training file

UNICEF-OPG-DOC-DIR-AU?-0 Distribution contacts and lists

UNICEF-OPG-DOC-DIR-AU?-0 Distribution plans

UNICEF-OPG-DOC-DIR-AU?-0 Distribution system

UNICEF-OPG-DOC-DIR-AU?-0 Audience research and evaluation

UNICEF-OPG-DOC-DIR-AU?-0 Co-operation agreements
UNICEF-OPG-DOC-DIR-AU?-0 Individual SSA files

UNICEF-OPG-DOC-DIR-AU?-0 Corporate SSA files
UNICEF-OPG-DOC-DIR-AU?-0 Branding

UNICEF-OPG-DOC-DIR-AU?-0 Divisional workplans and budgets

UNICEF-OPG-DOC-DIR-AU?-0 UN special session on Children (DOC involvement in – no longer active)
UNICEF-OPG-DOC-DIR-AU?-0 Global Movement for children (no longer active)
UNICEF-OPG-DOC-DIR-AU?-0 DFID capacity building project (no longer active)

UNICEF-OPG-DOC-DIR-AU?-0 MTSP communication strategies
UNICEF-OPG-DOC-EPS-001 through 5

UNICEF-OPG-DOC-IBIS-001
UNICEF-OPG-DOC-IBIS-003 through 10
UNICEF-OPG-DOC-IBIS-BWU? “Video Catalogue” through “Contract Support Paperwork” and “Video production contacts” through “video list of what’s in archive”

UNICEF-OPG-DOC-IBIS-PHO-0 … all listed files.
UNICEF-OPG-DOC-IBIS-WEB-.. all listed files

UNICEF-OPG-DOC-PPS-002 through 012
I note that there are no lists for media section who cover important series such as:

· press releases, 
· executive director’s statements, 
· media advisories, 
· media contacts, 
· media Q and As, 
· spokesperson’s lists, 
· press kits etc.. 
DOC is the office of record for these items, but media section does not have a classification for these, although it does keep copies.
1.1.5 Identify or list any specialized application or software specially developed for your department/org unit.  If applicable, Annex 4, list of IT Systems, Applications and software is available as a reference.

· Pegasus – distribution software manages address lists, distribution plans and inventory of UNICEF publications and other materials.

· Photo database – Inmagic based system for electronic storage and organization of images.
· RedDot- system used for development of unicef.org website (UNICEF application of an existing software package).
1.1.6 From Annex 5 identify the current policies and procedures as appropriate.  If the Policies and Procedures you represent are not listed in Annex 5, please provide a separate list and attach to this questionnaire.

Annotated Annex 
Yes __       No__

Additional List
Yes __       No__

· UN-CS-RAF-USAA-DB01-2005-0001  Draft Procedural Manual for UNICEF Division of Communication (DOC) Web with user Guidelines. Folder see Table of Contents Individual chapters for detail: Web Writing, Link Labeling, naming files and Branding etc

http://www.wgarm.net/ccarm/docs-repository/UN-CS-RAF-USAA-DB01-001-cf-web-proc-manual-use.html
2.0   Current Document/Records/Content Management Practices
2.1      Are electronic records considered “official” records in your unit?

Yes    __X__
No _____
Don't Know ____
Comments    E-mails and attachments are often used as a de-facto official means to document discussions and decisions, although this has never been stated explicitly.
2.2      Do you have an electronic records management system, electronic document management system or digital archives initiatives either planned or in place?

Yes    ____

No ___X__

Don't Know ____

Comments    _No real system but we do have shared LAN drives, Director’s chrono of correspondence and a number of intranet databases used for specific purposes.
2.3     Where do you currently keep your electronic records? (Check X for all those which

    apply)

In the records management system (e.g. TRIM) ___

In the business application (e.g. invoices in PeopleSoft; personnel files in IMIS) _X__

On my “c” drive _X___
In a shared drive on the LAN __X__
Print to paper and keep in my office __X__
Print to paper and send to a departmental file room ____
Don’t know ____
Comments __Practices vary between and within work units. All those checked above are used to some degree. 
2.4      Where do you keep incoming and outgoing e-mails?  (Check X for all those which apply)

In the records management system (e.g. TRIM) ____

In a folder in my e-mail system __X__

On my “c” drive __X__
In a shared drive on the LAN __X__
Print to paper and keep in my office ____
Print to paper and send to a departmental file room ____

Comments: 
Most e-mails are stored by individuals within their own UNICEF e-mail account. Each individual has their own system of folders to organize these e-mails. Most staff members also have their own e-mail archives stored on their computer hard drive. In some cases they also copy their archives to CD-ROM. We also have a number of “shared” e-mail accounts such as brand@unicef.org, netmaster@unicef.org for public or internal enquiries. 
 2.5      Do you have any file directories or lists for documents/records on your computer?

Yes    ____

No __X___

Don't Know ____

Comments    Some individuals may have their own naming and classification systems for documents, but there are no divisional or unit standards.
If yes, please provide a copy.

2.6       Do you receive and retain reports from IT systems or applications (refer to Annex 4)?

	System / Application
	Paper
	Electronic

	TRAVEL, SAP
HR SAP

Supply SAP
	X
	X

	Pegasus – distribution software manages address lists, distribution plans and inventory of UNICEF publications and other materials.
	?
	X

	Photo database – Inmagic based system for electronic storage and organization of images.
	?
	X

	RedDot- system used for development of unicef.org website (UNICEF application of an existing software package).
	?
	X

	Specialized video production and image manipulation software (note some of this is Mackintosh system based).
	?
	?


2.7 Do you provide “content” to your unit Intranet and or internet (public website)

Yes    _X___

No _____

Don't Know ____

Comments    _____

              2.7.1   If yes, do you consider that version the “official” version? Yes
DOC manages UNICEF’s public web site (www.unicef.org) and maintains most of the top level pages including the home page itself. DOC also works with other offices to provide and update information for the website.

DOC provides some content to the Intranet in a number of areas related to our work (e.g. clipping of news items related to UNICEF).
2.8 Do you have any policies, procedures and standards regarding creation of content,

 updating content, removing content from the site?

Yes    _X___

No _____

Don't Know ____

Comments    _____

2.8.1 If yes, please provide copies of the policies and procedures:
See : UN-CS-RAF-USAA-DB01-2005-0001  Draft Procedural Manual for UNICEF Division of Communication (DOC) Web with user Guidelines. Folder see Table of Contents Individual chapters for detail: Web Writing, Link Labeling, naming files and Branding etc
http://www.wgarm.net/ccarm/docs-repository/UN-CS-RAF-USAA-DB01-001-cf-web-proc-manual-use.html

2.9      With which departments do you work/share records and document in New York and in country offices (see annex 1 for reference)?

Response:


2.9.1 Does your department have any need or requirements to increase remote access of your applications or data to traveling staff, external partners or governments, NGOs or related groups?  

Yes    __X__

No _____

Don't Know ____

Comments    _Access is needed for remote access to maintain and update UNICEF website, and to access image/photo database and lotus notes databases.
2.10
How are electronic records and documents shared and accessed within the department and between departments? (Check X those that apply)

Via emails and attachments __X__

Departmental directories/shared workspace on the LAN __X__

Through collaborative tools (Lotus Notes; GroupWise etc) _X___

Other ____

Comments All the above are used. E-mail is the most commonly used, but some widely accessed files are stored on shared LAN directories, and certain types of information are shared using specially developed Notes databases (e.g. media contacts, communication toolkit) .
2.11       Do you store electronic records on (Check X those which apply)

Diskettes, (what size?) __X__(3.25”)
Tapes
__X__ VHS and Betamax video tapes.
CDs ___X_

Thumb drives __X__(used by some but not all staff)
Other __X__ DVD and compact DVD.
Comments ____

2.12 Has your unit identified the main group of records (series) which have priority to be scanned into a digital format.
Yes    ____

No ___X__

Don't Know ____

Comments    No overall Divisional plan but there is ongoing work to digitize photographs of potential long term value, and we are exploring the conversion of all video material into digital format.

2.12.1 
Do you use any standards regarding scanning documents into electronic format.

Yes    __X__

No ___X__

Don't Know ____

Comments    __Standards exist for scanning of photographs and images, and for conversion of video into digital format.
3.0   Document/Records Management/Content Management Policies and Procedures
3.1
Are you aware of any departmental policies and procedures related to electronic records and e-mail (see annex 5 for reference) ?

Yes    ____

No ___X__

Don't Know ____

Comments    _Applicable policies not widely known, understood or applied.____

3.2
Does your work unit have a policy concerning the use of electronic signatures*[see note]?

Yes    ____

No __X___

Don't Know ____

Comments    _____  

*Note: Electronic [digital] Signature refers to use of a recognised independent system to authenticate a signature with a digital certificate or other means. Electronic signature does not refer to simply placing an autograph image on a message or document.
3.3
Has your work unit developed policies and procedures to:  (Check X all that apply)
Ensure that e-mails and electronic records are part of your overall records management programme? _____

Ensure training on how to manage electronic records and archives? _____

Apply classification schemes (where available) to electronic records? _____

Manage “shared drives” as part of the RM programme? _____

Manage e-mail as corporate records? _____

Other, please specify _None of the above: although staff are informed and encouraged to participate in relevant training wherever possible (e.g. RAMP-TRIM)____
3.4
Do you apply any naming conventions or classification schemes when saving electronic documents/records?

Yes    ____

No __X___

Don't Know ____

Comments    _____

3.5      Are you aware of records retention requirements for electronic records and e-mail? 

Yes    ____

No __X___

Don't Know ____

Comments    _____

3.5.1 If yes, do you apply them to your electronic records and e-mails?

To folders in directories on networks (shared or personal workspace) or hard drives? _____

In e-mail folders _____

To records in imaging or document management systems? _____

In databases? _____

Comments  _____

3.6
For what reasons do you dispose of your electronic records? Please rank the following in terms of the reason for disposition:  (1 most often, 6 least often)

Lack of server space __1___

Department and/or business level unit restructuring ___2__

Annual directory cleanup day  __4___

Part of annual transfer/culling process __5___

Annual maintenance programme ___6__

Never dispose of them _3____

Comments  ___Lack of sever space, and departure of staff (whose computers are then reformatted) are probably the key determinants of disposal of digital records.
3.7   Does your department/org unit create or receive records of potentially archival or long term value?  

Yes _X___

No _____

Don't Know _____

Comments ____
We create many items of potentially long term value including publications, public statements and press releases, photographs, videos, presentations.
If yes, answer questions 3.7.1- 3.7.5

3.7.1
Are records that have potentially archival or long term value regularly identified and appraised in your department/division for retention or destruction?

Yes ____

No __X___

Don't Know _____

Comments  No regular systematic review, although there is an infrequent review of stored materials, especially when space constraints require a review, or we need to locate historical materials as part of an ongoing project (e.g. UNICEF 60th anniversary).










3.7.2
 Do any special retention schedules apply to these digital records [beyond what applies to same information in paper format records?]

Yes ___


No ____


Don’t Know  __X__


Comments _____

3.7.3 Does the unit/department have a migration/preservation strategy in place to ensure that the digital records are accessible and retrievable to users?


Yes  _____

No __X___

Don’t Know __X___

Comments:  No strategy as such, but this is a factor taken into consideration in planning digitization of photo and video materials. Also print publications are generally produced in “pdf” format which is more durable (and retains original look” when compared to use of Word or other software packages used to produce publications. 
3.7.4 Has the department/unit established standards (including metadata), policies and procedures or business rules to ensure the capture and maintenance of the digital records with potential archival or long term value? 


Yes _____


No _____


Don’t Know _____


Comments - If yes, please provide copies 
We have a system for captioning and describing photographic images. 
3.7.5 Has the department/unit created specific finding aids/indexes for digital records with potential archival or long term value ?


Yes _____


No __X___


Don’t Know _____


Comments _____
3.8 Do you regularly transfer archival records or those potentially having long-term value to the archives?

Yes    ____

No ___X__

Don't Know ____

Comments    _____

3.8.1    If yes, do you need to refer to them or retrieve them?

Frequently _____

Sometimes __X___

Never _____

3.9 Are there any particular records or groups of records related to your main substantive function that may require special consideration or handling within a digital environment (either security access or long term preservation). 
Yes    __X__

No _____

Don't Know ____

Comments    __Video and photographic materials use specific formats and playback tools/software. We currently handle our own archiving of these items and do not use the UN/UNICEF archive.
4.0   Systems and Software Tools 
4.1      
As new document management, imaging, workflow and other systems are introduced, is the records management group involved to ensure that preservation, classification, access and retrieval requirements and disposition requirements are addressed in the design of the systems?  (Check X which one applies)

Never - Records Issues are Not Addressed   __X___

Sometimes _____

Always _____ 

      Comments _____
4.2
What software tools are used to create and store electronic documents and records (e.g. word, excel, PowerPoint, Sharepoint, Lotus Notes etc.)?


Comments
Lotus Notes, Word, Excel, Powerpoint, Reddot, Adobe Acrobat, Adobe Photoshop, and other specialized video production and image manipulation software (note some of this is Mackintosh system based).
4.3
Do you use a document/records management software package to manage paper and electronic records?

Yes    ____

No ___X__

Don't Know ____

Comments    _____

4.2.1 If yes, please provide the product name (e.g. Livelink, TRIM, Red Hat)

4.4       Do you access and retrieve records from an imaging system?

Yes    _X__

No _____

Don't Know ____

Comments    _____Photo database – Inmagic based system for electronic storage 
and organization of images.
· Video
4.5      Do you access and retrieve records from microform (microfilm or fiche)?
Yes    ____

No __X___

Don't Know ____

Comments    _____

4.6    Do you have any substantive electronic records or legacy systems documents stored in older formats (floppy discs etc) that may require conversion?
Yes    __X__

No _____

Don't Know ____

Comments    _The current distribution system (Pegasus) which stores information on inventory, distribution plans and mailing lists for publications and other materials is running on an obsolete operating system platform and cannot be further developed. There are no current plans to replace or migrate it._

5. Additional Comments:

Do you have any comments on issues associated with the organisation/ work unit electronic records management DAP programme and any suggestions for improvement?




Thank You for Your Participation in this Survey.

For clarification or further information, please contact the UNPO DAP Coordinator or:

Dhurjati Mueller: Dmueller@unicef.org
Tel: 

  303-7978

===============================================================================

END Note  -       DAP relation to other HQ locations and Field Offices 
Excerpt   - DAP Statement of Work   registered # UN/CS/RAI/USAA/DB01/2003-00008

1.1 …a strategic plan for managing and preserving digital records of [potential] long term value  created and maintained by UNPOs based in New York...In the future, such a programme may also be applied to other locations, ….

3.2  ..primary focus is records created or received in New York .. However, …

•
will also identify any issues concerning the preservation and management of digital records created or received in UNPO offices outside New York if they are integrally related to business processes or operational performance.  

•
Where additional information or clarification is required on systems related to NY activities or mandates which are maintained in other locations [e.g. Geneva or Copenhagen] conference calls will be arranged where useful. 

•
The major issues …should be noted and potential additional estimated costs identified if the project size were increased to cover other UNPOs locations .
We share records with country and regional offices, and with most HQ Divisions. In particular with PSD and GRO on work with National committees, with DHR on recruitment, with DFAM on budgetary, finance and administrative issues, with most Divisions on content for the UNICEF website.
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