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0.0
Introduction to Appendix B – IRAM - UNICEF


 This  version of DAP, Deliverable 2, Appendix B, IRAM section is a combination of: 

· Original Questions for each section of DAP form – Part 2 (UN/CS/RAI/USAA/DB01/2004-00127
)

· Entium extracted answers from the UNICEF DAP completed forms – Part 2  which could not be easily expressed in Appendix A format
· DPP-SI-RAM Record and Archive Management Group (UN/CS/RAI/USAA/DB01/2004-00156)
· DPP-SI-IC-Lib Information Centre and Library Collections (UN/CS/RAI/USAA/DB01/2004-00155)
· Extract from revised note of initial IRAM related interview Nov 2004 (UN-CS-RAI-USAA-DB01-2005-00013-ver04), most notably for Web related content management activities of ITD and DOC 
Appendix B should be read with Appendix A, (UN-CS-RAI-USAA-DB01-2005-00179), which is a cut and paste of UNICEF Responses that fit into table format. See also key points on potential refinement of DAP Project Deliverable 2, Appendices A and B  [for IRAM and Business Units].

1.0
Overall Assessment

	Excerpt from DAP –Questionnaire part 2  -  IRAM:

	2.0 Overall Assessment

2.1
How well developed is your department/unit programme for each of the components listed below? Indicate the level of programme maturity for records for E-Mail and Other Electronic Records. Electronic Records and Digital Archive Programme Components:  Programme Plan, Policy, Procedures, Standards, Classification Schemes, Security. Scheduling, Disposition, Vital Records, RM Technology, Training:


1.1
RAM Response 
Electronic Records:   At the present time, UNICEF has made significant progress in developing an electronic records policy. It has also made progress  in:
 

· Programme planning

· Procedures

· Standards

· Classification scheme development

· Security

· Vital records management

· Records management technology and 

· Training

Email:  Some progress has been made to address the management of e-mail in the following areas:

· Programme planning

· Policy development

· Procedures

· Standards 

· Training.

However, E-mail issues have not been addressed in the following areas: 

· Applying classification schemes

· Scheduling and disposing of e-mails

· Applying vital records criteria to e-mails

· Saving e-mails in records management applications.

Retention and disposition schedules are not being systematically applied in all cases to electronic records. Established rules for UNICEF records, also apply in principal to all electronic records. However they are not being rigorously enforced for many electronic records including those processed at the desk top. This is especially apparent for e-mail.

1.2
Information Centre 
Response  

The information centre responses are summarized from the footnotes attached to the questionnaire.  
Programme Plan:    Some thinking has taken place and some attempts have been made to use existing systems (e.g. TRIM) to manage both email and other electronic documents.  However, UNICEF ITD has not Fully supported the use of TRIM for electronic documents management (especially in terms of email).  For example:
•
“UNICEF has allowed the use of TRIM for storage of electronic objects and images of scaned documents. However,

•
ITD has not encouraged work units to fully explore TRIM document management capabilities to support collaborative work using workflow features such as version control.

•
Up to the present time IT has not allowed a full pilot within the DPP-SI-IMU to even test TRIM demonstrated ability to integrate e-mail capture within the standard desktop setup

This has meant that no system is actually available to support a programme plan.  So why use scarce resources to develop a programme plan when there is, at this point, no hope of it being implemented.  This seems like a lot of effort (which we cannot afford to expend) for very little reward. 

Policy:       In the past significant progress has been made in the development of policies related to UNICEF Records.  However, this was done at a time before attempts were made to manage records in electronic format.  Existing policies need to be reviewed to ensure that the requirements of electronic records management are being met. 
Procedures:        Since procedures are more concretely linked to existing systems it is likely that as the systems have changes the procedures have become out of date thus emphasizing the need to bring these procedures up to date.
Standards:      If what is meant by this is the extent to which current systems adhere to accepted industry standards then I would say that little progress has been made


Classification Schemes:     The information centre – Library has used an in house classification scheme for many years.  As records in electronic form increase it is anticipated that this scheme (or a modified version thereof) will be used to classify them.  However, this classification scheme is now somewhat old and does not accurately reflect UNICEF current priorities and concerns so there is definitely a need to revise it.  In addition a UNICEF Thesaurus has been developed and is used for subject indexing of information centre materials.  It has also been used for subject indexing of some of our Intranet databases (e.g. the UNICEF Document Repository).  As of this point it is largely up to date.  Thesaurus software (Multithes) is used to maintain the thesaurus.

Security:
· Email security is handled by ITD.  I am not aware of the exact mechanisms used other than the password entered when accessing the email system.  Since email archives are stored on local hard drives they do not seem to be very secure i.e. they are prone to accidental deletion, hard disk crashes, moves of computer equipment etc.

· Other electronic records are stored in a variety of environments with different levels of security.  For example other electronic records may be stored on local hard drives (see above as for email); on network drives (largely for sharing purposes); in TRIM (where they are backed up and accessible only through the procedures set up in TRIM that provide an extra level of security); in the UNICEF Document Repository (i.e. on Lotus Notes/Domino servers will access controlled by ID/Password, in shared environment backed up by ITD. Items stored on the shared Lan without additional security appear especially vulnerable since anything can be easily deleted or moved by anyone who is a member of the group which has access rights. 
Scheduling, Disposition, Only financial and supply related records are subject to firm retention schedules, though an UNICEF Records Appraisal Grid is available to offer general guidance. General Policy states UNICEF records are not to be disposed with out approvals.

Vital Records: Vital records are not distinguished from other types of records

RAM Technology: The use of the TRIM tool for electronic records (so far only in a number of pilot projects rather than enterprise wide) can greatly enhance our ability to handle email in electronic format.  However, this is not supported by our Information Technology Division.  We have an excellent tool but are unable to use it for this purpose.

Training:   Regular training in the use of TRIM has been given.  Some ‘How to’ guides have been developed and are available on the UNICEF Intranet.

1.3 Web Internet/Intranet Web Related - Content Management
· See Note on Relationship of the internet/Intranet to 3 parts of questionnaire forms used in DAP exercise
,

· Parts of this section were excerpted from meeting to discuss DAP Form Part 2:  UNICEF (IRAM) related which included representatives of DOC and ITD web technical support for Intranet, Internet  Nov. 9, 2004 . 

Programme Plan,  Policy, Procedures, 

DOC and ITD internet and intranet teams believe it is their responsibility to provide the IT framework into which the business units put their records/documents/data. They believe content for the sites is the responsibility of specific divisions or sections from the individual business units which have authority for subject areas. The web and intranet team members provide policies and procedures about how to technically put information onto each site.  They are not responsible for determining content, classification, etc
Standards, 
Standards provided for adding data

Classification Schemes
Minimal Classification Schemes, Responsibility of users, some search engine classification functionality, 
Security. 
Id Password for identified members of user groups
Scheduling, Disposition, Vital Records, 

The concept that records and documents of potentially long term value exist on the website had not been addressed.  There is a need to raise awareness about broader IRAM issues including document management and to make content owners part of the process to help identify what is potentially archival and when there is a requirement to ensure its long-term preservation.  The “best copy available” is considered the record copy of a document. In more cases, items posted to the web site do not exist in any other format, and therefore could become the de-facto Record Copy for UNICEF. They must be protected and made reliably available over time as appropriate. The UNICEF internet site was recently migrated.  Business units were asked to review their content on the old website at that time.  75% of the content was moved from the old site to the new one
RAM Technology, 
At present there is no direct active link between the content management software and the  RAMP-TRIM programme and tool used. In some instances the metadata between sites does have unique pointer as reference to RAMP-TRIM.  

Training
Mostly provided for adding information or editing information on a site.
1.4
General Comment from Interview note:

UNICEF is working towards improving its capacity to manage, make accessible, and share knowledge so as to more effectively use knowledge to further UNICEF’s mission and goals. There is also some interest in improving UNICEF ability to classify/codify UNICEF information by introducing appropriate tools (classification schemes, filing systems etc.).  

2.0
Programme Plan

	Excerpt from DAP –Questionaire part 2  -  IRAM

	3.1 Programme Plan

3.1.1
Do you have a current plan for managing: 
Digital/Electronic Records Management (ERM); 
Digital Archives Programme

3.1.1.1
If no, do you anticipate developing a plan for managing electronic records and a digital archives in the near future?  

3.1.2
How important do you think ERM and DAP is to your business process?

3.1.3
Does your Department/Unit have records management specialists or someone who is designated with the responsibility of carrying out RM functions?

3.1.4
Have you identified the main groups of records created in your day-to-day unit/departmental activities?  

3.1.4.1
If yes, have you prioritized the main groups of records related to their main or substantive areas?

3.1.4.2
If no, what plans have you to identify key records?

3.1.5.
Do you develop annual records management targets and priorities?

3.1.5.1
If yes, how do you prioritize the activities?  (Rate in order of significance 1= high)

3.1.6
Describe any model RM practices that have been developed or implemented by your Department/Unit which could be used throughout UNPO RM programmes.

3.1.7
Do you collaborate with any of the following groups in planning for the management of Electronic Records and DAP


2.1
RAM Response 
UNICEF feels that ERM and DAP initiatives are very important and intends to develop a plan for managing electronic records and digital archives after the DAP plan is submitted.

The Unit has someone designated with the responsibility to carry out the RM functions.

By rough calculation, possibility about 30%
 of the NYHQ business units records have been identified at the series level although they have not been prioritized according to the substantive areas.  There is an intent to accelerate the information gathering with the resumption of the Appraisal Decision Assistance (ADA)  project.

Records management targets are established annually based on 1) overall UNPO (UNICEF) RM priorities and 2) budget availability. Staff availability is a significant factor, followed by department business need and RM priorities.



The Records and Archive Management group with the UNICEF Information Centre forms part of the Information Management Unit, Strategic Information Section, Division of Policy and Planning.  The group collaborates actively with the Information Technology Division, the Office of the Executive Director, the Evaluation Office, The Programme Funding Office and other sections and units with the Division of Policy and Planning.  The group also provides policy, procedure and other types of advice and guidance to other UNICEF Offices, Divisions and Sections regarding the correct management of UNICEF records.

2.2
Information Centre Response


The information centre is looking to develop a plan to manage electronic records and develop a digital archives but timing will depend on availability of resources, competing priorities.  ERM and DAP are very important to the information centre.  The information centre has identified the main groups of records created in the day-to-day business of the information centre and is now in the process of refining them.  

UNICEF has extensive policies, procedure and practices that are available in hardcopy, in electronic form in TRIM, and on the UNICEF Intranet.  These can and probably have been shared with other UNPO programmes.  The information centre – Library and the records management group are both part of the Information Management Unit and collaborate closely.  The information centre also collaborates closely with other NYHQ Divisions (e.g. Information Technology Division, Division of Communications, Programme Division, Division of Human Resources (especially the Organizational Learning and Development Section).  The information centre also works closely with UNICEF Field Offices (both country and regional offices) to provide advice and guidance in areas related to information and knowledge management.
3.0
Policy

	Excerpt f rom DAP –Questionaire part 2  -  IRAM

	3.2 Policy

3.2.1
Does your office have Records Management Policies that guide the use and management of official records?

3.2.2
In your organisation/work unit are electronic records considered official records?

3.2.3
Do you have a policy concerning electronic records and/or digital archives in your organisation/work unit?

3.2.4
Does your department/work unit have a policy concerning the use of electronic signatures?

3.2.5
Are some of your Records Management functions, such as storage, outsourced?

3.2.6
How involved is your records management staff in ensuring that RM programme requirements continue to be met when services are outsourced?  

3.2.7
If functions are outsourced, describe how records management issues, such as records retention or storage media are addressed in contractual arrangements to ensure that RM programme and regulatory requirements (e.g. access/security retention/preservation) are met.


3.1
RAM Response 
There are policies, which guide the management of official records.  In some instances electronic records are considered the official copy.  There is no policy to support the use of electronic signatures. 

· The management of backup tapes is handled by ITD.
 Master film for microfiche is outsourced to Preservation Resources. ITD has provided a document to give a sample of UNICEF High level back up procedure for Data (UN-CS-RAI-USAA-DB01-2005-00154).

3.2
Information Centre Response 
The respondent believes that electronic records are considered “official”.  Comments from the questionnaire:  Records and Archives policies and procedures have existed for a number of years.  I believe that some specific policies/procedures for management of records in electronic format have been drafted.  I am not sure that they have been officially approved and disseminated.  In recent years, without consulting with the Records and Archives group the Information Technology Division (ITD) has promulgated policies and procedures for management of electronic records (especially email).

4.0
Procedures

	Excerpt from DAP –Questionnaire part 2  -  IRAM

	3.3 Procedures 

3.3.1
Are procedures in place for the following:  (Check X all that apply)

3.3.2
Has your department/unit developed procedures to:  (Check X all that apply)

3.3.3
What procedures are in place for managing e-mail messages?  Users:  (Check X all that apply)
 


4.1
RAM Response 
The respondents indicated that electronic records management procedures are in place through TRIM in the areas of keeping records secure, ensuring long-term preservation and protecting the integrity/reliability of the records.  The group is planning for ADA Phase II to further develop retention schedules and identify vital and archival records.

Procedures are in place to support staff training on how to manage electronic records through RAMP-TRIM.  The classification scheme is applied by org unit owner and location. In some cases, record types/records series and folders are applied.

E-mails are maintained by all the methods listed in the questionnaire.  

4.2
Information Centre Response 

The IMU uses HP digital senders for scanning materials and automatically attaching them to TRIM.  Procedures for doing this have been defined and are followed.

The information centre staff participate in training on how to manage electronic records and archives, through TRIM training, as required.

E-mails are printed to paper and filed, retained in folders in the e-mail system, retained on the e-mail server.  The unit has conducted experiments with exporting e-mail to TRIM.  Works very well but we are unable to use because ITD does not support.

4.3
Policies and Procedures - comment excerpted form interview note
UNICEF General Policy and Procedure:  The current records management policies and procedures were developed some years ago to address the needs of the mostly paper environment.  However the 1983 Executive Policy as well as the corresponding procedure document 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

Need for protection and continuing access are addressed. However, there is an issue of how well understood or honoured this guideline is in the current electronic environment.  There is no policy for overall classification scheme for records to be used through out the organization. There is a clear recognition that there is a need to review and confirm IRAM policies and especially update procedures relating to electronic records and provide more robust tools for the management of records in electronic form. Resources have not been available to make these tools part of users applications.

Internet:
The web team deals with multi-media records: photographs, project files, audio visual records, etc. There are some documented procedures for users on how to add content to the website. Metadata standards and other formatting standards are part of the website software functionality/business rules.  The DOC-IBIS provided a copy of their draft Web manual which gives general guidance to the users adding content. (table of contents registered as ref  UN-CS-RAI-USAA-DB01-2005-00041*** Note chapter 06, 10 & 11

Email:

Current policies related to electronic mail have been developed by ITD largely to respond the need to minimize server and disk space.  (Ref: CF/IC/2001-029, CF/AI/2002-021 of dec2002 and CF/EXD/1996-015 of Oct 1996) These policies do not fully address records and archive management issues of protecting currently used records, and preserving and making reliably available certain classes of information for long term use. The focus is mostly on security in the 2003 document. (CF/EXD/2003-023 of 31 Oct 2003). It does not specially identify e-mails as records. 

Annex 5 revision, which list Policies and Procedures now includes the above mention documents: 

5.0
Standards
	Excerpt from DAP –Questionnaire part 2  -  IRAM

	3.4 Standards

3.4.1
Does your department/work unit follow established Records Management Standards?

3.4.2
If so, which of the following national and international standards, have you used to develop and support effective records management programmes.  (Check X all those that you are aware of.) 

3.4.3
Where imaging or scanning programmes exist, have policies and related technical standards (AIIM/ANSI/NISO) been applied to the programme development?   


5.1
RAM Response 
The UNPO (UNICEF) attempts to follow established records management standards, specifically ISO 15489, metadata standards, functional file classification schemes, DoD 5015.2 (an indicative of best practice) and ODMA interoperability standards.  1993 – 1997 was the last major effort to review all options available to UNICEF. Since then the main focus has been on WGARM agreed activities (including standards discussions) and the implications of increased functionality and conformance to standards possible using the latest versions of TRIM.  Policies have “vaguely” been applied to imaging processes.  Kept TIF and PDF (image over text) of items scanned, especially for photos which may require a higher resolution than standard PDF for later printing. Paper copies of items scanned are sometimes maintained offsite. 
5.2
Information Centre Response
The library system used by the information centre is capable of importing and exporting records in the Library of Congress Machine Readable Cataloguing (MARC) format.  Since this is an accepted standard for exchange of bibliographic information this allows us to store the information in a system independent format, thus facilitating preservation.

6.0
Records Classification

	Excerpt from DAP –Questionnaire part 2  -  IRAM

	3.5 Records Classification Scheme Implementation

3.5.1
Have you developed and implemented a records classification scheme for Departmental/Unit records.

3.5.1.1
If yes, is it applied to paper, email and other electronic records?

3.5.2
List any Department/Units applying the classification scheme to paper/electronic/both (See Annex 1).

3.5.3
Is the classification scheme updated as new programmes or business processes are introduced?  (Check X which one applies)

3.5.4
Have you developed naming or titling conventions for electronic folders or individual documents?  (Check X all that apply):  electronic documents; 
e-mail

3.5.5
As new document management, imaging, workflow and other systems are introduced, is the records management group involved to ensure that preservation, classification, access, retrieval and disposition requirements are addressed in the design of the systems?  


6.1
RAM Response 
· There are a number of ways to classify records in UNICEF using the RAMP-TRIM tool. 
•
Records are identified by organizational unit creating or receiving the record, 

•
by linking to a local file folder and the major record series to which it belongs and 

•
by the record type that the item is registered in. 

•
In addition there is a hierarchical, subject based Global file Classification Guide (GCG) available and 

•
each folder or record can also be linked to a term in the UNICEF Thesaurus.
These different approaches  are sometimes updated as new programmes and business processes are introduced. Variations are applied to some paper and electronic records for example in the Evaluation Office, Programme Funding Office and the Immunization team that attempts to fully integrate their paper and electronic records with a combination of electronic capture and scanning.  The DAP project and ADA effort support the work on the classification scheme. 

There are no naming conventions applied to electronic folders or documents.  This may be looked into after ADA for record series and folders.

Records management issues are sometimes addressed when new systems are acquired. 

6.2
Information Centre Response


The information centre has established a classification scheme for information centre materials in print form.  It has not yet been applied to records in electronic form.  It has not been updated recently.  

Naming conventions are applied only when electronic documents/email are added to TRIM.  In this case they are assigned a unique ID number assigned automatically by TRIM and associated with the record type to which they belong.  The unique number is designed to reflect in the prefix the UNPO (CF=UNICEF) and the database where it is first registered followed by the year and consecutive number

RM involvement on new systems depends on whether or not the person/unit introducing the system is aware of the Records and Archives function.  If they are they may choose to involve RAM, otherwise they may not.  Since the Records and Archive Management function is in the same section as the Information Centre, Records Management is usually involved in discussion related to new systems in the section.
6.3 
General Comment on Classification from Interview notes

UNICEF has developed a Global Classification Guide for file folders but it is not currently used across the organization and has not been updated for some time.  The UNICEF Subject thesaurus is used for subject indexing of Library related material and documents in the UNICEF Document Repository.  

7.0
Security
	Excerpt from DAP –Questionnaire part 2  -  IRAM

	3.6 Security and Access

3.6.1
What measures are in place to ensure that records are secure:  (Check X all that apply)

3.6.2
Does your organisation have any specific Policy, Procedure or standards governing remote access of UNPO systems, applications or data? Identify and reference as appropriate.  

3.6.3
Does your organisation have any plans to increase remote access of UNPO systems, applications or data to traveling staff, external partners or governments, NGOs or related groups

3.6.4
How does your organisation address concerns of systems and data security with the increasing need for remote access by users?  
 


7.1
RAM Response 
Administrative, technical and physical processes are in place to ensure that records are secure.  IT establishes the policies and procedures.  If IT agrees, remote access will be provided to UNPO systems, applications and data to staff when they are travelling. Security issues are being reviewed with regard to remote access.

7.2
Information Response  

Administrative, technical and physical methods are in place to ensure that electronic records are secure.

Overall policies providing access to UNICEF systems are determined by ITD who would need to comment on their existence or non-existence. 

The Information Centre would like to make the UNICEF  Library system accessible to UNICEF staff elsewhere in New York and particularly in the UNICEF Field Offices.  It would also be desirable to make portions of the catalogue accessible to other UN agencies.  We actually have software available to make this possible.  What is lacking is organizational agreement that this should be done

8.0
Record Retention Schedules
	Excerpt from DAP –Questionnaire part 2  -  IRAM

	3.7  Records Retention Schedules 

3.7.1
Does your department/unit have a retention and disposal schedule?

3.7.2
Are they periodically reviewed to identify new record series and information systems?

3.7.3
Does the records retention schedule apply to both paper and electronic records?

3.7.4
Are you applying records schedules to electronic records and to e-mails? (Check X all that apply)                    

3.7.5
Are archival records regularly identified and appraised?
 


8.1
RAM Response  

Records retention schedules are applied to financial records only. By rough calculations, about 30% of the records were identified at the Record Series level as part of the ADA project.  The retention schedules should be applied, in theory, to paper and electronic records. Discussions are under way, based on ADA and DAP results, to apply records schedules to electronic record and e-mails.  Archival records are regularly identified and appraised.
8.2
Information Centre Response


Specific retention schedules apply only to financial related records both on paper and in electronic format.  Print records are from time to time transferred to the UNICEF records centre or to UN archives.  To the best of the respondent’s knowledge, electronic records are not appraised.

8.3
Web Internet/Intranet Web Related  Retention - from interview notes
The issue of what is on the website or on the intranet and where copies are being retained was discussed. It is recognized that there is a need to establish a procedure where copies of important records will be registered and stored on a central repository preferably before they are published on any site (intranet, extranet, or internet). IT and DOC believe decisions regarding retention and disposition of the web content lie with the business units.  But there is not much guidance given to content providers on what should be removed or when..

9.0
Disposition
	Excerpt from DAP –Questionnaire part 2  -  IRAM

	3.8 Disposition

3.8.1
When electronic records are due for destruction, who approves destruction lists?

3.8.2
On what basis are paper and/or electronic records disposed of from business units ? Please rank the following in terms of the reason for disposition: (1 most frequent reason, 5 least frequent reason)
 


9.1
RAM Response 
Electronic records are usually disposed of when the server is full or if there is a departmental restructuring.  

9.2
Information Centre Response 

Lack of server space is the main reason for disposing of electronic records.  Most records are kept on local drives.  When these fill up the documents tend to be copied to CD and then the records deleted from the hard drive.  For those documents stored on shared drives, ITD has strict policies on allocation of disk space.  When this is exceeded, permission has to be sought to increase the allocated space.  If this is not approved then documents must be archived to CD, as is the case with local drives.  In the case of e-mail, ITD has strict policies on disk space allocation.  Once the users e-mail database has exceeded this allocation, access to e-mail is denied.  The user is then forced to archives the emails to “archives” within the e-mail system.  These archives are stored on local hard drives.  If these archives grow beyond the size of a CD, then they can no longer be backed up.  Consequently, the user must break the archives up into a series of smaller archives, such that no single archive can be backed up to CD.

10.0
Vital Records
	Excerpt from DAP –Questionnaire part 2  -  IRAM

	3.9 Vital Records

3.9.1
Does your department/unit have a vital records management programme that identifies vital records?

3.9.1.1
Briefly describe the programme:

3.9.2
Does your department/unit have a disaster avoidance planning and recovery procedure?

3.9.2.1
Briefly describe the plan and procedure.
 


10.1
RAM Response 
Initial efforts to develop a vital records programme were made with the beginning of the ADA project.

11.0
Records Management Technology
	Excerpt from DAP –Questionnaire part 2  -  IRAM

	
3.10 Records Management Technology

3.10.1
List which RM/EDMS software product(s) your department is using to capture and manage: Please review Annex 4 and validate/verify RM technology systems.

3.10.2
Does RM get involved in technology initiatives and if so at what level? [check as appropriate]

3.10.3
Have you been involved with the IT group to apply retention requirements to the databases and any paper outputs (reports/records, etc)

3.10.4
Does your Department/unit work with IT to develop: (Check X all that apply) 


11.1
RAM Response
 

The imaging, EDM and ERM functionality is used in TRIM to manage paper and electronic records and e-mail.  It is not deployed in all areas within UNICEF. 

The RM staff are involved in some technology initiatives and have provided advice to IT.  The staff cooperated on the DAP and ADA project specifications.  The unit works with IT to develop e-mail policies and procedures, e-records policies, shared drives, implementing classification schemes and applying retention schedules to electronic records.

The group has adopted best practices from professional, international organizations and UNICEF on the ground experience.  Manuals and guidelines need to be updated but required resources are not available  Over the past seven years RAM related staff has been significantly reduced and other needed resources (e.g. financial) have also declined  On a more positive note additional temporary funding has been found, both from within the division and from other divisions, to hire temporary staff for specific projects.

11.2
Information Centre Response 

The information centre uses TRIM for paper and electronic records management and uses the EDM/ERM and imaging functionality.  They would like to use TRIM to capture e-mails but have not been allowed to.  The following responses were comments added to the questionnaire, which have been transcribed in answer to the questions. 
· Is the department involved with IT in developing e-mail policies and procedures: Sometimes yes, sometimes no.  The records management function has the overall responsibility for RAM matters.  However, in the case of electronic records ITD has on occasion developed and promulgated policies/procedures without consultation with the RAM group.  On other occasions RAM has been involved.

11.3
Content Management for Internet, Intranet (from Nov 2004 interview notes)

DOC (for Internet) and ITD (for Intranet) cover maintenance and technical training on how to add content. Business Units are ultimately responsible for content adding (and removal) See final paragraphs  UN-CS-RAI-USAA-DB01-2005-00013 = note of nov 09 2004
· Internet (DOC) web team and the intranet (ITD) team members act as the facilitators to business units who wish to create “content” for the UNICEF internet web or develop databases in Lotus Notes for the intranet.   There are currently between 150 and 200 databases on the Lotus Notes platform.  No naming conventions are applied.  Users complete a request form when they wish to create a database and ITD-ISS supports implementing that request once approved.  Decisions about removing databases from the system are the responsibility of the business users. (Again without much IRAM guidance)
· The intranet site is 6/7 years old.  Currently, there are about 12 divisions at NYHQ who are regular contributors of content to the site.  There is no guidance regarding retention and classification, so the decision on whether or not to remove a database is difficult.  There are few formal UNICEF standards for database management as it relates to records and archive management at present.  Business units should be asked what is to be kept and what can be removed and on what basis the decision is made.  

· There are, however, templates for Lotus Notes/Domino databases

· UNICEF is using a collaborative tool, E-room, into which documents can be placed and translated into different languages. (Extent of this?  is it a lotus notes product)
· Red Dot is the software application used to support the UNICEF Internet website, and the web sites of UNICEF Field Offices hosted in New York.  UNICEF’s current policy is that all Field Office web sites should be hosted in New York.

· As of 2005, instant messaging may be available to UNICEF staff.   There are concerns about how the “content” will be managed.

11.4
Records /Document Management Technology Implementation [from interview note]
There are a number of IRAM and Document management activities associated with DPP-SI-IMU:

•
The IMU Info centre - library function is working on a project to automate the library catalogue and make information available to the field offices electronically.  The long-term strategy is to capture metadata about library resources and point users to the electronic version, which will be in its native application. 

•
The IMU Info centre - library is currently weeding its resource collection and is trying to determine what should be kept and what should be scanned into RAMP-TRIM.  

•
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 RAMP-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.

•
RAMP-TRIM is also used with FrontPage by DPP-SI-IMU to publish to an informal site (as an alternative to large email attachments). This Historical information is available to researchers, partners and traveling UNCIEF staff (http://www.cf-hst.net) who can not directly access RAMP-TRIM.

•
At present there is little support to invest in the resources needed to make available to the UNICEF field offices RAMP-TRIM or an equivalent tool.  Decisions about the next steps (including remote capture into TRIM) have not yet been made. The budget for 2006-2007 may have an increase for these activities. 

12.0
Training

	Excerpt from DAP –Questionaire part 2  -  IRAM

	3.11 Training

3.11.1
Does your Department/Unit review or apply any of the Records Management competency standards developed by:  (Check X all that apply)

3.11.2
Does your Department/Unit develop records management skills through training?

3.11.2.1
If so describe (Include conferences and seminars attended, continuing education and distance learning courses, in-house RM training courses)


3.11.3
Describe what RM training and development is provided to business unit level staff (secretaries/admin/support staff)


 

12.1
RAM Response
RAMP-TRIM training contains a half-day overview of best practices, policies, responsibilities, integrated with introduction to using a tool for managers, etc. 2.5 days for users on record series, folders, boxes, items register, electronic capture and scanning, etc.  Special training is designed for projects and work teams based on needs.

Did everything form IC-LIB from Training fit in appendix A form? 
� The DAP Blank Form Part 2 with space for answers and extra information is registered as : UN/CS/RAI/USAA/DB01/2004-00127,  The list of  just the questions without options for various answers is registered as: UN-CS-RAI-USAA-DB01-2005-00190





� Provides analysis, potential considerations  and relation between  process of development of Appendix A, Appendix B and link to Main DAP Project Deliverable 2, [for IRAM and Business Units] (UN-CS-RAI-USAA-DB01-2005-00187)





� Note on Relationship of the internet/Intranet to 3 parts of questionnaire forms used in DAP exercise


•	Part 1 (ICT):  Some of the technical issues related to UNICEF Internet or Intranet are part of the UNICEF ITD input into Part 1 which covers Information and Communication Technology. 


•	Part 2: (IRAM)  The DOC or ITD technical team that looks after the UNICEF Intranet and Internet sites did not completed the DAP Part 2 questionarie.


•	Part 3 (Business Units) Some of the content management issues related to Internet and Intranet are mentioned by units participating in forms completion in DAP Part 3 for Business Units





� ref. UN-CS-RAI-USAA-DB01-2005-00013-ver04 Discussion of DAP Form Part 2:  UNICEF (IRAM) related  Nov. 9, 2004  Notes with participant’s comments/clarifications added








�I’m not sure that this breakdown between RM and Information Centre works very well.  It leads to duplication in the answers and make the document longer.  I can understand getting the inputs from both areas separately but I thought they would be consolidated and combined in the final document. I thought we were looking for the ’common threads’


�What happened to the contributions from the Internet and Intranet people.  Are they to be contained in a separate document?  Or have they just dropped between the cracks.? – see the edited nov 9 note 


�


�This is the terminology we are using nowadays to try to get across the idea that it is something more than just a collection of books.  We should try to stick to it.


�Comments like this one originally appeared in context i.e. after the section to which they related.  When taken out of context, as in this case they become meaningless.  We need to at least add the questions which they attempt to answer.


�Where did this number come from.  I’m not sure that we know in any real sense what the total volume of records is, so how can we say 30% has been identitified.


�I don’t understand this paragraph.  Are we talking about UNICEF targets?  What targets?  If so then why is UNPO RM priorities mentioned and UNICEF priorities not mentioned.  Adhiratha could you please clarify? Have to look to the questions –I believe UNICEF is the UNPO refered to in this cfontext. - Adhiratha


�Don’t really understand this either.  In our context wouldn’t RM and IRAM be the same.  Seems to be saying that RM collaborates with itself.  Also RM is part of SI so it would be hard not to collaborate.  Again alternative wording is suggested


�Backup of computer tapes are handled separately from mictrofiche


�Adhiratha – do you want to say more on this? AK inserted text and also covered in 6.1 above


�Insert text as per agreed interview notes


�Why does this bullet point appear five times?  I assume it’s a mistake and have deleted four of them.
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