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1.0
Overall Assessment

1.1
ARMS Response
ARMS has developed policies and procedures, classification schemes and retention schedules as well as implemented TRIM to manage its archival materials. 

1.2
DHL
Outreach Division - UNBIS

The questionnaire covers the bibliographic records produced for the UNBIS database. From that perspective, the management of the electronic records are at a state of mature development in all areas.

Programme Plan

1.3
DHL
Outreach Division – ODS

This response addresses the DHL Digitization Programme – conversion of official UN documents (1945 to 1992) to be loaded into the ODS.  The programme has made significant progress or is in a state of mature development in all areas listed in the survey

1.4
DHL
Outreach Division – Business Records
The survey response was inaccessible on the WGARM website.

1.5
DHL
Outreach Division – Acquisitions Transactions Records

These records include signed, printed documents, e-mails and electronic files. Included are purchase order, invoices, payments records and other supporting documentation. Very little progress has been made to support e-mail management. Some progress has been made with regard to electronic records management.  

2.0
Programme Plan

2.1
ARMS Response
The unit is working on the development of a digital/electronic records management programme with an implementation date projected for 2005.  The unit has RM specialists who work to identify key groups of records and develop records management targets and priorities.  The programme activities are prioritized based on budget and staff availability and overall UNPO priorities.  ARMS uses TRIM, a fully configured and compliant records management system, which meets international best practice.  The unit works collaboratively with records and information management and IT, to plan for the ERM and DAP programmes.

2.2
DHL
Outreach Division - UNBIS

Given the history of the system (1979) the management infrastructure is in place to deal with these digital records.  Priorities for activities are based on Department needs/RM priorities and UNPO priorities.   The group collaborates with both IT and Records Management in the management of electronic records and DAP development.

2.3
DHL
Outreach Division - ODS

The project is a digital archive project and was developed in 1998 in response to GA resolution 52/214.  Given the nature of the documentation, the management of electronic documents and the implementation of a digital archive programme are very important. Priorities for activities are based on Department needs/RM priorities and UNPO priorities.  Document management practices are being developed in the framework of the Steering Committee for the Modernization and Integrated Management and UN Libraries.  The group collaborates with both IT and Records Management in the management of electronic records and DAP development.

2.4
DHL
Outreach Division – Acquisitions Transactions Records

The unit is looking towards 2005-2006 to develop a plan for managing electronic records and digital archives.  ERM and DAP are important to the group. There are specialists who deal with departmental records although there are no records management targets/priorities set.  The unit collaborates with the United Nations Procurement and Accounts Division. 

3.0
Policy

3.1
ARMS Response
Policies are being developed to support electronic records and a digital archives programme. The archival arrangement and description process is outsourced. ARMS builds in RM requirements and quality controls into contracts which are outsourced. 

3.2
DHL
Outreach Division - UNBIS

DHL has been designated as the lead agency to provide bibliographic control over UN documentation produced at all duty stations.  The programme is implemented by DHL with the participation of other UN Libraries under stn oversight of the Steering Committee for Modernization and Integrated Management of UN Libraries – Bibliographic Control Subcommittee.   Electronic records are considered official records and a policy to manage the system is in place.  There is no policy to support electronic signatures. 

3.3
DHL
Outreach Division – ODS

DHL has been designated as the official repository of paper collection of UN documents.  Its digitization programme is implemented to ensure dissemination of the documentation.  Policy is developed by the Steering Committee for the Modernization and Integrated Management of UN Libraries-Archival Subcommittee.  Policy developed in 1998.  The digitization programme is conducted in-house, although consideration is being given to outsourcing some aspects.  Some scanning has been outsourced for special projects.  For other outsourced activities, the Library staff has always ensured quality control of the result of the outsourced product. If digitization were outsourced, DHL would take every measure to ensure continued access and security of the material.

3.4
DHL
Outreach Division – Acquisitions Transactions Records

The unwritten policy is that anything important is to be retained in printed format. Electronic records are not considered “official”.  There is no policy to support the use of electronic signatures.

4.0
Procedures
4.1
ARMS Response
Procedures are in place to manage both electronic records and e-mails.  E-mails are electronically captured into TRIM.

4.2
DHL
Outreach Division - UNBIS

The unit has procedures in place to manage electronic records in UNBIS as per the complete list in the survey.  No similar procedures are in place for e-mails.  Procedures on in place on how to manage files in shared directories, applying the classification scheme to electronic records and training users on how to manage electronic records and archives.
The unit has procedures in place to manage electronic records in ODS as per the complete list in the survey.  No similar procedures are in place for e-mails.  

4.3
DHL
Outreach Division – Acquisitions Transactions Records
With regard to electronic records procedures, they are in place to classify electronic records and convert files from paper to electronic format, ensure that records are secure and that those of long-term value are preserved.  Procedures support training on how to manage electronic records and archives, apply the classification scheme to electronic records and manage shared drives. As part of its knowledge-sharing initiative, the DHL is launching a Personal Knowledge Management programme and is looking into its record-keeping policies and procedures.  At present e-mails are printed to paper and filed, kept in e-mail folders in the e-mail system and kept on “C” drives in folders outside the e-mail system. 

5.0
Standards

5.1
ARMS Response
The unit is applying ISO 15489, Metadata standards, functional file classification schemes, AIIM standards and DoD software standards to its RM programme.

5.2
DHL
Outreach Division - UNBIS

DHL is following the international standards including ISBD, AACR2 as well as UN specific standards, such as the UNBIS thesaurus, UN/SA Classification scheme and also UNBIS Reference Manual.  In addition, the unit has used best practice standards to develop metadata standards and a functional file classification scheme.

5.3
DHL
Outreach Division – ODS 

The unit is applying Metadata standards, functional file classification schemes and AIIM standards to support ODS.   DHL Digitization programme follows international digitization standards, as well as metadata standards fro the description of the documents

DHL Digitization programme aligned itself on standards adopted by the ODS in terms of file format, resolution, web compatibility.

5.4
DHL
Outreach Division – Acquisitions Transactions Records

The unit does not follow any RM standards at present.  As part of its knowledge-sharing initiative, the DHL is launching a Personal Knowledge Management programme and is looking into its record-keeping policies and procedures.  

6.0
Record Classification

6.1 ARMS Response
The unit has developed and implemented a classification scheme which is applied to both paper and electronic records.   The unit is always involved when new systems are implemented to support the RM requirements.

6.2
DHL
Outreach Division – UNBIS
The unit has developed a classification scheme which is applied to both paper and electronic records and is used in UN DPI/OD/DHL and in all UN Secretariat Library services.  Naming conventions are in place for electronic documents.    The unit is involved when new systems are implemented.

6.3
DHL
Outreach Division – ODS
The unit has developed a classification scheme which is applied to both paper and electronic records and is used in UN DPI/OD/DHL and in all UN Secretariat Library services.  Naming conventions are in place for electronic documents.    The unit is involved when new systems are implemented

6.4
DHL
Outreach Division – Acquisitions Transactions Records

The unit has developed a classification scheme for its records and applied it to paper, e-mails and other electronic records.  DPI/Outreach/DHL/AIS/Acquisitions Unit and DPI/Outreach/DHL/ERDS/UNSEIC (Group Purchasing Consortium). The classification scheme is always updated as required. Naming conventions are applied to electronic folders and individual documents.  In future, RM issues will be addressed as new systems are developed/acquired.

7.0
Security

7.1
ARMS Response
All aspects of security are in place to ensure that records are secure.  Access to the TRIM archival description database will be available through the ARMS internet site but only a copy will be accessible.  There will be no access to the production database.

7.2
DHL
Outreach Division - UNBIS

All aspects of security are in place to ensure that records are secure.  For production of bibliographic records, OAH UN libraries have remote access to the production database.  Access to the bibliographic records is available free of charge on the internet to the general public. The IT group provides firewall and other security measures.

7.3
DHL
Outreach Division – ODS
All aspects of security are in place to ensure that records are secure.  ODS policies and procedures govern remote access. ODS is made available to the general public over the internet.
7.4
DHL
Outreach Division – Acquisitions Transactions Records

All aspects of security are in place to ensure that records are secure.  The IT Group provides firewall and other security measures

8.0
Record Retention Schedules

8.1
ARMS Response
ARMS has retention schedules in place for its own business records.  All records held in the archives on behalf of other units are retained permanently.
8.2
DHL
Outreach Division - UNBIS

UNBIS Bibliographic records for UN documentation are kept permanently. Records for non-UN materials are disposed of when items are weeded from the collection. The retention schedules apply to both paper and electronic records. Retention schedules are applied to records in the imaging/document management system and in databases. Records of archival value are regularly appraised and identified.  The records are updated as required.

8.3
DHL
Outreach Division – ODS

Records are reviewed in the system to ensure completeness of the collection.

8.4
DHL
Outreach Division – Acquisitions Transactions Records
The unit has retention schedules but they are not applied to both paper and electronic records.  Archival records are identified by category. The final purchase orders and invoices, and other payment records are in this category.

9.0
Disposition

9.1
ARMS Response
Records are disposed as part of the annual transfer/culling process.  The section chief authorizes destruction.  

9.2
DHL
Outreach Division - UNBIS

The Collection Development Librarian approved the destruction lists, normally as part of the annual transfer/culling process or the annual maintenance programme.

9.3
DHL
Outreach Division – Acquisitions Transactions Records
There is no systematic destruction of electronic records.  The main reasons for disposing of electronic records are lack of server space and department restructuring.

10.0
Vital Records

10.1
ARMS Response
A vital records management programme is in place.  The unit will be creating a disaster preparedness plan for the section to be completed in 2005.

10.2
DHL
Outreach Division – ODS
The ODS maintains mirror system sites in New York and Geneva and also have onsite back=ups.  The possibility of having off-site backups is currently under consideration.

11.0
Records Management Technology

11.1
ARMS Response
TRIM is used to manage paper, electronic records and e-mails within ARMS. The unit is an integral part of the team to support new technology initiatives.  In addition, ARMS has been involved with the IT group to apply retention requirements to databases, etc. E-mail and electronic records management policies and procedures are developed collaboratively between ARMS and IT.

11.2
DHL
Outreach Division – UNBIS
Horizon ILMS is used to manage the records.  Electronic records are also managed through Lotus Notes for thesaurus records.   The records management and IT groups work closely on technology implementation and retention requirements, in addition to developing policies and procedures for electronic records management.

11.3
DHL
Outreach Division – ODS

Active and semi-active paper files are captured in Adobe Capture and on microfiche. Inactive paper files are on microfiche.  Electronic records are captured in ODS.  The records management and IT groups work closely on technology implementation and retention requirements, in addition to developing policies and procedures for electronic records management.
11.4
DHL
Outreach Division – Acquisitions Transactions Records

E-mails in the unit are managed through Lotus Notes.  The unit works with IT to develop procedures to manage shared drives.

12.0
Training

12.1
ARMS Response
ARMS organizes archives and RM training for its staff in electronic recordkeeping, TRIM operation, record appraisal and archival arrangement and description.

12.2
DHL
Outreach Division - UNBIS

The unit uses international library standards as base staff competencies.  DHL organizes training sessions in the use of the UNBIS database for Secretariat and Mission staff as well as Depository Libraries and Member States.  

12.3
DHL
Outreach Division – ODS

The unit uses international library standards as base staff competencies.  DHL organizes training sessions in the use of the UNBIS database for Secretariat and Mission staff as well as Depository Libraries and Member States.  

12.4
DHL
Outreach Division – Acquisitions Transactions Records

As part of its knowledge-sharing initiative, the DHL is launching a Personal Knowledge Management programme and is looking into its record-keeping policies and procedures.  Coaching and training will be part of this new initiative.  E.g. how to find a file more easily.

13.0
General Observations and Conclusions

The business units are beginning to rely on electronic records as official records.  There are various policies, procedures, standards and technology applications in place which will support the development and implementation of a Digital Archive Programme.  Deliverable 4 will provide an overview of the components of a DAP against which the business units will be able to assess their readiness to implement such a programme.
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