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1.0
Overall Assessment

1.1
Knowledge Sharing Branch

The responses are presented in the context of the implementation of DocuShare to manage official documents and publications within UNFPA.  Mr. Rose explained that UNFPA lacks the resources, both human and financial, to implement records management across UNFPA. Significant progress has been made in the areas of programme planning, procedures development and security within the application.  Progress has been made in the areas of training and developing policies, standards, a classification scheme and retention schedule for the DocuShare implementation.  Issues such as disposition of information and identification of vital records have not been addressed.

1.2
DMS – Finance Branch

Some progress has been made in creating policies and procedures for e-mail and electronic records.  Security issues have been addressed as have vital records.  In all other areas, no progress has been made.

1.3
DMS - Procurement and Facilities Management Branch 
Some progress has been made in creating policies and procedures for e-mail and electronic records.  Security issues have been addressed.  In all other areas, no progress has been made.

2.0
Programme Plan

2.1
Knowledge Sharing Branch 
The DocuShare planning process is ongoing at present.  Within the branch, ERM and DAP are very important to the knowledge sharing initiative.   An information management specialist is responsible for the RM functions as they relate to Docushare.  Agency specific metadata standards are in place. The IT group works closely with the Knowledge Sharing Team in the implementation of the software, in addition to server administrating, backup and data conversion from BBS Intranet to DocuShare.

2.2
DMS – Finance Branch
At present there is no plan in place to manage electronic records although the group views ERM and DAP as very important to the business.  While no-one is officially designated as a records management specialist, the group has identified and prioritized the key records relating to their business activities. The Finance Group collaborates with records management.

2.3
DMS - Procurement and Facilities Management Branch
At present there is no plan in place to manage electronic records although the group views ERM and DAP as very important to the business.  While no-one is officially designated as a records management specialist, the group has identified and prioritized the key records relating to their business activities. 

3.0
Policy

3.1
Knowledge Sharing Branch 
There are no records management policies which guide the use and management of official records, nor are electronic records considered “official”.  There is a policy planned for the digital archives (Docushare) but there is never any discussion of records management issues outside the Docushare application because there is no records management programme with dedicated staff.

3.2
DMS – Finance Branch

Records management policies address the use and management of official records and electronic records are considered official.  There are no policies regarding the used of digital records, archive or electronic signatures.

3.3
DMS - Procurement and Facilities Management Branch 
Records management policies address the use and management of official records and electronic records are considered official.  There are no policies regarding the used of digital records, archive or electronic signatures. Records management issues are addressed when storage management is outsourced.

4.0
Procedures

4.1
Knowledge Sharing Branch 
Procedures are in place to support an outsourced, scanning project.  There are individual initiatives to password protect shared drives but there are no systematic policies and procedures in place.  At the present time there are no retention schedules and vital and archival records are not identified and managed.  As a result of the DocuShare implementation, users are being trained on how to managed shared folders and are receiving training on how to manage electronic records in DocuShare.

Quoted from the questionnaire response:  The framework for UNFPA’s management of electronic versions of the operational documents and substantive publications is the DocuShare system.  This system is being launched at Headquarters (December 2004).  Organization-wide rollout, adoption, implementation and usage by all staff is anticipated as a matter of policy.

E-mails are managed in a variety of ways among units and staff.  A consistent, rational policy is lacking.  

4.2
DMS – Finance Branch

Procedures exist to support the classification of e-mail but not electronic records.  Security of records and e-mail on shared drives is governed by procedures as is the need to ensure the preservation of records of long-term value. The Finance group uses shared drives to manage its electronic records.  E-mails are managed in a variety of ways.

4.3
DMS - Procurement and Facilities Management Branch 
Security of records and e-mail on shared drives is governed by procedures as is the need to ensure the preservation of records of long-term value. The Facilities Management Group ensures that integrity and legal admissibility of e-mail and electronic records. The Facilities Management Group uses shared drives to manage its electronic records.  E-mails are managed in a variety of ways.

5.0
Standards

5.1
Knowledge Sharing Branch 
Records management standards are not applied in the department.  Metadata standards which meet UNFPA’s requirements are in place.
5.2
DMS – Finance Branch

No knowledge of whether or not any standards are followed. 

5.3
DMS - Procurement and Facilities Management Branch
No standards are applied

6.0
Record Classification

6.1
Knowledge Sharing Branch
There is no records classification scheme in place at present.

6.2
DMS – Finance Branch

The classification scheme is applied to both paper and electronic records.  Records issues are not addressed as new systems are introduced into the department.

6.3
DMS - Procurement and Facilities Management Branch 
There is no departmental classification scheme.  Records management issues are no addressed when new systems are acquired.

7.0
Security

7.1
Knowledge Sharing Branch  
At the present time, security measures are in place for administrative and technical aspects of DocuShare.  Access is limited to UNFPA staff, and access levels are determined by e-mail passwords.  Access to publications may be broadened.  Decisions re: administrative and operational documents will be based on experience with the system over time.  Specific issues, such as remote access, are addressed by MIS.

7.2
DMS – Finance Branch

Security is applied at the administrative, technical and physical levels. Policies and procedures to allow remote access reside with IT and users have remote access to the website and ATLAS.
7.3
DMS - Procurement and Facilities Management Branch 
Security is applied at the administrative, technical and physical levels. Policies and procedures to allow remote access reside with IT.
8.0
Record Retention Schedules

8.1
Knowledge Sharing Branch 

There are no records retention schedules in place for the DocuShare application.  Comment: It is difficult to respond to his and other questions in light of the absence of an official, comprehensive and rational policy for document and publication management in the agency.

8.2
DMS – Finance Branch


Retention and disposal schedules are referenced in the Organization’s Policies and Procedures.  The respondent had did not know if the schedules are applied to electronic records.  Archival records are not identified and appraised.

8.3
DMS - Procurement and Facilities Management Branch 
There is a retention schedule although it is not reviewed to identify new record series and systems.  Archival records are not identified and appraised.

9.0
Disposition

9.1
Knowledge Sharing Branch 
There are no disposition practices in place for the DocuShare application.  

Records are disposed of if there is a lack of space on the server, through annual directory clean up days and as part of the annual maintenance programme.

9.2
DMS - Procurement and Facilities Management Branch

DMS – Finance Branch:  Records are disposed of as part of an annual directory clean up day or as part of the annual culling process.  Less frequently records are deleted because of server space issues.

10.0
Vital Records

10.1
Knowledge Sharing Branch

There is no vital records or disaster recovery plan in place for documents and publications. 

10.2
DMS – Finance Branch  
There is no vital records programme in place. MIS has a disaster avoidance and recovery plan in place.
10.3
DMS - Procurement and Facilities Management Branch 

The department does not have a vital records programme of a disaster avoidance programme in place.

11.0
Records Management Technology

11.1
Knowledge Sharing Branch: 
DocuShare is being implemented for the dissemination of UNFPA publications and documents.  Older paper versions are being scanned and converted to PDF format for inclusion in the DocuShare system. The Knowledge Sharing Group gets involved in some IT initiatives, depending on the project At present, retention periods have not been developed for the documents and publications in DocuShare. Shared drives are being used to support DocuShare.  Methods to apply retention schedules to electronic records have not yet been developed.

11.2
DMS – Finance Branch   
No records management software is used.  The respondent does not participate in any technology initiatives and retention requirements are not applied to systems.

 11.3
DMS: Procurement and Facilities Management Branch 
No records management software is used.  There is no involvement with any IT initiatives.  The group works with IT to develop shared drives and apply classification schemes to electronic records.

12.0
Training

12.1
Knowledge Sharing Branch 
No records management training is provided to staff within the group.  The group provides training to how to enter documents and publications, together with their metadata sets into DocuShare.  As the software is more widely implemented, additional training will be undertaken.

12.2
DMS – Finance Branch

No RM training is provided for the staff.

12.3 DMS - Procurement and Facilities Management Branch
No RM training is provided for the staff.

13.0 General Observations and Conclusions
UNFPA has begun to implement its DocuShare application to disseminate its publications and official documents to its offices, globally. The major concerns, expressed through the interviews are that there are few resources available, both financial and human, at present to implement the DAP programme.  
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