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1.0
Overall Programme Assessment

Based on the response to section one of the questionnaire, UNDP has a number of initiatives underway to support the development of a Digital Archive Programme.  The most progress appears to be in the area of policies, procedures and standards development for both e-mail and electronic records, where the respondents feel they at a level of mature development and making significant progress.   

The following policies and procedures are in place: 
· ITC Standards and Guidelines

· ITC strategy

· Records Management (policy)

· Reports Management (policy)

· Policy on Prescriptive Content

· Policy on Electronic Documents Management

· E-Documentation – UNDP metadata standards

· Document Scanning Guidelines

· E Documentation and Atlas

2.0
Programme Plan

Unlike the UN and UNICEF, UNDP has identified staff with only part-time responsibilities to carry out the records management programme.   UNDP has identified the key groups of records according to administrative/substantive.  There is a working relationship with IT and WGARM.

3.0
Policy

Within UNDP, there are policies (listed above) which guide the use and management of official record.  Such policies cover both paper and electronic records.   There is a policy regarding the use of electronic signatures

4.0
Procedures

Although policies are in place, procedures to manage e-mail and electronic records (other than the ERP ATLAS system) are inconsistently applied and left to the staff member and/or business unit.    Corporate procedures for records management, including ICT, are in the advanced stage of drafting.
5.0
Standards

DoD Software standards and internationally recognized metadata standards are in place. Scanning standards to support imaging procedures are also being applied.

6.0
Record Classification

A records classification scheme has been developed and implemented for paper records.  A classification scheme to reflect the UNDP core practice areas for publishing documents to the UNDP portal is in place but inconsistently applied.  Review of the application of the classification scheme is ongoing and needs to be finalised.
7.0
Security

UNDP applies password protection to all staff.   Access to sensitive LAN rooms is restricted.   Electronic back-up is undertaken daily.   At the corporate level, LAN backups are indexed and stored at a vendor facility and indexed at the bin level.   Back up at the tape level will shortly be implemented.
8.0
Record Retention Schedules

Retention schedules are in place but presently applied only to paper records or electronic records covered under the ERP ATLAS system.  Records of archival value have been appraised and identified within UNDP although only paper records are regularly archived.   Electronic records are backed-up and stored, but not under any records classification sytem.
9.0
Disposition

Paper records are disposed of regularly against retention schedules.  Procedures are not yet in place for disposition of electronic records other than those covered under the ERP ATLAS system.
10.0
Vital Records

Vital records need to be identified over and above the retention schedule.
11.0
Records Management Technology

Unlike the other UNPOs, UNDP currently has no corporate records management software in place.  The records management group and the IT are working to identify a system to complement and develop policies and procedures to support digital records management.  A few business units have introduced their own systems but these are inconsistent and very limited in scope.    At the corporate level, LAN backups are indexed and stored at a vendor facility and indexed at the bin level.   Back up at the tape level will shortly be implemented.
12.0
Training

There is no training programme in place at present

13.0
General Observations and Comments
As discussed in the statement of work, the DAP consists of policies, procedures, standards and a technology infrastructure. Deliverable 4 will provide a model DAP against which the business units will be able to assess their readiness to implement a DAP.  The policies, procedures and standards developed by UNDP will provide a strong basis for the development of the DAP.   To attain this goal, UNDP will need to commit manpower and strengthen the records management and IT partnership.
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