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1.0
Current Document/Records Management Practices

1.1
Internal Communications

Electronic records are considered the “official record” and are supported by an electronic document management application.  Electronic records are maintained in those applications and in databases (IMIS).  E-mails are maintained in individual folders on the e-mail system and on the “C” drive.

Intranet content is provided from this group and is supported by policies and procedures to manage the creation, management and disposition of content from the site.

Users require remote access and share records and documents via e-mails and through shared folders.

The unit does not scan records and documents and has not identified any records, which should be imaged.

1.2
Legal Department

The decision regarding which version (paper or electronic) is the official one is based on the type of record being created and maintained.  The unit is moving towards e-documents as “official records” in accordance with the UNDP e-document policy.

Each unit is left on its own to implement the e-document policy and address the management of archival materials (in cooperation with ARMS).

E-records are maintained in a variety of ways, depending on the individual officer.  There are no department-wide standards and therefore there are no consistent practices.

Reports are accessed electronically from IMIS

The unit provides content to the Intranet site but does not identify the “official” version. They also maintain electronic and paper copies.  The intranet is used as a search tool.

The content is managed by the focal point and kept up to date and relevant.  

The unit shares information with the country offices largely by e-mail and attachments.  When travelling, representatives access e-mails through web mail or through the country office.

There has been no involvement with digital archives.  

1.3 Office of the Administrator/Office of Audit and Performance Review

Electronic records are considered the official records and are supported by an EDRMS system.  Reports received within the unit are received electronically.  Content is provided to the Intranet and is considered the “official” version but is not managed according to any retention schedules.

The department requires remote access to digital records and shares information with other units via e-mail and attachments.  

The unit is aware of records retention requirements for electronic mail, and electronic records and applies them to e-mail messages and databases.  Despite this awareness, electronic records are only disposed of when the server is full or are retained permanently.

While the unit creates records of long-term/archival value, they are not regularly appraised or transferred nor are there any procedures in place to manage them.

1.4
Office of Finance and Administration

Electronic records are not considered “official” in these groups, nor are there any electronic document/records management initiatives in place.  There is no consistent practice or standard for managing electronic records within the unit. 

E-mails are maintained on the server and printed to paper and filed.

Financial reports are received on paper and available electronically.

Content is provided to the intranet site and is considered the “official” version and is managed according to the approved policies and procedures.  

The group communicates with all areas within UNDP, requires remote access and shares documents and records via e-mail and attachments.

Electronic documents and records are maintained on a variety of media, some of which may be obsolete shortly.

1.5
Office of Human Resources

The department has an EDRMS system in place and considers its electronic records the “official” record.  Electronic records are maintained in TRIM and IMIS, on the LAN and printed/sent to file.  Copies of policies, etc., are kept on file and are also posted on the UNDP Portal and on the OHR page, so that all staff can refer to them when necessary. E-mails are maintained in TRIM and on the server.

Reports are received from HR related applications on both paper and electronically.

The online HR prescriptive content provides details about files, etc.

The unit provides content to the Intranet, considers it to be the “official version and manages it according to prescribed policies and procedures.

1.6 Regional Bureau, Latin America and Caribbean

Electronic records are considered the “official” version and plans are underway to implement an electronic document/records management application.  At present, e-records are stored in shared directories on the LAN or in the relevant business application (IMIS).  E-mails are maintained electronically in a variety of locations 

The unit provides content to the intranet and policies and procedures to manage content are planned.

The unit requires remote access and shares records and documents via e-mail and attachments.  Backups are stored on CDs and thumb drives.  

2.0
Document/Records Management/Content Management Policies and Procedures

2.1
Internal Communications

The unit references policies and procedures as developed through the IRAM/ICT groups

The unit does not apply any classification schemes or retention schedules to its electronic records. Electronic records are either disposed of because of a lack of server space or are never disposed of.

2.2
Legal Department

The unit is implementing the UNDP e-document corporate policy, which apparently allows for departmental discretion to move towards the management of electronic records and e-mails. Each individual determines how electronic records and e-mails are managed at present.  The key point is that there is the e-document policy is in place but each individual still interprets it according to his/her needs.

2.3
Office of the Administrator/Office of Audit and Performance Review

The unit is aware of policies and procedures and records retention requirements for electronic records but does not have a policy regarding electronic signatures. E-mails are maintained in electronic folders and databases and are either disposed of because there is no server space or they are never disposed of.

2.4
Office of Finance and Administration 

The unit has policies to ensure that e-mails are managed as part of the overall records management programme, although the respondent never deletes e-mail.

Substantive records in the controller’s and Treasury departments may require special handling in a digital environment.

2.5
Office of Human Resources

The unit is both aware of and applies policies and procedures and retention schedules to their electronic records and documents. However, e-mails are never disposed of.

2.6
Regional Bureau, Latin America and Caribbean

The unit has developed policies and procedures to support shared drives and manage e-mails as corporate records but does not appear to apply retention policies to electronic records. E-records are disposed of when the server is full.  

3.0
Records of Potential Long-term/Archival Value

3.1
Internal Communications

The unit creates records that have long-term archival value but they are not regularly reviewed, nor are retention schedules applied to e-records of long-term value. These records are not transferred to an archival programme once they are no longer required for administrative purposes.

UNDP has developed metadata standards for its prescriptive content application.

3.2
Legal Department

The perception is that files are transferred to the Archives because of space problems.  There is a lack of understanding about the role and value of the archives.

Legal records are retained long-term or permanently and likely will have special preservation requirements.

3.3
Office of the Administrator/Office of Audit and Performance Review

The department creates records of long-term/archival value, has digital records that will require special handling and transfers paper records to the archives.  There are no measures in place to address records in digital form.

3.4
Office of Finance and Administration 

Certain paper records have been identified as being of archival value and are transferred to the archives.  Electronic records have not been appraised for their archival value  

3.5
Office of Human Resources

Records of long-term/archival value are identified and a preservation strategy is in place to manage those records, together with a classification scheme to access and retrieve them.  Records of archival value and regularly transferred to the archives.

3.6
Regional Bureau, Latin America and Caribbean

The unit creates records of long-term/archival value, which may have special handling requirements in a digital environment and has adopted metadata standards to manage digital records. 

4.0
Systems and Software Tools

4.1
Internal Communications

The unit participates in the UNDP-wide content management application to manage its electronic records and documents (Red Hat).

4.2
Legal Department

Electronic records are created on a variety of different applications in addition to the e-mail system. 

4.3
Office of the Administrator/Office of Audit and Performance Review

The unit is sometimes involved in discussions about new systems applications. The following software applications are used to create electronic records and documents: Word, Excel, Access, PowerPoint, CARDS

4.4
Office of Finance and Administration 

No response
4.5
Office of Human Resources

The unit is always consulted when new systems are implemented.  Superoffice CRM (a software application) is being used to manage records in the unit.

4.6
Regional Bureau, Latin America and Caribbean

The unit uses Adobe Acrobat Distiller, paper capture (?) but does not have any records or document management software in place
