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1.0 Overall Programme Assessment

1.1
Knowledge Networking

No progress has been made in the area of e-mail management.  In the area of electronic records, standards, policies and classification schemes are being developed. The unit sees the management of electronic records and digital archives as important and plans to begin work in this area in mid-2005.  No records management planning takes place in this group, however there is collaboration with the IT group with regard to the knowledge networking initiative as well as with the registry department.

1.2
Facilities Management and Administrative Services

The overall assessment of the programme is not relevant since there is no work being done in the area of e-mail management or electronic records management.  The only work being done is in the area of paper records.

2.0 Programme Plan

2.1
Knowledge Networking

No response

2.2 Facilities Management and Administrative Services (Paper Records)

The unit views the ERM and DAP as important to business processes but does not have an individual devoted to records management.  The major record series have been identified but have not been prioritized into their major or substantive areas.

Records management targets are established annually.  Staff availability is the most

significant factor to determine which activities are undertaken. Budget availability and department needs are significant factors in the decision, also.

TRIM is used to track paper records, and uses bar coding and a file classification scheme.

3.0 Policy

3.1
Knowledge Networking

The unit is currently planning a policy for digital/electronic records but has no plans to develop a policy regarding digital archives or the use of electronic signatures.

3.2 Facilities Management and Administrative Services

The unit out sources some of its RM activities and ensure that RM programme requirements are addressed in contracts as required.  The overall management of the process is undertaken in TRIM and the storage company is given direction by UNOPs regarding the services/actions, etc.

4.0 Procedures

4.1
Knowledge Networking

No procedures to support the management of electronic records and mail are in place. E-mails are archived on the e-mail server or deleted automatically after 90 days.

4.2
Facilities Management and Administrative Services

E-mail messages are printed to paper and filed.

5.0 Standards

5.1
Knowledge Networking

The unit plans to develop records management standards and has developed metadata standards for use with the Knowledge-sharing application.

5.2
Facilities Management and Administrative Services

The respondent was not aware of any standards being used in the unit.

6.0
Records Classification Scheme Implementation

6.1 Knowledge Networking

The unit has developing naming conventions for electronic folders and documents. The unit does not have a records management group, per se, but is sometimes involved when new systems and applications are introduced.

6.2
Facilities Management and Administrative Services

All divisions and sections in UNOPS apply the records classification scheme to paper records only.  The classification scheme is sometimes updated when new programmes or business processes are developed.  The respondent sometimes works with IT to ensure that RM issues are addressed as the new applications are introduced.

7.0
Security and Access

7.1
Knowledge Networking

The respondent was not aware of specific security related issues but did explain that the intranet will have password protection to limit access as required.

8.0
Records Retention and Disposition

8.1
Knowledge Networking 

The major reason for managing e-mails is normally because the server is full.  When the intranet site is converted, old documents will be deleted.  Work has been done in collaboration with IT to apply retention schedules to databases, etc.

8.2
Facilities Management and Administrative Services

The unit applies retention schedule to Procurement and Finance paper files, as well as Project files.  The retention schedules are not applied to electronic records. Archival records are not identified and appraised.

In the case of paper records, the originating office approves their disposal.  Paper records are usually disposed of because of lack of office space and as part of the annual maintenance programme.

9.0 Records Management Technology

9.1
Knowledge Networking

The unit works with IT to develop e-mail policies and procedures, e-records policies and procedures, shared drives and classification schemes for e-records.  However, methods to apply retention schedules to electronic records are not in place.

9.2
Facilities Management and Administrative Services

The unit uses TRIM to manage active, semi-active and inactive paper files.  RM may get involved with IT projects, depending on the project but does not regularly work with IT in developing policies and procedures to support e-records and e-mail management.

10.0 Training

10.1
Knowledge Networking

Training is focused on knowledge networking and staff will be trained on how to use the document libraries and metadata in the intranet.

10.2
Facilities Management and Administrative Services

TRIM training is provided as required to users.

