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A.00
Introduction to Appendix B – Business Units - UNICEF

 This  version of DAP, Deliverable 2, Appendix B, BU section is a combination of: 

· Original Questions for each section of DAP form – Part 3 (UN-CS-RAI-USAA-DB01-2005-00064
). The relevant questions are included within this document at the start of each section.
· Entium extracted answers from the UNICEF DAP completed forms – Part 3 (for Business Units)  which could not be easily expressed in Appendix A 
 spread sheet format

A.01
Unicef work units in Appendix A & Appendix B = 11
	Para
	Work unit Abbreviation
	Work Unit Title
	UNCS-Ref Number
	DPP-Item

	
	
	
	
	

	01
	CF-USAA-DFAM-AS  
	DFAM - Administrative Services
	UN-CS-RAI-USAA-DB01-2005-00083
	Part 3

	02
	CF-USAA-DFAM-BU
	DFAM - Budget  
	UN-CS-RAI-USAA-DB01-2005-00097
	Part 3

	03
	CF-USAA-DFAM-FS   
	DFAM - Finance
	UN-CS-RAI-USAA-DB01-2005-00095
	Part 3

	04
	CF-USAA-EMO
	Office of Emergency Programmes - EMOPS
	UN-CS-RAI-USAA-DB01-2005-00078
	Part 3

	05
	CF-USAA-EVO
	Evaluation Office - EVO
	UN-CS-RAI-USAA-DB01-2005-00091
	Part 3

	06
	CF-USAA-OED
	Office of Executive Director - OED
	UN-CS-RAI-USAA-DB01-2005-00120
	Part 3

	07
	CF-USAA-PD
	Programme Division - PD
	UN-CS-RAI-USAA-DB01-2005-00080
	Part 3

	08
	CF-USAA-PFO
	Programme Funding Office - PFO
	UN-CS-RAI-USAA-DB01-2005-00099
	Part 3

	09
	CF-USAA-SD
	Supply Division – (NY & Copenhagen)
	UN-CS-RAI-USAA-DB01-2005-00107
	Part 3

	10
	CF-USAA-SEB
	Office of the Secretary Executive Board - OSEB
	UN-CS-RAI-USAA-DB01-2005-00066
	Part 3

	11
	CF-USAA-UNA
	Office of UN Affairs 
	UN-CS-RAI-USAA-DB01-2005-00059 (Word with Transmittal Email) [HTM format without TE]
	Part 3


Submittted DAP forms are posted to: 

http://www.wgarm.net/ccarm/Projects/Dig_Arch/Proj-DAP-unicef-Survey-response.htm
id = wgarm2;  pw = ccarm 
Scroll to: Part 3 Business Process Units

A.02
Additional Unicef works units in Appendix A only (as of 29 Apr 2005) = 9

The following work units are not covered in this Appendix B as of 08 May but did submit forms: 

	Para
	Work unit Abbreviation
	Work Unit Title
	UNCS-Ref Number
	DPP-Item

	
	CF-USAA-DFAM-AC
	DFAM - Accounts
	UN-CS-RAI-USAA-DB01-2005-00112
	Part 3

	
	CF-USAA-DHR
	Div of Human Resources DHR
	UN-CS-RAI-USAA-DB01-2005-00150
	Part 3

	
	CF-USAA-DOC
	Div of Communication DOC
	UN-CS-RAI-USAA-DB01-2005-00147
	Part 3

	
	CF-USAA-DPP-GP
	DPP - Global Policy
	UN-CS-RAI-USAA-DB01-2005-00125 
	Part 3

	
	CF-USAA-DPP-SI  
	DPP - Strategic Information
	UN-CS-RAI-USAA-DB01-2005-00131
	Part 3

	
	CF-USAA-DPP-SPPG
	DPP - Strategic Planning & Programme Guidance
	UN-CS-RAI-USAA-DB01-2005-00110
	Part 3

	
	CF-USAA-IA
	Internal Audit - OIA
	UN-CS-RAI-USAA-DB01-2005-00123
	Part 3

	
	CF-USAA-OPP
	Office of Public Partnerships - OPP
	UN-CS-RAI-USAA-DB01-2005-00122
	Part 3

	
	CF-USAA-PSD
	Private Sector Division  - PSD (NY & Geneva)
	UN-CS-RAI-USAA-DB01-2005-00135
	Part 3


A.03
Unicef work unit only submitted draft form for discussion (as of 29 Apr 2005)

One additional work unit from Unicef did submit draft form for discussion but it was not completed. If it is completed and released by the office it would be up to UNICEF representatives in consultation with WGARM to determine how (without requiring additional work from the consultants) this information could be noted in either Appendix after the main deliverable is approved. Depending on when the form is finally submitted and the information contained, excerpts might be used to assist with future deliverables or projects if helpful to UNPSOs or WGARM.
B.00
Current Document, Records, Content Management Practices (Ques 2.1 to 2.12)
	Excerpt from DAP –Questionnaire part 3  -  Business Un its

	2.0   Current Document/Records/Content Management Practices
2.1
Are electronic records considered “official” records in your unit? Y/N/DK/Comments:

2.2    Do you have an electronic records management system, electronic document management system or digital archives initiatives either planned or in place? Y/N/DK/Comments

2.3
Where do you currently keep your electronic records? (Check X  all apply)

2.4    Where do you keep incoming and outgoing e-mails?  (Check X for all those which apply)

2.5    Do you have any file directories or lists for documents/records on your computer?


2.5.a. If yes, please provide a copy.

2.6    Do you receive and retain reports from IT systems or applications (refer to Annex 4)?


System / Application
Paper
Electronic

2.7
Do you provide “content” to your unit Intranet and or internet (public website)

              2.7.1   If yes, do you consider that version the “official” version?

2.8
Do you have any policies, procedures and standards regarding creation of content,  updating content, removing content from the site?


2.8.1     If yes, please provide copies of the policies and procedures

2.9     With which departments do you work/share records and document in New York and in country offices (see annex 1 for reference)? 


2.9.1 Does your department have any need or requirements to increase remote access of your applications or data to traveling staff, external partners or governments, NGOs or related groups

2.10
How are electronic records and documents shared and accessed within the department and between departments? (Check X those that apply)

2.11  Do you store electronic records on (Check X those which apply)

2.12
Has your unit identified the main group of records (series) which have priority to be scanned into a digital format.


2.12.1
Do you use any standards regarding scanning documents into electronic format.


The detail provided in this summary is a combination of observations by the consultants and comments, in response to the questions, provided by the respondents.   Therefore the way the details are presented may vary.  Mostly it is simply an extract of the respondents comments that appeared in the form.
B.01
DFAM - Administration
· Electronic records are considered the “official” version and are currently retained on “C” drives, in shared drives on the LAN and printed to paper and retained in offices.  E-mails are retained in folders on the e-mails system.  The respondent maintains file directories 

· Reports are provided from Lotus Notes and the Intranet site.

· The Administration group provides content to the Intranet and Internet sites and has a checklist for the creation and issuing of DFAM documents.

· The Section shares its records with all divisions, country and regional offices but does not have a need for remote access to databases or for staff travelling at this time.

· Those electronic records that are shared are distributed via e-mail and maintained in divisional directories/shared workspace on the LAN.

· Electronic records are stored on 3.5” diskettes and CDs.  No imaging applications are currently in use

B.02
DFAM – Budget

· Electronic records are considered “official” within the units. There is an EDRMS system in place (TRIM?).  Electronic records are retained in all the various ways cited in the questionnaire.  E-mails are maintained on the e-mail system and printed to paper and kept in the office.  There are no file directories/lists.

· Reports are received on both paper and in electronic formats from FLS, IMIS, and standard office applications. Lotus Notes, NBCS and IBCS.

· The unit provides content to the Intranet/internet site and considers the content the “official” version.  Policies and procedures are in place to manage content. 

· Records are shared via e-mails, through shared workspaces and Lotus Notes with DFAM, PFO, DHR and SD.  They are stored on diskettes, CDs and thumb drives.  The respondent was unaware of any requirements for remote access.

B.03
DFAM – Finance

· Electronic records are considered “official” for all the units that use the FLS, which include the Cashier’s Office, Treasury Unit, Personal Finance Unit, and Contributions Unit.

· The units that archive their documents to TRIM are: Cashier’s Office – once a year, Treasure Unit – once in two years, Personal Finance Unit, archiving is on hold – the last time they archived was 4 years ago. The contributions is archiving for the first time.  They are working closely with the records management group.  The financial management is thinking about archiving. 

· Electronic records are maintained in TRIM and printed to paper/retained in the office. E-mails are retained in the respondent’s folder and there are file directories maintained in a shared drive.

· Reports are received both on paper and electronically from FLS, Scanned tables and TRIM

· The unit provides content to the Internet/intranet site and considers the documents the “official version”.   The intranet is supported by policies and procedures and is managed by a consultant.  

· Records and documents are currently shared via e-mail and through shared directories/ workspaces with the Programme Funding Office, Finance Section, Accounts Section, Division of Human Resources, International and Corporate Alliances, Geneva, Copenhagen and the Field Offices.  Staff who are travelling can access the Internet.  SAP can only be accessed in the office.

· The division stores electronic records on diskettes. Hard copies are currently scanned into an imaging system

B.04
Office of Emergency Programmes - EMOPS 

· ??Electronic records are considered “official” records in the unit and are managed in TRIM?, business applications (FLS, Lotus Notes, EMOPS server, in intranet, local hard drives and on CDs.  In addition records and documents are printed to paper and filed in offices. E-mails are managed in folders on the e-mail system and in a shared drive on the LAN.  

· Reports are stored in the Intranet.

· The unit provides content for the Intranet and considers the content to be the “official version” of documents and records.  DOC issued guidelines in the intranet are used as the basis for the policies and procedures on how to manage content on the intranet site.

· The unit shares electronic documents with all the HQ departments and field offices via e-mail, through shared workspaces and departmental directories and through collaborative tools.

· Electronic records are stored on diskettes, CDs and thumb drives

· The unit has not identified any record series to be imaged.

B.05
Evaluation Office - EVO
· Electronic records are considered the “official” records in the unit and are maintained in a records management system, in business applications, on the “C”, on the LAN and printed to paper/maintained in the office.

· E-mails are maintained in the e-mail system and printed to paper/filed in the office.

· The unit keeps electronic records in the Evaluation Report Submission websites (field offices send reports to the Evaluation Office)  Field reports are shared within the office and throughout the organization through Lotus Notes and Evaluation and Research database.  Ramp Trim holds the archival copy of the report and provides the system for filing hard copies (Report is both paper and electronic).  The Intranet forms the bases of the document repository and contains policies and procedures from other offices.  It is accessed on an informal, individual basis.

· The unit provides content to the Intranet and follows the approved policies and procedures for web content management.  For global reports that out offices has commissioned, a draft versions is accessible on the Intranet; when a final version is available, it will be posted on both the Internet and Intranet and is then considered the “official” version.  Although we post field office evaluation reports, the commissioning office still holds the “official” version.  Our office has the “official version” of the Executive Summary that appears on the Intranet and Internet to which the full report is attached.

· All evaluations, studies and surveys are accessible to all offices either directly through the Intranet or upon request to our office.  Other office files are fairly standard – consultant contracts are shared with DHR, budget is shared with DFAM, etc.

· There is a “huge need” to increase remote access to the databases remotely.  Regional offices frequently ask for expanded direct access to evaluation reports.  We do have plans underway to post all evaluations, studies and surveys for the last 5 years on the Document Repository on the Intranet.  Full access to archives could be provided if access to RAMP-Trim were expanded to field offices

· Electronic records are transmitted through e-mail and accessed through collaborative tools or from the LAN.  Field offices can send us files using the Evaluation Report Submissions Website on the Intranet.  However field offices can only access a select number of the reports on the Evaluation and Research Database on the Intranet.  If a field office needs additional reports, they must email out office and we email them back the report.  Within NYHQ all files are accessibly to everyone through Ramp-TRIM

· Electronic records are copied to CDs and thumb drives for backup and for travel purposes.

· The unit has identified reports in evaluation databases as potential priorities for scanning.  For other offices files, such as correspondence and contracts, we have no current plans or procedures.

B.06
Office of Executive Director

· Records that are given OED Chronological Blue Cover Sheet and registered in TRIM are considered “official Records”.  RAMP-TRIM is used for correspondence tracking and important OED items.  Can include Executive Directives and Note Verbales.  Correspondence is saved in TRIM.  Other individuals in OED maintain Ex-Dir trip files and background notes on “C” drive.  There are no shared files on the LAN.

· There are many physical boxes containing ex-director Carol Bellamy’s files  Other ASG’s in OED office maintain separate filing systems. 

· Significant e-mail attachments for ex Dir. Correspondence are physically attached to correspondence and references added to the note field in TRIM.  Incoming chron files have been well maintained since 1996 in TRIM.  Outgoing chronological files have been imaged into TRIM for 2003 – 2004.

· File directories are maintained on an individual basis only.  The Assistant Executive Officer maintains subject correspondence e.g. condolences, gifts, thank you’s congratulations.  The Deputy Assistant to the Exec. Director will have other file directories and physical copies.

· Content is provided to the Intranet site and the Intranet version is considered the “official” version.  Provide Executive Directives and Exec. Director Memos for which OED is solely responsible.  The Executive Director’s Admin assistant would have all Exec. Directives paper files.   

· All Executive Director Speeches are the sole responsibility of Speech Writer for the Executive Director (part of the Media Team/Division of Communication). 

· Executive statements/Press Releases are responsibility of the Media Team/Division of Communication [may be some overlap between Exec. Director Speeches and statements.

· There are no policies and procedures regarding content management. The Executive directives as of a certain date remain permanently online and all procedures regarding updating content, etc. are based on information routine practice.

· OED shares records via e-mail with all Field/Regional Offices, all Divisions, NGOs, Government, UN Agencies, etc.  and has a need for remote access.  Some individuals working with executive office correspondence have requested access to TRIM outside office locations for easy reference and follow-ups. Copies of electronic records are stored on diskette.

· Chronological correspondence has been imaged for the past two years.  Other records beyond the correspondence log were possibly considered for deputies.  At present the correspondence is captured into TRIM using HP Digital Senders, NSI and AutoStore.
B.07
Programme Division - PD
· The questionnaire response seems to indicate that some Sections consider electronic records to be the “official” records and others do not. Some units have EDRMS software and others do not.  Electronic records are kept in shared drives on the LAN.  E-mails are retained in the folders on the e-mail system on the “C” drive”. 

· Information is provided from the Travel system, PROMS, MS Access for Programme Expenditures and DLS, in both paper and electronic formats.

· While the unit does not provide content to the Internet/Intranet sites, there are policies and procedures governing the management of content – DOC for Internet, ITD for the Intranet.  Copies are available from the Intranet Support areas.

· Information is exchanged with all country offices and headquarters via e-mail and through shared directories on the LAN but it is not necessary to provide remote access to applications or data when staff are travelling. 

· The group has not prioritized any paper files as potentials for imaging – however the respondent feels that historical records, from 1989 to 1995 should be imaged.

B.08
Programme Funding Office - PFO
· Electronic records are considered “official” in the unit.  PFO keeps funding agreements with donor governments and non-governmental organizations.  Some donors accept faxed or scanned signed agreements as official records while others require signed originals.

· The unit uses Ramp-Trim for scanned documents and also to keep track of paper files.  Service Desk is a workflow system used for the processing of contributions with attached documents scanned using the Ramp-Trim or other attachments (e.g. email) and having a unique Service Desk number for identification. While Grants Module is not an electronic records management system, it is hoped that Grants Module will be able to replace the Contribution Management System and Service Desk as a contribution work-flow system as it will allow document attachments.

· Electronic records are retained on “C” drives, in a shared drive on the LAN and printed to paper/filed in the office. Because contribution files (funded files) are still kept in physical paper files, in addition to the above, print to paper & keep in relevant contribution file/funded file

· Incoming and outgoing e-mail messages are keept in folders in the e-mail system, on the “c” drive, and, where required, printed and kept in the relevant contribution file.  The volume of email makes it difficult to organize and archive. As some email messages may become official records, determination is needed on which messages should be officially archived instead of being archived by individual staff.  In addition, it is also not clear who is responsible for archiving email messages, as usually more than one individual will have the same message.

· There are no standard naming conventions applied to shared directories and folders. While individual staff may create his/her own file directories and lists, there is no standard folders and directories in either the shared drive or C drive.  In addition, some units file documents directly to the unit’s folder without any file directory.

· The unit receives reports on part and electronically from SAP/FLS and Lotus Notes.  Reports in PROMS and Cognos are received on paper.

· Content is provided to the Intranet/Internet and that information is considered the “official” version. Different units within the division provide different contents, e.g. Funding Teams provide standard agreements with donors, and donor profiles.   However, these are mostly for the Division’s intranet contents.  The respondent is not certain if there are content management policies and procedures.

· The unit shares information with DFAM (AC, AD, BU, DIR, FI), OED, Programme Division - PD, EMOPS, Regional Offices, and Field Offices via e-mails, through departmental directories and the HP service Desk.  Most documents are shared as attachments to email; sometimes drafts are saved in the Team’s shared workspace on the LAN.  Contribution records are shared using the HP Service Desk through workflow.  

· There is a need for remote access to data and applications when staff are travelling outside New York.

· Electronic records are stored on diskettes and CDs in addition to shared drives, etc. Possibility of electronic contribution/funded files was discussed, but never materialized. These may have to be a replication of the paper files at first as some donors still require original signed documents as the official documents. 

· While contribution documentation is scanned to initiate the workflow action through Service Desk, and to share the documentation with other divisions, regional or field offices; there has not been discussions on whether there are other priority documents to be scanned into a digital format.  Ramp-Trim bar code cover page used for scanning; however, there is no naming convention for the scanned documents.

B.09      Supply Division (NY & Copenhagen)
· Electronic records are considered “official records” when printed and used as part of supporting documentation for commercial records.

· In addition to the HQ records management system and Ramp-TRIM, Supply Division has created and implemented an information and document management system last year.  The system is currently under review.

· Electronic records are retained in TRIM, on the shared drive on the LAN, printed to paper and filed in the office or filed in the departmental file room.  Very often the printed version is kept due to the lack of an electronic signature policy and systems or otherwise is common practice in UNICEF and commercial world.

· Incoming and outgoing e-mails are retained in folders in the e-mail system, on the “C” drive, in the shared drive on the LAN, printed to paper and kept in the office/sent to the departmental file room.  Documents are printed to paper because there is no policy to permit the use of electronic signatures.

· File directories are in place.  All electronic information pertaining to the Division is kept in the LAN under a shared drive.

· Reports are received on paper and electronically from SAP.

· The unit provides information to the Internet/intranet and considers that version the “official” version.  The respondent is unaware of any content management policies and procedures.  

· The department shares information with ITD, PD, Audit, HR, DFM, PFO and country offices via e-mail, through shared workspace on the LAN, through collaborative tools and other means (not described).

· The unit stores electronic records on tapes, CDs and DVDs.

· Copenhagen has identified key records series for scanning and plan to begin with Quality Certificates and then more to invoices and shipping documents.

B.10
Office of Secretary Executive Board - OSEB
· The unit considers the ODS web versions of official documents the “official records” of the unit.  E-mails are not considered “official” records. 

· The ODS system, UNICEF Intranet and Internet sites are considered EDRMS systems.  The unit does not share drafts of executive board members consensus text, only keeps what comes out in official form.

· Personal copies are retained on the respondent’s “C” drive.  Records for specific sessions are kept on a shared drive on the LAN.  E-mails are kept in a folder on the e-mail system, on the “C” drive in e-mail archives and sometimes printed to paper and retained in the office.

· On the LAN directory structure . OSEB has less than 10 main folder names, with no sub-folders.

· Reports are received on paper and electronically from FLS and IMIS.

· The unit provides content to the intranet (advanced copy) and the final is posted to the ODS system in PDF format.  The final version in ODS is considered the “official” version.

· The Content Manager determines what to put on the site, in consultation with the Secretary, Executive Board and Bureau.  Some Bureau members ask for specific content to be put on the site. 

· Document being sent outside OSEB are sent via e-mail.  Other files are retained on the shared workspace on the LAN.  

· Electronic records are stored on diskettes and CDs.

· The respondent wonders about converting all items to digital format and wonders about day forward.  For example, how long should the audio records of Bureau or Executive Board meeting be kept?

B.11
Office of UN Affairs and External Relations

· Electronic records are considered “official” within the unit.  Each UN Affairs’ staff member manages his/her own electronic records.  The office manages electronic documents by uploading them to the UNICEF Intranet, Document Repository, UN Affairs’ view.  While this electronic database has vastly facilitated the unit’s work, the respondent feels it needs to be further developed and refined.  Aside from the “Archives” facility in Lotus Notes, the office has no digital archives initiatives planned or in place.

· Electronic records are currently retained in the business applications: overtime, comp time and attendance records are stored in IMIS, supported by hard copies.  Records are also stored on the “C” drive, in Lotus Notes, LAN for scanned documents, and printed to paper/retained in the office.

· Incoming and outgoing e-mails are maintained in a folder in the e-mail system, in the Lotus Notes Inbox and Archives, printed to paper and kept in the office.  There are many file lists and directories relating to e-mail and electronic records.

· Reports are received from FLS, IMIS and TRIM on paper and retained.

· Records are created and maintained both on paper and electronically through the standard desktop applications, Lotus Notes e-mail, the telecommunications system, internet/intranet/extranet and through the Integrated Budget Costing System.

· Information posted to the Intranet is considered to be “official”.  DPP and ITD have developed policies and procedures for content management.  The respondent will be discussing some of the policies, procedures and standards regarding content management with colleagues from these divisions.

· The unit shares electronic documents and records with all UNICEF offices, globally via the Intranet, and with other UN entities via Lotus Notes.  Within the office, a common workgroup directory is used to store scanned documents which need to be circulated.  If records/documents are not confidential, they are shared with any other department upon request via e-mail.
· The unit has identified its key record series for digitizing—UN intergovernmental and inter-agency documents of particular relevance to UNICEF that may not exist in electronic form.  The office has already approached the UN to digitize several documents.  There are other documents which the office itself will scan (e.g., Signed memoranda of understanding). For the most part, documents are scanned into PDF.
C.00
Document, Records, Content Management Policies and Procedures. (Ques 3.1 to 3.6)
	Excerpt from DAP – Questionnaire part 3  -  Business Units

	3.0   Document/Records Management/Content Management Policies and Procedures

3.1
Are you aware of any departmental policies and procedures related to electronic records and e-mail (see annex 5 for reference) 

3.2
Does your work unit have a policy concerning the use of electronic signatures*[see note]?  *Note: refers to use of a recognised independent system to authenticate a signature with a digital certificate or other means. Not refer to autograph image ….

3.3
Has your work unit developed policies and procedures to:  (Check X all that apply)
· Ensure that e-mails and electronic records are part of your overall records management programme? _____

· Ensure training on how to manage electronic records and archives? _____

· Apply classification schemes (where available) to electronic records? _____

· Manage “shared drives” as part of the RM programme? _____

· Manage e-mail as corporate records? 


3.4
Do you apply any naming conventions or classification schemes when saving electronic documents/records? 
3.5      Are you aware of records retention requirements for electronic records and e-mail? 

3.5.1 If yes, do you apply them to your electronic records and e-mails? To folders in directories on networks (shared or personal workspace) or hard drives? In e-mail folders ; To records in imaging or document management systems?;In databases? 

3.6
For what reasons do you dispose of your electronic records? Please rank the following in terms of the reason for disposition:  (1 most often, 6 least often)
see 3.7 on in next section


C.01
DFAM - Administration
The work unit has not developed policies and procedures to manage e-mails, electronic records or electronic signatures.  The respondent was unaware of any retention requirements to be applied to e-mails and electronic records and indicated that the major reason to dispose of electronic records is because there is a lack of server space

C.02
DFAM – Budget

· The respondent is aware of departmental policies and procedures regarding e-mail,  electronic records management and retention requirements for managing electronic documents and records.  
· Policies and procedures address the management of e-mails and electronic records through shared drives. A classification scheme is applied to electronic documents and records.  There is no departmental policy regarding the use of electronic signatures. 

· The main reason for disposing of electronic records is the lack of server space.  In some cases, electronic records are never disposed of and the reasons cited as the lowest were department restructuring, annual directory clean-ups and the annual culling process.

C.03
DFAM – Finance

· Policies and procedures are in place to manage electronic records and archives, managed shared drives and manage e-mails in a shared e-mail directory. 

· There is a division policy relating to Electronic Signatures: an Electronic signature is an extra process in SAP.  At the end of the transactions, certain transactions are tagged.

· The respondent applied naming conventions/classification scheme to electronic documents and is aware of retention requirements, which are applied to folders on the networks and to e-mail folders

· Electronic records are disposed of based on lack of server space and annual directory clean up days.

· The division has records of archival or long-term value that are regularly identified but there are no specific retention schedules applied to the digital records beyond what applies to paper.

· The division has a migration/preservation strategy in place and has established standards to ensure the capture of digital records of long-term/archival value. The records are transferred to the archives regularly.  There are special considerations regarding the handling within a digital environment.

C.04
Office of Emergency Programmes - EMOPS
· There are no written policies and procedures to provide guidance on how to manage e-mails and electronic records.  Policies and procedures on training related issues focus on IT.  There is guidance on applying the classification schemes, managing shared drives and managing e-mails as corporate records.

· The respondent is not aware of retention requirements for e-mail and electronic records. 

· The main reason for disposing of electronic records is normally because IT stipulates it is time.  Other reasons include department restructuring, annual directory cleanup and annual maintenance programmes

C.05
Evaluation Office - EVO
· Policies and procedures are in place to support user training in how to manage electronic records and archives and apply the classification scheme to those records. However, the classification scheme/naming conventions are only applied to evaluation databases and the documents in the imaging system, not to general office files.

· For the evaluation database, there is a quarterly system for registering the reports in RAMP-Trim (Long-term archival) after which the electronic record is removed from the Lotus Notes database and “c” drives.  There is an annual transfer of hard copies (reports that were received only in hard copy that do not meet our current scanning standards) to long-term storage in UNICEF Record Center in Long Island City.

C.06
Office of the Executive Director – OED  UN-CS-RAI-USAA-DB01-2005-00120
· The respondent is not aware of any departmental policies and procedures to manage electronic records or to allow the use of electronic signatures. 
· Naming convention for documents depends on the individual entering the data

· Dispose of electronic records most often when  C-drives are full since all documents not saved to RAMP-TRIM (such as OED correspondence)  are saved to individual C-Drives, no LAN usage
C.07
Programme Division - PD
The unit has procedures on managing shared drives but does not apply naming conventions or a classification scheme when saving electronic documents.  The main reason for disposing of electronic records is because of a lack of server space.

C.08
Programme Funding Office - PFO
· The policies and procedures are UNICEF-wide, and not specific to Office. Updated policies and procedures, particularly with regards to email, are required; example on what documents need to be archived as official records, who should do so, where should the documents be stored, etc.

· The unit does not have a policy regarding the use of electronic signatures.

· With regard to the management of e-mails and electronic records as part of an overall RM programme discussions were initiated for electronic contribution/funded files, but never finalized.  The unit does not apply naming conventions or a classification scheme to its files, recognizes it is necessary but it has never been discussed.

· Besides the Ramp-Trim electronic tracking system for contribution/funded files, currently the only electronic records are the scanned documents in Ramp/Trim.  No discussions have been initiated on the retention of these records.

· Limited email space necessitates archiving or deletion of email messages; this is done by individual staff members and not by division.  There is no retention requirements for email at present; however, if some email messages become official records, a policy or procedure is required.

· The volume of emails and the workload make it difficult to organize the records. Most of the time, due to lack of server space, email messages are just sent to archive without cleanup.

C.09
Supply Division - SD (NY & Copenhagen)
· Policies and procedures exist to help users apply the classification scheme to shared directories and manage e-mails as corporate records.  There is currently no policy allowing the use of electronic signatures.

· The unit follows the same rules and applies the same regulations for document archiving and retention periods as paper.  The retention requirements are applied to databases and the imaging and document management systems. 

· Lack of server space is the main reason for disposing of electronic records, followed by department restructuring and annual directory clean-up days.

C.10
Office of Secretary Executive Board - OSEB
· The unit has created procedure about managing shared drives.  However, there is no policy allowing the use of digital signatures.  Naming conventions and classification schemes are ad hoc. 

· The respondent is not aware of retention requirements for e-mails and electronic records.

· The annual transfer/culling process is the major reason for disposing of electronic records: drafts are removed from shared drive file structure based on previous session schedule.  Printed copies are in folders.

C.11
Office of UN Affairs and External Relations

· UN Affairs has not developed its own policies and procedures to manage electronic records and e-mails and would welcome guidance in these areas.  In general, the office follows general guidelines.  On an individual basis, staff members have availed themselves of trainings, demonstrations offered by ITD with respect to the management and archiving of electronic mail, and have developed methods for managing their own electronic records.  They are applying naming conventions to the files, are aware of retention requirements for e-mail and electronic records and are applying the retention requirements to e-mails, folders and directories, databases and imaged documents.  

· Retention schedules are implemented usually when there is no more space on the system.  And the extent to which the retention schedules are applied varies from one staff member to another.  Lack of server space is the most common reason for applying the retention schedule, followed by department restructuring.


D.0
Records of Potential Long Term -Archival Value (Ques 3.7  to  3.9)
	Excerpt from DAP – Questionnaire part 3  -  Business Units

	3.7
Does your department/org unit create or receive records of potentially archival or long term value?  If yes, answer questions 3.7.1- 3.7.5

3.7.1
Are records that have potentially archival or long term value regularly identified and appraised in your department/division for retention or destruction?

3.7.2
 Do any special retention schedules apply to these digital records [beyond what applies to same information in paper format records?]

3.7.3 
Does the unit/department have a migration/preservation strategy in place to ensure that the digital records are accessible and retrievable to users

3.7.4 
Has the department/unit established standards (including metadata), policies and procedures or business rules to ensure the capture and maintenance of the digital records with potential archival or long term value? 

3.7.5 
Has the department/unit created specific finding aids/indexes for digital records with potential archival or long term value ?

3.8
Do you regularly transfer archival records or those potentially having long-term value to the archives?


3.8.1    If yes, do you need to refer to them or retrieve them? Frequent, Some, Never 

3.9 
Are there any particular records or groups of records related to your main substantive function that may require special consideration or handling within a digital environment (either security access or long term preservation). 


D.01
DFAM - Administration
The department produces records of long-term/archival value but these records are not appraised or reviewed for retention/destruction purposes.  Retention periods are not applied to these digital records, nor are there standards, a preservation/migration plan to ensure that they are accessible over time.  The department transfers records to the archives and references them from time to time.  The respondent did not know whether there are any special requirements associated with these records

D.02
DFAM – Budget

The department does have records of long-term/archival value but has not established any internal programme for managing them.  CAG records are transferred to the archives.

D.03
DFAM – Finance (form to be checked)

4.1      
Records Issues are Not addressed with new systems

4.2
To create and store electronic documents and records we use Word, excel, PowerPoint, Access and Lotus Notes

4.3
Use RAMP-TRIM to manage paper and electronic records.
4.4       Access and retrieve records from an imaging system

4.5      Access and retrieve records from microform 

4.6    No substantive documents stored in older formats that may require conversion.
D.04
Office of Emergency Programmes - EMOPS 

· Records of long-term/archival value are regularly identified in the unit.  For Financial records it is clear what are required (same time frame for paper record for same subjects (Financial Circular 25/Rev 1).  For other records (Programme, etc.) that are not covered by FC, it is not clear how long they should be kept.

· The migration/preservation strategy focuses on backing up the server, only.

· The unit has established a structure for digital records saved on a common workspace that has a first level separated by individual unit names.  Below that level there is no naming convention.

· There are no specific aids to retrieve digital records that have long-term or archival value.  The unit relies on Windows XP search tool.  The respondent would use desktop goggle if it could be downloaded.

· Records are transferred to the archives and are sometimes referenced.  Those records of archival/long-term value have special handling/preservation need within a digital environment. 

D.05
Evaluation Office - EVO
· Beyond the rule that all evaluations are preserved, there are no standards for retention or review of other types of office files.  Evaluations themselves are not appraised or identified for value but just all treated as one unit despite the fact that some evaluations have more use and historical value than others. There are no special retention requirements other than “keep all evaluations”.

· The group relies on IT maintaining the integrity of the RAMP-Trim and Intranet.

· Evaluations are regularly transferred to the archives.

· Long-term preservation may be an issue as major evaluations and follow up have an accountability aspect to donors.  Security access is not an issue although it is a bit difficult to flag reports as “internal only” in Ramp-Trim.  We have used a Notes field but I worry that will not always be seen by users in other offices.

D.06
Office of the Executive Director (OED) UN-CS-RAI-USAA-DB01-2005-00120
3.7  Does  create or receive records of potentially archival or long term value?  

3.7.1 
All potential Archival docs are identified for registering in OED Chron in RAMP-TRIM, through use of blue cover sheets that are routed for action and comments. The data on cover sheets is also entered in RAMP-TRIM. This practice includes communications with UN organizations, countries and partners as well as all other relevant correspondence.  Unlogged documents that don’t receive the “Blue cover sheet” include randomly received publications

3.7.2 
 No special retention schedules beyond what applies to same information in paper format

3.7.3  
 Migration/preservation strategy  to ensure that the digital records are accessible and retrievable Depends on IT colleagues

3.7.4

Use RAMP-TRIM fields and procedure -workflow identified for OED to ensure the capture and maintenance of the digital records with potential archival or long term value

3.7.5
Use RAMP-TRIM finding aids/indexes for digital records with potential archival or long term value 

3.8
Not recently  transfer archival records or those potentially having long-term value to the archives?

3.8.1
When questions arise for older paper-based archived records, RAMP-TRIM is used to search for the folders or documents. 

· For all recent correspondence RAMP-TRIM is used
· For Recent trip files/background notes, there is not yet a system in place [need to confirm this with Assistant Exec officer for Exec Dir and Admin Assistant]

3.9 
Speech files may required special consideration. 
· Executive Director Speech Writer for DOC most likely has all speeches, they are not all necessarily on intranet.  
· Exe. Dir gives 4-5 speeches per week to various organizations. These could be very useful if other executive staff or new Executive Director is again addressing one of these groups at a later date.…..
D.07
Programme Division - PD
Records of long-term/archival value are regularly appraised for retention and destruction and are transferred to the archives.  These records are accessed frequently.   However, there are no standards or migration strategies in place to manage the digital records.  

D.08
Programme Funding Office - PFO
· Contribution files have archival/long-term value.  These are currently in paper format with electronic tracking through RAMP-TRIM. The actual archival of the paper documentation (instead of only tracking) was discussed, but it was never materialized.

· While there is a general policy on retention period, it is difficult to determine the retention period of contribution files.  Only a couple years ago, a donor requested document from early 1980’s, which was/is still available from the contribution file in archive.

· There has not been discussion in the division on a migration/preservation strategy for retrieval. Organization-wide, data from the Legacy system was stored when UNICEF moved from legacy to FLS/SAP in 1999, but retrieval is very cumbersome and not sure whether anyone has tried to retrieve any data.  An archival system for FLS/SAP data is still work-in-progress.  While preserving documents is important, it is more important that the documents are accessible or easily retrieved, as otherwise, individual staff members will keep copies as their own records.

· The only business rule to follow is that the information which needs to be included in the Ramp-Trim for tracking of paper files was discussed and agreed, in order to be able to easily locate the file.  This information includes the paper file number, donor, donor agreement reference, recipient country, brief project description and the internal UNICEF reference for the contribution.

· Contribution/Funded Files (physical paper files with tracking through Ramp-Trim) are regularly transferred to the archives. Documents from contribution/funded files may be required for donor, audit and other purposes which may result in special handling requirements or that security and access issues be addressed.

D.09
Supply Division - SD (NY & Copenhagen)
· The units create records of long-term/archival value that are regularly identified for retention and disposition.  Finding aids/indexes are created to provide access to the records.  These records are transferred to the archives and sometimes referenced.  Some of the records require special handling (security, access and long-term preservation).

· There is no migration/preservation strategy in place, although the unit follows a common practice that needs to be translated into a policy.

D.10
Office of Secretary Executive Board - OSEB 
· UNICEF executive Board documents and possibly executive board bureau minutes are of long-term/archival value. Records that may have long-term value are not regularly identified and appraised for retention and destruction.  

· There is no migration/preservation strategy in place. The respondent comments that “did best could to capture information on older disks.  UN-Sec ODS system goes back about 7 to 10 years for most language of UNICEF Executive Board Documents.  For items more that 7 to 10 years old, OSEB relies on UNICEF or UN secretariat printed version or microfiche.

· Records of long-term value are not transferred to the archives.  In the past OSEB has sent bound versions of older Executive Board records in boxes to be transferred to off-site UNICEF records center using RAMP-TRIM and predecessor, RAMP- Wang.  The respondent indicated that it is faster to check microfiche in UN-Sec. Or UNICEF Library, or NYHQ Docs Dist are, that to retrieve a box/folder with paper copies.  However, for scanning of older documents, the older records in the records centre are sometimes retrieved. 

D.11
Office of UN Affairs and External Relations
· Paper records that have long-term/archival value are identified and appraised for retention/destruction.

· UN Affairs transfers paper files to the archives.  Since the office frequently refers to its files, it tries to keep them as long as possible on the premises.  A good example of the need to do this is the 5-10 year reviews of follow-up to Global Conferences.  GA resolution 58/282 adopted in 2004 calls for a commemorative plenary meeting in 2007 devoted to the follow-up to the outcome of the 2002 special session on children.  When, due to space constraints, it becomes necessary to archive files, the office identifies records of lesser importance to transfer to the archives (e.g., subject files or country files).  Since the most important records have been retained in the office, there has been no need to date to retrieve anything from the archives warehouse.
· UN Affairs in not archiving electronic records to which a retention schedule would apply and is counting on ITD to have a backup/migration/preservation strategy for all documents posted to the Intranet, Document Repository, UN Affairs’ view.  Since other electronic records are being kept in the office, the question of accountability/retrieveability has not been an issue.  However, should anything unforeseen happen to the “C” drive, the office would be at a complete loss.
· The unit has created indexes for paper records that have been archived.  But apart from naming conventions/classification schemes assigned to the electronic records when saving them or uploading them to the Intranet, no finding aids/indexes have been developed in the event these records were to be archived.

· Sensitive Security Council sanctions files for Haiti, Former Yugoslavia and Iraq that contained final vetted submissions to the SC committees, original signed letters of approvals, etc. may require special handling in a digital environment.  

E.00
Systems and Software Tools (Ques: 4.1  to 4.6)
	Excerpt from DAP –Questionnaire part 3  - Business Units

	4.0   Systems and Software Tools 

4.1 
As new document management, imaging, workflow and other systems are introduced, is the records management group involved to ensure that preservation, classification, access and retrieval requirements and disposition requirements are addressed in the design of the systems?  (Check X which one applies):  Never , Sometimes, Always, Comments_

4.2
What software tools are used to create and store electronic documents and records (e.g. word, excel, PowerPoint, Sharepoint, Lotus Notes etc.)?

4.3
Do you use a document/records management software package to manage paper and electronic records?

4.3.1
If yes, please provide the product name (e.g. Livelink, TRIM, Red Hat)

4.4   Do you access and retrieve records from an imaging system?

4.5   Do you access and retrieve records from microform (microfilm or fiche)?

4.6  Do you have any substantive electronic records or legacy systems documents stored in older formats (floppy discs etc) that may require conversion?


E.01
DFAM - Administration
Records management issues are not addressed when new applications are introduced.  Word, Excel, power point, Lotus Notes and Aperture and the main software applications used to create electronic documents and records.   Microfiche is used to store information within the unit.

E.02
DFAM – Budget
· Records issues are never addressed when new applications are introduced

· The key applications for document creation and storage are Word, Excel, PowerPoint, Lotus Notes, FLS, IMIS, NBCS, IBCS, and SAP-HR. TRIM is used to manage documents and records

E.03
DFAM – Finance

· Records issues are always addressed when new systems are developed

· The major applications in use for creating documents and records are Word, Excel, PowerPoint, Access and Lotus Notes. TRIM is used to manage paper and electronic records. Records are also kept on microform

E.04
Office of Emergency Programmes - EMOPS
· When new systems are applied, records management issues are sometimes addressed.  

· Records and documents are created and stored using Word, excel, PowerPoint and Lotus Notes. With regard to EDRM software applications, individual user is testing Filing Central.  RAMP-TRIM is used to track paper folders and Boxes.  There has been some use/testing/consideration of RAMP-TRIM for tracking or sharing electronic and scanned items by EMOPS.  More time and some additional resources would be needed to fully pilot.  Documents and records are also accessed from imaging systems.

· General Comments:  More involvement of all staff, resource commitment, and clear policy/guidelines is needed.

E.05
Evaluation Office - EVO
· Records management issues are always addressed when new systems are developed.  Records and created on Word, Excel, PowerPoint and Visio. They are stored in Lotus Notes and Ramp-Trim.  Access as the bridge between the two.

· The group retrieves some of its evaluations from an imaging system.

· About a year ago, the Evaluations unit invested money to have an outside consultant convert their legacy system to a Lotus Notes friendly environment.  They lost a lot of records in the conversion.  We consider this a lessons-learned regarding customized databases and having good IT tools available in-house.

· Additional Comments:   Expanding access is critical for us for document version control (in addition to the other benefits of expanded access)  Field offices create many documents which they share with NYHQ via e-mail because there is a lack of a centralized document “shared drive”.  Newer versions or final versions are then not sent, or confused with previous emails.  The Evaluation Submission Website is trying to address this need but the limited placed on it by our own IT impede its full value (once sent to us via the Website, the electronic report is removed an put in RAMP-Trim which is only accessible to the NYHQ – no access for regional and country offices to share with each other.

E.06
Office of the Executive Director – OED

4.1
The records management group was involved for TRIM use

4.2
Word, excel, PowerPoint, Lotus Notes used.
4.3
RAMP-TRIM used to manage paper and electronic records?

4.4     RAMP-TRIM to access and retrieve records from an imaging system.
4.5     Older Executive board documents are on microfiche

4.6    Recently there are no known documents in older formats that may require conversion.
5.0
 Additional Comments: Informal procedures used by Executive Office and Assistant Executive Officer to process regularly received correspondence were found to make office operations more efficient.  They could possibly be registered in TRIM for those issues sometimes covered in handover notes to ensure consistency in records practice.

E.07
Programme Division - PD
· Records management requirements are always addressed when new applications are implemented.

· The unit uses the Microsoft Office suite and retains documents in PDF format. The unit uses TRIM to manage documents and records. Red Dot is used as the imaging solution. Information is also kept on microfilm and accessed occasionally.  Old annual reports are maintained on diskettes.

· General Comments:
· Many staff members keep electronic e-mail and attachments in the individual folders.  A better archival system could release some of the huge amounts of MB space used to storage messages and attachments in their current email folders.

· Some staff members also have information in files that are already stored in other systems but not readily accessible to view or retrieve by those who many need it.  This keeping of double records is not necessary or efficient.  

· As noted above, this response covers primarily the Director’s office of Programme Division.  Further discussion/consultation with the individual programme division sections would be required before any new system or procedures is implemented to improve current electronic management or digital archives use in PD.

· Possible person to check on status of older record series and current practices would be the work unit person who last sent records to storage areas.

E.08
Programme Funding Office - PFO
· When new systems are introduced, records management issues are not addressed.  There is no divisional system other than the archiving of contribution/funded files).

· The division is participating in the FLS/SAP archive, however, the division is not the owner of any of the data, only a user. Discussion on divisional common archiving was initiated, but it was never finalized.

· The major software applications used to create and store records and documents are: Microsoft Office Software (word, excel, PowerPoint); RAMP-TRIM; HP Service Desk; Lotus Notes – email. TRIM is currently used to track paper files and scanning documents, mostly contribution documents. Documents are accessed from imaged files in TRIM.  Individual staff may have electronic records in floppy discs, etc., but most would have already been converted to excel spreadsheet, so not sure whether conversion would be required.   

· General Comments:  System needs to have easy retrieval; however, some thoughts need also be given to the use of the documents. Will individual staff who need documents print them as they are needed and then discard them because the documents are easily retrievable from the system, and print them again the next time they are needed? This seems to be what has happened now that most records come electronically.  Before the documents were available electronically it was not so easy to get an extra copy. In that case, the staff and/or divisions/units needing the documents would keep a copy as a working document.

E.09
Supply Division - SD (NY & Copenhagen)
· There is no records management support in the Supply Division, however, the management group and DO are always involved in the selection of new software.

· Software applications used to create and store digital records and documents include Lotus Notes, MS Access DB and Adobe

· Copenhagen has an EDRM solution.  New York does not.  Part of the electronic records are stored and managed through Lotus Notes developed workflow.  They also use Red Hat.  The units expect to move to imaging as the data volumes grow.

E.10
Office of Secretary Executive Board - OSEB
· Common software applications include Excel, Word, PDF, PowerPoint, and Red Dot presentation to Lotus Notes for Intranet.

· ODS is used for “official” documents.  Very rarely is microfilm accessed.  Legacy data may reside on diskettes and CDs.

E.11
Office of UN Affairs and External Relations

· Records management issues are always addressed when new applications are implemented.  There has been good cooperation between UN Affairs and the UNICEF Records Management group.

· The unit uses Word, Excel, PowerPoint and Lotus Notes to create and store electronic documents and records.  TRIM has been used to manage “paper” records only; electronic records have not been archived.  Records and documents are accessed and retrieved from an imaging system.  Some older electronic records are stored on old diskettes, and the content would have to be reviewed in order to determine whether or not these records are of long-term/archival value.
· General Comments:  Someone searching the UN ODS to find the recently adopted (23 December 2004) resolution regarding the security and safety of UN operations, staff and premises would have to know that it appears as part of the Omnibus resolution A/RES/59/276 entitled “Questions relating to the programme budget for the biennium 2004-2005”.  Someone searching the UNICEF Intranet site can find it much more readily under UN Affairs’ view, General Assembly resolutions.
� The DAP Blank Form Part 3  with space for answers and extra information is registered as : UN-CS-RAI-USAA-DB01-2005-00064,  The list of  just the questions without options for various answers is registered as: UN-CS-RAI-USAA-DB01-2005-00186





� Draft Dap Deliverable 2, Appendix A spread sheet is UN-CS-RAI-USAA-DB01-2005-00179  
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