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	#
	Activity/Deliverable Certification Checklist
	Suggested Entium Deliverable Checklist Definition
	Preliminary Comments/Issues for further discussion/ further clarification
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	1
	Activity 4:  Based on Activity 2 and 3, develop

detailed specifications, requirements and 

standards, including both the technical and 

administrative (policy) aspects, for developing 

a Digital Archives Program within UNPOs.
	Entium will develop a preliminary model to be presented as the foundation for providing guidance to the UNPO representatives.    This model, in combination of working with the appropriate UNPO personnel will be the foundational information that will be used to create Deliverable 4.   

	Preliminary model – 

must be based on Deliverable 2 and 3 – must be sent in advance for review
- suggest preliminary model is a hybrid (see item #22)


	Preliminary model will be submitted during Deliverable 4 exercise rather than at the beginning of the exercise.

	1a
	
	Entium consultants will perform no additional data collection.
	
	

	1b
	The vendor will work closely with appropriate 

information technology professionals, 

business unit staff and archives and records management personnel to identify and describe the technical and administrative requirements for creating reliable and authentic records within UNPO systems and for selectively archiving those digital records that have long-term value to the UNPOs.   
This includes:
 
	Entium will meet on-site for one day to conduct a morning and afternoon session attended by an information technology professional, a business unit representative, and an archives and records management person from the UNPO. 

The results from these meetings will be incorporated into Deliverable 4.


	Entium Session : 

What is the purpose, inputs/outputs, what will be accomplished?

What is the format and background for the meeting;
What is the content (questions received ahead of time);
Who will be the Entium participants;
One UNPO rep from each area may attend; 

Is this fine tuning del 2 & 3 interviews?
For example: is more information needed from ICT, IRAM or BU, or updated Annexes?
It may be more effective to have this session once there are preliminary drafts of the reports completed.
	The ‘session’ will take place if needed in order to further discuss preliminary model or to facilitate any additional WGARM input. Agenda, formats, questions would be circulated in advance. To make the most effective use of participant time. Electronic  comments will be encouraged.

	1c
	Identify how archival records identified 

when they are created
	
	Note: Entium to clarify intention to satisfy tasks noted in original proposal (items 1c, d, e and f) :

Task 1 – Identify digital records creation and storage strategies
	Will be included as part of the administrative and technical reports

	1d
	Identify how to reconcile different metadata 

requirements and classifications within 

the UNPOs
	
	Task 2 – Identify metadata and classification requirements


	Will be included as part of the administrative and technical reports

	1e
	Identify the best approaches for storing, 

preserving and retrieving digital materials 

of long-term value
	
	Task 3 – Identify Best approaches formats and data structures to support long-term preservation
	Will be included as part of the administrative and technical reports

	1f
	Identify the appropriate formats and data 

structures to support long-term 

preservation and access to archival 

materials
	
	
	Will be included as part of the administrative and technical reports

	2
	Deliverable 4: Prepare comprehensive report(s) 

describing Digital Archives Program and 

proposing appropriate models for which the 

UNPO may follow including models with a 

shared or co-operative repository network 

with an in-house repository network.  
The report(s) will have detailed specifications and requirements for developing a digital archiving capacity within the UNPOs including the technical and administrative aspects and appropriate models.  
	Entium will create one report with the following sections:
1. High-level specifications and requirements for developing a DAP
2. Administrative aspects of a DAP
3. Technical aspects of a DAP


	Due to WGARM review process, it is preferred to review the various ‘chapters’ of the reports (Admin, specifications, tech) as they are completed.

	One report is acceptable as long as all the elements are included. In order to obtain clarifications and expedite the final review process, it is agreed to circulate early drafts on specific items especially on technical matters where comment and agreement is desired.

	2a
	The models should include a Reference Model and at least two Functional Models which the UNPO may follow; one model with a shared or co-operative repository network and one model with its own separate repository network.
	4. DAP Reference Model

5. DAP Functional Models for:

· A centralized archive repository managed through UN ARMS

· A decentralized, custodial model, for a repository managed within the UNPO 
	A centralized archive repository managed through UN ARMS – not UNARMS but designated UNPOs to be decided 


	Agreed and see below

	2b
	
	These models cannot stand alone.  
The issue of responsibility and oversight for the use and access, in terms of the “archival” component must be addressed.  For example, UN ARMS oversees the DAP administrative component of the program and provides requirements to the UNPOs relative to the ICT requirements.  
	Responsibility issues should be addressed within staff and management definitions and Implementation Plan (Del 5)
See note (#22) below on possibility of Hybrid and comparisons of advantages etc.

	Agreed and see below

	2c
	
	Please confirm that this is intended, since it is not in scope for this project.
	please advice what is not within the scope of the project
	No longer an issue based on details agreed below


	
	Administrative Report
The report(s) describing the DAP will minimally include: 

	Administrative Section:
	
	

	3
	· Drafts of policies, practices and identification of appropriate standards including those for developing information systems*;
	Entium will provide industry standards of policies and practices enabling the UNPOs to develop appropriate standards for their individual information systems.


	Policies and Procedures should not be limited to info systems but all P&P related to DAP.  Entium may present generic policies, practices and standards that may then be applied within each UNPO,  based on Deliverable 2, 3 findings  and industry standards and best practices
	Acceptable since Entium will incorporate findings of  Del 2 and 3 

	4
	· Definition of metadata requirements to support digital archives;
	Entium will provide preservation metadata definitions that support digital archiving, based on current research in the field.


	Entium should propose appropriate* metadata requirements based on Deliverable 2, 3 findings and current industry standards and best practices.
	Acceptable since Entium will incorporate findings of  Del 2 and 3

	5
	· Best Practices that will support access, use and preservation of digital records;
	Entium will provide links to current research and initiatives which are addressing the issue of access, use and preservation of digital records.
	Entium should propose appropriate* Best Practice based on Deliverable 2, 3 findings and current research and initiatives 
	Acceptable since Entium will incorporate findings of  Del 2 and 3

	6
	· Definition of the (staff) functions, roles and responsibilities required for ongoing management/ maintenance of a DAP including a draft TOR;
	Entium will provide high level descriptions of the types of activities that might be undertaken by Creators/Producers; IT staff and Records/Archives staff, including references to current competency models which can be adapted by the UNPOs as required.
	Entium should propose appropriate* Functions and Responsibilities based on Deliverable 2, 3 findings and current industry standards and best practices.
	Acceptable – Entium will provide generic activities needed to support DAP

	7
	· Business changes that are required to enable digital recordkeeping and digital archiving;
	Given our findings in Deliverables 2 and 3, we have some concerns about the level of maturity and readiness of the UNPOs to develop a DAP.  Therefore we will provide information on a readiness assessment process, which will provide the UNPOs with a foundation to determine which business changes are required.
	Providing information on a readiness assessment process does not necessarily identify areas which need change.  Entium should propose appropriate* changes that target UNPOs business process and increase DAP readiness. Developing a Maturity Model may help identify necessary business changes within each UNPO and facilitate the roadmap required in Deliverable 5.
	Acceptable - Entium will provide a ‘maturity model’/ check list which identifies DAP readiness assessment 

	8
	· Roles and responsibilities defined for managing and preserving digital information assets in relate to IT departments and to Archives and Records Management groups and including monitoring and maintenance strategies.


	Entium will incorporate this point with the above Definition of the (staff) (item 6) functions, roles and responsibilities.
	See comments from item 6
	Linked to item 6

	
	Technical Report
	
	
	

	9
	· Technical standards and architectures that will enable digital archiving,
	Entium will provide current industry standards relating to the technical architectures that will enable digital archiving.


	Entium should propose  appropriate* Technical standards and architectures based on Deliverable 2, 3 findings which take into account UNPO tech environment as well as industry standards and best practices.
	Acceptable since  Entium  will incorporate findings of  Del 2 and 3

	10
	· Appropriate electronic records management, document management and digital preservation strategies to support DAP,


	The UNPOs require a lifecycle management strategy to manage their information resources, rather than individual components.  Lifecycle Information Management Strategy includes the following components; electronic records management, document management, and digital systems that support the DAP.  From data collected in Deliverables 2 and 3 that identify electronic records strategies currently in place, Entium will evaluate and recommend the existing strategies that fit into the DAP.


	Concept of a lifecycle management strategy by itself is not sufficient.  As noted in the DAP SOW, Entium should identify appropriate ERM, DM strategies with an emphasis of what elements of the strategies may affect DAP implementation.  In addition, the strengths and weakness of various Preservation strategies should be identified along with a recommended proposal (see ERM, DM and Preservation descriptions and diagram for additional information 
UN-CS-RAI-USAA-DB01-2005-00243).
	Acceptable if Entium accepts WGARM comments

	11a
	· Functional requirements statement for an automated systems to support the DAP; 


	Given that the focus of the deliverable is the DAP, we will prepare a Functional Requirement Specification to be used by the UNPOs for evaluating and selecting the appropriate tools that will meet that DAP criteria.
	The functional requirement statement should include specifications, requirements and rules for automated tools that facilitate DAP maintenance 
	Acceptable if Entium accepts WGARM comments

	11b
	· identification of tools that automatically generate or extract metadata


	This will be included in the Functional Requirement Specification 
	This is one example of an element of 11a
	Acceptable

	12
	· Software and applications requirements,
	Entium will provide functional requirements models, based on current best practice in the US, Australia and the United Kingdom, against which products are certified. 
	Entium should propose software and applications requirements  based on Deliverable 2, 3 findings (UNPO tech environment) and industry standards.  These products do not necessarily need certification.
	Acceptable since Entium will incorporate findings of  Del 2 and 3

	13
	· Infrastructure requirements,
	Entium will provide infrastructure models which can be adapted by the UNPOs.


	Entium should propose  appropriate* infrastructure requirements based on Deliverable 2, 3 findings (adapted to our tech environment) and current industry standards and best practices.  Infrastructure meaning the minimum facilities, services and programme needed to ensure adaquate DAP readiness.
	Acceptable since  Entium will incorporate findings of  Del 2 and 3

	14
	· Data management standards,
	Entium will provide references to ISO and other related standards which can be adapted by the UNPOs.


	Entium should propose  appropriate* Data Management standards based on Deliverable 2, 3 findings and current industry standards and best practices. (UN-Sec has DM standards) 
	Acceptable since  Entium will incorporate findings of  Del 2 and 3

	15
	· Digital Recordkeeping standards,
	Entium will provide industry Digital Recordkeeping standards pertaining to Digital archives only that UNPOs can compare to their existing systems.


	Entium should propose  appropriate*  Digital Recordkeeping standards based on Deliverable 2, 3 findings and current industry standards and best practices. (UN-Sec has Recordkeeping standards)
	Acceptable since  Entium will incorporate findings of  Del 2 and 3

	16
	· User training and interface requirements,
	UNPOs and IT functions to define


	Identify general areas of generic training requirements (competencies needed etc.) which will be applied by individual UNPOs – (may be linked to Change Management)
	Acceptable - Entium  Entium will provide training requirements for various competency levels needed for DAP; 

	17
	· Tools to identify attributes of digital materials and objects to be preserved,
	The deliverables in this project relate to digital archives and items of long-term value.  Entium can respond to this item, however, the UNPOs have to have retention schedules in place, identifying digital records of long-term value and their associated databases. 


	Entium should identify technical functional requirements for tools that distinguish attributes such as technical properties, mixed media, compond documents.  E.g. what is needed to classify records as objects in order to preserve them.
	Linked to items 11A and B

	18
	· Technical strategies that best provide continuing access,
	This item to be included with the digital preservation strategies previously identified (item 5&10).


	See comments for item 5 and 10.  Also preservation strategies is different from continuing access
	Linked to items 5 & 10

	19
	· Minimal level of metadata required for long term management,
	This item will be addressed with in Functional Requirements Statement  previously identified.
	This item should be covered under  item 4 (Metadata requirements) 
	Linked to item 4

	20
	· Security rights, access standards and procedures to guarantee the availability, accuracy, reliability and preservation of DAP records,
	Entium will provide a security framework based on industry standards for DAP records identified by UNPOs.


	Entium should propose appropriate* general security, access standards and procedures based on Deliverable 2, 3 findings and current industry standards and best practices of organizations with a similar environment (i.e. not necessarily private sector but perhaps government, international org (IAEA) or international standard bodies, ISO, standards)


	Acceptable since  Entium will incorporate findings of  Del 2 and 3

	
	Model Reports
	
	
	

	21
	· Develop a Reference Model (based on OAIS Model) which supplies a common framework, including terminology and concepts for describing and comparing architectures and operations of digital archives.


	Entium will develop a Reference Model based on the administrative and technical portion of this Deliverable.
	What elements will be included in the Reference Model? 
	Acceptable, assuming that it will include terminology and concepts for describing and comparing architectures and operations of digital archives.



	22
	· Develop a minimum of 2 Functional Model(s) which UNPOs may follow including a model with a shared or co-operative repository network and a model with an in-house repository network.


	Entium will develop 2 functional models based on the administrative and technical portion of this Deliverable.
	Should consider a third hybrid model incorporating the strengths and reducing the weaknesses of both centralized and decentralized models.  What elements will be included in the functional models?
	 Acceptable


* appropriate within a UNPO environment and may include, for example, which are mandatory, which are recommended and which are optional depending on the level of obligation required. 

Deliverable Definition Summary 
	Status
	Item number
	Comments

	
	
	

	Acceptable in concept 
	3, 4, 5, 6, 7, 9, 12, 13, 14, 15, 16, 20, 21, 22
	WGARM is asking that:

· Del 2 and 3 findings be considered as well as Industry Standards 

· Entium identify which elements (of a particular standard/requirement/specification) are appropriate* , thereby providing additional value to any industry standards sited. 

	Not acceptable
	
	Does not currently address the basic requirements and needs further discussion 

	Needs further discussion/ clarification
	1, 2, 10, 11a,b, 
	Additional information is needed in order to understand the proposed definition

	Dependant on other items
	8 (6), 17(11) 18 (5 & 10), 19 (4)
	Acceptable approach but dependant on other items being acceptable


*appropriate within a UNPO environment and may include, for example, which are mandatory which are recommended and which are optional depending on the level of obligation required.

Summary 

	Item #
	Item
	Status

	Overview
	
	

	1
	Activity 4 (overview)
	Acceptable – ‘session’ and ‘model’ to be discussed as needed

	2
	Deliverable 4 Reports (overview)
	May need further discussion

	Admin Report
	
	

	3
	Drafts of policy, practices and standards 
	Acceptable, will incorporate Del2/3 findings

	4
	Metadata requirements
	Acceptable, will incorporate Del2/3 findings 

	5
	Best practices for the access, use and preservation of digital records
	Acceptable, will incorporate Del2/3 findings

	6
	Functions, roles and responsibilities of DAP
	Acceptable, will include generic activities

	7
	Business changes
	Acceptable, will include maturity model/check list

	8
	Roles and responsibilities for IT and IRAM
	(Linked to item 6)

	9
	Tech standards and architectures
	Acceptable, will incorporate Del2/3 findings

	Tech Report
	
	

	10
	ERM, DM, Preservation Strategies
	Entium will clarify

	11a
	Function requirement statement
	Entium will clarify

	11b 
	Identification of metadata tool
	Entium will clarify

	12
	Software and application requirements
	Acceptable, will incorporate Del2/3 findings

	13
	Infrastructure requirements
	Acceptable, will incorporate Del2/3 findings findings

	14
	Data management standards
	Acceptable, will incorporate Del2/3 findings

	15
	Digital Recordkeeping standards
	Acceptable, will incorporate Del2/3 findings

	16
	User training requirements
	Acceptable, will include competency levels

	17
	Technical tools
	(Linked to item 11)

	18
	Technical strategies 
	(Linked to item 5 and 10)

	19
	Metadata requirements
	(Linked to item 4)

	20
	Security rights and Access standards 
	Acceptable, will incorporate Del2/3 findings

	Model Report
	
	

	21
	Reference model
	Acceptable 

	22
	Functional model
	Acceptable 
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