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A.00
Introduction to Appendix B-2 – Business Units – UNICEF- Part 2
Overview: Introduction: The following document summarizes the comments and observations presented by the business units in UNICEF in the interviews and through the survey documents.  The intent of the survey was to obtain an analysis of the current state of digital records management in each of the UNICEF units as part of the development of the DAP model and related checklist.  The units are at various stages of use and management of digital records.  To successfully move towards a Digital Archive Programme (DAP) it will be necessary to ensure that there is an overall UNICEF policy that allows for electronic records to be used in place of paper.  In addition, (to be agreed) classification schemes
 and retention schedules must be applied to shared folders and directories and digital records of potential archival value must be identified.

In the majority of responses, there is no formal policy that provides for the use of digital records in place of paper, although e-mail is becoming the defacto means of transmission.  A number of units are using TRIM to manage paper records and are moving towards using its electronic record keeping functionality.  

Deliverable 4 will detail the components of a DAP program and will provide a checklist against which units can assess their current policies, procedures, standards and technology.

 This  version of DAP, Deliverable 2, Appendix B-2 UNICEF Part 2, 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 B-2 (UNICEF part 2) =  9

The following work units are covered in this Appendix B-2 UNICEF Part 2  as of 21 Jun 2005: 

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

	12
	CF-USAA-DOC
	Div of Communication DOC
	UN-CS-RAI-USAA-DB01-2005-00147
	Part 3

	13
	CF-USAA-DHR
	Div of Human Resources DHR
	UN-CS-RAI-USAA-DB01-2005-00150
	Part 3

	14
	CF-USAA-DFAM-AC
	DFAM - Accounts
	UN-CS-RAI-USAA-DB01-2005-00112
	Part 3

	15
	CF-USAA-DPP-GP
	DPP - Global Policy
	UN-CS-RAI-USAA-DB01-2005-00125 
	Part 3

	16
	CF-USAA-IA
	Internal Audit - OIA
	UN-CS-RAI-USAA-DB01-2005-00123
	Part 3

	17
	CF-USAA-PSD
	Private Sector Division  - PSD (NY & Geneva)
	UN-CS-RAI-USAA-DB01-2005-00135
	Part 3

	18
	CF-USAA-OPP
	Office of Public Partnerships - OPP
	UN-CS-RAI-USAA-DB01-2005-00122
	Part 3

	19
	CF-USAA-DPP-SI  
	DPP - Strategic Information
	UN-CS-RAI-USAA-DB01-2005-00131
	Part 3

	20
	CF-USAA-DPP-SPPG
	DPP - Strategic Planning & Programme Guidance
	UN-CS-RAI-USAA-DB01-2005-00110
	Part 3


A.02
Unicef work units in Appendix B-2 (UNICEF part 1) = 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.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.12
Division of Communications - DOC
E-mails and attachments have become the main means to document discussions and decisions and are considered the defacto official records.  However, there is no formal policy which defines the electronic version as the official record, nor are there any centralized means or consistent practices to manage electronic records.  They are maintained in applications, on the LAN, printed to paper and retained in the office or on individual “c” drives.

Most e-mails are stored by individuals within their own UNICEF e-mail account. Each individual has his or her own system of folders to organize these e-mails. Most staff members also have their own e-mail archives stored on their computer hard drive. In some cases they also copy their archives to CD-ROM. The unit also has a number of “shared” e-mail accounts such as brand@unicef.org, netmaster@unicef.org for public or internal enquiries. 

There are no divisional classification standards to manage electronic records.

The Division of Communications manages the UNICEF public website and manages and updates content on the site. The division also contributes to the intranet site.  The unit has created a manual for creating content on the web, which is available to all offices.

The division shares information with regional and country offices and with most headquarters departments via e-mails and attachments, on shared LAN directories and through Lotus Notes databases.

The unit is creates records on a variety of media and is looking to convert photographs and videotapes to digital format according to industry standards.

B.13
Division of Human Resources - DHR
The unit uses e-mails for decisions and approvals and therefore considers the e-mails the “official” record.  TRIM is currently being used to manage paper records and is being considered for electronic documents.  

Electronic records are maintained in SAP, on the “C” drive, on the LAN and printed to paper/sent to the file room.  The unit maintains files individually as well as in a shared workspace. At present, the business process for filing any actions on staff members is to print documents to paper and send them to the file room.

E-mails are kept in a folder in the e-mail system, on the “C” drive and on CDs.

Certain reports are received both on paper and electronically.  Others are received only electronically, depending on the application.

The unit provides content to the Intranet site and considers that content as the “official” record.

Staff in the unit share information UNICEF offices, UN missions and UN agencies and require access to the applications and data when travelling. At present, the unit uses Webmail and IPSEC, logging into the main system through remote access.  Information is shared via e-mail and attachments, through shared workspaces in the department, via collaborative tools and printed and mailed.

Electronic documents and records are stored on diskettes, CDs and thumb drives.

The unit will be looking at its main groups of record series in April and May.

B.14
DFAM – Accounts

The unit considers its electronic records the “official” record and uses TRIM to manage paper documents.  The unit is looking to expand its use of TRIM and is already sharing imaged documentation with the Programme Finance Office.  The IT group is testing some of the SAP/IXOS modules for backing up/archiving electronic documents.

Electronic records are currently stored in TRIM, IMIS, on the LAN and printed to paper. E-mails are maintained in the e-mail system for current documents.

Shared directories are in place and follow “a loose structure” for DFAM/Accounts and Finance. 

Information is provided to the departmental intranet and paper copies of the information are also maintained.  There are policies and procedures in place to manage the intranet content.

The group requires remote access to documentation and shares information with field offices. Information is shared electronically via e-mails and attachments, through shared workspace on the LAN and through collaborative tools.  At present as staff travel, they download documentation onto laptops and take it with them.

The group has identified donor statements as possible candidates for imaging.  One of the units uses scanned documents in conjunction with the Service Desk. TRIM is used with digital sender and an OCR scanning process in the Programme Funding Office.

B.15
DPP - Global Policy

Some electronic records are considered “official” although they are not governed by any specific electronic records policies and procedures.  The unit is currently savings electronic records on a shared drive and is looking to develop this further.  They also have limited use of TRIM, save files onto the LAN and onto the drives.

The unit creates Global Policy Bulletins that are uploaded to the document repository on the Intranet site.

E-mails are retained in each workstation and on the “c” drive in Lotus Notes archived files.

The respondent does not have any file lists or organized directories.  In order to ensure that his (?) files are accessible, he creates a list of the documents that are likely to be required, so that users can access them. His comments follow:  From time to time, usually when I am going on leave and someone will be backing me up, I have compiled such a list of important files – usually Excel and Word documents.  This is done in a single tier folder, as I find using too many sub-directories becomes very confusing and others have a hard time navigating and finding documents.  I have found it counter-productive to 'micro-file' both electronic and paper files.  Using broad categories that can be easily remembered is much easier, user-friendly and effective in the long run.  This way things get filed rather than sitting in piles waiting to be micro-filed and put into the appropriate sub-sub-sub category. 

Where reports are received from mainframe applications, they are received both on paper and electronically.  

The unit provides information to the Intranet site and follows the UNICEF guidelines regarding content management.

The unit needs to share and access information with multiple divisions within UNICEF, other UN departments and external organizations such as the World Bank.  Typically documents are shared via e-mail with attachments, through the LAN or through Lotus Notes databases.  There is a need for remote access when travelling which is limited both because of limited access to the network and limited access to computers.  Since there is no access to the unit e-mail remotely, staff use personal e-mail addresses, which makes tracking difficult.

Electronic records are saved on diskettes, thumb drives and CDs.

The unit feels that it would be useful to have a scanner for us in the unit.

B.16
Internal Audit - OIA
Internal Audit maintains two Lotus Notes databases to manage its records and files. (See Systems and Software section)  These electronic versions are considered the “official” departmental records. Records are maintained electronically in the databases on the LAN and printed to paper/filed, depending on the types of records.  

The unit provides content to the intranet site and follows basic policies and procedures regarding content update, etc. and are suggesting that they need to be enhanced for the department.  The version on the Intranet is not considered the official version.  

The respondent provided the following commentary regarding the OIA policies and procedures situation:  

OIA regularly sends documents to the document repository on the UNICEF Intranet. These include self-assessment tools, summary reports and common strengths and weaknesses reports. The common characteristic of the content is that it can be shared with all colleagues. In 2005 OIA will establish its own web page which will be included on the UNICEF Intranet.

UNICEF will host, and OIA is developing, a common extranet site for the Representatives of the internal audit services of the United Nations and multilateral financial organizations (the “Representatives of Internal Auditing Services” or “RIAS”). The site will contain content from each participating internal audit service. The type content will be approved and submitted by each participant.

OIA has defined the procedures and responsibilities for auditors to follow in adding and updating content on Auto Audit. The systems administrator is the only staff member to delete content and update Issue Track (database that is accessible to other UNICEF staff).

Addition of content to UNICEF Intranet/ OIA website/ RIAS extranet is approved by OIA Dep Director or a delegated OIA staff member. Content from RIAS members for addition to RIAS website is approved by head of participants’ internal audit service.

Not all of these procedures are documented.

Comment: Within UNICEF, we shared published audit observations and audit implementation correspondence and statistics with the Executive Director, Deputy Executive Directors, Directors, Deputy Directors and other nominated staff using Issue Track—a Lotus Notes based audit software application.

Country Offices receive memos, audit reports and other direct correspondence by email and pouch.

Comment: OIA currently uses Lotus Notes database to record its audit work. For audits outside of New York, staff uses a local replica of the Lotus Notes-based Auto Audit database and regularly replicates additions, deletions and modifications to the NYHQ server where the master database is located. The email databases are also replicated to the NYHQ server in the same way.

All guidelines and reference materials pertaining to the audit are stored in the auto audit database. The UNICEF Intranet can also be accessed from country offices if necessary.

Replication problems can occur. These could be eased by web-based access. 
Comment: Most documents originate in electronic form within OIA and without. Country offices share correspondence electronically and, simultaneously, provide paper copies. However, the electronic copy is always received first and is viewed as the master file.

Since they exist electronically, documents are primarily shared among OIA staff electronically. However, if a document is of long-term shared value, staff will also be informed where the master is stored.

Duplications can exist between what is stored in Auto Audit and Issue Track and what is located on LAN shared drive--mainly because Auto Audit and Issue Track are relatively new additions to the OIA filing, which is continuously evolving.

(End of direct comments.)

Old audit reports are maintained on diskettes.  Other records are saved on CD.

The unit shares records within UNICEF and outside the organization via e-mails and attachments. Remote access is required when staff are travelling. NYHQ and other staff also have access to Geneva Document Management System. 

Electronic records are stored on CDs and thumb drives.

The unit captures document as imaged PDF files.

B.17
Office of Public Partnerships - OPP
While there is no policy that states that electronic records and e-mails are the “official” versions of documents, some areas are making that decision individually. Currently e-records are kept on “C” drives, on the LAN and/or printed to paper and filed.  

E-mails are maintained on the server, on the “C” drives, in Lotus Notes archives and printed to paper and filed.  The group is looking to establish shared folders and applying naming conventions to them.

Reports are received on both paper and electronically.  The functionality provided to the Field offices through the procurement system is not available to the HQ locations. 

Content provided to the Intranet/Internet site is considered the “official” version.

The unit shares information within UNICEF via e-mail and attachments, through the LAN and through collaborative tools such as Lotus Notes.  When travelling, there is a need for remote access.  Since this is not available, individuals make use of personal e-mail accounts to communicate with the head office departments.

Electronic records are stored on diskettes and thumb drives, although the thumb drives are personal property and there is no policy regarding what to do with the content on the drives.

There is no policy in the unit to support the use of electronic signatures.

B.18
Private Sector Division - PSD
Electronic records are considered “official”. When Investment fund requests that have been signed are sent by fax or through e-mail with the signature page is scanned. Most electronic records generated by FLS are considered official, especially if pertaining to records where financial year is already closed and no modifications allowed to records. The unit does not yet have a policy on the use of electronic signatures.

Studio and production mainly uses electronic records.

The unit follows the Geneva Document Management system and manual.

Electronic records are currently managed in TRIM, saved on the “C” drive and captured on the LAN as well as printed to paper and maintained in a file room.

“Important” e-mails are maintained on TRIM and in the Geneva Document Management System or printed to paper and sent to the file room.

Reports are received on both paper and electronically from four applications out of eight.

B.19
DPP - Strategic Information

The unit creates numerous databases that are used for studies and reports within UNICEF.  Since these are created electronically, the electronic version is considered to be the official version.  Certain areas within the unit use TRIM, others maintain electronic records according to individual standards.

Electronic records and e-mails are currently maintained in TRIM, in business applications, on the LAN, printed to paper and maintained in the office or printed to paper and maintained in a departmental file room.

The unit has established a directory structure for shared folders, based on subject matter and related sub-activities.

Reports are received on both paper and electronically from the various business applications used within the unit.

The unit provides information to the Internet and intranet sites.

The unit shares information within the New York office and with Field and Country offices. Data regarding statistics is on the childinfo.org website. Documents and records are shared via e-mails and attachments, through the LAN and copied to thumb drives for travelling purposes.  E-mails and attachments are sent to personal mailboxes when individuals are travelling so they can be retrieved remotely. 

Scanning is being considered in some areas for priority documentation, others are already scanning documents into TRIM.

B.20
DPP - Strategic Planning and Programme Guidance

The unit uses e-mail as its means of transmission of decisions and approvals. There are no policies and procedures to support the management of e-mails and electronic records although this medium is becoming the defacto standard for documents and records storage.  There is no unit-wide practice to manage electronic records in place of paper.

Depending on the documents and records created, they may be stored in TRIM, in the business application, on the LAN, maintained on individual “C” drives, printed to paper and kept in individual offices or printed and maintained in the departmental file area.

The unit is beginning to share information through an e-space but requires more structure to get individuals to use shared folders, etc. Each individual designs his or her method to manage electronic records.  No standards exist within the department.

Practices for managing incoming and outgoing e-mails vary within the department and are inconsistent.  

The unit receives reports from six applications electronically.  Of those six applications, reports from four are also received on paper.

The unit provides content to the intranet/internet and considers it the “official” version. They obtain advice on how to maintain content from the intranet administrators and follow the UNICEF policy for web management and the ICT security policy.

The unit shares information with all UNICEF HQ departments via e-mails and attachments and through hyperlinks to documents on the websites.

There is a need for data authentication which is sometimes received on paper.  Since this is linked to electronic systems, scanning may be required to complete the record.

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.12
Division of Communications - DOC
The division is unaware of any electronic records or e-mail policies and procedures and has no policy to support the use of electronic signatures.  Classification schemes and retention schedules are not applied to electronic records and e-mail.  E-records are typically disposed of because of a lack of server space or because staff leave the unit and computers are reformatted.

C.13
Division of Human Resources - DHR
The UNICEF information technology department has issued guidelines on the use of office equipment, email and Internet use. Policies and procedures are in place to support e-mails and electronic records management.  Shared drives are in place and there are naming conventions for some documents.

The unit believes that there are no definitive retention requirements beyond financial records.  The main reason for disposing of electronic records is a lack of server space.

C.14
DFAM – Accounts
The unit applied the UNICEF electronic records management and e-mail standard, manages e-mails as corporate records and ensures that e-mails and electronic records are part of the overall records management programme. The unit makes the comment that “the broader records management programme is not in place”.  The unit follows standards required for RAMP TRIM.  

Since the unit focuses on financial records, they are very aware of Financial Circular #25, Rev 1. They are assuming that retention requirements will be built into the SAP system.

The most frequent reasons for the unit to dispose of electronic records are if there is a lack of server space, never dispose of them, or as part of the annual directory clean-up day.  

C.15
DPP -  Global Policy

The unit follows the RAMP TRIM policies and procedures and the UNICEF Lotus Notes archives policy.

The major policy which is referenced re: retention schedules is Financial Circular 25 and this is considered as a policy to deal with paper records. The unit is not familiar with other retention requirements. They follow the principle that if you are the originating office, you keep the records long-term. Retention requirements are not applied to electronic records and e-mails are never disposed of.

C.16
Internal Audit - OIA
The department has developed policies and procedures to ensure that e-mails and electronic records are managed as part of the overall records management programme and has applied a simple classification scheme to those records.

The unit is not aware of retention schedules for e-mails and electronic records and is not addressing e-records disposition.

C.17
Office of Public Partnerships -  OPP
There are no policies and procedures which guide the management of electronic records and e-mails.  The unit disposes of e-records and e-mails when the server is full.

C.18
Private Sector Division - PSD
The unit is unaware of any policies and procedures relating to electronic records and e-mail although they have undertaken steps to ensure that shared drives are used to store electronic folders and where classification scheme are in place, they are applied at the folder level.

The major factors in disposing of electronic records are the annual maintenance programme, the annual directory cleanup day and lack of server space.

C.19
DPP - Strategic Information

The unit is not aware of any policies relating to electronic records and e-mail management and has no policy regarding the use of electronic signatures.  Users are beginning to save statistical data into shared directories but the application of any naming conventions/classification scheme is at the individual level.  They are aware of retention schedules as applied to paper but are not applying them to electronic records and e-mail.

The major reason for disposing of electronic records is normally when the server is full.   When asked to dispose of records off the LAN, they appear to be transferred to the individual’s hard drive and retained permanently.

C.20
DPP - Strategic Planning and Programme Guidance
The unit is looking for more guidance in the area of policies and procedures to manage electronic records and e-mails especially regarding the content and context of the records.

There are individual naming conventions and versioning methods.  As a result retrieving files may be difficult and users require access from different perspectives.

The unit is not aware of any retention requirements for electronic records and e-mail.  The main reason for disposing of electronic records is a lack of server space.

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.12
Division of Communications - DOC
The division creates publications, press releases, public statements, photographs, presentations, etc, which have long term/archival value to UNICEF. These records are not regularly reviewed but may be if there are space issues or a special event is planned and historical material is used in that event.  The division does not transfer its archival material to the archives.

Given the specialized nature of the playback software videotapes and photographs are not transferred to the archives.

While there is no formal migration/preservation strategy in place, the unit does use PDF to capture print publications and is undertaking the digitization project.

D.13
Division of Human Resources - DHR
The unit requires staff records to be maintained long-term and the management of these records is supported by staff record policy and procedure documents.  The  records with long-term/archival value are printed and transferred to the archives.

Staff records are printed off.  Records maintained in SAP and IMIA are governed by backup policies and procedures developed by IT.

D.14
DFAM – Accounts

The department creates digital records that have potential long-term or archival value but does not apply any special retention requirements to them. Financial circular #25 is always the basis of their decisions. Paper records of archival value are transferred to the archives.

RM standards are only applied to paper records at this time.

Those record series that are record copy or best available copy, requirement for the ongoing operation of UNICEF DFAM will require special protection.

D.15
DPP - Global Policy
The unit creates records of long-term/archival value but has no procedures in place to appraise them on a regular basis or transfer them to the archives.

D.16
Internal Audit - OIA
The unit creates records of long-term/archival value and transfers paper copies to the archives on a regular basis.

D.17
Office of Public Partnerships - OPP
The unit creates digital records of long-term/archival value but has no processes in place to regularly review them or transfer them. It is currently looking at the possibility of using TRIM.

Signed agreements for Public Partnership, e.g. Memorandums of Understanding (MOU) with national Olympic committee, IOC, FIFA, (ATP) Association of Tennis Players may have special requirements in digital format:

The respondent made the following observation to whether or not there were any additional comments: YES: The most important thing is to make sure that staff are familiar with procedures and guidelines in place but also it should be clear as to who is responsible in each division to make sure that these guidelines are followed. Moreover there should be a simple monitoring tool that will take stock of compliance on a monthly basis. Without such a tool, I don’t see any other appropriate way of doing this.

D.18
Private Sector Division  - PSD
The unit records of long-term archival value which are regularly transferred to the archives and has substantive records which will require special handling in digital format. These include:  

· Digital representation of artwork 

· High resolution images, files for printer 

· Signed Agreements require special consideration in terms of security and archiving procedures
The respondent reports that “many, if not most, files are kept in electronic form without observing any real standard for retention or destruction (except for PBAs, TAs, budgets, payments, remittances and agreements...), or a standardized way for classification” .

Units meet when they need to access commonly used files and agree on a directory structure on the LAN.  Only very important files (i.e. agreements, PBAs, TAs, payment advices, remittance, sales reconciliation worksheets, revenue and expenditure forms, minutes, important correspondence etc.) are kept in hardcopy and electronically.

D.19
DPP- Strategic Information - 
The unit creates records of long-term/archival value and has migrated digital records on an ad hoc basis. Databases and related supporting documentation require preservation on an ongoing basis.

D.20
DPP - Strategic Planning and Programme Guidance
The unit creates records of long-term/archival value but has no methodology for identifying and retaining them.  Where these records are maintained on the intranet, there are strategies in place to move the documentation from one site to another as required. 

Specific comment from the respondent: There is need to better define the main categories {series} of document issued in UNICEF. This should include the content to be in the specific document series and the responsible work unit for assuring that the most recent information is available.  For example all staff should have easy time identifying what is to be expected in the basic and essential document Series such as: CF-EXD, CF-EXD-IC and CF-EXD-Memo.

Paper records of long-term value are transferred to storage using TRIM.  There are no “archives” for electronic records and the unit assumes that the records of long-term value are covered in the intranet archiving policy.

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.12
Division of Communications - DOC
Records management issues are not addressed when new software is selected.

The unit uses the following applications to create digital records: Lotus Notes, Word, Excel, PowerPoint, Red dot, Adobe Acrobat, Adobe Photoshop, and other specialized video production and image manipulation software (note some of this is Mackintosh system based) Inmagic is used to capture photographs.

The current distribution system (Pegasus) which stores information on inventory, distribution plans and mailing lists for publications and other materials is running on an obsolete operating system platform and cannot be further developed. There are no current plans to replace or migrate it.

E.13
Division of Human Resources - DHR
Human resource requirements will be built into the new applications as they are implemented.

The applications used in the unit include Word, Excel, PowerPoint, Lotus Notes, Visio, and Adobe Acrobat.

TRIM is used to manage paper record and “official” governance documents are retrieved from the UNODS system.  Microfiche was used in the unit but the respondent is unaware of the status of the fiche.
E.14
DFAM – Accounts

The key applications used in the unit are Word, Power Point, Excel, FLS, TRIM and Adobe.  The unit is beginning to explore greater use of TRIM beyond the current scanned donor statements.  If old documents are retrieved, they are typically retrieved from microfilm, not image.

E.15
DPP -  Global Policy

The unit is interested in finding out more about TRIM but emphasizes that both the presentation and implementation must user friendly and simple.  There is interest in having access to shared documents and version control but “if it’s too complex it won’t be used”.   The respondent feels that if such a system were implemented, there would have to be an individual assigned responsibility to manage it.

TRIM is used to manage paper records but not on a regular basis.  The unit also accesses documents from ODS as required.

E.16
Internal Audit - OIA
Comment: OIA uses two Lotus Notes based applications for filing and records electronically—Auto Audit and Issue Track. Auto Audit is the official repository for all audit related work from planning individual audits to implementation and the creation of audit reports. It is also the repository for correspondence and documents exchanged with audited offices in implementing audit recommendations. Issue Track is OIA’s official repository for all issued observations and correspondence with the auditee. It contains the final audit report, and all implementation and analysis reports issued by audited offices or OIA during the monitoring phase. Issue Track is accessible remotely by our regional and headquarters colleagues. 

The unit uses a data-mining tool called SNAP! Reporter to create audit statistics reports.  Audit statistics reports are prepared for the regional and headquarters colleagues and are shared via Issue Track. All three (Auto Audit, Issue Track and SNAP! Reporter) applications are specialised audit tools created by the same software company—Paisley Consulting Inc. However, OIA has greatly customised the standard software package for its own needs.

TRIM is used to manage paper records.

E.17      Office of Public Partnerships - OPP
The unit uses WORD, EXCEL, POWER POINT, PDF, LOTUS NOTES, WINDOWS MEDIA , REAL PLAYER and RedDOT to create its electronic documents and records  It is considering the use of TRIM for scanning.

E.18
Private Sector Division  - PSD
The division does not typically consider records management issues (classification and retention) when new systems are created.

The following systems are used to retain digital records within the division:

· Digital Asset Database (future need for keeping our art work) 

· Word, Excel, PowerPoint, Lotus Notes, 

· Contribution Database (Lotus Notes Database), 

· Geneva Document Management System (Lotus Notes Database)

· MKC “Marketing Knowledge Center” (Lotus Notes Database) 

· Cognos, Visio, Access, SAP, 

· Investment Database (ACCESS)

· Apple Application (for creation of high resolution images and print files for printer to print UNICEF cards, brochures, legends and “burn” CDs)

The unit would like to have access to a digital asset management system.

E.19
DPP - Strategic Information

Records management issues are rarely addressed when new software is implemented. The unit uses the following software packages to create its records:

· Word, Excel, PowerPoint, Lotus Notes, Adobe Acrobat

· Statistical Package for Social Sciences (SPSS),

·  DevInfo, 
CS Pro, Stata

· Maps Arcview, Arcinfo
The unit uses TRIM as its document/records management solution. Older records are stored on microfiche and other media that might have to be converted.

E.20
DPP - Strategic Planning and Programme Guidance

The unit is not involved with applications development and assumes that any records management issues are addressed through other channels.

The unit uses Word, Adobe, PowerPoint, Excel, Visio for slide and chart presentations.

� Classification schemes need to be explained in glossary and agreed. Sometimes “classification” has referred to security issues, hierarchical organization location, subjects and theme coding or use of controlled vocabulary for title labelling from a thesaurus or “taxonomy” guide.


� 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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