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J.
DAP Readiness

In order to support the necessary changes it is important to assess the current state of records management in each business unit. Where gaps exist, UNPOs can plan to address them as part of an implementation or strategic planning process. 

j.1
The UNPO context/culture 

· Do the UNPO staff recognize the value of digital records as a strategic resource which has to be managed?

· Is there a change management strategy in place?

· What impact will the external environment have on the initiatives?

j.2
UNPO Capabilities

· Do the current staff have the capabilities to build the digital recordkeeping and digital archive programmes?

· Are the subject matter experts who can assist in the programme development?

· Are the digital recordkeeping resources in place?

· Are enabling technologies in place to support digital recordkeeping and digital archives?

· Are measurement tools in place to support the initiatives?

· Are mechanisms in place to support project management?

· Are processes in place to support the necessary collaboration between the various project stakeholders

j.3
Business Processes and Systems Are In Place to Support RM and DAP

· Do business units understand their business processes and the related documents they create and are those processes documented

· Has the business unit identified its requirements for maintaining digital records and digital archives?

· Has the business unit looked at its existing systems to determine if they meet the recordkeeping and digital archive functional requirements.

j.4
Management of the Digital Recordkeeping and Digital Archive Programmes

· Is senior management aware of and committed to the vision and goals of the initiative?

· Are strategic, business and operational plans in place to support the initiatives?

· Is there a corporate policy and management framework to support the initiatives and are they disseminated/understood throughout the organization?

· Are roles and responsibilities clearly defined, understood and accepted?

· Are appropriate RM governance structures in place?

· Do the UNPO programmes and projects incorporate RM and DAP requirements?

· Are there risk measurement tools in place to identify potential risks associated with RM and DAP programmes?

j.5
Compliance and Quality

· Are processes in place to ensure that digital records are accurate, complete and reliable?

· Are mechanisms in place to ensure that records are protected from unauthorized access?

· If privacy is an issue, what procedures are in place to support privacy requirements?

· Is there a business continuity plan in place?

· Are there programme monitoring and review processes in place?

j.6
RM/DAP Lifecycle/continuum

· Are RM and DAP requirements incorporated into the development of UNPO policies, programmes, services and systems?

· To what extent are the records and documents captured, shared and re-used to optimize their informational value in support of decision-making?

· Are UNPO classification schemes in place to support the consistent description of digital records?

· Are the digital records described in such a way that they can provide timely access to users?

· Is the long-term usability and safeguarding of information assured?

· Are UNPO retention schedules in place and followed to meet legal and policy requirements?

j.7
User Perspective

· Are users aware of the UNPO digital record and digital archive resources?

· Is user training available to support the use of the systems and access to the records?

· Are mechanisms in place to gather user feedback on the systems?
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