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Excerpt from Deliverable 2   -  (Sample table format)   

UN-CS-RAI-USAA-DB01-2005-00237 DAP,  Deliverable 2, Summary of Existing Digital Records Environment, IRAM AND BUSINESS UNITS*   -   6 July 2005,  Appendix “C”  - List of Annexes that will be developed as part of Deliverable 4

Annex 7  Main Functionality of ICT and IRAM systems or applications 

This List is a combination of generic ICT or IRAM mission critical or other systems / applications types [both transactional and document based] taken from:

· the main types of systems listed in DAP Statement of Work or Annexes

· those mentioned  in DAP Assessment Part 1, 2 or 3 forms 

· Noted in Part 4 Digital sampling annex draft

· Additional Items added as completed forms and interviews were reviewed

The generic list has specific fields for each type to begin mapping for:

· Core characteristics - Functionality

· Specific Challenges of that type of System or Applications

· Related Standards and best practice reference

· Different sub categories within System / Applications and dependencies or relationships to other systems

Sample Format Annex 7: 

	#
	ICT/IRAM systems / applications
	Description or example
	Core characteristics- Functionality
	Limitations
	Related Standards

	1
	Records & Archive Management Systems
	System to link and track relationships between records including ownership, transfers, storage, retrievals and dispositions
	May or may not cover electronic records
	How to separate and cover various formats of records
	

	1.a
	Electronic Records Management
	System to link and track relationships between electronic records including ownership, transfers, storage, retrievals and dispositions TRIM
	Individual records are able to be “related” to various groups e.g., record series, folders 
	How easy it is for Users to link to may different objects and drill down to the level required. How to make the “filing” of records ‘seamless’ within business process
	

	1.b
	Electronic Archives Management
	TRIM Systems or initiatives 
	
	Long term formats to be relevant for both  transaction and other systems including e-mail
	

	2.
	Electronic Document management System
	TRIM 
	Robust version control and collaboration [check in/check out]
	Related Documents Creation  Systems; Formats and version Control
	

	*
	Minimal set of systems and file types – to be addressed in Annex 7
	See note below
	
	
	


	*      Minimal set of systems and file types – to be addressed in Annex 7

	During preparation of the early deliverables the sample format for the annex was reviewed. It was confirmed that to be useful, the Annex had to specifically show the types of main record and file formats from UNPOs systems and applications with various inputs and outputs. It had to link the applicable standards (at a minimum) all systems and file types “discovered” during the process of completing deliverable 2 and 3. In addition to the noted document, record and archive management systems it had to specifically cover for example:

· all MS office type documents from creating and viewing applications   (word-processing, spreadsheets, presentation)

· multimedia, audio, video file types

· Geographical information, Map systems

· Transaction and other database systems or applications (with inputs and outputs) used by divisions or workunits

· Enterprise Resource systems (SAP, People soft)

· Collaboration or Content Management systems including web publishing (intranet, internet, extranet)

· E-mail creation and transmission systems including attachments and metadata
- etc

	The consultants seemed confident that with less than a dozen entries they would be able to represent all the main types of applications and possible file types with their core characteristics or challenges and how they should be addressed by a digital archives programme. Some of the UNPOs representatives expressed concern that more sub entries might be needed to fully represent in a practical manner the various file types and related required actions or standards.For example, there needs to be a way to also  reflect the core functionality and challenges or issues that are present with:

· Electronic Records and e-mail captured in Shared Drives, Shared Folders using a departmental classification scheme external to a RAM or EDM System;

· Knowledge Sharing/ Management and data structure or context related issues

· Taxonomy / Thesaurus / Record Plans or Classification Guides and naming conventions
· Software assisted intelligent classification and artificial intelligence searching or indexing

· Data Mining /Warehouse

· Data Presentation tools and Report Writers/ Business Information – Business Intelligence 

· Digital Imaging Systems outside a RAM application

· Scanning and Optical Character Recognition

· Security / Verification Systems including Electronic / Digital Signatures 

· Legacy systems issues?_____________________

	Note See Draft Generic Systems & Applications with UNPOa System’s names & use: and High level Matrix 

DAP –Digital Assessment Survey-Part 4- Anx B                                

:http://www.wgarm.net/ccarm/docs-repository/docs/UN-CS-RAI-USAA-DB01-2005-00252-dap-matrix-generic-ICT-application-UNPO-org-unit-function.doc



Excerpt from Deliverable 3  -  (Sample table format)   
UN-CS-RAI-USAA-DB01-2005-00189 Summary of Existing Information and Communication Technology   (ICT) Environment - 16 May 2005;  Appendix C  - List of Annexes that will be developed as part of Deliverable 4

Annex 9 – Standards and documented ICT or IRAM best practices 

This list of ICT or IRAM Standards is collected from those:

· identified when the SOW was drafted, 

· noted by participants and consultants during the initial SP-DAP activities; and 

· used for benchmarking or reference purposes   

Sample Format  for annex 9 

	#
	Standard Title
	Description
	Key Words
	Source Org
	Source Reference
	UN-CS reg ref.
	Relevance for  DAP

	1
	Records Management Standard - ISO 15489. 
	Provides a high level framework for recordkeeping and specifically addresses the benefits of records management, regulatory considerations affecting its operation ..
	Records ,  keeping
	ISO
	 15489.
	From DAP statement of work: UN/CS/RAI/USAA/DB01/2003-00008


	

	
	Quality management and Quality Assurance Standards 
	-ISO 9000:
	
	ISO
	ISO 9000
	
	

	
	Environmental Management ISO 14000 –
	
	
	
	
	
	

	
	Metadata Standards
	
	
	
	
	
	

	
	Functional File Classification Schemes
	
	
	
	
	
	

	
	AIIM Standards
	· 
	
	
	
	
	

	
	ARMA Standards 
	e.g. (e-mail)
	
	
	
	
	

	
	Competency Standards: 
	ARMA/ALARM/Australian/UK/Canadian Governments
	
	
	
	
	

	
	Records Management Software Standards
	
	
	USA-DOD
	5015.2
	
	

	
	ODMA – Document Management Interoperability Standard
	
	
	
	
	
	

	
	WflMC
	 Workflow Interoperability Standard
	
	
	
	
	


	**        Minimal set of standards and best practice
The Standards and documented best practice must cover at a minimum those related to:

· Known types of UNPOs systems, applications and file types identified during data collection and recommendations for DAP deliverable 2 and 3. See annex 7.

· Main DAP required functionality, “readiness” and “maturity”. 

· Digital records and metadata.

· Preservation strategies.

· DAP models.

· Software and networks related to digital records preservation and access.


 - - - - - -Related DAP project objectives, as outlined in the Statement of Work (ref para…)
 (SOW) are:
· Identify policies and guidelines related to digital records.

· Identify preservation strategies.

· Develop DAP models.

· Identify minimal technical standards, requirements, and specifications for software and networks related to digital records preservation
· 'develop detailed specifications requirements and standards' and
· 'propose  alternate appropriate models that the UNPOs may follow'
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