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Document Classification for Knowlege Inventory Pilots – 

Phase 1, Stage 1 and 2.
	
	Item
	Description 
	Values
	Comments 

	Stage I 

	1. 
	Responsible unit
	Issuing authority/organizational unit responsible for making content
	
	

	2. 
	Author/ Creator
	Person/organization responsible for the intellectual content of the document
	
	

	3. 
	Date/(Time)
	Date of issuance; or last review
	
	

	4. 
	Title
	The title given to the document, (should include any sub-titles)
	
	

	5. 
	Content Category
	Content coverage/topic

Either:

· Prescriptive (e.g. Policies)

· Official Descriptive 
· Informal Descriptive
	 
	

	6. 
	Dependency
	Independent documents are produced by UNOPS and are not bound to external specifications (format, content). Dependent documents are received from external entities or bound to external specification.
	 
	

	7. 
	Source(s)
	Where was the doc found?

e.g. Drive, mail, other location
	
	

	Stage II

	8. 
	Subject/

Content Descriptors
	Keywords  
	
	

	9. 
	Description/ Abstract/

Summary
	Description of the contents of the document (1 paragraph) 
	
	Optional 

	10. 
	Addressee/ Recipient/

Destination
	Primary target audience either

· Client (name, contact)

· UN agency (name, contact)

· Internal (name, contact)
	
	

	11. 
	Document Language
	The language of the document; specify name of language in English
	
	

	12. 
	Document/ Record type
	A unique name describing all documents of this type, which governs its internal structure and relates to its transactional purpose 
	
	Suggest types and name.

	13. 
	Relation/

Relationship
	A reference to a related resource. Part of business purposes, or an overall set of documents:  
	
	

	14. 
	Notes
	
	
	


Glossary

Content 

All forms of digital information (text, audio, video, source code, graphics, transactions, contracts , forms). UNOPS utilizes three main types of content categories: 

· Prescriptive – provides frameworks and instructions for the implementation of UNOPS programme and operations functions 

· Official descriptive – informative content related to UNOPS and its activities (internal&external)

· Informal descriptive – knowledge generated and shared by the organization  (internal)

Template

A document used as a foundation for standard documents (spreadsheet, form, or other content) having a uniform structure and style.

A template is a predefined formatted content creation sheet with specific user input fields based on the content type. Templates support a consistent look and feel, promote the reuse of design elements, and make it easy for non-technical staff to contribute content to a site. Templates must be designed for various types of content and thereafter consistently applied.

Metadata

Metadata is “information about information”. 
Examples of metadata include the author of a piece of content, its creation date, the category of the content, its archive date, etc. It helps staff find precisely what they are looking for, and improves the likelihood of relevant information being found.

File Naming convention:

It is recommended to apply the following naming convention for filenames based on the most relevant meta-information to describe documents. This makes it easier to identify documents when transferred via email (readable URL) or copied to a filesystem (CDROM, Floppy Disk or local copy).

DTD_AUTHOR_DESCRIPTION_VERSION.MIME

e.g. strategy_MS_onlineServices_1.doc

DTD = Document type definition, values according to taxonomy

AUTHOR = Initials of the creator (section) (controlled vocabulary)

DESCRIPTION = terms describing the document (free text)

VERSION = version number

MIME = extension describing the format (MIME-type, e.g. .doc)
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