WGARM Meeting Minutes

Date: 19 March 2003

Time : 2:15 – 4pm

Place :  UN Secretariat - Archives & Record Management Service Conference Room
Related docs posted to http://www.sharework.net/www/ccarm/ccarm.htm

          logon: ‘wgarm’ , password: ‘ccarm’  [lowercase]
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1. Status of WGARM Workplan 2003-2004

Members had a brief discussion concerning the status of related Records and Archives Management efforts in the various Participating Organizations, POs.  Most organzations are in budget preparations for 2004 and 2005 and members agreed to share the draft of documents which related to any of the current WGARM projects or those on hold but identified as important.  In this regard, the recently approved UNDP ‘Policy on the Management of Prescriptive Content’ is attached for your reference.  

Digital Archives Programme in 2003-2004 is the highest priority item and the Common Service Task Force has alerted members to make budget preparations for their share of the DAP implementation phase.   It was noted that additional planning and preparation is needed within the POs to take advantage of this programme.  This includes upgrading/developing Electronic Records Management programmes and follow up of the Appraisal Decision Assistance exercise.  These related projects will be critical for the eventual success for the Digital Archives Programme. 

2. Digital Archives Programme 

DAP Status

Dhurjati Mueller, DAP PM, briefly summarized the EOI/RFI/RFP process in which the RFP was recently issued.  The update included:

· The DAP EOI was posted on the UNPD Website, in October 2002, and sent to professional list serves in which 72 responses were received;

· A comprehensive RFI was then distributed in which 24 vendors completed and returned the RFI documents;

· Based on established criteria, a WGARM Evaluation Group reviewed and evaluated the responses in which 14 vendors were accepted and shortlisted;  

· The exercise also invited vendors to comment or make suggestions concerning the DAP project which were later incorporated into the SOW;

· The SOW was finalized in mid December, handed over to UNPD and agreed that the RFP was scheduled to go out the first week in January 2003;

· Due to UN budgetary problems which had to be resolved at the USG level, the RFP was not issued until Mid March;

· Based on this unforeseen delay, the DAP Schedule which highlights the various DAP milestones was updated.  The closing date of the RFP is 30 April 2003 with the anticipation of a vendor start up in early July 2003 and estimated project completion in February/March 2004.  It is hoped that some of the delay will be reduced with a timely and efficient Work Plan once the vendor is contracted;  

· Once the RFP is closed, the evaluation process will require a WGARM Evaluation Team to establish evaluation criteria and ‘weight’, evaluate responses, check references and make a recommendation to UNPD.  It is anticipated that it will take 3-4 weeks (1/2 days) based on the number of firms in the shortlist, the anticipated thoroughness of the task and limits of WGARM members schedules.

DAP Presentations 

· Several DAP presentations took place which included Power Point presentations to the UN Common Services Force Meeting, the UN Information and Technology Board (ICTB) and various individuals within the UNPOs.   Additional DAP presentations may be arranged in order to further promote awareness and understanding of the project, contact Dhurjati Mueller (dmueller@unicef.org) for details.  

· In addition to these advocacy initiatives, the DAP Overview, a short paper created to give a general background of the project, was distributed to the WGARM group who were invited to circulate the paper to interested parties.   

DAP Budget 2004/05

· A draft DAP Budget paper was developed in response to the UN request for cost estimates for the 2004/05 budgetary exercise and was circulated by the Common Services Task force to the various UNPO representatives.  Although the costs will be further developed within the context of the Strategic Plan, the budget note, previously circulated to WGARM, may be used as an indicative estimate by the UNPOs when preparing anticipated budget requirements for the 2004/05 biennium relating to Common Services.  

· It was noted however that this budget note only covers the Common Services cost and the UNPOs would also need to budget for internal costs associated with implementing the minimum standards, policies, procedures and appraisal/retention criteria.  These are the preparatory elements needed, within the UNPO, prior to depositing records into the DAP facility and the cost to develop them depend on the particular UNPO.

3. Electronic Records Management

In view of the Electronic Records Management implications related to the DAP,  establishment of functional requirements and minimum metadata standards are a critical part of the DAP project deliverables.  Due to the timeliness of these requirements however, Bridget Sisk and Tony Newton, ARMS, UN-Sec, have planned to release for discussion and comments drafts of Functional Requirements for United Nations Recordkeeping Systems, and a Recordkeeping Metadata Standard. 

The Functional Requirements will be a high level, overarching statement of generic requirements that will set out the minimum necessary for a UN office to develop and implement a credible recordkeeping system, focussing on electronic record keeping systems but can be applied to any recordkeeping system. 

Recordkeeping Metadata Standard for UN offices will set out the mandatory and non-mandatory metadata elements that should be captured in recordkeeping systems to help  identify, authenticate, describe, and manage United Nations records in a systematic and consistent way to meet business, accountability and archival requirements. 

These standards will be reviewed within the DAP exercise and incorporated as appropriate.

4. Status of the Appraisal Decision Assistance Project

The basis of the discussion were the outstanding issues from previous meetings and messages. (see Mr. Keefe’s email of 19 March 2003 for consolidated details).  

Items included:
· Consultant Al Andolsen  reviewed the draft deliverables with WGARM on line. The areas requiring changes were clarified and included: standardization or definition of terms and abbreviations as well as the links between the various deliverables specified in the statement of work and the reports provided.  Clarification were obtained on specific data fields of some tables.
· It was agree that the excel spread sheet fields has similar headings as the Access Database. The goal is to be able to update information in the MS Access database as well as export information into Excel or other formats as needed.
· A brief review was done for the connections between the different tables in the MS Access database. The query which would have produced multi table views / forms or reports similar to what was available in Excel was not working. However clarification of  some of the relationships between tables made at the meeting may make these queries operational.
· Most editorial or definitional changes related to deliverables were made interactively at the meeting. The consultant agreed to make the database field changes as discussed. 
· Consultant will also prepare a short list of possible enhancements to the present MS Access tool which could make it more useful. He will also note any areas where further definition of the appraisal process would make it more easily understood to programme mangers. For example how to assure all appraisal values, i.e. Primary [operational], Secondary [evidential] and Tertiary [informational -intrinsic etc.] are considered and recorded as a basis decision process.
· As soon as the final deliverables are received, WGARM interested members will review and decide on the cover sheet and circulate or post to the share work site.
· A rough work plan will then be prepared for the second phase for the is project including gap analysis, tool enhancements, etc.
5. Upcoming events

RFP closing : 30 April 2003

RFP Evaluations: May 2003

