
Draft of the UNICEF Global Folder codes samples for ADMINISTRATIOM

External Reference
Record Title

AD
Administration       Main Term General File - For

AD-100
Service Administration Overview

AD-110
Administrative Management Policy (See OR-100)

AD-130
Service Administration Plan  (See OR-Planning)

AD-140
Services   - Provision of (see IRM)

AD-141
Service Requests, Demands, Inquiries

AD-141-300
Change Order Service Request to Work specified

AD-142
Service Offerings, Options Availability, Access

AD-144
Service Problem, Evaluation, Complaint, Difficulty

AD-146
Service Statistics, Charts

AD-148
Service User Group, Community Focal Point or Conta

AD-200
Accommodations and Environment office, personal or

AD-202
Office/Location Accommodations General Corresponde

AD-204
Accommodation Official General

AD-207
Accommodation Personal (General)

AD-210
Contracts, Leases & Agreements for accommodations

AD-211
Basic Agreement with Country Organization or Proje

AD-212
Host agreement (Relating to Accommodation and Prov

AD-215
Premises (Old, Leases, Heat, and Services)

AD-216
Contracts (See LE)

AD-217
Leases See: LE-AGR

AD-217-NYH
Leases at New York Headquarter See: LE-AGR

AD-217-NYH-UNDC
Leases  UNDC 3 UN Plaza UN Development Corporation

AD-217-NYH-UNDC-C
Leases Condominium 3-UN Plaza? UN Development Corp

AD-218
Constructions and Loans Relating to Official Accom

AD-219
Claims Related to Accommodat- ions, and Agreements

AD-220
Accommodations General

AD-222
Office/Location- Accommodation General Cooresponde

AD-225
Accommodation Survey or study and evaluations See

AD-227
Housing Survey, study, and evaluations See also AD

AD-227-ISCC
ISCC Housing Survey, study, and evaluations See al

AD-230
Floor Plans + Diagrams of Accommodations (Proposed

AD-231
Proposed Space for Leasing and Construction

AD-235
Floor Plans + Diagrams By specific location      C

AD-240
Specific Accommodation by Location, General Matter

AD-250
UNICEF Official Buildings Utilization of Accommoda

AD-251
Guideline/Standardization for use of Accommodation

AD-252
Field Offices Office Space/ Common Premises

AD-253
Office Space/Accommodations (Cross-reference w/ lo

AD-254
Garage Facilities

AD-255
Storage (Misc)/Warehouse

AD-256
Records Centre/Archives Storage (See AD-RM/STO)

AD-257
Staff Housing (Use of Accommodation for)

AD-258
Commissary, Cafeteria Eating and Food Facility See

AD-259
Medical Health Care Dispensary Facilities includin

AD-260
Global Property by Function /Operation

AD-261
Greeting Cards Operations (Global Property) includ

AD-264
Telecommunication Equipment Placement

AD-265
Data Processing Equipment Placement

AD-270
Facilities Available or Required at UNICEF Accommo

AD-271
Guideline/Standards for Accommodation Facilities I

AD-272
Building Utilities incl. electric, heat & water

AD-273
Office Accommodation for Visiting Staff + Consulta

AD-274
Fixtures and Fittings

AD-275
Meeting/Conference/Reception including requests Se

AD-276
Communications Facilities (See AD-264) (See also

AD-277
Computer Facilities (See AD-265)

AD-278
Entrance/Receiving Facilities

AD-280
Management of Buildings and Grounds (Real property

AD-282
Complaints: Building,** Space, Management, Enviorn

AD-283
Moves Office & Others

AD-284
Maintenance including Housekeeping See also SU-521

AD-284-300
Disposal and Reuse of Office Equipment and supplie

AD-284-600
Preventative Maintenance including scheduled or re

AD-284-700
Hazard Evaluation or Removal Abatement, e.g Asbest

AD-284-710
Asbestos Abatement, Evaluation or Removal see also

AD-288
Security, Safety, Protection Personnel & Property,

AD-288-300
Evacuation Safety Drills, Fire or other potential

AD-300
Property including Office Equipment + Supplies Mat

AD-310
Standardization of Equipment USE SU-632/CM-389

AD-320
Non-Expendable Property >$100 (Property over $100)

AD-321
Gifts: Acquisition by UNICEF (See also AD-574 for

AD-323
Requests for books (worth more than $100 each) (Se

AD-324
Equipment General non expendab Non-Expendable Prop

AD-325
Vehicle - Aircraft (for Proc use SU-224/CM-843) (f

AD-327
Vehicle Land, Sea, Automotive Transport,for AIR us

AD-340
Expendable Property Value = (Less than $100)

AD-341
Office Supplies - Requision for Procurement SU-216

AD-342
Uniforms & Related Equipment for Local Staff (See

AD-343
Requests for books and periodicals (worth less tha

AD-345
Liquor Requests (filed with receipts. All cash rec

AD-350
Maintenance and Repair UNICEF Property  including

AD-351
Installation of UNICEF Property (See also AD-373 f

AD-353
History Cards Maintenance Record

AD-355
Voltage and Power Guidelines Reports

AD-357
Records Pertaining to Office Machine Repair

AD-360
Operation and Utilization of UNICEF Property + Equ

AD-361
Log Book: Utilization, Opera- tion of Property + E

AD-362
Official Utilization of UNICEF Property or Equipme

AD-363
Personal Utilization of UNICEF Property or Equipme

AD-364
Documents Receipts + Papers for Utilization of UNI

AD-365
Availability of UNICEF Property + Equipment for Ut

AD-366
Utilization of Personal Property + Equipment for O

AD-368
Personal Property (including vehicles or Equipment

AD-370
Inventory of UNICEF Property General

AD-371
Inventory Records of Non- Expendable Property By U

AD-372
List of Property Assigned to Work Unit Including L

AD-373
Receiving and Inspection Report  (See also AD-350

AD-374
Item  Sort of Inventory List

AD-375
Personal Property Inventory

AD-376
Inventory of Expendable Equipment & Office Supplie

AD-377
Vehicles--Donations (Acquisition) (See SU-628.500/

AD-378
Monthly Report of Requisition & Disposal of Non-Ex

AD-380
Property Insurance, Liability

AD-381
Insurance, Contracts, Leases

AD-382
Insurance, Liability

AD-383
Insurance Claims

AD-385
Automotive Accidents Vehicles

AD-386
Safety Standards for Vehicles

AD-390
Disposal of Office Equipment & Property through th

AD-393
Disposal through Sale (Office Equipment, Property,

AD-394
Disposal through Theft (Office Equipment, Property

AD-395
Disposal of Office Equipment & Property Donation o

AD-396
Disposal of Surplus Property

AD-397
Disposal of Personal Property

AD-400
Communication Including: AD-420 = Mail; AD-430 = P

AD-420
Mail Operations

AD-421
Managing the Mail

AD-422
Mail/Registry (For Register of Logging & Routing s

AD-423
Messenger Service Internal

AD-424
Postal Services National & International

AD-425
External Mail and Courier Service and Procedures

AD-426
Form pertaining to UPU Coupons & Postage Stamps re

AD-427
Authorization for shipments of Parcels by Air (For

AD-430
Pouch Operations

AD-431
Diplomatic Pouch Services

AD-432
Pouch (General by country) Cross-reference by loca

AD-433
Summaries of Enclosures to & from headquarters (Fo

AD-434
Periodic Pouch of UN Less urgent Documents and bul

AD-435
Location for Pouches Deposit & Pick up at    UNICE

AD-437
Pouch Costs See also FI-GCG/AD-437

AD-450
Telecommunications AD-460 = Telephone, Voice AD-47

AD-451
Instructions Manual for Telecommunications General

AD-452
Leased Channel Telecommunications

AD-453
Telecommunications for the United Nations Common S

AD-458
Measures to Restore Telecom. in event of Natural D

AD-460
Telephone, Voice for Data Lines Use AD-480

AD-461
Telephone requests Instalation and Service

AD-462
Telephone Equipment

AD-463
Telephone Access Codes and Other Authorization Pro

AD-464
Telephone - Maintenance Instalation and Repair Dis

AD-465
Telephone Directory (see also PE-555)

AD-466
Telephone Services Operators Manual (See OR-150)

AD-467
Telephone Use

AD-468
Telephone - Voice Special Dedicated Lines

AD-470
Telex, Cable, Telegram Ops.

AD-471
Transmittal of Telexes to HQ

AD-472
Telex Incoming (for Out See Ad-473) Also includes

AD-473
Telex (Outgoing) also includes Cable and Telegram

AD-474
Telex/Cable by Subject Further reference by GCG

AD-475
Telex Facilities (See AD-264)

AD-476
Communications - Priority Use for Telegraph/Telex/

AD-479
Charges to Agencies for  Telex Cable & Telegram Me

AD-480
Electronic Mail, Special Data Lines, Facsimiles a

AD-482
Facsimile    FAX (See also CM-381)

AD-485
Data Lines

AD-486
Electronic Mail         AD-486

AD-490
Satellite Connection (Radio Relay   tel etc

AD-492
Radio - Packet Switch relay connection

AD-500
Records & Archive Management including file folder

AD-510
Records Policies & Procedures  (See OR-100/AD-500)

AD-511
Records Manual  (See OR-150/CF/MN/P.J.10) Adninist

AD-512
Drafts & Issuances on RM

AD-513
Advice, Visits to Office/Work Units related to Rec

AD-514
Working Definitions Records Management (See also A

AD-515
Records Management Responsi- bilities - includes a

AD-517
Records Centre--Procedures  (Use OR-120/AD-580)

AD-520
Documents Incl. Distribution & Control, Limitation

AD-521
Documents Services (See AD-530 for Reproduction)

AD-522
Control & Limitation of Documentation, including A

AD-523
Document Distribution

AD-524
Coding of Documentation

AD-525
Distribution Instructions

AD-526
Requests for Documents Distribution (See AD-530 fo

AD-527
Storage/Display of Documents/ Reference Rack

AD-528
Translation

AD-529
Distribution Reports General

AD-530
Reproduction and Printing Services including Photo

AD-532
Document Reproduction

AD-533
Special Paper or Supplies used for reproduction or

AD-535
Printing Services (Alternate Repro Services) - met

AD-537
Field Office Photocopiers - General (for acquisiti

AD-538
Master Copies - used for reproduction, -Make Ready

AD-540
Forms Management

AD-541
Design of Forms excluding: Codings & Graphics

AD-542
Lists of Forms

AD-543
Forms Control

AD-544
Requests for Forms

AD-545
Special Instructions/Explan- ations or Corresponde

AD-546
Samples of Master Forms by UNICEF # or Section/Uni

AD-547
Stock of specific Forms Blank forms to be used

AD-548
Reproduction of Forms

AD-549
Completed Forms (not stored elsewhere)  (See Refer

AD-550
Record-Archive Mgmt. Overview creation of Records

AD-551
Records Management System Integration incl. Paper

AD-552
File Management, Maintenance Access and Authorizat

AD-553
Classification & Coding of Records  Location, Coun

AD-554
File Types: Central Record or Convience Working Co

AD-555
RAMP Computer Assisted Records & Archive Managemen

AD-556
Register Log, Items  In & Out- going,  Corresponde

AD-556-200
Specific Register Log, Items by Work Unit or year

AD-557
Registry Supplies & Equipment for Use with Files

AD-560
Record Surveys/Audit/Inventory

AD-561
Monitoring Record Survey Respo in Office Division

AD-563
Record Series Survey Listing Form  UNICEF 381/Surv

AD-564
File Folder Listing Inventory for locations Use CF

AD-565
Record Container Box Summary Content Listing for F

AD-570
Appraisal of Record: Value Standards=AD-571,Screen

AD-571
Appraisal Standards/Criteria Decision Assistance P

AD-572
Preliminary Screening while filing material for in

AD-573
Separating for Transfer (Records) Refer to Criteri

AD-574
Records Accession - (Custody Transfer) Ownership O

AD-575
Initial Appraisal of Records in Custody

AD-576
Appraisal Review and/or Final Disposition

AD-577
Dest/Retent Authorization Log Archive and Storage

AD-578
Retention & Disposal Schedules When Formalized dec

AD-580
Storage and Protection - media, equipment, securit

AD-582
Storage Areas: Desk at hand, Support staff, common

AD-584
Storage Medium: Preparation & Protection; Alternat

AD-585
Conversion/ Transfer Process Transfer of Storage M

AD-586
Retrieval of Records;Withdrawl incl. Automation &

AD-586-500
Approvals Records Withdrawal loans etc. Especially

AD-587
Archives, General Guides incl. Programme Procedure

AD-588
Descriptions of Collections in UNICEF Archives See

AD-590
Disposition/ Transfer of Records, sorting, shippin

AD-592
Archive shipment preparation for transfer of mater

AD-593
Transfer Shipments /Accessions Dispatched to Speci

AD-593  /List-1983
List of Accessions for Unicef Records - 30 April 1990 (sorted by accession no.)

AD-593.000
UN Archives/ Unicef Records Centre/ Documents Inventory

AD-594
Transfer of custody of Records -Accessions-

AD-595
Disposal of Records, (Decision to Destroy, see AD-

AD-597
Destruction of Records Log of Physical Destruction

AD-700
Data Processing & Information Resource Management including Software, Applications, Hardware and related Support

AD-710
Co-ordination & Systems for Information Management/Data Processing

AD-712
User Group, Focal Points  Training and Communication

AD-713
Systems Available (See also Applications AD-780) u

AD-714
Communication Between Data Processing Systems

AD-715
Access & Coding/Passwords for Data Processing Applications Authorization

AD-715  /Virus  /Temp
Virus Prevention Wang S0562

AD-717
Evaluation of Data Processing System (use with loc

AD-719
System Security for Data Applications and Operations

AD-720
Requests for Data Processing Systems or Equipment

AD-725
Recommendations for Data Processing Systems or Equ

AD-730
Documentation & Technical Info Data Processing Systems Manuals

AD-735
Computer Product Literature See CM-381 (General) f

AD-740
Computer Equipment & Supplies Guidelines; Inventory

AD-741
Computer Equipment Inventory by Location See AD-37

AD-742
Word Processing Equipment and Supplies Literature

AD-743
Equipment Installation Utilisation = AD-745 Installation

AD-745
Computer Utilization & Oper's. See AD-360/CM-381 (

AD-746
Staff & Health concern related to Computer use See

AD-750
Software for computer See also CM-381.950 for Prod

AD-752
Data Base - Including Criteria for Selection

AD-760
Word Processing

AD-770
Data Storage & Warehouse Magnetic Disk,  Optical D

AD-773
Reproduction of Data Stored on Disks, tape etc

AD-780
Data Processing Applications Instructions and Operation Manuals; Cross Reference by Application Name See also Software

AD-781
Applications Revisions See Annex A Draft A P.18

AD-783
Computer Programs (Cross Referenc by Programs)

AD-784
Electronic Filing System: CAR (See also CM-381.950

AD-785
Data Dictionary Related

AD-790
Commercial Service Bureau Data/Word Processing (Se

AD-800
Travel & Transportation

AD-810
Instructions Policy + Procedure  (Travel) See also

AD-811
Travel Policies and Precedents  (See OR-100/AD-800

AD-812
UN/UNICEF Travel Instruct- ions (See IN-INS/AD-800

AD-813
Travel and Reassignment Procedures of actual trave

AD-820
Staff Members Official Travel

AD-821
Frequent Traveler File of Individual Staff Members

AD-822
Infrequent Traveler File of Individual Staff Membe

AD-823
Visits to Offices; Terms of Reference     (See als

AD-824
Requests for Travel

AD-825
Authorization for Travel See also OR-AUT   Approva

AD-826
Restrictions for Travel Complications, Difficulty

AD-830
Arrangements/Lodging/Carrier Agencies/List of Visi

AD-831
Travel Arrangements - Local HQ travel unit/local a

AD-832
Lodging, Hotel, Guest House Home, Housing Arrangem

AD-833
Carrier for Travel Air, land, sea

AD-835
Agencies Travel Arrangements Agencies

AD-836
Insurance Travel See also AD-863

AD-840
Entitlements/Claims (For Travel) Claims = AD-847 S

AD-843
Terminal Expense, Entitlements Travel Related (See

AD-844
Land Vehicle - Travel Entitle- ment: Limosines, Ca

AD-845
Baggage - Travel Entitlement Excess Baggage (See P

AD-846
Travel Remittance & Notices related to Entitlement

AD-847
Travel Claims related to Entitlements (See PE-TRA)

AD-850
Documents (Travel) Passport = AD-852 Laissez Passe

AD-852
Passports - Travel Documents

AD-853
Laissez-Passer, Travel Document

AD-854
Visas - Travel Documents imigration resident statu

AD-856
Photos for Travel Documents used with Lassiz-Passe

AD-857
Tickets - Travel Documents Passage Receipt, airlin

AD-860
Movement of Personal Effects (entitlements,shipmen

AD-863
Freight/Insurance for Personal Effects (See also A

AD-865
Specific Shipments  or Freight in connection with

AD-870
Travel:Schedule (Itinerary) and Reports (See AD-87

AD-872
Travel Plan for Officials

AD-873
Statistics/Data/Reports of UNICEF Travel (See OR-5

AD-874
Travel Schedules for Individual Trips or Staff Mem

AD-875
List of Visitors to UNICEF HQ and other locations

AD-876
Report on Official Travel by Individuals,  Trip Re

AD-890
Travel (Miscellaneous)
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