





Recent Register Ref: CF/NYH/EPP/RAM/2001-370

GENERAL INSTRUCTIONS FOR COMPLETING UNICEF 381 FORM
 APPENDIX A

Each section or unit is requested to list on Form 381 all main records series (i.e. group of records having a related theme and usually filed together such as:  Accounts Receivable Files, Chron Files, Country Files, Purchase Order Files, Vendor Files, Travel Files and Training Files).

In the first column on each page, list one of the location series codes for your office.  This represents a functional division within your office.  Follow this with a consecutive number for each series.

In each remaining column, fill in the appropriate information for each of the file series within that functional division.  Each entry may occupy up to two lines.

When you have listed all the series within that functional division, start a new form for the next functional division's location series code.  Continue this exercise until you have listed all the file series within your office.

For subject files, do not assign a series number for each file title.  Details on file titles, if requested, should be given on UNICEF 351 form.

See the specific instructions below for filling out each column.

381 Form Page 1

COLUMN 1:  LOCATION SERIES CODE (use also on pages 2, 3 and 4)

1.
The first three (3) characters represent the City of UNICEF office,

i.e.  JKT = Jakarta, BKK = Bangkok.  (See Section 10.2, Appendices C and D for city codes.)

2.
The next two numerical characters represent the Division or Section.  Below is the coding assigned to main divisions or sections in UNICEF:

01 = Information
08 = Prog. Funding

02 = Supply
09 = Head of Office (EXD at NYHQ)

03 = Personnel
10 = Greeting Card

04 = Finance
11 = Spec. Proj. (e.g. IYC)

05 = Programme
12 = Administration

06 = Office of Sec. Exec. Board (NYHQ only)
13 = Not assigned

07 = Internal Audit 
14 = Spec. Ops. (e.g. Packing & Assembly Warehouse)







3.
To further identify units or sub-units which maintain their own records within the section, we recommend a further breakdown as follows:


A 
=
Main Unit such as office of the Chief


B 
=
Other Unit such as registry


C - H 
= 
Other units such as Admin asst. etc.


Example:                     JKT - 03 - A



  (Office/Location)   (Division/Section)   (Unit/Sub-unit)



       Jakarta            Personnel        Personnel Officer



                       JKT - 03 - B



       Jakarta           Personnel       Personnel Registry

4.
For each series, assign a number following the formula used for the location code outlined above and enter it in column 1/.  If the Jakarta Personnel officer has 5 Main series of records, the first 2 series would be coded as in the example below:


Example:                 JKT - 03 - A / 01




                  (Series)



Jakarta  -  Personnel  -  Personnel Officer  -  Chron Files



                   JKT - 03 - A / 02




                  (Series)




Jakarta  -  Personnel  -  Personnel Officer  -  Training Files

COLUMN 2:  RECORD OR FILE SERIES TITLE

The Record or Files Series Title should give a general description of the type of files within that series.  Example:  Chronological Files, Subject Files, Purchase Orders.  Please be as descriptive as possible in the space provided.  Give sufficient detail to distinguish one series from another.  Use page 4, column 24, of 381 form if additional space is required.

For subject files, indicate the specific record format.  For sample formats, see instruction for column 7 of 351 form.

COLUMN 3:  DATES COVERED

Give the earliest date in the series on the first line and the latest date in the series on the second line, in this format:  YY/MM/DD.  For example, if the first record in the series is dated June l, 1977 and the last is dated October l, 1984, your entry will look like this:



       first line:  77/06/01



      second line:  84/10/01

COLUMN 4:  VOLUME

Give the cubic measurement of the file series (length X width X height).  Make sure you indicate your unit of measure.  Example:  3 cubic feet (100cm).

COLUMN 5: GROWTH LAST YEAR
Growth last year is equal to this year's volume minus last year's volume.  Show this as you do in Column 4.  If this is the first year you have filled out this form and you are uncertain of growth, leave this column blank.

COLUMN 6:  METHOD OF FILING

Give the code which represents how the files within a series are organized:


A
=
Alphabetically


N
=
Numerically


G
=
Geographically


C
=
Chronologically


S
=
By Subject


O
=
Other (please specify).

If various methods are used, list all relevant codes with the predominant method code first (e.g., country files could be filed geographically by region and within that breakdown, alphabetically by country.  This entry would read: G,A).

COLUMN 7:  CLASSIFICATION GUIDE AVAILABLE

Does your office have a locally produced guide on how to file material?  If so, answer "yes" and attach a copy.  If not, answer "no."

COLUMN 8:  INDEX OR FINDING AID

Does your office have any listing of files within the office (either a UNICEF 351 or a locally produced equivalent)? If not, answer "no."  If yes, identify the sort of index your office has with one of the two following codes and attach a sample page:


FL
=
File List (Locally produced)


CL
=
Contents and/or container list (UNICEF 351)
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COLUMN 9:  REFERENCE

How often do you refer to the files within this series?  Daily?  Weekly?  Never?  Give the appropriate code:


DA
=
Daily


WE
=
Weekly


MO
=
Monthly


AN
=
Annually


SE
=
Seldom


NE
=
Never

COLUMN 10:  PURPOSE OF RECORD

Write a brief description of why the series was created and stored.

COLUMN 11:  GUIDE TO DISPOSAL

Are there any written guidelines on retention/disposal of records in this series?  The only official guidelines from the NYHQ published to date are in Financial Circular 25 and Supply Division Instruction No. 94, which cover finance and supply records.  However, in some field offices, there may be local guides.  Reply as appropriate:


No
=
No guidelines


FC
=
Financial Circular


SI
=
Supply Instruction


O
=
Other (attach a copy of locally produced guidelines.)

COLUMN 12:  RETENTION PERIOD

1.
Recommended retention periods should be shown in these fields:

O   =
the number of years the records in this series should be retained in the office as working records.

R   =
the number of years the records in this series should be retained in the regular area of the file storage facility.  (TRT = 3-10 yrs.)

A   =
the number of years the records in this series should be retained in the high-security area of the file storage facility.   
(TRT = 10+ yrs.)

Use the following code if your response cannot be entered as a simple recommendation of number of years for retention:


I
=
indefinite


R
=
uncertain

2.
To illustrate:  A file of non-vital operational (routine) records would usually be retained in the working area for three years, in the storage facility for two to four years, and then be disposed of (TRT = 5-7 yrs.).  The entry would look like this: 




                   3(O) 2(R) 0(A) 




                         or




                   3(O) 4(R) 0(A)

A series of vital operational records would usually be retained in the working area for three years, in the high-security area of the storage facility for two years, and then be disposed of. The entry would look like this: 




                    3(O) 0(R) 2(A)


(Note:  A duplicate copy of a vital operational record might also be kept in the high-security area of the storage facility during the first three years.  When the original copy of the vital record is transferred to the high-security area, the duplicate should be retained elsewhere - dual site protection.)

A file documenting precedent setting decisions and actions (evidential records) from the head of the office would usually be retained in the working area for three to five years and then be transferred to the high- security area of the storage facility for review after five years and possible indefinite retention.  The entry would look like this:




                    3(O) 0(R)5I(A)




                         or




                    5(O) 0(R)5I(A)

COLUMN 13:  TYPE OF COPIES FILED

What type of records are filed in the series listed?


FC
=
record copy/action copy


IC
=
information copy/convenience copy


DC
=
duplicates


O
=
other (please specify)

COLUMN 14:  USE

Does anyone outside your functional unit use records in this series?


OS
=
Other sections (functional divisions)


P
=
Persons or agencies outside of UNICEF (please specify)

COLUMN 15:  COPY ELSEWHERE

Are there other copies of these records elsewhere?  If so, answer "yes" and specify where.  If not, answer "no."

COLUMN 16:  FORM OF FILES

What is the physical form of the records within this series?


PA
=
paper


MF
=
microform


MT
=
magnetic tape


FL
=
film


CR
=
card


WG
=
Wang disk


O
=
other (please specify) (see Section 10.5, Appendix A, column 7 of 351 Form for explanation of other possible forms)
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COLUMN 17:  RESTRICTED

Are the records in the series confidential or restricted?


U
=
Unrestricted


R
=
Restricted or Confidential




(If restricted, note condition for access)





)

COLUMN 18:  ARCHIVAL VALUE

Do the records within this series have "continuing" archival value?  (see paragraph 5.6, Section 10.4 above)  If not, answer "no."  If the records do have archival value, indicate the primary focus:

AD
=
administrative

EV
=
evidential (see definition Section 10.1 para. 3.12)

FI
=
financial

LE
=
legal

HI
=
historical or scholarly (that is although not necessary evidence of UNICEF's operations, the information in the records might have other possible value and still be of potential interest to the scholarly community.  For example, background material collected on specific subjects might contain unique information not preserved elsewhere in the international community.  For countries without national archives, UNICEF early facilitative program records might be of potential importance if they are the only records that have survived.)

COLUMN 19:  VITAL RECORD

Are there vital records within this series?  If not, answer "no."  If so, indicate the primary focus: (See definition of vital records section 10.1 paragraph 3.1).


LE
=
legal


FI
=
financial


ST
=
staff


OB
=
obligations


IN
=
information

COLUMN 20:  FILE REORGANIZATION

Is a file reorganization proposed for this series?  Please answer Yes (Y) or No (N).  If yes, indicate proposed date (YY MM).

COLUMN 21:  CONSIDERING MICROFORM or other alternate media of storage

Are the records being considered for microform or other alternate Media of Storage?  If not, answer "no."  If yes, use the code for the type of microform to be used:


Fl

=
fiche


FL

=
film


FJ

=
jacket


CO

=
Computer Output microfiche


CD-ROM
=
Compact Disk-Read Only


Other-Elec
=
Other Electronic media,

 Digital Image [DI], Audio [DA] or Video [DV]



Other 

COLUMN 22:  CONSIDERING WORD PROCESSING or Digitisation 

Is word or data processing being considered for this series?  If not, answer "no."  If so, answer "Y" for yes and add the proposed date in this format:  YY/MM. Is it being considered for a digitisation project? E.g. conversion to pdf or tiff files 

COLUMN 23:  OTHER ACTION PLANNED, RECOMMENDED OR IN PROGRESS



  (Indicate status)
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NOTE:

The following additional information is optional.  Any other comments you want to add are also welcome.

COLUMN 24:  ADDITIONAL SERIES DESCRIPTION

Details which describe a series will make easier the decision as to which records need to be retained and protected.  This column is reserved for additional description of series that are not entered on UNICEF 381:



- page 1, column 2,  [Record or File Series title –Abbreviated]



- page 2, Column 10 [[Purpose of Record – Why created, Stored?] or



- page 4, Column 29 [Where are originals and purpose]

(See also section 10.5, Appendix A UNICEF 351 Form, column 7 "Format" for the type of information which might also be entered in column 24)

COLUMN 25:  RECORD STORAGE AREA

Are series listed which are stored in places other than the current working records area or file storage facility?  If so, indicate additional places where records are stored, and if possible, which series are located there.

COLUMN 26:  RECORDS CONTAINER

What kind of file-folder container (e.g., cabinets, shelves) are used for current records?

Use a code representing a combination of:


- number of openings/levels/drawers;


- the type of equipment; and


- physical form

(a)  Code

Type of Equipment



FDT
=
File drawer letter size



FDG
=
File drawer legal size



LFT
=
Lateral file letter size



LFG
=
Lateral file legal size



OST
=
Open shelf letter size



OSG
=
Open shelf legal size



OTH
=
Other (please list)

(b)  Code

Physical Form of Equipment



WOD 
= 
Wood



MET 
= 
Metal



PLA
=
Plastic





a/
b/

c/




Openings/
Type 

Physical




Levels/Drawers
Equipment
Form


Example 1:
 3-FDT/WOD


  
       Code:
   3      -
FDT          /
WOD 


  
Explanation:
3 Drawers -
File Drawer  / 
Wood





Letter (A-4)


Example 2: 5-LFG/MET


  
       Code:
   5      -
LFG          /
MET


  
Explanation:
5 Levels  -
Lateral File / 
Metal





(Legal)

                                                                 


COLUMN 27:  CONDITION OF PAPER

Are you currently considering placing some records on microform or alternate media of storage e.g ditigization?  If so, indicate the condition of the paper records being considered (e.g., age, print quality, discolouration, paper colour and quality.)

COLUMN 28:  FLOOR SPACE USED

Please estimate the floor space allocated for records storage per review and for all records combined.  Indicate sq.ft. or sq. metres

COLUMN 29:  WHERE ARE ORIGINALS

If record series being listed are copies of originals please indicate:


a."yes" on the first line and enter in column 24 additional information where records originated; and


b.the purpose the originals served.

COLUMN 30:  TYPE OF RECORDS/Record Importance


a.on the first line of column 30, enter code for record type (see section 10.1 Appendix C para. 2 and section 10.2 Appendix B);




E = Evidential




R = Routine




B = Background




T = Temporary




M = Mixture


b.on the second line of column 30 enter code for record importance (see section 10.1 Appendix C para. 3);




S = substantive




F = facilitative)


Note:
Record type code combined with the record importance code suggest potential value (see section 10.1 Appendix C para. 4).

COLUMN 31:  DATE RMU CONFIRM ACTION AND NOTES

This space will be used by RMU to note agreement or revision of proposed retention dates and other recommended action.  It may also be used to identify target date for action.
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