Sample of Instructions for Abbreviated Series List Adapted by Work Unit in Beijing China                               EXHIBIT 2

UNICEF 381 short  form add.1  

                                                                        registered as CF/RAI/NYHQ/EPP/RAM/2001-00372


Abbreviated  INSTRUCTIONS FOR COMPLETING UNICEF 381 FORM / A01
 

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.
1/
2/
10/  &  23/
3a/
3b/
22/
19/
12/

Location /

Series Code
Record or File Series Title (Abbreviated)
Description   /   Note

Purpose of the Record [Why Created / Why Stored]  or  Action Status  plan/ recommended/ in-progress
Date Created
Date Closed
E-Copy [or  may start]
Vital Record
Retention Period

(O)        (R)      (A)

[proposed]

For  full 381  form see ram00150 and instructions in ram01370 -   numbers at top of columns refer  to explanations on master  instructions]

LOCATION SERIES CODE 

Use an abbreviation code for each Division/ Section / work unit at a location. For each series within the work unit, assign a number. If the Jakarta, HR Assistant  has 5 Main series of records, the first 2 series would be coded as in the example below:


Example:


Location  / Series /Code
(Series) ………..        

AHR-  HR2  /    01
Administration & Human Resource Section  - HR Assistant  -
  
Chron Files

AHR –HR2  /    02
Administration & Human Resource Section  - HR Assistant 
    - Training Files




RECORD OR FILE SERIES TITLE [Abbreviated]

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 description Note field  if additional space is required. 

Description / Note  PURPOSE OF RECORD / Planned actions 

Include a brief description of why the series was created and stored. Details which describe a series will make easier the decision as to which records need to be retained and protected. 

DATES COVERED

Give the earliest date in the series in the 3a and the latest date in 3.b in this format: YYYY/Mmm/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:



       3.a:  1977/Jun/01   -     3.b:  1984/Oct/01

Electronic Record or possible candidate for Digitisation 

Is this series an electronic record or should be considered for conversion to an electronic format? [database or digitization project e.g pd f] Answer "Y" for yes and add the proposed date in this format:  YYYY/Mmm.  

VITAL RECORD

Are there vital records within this series?  If not, answer "no."  If so, indicate the primary focus:  
LE = legal;  
FI = financial;  ST = staff;  OB = obligations;  IN = information.    Vital records - are those which would be indispensable for ensuring the continuity of the following essential functions of an office in the event of an emergency or disaster (natural or man-made) cause damage to the premises,: 


a.
Regeneration of the financial position and/or validation of the legal position of the office at any given time;


b.
Regeneration of additional information without which the organization cannot function;


c.
Securing the interest of staff members; or


d.
Fulfilment of obligations to countries, projects, and other outside interests.

RETENTION PERIOD

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

Abbreviation

the number of years the records in this series should be retained

O   =
 in the office as working records.

R   =
in the regular area of the file storage facility.  (TRT = 3-10 yrs.)

A   =
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)
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