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PART I Personal History Form

Background and Diplomas

Career Summary Curriculum Vitae
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Personnel action triggers

Appointment, Transfer and Separation check] lists

Personnel Action Forms

Letters of Appointment

PART II Performance Evaluation Reports

Personnel Status Oath of Office
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FINANCIAL
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Per Diem?
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Travel claims

Rental Subsidy

S/M

S/M

Form filled in by S/M
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Various

Travel Section
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Training, Career Status
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Senior Staff Review Minutes
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Career Development Training

Education

Study Leave

Honours and Decorations

Outside Activities

SDTS/Training
Committees

SDTS/Training Section

** Note: The storage of very confidential and extremely sensitive correspondence on any network carries the risk of breaches in security
by other users as well as by system administrators.

la-*«••- "« *~ Pn-uJi-Jfr-

3
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A) OFFICIALS HAVING ACCESS TO "PERSONAL FILES"

For staff administered in New York:

Executive Director
- Deputy Executive Director (Operations)

Director, Division of Personnel and Administration
- Assistant Director, Division of Personnel and Administration

- Chief, Personnel Services.

- Personnel Officer

Personnel Clerk

For staff administered in offices outside New York:

Regional Director

UNICEF Representative/Director of Office
- Regional Personnel Officer
- Personnel Officer (or Administrative Officer in offices where there

is no Personnel Officer).
Personnel/Administrative Clerk

.B) Contents of "Personal Frire"

Emergency Salary Advances/Grants for personal/family reasons.

* . .
- Requests for UN/UNICEF assistance in the collection of Debts incurred by

the staff member.

Designation of Beneficiaries (Form P-2).

- Matters concerning personal/family situations.

- Adverse Material from outside sources.
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A) OFFICIALS HAVING ACCESS TO "OFFICIAL STATUS FILES" '

For staff administered in New York*

Executive Director
- Deputy Executive Director (Operations)
- Deputy Executive Director (Programmes)
- Director/Assistant Director/ Division of Personnel

and Administration
- Division Directors (and Deputy or Assistant Directors)
- Chief, Recruitment and Placement*

Chief, Personnel Services*
Chief, Training /

For staff administered in offices outside New Yorki

- Regional Director
DNICEF Representative/Director of Officer (in large offices, a
limited number of senior officials may be designated by the
Representative)
Head of Office/Liaison Officer in sub-Offices/Liaison Offices
Regional Personnel Officer
Personnel Officer (or Administrative Officer in offices where there
is no Personnel Officer.)*

* As well as specifically authorized Personnel Assistants and Clerical staff
in the performance of their usual personnel functions.



Administrative Instruction No 355/Add.l

22 February 1984

TO: All Staff Members

FROM: Michael R. Corbett, Officer-in-Charge
Division of Personnel

SUBJECT: Personal Files and Official Status Files

1. The purpose of this Addendum is to add to the list of officials having access to
"Official Status Files", both in and outside New York, under Annex n A of Administrative
Instruction No. 355, the Internal as well as External Auditors. Also, Audit Assistants who are
designated by Internal Auditors to perform specific audit functions are authorized to have access
to "Official Status Files".

2. Requests for salary advances are normally filed in the "Official Status File".
However, only those emergency requests which are for personal family reasons should be placed
in the "Personal File". Those latter requests will be made available to the above officials upon
their specific request and in the course of conducting their audit functions. The log/charge-out
form attached to the "Personal File" should indicate the date as well as the reason for examining
any material filed therein.

3. The above provisions will be incorporated in the Personnel and Administration
Manual.
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