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Developing ‘Generic Record Series’, GRS, Description
Summary of GRS Record Series Issue

The attached ‘Summary of GRS Record Series Issues’ are examples of problems (missing, inadequate, duplicate, overlapping, misleading, conflict descriptions and titles) that I came across while describing Record Series for GRS.  Some of the issues noted may be resolved rather simply by ‘creating’ reasonable series descriptions,  making minor changes to titles (if this acceptable) or eliminating irrelevant series altogther (is an ‘Articles’ series really necessary?).  
This was not done during this initial exercise because of concern over changing the ‘integrity’ of the information provided and needing some additional advice on acceptable strategy in addressing these issues.   Other issues, such as conflicting descriptions used by different UNPOs, may be more complex and will need additional consideration and discussion in order to be resolved.   

Since addressing these Record Series issues is an important element in the ADA project, it has been included as part of the TOR in the ADA Phase II Follow up, ‘Record Series and Functions Gap Analysis’ (item 1).   It may also be addressed internally within WGARM as time and resources permit.
ADA Generic Record Series Descriptions
The attached draft document, ‘ADA Generic Record Series Descriptions’, UN/CS/RAI/USAA/DB01/2004-00001, is an Excel spreadsheet sorted by various fields.   The 416 ‘GRS Series Descriptions’ are based on the 1660 ‘URS Series Descriptions’, User Record Series Descriptions.   In cases where there was a unique or single URS Series, a generic version of that description was used.  If there were multiple URS descriptions (the majority of the time) then a ‘generic’ description was developed using one or more of the URS descriptions as appropriate.   

Wherever possible, descriptions were generic-ized, such as changing UNICEF, UNDP etc. to ‘UNPO’ or changing a specific Division/Section to ‘org unit’.  However, in some cases these type of changes were not possible and ‘specific-ized’ terms will have to be addressed during the follow up exercise.  
A question mark (?) was placed at each record series in which some sort of problem, such as missing, inadequate, duplicate, overlapping, misleading, conflict descriptions and titles, was identified and the descriptions will need to be confirmed.
Conclusion

As noted , further review of GRS Descriptions concerning the ‘issues’ noted above will be required .  This can take place either formally during ADA Phase II or informally as time permits.  Once these ‘issues’ are resolved, the Access data base can be updated to incorporate the finalized GRS descriptions.
Dhurjati Mueller, January 2004
Summary of GRS Record Series Description Issues
1. Series Title is different but Series description is the same or similiar, example:
	1000
	Chronological Files
	working copies of all outgoing/incoming correspondence, fax, email, reading files etc filed by date 
	?1000

	1006
	Correspondence Files
	working copies of all outgoing/incoming correspondence, fax, email, reading files etc filed by subject 
	?1006


2. Series Title is similar but Series description is not, example:

	1208
	Inventories
	 Inventories and catalogues of publications and videos currently held in stock by distribution Unit. 
	?1208

	1189
	Inventory Management Files
	The material related to Inventory Management including Stock Number, Inventory List, Stock Taking, Breakage Register, Stock Pile, Non-stock Items in Storage [e.g, office Records / Administrative Equipment], Warehouse Storage Conditions (Heat, Light etc.), Warehouse Equipment etc
	?1189

	1020
	Inventory Records
	Materials relating to non-expendable property and special items; computer equipment inventory; Headquarters Property Survey Board case reports and recommendations, Year-end Inventory records; correspondence, Listing of all furniture and equipment
	?1020


3. Series Title is to broad, example:
	1008
	Subject Files [A-Z]
	Official documentation, including correspondence, fax, email, reports and related materials associated with a specific function, subject or area.
	?1008

	1033
	Submissions
	Reports on the standard reporting forms, copies of correspondence, publications or documents assembled for reference purposes. Country files by alliance containing submissions to Coordination Committee, correspondence, drafts and copies of agreements
	?1033


4. Series Title is misleading, example:

	1030
	Progress Reports
	Thirteen progress reports by the Secretary-General on IMIS, ACABQ and Fifth Committees
	?1030

	1031
	Research Files
	1)Research data for ongoing project, kept on workgroups and fact checking files (SOWC).    (2) Country and subject files. Copyright files in print and electronic daily updating UNICEF data in compliance with requests received from libraries.
	?1031


5. Series Title is to specific and therefore cannot be ‘generic’, example:

	1032
	Advisory Board Materials
	drafts, rough notes, copies of correspondence, memos, cables, reports and annotated publications or documents assembled for reference purposes or for use in the analysis or preparation of other material.
	?1032

	1036
	Administration of Justice Files
	Report of GA(includes notes, information compiled for ACABQ, financial analysis, etc.)
	?1036


6. Series definition is to broad, varied or conflicting, example:
	1015
	Budget Files
	Budget related docs such as  biennium budget submissions, Payment requests/invoices, PBAs, institutional contract agreements, financial rules and regulations, admin instructions; Record of information on all the financial transactions undertaken in a particular org unit, including annual allotments and expenditure, approved distribution budget disbursements, etc; Budget file (by year) - general. e.g. copies of all payment vouchers sent to a particular Org unit against the different GL Accounts; budget circulars; FLS  circulars; Departments/Offices' records, reports, documents that are relevant to budget preparation, implementation; MOUs, SSAs, travel authorizations & claims, payment requests & vouchers, budget allotments, inventory of equipments
	?1015


7. Series definition is missing or inadaquate, example:
	1410
	Evaluation & Review Files
	 
	?1410


8. Series number is missing, example

	1171
	 
	 
	?1171


9. Series titles may be related but description may or may not be related, example
	1208
	Inventories
	 Inventories and catalogues of publications and videos currently held in stock by distribution Unit. 
	?1208

	1189
	Inventory Management Files
	The material related to Inventory Management including Stock Number, Inventory List, Stock Taking, Breakage Register, Stock Pile, Non-stock Items in Storage [e.g, office Records / Administrative Equipment], Warehouse Storage Conditions (Heat, Light etc.), Warehouse Equipment etc
	?1189

	1020
	Inventory Records
	Materials relating to non-expendable property and special items; computer equipment inventory; Headquarters Property Survey Board case reports and recommendations, Year-end Inventory records; correspondence, Listing of all furniture and equipment
	?1020

	1243
	Non-Expendable Property Records
	Record of all assets purchased by Field Offices: computer equipment, printers, fax machines, photocopiers, furniture, audio visual equipment, motor vehicles in paper form. Does not include telephones.
	?1243

	1035
	Equipment Files
	Materials relating to the acquisition, replacement and inventory of equipment including copies of requisitions, purchase orders, invoices, correspondence, memos faxes, E-mail and reports.
	?1035

	1305
	Equipment Records
	Materials related to the acquisition, Purchase Orders, replacement and inventory of furniture and equipment for offices at HQ  
	?1305

	1321
	Disposed Equipment Records
	Materials related to disposed equipment including correspondence,  summary listings of disposed items, Memos, e-mails, property survey board findings, notice of sale
	1321


