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1. In our last December Task Force meeting, we agreed to initiate a consultancy relating to the establishment of comprehensive appraisal standards and retention schedules for our organization’s records and archives. This exercise would assure the elimination of redundant information with the preservation of core records with legal, financial, historical and other institutional values. The exercise would also aim to harmonize policies and procedures in the area of institutional record keeping. I attach the Terms of Reference for your information.

2.    The recent unfortunate events have made this exercise a priority particularly in light of new security measures that have to be developed and implemented. Our organizations now need to  

· expedite plans for enhanced records security;

· implement a well-designed disaster and recovery plan for key records; 

· establish a vital records programme with a digitization programme for key documentation ; and

· develop electronic record keeping systems and a digital archive.

3. On the Secretariat side, the Secretary-General will soon establish an Emergency Task Force for UN Headquarters chaired by the Under-Secretary-General for Management. Its objective will be to review all existing security measures and procedures, identify appropriate responses to various emergency scenarios and develop business continuity plans as part of an overall Integrated UN Emergency Management Plan. The preservation of core records in both electronic and hardcopy format is one of the key operational measures that have been identified as a priority. I am sure that your organization also shares this concern.

4. The Working Group’s appraisal assistance project has begun and success will depend on the full support from the participating organizations. The members are requesting that each organization provide a brief description of all records under their control, with copies of any internal rules, policies or procedures associated with record keeping.

5. I have attached a sample memorandum that we request you issue to each of your Department and Divisional heads. This memorandum contains background information pertaining to this forthcoming exercise and what cooperation is requested from each of them. This would facilitate and expedite the work of the Working Group.

Thank you.

cc:
Chairpersons, WG Archives and Records Management
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