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ADMINISTRATION


Section: 10. 4

Book J
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APPENDIX B





1/
2/
3/
4/
5/
6/
7/
8/
9/

Location

Series Code
Record or File Series Title (Abbreviated)
Dates covered
Total Volume
Growth last year
Method of Filing
Class. Guide
Index/ find. Aids
Frequency of Reference

JKT –03A- _______1
Chron Files - outgoing
1980-85
35 cm

Chron
No
Log


JKT –03A- _______2
Training Files
1979-85
15 cm

Sub
No
List


JKT -03A- _______3
Recruitment Files
1980-85
40 cm

Alph
No
No


JKT -03A- _______4
Consultant Files
1981-85
20 cm

Alph
No
No


JKT -03A-_______5
Personnel Policy
1975-85
10 cm

Sub

List


JKT -___________6









JKT -___________7









JKT- ___________8









JKT -___________9









JKY- __________10









Office:
___________________________
Date:
______________


Form UNICEF 381 Page 1 (Feb 85)

Person:
___________________________
Post:
______________


(previously referred to as RM 6)

1/
10/
11/
12/
13/
14/
15/
16/

Location

Series Code
Purpose of Record [Why created, why stored?]
Guide to Disposal

(O)
Retention Period

(O)            (R)           (A)
Type Copies Filed
Also Uses
Copy Elsewhere
Form of Files








17/








Restricted

JKT –03A_______1
For reference

2 (0)-
3 (R) - 
0 (A) -


Yes, Sub


JKT –03A_______2
For future planning of training courses for Jakarta staff

2 (0)-
5 (R) -
0 (A) -


No


JKT –03A_______3
For placement and selection roster

3 (0)-
3 (R) -
0 (A) -


Yes, Sub


JKT –03A_______4
Administration of contract and future resources

4 (0)-
0 (R) -
0 (A) -


No


JKT –03A_______5
Establishing precendts and document decision

5 (0)-
5 (R) -
1 (A) -


Yes, Chron


JKT -__________6


__(0)-
__(R) -
__(A) -





JKT - __________7


__(0)-
__(R) -
__(A) -





JKT- __________8


__(0)-
__(R) -
__(A) -





JKT- __________9


__(0)-
__(R) -
__(A) -





JKT- _________10


__(0)-
__(R) -
__(A) -





Office:
___________________________
Date:
______________


Form UNICEF 381 Page 1 (Feb 85)

Person:
___________________________
Post:
______________


(previously referred to as RM 6)

1/
18/
19/
20/
21/
22/
23/

Location

Series Code
Archival Value
Vital Record
Files Re-or Propo
Cons. Micro
Cons.  World Process
Other Action Planned/ Recommended/ In Progress 

(indicate status)

JKT –03A_______1





No plans to re-organize

JKT –03A_______2





No plans to change 

JKT –03A_______3





No plans to change

JKT –03A_______4





No plans to change

JKT –03A_______5





Yes to be reorganized by cases

CF-LOC- _______6







CF-LOC- _______7







CF-LOC- _______8







CF-LOC- _______9







CF-LOC- ______10







Office:
___________________________
Date:
______________


Form UNICEF 381 Page 1 (Feb 85)

Person:
___________________________
Post:
______________


(previously referred to as RM 6)
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