Recent Register Ref:  CF/NYHQ/EPP/RAM/2001-0371

GENERAL INSTRUCTIONS FOR COMPLETING UNICEF 351 FORM
 APPENDIX A

When listing the contents of a records storage/transfer container, the first entry will be a container summary.  This will usually be followed by a contents listing in which the file folders within that container are described.  However, if the box is packed with operational records which are consecutively numbered (such as purchase orders), the contents listing may not be necessary.  If a contents listing is not completed more detail should be included in the container summary.

Detailed instructions on entering the required information for the container summary and contents listing are provided below.  For instructions on completing an abbreviated file list, see Appendices B and C.  Much of the required information may be obtained from the completed UNICEF 381 series listing form which should be at hand as this file listing is being compiled.  If the UNICEF 381 Form has been completed on the Wang word processor this step would be greatly simplified.

I.
CONTAINER SUMMARY (for records transfer)


Columns 1, 2, 4, 7 & 8 are most important)

COLUMN 1:  LOCATION SERIES CODE

1.
The Location Series Code is the same code used in the first column of the UNICEF 381.  Enter this code on the first line of column 1.  You may also use the second line, if required.(see section 4 APPENDIX B)  Wherever possible, files from only one location (office/unit) should be packed in each container.

2.
The Temp. Number (to be entered on the third line of the first column) is a four character alphanumeric identifier for each container.  Temp. Numbers are sequentially assigned, starting with T001. 

COLUMN 2:  DATES COVERED

It will not be possible to enter this information until the container is fully packed and the rest of the listing is completed.  At that time, give the earliest date in the container to the latest date in this format:         YY = year     MM = month              


                        YY/MM-(e.g.  77/03 = March 1977 to


                        YY/MM        78/10 = October 1978)

COLUMN 3:  GCG CODE

If the files in the container were taken from only one to three subject files, enter the subject file codes here.  Otherwise, leave this field blank.

COLUMN 4:  TITLE

Give a brief and generalized description of the contents of the container.  Be as descriptive as possible in the space provided.  If necessary, use more than three lines if contents listing of file titles is not prepared.

COLUMN 5: SUBJECT
On the first line of this column, identify your field office.  On the second line, identify the main functional division responsible for the records packed in this container.  The information given on both lines of this column should coincide with that given in the Location Code.

COLUMN 6:  MODIFIER
Disregard this column or continue with descriptors for your office.  This column will be utilised for other applications.

COLUMN 7:  PHYSICAL FORM

For physical form, enter the word "BOX".

COLUMN 8:  RETENTION PERIOD

Enter the retention period shown on the UNICEF 381 for the series to which the files in the container belonged.

NOTE:

For an example of a Container Summary entry, see the final two pages (pages 10 and 11) of this APPENDIX.

II.
CONTENTS LISTING (for Record Transfer)


(columns 1, 2, 4 are most important)
COLUMN 1:  LOCATION SERIES CODE
1.
The Location Series Code is the same code used in the first column of the UNICEF 381.  This should be entered on the first line of this column l and may extend into the second line, if required.

2.
The Temp. Number (to be entered on the second or third line of the first column) is an eight character alphanumeric identifier for each file packed from that location series code.

a.
The first four places of the Temp. Number are the same as the Temp. Number assigned to the container in which the files are packed.  

b.
The second four characters are specific to the files from that location series code.  They are sequentially assigned, starting with A001 and ending with Z999.


For example:

i.
If the last file in the first box is the fifteenth file from that location series code, it would show this Temp. Number:



          T001 A015.

ii.
The first file in the second box from that location code would be:

          T002 A016; and

iii.
the last file packed from that series location code, for which 24 files in total are being packed, would be:





          T002 A024.

3.
The Series Location Code and Temp. Number assigned through the UNICEF 351 should be written on the appropriate file folders.  Self adhesive labels to be stuck on files can be printed using the Wang printer.

4.
The year of shipment is placed between the location/series code and the temporary container.





  e.g.  location          JKT-03 A





        series code/year  02  1985





        container/file    T001 A015

5.
If the files previously had a consecutive assigned number code, this file code (where required or helpful) can be used on the second line in column 8/ (under retention period).

For example, if the 15th file in the first box shipped in 1985 had a code PE-155.078, it could appear as in 4 above as:

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

JKT-03 A






(O)-  (R)-  (A)

02  1985






PE-155.078

T001 A015






Description

This substitution should only be used where the files are organized in a clearly defined pattern and the file number is indicated on each folder.

COLUMN 2:  DATES COVERED

Give the earliest to the latest date included in the file folder, using these formats:





  YY/MM - YY/MM (e.g., 77/03 - 79/11).

COLUMN 3:  GCG CODE

Give the subject code for the file you are listing.  The global classification guide (GCG) is being developed.

COLUMN 4:  TITLE

Give the title as it appeared on the working file from which the file to be transferred was taken.  (This should also appear on the file folder in the container.)

COLUMN 5:  SUBJECT

Give a brief description of the subject of the file.  Use the first line to describe the subject which corresponds to the first place of the three-place modifier codes within the subject code (listed in column 3).  Use the second line to describe any further breakdowns.  If required, you can also use both lines of column 6 to further modify the subject.

COLUMN 6:  MODIFIER

Please refer to Column 5.

COLUMN 7:  PHYSICAL FORM

Line 1.On the first line of this column, give the Physical Form Code shown below which corresponds to the physical form of the files stored within the transfer box.  Following are two sorts the first is an alphabetical sort by code, the second on page 18 is an alphabetical sort by physical form.


a.  ALPHABETICAL SORT BY CODE


CODE
PHYSICAL FORM


BIN
Binders


BOK
Book


BOX
Box


BVL
Bound Volumes


CLO
Cloth (flags, murals etc.)


COP
Computer printout


CRD
Card/cover stock


DAR
Disk, audio recording


DWP
Diskettes (for word processing)


FIS
Slides


FIL
Films (Motion Picture)


FIT
Transparencies (for overhead projectors)


FLD
File Drawer


FLL
File Folders, Misc. Folders


MFO
Microform


MFC
Microfilm Cartridge


MFH
Microfiche


MFJ
Microfiche (jacket)


MFR
Microfilm roll


OFZ
Charts (oversized for presentation)


PAG
Paper, legal size


PAT
Paper, letter size


PHO
Photographs


TAC
Tapes, audio-cassette


TAM
Tape, magnetic


TAR
Tapes, audio-reel


TAV
Tapes, video


TUB
Tubes (rolled-up maps, charts)


WMP
Wood, metal, plastic (awards, presentations etc.)


b.  ALPHABETICAL SORT BY PHYSICAL FORM


CODE
PHYSICAL FORM


BIN
Binders


BOK
Book


BVL
Bound Volumes


BOX
Box


CRD
Card/cover stock


OFZ
Charts (oversized for presentation)


CLO
Cloth (flags, murals etc.)


COP
Computer printout


DAR
Disk, audio recording


DWP
Diskettes (for word processing)


FLD
File Drawer


FLL
File Folders, Misc. Folders


FIL
Films (Motion Picture)


MFH
Microfiche


MFJ
Microfiche (jacket)


MFC
Microfilm Cartridge


MFR
Microfilm roll


MF
Microform


PAG
Paper, legal size


PAT
Paper, letter size


PHO
Photographs


FI
Slides


TAM
Tape, magnetic


TAC
Tapes, audio-cassette


TAR
Tapes, audio-reel


TAV
Tapes, video


FIT
Transparencies (for overhead projectors)


TUB
Tubes (rolled-up maps, charts)


WMP
Wood, metal, plastic (awards, presentations etc.)

2.
On the second line of this column, give the format code which corresponds to the format of the records inside the files.  Following are two sorts the first is an alphabetical sort by code, the second on page 20 is an alphabetical sort by format:


a.  ALPHABETICAL SORT BY CODE


CODE
FORMAT


*CN
Correspondence, confidential/Restricted


AGE
Agendas


ATC
Articles


BNT
Briefing notes


CAB
Cables


CDA
Certificates, diplomas, awards


CF 
Documents, official UNICEF


CHA
Charts


CIR
Circulars(Information)


CO3
Correspondence, third party


COR
Correspondence(Letters)


CV
Curriculum vitae


DCA
Annotated Documents


DCS
Documents


DRA
Drafts


FMB
Forms,(questionnaires) blank


FMF
Forms,(questionnaires) filled in


HWN
Handwritten notes


IFM
Information (publicity) material


IMP
Information material, pamphlets


IMP
Pamphlets


IND
Indexes


INV
Invitations


ITR
Itinerary


LEG
Contracts(Legal Documents)


LIS
Lists


LOG
Logs


LPA
Participant's list


MAP
Maps


MEM
Memoranda


MIN
Minutes of meeting (meeting notes)


MIX
Mixture of formats


NCL
News clippings


NFR
Notes for the record


NTS
Notes


PER
Personal/Private Papers


PRL
Press Release


REP
Reports


SCH
Schedules


TRA
Travel authorization


TRC
Travel claims


TRE
Trip reports


WPL
Work plans

b. 
ALPHABETICAL SORT BY FORMAT


CODE
FORMAT


AGE
Agendas


DCA
Annotated Documents


ATC
Articles


BNT
Briefing notes


CAB
Cables


CDA
Certificates, diplomas, awards


CHA
Charts


CIR
Circulars(Information)


LEG
Contracts(Legal Documents)


COR
Correspondence(Letters)


*CN
Correspondence, confidential/Restricted


CO3
Correspondence, third party


CV
Curriculum vitae


DCS
Documents


CF 
Documents, official UNICEF


DRA
Drafts


FMB
Forms,(questionnaires) blank


FMF
Forms,(questionnaires) filled in


HWN
Handwritten notes


IND
Indexes


IFM
Information (publicity) material


IMP
Information material, pamphlets


INV
Invitations


ITR
Itinerary


LIS
Lists


LOG
Logs


MAP
Maps


MEM
Memoranda


MIN
Minutes of meeting (meeting notes)


MIX
Mixture of formats


NCL
News clippings


NTS
Notes


NFR
Notes for the record


IMP
Pamphlets


LPA
Participant's list


PER
Personal/Private Papers


PRL
Press Release


REP
Reports


SCH
Schedules


TRA
Travel authorization


TRC
Travel claims


TRE
Trip reports


WPL
Work plans

COLUMN 8:  RETENTION PERIOD

1.
Give the retention period shown in the UNICEF 381 for the series of which the file being listed forms a part.   (See Section 10.4, Appendix A, Column 10 for further explanation)

2.
You may use the third line of this column to elaborate on the contents of the file, if you feel further explanation is required.  Further description of material might assist in accurately appraising the records.

Extended Notes

Additional information or comments may be added at the bottom of this form beginning on line 4.  It should be preceded by the word "Extended Notes".  The added information will be preceded by an indent character and the text entered will wrap around automatically.  Please insert 2 tabs followed by an indent on line 4, type "Extended Notes" and begin to enter the information.

NOTE:For an example of a Contents Listing entry, including Extended Note, see the final page of this APPENDIX.
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