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Subject:
Identification of UNICEF main Record Series and related rules

UNICEF staff routinely create and receive records (e.g. electronic mail messages; reports; forms etc.) and we all have the responsibility to assure that these records are well managed.  Keeping records for too long increases storage costs and makes finding information more difficult.  Disposing of records too early may result in records required for legal, administrative, or historical purposes being destroyed prematurely.

Records are controlled throughout their life through the use of  Retention and Disposition Schedules reflecting the rules and regulations that apply to records created by our  various business processes.  They prescribe how long records must be retained before they meet their ultimate disposition (either destruction or transfer to the archives).  Such schedules apply to groups of records related to a particular function, activity, or form and are normally used as a unit by a division, section or unit. These groups are referred to as Record Series. Purchase Order Files, Chronological Files or Personnel Records are examples of record series. The process of determining the value and thus the final disposition of records, making them either temporary or permanent is referred to as Records Appraisal.

Recent unfortunate events have pointed out that the protection of our records requires special consideration.  Although the project outlined below was originally developed in response to frequent requests for guidelines on records retention and destruction, we are now faced with the additional requirement to: enhance current records security; develop and implement a disaster and recovery plan; establish a vital records programme; identify paper records warranting digitization on a priority basis; and develop electronic record keeping systems and a digital archive. This requires us to identify UNICEF core records (records of long term archival interest) and vital records (critical records which contain information needed to re-establish the business of the organization in the event of an emergency).

Common Service Records Appraisal Decision Assistance Project:

The UN Task Force on Common Services [TFCS] has approved and funded a consultancy to assist agencies in making Records Appraisal decisions. The project has been developed by the Working Group on Archives and Records Management (WG-ARM).   Its purpose is to establish comprehensive Records Appraisal standards for participating Agencies, Funds and Programmes. The project's first phase requires participating organizations to provide information on Record Series under their control. The survey will also require copies of any policies; rules or procedures (legal, financial, personnel etc.) associated with their record keeping and related business processes.

ACTION Required:

· Many UNICEF Divisions and Sections have already identified and listed their record series.  The Information Management Unit in DPP has reviewed this information and will provide a list of the main series titles to each Division. 

· Each Division should identify (within ten days of receipt of this instruction) a senior member of the Divisional Management Team to serve as its divisional focal point for this exercise. The focal point must have the authority to ensure that each section and the division as a whole:  Reviews and validates the initial list of Record Series and provides a description to match each record Series;  Flags any series which are no longer being used;  and Adds additional Record Series or descriptions as necessary to reflect changes in functions and accountabilities (e.g. as required by the MTSP).  The final listing should cover both locally managed and maintained records series, as well as those in central filing systems.

· The focal point should send the results of your divisional review and copies of  rules or procedures related to your records to DPP Information Management Unit. 

If you need any clarification on the above please contact either Howard Dale or Adhiratha Keefe. We are counting on your full cooperation and assistance in this exercise. This initial phase which will establish current record series, is scheduled to be completed by 5 April.

Thank you.

