
WGARM RECORDS SERIES INVENTORY FAQs

[Completing the Record Survey form - UNICEF Frequently Asked questions - as part of the UNPOs WGARM Appraisal Decision Assistance Project]

1. What is the deadline for submitting records series forms?  Friday, 05 April 2002 (can be extended to 12 April if required)

2. Can the Division project contact staff meet with the Project Consultant and UNICEF/WGARM Representative?  Yes, this will be scheduled as requested.

3. Where is the completed sample form to be sent? Send your completed form electronically to akeefe@unicef.org.

4. Who is responsible for filling out the forms?  The focal point contact from the Management Team identified for each Division. The contact.can make arrangements within their area of responsibility for assistance in form preparation. However, where there are several authors within in a single Division or Section, please reconcile the results so that the Section contact person sends a single submission to A. Keefe per the instructions.

5. What is the project’s purpose?  Its immediate objective is to identify all records series maintained in UNPO offices (and other Common Services Participating Organisations) in order to develop commonalities and systematic records retention standards.  The transfer of non-current records to the UNICEF LIC Records Centre and UN Archives and Records Centre (ARC) at scheduled intervals will free up office space for the use of UNPO staff and make records disposition decision-making less time-consuming for both UNPOs’ records-originating offices and ARC staff.  Project results will also help in UNPOs disaster planning, vital record programme development and identification of digitisation projects.
6. What is NOT the purpose of this project?  Divisional or Section contacts should not undertake labour-intensive identification of individual documents or file folders.  Project managers are seeking the identification of records series, or groupings of records, that share a common use and retention requirements.
7. What is a records series?  A series is a group of records that share a common format, common arrangement or common function, subject or activity (see Glossary definition).  Sample shared format: Purchase Orders.  Sample common arrangement: Chronological Files (date), or Subject Files (alphabetical).  Sample common function: Personnel Files.  Sample shared subject or function: Middle East Files (relate to a geographic area or mission).
8. What goes into the Series Title field?  This field should be very concise (the name used on a daily basis by the office to identify the files is often helpful), as explanatory detail should go into the Series Description field.
9. How is the Series Description field different from the Series Title field?  Detail placed in the Description field will help project managers understand more fully what, in fact, a series is.  It will also help managers identify series that are essentially identical, even where the different offices and Participating Organizations have assigned different Series Titles.
10. What is the purpose of the Current Retention fields?  Project managers want to understand how long an office uses its records.  In this way, Active Records required for current operations can be distinguished from Inactive Records no longer needed for current operations, but which require further storage to meet administrative, legal or other requirements.  
11.  How should Cycle Codes be applied? 

· Code A: For records opened and closed on an annual basis, e.g., a 2001 Correspondence File as distinct from a 2002 Correspondence File.
· Code B: Budget-related based on the UN’s budget biennium system.
· Code N:  For records whose transfer is triggered by space constraints rather than on any other significant basis.
· Code S:* For records replaced by another version.
· Code T:* Records coterminous with a project or contract.  
*(The closing of records covered by Codes S and T is triggered by an event.) 
12. What is the purpose of the digitisation field?  A series is generally a candidate for digitisation if it contains records required for operational purposes or for widespread dissemination.  Form input will assist in prioritising digitisation projects.
13. What is meant by “Statutes or Regulations” that apply to Records Series?  Research on the applicability of external statutes to the UNPOs is not expected byt those filling out these forms.  Rather, if a UNPO policy or rule for dealing with vendors (for example) is relevant to a series’ retention, or if your office has negotiated a retention period for specific records with UNICEF RAM unit or UN ARC in the past, it would be helpful to share that information as a tool for project managers in developing common preservation and maintenance standards.
14. What is meant by “Internal Code”?  If a code signifies a retention authority applicable to a records series, such as RCUN numbers cited in the UN Archives and Records Management Section’s website (see item 7 in the Instructions) or  citations  from the UN Financial Manual or UNICEF Financial Circular,  it should be entered in this field.  Should  offices have developed internal coding systems, they should be indicated.
15. Referring to Instructions item 13. a. and b.  and to the appropriate form field, what is the difference between “Destroyed from Storage” and “Transferred to Archives”:  aren’t Storage and the Archives the same?  The Archives and Records Centre has two components.  The Records Centre component accessions and manages non-current records until a) their destruction or b) transfer to the Common Service Archives component.  The Archives component accepts and manages records with continuing value after their administrative, financial or legal value has expired.

16. Referring to Instructions item 14 and to the appropriate form field (what other departments, etc. receive or maintain a copy of this records series), how much detail is required?  Undistributed records should be noted.  If, on the other hand, records are distributed to all departments, indicate “All Departments or Divisions”: there is no need to list every department.  If records go to part of the UNICEF or UN  (invoices or vouchers to Accounts Payable, for example) this information should be  provided, as it will help project managers in establishing the Office of Record (an office that maintains a record “officially, so that duplicates maintained in other offices can be authorized for disposal).

17. What are vital records?  Records, normally 2 to 5 percent of total records produced, without which the UNPOs cannot function, which protect its staff (i.e. records relating to benefits), or which document the UNPO’s obligations to another entity, e.g., a country, an organization, etc.

18. What is the purpose of Instructions items 16 and 17 (archival potential and alternate retention proposal)?  This information will help project managers establish commonality among records series and propose adjustments to existing retention practices to effect a consistent retention schedule structure.
19.  What if different offices identify similar records differently?  Given the variety of UNPOs programme functions and activities, records series will very considerably from office to office.  For example, an office responsible for project funding might maintain records series according to financial document type, while a project management office would probably arrange multi-formatted records into a series arranged according to project.  In other words, where is no right way or wrong way of filing records for purposes of this project.   Records series should just be identified and described as created and maintained.       

20. How should published materials be identified?  Publications are normally considered to be non-record material, so fields will be completed according to the   “UNPOs na UNICEF  Documents” example on the sample form.  However, where an office is the author of publications that are distributed to missions, other UN agencies, etc., rather than just received or put up for sale, fields should be completed according to the Instructions.

21. How should records be identified when individual staff members are maintaining their own files? Indicate that this is the case in the Records Series Title field, and describe the situation more fully in the Record Series Description field, if possible.  If they are “convenience” or “reference” copies duplicated in a central file of some sort, they should be distinguished from unique and unduplicated records maintained outside an office’s control
22. General advice.  Be as accurate as possible in describing records as maintained in your office.  The first two fields, Series Title and Series Description, are the most important.  Where you don’t have an appropriate response for the other fields, don’t invent it.    Project managers are interested in records as they exist, which is why the project has been undertaken. 
 THANK YOU FOR YOUR ASSISTANCE.       
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