DEPT:
POLICY & CONTRACTS

INTERVIEWEE:
Florence Serra & Michael Dudley

PHONE:
906-6128

EMAIL:
To Be Determined.

DATE:
8/13/99

DEPT. SIZE:
12

TOTAL SHELF USE:
77 (36”)

DEPT. NOTE:  This department’s documents are primarily copies of originals maintained by other divisions.

FILE NAME:
POLICY

Series Description:
Agency & divisional procedures; directives on the implementation of financial and staff rules.  Also includes historical legal and reference documents.

Office of Record:
Yes.

Storage Media:
Digital (Intranet).

Span of Active Usage:
N/A

Vital to Continued Op:
Yes.

Duration:
N/A

Historical Value:
Yes.

Off-site Storage:
To Be Determined.


Date Span:
To Be Determined.

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Administrative and Operational Procedures Emanating from the U.N.S & UNOPS.

 
1 year in office; indefinite off-site storage.

Legislative Documents.
(Mainly kept by PPI).  Documentation on inter-agency activities.  Has more historical value because involves other UNOPS procurement and finance rules.
 
4 years.  (Administrative decision for additional retention.)

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
 

POLICY & CONTRACTS

FILE NAME:
AGREEMENTS

Series Description:
Documents related to divisional projects.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
While projects are active. 

Vital to Continued Op:
Yes.

Duration:
While projects are active. 

Historical Value:
Yes.

Off-site Storage:
Yes.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Umbrella Documents (for Actions Prior to Project Approval).


6 years for projects not approved.

Reimbursement of Services Agreements (“RSA”).


6 years after active status (project completion).

Memos of Understanding (“MOU”) aka client agreement.


Same as above.

Inter-agency Agreements.


Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

POLICY & CONTRACTS

FILE NAME:
REFERENCE DOCUMENTS

Series Description:
Internal documentation related to legal advisory function.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
Ongoing.

Vital to Continued Op:
Yes.

Duration:
N/A

Historical Value:
Yes.

Off-site Storage:
To Be Determined.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Books, Periodicals, Reference Manuals. 
Externally published (CCH).

While current.  (Administrative decision for historical significance.)

Privileges & Immunities. 
Issued by UN.

6 years after active status.

Contracts of Carriage. 


Same as above.

Construction Contracts. 


Same as above.

Arbitration Procedures. 
Issued by UNICTRAL.

While current.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

6 years after active status.

POLICY & CONTRACTS

FILE NAME:
LEGAL 

Series Description:
Documents related to the contractual requirements arising under contracts as well as under UNOPS & UNDP rules & regulations.

Office of Record:
No.  Official records are generated by or through operational departments.

Storage Media:
Paper & Digital.

Span of Active Usage:
5 years.

Vital to Continued Op:
Yes.

Duration:
While projects are active.

Historical Value:
To Be Determined.

Off-site Storage:
Yes.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Claims & Disputes.


6 years after project completion.

Audit Committee Reports.


Same as above.

Management Service Agreements (“MSA”).
Agreement between Clients and UN describing UNOPS’ obligations.

Same as above.

Legal Reference Books.


While current.  (Administrative decision for historical significance.)

Contract Training Manuals (4 vols.) 


Same as above.

Procurement Review Advisory Committee reports (“PRAC”).


Indefinite.

UNOPS Secretarial Functions.


Same as above.

Delegations of Authority.


Same as above.

Invitations to Bid.


7 years.

Correspondence.


5 years.

POLICY & CONTRACTS

Mission Reports.


Administrative decision follows file retention.

Notes to File.


Same as above.

Inspection Reports.

 
Administrative decision.

Settlement Agreements & Final Judgements.

 
6 years after active status.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
 

POLICY & CONTRACTS

FILE NAME:
 ORIGINAL REAL ESTATE LEASES

Series Description:
 Leases of various UNOPS locations.

Office of Record:
 Yes.

Storage Media:
 Paper.

Span of Active Usage:
 

Vital to Continued Op:
 

Duration:
 

Historical Value:
 

Off-site Storage:
 

Date Span:
 

Folder Type:
 

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Leases.

 


FILE NAME:
 INSURANCE POLICIES

Series Description:
 

Office of Record:
 Yes.

Storage Media:
 Paper.

Span of Active Usage:
 

Vital to Continued Op:
 

Duration:
 

Historical Value:
 

Off-site Storage:
 

Date Span:
 

Folder Type:
 

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Insurance Policies.

 


DEPT:
ENVIRONMENTAL PROGRAMMES DIVISION

INTERVIEWEE:
Christine Blehle / Beverly Agard

PHONE:
906-6084 / 6285

EMAIL:
Christineb@unops.org

DATE:
8/17/99

DEPT. SIZE:
40

TOTAL SHELF USE:
383 (36”)

FILE NAME:
PROJECT CONSULTANTS

Series Description:
Documentation on National & International Consultants Engaged for Each Project.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
3-8 years.

Vital to Continued Op:
Yes.

Duration:
Vital until projects operationally completed.

Historical Value:
Generally no.  Only 10% may have historical value.

Off-site Storage:
Yes, after project is financially completed.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Requests from Client for Consultants’ Services.


7 years.

Authorization for the Engagement of Consultants.


Same as above.

General Correspondence to/from Consultants.


5 years.

Certificate for Payment of Fees.


6 years after project completion.

Consultants’ C.V.’s.


3 years.

Travel Authorization & Reimbursement Claims (T/Es).


7 years after project completion.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

SERIES NOTE:  This series is maintained by two OHR staff members residing within this division.

ENVIRONMENTAL PROGRAMMES DIVISION

FILE NAME:
PROJECT FILES
Total Projects:

Series Description:


Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
3-8 years.

Vital to Continued Op:
Yes.

Duration:
Vital until project is operationally complete.

Historical Value:
Yes.

Off-site Storage:
Yes, after project is financially completed (e.g., all financial transactions have been completed).

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:   
Common:               Office:                  Workstation:   

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Project Document.
 

6 years after project completion.  (Administrative decision for additional retention.)

Contracts.


Same as above.

Sub-contracts.


Same as above.

Budgets.


Same as above.

Work Plans.


Same as above.

Field Authorizations.


Same as above.

Reports.


Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

6 years after project completion.  Administrative decision for additional retention. 

SERIES NOTE:  Formal practices are outlined in the OPS Project File life cycle document.

N.B.:  There is significant document storage duplication within the same division, as well as throughout UNOPS.  For example, records such as Purchasing, Procurement, Personnel and Payment are kept within Limited Retention (brown) folders both in other locations within the division and in the appropriate Office of Record.  This may represent a duplication of as much as 50%.  The duplication occurs within certain sections of these folders, such as Finance (where documents are duplicated in the field offices, the division, as well as within the Permanent Retention (blue folders), General Correspondence, Equipment, Contracts for Subcontractors, Personnel (also found in the Blue folders), and Reports (progress and routine).  The brown folders can conceivably be put in semi-active storage after 2 years if file breaks were implemented on a 2 year time period.

ENVIRONMENTAL PROGRAMMES DIVISION

FILE NAME:
PROJECT PROCUREMENT

Series Description:
Documentation on purchases made on behalf of clients.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
3-8 years.

Vital to Continued Op:
Yes.

Duration:
Vital until projects operationally completed.

Historical Value:
No.

Off-site Storage:
Yes, after project is financially completed.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Requests from Division for Equipment Purchases.


7 years.

Authorization for Purchases.


Same as above.

General Correspondence.


5 years.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

7 years.

SERIES NOTE:  Two procurement specialists residing within the division maintain these files.

ENVIRONMENTAL PROGRAMMES DIVISION

FILE NAME:
PERSONNEL

Series Description:
Division Staff Files.

Office of Record:
Generally No.  Official Record is kept by OHR.

Storage Media:
Paper & Digital.

Span of Active Usage:
N/A – Record copies.

Vital to Continued Op:
N/A – Record copies.

Duration:
N/A – Record copies.

Historical Value:
N/A – Record copies.

Off-site Storage:
N/A – Record copies.

Date Span:
N/A – Record copies.

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Performance Evaluations.


6 years.

C.V.’s.


3 years.

Attendance.


7 years.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

SERIES NOTE:  These documents are maintained by two H.R. specialists residing within the division and are also kept by the main H.R. department.

ENVIRONMENTAL PROGRAMMES DIVISION

FILE NAME:
CONFIRMATION OF FINANCIAL TRANSACTIONS

Series Description:
Communications with UNDP offices regarding fulfillment of UNOPS commitments.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
Until project completion.

Vital to Continued Op:
N/A

Duration:
To Be Determined.

Historical Value:
N/A

Off-site Storage:
To Be Determined.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Authorization to Field Offices for Expenditures.
Generated by ENVP and distributed to UNDP offices.

6 years after active status (project completion).

Proof of Payments for Expenditures.


Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

SERIES NOTE:  These documents should only be kept in digital format.  Hard copies are not necessary because proof of a delivery/receipt is provided by confirmation numbers, which are generated electronically.  The PMO’s assistant keeps these records.

ENVIRONMENTAL PROGRAMMES DIVISION

FILE NAME:
MONTREAL PROTOCOL

Series Description:
Documentation preceding initiation of a project (e.g., budget approval).

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
3-8 years.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
Yes.

Date Span:
N/A

Folder Type:
Portfolio-style binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Country Files.
Montreal Protocol is a specialized unit of ENVP. They are primarily responsible for purchasing large-scale machinery.
 
6 years after active status. 

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
Same as above.

ENVIRONMENTAL PROGRAMMES DIVISION

FILE NAME:
MISCELLANEOUS

Series Description:
General office documents.

Office of Record:
No.  Official records are with P&C or with another U.N. agency.

Storage Media:
Paper & Digital.

Span of Active Usage:
N/A – Record copies.

Vital to Continued Op:
N/A – Record copies.

Duration:
N/A – Record copies.

Historical Value:
N/A – Record copies.

Off-site Storage:
N/A – Record copies.

Date Span:
N/A – Record copies.

Folder Type:
Binder.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Procedure Manuals.

 
Indefinite.

Correspondence.

 
5 years.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

DEPT:
AFRICA

INTERVIEWEES:
Maryléne Spezzati, Josephine Amara-Bangali, Dimitri Samaras, Michelene Leon

PHONE:
906-6135; 6542; 6872; 6261

EMAIL:
MaryléneS@unops.org

DATE:
8/17/99 

DEPT. SIZE:
30-32

TOTAL SHELF USE:
267 (36”)

FILE NAME:
AUDIT REPORTS

Series Description:
Reports on UNOPS’ fulfillment of project obligations according to UNDP’s Office of Audit & Performance Review and UNOPS standards.

Office of Record:
No.

Storage Media:
Paper & Digital.

Span of Active Usage:
Approx. 5 years.  Files are closed only after the corresponding Project File has been closed.

Vital to Continued Op:
Yes.

Duration:
To Be Determined.

Historical Value:
N/A

Off-site Storage:
Yes.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Reports.
PMO keeps copies of Audit Reports.  Legal team also has copies.



6 years after project completion.  (Administrative decision for additional retention.)

SERIES NOTE:  The division’s legal adviser maintains these records.

AFRICA

FILE NAME:
PROJECT PROCUREMENT 

Series Description:
Documentation of purchases made on behalf of clients.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
5 years.

Vital to Continued Op:
Yes.

Duration:
Vital until project is operationally completed.

Historical Value:
N/A 

Off-site Storage:
Yes, after project is financially completed.

Date Span:
N/A 

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Purchase Orders.


6 years after project completion.

Procurement Review Advisory Committee Submissions (“PRAC”).


Indefinite.

Invoices & Payments.


6 years.

Freight; Receiving & Inspection Reports.


7 years.

General Correspondence.


5 years.

Invitation to Bid & Request for Quotation.


7 years.

Project Requisition.


6 years after project completion.  (Administrative decision for additional retention.)

Series Specific.
Classification and Retention Codes that apply to the entire File Types rather than to individual Document Types.

7 years.

SERIES NOTE:  Bid documents are extremely voluminous and should be kept in a separate file.

AFRICA

FILE NAME:
PROJECT FILES
Total Projects:

Series Description:
Documentation created upon initiation and throughout duration of a project.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
5 years.  Files are closed only after approval of funding source.

Vital to Continued Op:
Yes.

Duration:
Vital until project is operationally complete.

Historical Value:
Yes.

Off-site Storage:
Yes.

Date Span:
N/A 

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIODS.

Project Document & Correspondence.


6 years after project completion.  (Administrative decision for additional retention.

Budget Revisions & Correspondence.


Same as above.

Letters of Agreement/Memorandum of Agreement.


Same as above.

General Correspondence.


5 years.

Contracts & Sub-contracts.


6 years after project completion.  (Administrative decision for additional retention.

Field Authorizations


Same as above.

International Consultants.


5 years.

International Experts.


Same as above.

Local Admin. Staff/National Professional Project Personnel (NPP).


Same as above.

Equipment.


6 years after project completion.

UN Volunteers.


5 years.

AFRICA

Training & Fellowship.


6 years after project completion.

Missions.


Administrative decision.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

SERIES NOTE:  This division has a full-time contracts specialist and an assistant to the specialist.  As a result, decentralization of this record type is not likely. 

N.B.:  Formal practices are outlined in the OPS Project File life cycle document.

N.B.:  There is significant document storage duplication within the same division, as well as throughout UNOPS.  For example, records such as Purchasing, Procurement, Personnel and Payment are kept within Limited Retention (brown) folders both in other locations within the division and in the appropriate Office of Record.  This may represent a duplication of as much as 50%.  The duplication occurs within certain sections of these folders, such as Finance (where documents are duplicated in the field offices, the division, as well as within the Permanent Retention (blue folders), General Correspondence, Equipment, Contracts for Subcontractors, Personnel (also found in the Blue folders), and Reports (progress and routine).  The brown folders can conceivably be put in semi-active storage after 2 years if file breaks were implemented on a 2-year time period.

AFRICA

FILE NAME:
PROJECT CONSULTANTS

Series Description:
Documentation on national & international experts/consultants engaged to work on projects.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
Indefinite.

Vital to Continued Op:
No.

Duration:
Indefinite.

Historical Value:
No.

Off-site Storage:
No.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Requests from Client for Consultants’ Services & Personnel Action Forms.


7 years.

Lump Sum Travel Recruitment & Decentralized Travel Recruitment.


Same as above.

Consultants’ C.V.’s.


3 years.

Recruitment Correspondence & Medical Documentation. 


7 years.

Series Specific.
Classification and Retention Codes that apply to the entire File Types rather than to individual Document Types.

7 years.

SERIES NOTE:  These records are kept onsite indefinitely because the same consultants/experts are utilized on an on-going basis for new projects.

AFRICA

FILE NAME:
MISCELLANEOUS

Series Description:
General office documents.

Office of Record:
Yes, except for Procedure Manuals for which originals are filed in P&C or in another U.N. agency.

Storage Media:
Paper & Digital.

Span of Active Usage:
N/A – Record copies.

Vital to Continued Op:
N/A – Record copies.

Duration:
N/A – Record copies.

Historical Value:
N/A – Record copies.

Off-site Storage:
N/A – Record copies.

Date Span:
N/A – Record copies.

Folder Type:
Binder.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Procedure Manuals.

 
Indefinite.

Correspondence.


5 years.

Chrons.


Same as above.

Pre-filing.
Documents waiting to be placed within proper file.

N/A

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

5 years.

AFRICA

FILE NAME:
FINANCE FILES (Payments)

Series Description:
Documentation on the financial aspects of projects.

Office of Record:
No.

Storage Media:
Paper.

Span of Active Usage:
 

Vital to Continued Op:
 

Duration:
 

Historical Value:
 

Off-site Storage:
 

Date Span:
 

Folder Type:
 

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Contracts (Companies & Individual Consultants).
These documents are convenience copies.  Record copies are kept in the Project Files.
 
Discard after project completion.

Invoices/Certification of Payment.
These documents are convenience copies.  Record copies are kept in the Project Procurement files.

Same as above.

Payments.
Same as above.

Same as above.

General Correspondence.


5 years.

FILE NAME:
NATIONAL PROFESSIONAL PROJECT PERSONNEL (NPPP) & NATIONAL PROJECT STAFF

Series Description:
Copies of documentation on process for recruiting National Staff (Consultants & Administrative Staff).

Office of Record:
No.  Record Copies are kept in Project Files.

Storage Media:
Paper.

Span of Active Usage:


Vital to Continued Op:


Duration:


Historical Value:


Off-site Storage:


Date Span:


Folder Type:
Binder.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Requests & Authorizations
These documents are convenience copies.  Record copies are found in the Project Files.
 
Discard after project completion.

DEPT:
LATIN AMERICAN COUNTRIES

INTERVIEWEE:
Palmari De Lucena, Gladys Corwin

PHONE:
906-6080, 6282

EMAIL:
PalmariDL@unops.org

DATE:
8/17/99 

DEPT. SIZE:
14

TOTAL SHELF USE:
67 (36”)

DEPT. NOTE:  (1)  This division plans to reduce its onsite file volume by 50%.  The division plans to maintain project files onsite for up to two years; in the arcade after two years, and offsite storage after four years.  (2)  This division needs storage for their brochures.

FILE NAME:
PROJECT CONSULTANTS

Series Description:
Personnel files on consultants & experts hired for client projects.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active usage:
5 years. 

Vital to Continued Op:
No.

Duration:
While active. 

Historical Value:
No.

Off-site Storage:
Yes.

Date Span:
7-10 years.

Folder type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

National Consultants.


5 years.

International Consultants.


Same as above.

Mission.


Administrative decision.

Brochures from Subcontractors. 


None

Requests for Recruitment.


7 years.

Payment Information.


7 years after project completion.

LATIN AMERICAN COUNTRIES

FILE NAME:
PROJECT PROCUREMENT

Series Description:
Documentation on purchases made on behalf of clients.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
5 years. 

Vital to Continued Op:
Yes.

Duration:
Vital until projects operationally completed.

Historical Value:
No.

Off-site Storage:
Yes, after project is financially completed.

Date Span:
7-10 years for limited retention files; Indefinitely for permanent retention files.

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Purchase Orders for Services & Equipment.


6 years after project completion.

Authorization for Purchases.


7 years.

General Correspondence.


5 years.

Invoices.


6 years.

Contracts.


6 years after project completion.

Sub-contracts.


6 years after project completion.

Bids.


7 years.

Requests for Proposals (RFPs) & Invitations to Bid (ITBs).


Same as above.

Procurement Review Advisory Committee reports (“PRAC”).


Indefinite.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

7 years.

SERIES NOTE:   Contracts for services or equipment valued above $100,000 require review and approval by PRAC.

LATIN AMERICAN COUNTRIES

FILE NAME:
PROJECT FILES 
Total Projects:

Series Description:
Documentation created upon initiation and throughout duration of a project.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active usage:
5 years.

Vital to Continued Op:
Yes.

Duration:
While project is active.

Historical Value:
To Be Determined.

Off-site Storage:
Yes.

Date Span:
N/A

Folder type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION: 
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Budgets. 


6 years after project completion.  (Administrative decision for additional retention.)

Requests for Fellowships.
Generated by LAC countries; copies to TOKTEN/ FELLOWSHIP.

Same as above.

Project Document.
Agreement between Client and UN Organization describing UNOPS’ project obligations.

6 years after project completion.  (Administrative decision for additional retention.)

Budget Revisions.


Same as above.

Long-Term Contracts.
(Originals are kept in LR files).

Same as above.

Terminal (Project Completion) Reports.


Same as above.

Special Services Agreements (“SSA”).


Same as above.

LATIN AMERICAN COUNTRIES

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

SERIES NOTE:  Formal practices are outlined in the OPS Project File life cycle document.

N.B.:  There is significant document storage duplication within the same division, as well as throughout UNOPS.  For example, records such as Purchasing, Procurement, Personnel and Payment are kept within Limited Retention (brown) folders both in other locations within the division and in the appropriate Office of Record.  This may represent a duplication of as much as 50%.  The duplication occurs within certain sections of these folders, such as Finance (where documents are duplicated in the field offices, the division, as well as within the Permanent Retention (blue folders), General Correspondence, Equipment, Contracts for Subcontractors, Personnel (also found in the Blue folders), and Reports (progress and routine).  The brown folders can conceivably be put in semi-active storage after 2 years if file breaks were implemented on a 2 year time period.

LATIN AMERICAN COUNTRIES

FILE NAME:
LEGAL 

Series Description:
Documents related to the contractual requirements arising under contracts as well as under UNOPS & UNDP rules & regulations.

Office of Record:
Yes. 

Storage Media:
Paper & Digital.

Span of Active usage:
5 years.

Vital to Continued Op:
Yes.

Duration:
While project is active.

Historical Value:
Yes.

Off-site Storage:
Yes.

Date Span:
Indefinite.

Folder type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Disputes & Claims from Contractors & Consultants.
Disputes & Claims regarding financial obligations under contracts.

6 years after project completion.

Audit Reports.


6 years after project completion.  (Administrative decision for additional retention.)

Management Service Agreements (“MSA”).
Agreement between Client and UN organization describing UNOPS’ obligations.

6 years after project completion.

Legal Reference Books.


While current.  (Administrative decision for historical significance.)

Contract Training Manuals (4 vols.) 


Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

6 years after project completion.  (Administrative decision for additional retention.)

LATIN AMERICAN COUNTRIES

FILE NAME:
MISCELLANEOUS 

Series Description:
Documents required for routine daily functions. 

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active usage:
Indefinite.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
N/A

Off-site Storage:
Yes.

Date Span:
N/A

Folder type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Brochures.

 
None.

Chrons (copies of all correspondence).

 
5 years.

Correspondence.


5 years.

Pre-filing. 


N/A

Project Forms.


While current.

Procedure Manuals (Training).

 
Indefinite.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

5 years.

LATIN AMERICAN COUNTRIES

FILE NAME:
COUNTRY FILES

Series Description:
Documents relating to potential projects (e.g., projects pending budget approval).  

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
2 years.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
Yes.

Date Span:
7-10 years.

Folder Type:
Classification Binders. 

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Reports from Rehabilitation and Social Sustainability Division (“RESS”) Representative.  


6 years after active status (Administrative decision for additional retention.)

Correspondence.

 
5 years.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
6 years after active status.  (Administrative decision for additional retention.)

LATIN AMERICAN COUNTRIES

FILE NAME:
UNDP & UNOPS HISTORY 

Series Description:
Documents on the history of UNDP and UNOPS.

Office of Record:
Official copies are generated by either UNDP or by Policy & Contracts.

Storage Media:
Paper.

Span of Active Usage:
Indefinite.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
Yes.

Off-site Storage:
No.

Date Span:
N/A.

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Charters.


Permanent.

Announcements.
 

Same as above.

Annual Reports.


 Same as above.

Correspondence.


 Same as above.

Circulars.


 Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

 Same as above.

LATIN AMERICAN COUNTRIES

FILE NAME:
SUPPORT PERSONNEL

Series Description:
Documents related to local support staff and field office staff.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
2-5 years.

Vital to Continued Op:
Yes.

Duration:
2 years.

Historical Value:
Yes.

Off-site Storage:
Yes.

Date Span:
7-10 years.

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Memos & Correspondence.

 
5 years.

Travel & Expense Reports.
 

7 years after project completion.

Attendance Reports. 


7 years.

General Service (Temporary Workers) Records.


6 years after project completion.  (Administrative decision for additional retention.)

Field Staff Records.


Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

7 years after project completion.

DEPT:
TRANSFER OF KNOWLEDGE THROUGH EXPATRIATE NATIONALS (TOKTEN) & FELLOWSHIPS 

INTERVIEWEE:
Emily Toll & Saskia Kortmulder 

PHONE:
906-6107, 6294 

EMAIL:
EmilyT@unops.org

DATE:
8/16/99

DEPT. SIZE:
7-8

TOTAL SHELF USE:
113 (36”)

FILE NAME:
INSURANCE

Series Description:
Coverage for fellows and workshop attendees.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
1985-present.

Vital to Continued Op:
Yes.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
Yes.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Quarterly Reports of Premium Payments.


5 years (Administrative decision for additional retention.)

Original Insurance Policies. 


Permanent.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

TOKTEN & FELLOWSHIPS

FILE NAME:
REGIONAL WORKSHOPS

Series Description:
Professional Development Programs for Mid-Career Government Officials.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
5 years. 

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
Yes, for files older than 5 years.

Date Span:
1993 and earlier.

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Attendee’s Lists.


None.  Administrative decision.

Hotel, Conference & Facilities Arrangements.


Same as above.

Travel Authorizations.


Same as above.

Payment Records.


7 years.  (Administrative decision for additional retention.)

Entitlements.


Same as above.

Authorizations for Expenditure of Funds.


Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

TOKTEN & FELLOWSHIPS

FILE NAME:
PAYMENTS

Series Description:
Documentation on payments of stipends, expenses & expenditures.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
A few months.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
To Be Determined.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Payment Vouchers.


7 years after project completion.

American Express Payments & Expenditures.


7 years.

Individual Travel & Expense Records.


7 years after project completion.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

TOKTEN & FELLOWSHIPS

FILE NAME:
LIBRARY

Series Description:
Records on Resources for University and Professional Development Programs.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
10 years.

Vital to Continued Op:
Yes.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
Yes.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:  22
Common:  14                  Office:   8                Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Bulletins.


None.  Administrative decision.

Brochures.


Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

6 years after project completion.  (Administrative decision for additional retention.)

TOKTEN & FELLOWSHIPS

FILE NAME:
GENERAL

Series Description:
Management Files.

Office of Record:
No, except for Meetings & Staff Documents.

Storage Media:
Paper & Digital.

Span of Active Usage:
As of 1980.

Vital to Continued Op:
Yes.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
Yes.

Date Span:
N/A

Folder Type:
Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Visa Forms.


Indefinite.

Procurement Review Advisory Committee reports (“PRAC”).


Same as above.

Procedures. 


Same as above.

Staff Files.


Same as above.

Retreats Files.


Same as above.

Division Chiefs Meetings.


Same as above.

Business Plan Meetings.


Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

FILE NAME:
BUDGET REPORTS & IMIS REPORTS

Series Description:
Financial & Statistical Reports, including Stipend Rates.

Office of Record:
Yes, for stipend rates.  No for others, which are IMIS generated.

Storage Media:
Paper & Digital.

Span of Active Usage:
Current & Past.

Vital to Continued Op:
Yes.

Duration:
N/A

Historical Value:
Yes.

Off-site Storage:
Originals only.

Date Span:
N/A

Folder Type:
N/A

Shelf Space:  1
Common:                   Office:  1                 Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Reports. 
These are cumulative reports, generated several times during the year and are kept by each staff member.

Close at end of biennium.  Destroy 6 years after dated closed.

TOKTEN & FELLOWSHIPS

FILE NAME:
FORMS 

Series Description:
Documentation on TOKTEN & Fellowships & forms.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
Current.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
N/A

Date Span:
N/A

Folder Type:
N/A

Shelf Space:  18
Common:  18                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Forms.
 
 
While current.

FILE NAME:
UNOPS STAFF DEVELOPMENT PROGRAMS/LIBRARY

Series Description:
Materials for Professional Development Programs & Seminars.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
3 years.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
N/A

Off-site Storage:
No.

Date Span:
N/A

Folder Type:
N/A

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Catalogues.


None.  Maintain 3 copies indefinitely.

Course Descriptions.


Same as above.

Professional Trade Publications.


While current.  (Administrative decision for historical significance.)

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

5 years.

TOKTEN & FELLOWSHIPS

FILE NAME:
TOKTEN

Series Description:
Fielding of International Consultants as a means of stemming “Brain Drain” trend.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
3-15 years.

Vital to Continued Op:
Yes.

Duration:
To Be Determined.

Historical Value:
No.

Off-site Storage:
Yes.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:  15
Common:                   Office:   15                  Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Correspondence.


5 years.

Letters of Assignment.


Indefinite.

Authority & Payments.


Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
Same as above.

TOKTEN & FELLOWSHIPS

FILE NAME:
COUNTRY

Series Description:
Miscellaneous Pre-Project Files per Country.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
Indefinite.

Vital to Continued Op:
Yes.

Duration:
1990-present.

Historical Value:
No.

Off-site Storage:
Yes.

Date Span:
1985-1990

Folder Type:
N/A

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Correspondence from Governments.

 
5 years.  Administrative decision for additional retention.

Delegations of Authority.


6 years after project completion. (Administrative decision for additional retention.)

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
Same as above.

TOKTEN & FELLOWSHIPS

FILE NAME:
CASE

Series Description:
Identification of Training Providers and Correspondence Related to Training.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
4-5 years.

Vital to Continued Op:
Yes.

Duration:
Up to 5 years

Historical Value:
Yes.

Off-site Storage:
Yes.

Date Span:
Indefinite.

Folder Type:
N/A

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Visa Forms.


Indefinite.

Correspondence.




Award Letters.




Stipends.


Same as above.

Nomination Forms.
Generated by requesting government.

Same as above.

Contacts.


None.  Administrative decision.

Payments.


7 years.

Fellowship & Assessment Reports.


Indefinite.

Training & Educational Resources.
Generated externally.

None.  Administrative decision.

FILE NAME:
CHRONOLOGICAL FILES

Series Description:
 Copies of Correspondence and Payments.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
2 years.

Vital to Continued Op:
Yes.

Duration:
While current.

Historical Value:
None.

Off-site Storage:
Yes.

Date Span:
N/A

Folder Type:
N/A

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Correspondence & Payments

 
Indefinite.

DEPT:
POLICY & PUBLIC INFORMATION

INTERVIEWEE:
Carlos Viteri

PHONE:
906-6712

EMAIL:
To Be Determined.

DATE:
8/20/99

DEPT. SIZE:
8

TOTAL SHELF USE:
123 (36”)

DEPT. NOTE:  The Policy & Contracts Department is now generating most of the original policy materials.  N.B.:  This department requires a brochure & publications library and is under the assumption that the Arcade level at the new location will be used as such.

FILE NAME:
PUBLICATIONS

Series Description:
Printed Brochures on Various Divisions, UNOPS, etc.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
3 years.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
No.

Date Span:
N/A

Folder Type:
N/A

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Annual Reports.


Keep 3 samples indefinitely.

Division Brochures.


Same as above.

Electronic Publications.


Indefinite.

Copy/Text for Publications.


Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

POLICY & PUBLIC INFORMATION

FILE NAME:
ADMINISTRATIVE FILES

Series Description:
Daily Operations Files.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
N/A

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
To Be Determined.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Vendor Files.


While current.  (Administrative decision for additional retention.)

Contracts.


6 years after active status.

Finances.


Close at end of biennium.  Destroy 6 years after date closed.

Mailing Lists. 


While current.  (Administrative decision for additional retention.)

Management Coordination Committee Reports.


Indefinite.

Policy Speeches. 


Permanent.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Indefinite.

DEPT:
ITIS-SYSTEMS

INTERVIEWEE:
Walter J. Burke, Debra Goodridge

PHONE:
906-7882

EMAIL:
Walterb@unops.org

DATE:
8/19/99

DEPT. SIZE:
20-25

TOTAL SHELF USE:
131 (36”)

DEPT. NOTE:  ITIS-Systems is a newly created offshoot of the ITIS division and presently have relatively few records.  The bulk of the documentation will consist of systems development manuals presently kept at the division head’s home.  The manuals number 100 or more.  N.B.:  The system development manuals must reside on UNOPS’ premises or commercial record center.

FILE NAME:
HARDWARE & SOFTWARE RECORDS

Series Description:
Documentation on Development, Testing and Management of Software and Hardware.

Office of Record:
Yes.

Storage Media:
Digital.

Span of Active Usage:
N/A

Vital to Continued Op:
N/A

Duration:
N/A

Historical Value:
N/A

Off-site Storage:
N/A

Date Span:
N/A

Folder Type:
Standard Files & Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Systems Development Manuals.


None.  (Administrative decision for additional retention).

Software Program Files.


Same as above.

Y2K Project Manuals.


Same as above.

IMIS Implementation Records.


Same as above.

Technical Manuals.


Indefinite.

Software Project Files.


6 years after project completion.  (Administrative decision for additional retention.)

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Administrative decision.

ITIS-SYSTEMS

FILE NAME:
GENERAL SYSTEMS DIVISION FILES 

Series Description:
Division files for day-to-day functions.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
N/A

Vital to Continued Op:
N/A

Duration:
N/A

Historical Value:
No.

Off-site Storage:
N/A

Date Span:
N/A

Folder Type:
Standard Files & Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Correspondence & Chrons.

 
5 years.

Contracts.
With programming consultants, software & hardware suppliers.

6 years after active status.

Budgets.


Close at end of biennium.  Destroy 6 years after date closed.

Requests for Proposals.


7 years.

Personnel.


6 years after active status.

Travel Documents, T&E Reports.


7 years after active status.

Norman Sanders’ Files.
U.N. Task Force; Board of Directors’ Files.

Indefinite.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

7 years after active status. 

DEPT:
ITIS –INFORMATION

INTERVIEWEE:
Sonia Simmonds

PHONE:
906-6430

EMAIL:
Sonias@unops.org

DATE:
8/16/99

DEPT. SIZE:
To Be Determined.

FILE NAME:
HARDWARE & SOFTWARE RECORDS

Series Description:
Documentation on Systems Infrastructure.

Office of Record:
Yes.

Storage Media:
Digital.

Span of Active Usage:
N/A 

Vital to Continued Op:
N/A

Duration:
N/A

Historical Value:
N/A

Off-site Storage:
N/A

Date Span:
N/A

Folder Type:
N/A

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Procurement.


7 years.

Contracts.


6 years after active status.

System Documentation.


Indefinite.

Inventory of Hardware/Software Applications.


Same as above.

Correspondence.

 
5 years.

Personnel.


6 years after active status.

Manuals.


Indefinite.

Chronological Files.


5 years.

Training.


Until superseded.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
 Indefinite.

SERIES NOTE:  The division head stated that the ITIS-Systems Group (Debra Goodridge, 820 Second Ave.) would maintain many of these series.

DEPT:
INTERNATIONAL FUND FOR AGRICULTURAL DEVELOPMENT

INTERVIEWEE:
Alberto Orlandi, Marialicia Ayala

PHONE:
906-6832

EMAIL:
AlbertoO@unops.org

DATE:
8/19/99

DEPT. SIZE:
To Be Determined.

TOTAL SHELF USE:
224 (36”)

FILE NAME:
ADMINISTRATIVE

Series Description:
General division records.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
N/A

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
N/A

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Field Office Administrative Files (Rome, Nairobi, LAC, etc.).


5 years.  (Administrative decision for additional retention.)

Personnel.


6 years after active status.

Correspondence.


5 years.  (Administrative decision for additional retention.)

Budget Plans.


Close at end of biennium.  Destroy 6 years after date closed.

CFC.


Administrative decision.

Meeting Minutes.


Indefinite

Job Descriptions.


2 years.  (Administrative decision for additional retention.)

INTERNATIONAL FUND FOR AGRICULTURAL DEVELOPMENT

U.N. Reports.


5 years.  (Administrative decision for additional retention.)

Recruitment.


2 years.  (Administrative decision for additional retention.)

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

5 years.  (Administrative decision for additional retention.)

FILE NAME:
PROJECT FILES
Total Projects:

Series Description:
Client project records.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
N/A

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
N/A

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Work Programs.


6 years after project completion.

SPSF (Belgium Survival Funds).


Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

SERIES NOTE:  Formal practices are outlined in the OPS Project File life cycle document.

N.B.:  There is significant document storage duplication within the same division, as well as throughout UNOPS.  For example, records such as Purchasing, Procurement, Personnel and Payment are kept within Limited Retention (brown) folders both in other locations within the division and in the appropriate Office of Record.  This may represent a duplication of as much as 50%.  The duplication occurs within certain sections of these folders, such as Finance (where documents are duplicated in the field offices, the division, as well as within the Permanent Retention (blue folders), General Correspondence, Equipment, Contracts for Subcontractors, Personnel (also found in the Blue folders), and Reports (progress and routine).  The brown folders can conceivably be put in semi-active storage after 2 years if file breaks were implemented on a 2 year time period.

DEPT:
WESTERN ASIA, ARAB STATES AND EUROPE

INTERVIEWEE:
Shafiqa Masood & Daniela Mattos

PHONE:
906-6131 (SM) & 906-6270 (DM)

EMAIL:
ShafiqaM@unops.org & DanielaM@unops.org

DATE:
8/13/99

DEPT. SIZE:
29

TOTAL SHELF USE:
321 (36”)

FILE NAME:
CURRICULUM VITAE

Series Description:
Unsolicited resumes from people interested in working in the division.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
1995-present.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
No.

Date Span:
1995-present.

Folder Type:
Accordion files.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Cover Letters, Resumes and CVs from qualified applicants.
These are circulated throughout the division and then forwarded to the Project Management Officer.
 
3 years.

Cover Letters, Resumes and CVs from disqualified applicants.
These are routed to the “client desk”.
 
Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
Same as above.

SERIES NOTE:   It is felt that all in the division might benefit from seeing the CVs of qualified people and that perhaps these should be kept centrally within the division.  Also there is concern that there might be duplication here.

WESTERN ASIA, ARAB STATES AND EUROPE

FILE NAME:
PERSONNEL RECORDS

Series Description:
Records documenting employees beginning with their initial hiring.  Series includes records for consultants as well as other personnel.

Office of Record:
No, HRMS.

Storage Media:
Paper.

Span of Active Usage:
Department felt that 2 years would be sufficient, although they currently store 1996-present.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
No.

Date Span:
1996-present.

Folder Type:
Blue binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Contracts.
WAASE makes copies of records prior to sending them

6 years after project completion.

Certification for Payment.
On to HRMS for processing.

7 years after project completion.

Personnel Action Forms.


6 years after project completion.

Amendments.
 

Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

WESTERN ASIA, ARAB STATES AND EUROPE

FILE NAME:
CORRESPONDENCE AND MEMORANDA

Series Description:
Correspondence and memoranda records.  These are original or duplicate records maintained for access convenience.

Office of Record:
No.

Storage Media:
Paper.

Span of Active Usage:
2 years, currently have 1996-present.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
Could send to off-site storage after 2 years.

Date Span:
1996-present.

Folder Type:
Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
5 years.

WESTERN ASIA, ARAB STATES AND EUROPE

FILE NAME:
CHRONOLOGICAL FILES

Series Description:
Copies of all outgoing correspondence with consultants, filed by last name.

Office of Record:
No, in the Project files.

Storage Media:
Paper.

Span of Active Usage:
2 years, currently have 1996-present.

Vital to Continued Op:
No.

Duration:
2 years.

Historical Value:
No.

Off-site Storage:
No.

Date Span:
1996-present.

Folder Type:
Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Correspondence.


5 years.

Miscellaneous Obligation Documents (MODs).
Grant of financial authority.  Official copy is in Finance.

7 years after project completion.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

SERIES NOTE:  File breaks are based on when the binder is full.  Even though there may be some duplication of the information electronically, it is not considered valid, as there are no signatures.

WESTERN ASIA, ARAB STATES AND EUROPE

FILE NAME:
PROJECT FILES
Total Projects:

Series Description:
Series tracks projects from proposal to end of the project.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
2 years.

Vital to Continued Op:
Yes.

Duration:
Until project is closed financially.

Historical Value:
Yes, if retrieval and access would be electronic.

Off-site Storage:
5 years (limited retention).  Indefinite (permanently).

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Proposal/Project Documents – (proposes a project).
Projects are often proposed by the member country. 

6 years.  (Administrative decision for additional retention.)

Budget and Revisions.
A budget is then projected. 

6 years after project completion.

Implementation Analysis Note.
Documents are created in various places; incoming requests, committees, budgets.

Same as above.

Letters of Agreement.
There are three types of projects, thematic, country, and “NEX” projects, Nationally Executed Projects (cooperative instead of executing).

Same as above.

Project Acceptance Committee (PAC) Minutes.
If the project has a large dollar value or addresses policy concerns, it goes to the PAC for approval.

Indefinite.

Amendments and Supplements to the Agreements.
If the project is routine, the division chief can accept/approve it.

6 years after project completion.

WESTERN ASIA, ARAB STATES AND EUROPE

Evaluation Reports (if the project is over $1 million).
Requests for project personnel recruitment are copied and put in the file, although the official copy is filed with HRMS.

6 years after project completion.

Project Performance Evaluation Reports (PPER).
Closing a project takes time with Finance, sometimes up to 8 months after all of the other aspects have been completed.

Same as above.

Tripartite Review (TPR) Minutes (Tripartite is comprised of the government involved, UNOPS and a UNDP local country office).
When the project closes, the records are sent to the archives.
 
Indefinite.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

6 years after project completion.  (Administrative decision for additional retention.)

SERIES NOTE:  Formal practices are outlined in the OPS Project File life cycle document.

N.B.:  There is significant document storage duplication within the same division, as well as throughout UNOPS.  For example, records such as Purchasing, Procurement, Personnel and Payment are kept within Limited Retention (brown) folders both in other locations within the division and in the appropriate Office of Record.  This may represent a duplication of as much as 50%.  The duplication occurs within certain sections of these folders, such as Finance (where documents are duplicated in the field offices, the division, as well as within the Permanent Retention (blue folders), General Correspondence, Equipment, Contracts for Subcontractors, Personnel (also found in the Blue folders), and Reports (progress and routine).  The brown folders can conceivably be put in semi-active storage after 2 years if file breaks were implemented on a 2 year time period.

DEPT:
SPECIAL DEVELOPMENT PROGRAMS

INTERVIEWEE:
Tsion Fesseha and Odette Tin-Aung

PHONE:
906-6894

EMAIL:
Tsionf@unops.org

DATE:
8/13/99

DEPT. SIZE:
To Be Determined.

FILE NAME:
CONSULTANTS’ CONTRACTS

Series Description:
Series documents contractual agreements made with project personnel.

Office of Record:
No, in HRMS (also can be found in the Project files).

Storage Media:
Paper.

Span of Active Usage:
As long as the project is open.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
No, these are convenience copies of records kept in the Project files, only created and kept because it is easier to access them in a binder than to have to go through multiple project files.

Date Span:
N/A

Folder Type:
Binders, 1 or 2 at this time.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
Active status plus 6 years.   (Administrative decision for additional retention.)

SPECIAL DEVELOPMENT PROGRAMS

FILE NAME:
PROJECT FILES
Total Projects:

Series Description:
Series tracks projects from proposal to end of the project.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
Blue folders: 1 year after project closes; Brown folders: 2 years (currently has 1997-present in office).

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
Yes, parts of the records (the blue folder).

Off-site Storage:
Limited retention files:  4 years.  Permanent Retention files:  Permanently off-site.

Date Span:
1997-present.

Folder Type:
Classification Binders.

Shelf Space:  8
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Memos of Understanding (MOUs).


6 years after project completion.  (Administrative decision for additional retention.)

Personnel.


Same as above.

Finance.


Same as above.

General Correspondence.


Same as above.

Equipment.


Same as above.

Procurement.


Same as above.

Subcontracts.
 

Same as above.

Miscellaneous.


Same as above.

Contracts.


Same as above.

Routine Reports.


Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

SERIES NOTE:  This is a new division as of June.

N.B.:  Formal practices are outlined in the OPS Project File life cycle document.

N.B.:  There is significant document storage duplication within the same division, as well as throughout UNOPS.  For example, records such as Purchasing, Procurement, Personnel and Payment are kept within Limited Retention (brown) folders both in other locations within the division and in the appropriate Office of Record.  This may represent a duplication of as much as 50%.  The duplication occurs within certain sections of these folders, such as Finance (where documents are duplicated in the field offices, the division, as well as within the Permanent Retention (blue folders), General Correspondence, Equipment, Contracts for Subcontractors, Personnel (also found in the Blue folders), and Reports (progress and routine).  The brown folders can conceivably be put in semi-active storage after 2 years if file breaks were implemented on a 2 year time period.

SPECIAL DEVELOPMENT PROGRAMS

FILE NAME:
MISCELLANEOUS OBLIGATION DOCUMENTS (MODs)

Series Description:
Documents financial encumbrances.

Office of Record:
No, in Finance (also can be found in the Project files).

Storage Media:
Paper.

Span of Active Usage:
As long as the project is open.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
No. (Convenience copies of records kept in the Project files, created and kept because of ease in access).

Date Span:
N/A

Folder Type:
Binders, 1 or 2 at this time.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
PS166.000
6 years after project completion.  (Administrative decision for additional retention.)

FILE NAME:
CHRONOLOGICAL FILES

Series Description:
Original or duplicate correspondence, usually organized in date sequence for convenient access.

Office of Record:
No.

Storage Media:
Paper.

Span of Active Usage:
2 years.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
No.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

5 years.

SPECIAL DEVELOPMENT PROGRAMS

FILE NAME:
PROJECT PROCUREMENT

Series Description:
Documentation on purchases made for projects.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
2 years.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
No.

Date Span:
N/A

Folder Type:
Expansion pockets and manila folders.

Shelf Space:  3
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
7 years after project completion.

SERIES NOTE:  This division is new, so they projected the following records series would be related and/or maintained in their division:  Contracts; Personnel Records, Travel Expense Records, Leave records, Presentations, Technical Information.

DEPT:
PURCHASING SUPPORT UNIT

INTERVIEWEE:
Jürgen Dierlmaier and Carla Ribaudo-Ballon

PHONE:
906-6717 & 906-6157

EMAIL:
JurgenD@unops.org

DATE:
8/13/99

DEPT. SIZE:
To Be Determined.

TOTAL SHELF USE:
97 (36”)

FILE NAME:
FIELD PURCHASE ORDERS

Series Description:
Orders received from field offices.

Office of Record:
Yes, for payment of purchases.  No, for Invitations to Bid (ITBs) which are kept by the field offices.

Storage Media:
Paper.

Span of Active Usage:
1998-present, or after payment and receipt of the Received Inspection Report (RIR).

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
Yes.  These records are only retrieved for audit purposes.  Prior and current years could be kept onsite with balance in inactive storage, after payment and receipt of the RIR, until released from audit.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:  2 shelves
Common:                   Office:                   Workstation:

 DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Bills of Lading.
Purchase orders are placed at the field offices and sent on to 

7 years after project completion.

Correspondence.
PSU.

5 years.

Field Purchase Orders (FPOs).


7 years after project completion.

Received Inspection Reports (RIR).
 

Same as above.

Invoices.


Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

SERIES NOTE:  Auditors are external and internal.

PURCHASING SUPPORT UNIT

FILE NAME:
PROCUREMENT ORDERS CASE FILES

Series Description:
Records documenting the procurement processes.

Office of Record:
Yes.

Storage Media:
Paper & Digital.

Span of Active Usage:
1998-present, or after payment and receipt of the Received Inspection Report (RIR).

Vital to Continued Op:
Yes.

Duration:


Historical Value:
No.

Off-site Storage:
Yes, after payment and receipt of the RIR, until released from audit.

Date Span:
1998-present.

Folder Type:
Classification Binders.

Shelf Space:  5
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Requisitions.
(see series note below)

7 years after project completion.

Requests for Quotations.
(see series note below)

Same as above.

Specifications.
(see series note below)

Same as above.

Short List.
(see series note below)

Same as above.

Invitations to Bid.
(see series note below)

Same as above.

Requests For Proposals.
(see series note below)

Same as above.

Procurement and Review Advisory Committee (PRAC ) Minutes.
(see series note below)

Indefinite.

Orders.
 
 
7 years after project completion.

Invoices.

 
Same as above.

Bids.




Supplier Correspondence.




PRAC Submissions.




Packing Lists.




AWB.




Freight & Delivery Documents.




Technical and Commercial Evaluation Reports.




Bid Opening Protocol.




Bills of Lading.


Same as above.

Pre-inspection Information.


Same as above.

PURCHASING SUPPORT UNIT

Inspection Reports (RIR – received inspection reports).
Will be decentralized by 1/11/99.

7 years after project completion.

Cargo Insurance Claim Records.


Permanent.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

7 years after project completion.

 

PURCHASING SUPPORT UNIT

FILE NAME:
CARGO CLAIM SETTLEMENT RECORDS

Series Description:
Series documents the settlement of claims from damaged or lost cargo and is used to answer questions from the divisional purchasing agents or from Finance.

Office of Record:
No, official copy is found in Finance.

Storage Media:
Paper.

Span of Active Usage:
2 years.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
No.

Date Span:
1996-present.

Folder Type:
Binder.

Shelf Space:
Common:                Office:                 Workstation: 1 binder

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Copy Checks.
Other records regarding a cargo claim for damage or loss are filed in the Procurement 
 
Permanent.

Copy of Memo to Finance Indicating which Account Number to Credit.
Orders Case Files and are given back to the division for record-keeping purposes.
 
7 years after project completion.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.  This entire series will be decentralized by 1/11/00.

Same as above.

PURCHASING SUPPORT UNIT

FILE NAME:
PREMIUM PAYMENT FOR CARGO INSURANCE PAYMENT VOUCHERS

Series Description:
This series is used to determine how much insurance is charged to which project.  It also documents that there is proof of insurance should a claim be filed and questioned.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
As long as claims are still open.

Vital to Continued Op:
Yes.

Duration:


Historical Value:
No.

Off-site Storage:
After claim is settled, until cleared from audit.

Date Span:
1994-present.

Folder Type:
Binder.

Shelf Space:   1
Common:                Office:                 Workstation: 1 shelf

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Lists from Divisions of Procurements Invoices that have been Paid for the Month.
PSU receives lists of paid procurement invoices compiled monthly by the various Payment Assistants.
 
7 years after project completion.

Major Compilation of these Lists.
At the beginning of each month, PSU sends a consolidated list to the insurance brokers, who then invoices UNOPS

Same as above.

General Voucher to Each Account for Amount to be Charged by Project.
for the premium to be paid.  PSU pays the insurance company and then charges each project based on their

Same as above.

Payment Vouchers to the Insurance Company.
procurements and the insurance premium.
 
Indefinite. 

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
7 years after project completion.

PURCHASING SUPPORT UNIT

FILE NAME:
VEHICLE THIRD PARTY LIABILITY INSURANCE RECORDS

Series Description:
Series documents the vehicles to be insured and documents proof of this insurance and proof of charges to a project.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
1 year.

Vital to Continued Op:
Yes.

Duration:
Until any claims are settled.

Historical Value:
No.

Off-site Storage:
Yes (although there was some suggestion that records needing to be maintained for financial reasons beyond PSU’s operational needs would become the Finance department’s responsibility.)

Date Span:
1996-present.

Folder Type:
Top tab folders.

Shelf Space:   1
Common:                Office:                 Workstation: 1 shelf

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Lists of Vehicles to be Insured.

 
Indefinite.

Vehicle Inventory (type, year, where, how many, by project).

 
Same as above.

Invoice from the Insurance Company.
Invoices come directly from the insurance company and are forwarded to the UN insurance section.  Invoices are billed by country and proportionally charged to each project.  To prevent automatic coverage, PSU must inform the insurance company of any additional purchases of “new fleet” cars.

Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
Permanent.

PURCHASING SUPPORT UNIT

FILE NAME:
INVENTORY RECORDS

Series Description:
Series will be used to document ownership and the proper disposition of equipment.

Office of Record:
Yes.

Storage Media:
Paper, some electronic.

Span of Active Usage:
1 year.

Vital to Continued Op:
Yes.

Duration:
1 year.

Historical Value:
No.

Off-site Storage:
No.

Date Span:
1997-present.

Folder Type:
Currently not filed.

Shelf Space:   1
Common:                Office:                 Workstation: 1 shelf 

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFICATION CODE:
RETENTION PERIOD:

Lists from Projects.
Internal Auditors have only recently mandated that divisions send PSU inventories of project equipment valued at more than $500.00 as well as for project & administrative non-expendables.  At this time, compliance with the mandate is approximately 40%.
 
Indefinite.

Reminders to Divisions to Send in the Lists.
Inventory lists are presently not standardized.  PSU is looking at the workflow process in hopes of automating the procedure. 
 
5 years.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
5 years.  (Administrative decision for additional retention.)

PURCHASING SUPPORT UNIT

FILE NAME:
PROPERTY SURVEY BOARD RECORDS

Series Description:
Documents the disposition of equipment and vehicles and could be used to track inventory.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
1 year.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
N/A

Date Span:
1998-present.

Folder Type:
Some loose, some in expansion pockets, filed by country.

Shelf Space:  ½
Common:                Office:                 Workstation: ..5 shelves

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Accident Reports.
 
 
Indefinite.

Agendas.
 

2 years.  (Administrative decision for additional retention.)

Documents Regarding Disposal of Equipment.

 
Indefinite.

Minutes.
 

Same as above.

Recommendations.


Administrative decision.

Sale Documents.


Indefinite. 

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

SERIES NOTE:  A property survey board located in each country monitors disposal of equipment and vehicles by means of sale, transfer to government, write-off or theft.  The survey board also reviews accidents to determine whether a staff member is at fault and, if so, may recommend to P & C and Headquarters’ Property Survey Board in NY that the staff member pay retribution.

PURCHASING SUPPORT UNIT

FILE NAME:
SUBJECT FILES (PERSONAL FILES)

Series Description:
Informational files resulting from research, internal projects, etc.  Documents reference data as well as any actions or decisions rendered 

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
2 years.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
No.

Date Span:
1998-present.

Folder Type:
Manila folders in Pendaflex.

Shelf Space:  3
Common:       Office: 3 pedestal boxes, and 3 shelves  Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

1999 Business Plan (2 year plan).

 
7 years.

Procurement Review Advisory Committee (“PRAC”).  Files (also electronic).
 
 
Indefinite.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
Same as above.

SERIES NOTE:  These are Jürgen Dierlmaier ‘s office files.  He wants three pedestal boxes and three shelves for his project and tickler files.

PURCHASING SUPPORT UNIT

FILE NAME:
CORRESPONDENCE

Series Description:
Correspondence, incoming and outgoing, and memoranda records.  These are original or duplicate records maintained for convenience.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
1 year.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
No.

Date Span:
1998-present.

Folder Type:
Binders.

Shelf Space:   3
Common: 3 shelves  Office:                 Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

E-mail.


90 days.

Faxes.


5 years.

Incoming Letters and Memoranda.


Same as above.

Outgoing Letters and Memoranda.


Same as above.

UN Circulars.


Same as above.

Vendors Writing to be Considered for Purchases.
 

Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

FILE NAME:
PERSONNEL FILES

Series Description:
Series documents employee’s work history.

Office of Record:
No, HRMS.

Storage Media:
Paper.

Span of Active Usage:
1 year after separation.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
No.

Date Span:
N/A

Folder Type:
Binders.

Shelf Space:    ½
Common:  1/2 shelf         Office:                 Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Contracts.
 

6 years after active status.

Leave Records.


Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

PURCHASING SUPPORT UNIT

FILE NAME:
STATISTICS

Series Description:
For annual reports and for publications.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
2 years.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
Yes.

Date Span:
N/A

Folder Type:
Classification Binder.  1 folder.

Shelf Space:
Common:  1 folder  Office:                 Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
Indefinite.

DEPT:
HUMAN RESOURCES MANAGEMENT SECTION

INTERVIEWEE:
Percy, Anita, Emilia, Joan, Diana, Mimi, Tong

PHONE:
906-6169, 906-6971, 906-6824, 906-6521, 906-6753

EMAIL:
To Be Determined.

DATE:
8/13/99, 8/18/99

DEPT. SIZE:
To Be Determined.

TOTAL SHELF USE:
434 (36”)

FILE NAME:
PAYROLL REPORTS

Series Description:
Monthly reports generated by the UN documenting employees’ pay, base salary, post adjustments, deductions, entitlements, subsidies paid, pension, net take-home pay, education grants, rental subsidies and duty status summaries.  This series is used to verify payments and deductions for employees.

Office of Record:
Yes, for UNOPS.

Storage Media:
Paper.

Span of Active Usage:
2 years.

Vital to Continued Op:
Yes.

Duration:
6 years.

Historical Value:
No.

Off-site Storage:
Yes, 2 years in arcade and 2 years off-site.

Date Span:
1993-present.

Folder Type:
Binders.

Shelf Space:  6
Common: 6 shelves   Office:                 Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Pay Statements, Salary Reports.
Reports come from UN.
 
Permanent.

Duty Station Summaries.


Indefinite.

Rental Subsidy Reports.
 
 
Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
Same as above.

HUMAN RESOURCES MANAGEMENT SECTION

FILE NAME:
PERSONNEL FILES

Series Description:
Documents employee’s work history and benefit information.

Office of Record:
Yes.

Storage Media:
Paper, although the Performance appraisals are also electronic.

Span of Active Usage:
3 years after separation.

Vital to Continued Op:
Yes.

Duration:
Life of the records.

Historical Value:
Yes.

Off-site Storage:
Yes, permanent retention.

Date Span:
N/A

Folder Type:
Central Administrative Units (CAU):  Classification Binders, manila folders and cover.  (11 shelves).

Appointments of Limited Duration (ALD):  Classification Binders and cover.  (13:  shelves:  6 active, 7 separated).

Experts:  Classification Binders and cover.  (34 shelves:  14 shelves active, 20 separated).

Shelf Space:  58
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Benefit Records (insurance and pension).
Personnel records come from various sources, divisions, 

Permanent.

Contracts.
boards or panels and are also created in the HRMS area.

6 years after active status.

Correspondence.
The files are separated by type of employment – CAU, ALD 

Same as above.

Final Report of the Appointment and Promotion Panel/Board.
and experts and are divided into parts.

Indefinite.

Financial Records.


7 years after audit.

Attendance Records.


Indefinite.

Medical Records.
 

30 years after active status.

Passport and Visa Records.


Indefinite.

Performance Appraisal Reviews.


6 years after active status.  (Administrative decision for additional retention.)

Personal Information, e.g., Resumes, CVs.


3 years.

Personnel Action Forms.


6 years after active status.  (Administrative decision for additional retention.)

HUMAN RESOURCES MANAGEMENT SECTION

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Administrative decision.  (At least 6 years after active status.)

SERIES NOTE: AFR and LAC have the official copies of the personnel files for their short-term employees.

HUMAN RESOURCES MANAGEMENT SECTION

FILE NAME:
REFERENCE FILES

Series Description:
Records from internal and external sources providing information needed to carry out administrative processes.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
While current.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
Yes, 2 years after information is no longer current.

Date Span:
1993-present.

Folder Type:
Binders and expansion pockets.

Shelf Space:  7
Common: 7 shelves        Office:                 Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Correspondence & memoranda.
Most of these records come from other UN agencies.

5 years.

Daily Subsistence Allowances Rates.


Indefinite.

Delegations of Authority.
 

Administrative decision.

Exchange Rates Notifications.


Indefinite.

Guidelines.


Same as above.



Other UN Agencies’ Circulars.


None.  (Administrative decision.)

Post Adjustments.


Administrative decision.

Updates.


Same as file being updated.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Indefinite.

HUMAN RESOURCES MANAGEMENT SECTION

FILE NAME:
APPOINTMENT AND PROMOTION PANEL/BOARD RECORDS

Series Description:
Documentation on the Panel/Board approval appointments, promotions and appeals process. 

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
1 year.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
Archive for 5 years (confidential records).

Date Span:
1998-present.

Folder Type:
Binders.

Shelf Space:   1-1/2
Common: 1.5 shelves         Office:                 Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Minutes.
Panels are for general service employees.
 
Permanent.

Supporting Documentation.
Boards are for professional employees.
 
Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
Same as above.

HUMAN RESOURCES MANAGEMENT SECTION

FILE NAME:
JOB DESCRIPTIONS

Series Description:
Series documents the evolution of positions as duties change.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
As long as position is in existence.

Vital to Continued Op:
No. 

Duration:
N/A

Historical Value:
Yes.

Off-site Storage:
No.

Date Span:
1994-present.

Folder Type:
Thick binders.

Shelf Space:  2
Common: 2  Office:                 Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Position Descriptions.
Post announcements are reviewed for accuracy during annual performance evaluations.

2 years.  (Administrative decision for additional retention.)

Reclassification Records.
Inconsistencies between post announcements and employee duties are resolved by either updating the post or modifying the duties.
 
Administrative decision.

Correspondence.

 
5 years.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
Administrative decision.  (At least 5 years.)

SERIES NOTE:  It is felt that these records are needed operationally to track position development. 

HUMAN RESOURCES MANAGEMENT SECTION

FILE NAME:
VACANCIES RECORDS (aka Recruitment and Selection Records).

Series Description:
Records which document the recruitment and hiring processes.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
1 year.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
2 years archives.

Date Span:
1993-present.

Folder Type:
Pressboard folders and expansion pockets 

Shelf Space:  11
Common:  11 shelves  Office:                 Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Interview Notes and Records.
Divisions initiate the recruitment process by sending HRMS a request for establishment of a post.
 
6 years after active status.

Vacancy Announcements.
HRMS signs off and establishes the post, then initiates vacancy announcements.  
 
Same as above.

Recommendations.
Pools of applicants are prescreened, top candidates selected for interviews, interview panels are established (includes division staff  for the project with the vacancy).

Same as above.

Requests for the Establishment of a Post.
Panel submits appointment recommendations to Appointment and Promotion Panel or Board.

6 years after active status.

Resumes/Applicants CVs and other Records.
Final appointment approval is given by the Executive Director.

3 years.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
6 years after active status.  (Administrative decision.)

HUMAN RESOURCES MANAGEMENT SECTION

FILE NAME:
ON THE JOB INJURIES CLAIM RECORDS

Series Description:
Series documents worker’s compensation claims from inception to resolution.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
6 months after settlement.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
Yes.  Send to archives to retain for 6 years.

Date Span:
N/A

Folder Type:
Side tab manila.

Shelf Space:   1-1/2
Common:   1.5 shelves    Office:                 Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Accident Reports.
Records come from various sources and are filed together
 
Indefinite.

Appendix D Claims.
by employee and claim.
 
 Same as above.

Correspondence.


 Same as above.

Doctors’ Notes.


 Same as above.

Reports.


 Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
 Same as above.

HUMAN RESOURCES MANAGEMENT SECTION

FILE NAME:
STATISTICAL REPORTS

Series Description:
Reports generated to identify various demographic statistics, or other identifiers of employees.

Office of Record:
Yes.

Storage Media:
Paper and electronic.

Span of Active Usage:
2 years.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
Yes.

Off-site Storage:
Yes.

Date Span:
2 years (1997-present).

Folder Type:
Binders.

Shelf Space:   ½
Common:  .5 shelf     Office:                 Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Annual Reports (P&PI has the official document).
Reports are sent to consulates, re:  EEO information, gender, 
 
None.  (Administrative decision for additional retention.)

Excel Spreadsheets of HRMS Information.
Citizenry makeup of the operation, etc.
 
Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
Same as above.

HUMAN RESOURCES MANAGEMENT SECTION

FILE NAME:
INDEX NUMBER VERIFICATION RECORDS

Series Description:
Series documents the verification and establishment process used to ensure one payroll identifying number per employee.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
1 year on-site.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
Yes.

Date Span:
6 years.

Folder Type:
Binders.

Shelf Space:   2
Common:  2 shelves     Office:                 Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Clean-up Records.
Monitors the one-number one-employee procedure.
 
None.  (Administrative decision for additional retention.)

Correspondence.
Requests for numbers are researched to prevent multiple numbers per employee.
 
5 years.

Forms to Request the Establishment of a Number.


While current.

Research Records.


None.  (Administrative decision for additional retention.)

Series Specific.


Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
Administration decision.

SERIES NOTE:   The index number is the identification number for employees who work for the UN.

HUMAN RESOURCES MANAGEMENT SECTION

FILE NAME:
POLICY AND PROCEDURE RECORDS

Series Description:
Documentation on the establishment and iteration of human resources related activities and policy matters.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
Until superseded.

Vital to Continued Op:
Yes.

Duration:
Until superseded.

Historical Value:
Yes.

Off-site Storage:
Send to archives once no longer current.

Date Span:
N/A

Folder Type:
Binders.

Shelf Space:   3
Common:                Office:  3 shelves         Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Circulars.

 
While current.  Keep 3 copies indefinitely.

Correspondence.

 
5 years.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
Indefinite.

DEPT:
FINANCE

INTERVIEWEE:
Florecita Flores

PHONE:
906-6470

EMAIL:
To Be Determined.

DATE:
8/16/99

DEPT. SIZE:
28

TOTAL SHELF USE:
443 (36”)

FILE NAME:
PROJECT FINANCIAL FILES 

Series Description:
Series tracks the financial transactions and status of projects and responses to inquiries.

Office of Record:
Yes.

Storage Media:
Paper, some information is entered into the Funds Control System.

Span of Active Usage:
Until financially closed.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
Send to archives after project is financially closed.

Date Span:
N/A

Folder Type:
Pressboard side tab folders, Binders.

Shelf Space:  122
Common: 86 shelves (16 of these are in binders).   Office/Workstation: 36 shelves (11 are in binders) and 40 cubic feet of boxes.

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Project Documents.
Authorize Expenditures for Projects.  File includes the Agreement.

7 years after project completion.

Project Acceptance Committee (PAC) Approval documents.
After acceptance from PAC, initial files are entered

Same as above.

Budget and all Revisions.
and established.  Divisions submit Amendments and revisions approved by funding entities.

Same as above.

All Amendments to the Agreement.


Same as above.

Financial Statements.


Permanent.

Correspondence.


5 years.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

At least 7 years after project completion.  (Administrative decision for additional retention.)  Financial statements are maintained permanently.

SERIES NOTE:  These files are accessed after a project has been closed only for auditing purposes.

FINANCE

FILE NAME:
IMPREST ACCOUNTS

Series Description:
Records of bank disbursements kept in the field offices.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
After books are closed for the fiscal year.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
Yes.

Date Span:
1998-present.

Folder Type:
Expansion folders, side tab.

Shelf Space:   106
Common:  105 shelves, but shelves also contain another series, the IOVs (different folders, but same shelves)  Office:   none.  Workspace: 1 shelf.

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Disbursement Vouchers.
Records sent from OPS field offices to Finance for

7 years after final audit.

Invoices.
Verification, kept by country, then recorded here after

Same as above.

Contracts.
Accepted/verified.

Same as above

Purchase Orders.


Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

7 years after final audit.  (Administrative decision for additional retention.)

FINANCE

FILE NAME:
INTEROFFICE VOUCHERS (IOVs)

Series Description:
Series documents all transactions that pertain to UNOPS project expenditures and they come from all over the world.

Office of Record:
Yes.

Storage Media:
Paper, summary is electronic.

Span of Active Usage:
1 year after the books are closed (The books close in March and they send the records off-site in May.)

Vital to Continued Op:
No, there is another copy of the records in the country office.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
3-5 years off-site.

Date Span:
1998-present.

Folder Type:
Expansion folders, side tab.

Shelf Space:  106
Common:  105 shelves, but shelves also contain another series, the Imprest Accounts (different folders, but same shelves)  Office:   none.  Workspace: 1 shelf.

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Journal Vouchers.
Records come from all over the world, from UNDP field 

7 years after final audit.

Disbursement Vouchers.
offices to Finance for examination, verification and

Same as above.

Authorizations.
recording.  Payment occurs through UNDP field offices.

Same as above.

List of all Transactions.
After recording and approving the expenditures, the records are filed. 

Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

FINANCE

FILE NAME:
REFERENCE FILES

Series Description:
Records from internal and external sources providing information needed to carry out administrative financial processes.

Office of Record:
Yes.

Storage Media:
Paper, the financial rules for UNOPS are electronic.

Span of Active Usage:
As long as the information is current.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
No.

Date Span:
1993-present.

Folder Type:
Binders and various folders.

Shelf Space:   18
Common:  18 shelves.  Office:      Workspace:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Circulars.
Procedures for charges or interpretations of financial

Indefinite.

Regulations.
rules from UNDP, kept in binders until they become

Same as above.

Policies and Procedures.
obsolete.

Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
Same as above.

FINANCE

FILE NAME:
GENERAL LEDGER

Series Description:
Series tracks financial transactions of accounts on a monthly basis.

Office of Record:
Yes, for UNOPS (UNDP has this series as well).

Storage Media:
Paper and microfiche.

Span of Active Usage:
2 years.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
Yes.

Off-site Storage:
Send to arcade after 2 years.

Date Span:
1989-present.

Folder Type:
Microfiche.

Shelf Space:  2
Common: 2 shelves.  Office:     Workspace:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

General Ledger.
Fiche comes from UNDP and is currently filed on shelves in large banded envelopes.
 
Permanent.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.
 
Same as above.

SERIES NOTE:  Series is on shelves, in big envelopes with rubber bands.  Given their current condition, they will not last very long unless some attention is given to housing and storing them properly.

FINANCE

FILE NAME:
PAYMENT VOUCHERS

Series Description:
Internal (NY Office) payment is done here through UNDP.  Once something is paid, UNDP returns the records for record-keeping purposes.  Records document the financial transactions of the NY office.

Office of Record:
Yes.

Storage Media:
Paper, but may be electronic soon.

Span of Active Usage:
Current year.

Vital to Continued Op:
Yes.

Duration:
3 years.

Historical Value:
No.

Off-site Storage:
5 years in archives before destruction.

Date Span:
1997-present.

Folder Type: 
Binders (3 shelves), Expansion folders 5.25” side and top tab (24 shelves), Manila side tab folders (9 shelves).

Shelf Space:  36
Common: 36 shelves. Office:     Workspace:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Invoices.
Records come from divisions for approval and payment.

7 years after final audit.

Purchase Orders.
Payment is done through UNDP and the records are 

Same as above.

Confirmation of Delivery of Goods.
returned to UNOPS Finance for record-keeping purposes.

Same as above.

Special Services Agreement (SSA) - official copy with HRMS.
 

Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

7 years after final audit.  (Administrative decision for additional retention.)

DEPT:
BUSINESS DEVELOPMENT

INTERVIEWEE:
Michele James and Pierangela Shaw

PHONE:
906-6857 and 906-6818

EMAIL:
To Be Determined.

DATE:
8/23/99

DEPT. SIZE:
7

TOTAL SHELF USE:
165 (36”)

FILE NAME:
CONSULTANT FILES

Series Description:
Documentation on national & international experts/consultants engaged to work on projects.  Brochures featuring marketing material and description of services rendered.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
Superseded when vendor sends updated materials.

Vital to Continued Op:
No.

Duration:
Indefinite.

Historical Value:
No.

Off-site Storage:
No.

Date Span:
N/A

Folder Type:
Portfolio Style.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Company/Consultant Catalogs and Brochures.
Company/Consultant normally registers via the internet then sends company brochure.  Some register during seminars. 

None.  (Administrative decision for additional retention.)

Consultant Resumes.


Same as above.

Information Data Sheets.


Same as above.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

BUSINESS DEVELOPMENT

FILE NAME:
CORRESPONDENCE & MEMORANDA

Series Description:
Miscellaneous general office operational documentation 

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
Current and last year’s 

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
No.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Business Development Memos.
Daily generation of documents via mail, fax, e-mail.

5 years.

E-mail.


90 days.

Faxes.


5 years.

Directory of Services.


While current.

Invitations to Seminars.
 

None.

Proposals for Contracts.


None.  (Administrative decision for additional retention.)

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

5 years.

BUSINESS DEVELOPMENT

FILE NAME:
FINANCIAL PROFILES

Series Description:
Dun and Bradstreet financial reports on Consulting Companies.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
Ongoing.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
No.

Date Span:
N/A

Folder Type:
Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Background Checks.
Received via fax.
 
6 years after active status.

Consultant Résumés.


3 years.

Annual Reports
 

Keep 3 copies indefinitely.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

6 years after active status.  Keep 3 copies of annual reports indefinitely.

BUSINESS DEVELOPMENT

FILE NAME:
SEMINAR FILES 

Series Description:
Documents related to business seminars and delegation from the missions.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
Current and last year.

Vital to Continued Op:
No.

Duration:
Current and last year.

Historical Value:
No.

Off-site Storage:
No.

Date Span:
N/A

Folder Type:
Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Invitations to Seminars.
Maintain binders on “Business Seminars” and “Delegation from the Missions” as reference for the next function.

None.  (Administrative decision for additional retention.)

Brochures.


Same as above.

Faxes Re:  Seminars.


5 years.

Presentations.


7 years.  (Administrative decision for additional retention.)

Exhibit/Stand Materials.
 

None.  (Administrative decision for additional retention.)

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

 Administrative decision.  Presentations must be maintained for at least 7 years.

DEPT:
COMMUNICATIONS AND RECORDS UNIT

INTERVIEWEE:
Dhurjati Mueller; Win Oo Aung; Tint Kyu; Orley Harewood

PHONE:
906-6050; 906-6843; 906-6218; 906-6223

EMAIL:
To Be Determined.

DATE:
8/24/99

DEPT. SIZE:
9

TOTAL SHELF USE:
132 (36”)

FILE NAME:
TELECOMMUNICATION FILES

Series Description:
Documents relating to the Telecommunications group which include receipt of incoming faxes and telexes as well as audio/visual maintenance.

Office of Record:
Official.

Storage Media:
Paper.

Span of Active Usage:
3 months.

Vital to Continued Op:
No.

Duration:
3 months.

Historical Value:
No.

Off-site Storage:
Yes, maintain 3 years’ worth of documents before destruction.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Incoming Faxes.
Incoming documentation such as faxes and telexes plus invoices sent by mail.

5 years.

Telexes.


Same as above.

Invoice Contracts and Agreements (Billing).


Close at end of biennium.  Destroy 6 years after date closed.

Service Related Documents.


Close 31st of December every 2 years.  Destroy 8 years after date closed.

Phone Bills.


Close at end of biennium.  Destroy 6 years after date closed.

Seminar Training Tapes.
 

While current.  (Administrative decision for historical significance.)

Inventory Logs.


Close 31st of December every 2 or 4 years.  Destroy 8 years after date closed.

TELECOMMUNICATION FILES

Series Specific
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

6 years after date closed.  Service- related documents should be maintained for 8 years after date closed.

COMMUNICATIONS AND RECORDS UNIT

FILE NAME:
REGISTRY FILES

Series Description:
Documents relating to general office services which include mail and courier operations.

Office of Record:
Yes.

Storage Media:
Paper.

Span of Active Usage:
6 months.

Vital to Continued Op:
No.

Duration:
N/A

Historical Value:
No.

Off-site Storage:
No.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Maintenance Contracts.


Active status plus 6 years.  (Administrative decision for additional retention.)

Courier (DHL & FedEx) Rates.


Active status plus 5 years.

Courier Services.


 Same as above.

Messenger Service.


 Same as above.

Mail Operations.


 Same as above.

Supply Requests; Administrative.
 

Active status plus 7 years.

Forms.


Until superseded.

Record of Incoming and Outgoing Packages.


Active status plus 1 year.

Series Specific
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Active status plus 6 years.  (Administrative decision for additional retention.)

COMMUNICATIONS AND RECORDS UNIT

FILE NAME:
FACILITIES FILES

Series Description:
Documentation on general administration and facilities.

Office of Record:
Official.

Storage Media:
Paper.

Span of Active Usage:
N/A

Vital to Continued Op:
No.

Duration:
Current and last year.

Historical Value:
No.

Off-site Storage:
No.

Date Span:
N/A

Folder Type:
Classification Binders.

Shelf Space:
Common:                   Office:                   Workstation:

DOCUMENT TYPES:
WORKFLOW & DOCUMENT CREATION:
CLASSIFI-CATION CODE:
RETENTION PERIOD:

Building Services.


Indefinite

Office Supplies Procurement Information.


Close at end of biennium.  Destroy 6 years after date closed.

Building Rent Leases.


Current plus 9 years.  (Administrative decision for additional retention.)

Reference Materials and Training Manuals for General Agency Operations.


While current. (Administrative decision for historical significance.)

UNOPS and UNDP Brochures, Circulars and Development Program Materials.


While current.  (Administrative decision for historical significance.)

Pre-FMS Archive Box Maintenance Logs.


Permanent.

Maintenance Agreement.


Close at end of biennium.  Destroy 6 years after date closed

Year-end Reports.


Indefinite.

Series Specific.
Classification and Retention Codes apply to the entire File Types rather than to individual Document Types.

Same as above.

NOTES:

1.  Retention periods are for original records maintained by the office of record.

2.  We strongly recommend an administrative decision for additional retention for all record series.

3.  Digital records are maintained and only accessible by the individual on whose computer the records resides.  The   retention period for a digitally-stored record must not exceed that of its paper counterpart.
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