UNOPS Retention and Disposal Schedules

Summary

File Type


Description/ 

File code
Retention period
Retention Code

Project File PR


Country code/PR
Indefinite/ Review 15 years after completion
OPS/RS/PF/01

Project File LR


Country code/ LR, 01-53
Destroy 5 year after financial completion of project
OPS/RS/PF/02

Personnel Files


PE 100,200
Indefinite/ Review 25 year after separation
OPS/RS/AF/01

Procurement Case Files
PS110
Destroy after 6 years from file creation (5+1)
OPS/RS/AF/02

Financial Files


FI 260, 270
Destroy after 5 years (4 +1) 
OPS/RS/AF/03

Cable Files


AD441, 442
Destroy after 3 years (2 +1)
OPS/RS/AF/04

UNOPS Retention and Disposal Schedule Breakdown

1. PROJECT FILES


The Retention Schedule for Project Files are divided into two parts

a. Permanent Retention 

Project material which is permanently retained in Archives.  

This includes:

Project Documentation

PAC Data Sheet

Implementation Analysis Note

Advance Authorization

Signed Project Document

Signed Project Revisions

Budgets (Approved)

Budget Revisions

Reports

Evaluation Reports, Terminal Reports

Terminal Report

Other documents of legal and internal importance as identified by the PM

b. Limited Retention 

Project material which is kept for five years after the financial completion of the project.

-
(Please see attached)

PROJECT CLASSIFICATION CODE FOR PROJECT LIMITED RETENTION FILES 















LR         
  Limited Retention

01
 General Correspondence

02
 Reports

03
 Financial Files

04
 (IFAD) Withdrawal Application

10
 Project Personnel

11
 International Experts

11.5
 Consultants

11.97
 Short-Term Consultants

12
 OPAS Experts

13
 Admin. Support Personnel

14
 United Nations Volunteers

15
 Duty Travel(Expert off. travel)

16
 Mission Costs

17
 NPPP

20
 Sub-Contracts

30
 Training

31
 Fellowships

32
 Study Tours/Group Training

33
 In-Service Training

34
 Conference & Meetings

40
 Equipment

41
 Expendable Equip/Supplies

42
 Non-Expendable Equipment

43
 Premises

50
 Miscellaneous

51
 Operation & Maintenance

52
 Reporting Cost

53
 Sundries (Cables, Post, Phone)

2.  ADMINISTRATIVE FILES

Materials as specified in the Global Classification System which will be retained as follow:

Financial files which included IOV, IMPREST are kept four years from inactive date

This includes:

FI260.000

IOV (GLFRS) By Country

FI270.000

IMPREST

FAX files(i.e., files where copies of outgoing and incoming faxes) are kept two years from inactive date

This includes:

AD441.000

Telex - Outgoing

AD442.000

Telex - Incoming

AD450.000

Facsimile

AD460.000

Satellite 

Personnel files are kept indefinitely.

This includes:

PE100.000

UNOPS Headquarters Staff (Enter by individual name)


PE101.
Policies and procedures





PE200.000

Project Personnel


PE201.
Policies and procedures





PE210.000

Experts (Enter by individual name)





PE220.000

NPP (National Project Personnel) 



(Enter by individual name)





PE230.000

Local Support Staff 





PE240.000

International Consultant (Enter by individual name)





PE250.000

ALD (Activities of Limited Duration) Consultant



(Enter by individual name)

PE260.000

Project Files (individual folder by project #)

Procurement files are kept five years from inactive date

This includes:

PS110.000

Purchase Order  (case folder by PO #)





PS120.000

Project Files (individual folders by project #)

3.  OTHER

Files being retired that do not fall within the retention and a disposal schedule described above, have an agreed upon retention period between the originating office and Record Management.  This retention period will be assigned upon accessioning into UNOPS archives.

