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Instructions on filling out the Records Inventory Worksheet

The inventory worksheet is a  Microsoft Word 2000 table—a standard UN desktop application.

Fill out all administrative data (office name; purpose of work unit, etc.)

Description (Records series name)

· Create one row in the table for each series of records created or maintained in your office/work unit.

· Consult the list/description of records series that were identified in OIP.  If the same records series also exists in your office/work unit, identify it with the series name and number (e.g. Status reports- 661 Committee, OIP095.

· For new series describe records concisely.  Consider the following:

Subject files = a group of records containing correspondence, information and reports about various topics, filed by subject

Project files = records which document specific tasks, assignments or missions from inception through completion

Administrative files = files concerned with the daily operations of running the office, as opposed to the specific mission or purpose of the office.

Volume

Use linear feet (or inches) to provide information on the volume of records in each series.

What information is contained in these records
If it is a new records series, describe how the records document the activity that resulted in their creation.

Who creates/and or uses these records. Why

Provide this information for new records series

How old are the records

E.g. 1997 to the present; 1998-2000.

How long after creation or receipt of these records do you use them

E.g. 4 years (typical for budget related records, chron files)

Is this a key department record

Can the department function without it?  If yes, it is not key.

Official copy
Many records received in the course of business are information only or the ‘record copy’ is retained in the substantive office.   Is this the ‘official’ copy?

NOTE:  the records survey is focusing on paper-based records.  However, if your work unit/office creates or maintains any key departmental records series that exist only in digital form, please identify them.

ANY QUESTIONS ON COMPLETING THE FORM?  Please do not hesitate to contact Bridget Sisk of the United Nations Archives and Records Management Section for assistance:  sisk@un.org.

For more information on the programmes and services of the United Nations Archives and Records Management Section visit:  http://www.un.org/depts/archives

Glossary of terms 

RECORDS MANAGEMENT PROGRAMME

A planned, coordinated set of policies, procedures, and activities needed to manage a programme’s recorded information. Encompasses the creation, maintenance and use, and disposition of records, regardless of media. Essential elements include issuing up-to-date programme directives, properly training those responsible for implementation, publicizing the program, and carefully evaluating the results to ensure adequacy, effectiveness, and efficiency.

RECORDS INVENTORY. (1) A survey of departmental records and nonrecord materials that is conducted primarily to develop records schedules and also to identify various

records management problems, such as improper applications of recordkeeping technology. (2) The results of such a survey

RECORDS SERIES

A records series consists of documents or file units arranged according to a filing system or kept together because they relate to a particular subject or function or result from the same activity. In addition to paper documents, records series may contain records in other nonpaper formats, including audio or video recordings, photographs, motion pictures, maps, charts, aerial photographs, etc.  ARMS does not manage records at the item, or even the file level; identifying records series permits efficient, effective assessment of the records created and used by an office.

RETENTION SCHEDULE

Also called records disposition schedule, records control schedule, records retention schedule, records retention and disposition schedule, or schedule. A document that describes departmental records, establishes a period for their retention by the department, and provides mandatory instructions for what to do with them when they are no longer needed for current Organisation business. 

DISPOSITION PROGRAMME

Policies and practices designed to achieve effective and efficient disposition of records by scheduling them, ensuring their proper storage, and ensuring the prompt disposal of temporary records and the timely transfer of permanent records to the United Nations Archives and Records Management Section. Essential elements include issuing an up-to-date program directive; developing, implementing, and maintaining an accurate, current, and comprehensive records schedule; properly training those taking part in disposition activities; publicizing the program; and evaluating the results.

FILING SYSTEM

A set of policies and procedures for organizing and identifying files or documents to speed their retrieval, use, and disposition. Sometimes called a recordkeeping system.
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