United Nations/Division for the Advancement of Women


#
RECORDS DESCRIPTION
DISPOSITION





I
Coordination and Outreach Unit






1
Administrative/Subject Files



Consists of correspondence, memoranda, reports, meeting minutes, budgets, documents relating to personnel matters, such as, leave slips, letters of commendation and appointments, personnel actions, etc., reference material and forms.  Main subject categories include names of personnel, Women’s Watch, CSW, Division for the Advancement of Women, DESA, Expert Group Meetings, insurance, Rolling Report, UN Staff Rules, news articles, Y2K Problem, etc. 
Close 31 December every year.  Destroy in office 3 years after date closed.  





2
Rolling Report Working Files



Includes rough drafts, notes, copies of correspondence, memos, cables, reports and annotated publications or documents assembled to support work in progress  in the analysis or preparation of the Rolling Report.
Close at end of reference use.  Destroy in office 1 year after date closed.  The final version of material produced should be included in the Administrative/Subject File.  





3
Chronological Files



Includes copies of  outgoing correspondence, memos, cables, faxes, etc. arranged for quick reference.
Close 31 December yearly. Destroy in office 1 year after date closed.  See 









4
NGO Input/Source Document File 



Consists of letters of invitation sent to NGOs, pre-registration forms and e-mail messages and faxes relating to the CSW session.
Destroy in office 3 months after session ends.  Other location of information in office database.





5
NGO Accreditation File



Consists of applications, activity reports, membership lists, financial information, reference material, etc., for the NGOs that were accredited to participate in the Fourth World Conference on Women held in Beijing, China  in 1995.  
Summary information is located in office database.






a.   Hard Copy
Destroy in office 10 years after end of conference.






b.   Summary information in electronic format
Retain in office until files are no longer needed, then destroy or delete. 



6
United Nations Documents



Copies of administrative instructions, information circulars, Secretary-General’s bulletins, documents of United Nations principal organs, press releases and other United Nations publications used only for information of staff.
Retain in office until superseded or obsolete, then destroy.





7
Women 2000 File



Consists of correspondence relating to participation and inquiries pertaining to CEDAW, CSW, etc.
Destroy in office 3 months after session ends. 

II
Focal Point on Women in the United Nations






1
Administrative/Subject Files



Consists of correspondence, memoranda, news clippings, speeches, requisitions, agendas and meeting minutes, and some UN documents relating to office administrative matters and gender issues.   Subjects include attendance, departmental Focal Points, GA reports and resolutions, INSTRAW, OHRM, telephone charges, training and development, travel/personal, office travel forms, etc.







a.    Administrative/Housekeeping Files
Close 31 December every year.  Destroy in office 3 years after date closed.  


Consists of records that relate to the internal administration or housekeeping activities of the office rather than the functions for which the office exists.  In general, these records relate to the office organization, vacation schedules, procedures, and communications; the expenditures of funds, including budget records; day-to-day administration of office personnel including training and travel; supplies and office services and equipment requests and receipts; and the use of office space and utilities.  They may also include copies of internal activity and workload reports (including work progress, statistical, and narrative reports prepared in the office and forwarded to higher levels) and other materials that do not serve as unique documentation of the programs of the office.







b.    Substantive Files
Close 31 December every year.  Retain in office for 5 years, then transfer to ARMS for archival review.


Consists of organization and planning files containing administrative directives; policy studies; formal memoranda; reports of task forces and management review committees; and similar records documenting the development and implementation of policies, programs, services and projects.






2
Chronological File



Includes copies of  outgoing correspondence, memos, cables, faxes, etc. arranged for quick reference.
Close 31 December yearly. Destroy in office 1 year after date closed.  Copies of substantive correspondence are filed in Administrative/Subject Files.

3
Personal Cases



Consists of documents relating to gender issues, such as promotion, harassment, relocation and personal issues, etc. Files are arranged by agency and department, then by name of staff.
Separate closed cases from active ones.  Arrange closed cases by the year in which they are closed. Retain closed cases in office for 5 years, then destroy.





4
Personnel Related Material



Consists of materials received from OHRM that are used for reference purposes and for the preparation of reports, such as, vacancy announcements, statistics on staff according to gender in professional categories in the Secretariat, etc.  
Retain in office until superseded or obsolete, then destroy.





5
United Nations Documents



Copies of administrative instructions, information circulars, Secretary-General’s bulletins, documents of United Nations principal organs, press releases and other United Nations publications used only for information of staff.
Retain in office until superseded or obsolete, then destroy.

III
Gender Advisory Services Unit






1
Administrative/Subject Files



Consists of correspondence, memoranda, reports, meeting minutes, budgets, documents relating to personnel matters, guidelines and procedures, reference material and forms.  The subject files contain the following titles that also are arranged into sub-subject categories, such as, administration, Medium Term Plan, legislative bodies, women, interagency cooperation, support to other units, and training material.
Close 31 December every year.  Destroy in office 3 years after date closed.





2
Chronological Files



Includes copies of  outgoing correspondence, memos, cables, faxes, etc. arranged for quick reference.
Close 31 December yearly. Destroy in office 1 year after date closed.  See 





3
DAW Workshop Files



Includes invitations, programs, agendas, and itineraries.
Destroy  in office 1 year after end of  workshop.





4
DTCD Files



Consists of DTCD status reports by country, population statistics, policy and procedures, calendars of conferences and meetings, project proposals, drafts and final reports, correspondence, memoranda, UN documents, brochures, press releases, and information on seminars, workshops and training modules. Files are arranged  into major subjects, such as, Women in Development (WID) (1978-1988); Conference Files (1987-1993); DTCD Women’s Network (1980-1992); and UNOPS (1991-1996).
Transfer to ARMS for archival review.

5
Gender Advisory Services Project Files



Includes correspondence, proposals, requisitions, reports, and information on budgets, personnel matters, and countries relating to various projects, such as, Women in Development in CEE and CIS, and Assessment of Gender Mainstreaming in Sub-Sahara in Africa. 







a.   Inactive Projects
Separate closed or completed projects from active ones.  Retain completed files 5 years in office, then transfer to ARMS for archival review.  






b.   Proposals - Accepted
File accepted proposal with applicable project file.






c.   Proposals - Rejected
Destroy in office 2 years after matter is closed.





6
United Nations Documents



Copies of administrative instructions, information circulars, Secretary-General’s bulletins, documents of United Nations principal organs, press releases and other United Nations publications used only for information of staff.
Retain in office until superseded or obsolete, then destroy.

IV
Gender Analysis Section






1
Administrative/Subject Files



Consists of correspondence, memoranda, reports, meeting minutes, budgets, documents relating to personnel matters, guidelines and procedures, reference material and forms.  The files are contained in binders by subject on shelves.







a.    Administrative/Housekeeping Files
Close 31 December every year.  Destroy in office 3 years after date closed.


Consists of records that relate to the internal administration or housekeeping activities of the office rather than the functions for which the office exists.  In general, these records relate to the office organization, vacation schedules, procedures, and communications; the expenditures of funds, including budget records; day-to-day administration of office personnel including training and travel; supplies and office services and equipment requests and receipts; and the use of office space and utilities.  They may also include copies of internal activity and workload reports (including work progress, statistical, and narrative reports prepared in the office and forwarded to higher levels) and other materials that do not serve as unique documentation of the programs of the office.







b.    Substantive Files
Close 31 December every year.  Retain in office 5 years after date closed, then transfer to ARMS for archival review.


Consists of organization and planning files containing administrative directives; policy studies; formal memoranda; reports of task forces and management review committees; and similar records documenting the development and implementation of policies, programs, services and projects.






2
Chronological Files



Consists of copies of outgoing correspondence arranged chronologically for easy access.  
Close 31 December yearly. Destroy in office 1 year after date closed.  

V
Office of the ASG for Gender Issues and Advancement of Women






1
Administrative/Subject Files



Consists of correspondence, memoranda, reports, meeting minutes, budgets, documents relating to personnel matters, guidelines and procedures, reference material and forms.  The files contain subjects  that are arranged into subject categories, such as, Correspondence, Focal Point, NGO, DAW, Department, Regional Commissions, Task Forces, Peacekeeping Missions, UN Office, EOSG, etc.  Files are maintained in files cabinets and in blue binders that are arranged on shelves.







a.    Administrative/Housekeeping Files
Close 31 December every year.  Destroy in office 3 years after date closed. 


Consists of records that relate to the internal administration or housekeeping activities of the office rather than the functions for which the office exists.  In general, these records relate to the office organization, vacation schedules, procedures, and communications; the expenditures of funds, including budget records; day-to-day administration of office personnel including training and travel; supplies and office services and equipment requests and receipts; and the use of office space and utilities.  They may also include copies of internal activity and workload reports (including work progress, statistical, and narrative reports prepared in the office and forwarded to higher levels) and other materials that do not serve as unique documentation of the programs of the office.







b.    Substantive Files
Close 31 December every year.  Retain in office 5 years after date closed, then transfer to ARMS for archival review.


Consists of organization and planning files containing administrative directives; policy studies; formal memoranda; reports of task forces and management review committees; and similar records documenting the development and implementation of policies, programs, services and projects.


2
Chronological Files



Consists of copies of outgoing correspondence arranged chronologically for easy access.  Files serves as a cross reference index to the subject files.  Copy of correspondence is also retained in the subject files.
Close 31 December yearly. Retain in office for 5 years, then transfer to ARMS for archival purposes.





3
Schedules of Daily Activities



Calendars, appointment books, schedules, logs, diaries, and other records documenting meetings, appointments, telephone calls, trips, visits, and other activities while serving in an official capacity, EXCLUDING materials determined to be personal.
Close 31 December yearly.  Retain in office for 5 years, then transfer to ARMS for archival review. 





4
Speech Files
Close 31 December yearly.  Retain in office for 5 years, then transfer to ARMS for archival purposes.  Speeches contained in UN documents should be weeded from the file and destroyed upon closing.





5
United Nations Documents



Copies of administrative instructions, information circulars, Secretary-General’s bulletins, documents of United Nations principal organs, press releases and other United Nations publications used only for information of staff.
Retain in office until superseded or obsolete, then destroy.

VI
Office of the Director of the Division for the Advancement






1
Administrative/Subject Files



Consists of correspondence, memoranda, reports, meeting minutes, budgets, documents relating to personnel matters, guidelines and procedures, reference material and forms relating to subjects, such as, the DAW units, CEDAW, CSW, committees, conferences and task forces, countries, consultants, UN departments, DESA, EOSG, the General Assembly, NGOs, resolutions, and universities.







a.    Administrative/Housekeeping Files
Close 31 December every year.  Destroy in office 3 years after date closed. 


Consists of records that relate to the internal administration or housekeeping activities of the office rather than the functions for which the office exists.  In general, these records relate to the office organization, vacation schedules, procedures, and communications; the expenditures of funds, including budget records; day-to-day administration of office personnel including training and travel; supplies and office services and equipment requests and receipts; and the use of office space and utilities.  They may also include copies of internal activity and workload reports (including work progress, statistical, and narrative reports prepared in the office and forwarded to higher levels) and other materials that do not serve as unique documentation of the programs of the office.







b.    Substantive Files
Close 31 December every year.  Retain in office for 5 years after date closed, then transfer to ARMS for archival review.


Consists of organization and planning files containing administrative directives; policy studies; formal memoranda; reports of task forces and management review committees; and similar records documenting the development and implementation of policies, programs, services and projects.






2
Beijing Conference Evaluations



Consists of material generated from information provided by Beijing Conference follow-up country reports.
Close file at end of conference. Separate closed or completed projects from active ones.  Retain closed  files 5 years in office, then transfer to ARMS.  Files should be reviewed by ARMS for archival review.

3
Consultant Files
Separate closed or completed contracts from active ones.  Arrange closed contracts in year in which they are closed.  Retain closed  contracts in office for 1 year then destroy. 













4
CSW Working Files



Consists of material relating to participants for review and appraisal purposes.
Close 31 December yearly.  Retain in office for 1 year  after closing then destroy.





5
DAW Personnel Files - Unofficial



Consists of  material retained for personnel of DAW.
Close files upon termination of employment.  Separate terminated personnel files from active ones.  Arrange files in year in which they are terminated.  Destroy 1 year in office after termination of employment.









6
United Nations Documents



Copies of administrative instructions, information circulars, Secretary-General’s bulletins, documents of United Nations principal organs, press releases and other United Nations publications used only for information of staff.
Retain in office until superseded or obsolete, then destroy.

VII
Vienna Files



There are 11 boxes of records marked UN, Department for Policy Coordination and Sustainable Development, Division for the Advancement of Women, New York M. Roman-Martinez and John Mathiason.






1
Conference and Meeting Files



Includes summary reports on meetings, agendas, Country Reports, documents on training and workshops, budgets, meeting evaluations, reference material, routine correspondence relating to meetings and conferences, such as, CEDAW, Inter-Agency Meeting on Women, EGM on Vulnerable Women Meeting, Taskforce for Preparation on International Year of the Family, and NGO Participation in Action Expert Group Meetings.  Most of the documentation is maintained in binders.  Files are 
Transfer to ARMS for archival review.

Files are contained in boxes  1 and 3. 





2
Correspondence



Includes an envelope of incoming letters contained relating to human rights.  
Transfer to ARMS for archival review.  

Files are contained in box 6.





3
NGO Files



Includes reports from NGOs (bound), lists of NGOs that wish to apply for consultative status, and applications from NGO Focal Points.  Files are contained in box 10.
Files should be reviewed.  Unique files should be retained with appropriate DAW unit.  Duplicate files should be destroyed.   





4
Reference Files



Includes news clippings, reports, books, manuals, commercial publications and UN documents arranged by subject.  Subjects include but are not limited to domestic violence, harassment, human rights, crime, ex-Yugoslavian Mission, computers, websites and NGOs.  Reference files can be found in most boxes.
Destroy in office. 



VIII
Women’s Rights Unit






1
CEDAW Files
Offer records for sessions 1 through 13 (1982-1994) that were generated in Vienna to the Dag Hammarskjold Library.  Also, a copy should be retained in the DAW Resource Center.  






a.   CEDAW - Official UN Documents
Upon issuance transfer copies to Dag Hammarskjold Library and the DAW Resource Center.  






b.   CEDAW - Unit Reference Copies
Retain in office for 2 years after official document is issued then destroy.





2
Chronological Files



Consists of copies of outgoing correspondence arranged chronologically for easy access.  
Close 31 December yearly. Destroy in office 1 year after date closed.  
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