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CF/EXD/1995-023
9 November 1995

FOR ACTION
To: All Staff at NYHQ

From: Karin Sham Poo
Deputy Executive Director, Operations

Subject: CLEANING UP OF RECORDS

As the end of 1995 approaches, and with it the move to 633 Third Avenue and the restacking of
UNICEF House, all staff must invest some time to clearing out unnecessary files and papers.
This will considerably reduce space requirements in both premises and identify materials that
need to be properly appraised, preserved and subsequently archived.

I am asking division directors to co-ordinate the clean up process with the criteria defined below
in mind. This initiative in no way replaces the established procedures for managing and archiving
UNICEF records. I would like each and every staff member to devote one day between now and
the end of the year to cleaning records in his/her work area. Records that answer directly to one
or more of the following statements may be discarded. These statements are as follows: Al may
discard this record because:

- it is a copy of an original document issued by another division and is no longer needed for
current working purposes=.

- it is a copy of an official UNICEF issuance (CF/EXD, Al, IC, ...) which is available on
microfiche stored with DRU or library=.

- it is a copy of a non-UNICEF produced document (such as a UN Information Circular
ST/Al ST/IC, ...) which can be obtained from the issuing office=.

it is a copy of an official ECOSOC or UNICEF Executive Board document (E/ICEF,
etc.)=.

- it is an outdated, telephone directory, publication or newsletter and neither I, nor my
division is responsible for its publication=.

- it is a manual that is no longer current or for which I have no further need. I know that the
original record copy may be obtained from the issuing office if necessary=.

Further to this, I am asking OAM to provide appropriate hampers on each floor to centrally
collect all discarded materials. I am certain that these will often be filled to capacity as the clean
up exercise is put into practice.



Finally, and in parallel to the above initiative, IRM Office will continue to encourage all staff at
HQ to attend RAMP training and then properly list their important, and/or historical records. 1
want to encourage staff to transfer records to the archives for safekeeping as this will also help
with our space requirements in UNICEF House and 633 Third Avenue.

Thank you.



