Annex 2: Field Entity Closure — Records and Archives Management processes

Preparation

Identification

Disposal

Transfer

1 Start )

Nominate Responsible
Office (RO) and RM Focal
Points

Assign
resources to
support RM

liquidation
activities

Update

Update

Mission Responsible Office (RO) | Mission Management

Draft RM liquidation plan

Order records
boxes from

Mission
Procurement

Complete the paper and

digital records
inventories

Mission
RM Focal Points

Implement Rete

Identify all paper and
digital non-records
eligible for destruction

ntion Schedule (PORS)

Seek advice on digital —
records disposition from
ARMS

Coordinate with CITS

Identify paper and
records to be shipped to
ARMS in accordance
with PORS

Destroy records in
mission records centre
and offices in accordance
with PORS

Fill in records
transfer forms and
submit to ARMS

Coordinate
transfer to UNHQ
with MovCon

Affix ARMS labels to boxes

ARMS

Comment on RM Plan

Advise mission management
Provide briefings

Review inventories

Analyze, advise on next
steps

Provide remote briefings/ training
to RO and RM focal points

on paper and digital records disposition

Process, store and
preserve PKO records

Issue accession
control form




