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RESEARCHER GUIDELINES
What are the UNICEF Archives?
UNICEF Records and Archives span over 60 years and provides a rich resource for the study of the UN community’s efforts on behalf of the world’s children since World War II. While most of the collection comprises paper files, it also includes photographs, posters, stamps, gifts and other memorabilia as well as microfilm. Each year people conduct research in the UNICEF Archives for a variety of reasons. They include academics,  historians, journalists, biographers, students and international civil servants. 
Where are the UNICEF Archives?

· UNICEF archives are held in three main areas

· 3,000 boxes at UN Archives Long Island City of long-term value; 
10,000 boxes at UNICEF Records Centre in Secaucus, New Jesery of short-term value (to be destroyed at timed-intervals)
· 300 boxes at UNICEF House of on-going value that are more frequently requested
What UNICEF Archives can researchers access? 

· archives and records that were accessible at the time of their creation
· those which are more than 20 years old 
· those which are less than 20 years old on condition that the originating office has given written consent for access.
What UNICEF Records and Archives staff do
UNICEF Records and Archives Management (RAM) is part of UNICEF’s Information Management Unit and works in tandem with UNICEF’s Library and Information Services.  
Firstly, we protect and preserve UNICEF’s archives as an irreplaceable part of the collective memory and heritage of the organization.

Secondly, we are involved with all aspects of current document management and recordkeeping, ranging from measures to ensure that UNICEF staff create and manage their daily documents in a time-saving, cost-effective manner, to preserving and making records of continuing value accessible as UNICEF archives.

How to research the Archives
Researchers who wish to have access to UNICEF records are requested to send a short note to UNICEF Records and Archive Management [RAM] Unit, preferably by E-mail to _______________________
The request should include [if applicable]: Nature of research; researcher institution affiliation; degree sought; previous records reviewed, publications by researcher; topics to be searched for in the UNICEF RAMP database; dates of material sought; dates when researcher would be interested in coming to UNICEF in NY; address, phone number and E-mail address.

The RAM Unit will suggest how to proceed for follow-up communication. For example: arrangements will need to be made to review the RAMP database with or for the researcher to locate files of interest. For proposed visits to UNICEF Archives, the RAM unit will confirm which dates are best. 
Basic Security Procedures    

· Visiting researchers must be signed at the UNICEF lobby on every visit
· The Researcher Request form needs to be filled out
· Documents must be handled with care, without marking  them, and must be returned to the appropriate box in original order.  Researchers may not leave the Reference centre or office in which they may be working with any  documents. 

· All reference books should be returned to their original location. 

Researchers "Adding Value"

· Researchers reviewing UNICEF records are encouraged to offer comments that would assist in better describing records for future research by staff or other researchers.
· A researcher wishing to contribute should make his/her notations on the list provided or on a separate sheet. Individual items in a folder should not be marked.  This procedure will protect the original records; expedite a further review of the information and update of the RAMP database.

Charges, Reports and References      

· There is no charge to researcher for use of records or for limited copying at UNICEF.  Requests for extensive copying will be addressed separately and may incur charges, to be agreed upon before processing.
· Use of UNICEF or other records at the UN Archives  are subject to all the procedures [including copying  charges] of UN Archives. As of December 1995 the charge was .25 per page.  When schedule permits the UN Archives staff usually perform the actual copying from pages identified by researchers.  

Registering and Sharing results of research. 

· Researchers are requested to provide UNICEF RAM unit a copy of any reports/studies that result from research using UNICEF Records.

· Researcher should indicate if they do not wish to  be included on future sample lists of those completing  research using UNICEF records.
Report References & Citations

· References to UNICEF documents, publications or records cited in the report should be as complete as possible to assist future researchers who  may wish to request the source documents. This will assist in any follow up queries received. 

· If the researcher has time before submitting for publication it would be useful to check any incomplete references with the UNICEF RAM unit, which may be able to provide needed details for a citation. In this case, please send the information that is known. 

Reviewing past research and publications before starting 

In order to maximise both researcher and RAM unit time, before deciding to request access to UNICEF records via the RAMP database, it is suggested that researchers review the following that will be provided on request.
· List of History Monographs  

· List of Books on UNICEF History 

