------------------------------------------------------------------------------RAM/1997-071/R01----- 

     ANNEX  S    Sample Researcher Guidelines for use of UNICEF Records [under revision] 

------------------------------------------------------------------CF/NYH/IRM/RAM/1997-347----

1.   Basic Security Procedures:

     2.   Researchers Adding Value to Records [excerpt from Annex O] 

     3.   Chargers, Reports and References [excerpt from Annex F]

     4.   Reviewing past research and publications before starting

     5.   Sample of UN Archives Research Guidelines [Excerpt from Annex Su]

     ======================= Details below ======================== 

     1.   Basic Security Procedures:

     1.1   The attendance book in the UNICEF Lobby must be signed 

     each day.

     1.2   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. 

     1.3   Please return all reference books to their original 

     location. 

     ==========================================================

     2.   Researchers Adding Value to records - [Excerpt from Annex O]: 

     Describing Records - Researchers "Adding Value"

     "0.1.   Researchers reviewing UNICEF records are encouraged to offer comments that would assist in better describing records for future research by staff or other researchers."

     "0.5.   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.

     =============================================================== 

     3.   Chargers, Reports and References [excerpt from Annex F]

     "F.1.   Charges & Donations

     "F.1.b. 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.

"F.1.c  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.  

Checks are made payable to UN Archives? 

"F.2.   Registering and Sharing results of research. 

"F.2.a  Researchers are requested to provide UNICEF RAM unit a copy of any reports/studies that result from research using UNICEF Records.

"F.2.d  Researcher should indicate if they do not wish to  be included on future sample lists of those completing  research using UNICEF records (such as Annex H)

"F.3.   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. 

“F.3.c  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 know. 

     ==========================================================

     4.   Reviewing past research and publications before starting [Excerpt 

     from Annex B.]

"B.2.b    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:

     -    CF/HST/MON  List of History Monographs [Annex N] 

     -    List of Documents, Manuals and Publications issued by UNICEF [See ANNEX C para 1: DMPF Series Register],

     -    Partial List of Books on UNICEF History and Dissertations or Papers related to UNICEF work [Annex N.1 below] 

     -    Access conditions for UNICEF records are in Annex L.1.  

     =============================================================== 

     5.   EXCERPT from UN Archives Researcher Regulation [SEE annex RU]

5.1  The attendance book in the Security Office must be signed each day.

5.2  Window blinds must remain closed for purposes of temperature control and to                                 protect records from ultraviolet light. 

5.3  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 Research Room with any documents. 

     5.4  Please return all reference books to their original location. 

     5.5  Reproduction costs:   Photocopying - 25 cents per page Microfilm Copying - 20 cents per page (Prepayment Required)           

     ============================================================ 

     The above draft CF/NYH/IRM/RAM/1997-213 supersedes 

     RAM/1996-024- ANNEX F   
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