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Vital Records Program -  Guide                      January 2007 
The United Nations defines vital records as “records which are necessary to ensure the ongoing operation of an organization in the event of a disaster or other disruption to normal operating conditions”.  

Aim

1.
Provides the organization with the information it needs to conduct its business under other than normal operating conditions and to resume normal business afterwards.

2.
Enable staff to identify and protect the most important records dealing with the legal and financial rights both of the agency and of persons directly affected by the agency's actions. 

Vital Records Identification Guidelines;

· Identify your unit’s most crucial business functions. 

· Identify records needed to conduct business under other than normal or emergency operations.

· Identify records needed to perform, or reconstruct the Organization’s most critical functions.

· Identify records protecting the legal and financial rights of the Organization, its employees, and the people it serves
Questions

What are the critical functions of the agency that must continue during an emergency?

Which records are needed to support those functions?

Which records protect legal and financial rights?

Issues to Consider During the Exercise:

· Some vital records will have limited currency so you must make sure that you have the most up-to-date version. 

· Most vital records are key documents which are still active or those which are inactive but are required for continuity of an action process.

· Vital records maybe originals or copies for example contract documents must be in original form for legal reasons

· Some copies of UN records may be accessed from other UN entities and stakeholders 
· Only 2-4% of the Organizations records are likely to be vital 

· Ensure you include all but only records which are crucial to starting and effectively continuing the operations of the office. 

· The number of vital records should be kept at bare minimum, 

Important Note
Vital Records must be updated often so the latest version will be available in the event of a disaster.

Must be immediately accessible. Vital records should be on paper for immediate retrieval in the event computer systems do down or immediately available electronically off-site.

Examples of vital records

· Emergency/ Continuity of Operations Plan.

· Staff contact and assignment information.  Regularly update changes in name, address, phone numbers, etc.

· Orders of succession and delegations of authority.

· Policy, procedural, and systems manuals.

· Website & E-Mail - To communicate with and provide information to your employees and your customers. Have website and e-mail access available from alternate site

· Payroll and accounts receivable

· Social Security and retirement

· Titles, deeds, agreements and contracts

· Memorandums of understandings and

· Records necessary to protect legal and financial status e.g. contract documents

· Records necessary to preserve the rights and obligations of staff -  PA action

· Records identified as necessary to protect the UN assets - Inventory records 

· Financial records which facilitate continuing solvency and accounting/finance functions e.g. accounts status, statements, access authorities, current staff payroll and benefit details.
· Records which authorize and support the Organization’s most fundamental responsibilities and essential activities e.g. policy documents, delegation of authorities, directives/instructions relating to the establishment of structures in the office 

· Records which repeal, amend or revoke policy/authorizations, 

· Key source documents in the operational framework e.g. agreements with host country

· System documentation for any electronic information systems designated as records needed to protect rights, e.g. IMIS

