INTERNATIONAL ISO
STANDARD 15489-1

Second edition
2016-04-15

Information and documentation —
Records management —

Part 1:
Concepts and principles

Information et documentation — Gestion des documents d’activité —

Partie 1: Concepts et principes

Reference number
—/@\— 1SO 15489-1:2016(E)

ISO

NN A=

This is a preview. Click here to purchase the full publication. 01502016



https://www.normsplash.com/ISO/152188561/ISO-15489-1?src=spdf

ISO 15489-1:2016(E)

COPYRIGHT PROTECTED DOCUMENT

© IS0 2016, Published in Switzerland

All rights reserved. Unless otherwise specified, no part of this publication may be reproduced or utilized otherwise in any form
or by any means, electronic or mechanical, including photocopying, or posting on the internet or an intranet, without prior
written permission. Permission can be requested from either ISO at the address below or ISO’s member body in the country of
the requester.

ISO copyright office

Ch. de Blandonnet 8 « CP 401
CH-1214 Vernier, Geneva, Switzerland
Tel. +41 22 749 01 11

Fax +41 22 749 09 47
copyright@iso.org

Www.iso.org

ii o i i o - All rights reserved
This is a preview. Click here to purchase the full publication.



https://www.normsplash.com/ISO/152188561/ISO-15489-1?src=spdf

ISO 15489-1:2016(E)

Contents Page
FOT@WOT ...ttt 1111t iv
0070 00 X0 1) ot o (0) o US0PSR \ 4
1 SCOPI ...k 1
2 NOIINATIVE TEEFCITEIICES ..........ooooooeeeee oo eeese e st 1
3 Terms aNd AefiITTIONIS ... s 1
4 Principles for managing records 3
5 ReCOTAS AN FE@COTAS SYSTEINIS ........ooocoooiieeeeeeeee ettt 4
5.1 General 4
5.2 Records 4
521 General 4
5.2.2  Characteristics of authoritative Te€COTAS ........oooooeeeeeeeeceeeeeeee e 4
5.2.3 Metadata for records 5
5.3 Records systems 6
5.3.1 General......ooeeeeeeeeeeeeeeee 6
5.3.2  Characteristics of records systems 6
6 Policies and reSPONSIDILITIES ...t
6.1 General ..o,
6.2 Policies ...
6.3 Responsibilities.......co.
6.4 Monitoring and evaluation ...
6.5 COMPELENCE AN LA oo
7 APPTIAISAL.....o ettt
7.1 (1S3 4TS o= OO
7.2 SCOPE OF AP PIAISAL e
7.3 Understanding the business............c.cocnne
7.4 Determining records requirements.................
7.5 Implementing records requirements
8 RECOTAS COMETOLS ...ttt
8.1 (T3 0TS o= oSS
8.2 Metadata schemas for records
8.3 Business classification schemes
8.4  Access and PErMUISSIONS TULES ...
8.5 DiSPOSIEION AUENOTTHIES ..o
9 Processes for creating, capturing and managing records ... 16
9.1 General
9.2 CI@ATINIE TECOTTS .
9.3 CAPTUTING TECOTAS ..ot
9.4  Records classification and indexing
9.5 ACCESS CONLIO] ...
9.6 Storing records
9.7 USE AN FEUSE ..oooooooeoeeeeeee e
9.8 Migrating and converting records..........c..
9.9 DISPOSTTION e
BIDLEOZTAPIY ..ot 20
© ISO 2016 - All rig} iii

This is a preview. Click here to purchase the full publication.



https://www.normsplash.com/ISO/152188561/ISO-15489-1?src=spdf

ISO 15489-1:2016(E)

Foreword

ISO (the International Organization for Standardization) is a worldwide federation of national standards
bodies (ISO member bodies). The work of preparing International Standards is normally carried out
through ISO technical committees. Each member body interested in a subject for which a technical
committee has been established has the right to be represented on that committee. International
organizations, governmental and non-governmental, in liaison with ISO, also take part in the work.
ISO collaborates closely with the International Electrotechnical Commission (IEC) on all matters of
electrotechnical standardization.

The procedures used to develop this document and those intended for its further maintenance are
described in the ISO/IEC Directives, Part 1. In particular the different approval criteria needed for the
different types of ISO documents should be noted. This document was drafted in accordance with the
editorial rules of the ISO/IEC Directives, Part 2 (see www.iso.org/directives).

Attention is drawn to the possibility that some of the elements of this document may be the subject of
patent rights. ISO shall not be held responsible for identifying any or all such patent rights. Details of
any patent rights identified during the development of the document will be in the Introduction and/or
on the ISO list of patent declarations received (see www.iso.org/patents).

Any trade name used in this document is information given for the convenience of users and does not
constitute an endorsement.

For an explanation on the meaning of ISO specific terms and expressions related to conformity
assessment, as well as information about ISO’s adherence to the WTO principles in the Technical
Barriers to Trade (TBT) see the following URL: Foreword - Supplementary information

The committee responsible for this document is ISO/TC 46, Information and documentation,
Subcommittee SC 11, Archives/records management.

This second edition cancels and replaces the first edition (ISO 15489-1:2001), which has been
technically revised.

ISO 15489 consists of the following parts, under the general title Information and documentation —
Records management:

— Part 1: Concepts and principles

— Part 2: Guidelines [ Technical Report]
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