T'687ST OSI SV

AS ISO 15489.1—2002
ISO 15489-1

Australian Standard™

Records Management

Part 1: General

[1SO title: Information and docum zntatica—Records management—
Part 1: General]

%Standards Australia


https://www.stdhive.com/standards/as-iso-154891-2002-pdf/

This Australian Standard was prepared by Committee 1T-021, Records
Management. It was approved on behalf of the Council of Standards Australia on
21 February 2002 and published on 13 March 2002.

The following interests are represented on Committee | T-021.:
Australian Society of Archivists
Department of Immigration Australia
Health Information Management Association of Australia
Ingtitute of Internal Auditors Australia
Institute of Information Management
Monash University
National Archives of Australia
New South Wales Technical and Further Education Commission
Public Record Office, Victoria
Records Management Association of Australia

Additional interests participating in the preparation of this Standar .*:
Archiva consultants

Document management consultants

I mage management consultants

K nowledge management consultants

Records management consultants

Roads and Traffic Authority of New South Wales

i’ eeLing Standards up-to-date
Standards are living-dacui ants which reflect progress in science, technology and
systems. To mainteir th=ir currency, all Standards are periodically reviewed, and
new editions Ae pkished. Between editions, amendments may be issued.
Standards mav a0 be withdrawn. It is important that readers assure themselves
they are using » current Standard, which should include any amendments which
may have beaxn rublished since the Standard was purchased.

Detai!2d inforication about Standards can be found by visiting the Standards
Aus:alia web site at www.standards.com.au and looking up the relevant Standard
irthe an-line catalogue.

Altenatively, the printed Catalogue provides information current at 1 January each
year, and the monthly magazine, The Australian Standard, has a full listing of
revisions and amendments published each month.

\Ve also welcome suggestions for improvement in our Standards, and especially
encourage readers to notify us immediately of any apparent inaccuracies or
ambiguities. Contact us via email at mail @standards.com.au, or write to the Chief
Executive, Standards Australia International Ltd, GPO Box 5420, Sydney,
NSW 2001.

This Standard was issued in draft form for comment as DR 01318.


http://www.standards.com.au
https://www.stdhive.com/standards/as-iso-154891-2002-pdf/

AS 1SO 15489.1—2002

Australian Standard™

Records Management

Part 1: General

Origine *ed s part of AS 4390.1—1996, AS 4390.2—1996, AS 4390.3—1996, AS 4390.4—1996,
AS 439\ 5—1996, and AS 4390.6—1996.

AC 4527 1—1996, AS 4390.2—1996, AS 4390.3—1996, AS 4390.4—1996, AS 4390.5—1996,
ard AS 4390.6—1996 revised, amalgamated and redesignated as AS ISO 15489.1—2002.

COPYRIGHT

© Standards Australia International

All rights are reserved. No part of this work may be reproduced or copied in any form or by any
means, electronic or mechanical, including photocopying, without the written permission of the
publisher.

Published by Standards Australia International Ltd
GPO Box 5420, Sydney, NSW 2001, Australia

ISBN 0 7337 4346 3


https://www.stdhive.com/standards/as-iso-154891-2002-pdf/

PREFACE

This Australian Standard was prepared by the Joint Standards Australia/Standards New
Zealand Committee IT-021 on Records Management. After consultation with stakeholders
in both countries, Standards Australia and Standards New Zealand decided to develop this
Standard as an Australian, rather than an Australian/New Zealand Standard. It is identical
with and has been reproduced from ISO 15489-1, Information and documentation—Records
management— Part 1: General.

Committee IT-021 provides input to the ISO Committee, ISO/TC 46/SC 11 on
Archives/Records Management, in the preparation of the ISO 15489 series.

This Standards is Part One of a series dealing with records management.

The series consists of the following standards:

AS 15489 Records Management
AS 15489.1 Part 1: General (this Standard)
AS 15489.2 Part 2: Guidelines

The objective of this Part One is to provide best practice records ingna enicnt policies and
procedures.

For AS ISO 15489 the following specific changes in terminc'ozv should be noted:
For the purpose of this Australian Standard, the ISO text shoula be modified as follows:

Terminology—The words ‘this Australian Standa:d’ should replace ‘this International
Standard’.

Disposition and disposal—For all references to ‘dicposition’ use ‘disposal’.

Disposition authority and disposal author.'y—Sor all references to ‘disposition authority’
use ‘disposal authority’.

Records requirements and recordke.ping requirements—For all references to ‘records
requirements’ use ‘recordkeeping rey i ements’.

Records system and recorc’eeping system—For all references to ‘records system’ use
‘recordkeeping system’.

This Standard provide. for uie use of the following Australian/New Zealand Standards as
equivalents to the "> Swindards referenced herein:

Reference to Internc ional Standard or other Equivalent Australian/New Zealand Standard
publication

ISO AS/NZS ISO

9001 Quality management systems Quality management systems —
—Requirements Requirements

14071 Environmental management Environmental management
systems —Specification with systems —Specification with
guidance for use guidance for use

As this Standard is reproduced from an international Standard, its number does not appear
on each page of text and its identity is shown only on the cover and title page.
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INTRODUCTION

The standardization of records management policies and procedures ensures that appropriate attention and
protection is given to all records, and that the evidence and information they contain can be retrieved more
efficiently and effectively, using standard practices and procedures.

This part of ISO 15489 was developed in response to consensus among participating ISO member countries to
standardize international best practice in records management using the Australian Standards AS 4390, Reoord's
management as its starting point.

This International Standard is accompanied by a Technical Report (ISO/TR 15489-2) that is recommi=nacd tor use
with it. ISO/TR 15489-2 provides further explanation and implementation options for achieving ‘ne‘autc. mes of this
International Standard. It also includes a bibliography.
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AUSTRALIAN STANDARD
Records management

Part 1: General

1 Scope

This part of ISO 15489 provides guidance on managing records?) of originating organizations, public.or rivate, for
internal and external clients.

All the elements outlined in this part of ISO 15489 are recommended to ensure that adequate records are created,
captured and managed. Procedures that help to ensure the management of records acccrding tu the principles and
elements outlined in this part of ISO 15489 are provided in ISO/TR 15489-2 (Guidelines).

This part of ISO 15489

— applies to the management of records, in all formats or media, createa or r:ceived by any public or private
organization in the conduct of its activities, or any individual with a diity to create and maintain records,

— provides guidance on determining the responsibilities of organizotions for records and records policies,
procedures, systems and processes,

— provides guidance on records management in support ~f a ~uaiity process framework to comply with ISO 9001
and ISO 14001,

— provides guidance on the design and implemenrtation of a records system, but
— does not include the management of archival i2curds within archival institutions.
This part of ISO 15489 is intended for use by

— managers of organizations,

— records, information and toct.olc gy management professionals,

— all other personnel in/ory 2ni.ations, and

— other individuals.with a ciity to create and maintain records.

2 Normaqative 1eferences

The follc:ving 1 ormative documents contain provisions which, through reference in this text, constitute provisions of
this port 01 1SG 15489. For dated references, subsequent amendments to, or revisions of, any of these publications
do 1.0t apply. However, parties to agreements based on this part of ISO 15489 are encouraged to investigate the
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