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PREFACE

This Standard was prepared by the Standards Australia Committee IT-021, Records and Document
Management Systems, to supersede AS ISO 15489.1—2002, Records Management, Part 1: General and
AS ISO 15489.2—2002, Records Management, Part 2: Guidelines.

The objective of this Standard is to define the concepts and principles from which approaches to the
creation, capture and management of records are developed. This Standard applies to the creation,
capture and management of records regardless of structure or form, in all types of business anc
technological environments, over time.

This Standard is identical with, and has been reproduced from ISO 15489-1:2016, Inform.:tio.,. and
documentation — Records management — Part 1: Concepts and principles.

As this Standard is reproduced from an International Standard, the following applies:
(a) In the source text ‘this part of ISO 15489’ should read ‘this Australian Standord’.
(b) A full point substitutes for a comma when referring to a decimal marker.

None of the normative references in the source document have been alop:ed as Australian or
Australian/New Zealand Standards.
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INTRODUCTION

This part of ISO 15489 establishes the core concepts and principles for the creation, capture and
management of records. It sits at the heart of a number of International Standards and Technical
Reports that provide further guidance and instruction on the concepts, techniques and practices for
creating, capturing and managing records.

About records and managing records

Records are both evidence of business activity and information assets. They can be distinguished from
other information assets by their role as evidence in the transaction of business and by their reliance ou.
metadata. Metadata for records is used to indicate and preserve context and apply appropriate rules for
managing records.

Managing records encompasses the following:
a) creating and capturing records to meet requirements for evidence of business activity,

b) taking appropriate action to protect their authenticity, reliability, integrit; and: 'seability as their
business context and requirements for their management change over time.

NOTE1 Reference to “business activity” or “business activities” in this prt ¢ ISO 15489 is interpreted
broadly to mean those activities that support the purposes of the organization’s ¢ <istence. Functions, activities,
transactions and work processes are representations of particular forins Hf “business activity” and are defined
in Clause 3.

Increasingly, records are made and kept in digital environmen:s. ¢ ffering a range of opportunities for
new kinds of use and reuse. Digital environments also allo.7 gi ~ater flexibility in the implementation of
records controls, within and between systems that mariage 1 >cords.

Changing models of business are extending respousibilities for records beyond traditional
organizational and jurisdictional boundaries. This. requires records professionals to understand
and meet a diverse range of internal and ex crt.al scakeholder needs. These can include increased
expectations of transparency of decision-mairivg from business and government, the general public,
customers, users of services, records’ sut ie<ts, and others with an interest in how records are created,
captured and managed.

NOTE 2  In this International Stana«=d ‘all parts), the phrase “creation, capture and management” is used to
summarize the management of recor~s as a whole. It is inclusive of the act of receipt of a record and of the range
of records processes described ‘n t. is rart of ISO 15489.

With these environmeyca: factors in mind, this part of ISO 15489 has been developed with an
acknowledgement of the ‘allowing:

a) theroles of recor.'s as enablers of business activity and information assets;
b) increased op,ortunities for records use and reuse in the digital environment;

¢) systems and rules for the creation, capture and management of records that need to extend beyond
trau’tionzl organizational boundaries, such as in collaborative and multi-jurisdictional work
en’ironments;

d,. records controls that can be independent of other components of records systems;

ey the importance of recurrent analysis of business activity and context to identify what records need
to be created and captured, and how they should be managed over time;

f) the importance of risk management in devising strategies for managing records and the
management of records as a risk management strategy in itself.

While the concepts and principles of this part of ISO 15489 apply across varied business and
technological environments, these environments can require different approaches to the
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implementation of records controls, processes and systems. This part of ISO 15489 is not intended
to provide detailed implementation advice for specific environments in which records are created,
captured and managed. Rather, it defines key concepts and establishes high-level principles from which
records controls, processes and systems for managing records in any environment may be developed.
Advice on the design and implementation of controls, processes and systems for managing records in
these different environments is addressed in subsequent part(s) and in other International Standards
and Technical Reports.

Benefits

Approaches to the creation, capture and management of records based on the concepts and principles
in this part of ISO 15489 ensure that authoritative evidence of business is created, captured, managed
and made accessible to those who need it, for as long as it is required. This enables the following:

a) improved transparency and accountability;

b) effective policy formation;

c¢) informed decision-making;

d) management of business risks;

e) continuity in the event of disaster;

f) the protection of rights and obligations of organizations and indivicuals;
g) protection and supportin litigation;

h) compliance with legislation and regulations;

i) improved ability to demonstrate corporate responsibiiity, itizluding meeting sustainability goals;
j) reduction of costs through greater business efficiency;

k) protection of intellectual property;

1) evidence-based research and developmeut .ctivities;

m) the formation of business, personal «nd cuitural identity;

n) the protection of corporate, perconai-.nd collective memory.

Policies, assigned responsibiliti<s ai.2‘procedures for the creation, capture and management of records
support organizational inforzzation governance programs.

Relationship to other stanu i ds

This part of ISO+15439 1. designed as a self-contained resource. However, it is also part of a family
of International Staendards and Technical Reports on a range of aspects of the creation, capture and
management ¢‘ records. These are listed in the Bibliography and may be consulted for more detailed
advice or particular aspects of managing records.

The ma. age.ren. of records in line with this International Standard (all parts) is fundamental to a
succescful Tranagement System for Records (MSR), the management system defined by the ISO 30300
serie - of international Standards. An MSR links the management of records to organizational success
in~ accountability by establishing a framework comprising policy, objectives and directives for records.
lu~ecablishes requirements for the following:

a) defined roles and responsibilities;
b) systematic processes;

c) monitoring and evaluation;
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d) review and improvement.

Managers and others seeking to implement, operate and improve an MSR are advised to use this part of
[SO 15489 in conjunction with the ISO 30300 series of International Standards.
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AUSTRALIAN STANDARD

Information and documentation—Records management

Part 1:
Concepts and principles

1 Scope

This part of ISO 15489 defines the concepts and principles from which approaches to the -re.tion,
capture and management of records are developed. This part of ISO 15489 describes coi.cepts and
principles relating to the following:

a) records, metadata for records and records systems;

b) policies, assigned responsibilities, monitoring and training supporting the cffect.7e management of
records;

c) recurrent analysis of business context and the identification of reco. ds r :quirements;
d) records controls;
e) processes for creating, capturing and managing records.

This part of ISO 15489 applies to the creation, capturc.an! management of records regardless of
structure or form, in all types of business and technolrgical environments, over time.

2 Normative references
There are no normative references.

NOTE This part of ISO 15489 is design d =5 a self-contained resource, meaning there are no documents
which are indispensable for its application.

3 Terms and definitien:
For the purposes of this'uccuizent, the following terms and definitions apply.

3.1
access
right, opportunity, means of finding, using or retrieving information

3.2
activ'ty
ma;j-r tesk performed by a business entity as part of a function (3.11)

5.3

agjent

individual, workgroup or organization responsible for, or involved in, record creation, capture and/or
records management processes

[SOURCE: ISO 23081-1:2006, 3.1]

Note 1 to entry: Technological tools such as software applications can be considered agents if they routinely
perform records processes.

www.standards.org.au © Standards Australia
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