INTERNATIONAL ISO
STANDARD 15489-1

Redline version
compares Second edition to

First edition

Information and documentation —
Records management —

Part 1:
Concepts and principles

Information et documentation’— Gestion des documents d’activité —

Partie 1:€oncepts et principes

_ Reference number
—/@\— ISO 15489-1:redline:2016(E)

ISO

N\
= © IS0 2016



Z�����2�����t�+����ç&CN�5��(L���7�Q���5{c�?�Pd���e����ֲiX�k��;jlZb�c�{�U��i~�c�ve8-�j����%g����n$

ISO 15489-1:redline:2016(E)

IMPORTANT — PLEASE NOTE

This is a mark-up copy and uses the following colour coding:

Text example 1 — indicates added text (in green)

Fextexampte2 — indicates removed text (in red)
| | — indicates added graphic figure

———— ] — indicates removed graphic figure
1Xx.. — Heading numbers containg modifications are highlighted in yellow in

the Table of Contents

DISCLAIMER

This Redline version provides you withxa-qui¢k and-easy. way to compare the main changes
between this edition of the standard and:its previous:-edition. It doesn’t capture all single
changes such as punctuation buthighlights the modifications providing customers with
the most valuable information. Therefore it.is important to note that this Redline version is
not the official ISO standard and that the:tisers must consult with the clean version of the
standard, which is the official standard, for implementation purposes.

& 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 © ISO 2016 - All rights reserved


9~��ڹG����:���å�d���?>�q�<�����и"���8@�����J;{$d����zRَ�u���RY^3��g�B$��M���Qզ�w8��*"`c`�8�a/6Δ

ISO 15489-1:redline:2016(E)

Contents Page

Foreword \'4

Introduction... vi

1

2
3
4

Scope..

Normative references..

Terms and definitions.

Bencfits of recordsmanagementPrinciples for managing records. .4

& = & |

L B A R Y P Y P = ) T P e T P T T T A AT AT J

£ h o U pa | - Pl e
U LR 2R e Y e e A T e g 2 L e Y D T T e e T P e T P I T U
| yal 1 <,

U. 1 UclTIcrar.......... - J

o) D1l Ve

U.Z UTICY I

yo) AnY . <,

U.J LAY S A B S T g b E 8 S L T PP A T R U

#5

53

Records systems .. S &

5.3.1 Genera& .............
53.2  Characteristics of reg?y\@ig systems...... 11

""""""{"}"'K\ ........

= = = L Pia)
o UT ua D o = ¥ S T T T T T T T T T T e T T S TZ

96

a4 pal 1 >
OT OCITCT ar R
WDV 49
g L S T S T
’ 4
-  § T P P PP PP RPN T
fo

.2 2 4.
O.2.0 TITCCETTT Y e e e e eseasesssessensensenasensenn o
o 4 yal 1: 4
O.4.T UUTITPIIATIT T s o
o2 - yal 1 2
OU.4.9J AT 2y v o = 2 s A= 8 =T s T e T e T e T T NI T ey T
o2 fal 4 2 4.4
U.4.U JYSTUIITAUIT L T
o2 AmY 2 2 iy _1 . 4.4
O.J DCSIgHTs aid THIpICHICTHUITS TCCUTUS 'S Yy STCIITS T
o241 yal 1 4.4
O.0. 1 U L D L L e tetantnennsnnssnesnnsnnsssssssssssstasssssssstssssssssstssssssssstssssssesssssssssssssssstsssssstsstsssssstsstsssssstsssessesstsssessessstsstssensstostassnastonsasssastons T
o2 n 2 J_ 2 4.4
O.0.4 DUCUIITUITUIT S TCCUTUS LI AIISAdUULIUILS - T

o2 4 PR, | . 4
OU.J.T DSt ToutCu HIditd g CIIIC It
o2 - yal 2 _1 2 iy

O. 0.9 CUHVCT STV A I g ratiulr
o2 A 4 1

O.0.U OACCCSS, TClricvardainua use.
o2~ n_ . - ]
U.J.7 INCLUTIUIVUIT AIlTu uloPUolLlUll

21 J_1
Ubolsll aIrrya lllll.u\.lljblll.al.lull HICUTOUUIUG Y.

P P
dn

UlobUllLlllullls I'CCUT ua o_yol,\,llla .......

}{
\

fa¥ia} . 4
PAY ] DCICT 1111111115 HHUWIUIIE U1 \.Lalll ICCUTUS .. seasisssrassasasssressasaes 1Y
fatisl Anl _1 4 ~7
I INCCUTUS batltul\,. - L7
o4 4.0
JoT A\\.slol.l clLlUAl 'Y

9-561€l-a-s-srﬁeatrm

J u .L ulaoolll\,a\_lull Ul uuolllboo q\,l.lv lleO

© IS0 2016 - All rights reserved iii


�.tJ����q��҄�7M�D�����#k,[�ܜ脊�j���`%��b��͋�ܦ�8�����_KX0������6�eU��
�����:�L����� ���9��j	h�>

ISO 15489-1:redline:2016(E)

or. 2 yall i 4.0
EATe Y ) Uldooslirivdlivll Oy.)l,\,lll.) L/
or .2 Y7 1 1 4.0
EATS AT LA Ao v e ¥ Loy A v B 4 ¥ T D e T e P e T T NI T e e rJ
or- 4 h S | H 140
J.JT IITUCATITS IrJ
o.r. r All . Il _1 _1 EWaY
JaJdJd L7

AIvCcdalivill Uil llulllubl O diiIuu CUUCTOS

9-662&m-age-and-l-mndhng

J-I

9:86.3 Fracking

D
||
P P

o004

7. 0. 1 aCTricral o1
o092 A 4> . 12 1
PAA LY~ ACTIUIT T Clbl\llls [~
faWale) .

7. 0. J uU\.aLAUxx I “"“‘“5

T e B ===

= 2 LT TP

Bocumenting records management-processesCompetence and training |23
+07  Monitoring and-auditing Appraisal [

General
7.2 Scope of appraisal 25
7.3 Understanding the business 25
7.4 Determining records requirements 26
7.5 Implementing records requirements 26
8 Records controls 27
8.1 General 27
8.2 Metadata schemas for records 27
8.3 Business classification schemes 28
8.4  Access and permissions rules....... 29
8.5 Disposition authorities 29

19
CAl
9.2  Creatingrecords RN o 36
9.3 Capturing records ,&é N 3 ci’}&;‘:b 36
9.4 Records classification ahd 1r1dex1ng oty 36
9.5  Access control y\ ‘)o:\ 36
9.6  Storing records 005 be}“ 37
9.7  Useand reuse SV 37
9.8  Migrating and converting g%cord 38
9.9 Disposition \5& 38
Bibliography 39

iv © IS0 2016 - All rights reserved


&=�=(@���l���Mk30Fw�=���[v-�M"p�-�T�J��ȟw��e�����:�����|.}V����vl/A����n�k[����Y����A���*�4AEd��[�

ISO 15489-1:redline: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.

in accordance with the
org[directivesl.

eastingavote:

may be the subject of patent rights. ISO shall
atent rights.

WwWw.iso.org/patent

ISO/TC 46, Information and documa%@mb‘sﬁl, Subcommittee SC 11, Archives/records management.
AN

_

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

— Part 1: GemeraiConcepts and principles

— Part 2: Guidelines [ Technical Report]
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Information and documentation — Records
management —

Part 1:
Concepts and principles

1 Scope

Fhispartoft56-4+5489-providesguidareeornmamaging records Toforigtratirg-orgarzationsprbtcor
privateforintermatandextermatchents:

*H-threkmentr&urhﬂed-m-ﬁfr. part of ISO 15489 =

management of records zeeerding
part of SO 15489 are-provided—in

for

ISO 9001-&&&-15({6 001-
0 &\'

_'-l . crehivai-recordswithimarchvei-mtteetion SRS
€) processes for creating, capturing and managing records.

This part of ISO 15489 ts+

oreamirations:

b
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2 Normative references

3 Terms and definitions

For the purposes of this p-art-vf-l-ﬁ@-l-&‘l-&@_, th(@lowmg term@;@md definitions apply.=Fer
ternmrsrotirchrdedtrere seet56-512%

) . 6/
3.1 Q K CC'J
access a@‘ .

right, opportunity, means of finding, using or re

3.2

3.5

classification
systematic identification and. arrangement of business activities and/or records into categories
according to logically structured conventions, methods, and procedural rules=represented—imr—=

classifieationrsystem

S—Ferbreprablishred-fRevistorrofatprevi 565427
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trssificati

SEE-

5436

conversion
process of changing records from one nrediumrtoamothrer-orfronrome-format to another

SEE:

2.03.7
destruction
process of eliminating or deleting reeo-rd-s-, beyond any possible reconstruction

3:93.8

disposition

range of processes associated with implementing records retention, destrwetiondestruction (3.7) or
transfer decisions which are documented in dispesitierrautireritiesdisposition authorities (3.9) or other

instruments
& &
disposition (3 8)#
NEN
-{\, \%\ N

_transactzon (3.18)

%t

3.12

metadata fOFFEEORAs

3.13
migration

mwﬁ by o s hardware o sofoware. conTguration 1 noiher wiEhouk Changing
:

SEE=

34
preservation

recordstirrougirtinre
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335

reeords

information created, received and maintained as evidemeeevidence (3.10) and trrfernration

by an organization or person, in p-ursmec- of legal obligations or in the tramsaettenrtransaction
(3.18) of business

3146315

records management

field of management responsible for the efficient and systematic control of the creation, receipt,
maintenance, use and dispesttiondisposition (3.8) of records, including processes for capturing
and maintaining eviderreeevidence (3.10) of and information about business activities and
tramsaettenstransactions (3.18) in the form of records

343,16

records system
information system which captures, manages and provides =eeessaccess (3.1) to records

Hﬂ-eu-g-h- time

3.18
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