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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 management policies and
procedures.

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

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

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

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

Records requirements and recordkeeping requirements—For all references to ‘records
requirements’ use ‘recordkeeping requirements’.

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

This Standard provides for the use of the following Australian/New Zealand Standards as
equivalents to the ISO Standards referenced herein:

Reference to International Standard or other Equivalent Australian/New Zealand Standard
publication

ISO AS/NZS ISO

9001 Quality management systems Quality management systems —
—Requirements Requirements

14001 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.



CONTENTS
L o0 10T T o v
1 8T o o - 1
2 NOIrMAative referE@NCEeS ... .ccuiii i ———— 1
3 Terms and defiNitions ... ————————————————— 2
4 Benefits of records management............ccoo i ————————— 4
5 Regulatory eNVIFONMENT ........... e mn e e s mms e s e mmn e e e e e e s n e nnns 4
6 Policy and responsibilities ......cccccriiiiiin e —————— 5
6.1 L= 3T 5
6.2 o) T 5
6.3 LR ST o o 0 =7 | o T] 15 €= 5
7 Records management reqUIreMENts ..........ccouviiiiiiiiiimimmmmmmmsssssssesssssssssssssssssssssssssssssnssssssnsnsnsmsmsmsmsmssensnnnsnnnns 6
71 Principles of records management programmes..........cccccccceriiresmrninssses e sms e s ssne s snne s 6
7.2 Characteristics Of @ reCOId ....... ..o e e e e e e e s 7
4% 250 T € 7Y 4 T - | 7
0 U1 T 411 o] 1 Y 7
7.2.3  Reli@bility .....coocoeeiiiiiiiisr e 7
07 | 41 - |41 7
7 T U E=T = 1o 11 4 7
8 Design and implementation of a records system ... 8
8.1 1= 1= | N 8
8.2 Records systems characteristiCs ...........coovimiiiiiiciii e ————— 8
- 070 I | 411 oo [T 1o o 8
= 0 =Y |- 1 o 111 8
0y S | 41T |1 9
0 S 0 1T o |- T3 ¥ 9
8.2.5 COMPIreNENSIVENESS.......ceee s s s s s s s s s s s s s s s s e s a e a e s e nsnenanenea s s s sssssssnsssnnsnnnnnnnnnnnn 9
0 T V= (=T 1 - 1 o 9
8.3 Designing and implementing records SYyStems..........coooiiiiiinii s 9
R 2Ry B €71 4T - | 9
8.3.2 Documenting records tranSaCtiONS ..........ooiii i 9
8.3.3 Physical storage medium and protection ... ——————————— 9
8.3.4 Distributed ManagemMeENt...........oocciiiiiiiiir 10
8.3.5 Conversion and Migration ... 10
8.3.6  ACCESS, FretrieVal ANd USE ... s s s e e e e e aaaaaaaaaaaaaaananananan 10
8.3.7 Retention and diSPOSItioN..........cccciiiiiiiiiiir e —————————— 10
8.4 Design and implementation methodology .........ccccccmiiiiiiiiiiii e ——————— 10
8.5 Discontinuing records SYStEMS ..........ccciiimiiiriii 1
9 Records management processes and CONrolS ... e e 1
9.1 Determining documents to be captured into a records system ..., 1
9.2 Determining how long to retain reCords ... e 1
9.3 2 Yoo o E=3 o7 T o1 (U | Y 12
9.4 L= 0 53 1 = 1o 13
9.5 ClasSifiCAtION ....cceeiiiieir i 13
9.5.1 Classification of business activities..........cccciiiiiiiici e ————— 13
9.5.2 Classification SYStemSs ... —————_——— 14



9.5.3
9.54
9.5.5

CONTENTS
VOoCabulary CONLIOIS ......cccueiiiiii it nr e 14
3T T g T N 14
Allocation of NUMDbErs and COUES ... e smn e s e 14
Storage and handling ... ———————————— 14
AACCESS ...ttt me e e e e e meEeeeeesasseasmEEeeeesiessesssmEEeesesisssessseeesiissessssseeeeesisssssssssmeeeeeies 14
I T {1 T 15
7= o 1= | 15
e o T8 = T (1 o 15
0o o= Lo 4 1 o (] ' [ 15
Implementing diSPOSItION ........coeviiiiiiiiieee e ss s s ssssssssssssssssnmnnnnnnnnnnnnnnnnnnnnnn 16
Documenting records management PrOCESSES .....ccuuuerrrererrerermmrrmmmrmmmmeemmmmmrmnmmmsmsmsmsmsmsnsmnsnsnsnsssssssssssssmnnes 16
Monitoring and auditing .........ooiiiiiii e ————— 17
I 11010 17



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, Records
management as its starting point.

This International Standard is accompanied by a Technical Report (ISO/TR 15489-2) that is recommended for use
with it. ISO/TR 15489-2 provides further explanation and implementation options for achieving the outcomes 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 private, 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 according to 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, created or received by any public or private
organization in the conduct of its activities, or any individual with a duty to create and maintain records,

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

— provides guidance on records management in support of a quality process framework to comply with ISO 9001
and ISO 14001,

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

— managers of organizations,

— records, information and technology management professionals,

— all other personnel in organizations, and

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

2 Normative references

The following normative documents contain provisions which, through reference in this text, constitute provisions of
this part of ISO 15489. For dated references, subsequent amendments to, or revisions of, any of these publications
do not apply. However, parties to agreements based on this part of ISO 15489 are encouraged to investigate the
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