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Keeping Standards up-to-date 

Standards are living documents which reflect progress in science, technology and 
systems. To maintain their currency, all Standards are periodically reviewed, and 
new editions are published. Between editions, amendments may be issued. 
Standards may also be withdrawn. It is important that readers assure themselves 
they are using a current Standard, which should include any amendments which 
may have been published since the Standard was purchased. 
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PREFACE 

This Standard was prepared by the Joint Standards Australia/Standards New Zealand 

Committee IT-021, Records and Document Management Systems. 

This Standard is a voluntary code of practice. See Appendix A for the voluntary set of 

minimum compliance elements for the storage of non-current physical records.  

The term ‘informative’ has been used in this Standard to define the application of the 

appendix to which it applies. An ‘informative’ appendix is only for information and 

guidance. 
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STANDARDS AUSTRALIA/STANDARDS NEW ZEALAND 
 

Australian/New Zealand Standard 

Records management—Physical storage 
 

S E C T I O N  1    I N T R O D U C T I O N  

1.1   SCOPE 

This Standard establishes voluntary guidelines for the storage of non-current physical 

records. 

Storage refers to the records management function of storing physical records, which are no 

longer in active use, for future retrieval and preservation. Within this context, this Standard 

addresses issues relating to systems, processes, facilities, equipment and devices used for 

storing records that are no longer in current use. This Standard covers all types of storage 

media, e.g. paper, audio visual material, micro-forms and machine readable formats, but 

excludes electronic records on networks, hard-drives or in data centres. 

1.2   OBJECTIVE 

The objective of this Standard is to provide a means of assessing records storage facilities 

or developing records storage facilities with the aim of ensuring the following: 

(a) Records are stored under best practice conditions of preservation and security so that 

they remain useable during their existence. 

(b) The evidence and information contained in the records can be retrieved efficiently 

and effectively. 

(c) The records are stored cost effectively. 

1.3   REFERENCED DOCUMENTS 

The following documents are referred to in this Standard: 

AS 

2118 Automatic fire sprinkler systems 

2118.1 Part 1: General systems 

AS ISO 

15489 Records management 

15489.1 Part 1: General 

15489.2 Part 2: Guidelines 

NOTE: Other relevant reference documents are listed in Appendix D. 

1.4   DEFINITIONS 

For the purpose of this Standard, the following definitions and those in AS ISO 15489.1 

apply. 

1.4.1   Non-current records 

Those records no longer required for the normal conduct of business and which are retained 

for legal, archival or other purposes and may therefore be transferred to a storage facility. 

1.4.2   Retention period 

The length of time an organization keeps a record to satisfy identified needs and uses. A
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1.4.3   Vital records 

Those records without which the organization could not function. Vital records are needed 

to— 

(a) operate the organization during an emergency or disaster; 

(b) re-establish the organization’s functions after an emergency or disaster; or 

(c) establish and protect the rights and interests of the organization and its clients. 
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S E C T I O N  2    R E C O R D S  S T O R A G E  

F R A M E W O R K  

2.1   RECORDS STORAGE CONCEPTS 

2.1.1   General 

The purpose served by the record, its physical form and composition, and its use and value, 

will dictate the nature of the storage facility and services required. 

Records are stored away from the business premises because there is no immediate need to 

use the records but their value requires their continued availability. Rather than store the 

records in the immediate work environment, it is more cost effective to store the records in 

a storage facility suitable for the purpose. The records usually remain under the ownership 

of the originating organization. 

Physical records will deteriorate over time without some form of protective action. 

The length of time that a record needs to be stored (e.g. number of years) affects the risk of 

deterioration and determines the response to the risk. Records that require lengthy periods 

of storage require greater forms of protective action. 

The choice of storage options will also be influenced by cost. A balance should be struck 

between the financial cost of procuring storage and mitigation of the risk factors. 

NOTE: Appendix A provides lists of factors to consider in assessing storage options. 

2.1.2   Criteria for assessing storage options 

The essential aspects of physical storage designed to mitigate the risks to long-term stored 

physical records include— 

(a) the building environment, which encompasses the location and the site, the building 

fabric, the type of construction and operating features; 

(b) the internal environment, which relates to the building’s safety and security features 

and its atmospheric conditions; 

(c) the shelving configurations; and 

(d) the record item packaging or containers in which the records will be housed. 

There are other factors that will influence storage choices including— 

(i) the characteristics of the records themselves, e.g. the media; 

(ii) the business needs of the organization; 

(iii) appropriate storage technologies and facilities; and 

(iv) availability of services and their affordability. 

A structured approach to the selection of an appropriate record storage option should 

include a risk assessment of the records and storage facilities. Risks can include malicious 

damage, natural disasters, fire, chemical impacts and the effects of sunlight and moisture. 

2.1.3   Identifying risks to the physical records 

In the course of their existence physical records are used and maintained in conditions that 

can potentially damage the records and reduce or destroy their usefulness. 
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Risk assessment should include: 

(a) An assessment of the physical characteristics of the records. 

(b) An assessment of the characteristics of storage facilities and associated services 

(internal or external). 

(c) An assessment of the access requirements of the records. 

2.1.4   Mitigating risks to the physical records 

Development of a risk management strategy for the storage facility will assist risk 

mitigation and disaster preparedness. 

Appropriately designed protective packaging, handling and storage systems, fire protection 

systems, and counter disaster plans can diminish the risks that such threats pose to the 

records while they are in a storage facility. See Appendix B for contents of a counter 

disaster response plan for records. 

2.2   CHARACTERISTICS OF RECORDS 

2.2.1   Information characteristics 

2.2.1.1   General 

Records reflect the business undertaken within the organisation and have different 

information characteristics depending on what business the record is documenting. 

2.2.1.2   Retention period 

Retention periods influence the type of storage required. Issues related to the appraisal and 

disposal of records are addressed in AS ISO 15489. 

2.2.1.3   Vital records 

Once identified, vital records may require additional protection which could include more 

secure storage or copies of the records being made and stored separately. 

2.2.1.4   Security and control 

Records with a higher degree of sensitivity or confidentiality, such as those relating to 

personal privacy, commercial and personal interests, personal and national security, should 

be identified and access to these records controlled by— 

(a) levels of secure storage consistent with the levels of sensitivity; and 

(b) accountable procedures controlling personnel access to the storage areas. 

2.2.2   Physical characteristics 

The format and media of records may determine the choices of storage facilities and the 

containers and packaging that may be needed to give appropriate protection to the records. 

The range of media and formats in which records may be created includes: 

(a) Paper records: 

(i) Files. 

(ii) Loose papers. 

(iii) Bound volumes. 

(iv) Maps, plans and charts. 

(v) Books, cards, registers and forms. 
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