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National foreword

This British Standard reproduces verbatim ISO 15489-1:2001 and implements
it as the UK national standard.

The UK participation in its preparation was entrusted by Technical Committee
IDT/2, Information and documentation, to Subcommittee IDT/2/17,
Archives/records management which has the responsibility to:

— aid enquirers to understand the text;

— present to the responsible international/European committee any
enquiries on the interpretation, or proposals for change, and keep the
UK interests informed;

— monitor related international and European developments and
promulgate them in the UK.

A list of organizations represented on this committee can be obtained on
request to its secretary.

Cross-references

The British Standards which implement international or European
publications referred to in this document may be found in the BSI Standards
Catalogue under the section entitled “International Standards Correspondence
Index”, or by using the “Find” facility of the BSI Standards Electronic
Catalogue.

A British Standard does not purport to include all the necessary provisions of
a contract. Users of British Standards are responsible for their correct
application.

Compliance with a British Standard does not of itself confer immunity
from legal obligations.

Summary of pages
This document comprises a front cover, an inside front cover, the ISO title page,
pages 11 to vi, pages 1 to 19 and a back cover.

The BSI copyright date displayed in this document indicates when the
document was last issued.
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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
liasison with I1SO, also take part in the work. ISO collaborates closely with the International Electrotechnical
Commission (IEC) on all matters of electrotechnical standardization.

International Standards are drafted in accordance with the rules given in the ISO/IEC Directives, Part 3.
The main task of technical committees is to prepare International Standards. Draft International Standards adopted
by the technical committees are circulated to the member bodies for voting. Publication as an International

Standard requires approval by at least 75 % of the member bodies casting a vote.

Attention is drawn to the possibility that some of the elements of this part of ISO 15489 may be the subject of
patent rights. ISO shall not be held responsible for identifying any or all such patent rights.

SO 15489-1| was prepared by Technical Committee ISO/TC 46, Information and documentation, Subcommittee
SC 11, Archives/records management.

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

— Part 1: General

— Part 2: Guidelines [Technical Report]
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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, 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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INTERNATIONAL STANDARD ISO 15489-1:2001(E)

Information and documentation — 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 [SO/TR 15489-9 (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 ]SO 9001
and SO 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

1) In some countries, the management of records also applies to archives management. Archives management is not covered
in this part of ISO 15489.
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