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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 ISO, 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.

In exceptional circumstances, when a technical committee has collected data of a different kind from that which is
normally published as an International Standard ("state of the art", for example), it may decide by a simple majority
vote of its participating members to publish a Technical Report. A Technical Report is entirely informative in nature
and does not have to be reviewed until the data it provides are considered to be no longer valid or useful.

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.

ISO/TR 15489-2 was prepared by Technical Committee ISO/TC 46, Information and documentation, Subcommittee
SC 11, Archives/records management.

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

—  Part 1: General

— Part 2: Guidelines [Technical Report]

© ISO 2001 — All rights reserved \Y



ISO/TR 15489-2:2001(E)

Introduction

This part of ISO 15489 provides guidelines that are supplementary to ISO 15489-1. Both ISO 15489-1 and this part
of ISO 15489 apply to records in any format or media, created or received by any public or private organization
during the course of its activities. Thus, in this part of ISO 15489, unless otherwise noted, systems may be
interpreted as paper/manual or electronic, and a document may be either paper, microform or electronic.

ISO 15489-1 specifies the elements of records management and defines the necessary results or outcomes to be
achieved. This part of ISO 15489 provides one methodology for implementation. However, it should be noted that
national standards and legislation and regulation may dictate other factors and requirements for legal compliance.

In addition to using this part of ISO 15489, those seeking to implement the standard should consult requirements
and guidance of national standards and legislation and regulation that apply in their jurisdictions. In addition, a
variety of professional societies and associations have resources available to assist in the implementation of
ISO 15489-1.

vi © 1SO 2001 — Al rights reserved



TECHNICAL REPORT ISO/TR 15489-2:2001(E)

Information and documentation — Records management —

Part 2:
Guidelines

1 Scope

This part of ISO 15489 is an implementation guide to 1ISO 15489-1 for use by record management professionals
and those charged with managing records in their organizations. It provides one methodology that will facilitate the
implementation of ISO 15489-1 in all organizations that have a need to manage their records. It gives an overview
of the processes and factors to consider in organizations wishing to comply with ISO 15489-1.

2 Policies and responsibilities

2.1 Introduction

ISO 15489-1:2001, clause 6 sets out, in general terms, the need for organizations seeking to comply with it to have
a records management policy in place and to define and assign records-related responsibilities to individuals. This
part of ISO 15489 provides additional guidance on records management policies and expands on the types of
responsibilities to be defined and assigned.

2.2 Records management policy statements

Organizations should define and document policies for records management and should ensure that the policies
are implemented and maintained at all levels in the organization.

A records management policy statement is a statement of intentions. It sets out what the organization intends to do
and, sometimes, includes an outline of the programme and procedures that will achieve those intentions. However,
a policy statement on its own will not guarantee good records management: critical to its success are endorsement
and active and visible support by senior management and the allocation of the resources necessary for
implementation. An effective policy statement will, therefore, identify a senior member of staff with lead
responsibility for records management and for overseeing policy and programme implementation.

The policy statement should refer to other policies relating to information, for example, on information systems
policy, information security or asset management, but should not seek to duplicate them. It should be supported by
procedures and guidelines, planning and strategy statements, disposition authorities and other documents that
together make up the records management regime.

Support and endorsement of the policy by all employees should be encouraged at all times. It is particularly
important that the policy obliges all employees to create and maintain records that meet the legal, regulatory, fiscal,
operational, and archival/historical needs of the organization. Monitoring of compliance with the policy is also
important.

2.3 Responsibilities
2.3.1 Objectives of defining responsibilities and authorities

The overriding objective of defining responsibilities, authorities and inter-relationships is to establish and maintain a
records management regime that meets the needs of internal and external stakeholders.
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