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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 liaison 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 2.

The main ta
adopted by
International

Attention is ¢
rights. ISO s

ISO 30300 W
SC 11, Archi

ISO 30300 i
Managemen

ISO 303
vocabul

ISO 303

ISO 30300 s
the objective
needs to def
are required|

5k of technical committees is to prepare International Standards. Draft International Stan
the technical committees are circulated to the member bodies for voting. Publication
Standard requires approval by at least 75 % of the member bodies casting a vote.

B

q

rawn to the possibility that some of the elements of this document may be the,subject of (g
hall not be held responsible for identifying any or all such patent rights.

as prepared by Technical Committee ISO/TC 46, Information and documentation, Subcomr
es/records management.

part of a series of International Standards under the general title Information and documentat
I systems for records:

00, Information and documentation — Management systems for records — Fundamental
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01, Information and documentation — Management.systems for records — Requirements
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Introduction

Organizational success largely depends upon implementing and maintaining a management system that is
designed to continually improve performance while addressing the needs of all stakeholders. Management
systems offer methodologies to make decisions and manage resources to achieve the organization’s goals.

Creation and management of records are integral to any organization’s activities, processes and systems.
Records enable business efficiency, accountability, risk management and business continuity. They also
enable organizations to capitalize on the value of their information resources as business, commercial and
knowledge assets, and to contribute to the preservation of collective memory, in response to the challenges of

the g

obal and digital environment
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gement System Standards (MSS) provide tools for top management to implement-a-\sy
bble approach to organizational control in an environment that encourages good business p

standards on management systems for records prepared by ISO/TC 46/SC Al are desig
izations of all types and sizes, or groups of organizations with shared businéss-activities, {
te and improve an effective management system for records (hereafter referred to as a MS
s and controls an organization for the purposes of establishing a policy-and objectives W
ds and achieving those objectives. This is done through the use of:

efined roles and responsibilities;

ystematic processes;

measurement and evaluation;

eview and improvement.

mentation of a records policy and objectives soéndly based on the organization’s requiremen
uthoritative and reliable information about;and evidence of, business activities is created, 1
accessible to those who need it for as fong as required. Successful implementation of ¢
and objectives results in records and_records systems adequate for all of an organization’s

menting a MSR in an organization also helps to ensure the transparency and traceability,
by responsible management.and the recognition of accountability.

tandards on MSR preparedby ISO/TC 46/SC 11 are developed within the MSS framework to b
p share elements and methodology with other MSS. ISO 15489, and other International St
nical Reports also.déveloped by ISO/TC 46/SC 11, are the principal tools for designing, it
oring and improeving records processes and controls, which operate under the governance
b organizations_determine to deploy MSS methodology.

ISO\15489 is the foundation standard which codifies best practice for records management op

structure of standards on MSR prepared by ISO/TC 46/SC 11, either published or under p

stematic and
ractices.

hed to assist
D implement,
R). The MSR
ith regard to

ts will ensure
hanaged and
jood records
purposes.

of decisions

e compatible
andards and
nplementing,

of the MSR
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eparation, is

nCim Figure 1.
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Related International Standards
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& terminology and vocabulary management records. Work
Part 1 - Part 1 - Principles|  process
______________________ General | analysis for
1SO 30301 Part 2 - Part_2 - Concept.ual records
Requirements Management systems for Guidelines and implementation
records - Requirements ssues
Part 3 - Self
ISO 30303 assessment method
Management systems for
records - Requirements for
bodies providing audit and ISO/TR ISO 13008 150 16175
certification 13028 Digital records Principles and
______________________ Implement- conversion and functional
: . ISO 30302 ation migration requirements fo
Guigelines Management systems for guidelines process records in
Suppoft high level records - Guidelines for for || electronic office
structufe elements implementation digitization environments
of records Part 1 - Overview
ISO 30304 and statement of

Management systems for
records - Assessment
guide

principles

di

Part 2 - Guidelines
and functional
requirements for

management

gital records

systems

and

Part 3 -
Guidelines

requirements

for records in
business
systems

functional

brds apply. as a framework for, and as guidance on:

Figure A ~=Standards on MSR prepared by ISO/TC 46/SC 11
and related International Standards and Technical Reports

establispllgng systematic management of records policies, procedures and responsibilities, regardlgss of

the pur

se) content or recording medium of the records themselves;

determining the responsibilities, authorities and accountabilities of organizations for records and records
policies, procedures, processes and systems;

designing and implementing a MSR; and

achieving quality outcomes from the MSR through performance assessment and continuous improvement.

These standards are intended to be used by:

Vi

1) top managementwho make decisions regarding the establishment and implementation of management
systems within their organization;

2) peopleresponsible forimplementation of MSR, such as professionals in the areas of risk management,
auditing, records, information technology and information security.
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Information and documentation — Management systems for
records — Fundamentals and vocabulary

1 Scope

This International Standard defines terms and definitions applicable to the standards on MSR prepared by

|ISO/TFC46/SC 11 1t also-establishes-the nhjnr\fi\loc faor ||cing 2 I\IIQD, prn\/idne prinr\iplne far o M
a progcess approach and specifies roles for top management.

This

a)
b)

<)

2

2.1

All o:Lganizations create and control recards ‘as an outcome of performing their activities in ord
orga

The |}

Withiph the framework of the MSR, records processes and controls need to be designed, impl¢
monifored to meet the-records policy, objectives and directives. This includes determining how
procgsses and controls’are managed by records systems, and how the records relate to all
systems for assessment purposes as evidence of results.

Manggement.systems themselves, including the MSR, create records. Those records and the
managed in.turn feed back into new organizational activities, such as the development of new
servites.\The records can also be used to monitor the operation of the management systems

Fundamentals of a MSR

nternational Standard is applicable to any type of organization that wishes to:

stablish, implement, maintain and improve a MSR to support its business;

Issure itself of conformity with its stated records policy;

demonstrate conformity with this International Standard by

1) undertaking a self-assessment and self-declaration, or

2) seeking confirmation of its self-declaration by a party exterrnal to the organization, or

3) seeking certification of its MSR by an external partyx

Relationship between the MSR andthe management system

izational objectives.

R, describes

er to achieve

ISR establishes the policy, objectives and directives framework for controlling the organizafion’s records
in regords systems and ensures'that those records systems meet the organization’s requirement

[

.

bmented and
the records
management

way they are
products or

thosg_systems and activities meet organizational requirements. In this way the MSR govern
requirements of other management systems, as well as those of itself.

nd how well
the records

2.2 Context of the organization

An organization or group of organizations can use all or any element of the standards on MSR prepared by
ISO/TC 46/SC 11 according to its business context and requirements, which include:

a)
b)
c)
d)

the size and complexity of the organization or organizations, or the processes requiring records controls;

the level of business risk attached to having inadequate records controls;
the drive for internal improvement to satisfy current or potential future stakeholder demand;

specific stakeholder demands or expectations.

© 1SO 2011 — All rights reserved
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The standards on MSR prepared by ISO/TC 46/SC 11 can be used:

trad

for one or more specific business processes within an organization;

across a whole organization covering all business processes;

ing partners or a collaborative partnership.

for a number of organizations with shared business processes, such as across a specific sector,

When implementing the standards on MSR prepared by ISO/TC 46/SC 11, an organization should consult
the requirements and guidance of national legislation, regulations and standards which apply in the relevant

jurisdiction.

2.3 Need for a MSR

2.3.1 Purpose

All organizat|ons, regardless of their size or the nature of their business, generate information from their

processes. A
assets, of an

The purpose]
activities. Su
to present arf

organization.

of implementing a MSR is the systematic management of informatien as records about bus

d future stakeholders.

The objective¢ of implementing a MSR is to create and control recordsin a systematic and verifiable man

order to:
a) conduct
b) meet leg
c) optimize
d) facilitate
e) provide
of, or lag
f)  protect
stakeho
g) support
h) support
i)  maintain

business and deliver services efficiently;

islative, regulatory and accountability requirements;

the decision-making, operational consistency and continuity of an organization;
the effective operation of an organization in the event of a disaster;

brotection and support in litigation, including the management of risks associated with the exis
k of, evidence of organizational activity;

ders;
research and/development activities;
the promatjonal activities of the organization;

corparate or collective memory and support social responsibility.

work

A\s one type of information resource, records are part of the intellectual ‘capital, and therefore

ness

Ch records support current business decisions and subsequentdctivities, and ensure accountability

her in

ence

he interests of the organization and the rights of employees, clients and present and future

2.3.2 Reliable, authentic and useable records

2.3.21

General

Each organization implementing a MSR sets its own records policy and objectives adapted to the context of the
organization. Implementation of a MSR ensures the creation and control of records which support the needs
of the organization and society, for as long as the records are required.

Successful achievement of the records objectives results in the creation and control of records which are

reliable, auth

entic, have integrity and are useable, as described in 2.3.2.2 t0 2.3.2.5.

© 1SO 2011 — All rights reserved
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2 Reliable

A reliable record is one whose contents can be trusted as a full and accurate representation of the transactions,
activities or facts to which they attest and which can be depended upon in the course of subsequent transactions
or activities. Records should be created at the time of the transaction or incident to which they relate, or soon
afterwards, by individuals who have direct knowledge of the facts or by instruments routinely used within the
business to conduct the transaction.

2.3.2,

3 Authentic

An authentic record is one that can be proven

To er

which control the creation, receipt, transmission, maintenance and disposition/of records. This

recof
delet

2.3.2
Thei

Itis n
proce
what
authd

2.3.2

A us
subs
contg
that ¢
activi

233

233

The 1

p be what it purports to be,
0 have been created or sent by the person purported to have created or sent it, and
o have been created or sent at the time purported.

sure the authenticity of records, organizations should implement and document policies an

ds creators are authorized and identified and that records are protected against unauthori
on, alteration, use and concealment.

4 Integrity
htegrity of a record refers to its being complete and unalfered.
ecessary that a record be protected against unautherized alteration. Records management

circumstances additions or annotations may e authorized, and who is authorized to mal

rized annotation of, addition to or deletionef a record should be explicitly documented and
5 Useable
bable record is one that can be'located, retrieved, presented and interpreted. It should b

bquent presentation as direetly* connected to the business activity or transaction that prog
xtual linkages of records should carry the information needed for an understanding of the
reated and used them=Jlt'should be possible to identify a record within the context of broa
ties and functions. Thelinks between records that document a sequence of activities should b

Establishment of records systems

1 General

ecords objectives of a MSR are achieved by the establishment of a records system or syster

and d

l procedures
ensures that
zed addition,

policies and

dures should specify what additions or annotations may be made to a record after it is created, under

e them. Any
[raceable.

e capable of
uced it. The
transactions
der business
e maintained.

ns to capture

ontrol records which are reliable, secure, compliant, comprehensive and systematic. Examp

les are given

in 2.3.3.2t0 2.3.3.6.

2.3.3
Relia
a)
b)
c)

d)

©1SO

.2 Reliable

ble records systems:

routinely capture all records within the scope of the business activities they cover;
organize the records in a way that reflects business processes;

protect the records from unauthorized alteration or disposition;

2011 — All rights reserved
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e)
f)
g)

provide ready access to all records when needed;
capture information about the retrieval, use and disposition of the records they manage;

are capable of continuous and regular operation.

Reliable records systems enable business continuity and support risk management.

2.3.3.3 Secure

Secure records systems employ adequate control measures to prevent unauthorized actions (access,

destruction,

lteration or removal of records). Secure records systems support organizational account

bility

and risk man

2.3.3.4 Compliant

Compliant re
business an
Systems carn
and improve
good govern

2.3.3.5 Comprehensive

Comprehens
organization

records systéms enable business efficiency and effectiveness.

agement.

cords systems are systems which are managed to meet all requirements arising from cu
| stakeholder expectations and the regulatory environment in which the organization ope
be assessed for their compliance with respect to these requirements as(part of the mainter
ment processes of the MSR. Compliant records systems ensure ordganizational accountg
ance and risk management.

ive records systems manage records arising from the complete range of business activities f
group of organizations, or section of the organization, in which they are used. Comprehe]

2.3.3.6 Sy

1tematic
Records creation and management processes are systematized through the design and operation of re

systems and
methodologi

2.4 Princi

business systems according to documented policies, assigned responsibilities and fi
bs. This helps to conduct business efficiently and manage risk.

ples of a MSR

241 Gen

Successful

2.4.2 Custq

Focus on th
stakeholdersg

j;al
implementation of @MSR is based on applying the principles given in 2.4.2 to 2.4.8.

bmer and other stakeholder focus

a)

-

current and future needs of the organization’s customers and the expectations of its

rrent
ates.
ance
bility,

br the
nsive

cords
brmal

other

MSR.

, which are in turn integrated with the requirements of the records systems established undTr the

2.4.3 Leadership and accountability

Leadership establishes the purpose, direction and governance ethic of the organization in an environment
in which people understand and are encouraged to achieve good records management practice to meet the
organization’s objectives and accountability requirements.

2.4.4 Evidence-based decision making

The establishment of the MSR enables the creation, capture and control of the organization’s information
assets in the form of reliable and authentic records to support evidence-based decision making throughout the
organization.

© 1SO 2011 — All rights reserved
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Involvement of people

Responsibilities for records and appropriate training for all employees of an organization that create, handle,
or use records should be clearly defined. This applies to contractors, other stakeholders and staff of other
organizations where business processes and the consequent records are shared. Records awareness across
the organization improves its information base and increases effective decision making.

2.4.6 Process approach

Management of the organization’s activities and programmes as processes in which records creation and
business activities are integrated generates efficiency for both records and business activities.

247

The

systel

and

f

248

Reg(

the r¢view and improvement of the organization’s general management system.

25

All or
work
cons
procq

The process approach to a MSR emphasizes the importance of:

a)

b)

c)
d)

i
q

q

Figun
interg
recor

¢stablishing policy and objectives for records;

monitoring and reviewing the performance and effectiveness of the MSR;

Systems approach to management

ntegration of records management into business activities within the wider context’of a
m includes analysing requirements and plans, as well as implementing, reviewing and imprg
rocedures across the organization on a regular basis.

Continual improvement

lar monitoring and reviewing and continual improvement of the overall performance of the M

Process approach to a MSR

ganizations, regardless of their size or the nature of their business, will determine and appl
processes to achieve their specific goals and objectives. This International Standard em
Cious application of a system to all the processes of an organization so that the dynamic
sses and their interrelationships are recognized and managed.

Hentifying the organization’s records,requirements, including stakeholders’ needs and expe

mplementing and operating. controls for managing an organization’s risks in relation to its rqg
ontext of its overall business risks;

ontinual imprevement based on objective measurement.

e 2 illustrates how the MSR determines the records management requirements and expec
sted parti€s (customers and stakeholders) and, through the necessary processes, produces
ds that meet those requirements and expectations.

management
ving policies

SR feeds into

appropriate
phasizes the
hature of the

ctations, and

cords, in the

ations of the
as its output
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Records f . Customers
management Input Context of the organization and
requirements stakeholders
and [ e DT
expectations /_,—“ \\\
Leadership <:|
Planning Improvement
} Performance i
Support . 1
\ evaluation
Operation ﬁ
] Right
T ; x managerial
________ | Quality records .. decisions to
Custorners achieve policy
and and
stakeholders OUtPUt expectations

Figure 2~=Structure of a MSR

This can be |applied in a scaled way to-suit the needs of an organization, whether small, medium or large.
This means {hat the level of detail and-complexity of the MSR, and the amount of resources spent, depepd on

factors such jas the scope of the systemn and the size and the nature of the activities, products and serviges of
the organization.

2.6 Role of top management

Top managgment is<résponsible for setting an organization’s direction and communicating priorities to
employees and stakeholders. This includes linking the MSR to the organization’s requirements and goald, and
understanding the fisks associated with inadequate records management.

Policy directiomcomesfronTtopmamagementimorderto:

a) achieve consistency of operations throughout the organization;

b) mandate employee adoption of the requirements of a MSR;

c) ensure that business processes are transparent and comprehensible;

d) assure shareholders, the board of directors, regulators, auditors and other stakeholders that records are
being properly managed.

6 © 1SO 2011 — Al rights reserved
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Through visible leadership and accountability, top management creates an environment in which a MSR can
operate effectively. The principles of the MSR (see 2.4) are used by top management as the basis for its role to:

1)

2)

establish, maintain and promote the records management policy and objectives in order to increase
organizational awareness, motivation and conformance;

ensure that records management responsibilities and authorities are defined, assigned and
communicated throughout the organization;

ensure that an effective and efficient MSR is established, implemented and maintained to achieve the
organization’s objectives;

Fx-
~

2.7 |Relationships with other management systems

ensure the availability of the necessary resources and competencies to support|and sustain
the MSR;

review the MSR periodically;

decide on actions for improvement of the MSR.

Manggement systems are focussed on the achievement of results and\the management of risks in order to

satisfy business objectives, accountability requirements and stakeholder expectations.
Integration of a MSR into an organization’s overall management.system aims to:

a) optimize processes and resources by integrating records processes with other activities;
b) support evidence-based decision making;

c) promote consistency between management systems;

d) 1neet, and provide evidence of meeting, compliance requirements.

Implgmentation of the standards on MSR“prepared by ISO/TC 46/SC 11 will assist organizatior)s in meeting
the dbjectives of other MSS such .as.quality, risk management, compliance and security, thdreby helping

organizations to achieve their business objectives. This is done by:

1

[NEY
~

-
~

ensuring that authoritative and reliable information about, and evidence of, busingss activities
undertaken within‘amanagement system are created, managed and made accessible fo those who
need them, for'as{ong as they need them;

establishing'a systematic and verifiable approach to the management of records and dgcumentation
processes associated with the activities of other management systems;

establishing an assessment framework for records and documentation processes and practices within
other management systems;

contributing to the contnual improvement of the organization's periormance through Its integrated
management systems.

Integration of the MSR into the organization’s compliance, performance, audit and automation systems provides
a structure that supports client satisfaction and product quality.

© 1SO 2011 — Al rights reserved 7
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3 Terms and definitions

For the purposes of this document, the following terms and definitions apply.

31

3141
archive(s)

Terms relating to records

permanent records

records main

tained for continuing use

NOTE 1
also referred |

NOTE 2
making availa

31.2
asset
anything that

NOTE TH
a) informati
b) software
c) physical,
d) services;
e) people, g
f)  intangiblg
[ISO/IEC 27(
31.3

document, poun

recorded infd
[1SO 15489-1
314

documentation

collection of

Archives can be a place where archival materials are preserved and made available for consultation. 1

Archives can be an organization, agency or programme responsible for selecting, acquiring; preservin

b as an archival repository.

ble archives. This is sometimes referred to as an archival agency, archival institution, or-archival prograg

has value to the organization

ere are many types of assets, including:
bN;

such as a computer program;

such as a computer;

nd their qualifications, skills, and experience;and

s, such as reputation and image.

00:2009, definition 2.3]

rmation or object which’can be treated as a unit

:2001, definition~3-10]

documents describing operations, instructions, decisions, procedures and business rules rg

to a given fuTction, process or transaction

[his is

g and
mme.

lated

[ISO/TR 26122:2008, definition 3.1]

3.1.5
evidence

documentation of a transaction

NOTE

business activity and which is inviolate and complete. It is not limited to the legal sense of the term.

3.1.6
metadata
data describi

ng context, content and structure of records and their management through time

[ISO 15489-1:2001, definition 3.12]

This is proof of a business transaction which can be shown to have been created in the normal course of

© 1SO 2011 — All rights reserved
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record(s)
information created, received and maintained as evidence and as an asset by an organization or person, in
pursuit of legal obligations or in the transaction of business

NOTE 1 Adapted from ISO 15489-1:2001, definition 3.15.

NOTE 2  The term “evidence” is not limited to the legal sense (see 3.1.5).

NOTE 3  This applies to information in any medium, form or format.

3.2

3.21

—Tterms-relating to management

accojuntability

princ
requi

[1ISO

3.2.2
nong

ple that individuals, organizations and the community are responsible for thgir_ actions
red to explain them to others

15489-1:2001, definition 3.2]

onformity

non-fulfilment of a requirement

and may be

ationships to

m, enterprise,

rds, formally

ation.

hentation of a

[ISOATMB/TAG13-JTCG, definition T.3.6]

3.23

orgahization

person or group of people that has its own functions, with responsibilities, authorities and rel
achigve its objectives

NOTH The concept of organization includes, bitis not limited to sole trader, company, corporation, fi
authoyity, partnership, charity or institution, or part.or combination thereof, whether incorporated or not, pulblic or private.
[ISOATMB/TAG13-JTCG, definition T.1.1]

3.2.4

recofds policy

overgll intentions and direction-of an organization in relation to management systems for recd
exprgssed by top management

3.2.5

top management

persan or group ofpeople who directs and controls an organization at the highest level

NOTH 1 Top management has the power to delegate authority and provide resources within the organiz
NOTH 2y An organization can for this purpose be identified by reference to the scope of the implen
management SyStemn.

[ISO/TMB/TAG13-JTCG, definition T.1.5]

3.3
3.31

Terms relating to records management processes

access

right,
[1ISO

©1SO

opportunity, means of finding, using, or retrieving information

15489-1:2001, definition 3.1]
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3.3.2

classification
systematic identification and arrangement of business activities and/or records into categories according to
logically structured conventions, methods, and procedural rules represented in a classification system

[ISO 15489-1:2001, definition 3.5]

3.3.3
conversion

process of changing records from one format to another

EXAMPLE

Scanning paper documents to create digital images (TIFF, JPEG, etc.), converting word processing

documents to
version 2.

3.34
destruction
process of e

NOTE Aq

3.35

disposition
range of prog
documented

[1ISO 15489-1

3.3.6
document, \
record, subs

3.3.7
indexing
establishing

NOTE Aq

3.3.8
migration
process of m

EXAMPLE
(see 3.3.3 for

3.3.9

a PDF, or a UNIX text file to a Microsoft (Windows) text file, upgrading MS Word files from versio

iminating or deleting a record, beyond any reconstruction

apted from ISO 15489-1:2001, definition 3.8.

esses associated with implementing records retention, destruetion or transfer decisions whig
in disposition authorities or other instruments

:2001, definition 3.9]

yerb
antiate or annotate for retrieval later

hccess points to facilitate retrieval

apted from 1ISO 15489-1:2001, definition 3.11.

pving records from.one hardware or software configuration to another without changing the f

Moving data from magnetic disk to magnetic tape, transferring database files from Oracle to SQL §
Consistent use):

preservatio

L

h 1to

h are

brmat

erver

processes a||1d operations involved in ensuring the maintenance of records over time

NOTE

3.3.10
registration

Adapted from 1ISO 15489-1:2001, definition 3.14.

act of giving a record a unique identifier on its entry into a system

[ISO 15489-1:2001, definition 3.18]

3.3.11
tracking

creating, capturing and maintaining information about the movement and use of records

[ISO 15489-1:2001, definition 3.19]

10
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3.312
transfer
change of custody or ownership of records

NOTE 1 Transfer may include moving records from one location to another.

NOTE 2 Adapted from ISO 15489-1:2001, definitions 3.20 and 3.21.

3.4 Terms relating to MSR

3.41

managementsystem

set of interrelated or interacting elements of an organization to establish policies and objectives, a||1d processes
to achieve those objectives

NOTH 1 A management system can address a single discipline or several disciplines.

NOTH 2 The system elements include the organization’s structure, roles and responsibilities, planning, pperation, etc.
NOTE 3  The scope of a management system may include the whole of the erganization, specific [and identified
functipns of the organization, specific and identified sections of the organization, orone or more functions gcross a group
of organizations.

[ISONTMB/TAG13-JTCG, definition T2.1]

3.4.2

management system for records

H information

management system to direct and control an organizationp-with regard to records

3.4.3

recofds management

field pf management responsible for the efficientyand systematic control of the creation, receipt, fnaintenance,
use gnd disposition of records, including pregesses for capturing and maintaining evidence of an
abouf business activities and transactions.in’the form of records

[ISO [15489-1:2001, definition 3.16]

NOTH Also called recordkeeping!

3.4.4

recofds system

information system which captures, manages and provides access to records over time

NOTH Adapted from ISO 15489-1:2001, definition 3.17.

3.4.5

system

set of interrelated or interacting elements

[ISO 9000:2005, definition 3.2.1]

©1SO

2011 — All rights reserved
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Annex A
(informative)

Methodology used in the development of the vocabulary

eral

The universs

a) atechni

b) a coher

standargq

Concepts ar
the field of M
Such an ana
the concept ¢
are reprodug

A.2 Con

There are fo
reference to

a)

b) one-way
c) partitive
d) generic
A3 Con
Figures A.3.1

As the terms|

to consult these elements.

associafive (ISO 704:2009, 5.5.3 and ISO 9000:2005, A.3.4) (with arrows)

lity of application of the standards on MSR prepared by ISO/TC 46/SC 11 requires the use
Cal description, without the use of technical language, and

ent and harmonized vocabulary that is easily understandable by all potential-users of
S.

b not independent of one another, and an analysis of the relationships-between concepts
SR and the arrangement of them into concept systems is a prerequisite of a coherent vocab
ysis was used in the development of the vocabulary specified in thisTinternational Standard.
liagrams employed during the development process might be helgful in an informative sense
ed in A.3.

cept relationships and their graphical representation

ir primary forms of concept relationships indicated in this annex, according to ISO 704:2004
SO 9000:2005 and GB-T 19100-2003 (China)!

circulating (GB-T 19100-2003, A.2:2.2) (with arrows)
(1SO 704:2009, 5.5.2.3 and ISO9000:2005, A.3.3) (without arrows)
ISO 704:2009, 5.5.2.2 and\JSO 9000:2005, A.3.2) (without arrows)

cept diagrams
to A.3.4 show the concept diagrams on which the thematic groupings of Clause 3 are bass

are repeated without the definition and any related notes, it is recommended to refer to Cla

Df:

MSR

vithin
Lilary.
Since
they

) with

ise 3
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document (3.1.3) «—— documentation (3.1.4)

l lTl l

evidence (3.1.5) «—» records (3.1.7) «—» archives (3.1.1) «—» asset (3.1.2)

AN
\\//

metadata (3.1.6)

Figure A.3.1 — Concepts relating to records+(3)

organization(3:2.3)

|° |

accountability (3.2.1)  non-conformity (3.2.2)

v v

top management (3.2.5) records policy (3.2.4)

Figure A.3.2 — Concepts relating to management (3.2)
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