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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.
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Introduction

0.1 General

0:2020(E)

A vocabulary is a “terminological dictionary that contains designations and definitions from one or
more domains or subjects” (see ISO 1087:2019, 3.7.5). This document provides a vocabulary for the
subject field of records management. It defines core concepts to provide a common understanding of

the records management domain within the ISO/TC 46/SC 11 standards.

Clear, consistent and coherent standards need clear, consistent and coherent terminology. This

document follows rules and guidplinpq provided hy ISQO/TC 371 to hnild fprminnlngv standa
unfamiliar with terminology work would benefit from an understanding of ISO 704.

ds. Readers

This|document is intended to provide ISO/TC 46/SC 11 standards developers with'the miost relevant

defirlitions related to the concepts used in the records management domain. It{s)also ey

pected that

this glocument will be used by standards users and any interested party to clearly understland records

management concepts represented by consistent terms and definitions.

Ternjs and definitions in this document have been developed within a~cencept system. A
unit pf knowledge created by a unique combination of characteristics, Concepts are arrangs
systems according to the relationships among them. Concept systems are graphically rep
concgpt diagrams. A concept in a specific domain is represented-by a term. Concepts are not

concept is a
d in concept
resented by
necessarily

bourld to particular languages. They are, however, influeneédvby the social or cultural background
which often leads to different categorizations. This document facilitates consistent understanding
beyopnd languages and cultural practices by illustrating ceré concepts about records management used
in ISQ/TC 46/SC 11 standards and the relationships ameng those concepts in the core concept diagrams

in Arjnex A. The concepts identified in the field of records management and expressed in the
Anngx A are ordered in Clause 3 grouping by coneepts diagrams. Figure 1 shows the overv
with|the correspondent subclauses both in Annex’A and in Clause 3.

organization
(3.1 /fig. A.2)

management
system for

records
(3.6 / fig. A.7)

records < >
(3.2 / fig. A.3)

appraisal
(3.3./ fig.A.4)

records
management

AN

diagrams in
ew diagram

(R34 /fig A BN
AR YE I IE )

records process
(3.4 / fig. A.5)

records control
(3.5/ fig. A.6)

records system
(3.6/ fig. A.7)

Figure 1 — Overall diagram showing core concepts, their relationships and mapping terms in

Clause 3 and Annex A

1y

ISO/TC 37, Language and terminology.
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NOTE
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The meaning of forms used for the concept’s relationships are explained in A.2.

For facilitating search for a particular term, an alphabetical index is included at the end of this document.

0.2 Background

The terms and definitions in this document are based on the concept system of ISO 30300:2011 with
new concepts added from ISO 15489-1. This document is also the vocabulary standard for the ISO series
Management Systems for Records. Therefore, it includes all core terms and definitions for management
systems from Appendix 2 of ISO/IEC Directives, Part 1:2019, Annex L[13], In addition, this document
includes any terms and definitions that are relevant to core concepts of the records management

domain use

in TC46/SC 11 standards

This docun]

management domain, not even in all ISO/TC 46/SC 11 standards.

0.3 How td

The terms 4
11 standard
definitions i
ISO/TC 46/9

When devel
added to th{

to serve a specific purpose or explanation. In both cases, definitions are included in the Clause 3 g

standard in

In the futul
standards a

ent is not intended as a comprehensive vocabulary of all terms used in the |ret

apply terms and definitions of this document

nd definitions in this document are adopted in any revision of the existing ISO/TC 4
s. During the period before a complete revision cycle of all ISO/TC 46/SC 11 stand
n this document take precedence when a duplicate or conflicting definition exists in an
C 11 standard.

pping a new product or revising an existing one, additiodal terms and definitions m
it product when necessary. New notes on existing terms4nay also be added to the prq

question in addition to the reference to ISO 30300,

e revisions of this document, new terms and ‘definitions included in ISO/TC 46/§
e to be considered for inclusion.

ords

6/SC
ards,
bther

hy be
duct
f the

C 11

Vi
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INTERNATIONAL STANDARD ISO 30300:2020(E)

Information and documentation — Records management
— Core concepts and vocabulary

1 Scope
This document contains terms and definitions that are relevant to the core concepts of the records

Mman@geNTent doNTail. It does ot Himit the defimitiomr of Tew terms T SO/ TC#6/SC-t1stammlards.

2 Normative references

Therk are no normative references in this document.

3 Terms and definitions
ISO gnd [EC maintain terminological databases for use in standardization at the following dddresses:

— ISO Online browsing platform: available at https://www.iso.6rg/obp

— IEC Electropedia: available at http://www.electropedia.org/

3.1 | Terms relating to the concept of organization

3.1.1
accountability
condiition where an organization (3.1.19) is‘answerable to its governing bodies, legal authorities, and
mor¢ broadly, its other stakeholders (3.143) regarding its decisions and activities

[SOURCE: ISO 26000:2010, 2.1, modified — Replaced “state” by “condition” and rephrasdd for better
understanding.]

3.1.2
actiyity
task performed by an.organization (3.1.19)

3.1.3
agent
person or graup of people responsible for, or involved in records processes (3.4.13)

Note [l to‘entry: A technological tool such as a software application can be considered an agent wher substituting
for individuals or workgroups if the tool routinely perform records processes.

314

audit

systematic, independent and documented process (3.1.23) for obtaining audit evidence (3.2.6) and
evaluating it objectively to determine the extent to which the audit criteria are fulfilled

Note 1 to entry: An audit can be an internal audit (first party) or an external audit (second party or third party),
and it also can be a combined audit (combining two or more disciplines).

Note 2 to entry: An internal audit is conducted by the organization itself, or by an external party on its behalf.
Note 3 to entry: “Audit evidence” and “audit criteria” are defined in ISO 19011.
Note 4 to entry: This term is part of the high level structure’s core terms and definitions for management systems

stated in ISO/IEC Directives, Part 1:2019, Annex L.

© IS0 2020 - All rights reserved 1
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business continuity
capability of an organization (3.1.19) to continue delivery of products or services within acceptable

time frames
[SOURCE: IS
3.1.6

at predefined capacity during a disruption

022301:2019, 3.3]

competence
ability to apply knowledge and skills to achieve intended results

Note 1 to ent

ry: Thisterm is part of the high level structure’s core terms and definitions for management systems

stated in ISO

3.1.7
compliancg
meeting the

Note 1 to ent
standards an|

[SOURCE: I
obligations”]

3.1.8
conformityj
fulfilment o

Note 1 to ent
stated in ISO

3.19

IEC Directives, Part 1:2019, Annex L.

mandate (3.1.14) of the organization (3.1.19)

y: This includes obligations set by internal policies and decisions and/or external laws, regula
d agreements.

50 19600:2014 3.17, modified — In the definition “all the-brganization’s compl
has been change to “the mandate of the organization”.]

Fa requirement (3.1.25)

'y: This term is part of the high level structure’s core terms and definitions for management syj
[EC Directives, Part 1:2019, Annex L.

continual improvement

recurring ad

Note 1 to ent
stated in ISO

3.1.10

tivity (3.1.2) to enhance performanée(3.1.21)

'y: This term is part of the high level structure’s core terms and definitions for management sy}
IEC Directives, Part 1:2019, Annex L.

corrective action

action to eli

Note 1 to ent
stated in ISO

3.1.11
effectivene
extent to wi

minate the cause of @nonconformity (3.1.17) and to prevent recurrence

'y: This term is)part of the high level structure’s core terms and definitions for management syj
IEC Directives, Part 1:2019, Annex L.

5S
ichyplanned activities (3.1.2) are realized and planned results achieved

fions,

ance

tems

tems

tems

Note 1 to entry: This term is part of the high level structure’s core terms and definitions for management systems
stated in ISO/IEC Directives, Part 1:2019, Annex L.

3.1.12
function
group of act

ivities (3.1.2) aimed at achieving one or more goals of an organization (3.1.19)

© IS0 2020 - All rights reserved
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3.1.13

interested party (preferred term)
stakeholder (admitted term)
person or organization (3.1.19) that can affect, be affected by, or perceive itself to be affected by a
decision or activity (3.1.2)

Note 1 to entry: This term is part of the high level structure’s core terms and definitions for management systems
stated in ISO/IEC Directives, Part 1:2019, Annex L.

3.1.14

mandate

legalregtlatory-or-businessrulesgoverning the organization {34193

Note[l to entry: to entry. In the records management field, mandates affect the records processes.
3.1.15

measurement

proce

Note
state

pss (3.1.23) to determine a value

H in ISO/IEC Directives, Part 1:2019, Annex L.

3.1.
mon

deter

Note

Note
state

3.1.1
nong
non-

Note
state

3.1.1
obje
resu

Note
Note

envirn
procd

6
toring
mining the status of a system (3.6.5), a process (3.1.23).0f.an activity (3.1.2)

1 to entry: To determine the status, there may be a need to check, supervise or critically obser

1 in ISO/IEC Directives, Part 1:2019, Annex L.

7
onformity
fulfilment of a requirement (3.1.25)

d in ISO/IEC Directives, Part 162019, Annex L.

8
ctive
t to be achieved

1 to entry: An.@bjéctive can be strategic, tactical, or operational.
2 to entfy:' Objectives can relate to different disciplines (such as financial, health ang

onmentabgoals) and can apply at different levels (such as strategic, organization-wide, project]
ss),

Note

1 to entry: This term is part of the high level structure’s core terms and definitions for management systems

ve.

P to entry: This term is part of the high level structure’s core terms and definitions for management systems

1 to entry: This term is part of the-high level structure’s core terms and definitions for managejnent systems

| safety, and
product and

3 +0 entry: An nhlp(‘hvp can he m('nrpccpd in other wavs eg _as an intended outcome_2a

purpose, an

operational crlterlon as arecords ob]ectlve or by the use of other words with similar meaning (e.g. aim, goal, or

targe

t).

Note 4 to entry: In the context of management systems for records, records objectives are set by the organization,

consi

stent with the records policy, to achieve specific results.

Note 5 to entry: This term is part of the high level structure’s core terms and definitions for management systems
stated in ISO/IEC Directives, Part 1:2019, Annex L.
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3.1.19

organization

person or group of people that has its own functions with responsibilities, authorities and relationships
to achieve its objectives (3.1.18)

Note 1 to entry: The concept of organization includes, but is not limited to sole trader, company, corporation, firm,
enterprise, authority, partnership, charity or institution, or part or combination thereof, whether incorporated
or not, public or private.

Note 2 to entry: The concepts also include different parts working together with common objectives.

Note 3 to entry: This term is part of the high level structure’s core terms and definitions for management systems
stated in ISOJIEC Directives, Part 1:2019, Annex L.

3.1.20

outsource
to make an|arrangement where an external organization (3.1.19) performs part of ah organization’s
function (3.1.12) or process (3.1.23)

Note 1 to entify: An external organization is outside the scope of the management systemjalthough the outsofirced
function or pfocess is within the scope.

Note 2 to entry: This term is part of the high level structure’s core terms and definitions for management sy§tems
stated in ISOfIEC Directives, Part 1:2019, Annex L.

3.1.21
performange
measurablefresult

Note 1 to entfy: Performance can relate either to quantitative or‘qualitative findings.

Note 2 to entry: Performance can relate to the managementof activities, processes, products (including seryices),
systems or ofganizations.

Note 3 to ently: This term is part of the high level-structure’s core terms and definitions for management sygtems
stated in the [SO Directives, Part 1:2019, L.3.1.22}

3.1.22

policy
intentions gnd direction of an grganization (3.1.19), as formally expressed by its top management
(3.1.27)

Note 1 to entry: This term is partof the high level structure’s core terms and definitions for management sy§tems
stated in ISOfIEC Directivés,Part 1:2019, Annex L.

3.1.23
process
set of interrglated or interacting activities which transforms inputs into outputs

Note 1 to entry: This term is part of the high level structure’s core terms and definitions for management systems
stated in ISO/IEC Directives, Part 1:2019, Annex L.

3.1.24
records policy
intentions and direction of an organization (3.1.19) in relation to records (3.2.10)

Note 1 to entry: A records policy in management systems for records (MSR) is a unique declaration of intention
normally in a short statement formally expressed by the top management.

Note 2 to entry: Records policy can be used in plural to designate documentation covering technical aspects, set
of rules and principles for the creation, capture and management of records.

4 © IS0 2020 - All rights reserved
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3.1.25
requirement
need or expectation that is stated, generally implied or obligatory

Note 1 to entry: “Generally implied” means that it is custom or common practice for the organization and
interested parties that the need or expectation under consideration is implied.

Note 2 to entry: A specified requirement is one that is stated, for example in documented information.

Note 3 to entry: This term is part of the high level structure’s core terms and definitions for management systems
stated in ISO/IEC Directives, Part 1:2019, Annex L.

3.1.26
risk
effect of uncertainty on objectives (3.1.18)

Note [l to entry: An effect is a deviation from the expected. It can be positive, negative oryboth, and can address,
creatp or result in opportunities and threats.

Note [2 to entry: Uncertainty is the state, even partial, of deficiency of information related to, und¢rstanding or
knowfledge of, an event, its consequence, or likelihood.

Note B to entry: Objectives can have different aspects and categories, and ‘can be applied at differeng levels.

Note § to entry: Risk is usually expressed in terms of risk sources, potential events, their consequerjces and their
likelihood.

Note |5 to entry: In the high level structure’s core terms and-definitions for management systems dqtated in ISO/
IEC Djirectives, Part 1:2019, Annex L, the definition of risk:and the Notes to entry are slightly differgnt.

[SOURCE: ISO 31000:2018 3.1, modified — A new/Note 2 to entry about uncertainty has been added and
subsequent Notes to entry have been renumbered.]

3.1.27
top nanagement
person or group of people who directs.and controls an organization (3.1.19) at the highest level

Note[1 to entry: Top managemeint-has the power to delegate authority and provide resourcgs within the
organization.

Note P to entry: If the scope 'of the management system covers only part of an organization, then topjmanagement
refer$ to those who directand control that part of the organization.

Note B to entry: This term is part of the high level structure’s core terms and definitions for management systems
statefl in ISO/IEGDirectives, Part 1:2019, Annex L.

3.1.28
third party
perspii-or body that is recognized as being independent of the organizations (3.1.19) |nvolved, as
CONCeTns the ISsue in question

3.1.29
transaction
smallest unit of an activity (3.1.2) consisting of an exchange between two or more participants or systems

3.2 Terms relating to the concept of records

3.21
asset
item, thing or entity that has potential or actual value

EXAMPLE Examples of assets include information, software, computers, services, people, competences,
skills, experience, reputation and image.

© IS0 2020 - All rights reserved 5
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Note 1 to entry: Through time, the asset may have a different value to the organization.

[SOURCE: ISO 55000:2014, 3.2.1, modified — “to an organization” and Note to entry have been deleted;
Examples and a new Note to entry have been added.]

3.2.2

authenticity
quality of a record (3.2.10) that can be proven to be what it purports to be, to have been created or
sent by the agent (3.1.3) purported to have created or sent it, and to have been created or sent when

purported
3.2.3

authoritati
record (3.2.]
(3.2.8) and 1

3.2.4
data
set of chara

3.2.5

documente
information
medium on

Note 1 to en
created and
organization

Note 2 to ent
the organizaf

the man

informat
evidencd

Note 3 to ent

Note 4 to enftry: This term is part-of the high level structure’s core terms and definitions for manage

systems statq
other Notes t|
controlled an

3.2.6
evidence
information

ve record
10) which possess the characteristics of authenticity (3.2.2), reliability (3.2.11);intq
iseability (3.2.12)

'ters or symbols to which meaning is or could be assigned

d information
(3.2.7) required to be controlled and maintained by an organization (3.1.19) ang
which it is contained

try: From a records management viewpoint, documented-'information is a type of record
hamed as documented information when any management system standard is implemented

'y: Documented information refers to the information required to be controlled and maintain|
ion when implementing a management system\ It can refer to:

hgement system, including related procegses;
ion created in order for the organization to operate;
of results achieved.

'y: Documented information ¢an be in any format and media, and from any source.

bd in ISO/IEC Directives, Part 1:2019, Annex L . Note 1 to entry has been included and conseqy
p entry renumbéred. Note 2 to entry has been modified including “to the information required
d maintained\by-the organization when implementing a management system”.

(3:227) that could be used either by itself or in conjunction with other informatio

grity

| the

It is
by an

ed by

ment
ently
to be

n, to

establish pr

pofabout an event or action

Note 1 to entry: Evidence can be shown to be inviolate and complete. It is not limited to the legal sense of the term.

3.2.7

information

data (3.2.4)

3.2.8
integrity

in context with a particular meaning

quality of being complete and unaltered

© IS0 2020 - All rights reserved
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3.2.9
metadata for records
structured or semi-structured information (3.2.7), which enables the records processes (3.4.13) through

time

and within and across organizations (3.1.19)

3.2.10

reco

rd

information created or received and maintained as evidence (3.2.6) and as an asset (3.2.1) by an
organization (3.1.19), in pursuit of legal obligations or in the course of conducting business

Note

Note |2 to entry: In a management system standard (MSS) implementation, the records created tg
direct the management system and to document its implementation are called documented informs

3.211
reliability
quality of a record (3.2.10) that can be proven to be complete and accurate

3.2.12
useability (preferred term)

usab
prop

Note
speci

3.3
3.3.1

appraisal
analysis and evaluation of business functions (3.1.12) and processes (3.1.23), business cont
(3.1.26) to determine records requiremelits (3.3.2)

Note

to th¢ creation/capture and active and semi-active phases of records management, and archival ap
addrgsses final disposition. Impdrtantly, appraisal is used to identify retention requirements, creaf
authgrities, and identify records which have potential to form part of the archival heritage.

Note

3.3.2

reco
requ

(3.1.29) and:fer records processes (3.4.13) including how, and how long, records (3.2.10) nee

3.3.3

risk

1 to entry: to entry; Records are normally used in plural.

lity (admitted term)
erty of being able to be located, retrieved, presented and undérstood

fied users to achieve specified goals with effectiveness, efficiency, and satisfaction in a specified ¢

Terms relating to the concept of appraisal

1 to entry: The concept of appraisal as defined here is meant to include both records appraisal,

P to entry: Appraisaliga recurrent process within an organization.

rds requiremeént
rement (3:1.25) for evidence (3.2.6) of a business function (3.1.12), activity (3.1.2) or

conduct and
tion.

1 to entry: Useability may also refer to the extent to which a system, product, or service can be used by

ontext of use.

ext and risk

which relates
praisal which
e disposition

transaction
d to be kept

£
Halldg CIIITII

coordinated activities to direct and control an organization (3.1.19) with regard to risk (3.1.25)

[SOURCE: ISO 31000:2018, 3.2.]

3.4 Terms relating to the concepts of records management and records processes

3.4.1

acce

ss control

determining the behaviour or supervising the use of records trough access and permission rules (3.5.1)

© IS0 2020 - All rights reserved
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3.4.2

archival description

capturing, collating, analysing, and organizing information (3.2.7) that identifies, manages, locates, and
interprets archival materials and their context

[SOURCE: ISO 5127:2017, 3.7.2.07, modified — Shortened in words keeping the meaning.]

3.4.3
capture
deliberate action that results in the registration of a record (3.2.10) into a records system (3.6.4)

[SOURCE; I¢ ﬂl/Tq 22220:2011 31 modified — “record kppping chfpm" has been rpp]:\r‘pd hy “records
system”.]

344
classificatipn
systematic arrangement of records (3.2.10) or business activities (3.1.2) into categories accordipg to
methods, priocedures or conventions represented in a scheme

3.4.5
conversion
changing refords (3.2.10) from one format to another

3.4.6
description
creation of 4 representation of an object and its component parts

3.4.7
destruction
eliminating for deleting a record (3.2.10), beyond any possible reconstruction

3.4.8

disposition|
range of re¢ords processes (3.4.13) associated-with implementing records (3.2.10) retention (3.4.14),
destruction (3.4.7) or transfer (3.4.15) decisions which are documented in disposition authorities (3.5.4)
or other insfruments

3.4.9
indexing
allocating ifjdex terms to records)(3.2.10) based on analysis of the records (3.2.10)

Note 1 to entfy: Indexing cairbe carried out by humans or by automated means.

3.4.10
migration
moving recdrdsq{3¢2.10) from one hardware or software configuration to another

3.4.11
preservation

measures taken to maintain the useability (3.2.12), authenticity (3.2.2), reliability (3.2.11) and integrity
(3.2.8) of records (3.2.10) over time

Note 1 to entry: Measures include principles, policies, rules, strategies, processes and operations.

3.4.12

records management (preferred term)

recordkeeping (admitted term)

field responsible for the efficient and systematic governance of records (3.2.10), using records processes
(3.4.13), records controls (3.5.6) and records systems (3.6.4)
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3.4.13
records process
set of activities for managing authoritative records (3.2.3)

3.4.14
retention
keeping a record (3.2.10) according to records requirements (3.3.2)

3.4.15
transfer
moving of the custody of records (3.2.10) from one organization (3.1.19) to another, which may or may

: 1 L. £1 4 i 1 1 ] L.
notl IVUIVU \,uausc Ul 1utldtlivull, CUIILTI Ul Ul Acscu UVVI1ICI OllllJ

3.5 | Terms relating to the concept of records control

3.5.1
acceps and permission rule
rule |dentifying rights, restrictions and permissions on access applicable to records (3.2.10) and records
systems (3.6.4)

3.5.2
business classification scheme
tool for linking records (3.2.10) to the context of their creation

3.5.3
description rule
docujmented conventions, guidelines or principles, governing the source, structure, semantics and
syntax of the information (3.2.7) constituting an archival description (3.4.2)

3.54
disppsition authority
instrjument that defines the disposition (8:4.8) actions that are authorized or required for specified
records (3.2.10)

3.5.5
metadata schema
logicpl plan for metadata for records (3.2.9) showing the relationships between elements, pstablishing
ruleq for semantics, the synitax and the optionality (obligation level) of values

3.5.6
recopds control
instrjument for helping in the conduct of records processes (3.4.13)

EXANMPLE Examples of records controls include metadata schemas (3.5.5) for records, business|classification
schemes (355:2), access and permission rules (3.5.1), and disposition authorities (3.5.4).

3.6 ~“Termsrelating to the concept of SyStenT and Tecords SyStem

3.6.1

information system

system (3.6.5) that processes, provides and distributes information (3.2.7) together with associated
organizational resources

[SOURCE: ISO/IEC 20944-1:2013, 3.6.1.9, modified — Substituting “information processing system” for
“system that process” and rephrased for better understanding.]
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3.6.2

management system

set of interrelated or interacting elements of an organization (3.1.19) to establish policies and objectives
(3.1.18), and processes to achieve those objectives (3.1.18)

Note 1 to entry: A management system can address a single discipline or several disciplines.

Note 2 to entry: The system elements include the organization’s structure, roles and responsibilities, planning,
operation, etc.

Note 3 to entry: The scope of a management system may include the whole of the organization, specific and
identified functions of the organization, specific and identified sections of the organization, or one or more
functions acrjoss a group of organizations.

Note 4 to entyy: This term is part of the high level structure’s core terms and definitions for management'sygtems
stated in ISOfIEC Directives, Part 1:2019, Annex L.

3.6.3
managemeht system for records
management system (3.6.2) to govern records (3.2.10)

3.6.4
records syqytem
information|system (3.6.1) that manages records (3.2.10) over time

3.6.5
system
set of interrglated or interacting elements

[SOURCE: IS0 9000:2015, 3.5.1]
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Annex A
(informative)

Concept diagrams

General

epts are not independent of one another. An analysis of the relationships among con
ield of records management and their arrangement into a concept system isa‘\prer¢
Fent vocabulary.

f

pncept diagrams used during the development process might be helpful for a better un
e vocabulary relationships, they are provided in this annex.

Concept relationships and their graphical representation
e are three forms of concept relationships used in this annex.

4

\
I

\ssociative (with arrow). Associative relations are nen-hierarchical. An associative re
vhen a thematic connection can be established-between concepts by virtue of exp
SO 704:2009, 5.5.3).

Partitive (without arrow). Partitive relatiohs are hierarchical. A partitive relation is
when the superordinate concept represents a whole, while the subordinate concep
parts of that whole. The parts come together to form the whole (see ISO 704:2009, 5.5.1

Leneric (without arrow). Generi€ nelations are hierarchical. A generic relation exists b

oncept plus at least one additional delimiting characteristic (see ISO 704:2009, 5.5.2.2

Concept diagrams

'es A.1 to A.Z~show the concept diagrams representing the concept systems tha
med as the basis for the development of this vocabulary on records management. H
verarching\diagram showing relationships among the main concepts. Figures A.2 to /
bpt diagrams of the main concepts.

fonCepts diagrams are presented without any definitions or notes associated to the ter]

repts within
pquisite of a

an analysis was carried out in the development of the vocabulary defined ih this docyment. Since

derstanding

ation exists
erience (see

baid to exist
s represent
.3.1).

etween two

oncepts when the intension of the subordinate concept includes the intension of the superordinate

1).

have been

igure Al is
\.7 show the

ms. Refer to

be3/for the definitions and further information on the concepts.
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organization
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records < g system for
records
4 /V
appraisal
A
records
management

records process

records control

records system

Figure A.1 — Core concepts diagram
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Figure A.2 — Concepts relating to organization
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data
information » authenticity
usability
evidence |.< authoritative
record
I — |
\ : »  reliabiffy
record
/ Y
asset metadata for integrity
records
documented
information
Figure A.3 — Concepts relatingtorecords
appraisal
récords risk
Fequirement management
Figure A.4 — Concepts relating to appraisal
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