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Narodni predmluva
Vysvétlivky k textu prevzaté normy

Norma byla prevzata prekladem z divodu zvySeni jeji srozumitelnosti. Novy preklad nékterych
termint a slov nesmi byt divodem pro vystaveni neshody v ramci certifika¢niho auditu. Tato norma
se ve svych odkazech vraci, k jiz neplatné revizi normy ISO 15489-1:2001.

K podpore spravného chépani textu je dale uvedeno vysvétleni prekladu vyrazl, pro které nebylo
v normé mozné nalézt zcela vystizny ekvivalent a mohly by byt chapany ve zkresleném, nebo
omezengjSim vyznamu, nez je minén v anglickém textu normy.

business V Ceské jazyce ma tento anglicky vyraz mnoho synonym. V prekladu
jsme preklad slova , business” podle vyznamu textu pouzili jako
Lpracovni“, ,provozni“ nebo ,obchodni”.

control(s) Obdobné jako u pojmu ,business” bylo v textu pouzito ,rizeni” nebo
»Sprdva“ podle vyznamu.

evidence V anglickém jazyce lze prelozit slovo ,evidence” jako doklad nebo
dukaz, a proto je v celém textu toto spojeni ,diikaz (doklad)” pouzito.

record(s) V anglickém jazyce oproti ceskému jazyku jsou vyznamoveé obraceny
terminy ,record(s)” a ,document(s)”. V anglickém jazyce ,record(s)” je



v ¢eském jazyce ,dokument(y)” a ,document(s)” je v ceském jazyce
LZdznam(y)"“.

Dokument(y) Informace vytvorené, prijaté a spravované organizaci nebo osobou jako
dukazy (doklady) a aktiva pro plnéni zékonnych povinnosti nebo
vykonavani pracovnich ¢innosti.

V kapitole 3.1.1 bylo slovo , archive(s)” prelozeno odlisné od obvyklého vniméni tohoto slova v Ceské
legislative tj. ,archiv(y)“. Totéz plati pro uvedené poznamky.

Vypracovani normy

Zpracovatel: Institut pro spravu dokumentt, z. s., ICO 22844163, Ondiej Fiala, Ing. Stanislav Fiala,
Ing. Petr Fik, Ing. Martina Macek

Pracovnik Ceské agentury pro standardizaci: Ing. Katefina Volejnikova

Ceskéa agentura pro standardizaci je statni pi{spévkova organizace ztizena Utadem pro technickou
normalizaci, metrologii a statni zkuSebnictvi na zakladé ustanoveni § 5 odst. 2 zdkona ¢. 22/1997 Sb.,
o technickych pozadavcich na vyrobky a o zméné a doplnéni nékterych zakont, ve znéni pozdéjsich
predpisu.
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Predmluva

ISO (Mezinarodni organizace pro normalizaci)
je celosvétova federace narodnich
normaliza¢nich orgént (¢lent ISO).
Mezinarodni normy obvykle vypracovavaji
technické vybory ISO. Kazdy clen ISO, ktery se
zajimé o predmeét, pro ktery byla vytvorena
technicka komise, ma pravo byt v této
technické komisi zastoupen. Prace se
zUCastnuji také vladni i nevladni mezinarodni
organizace, s nimiz ISO navazala spolupraci.
ISO tizce spolupracuje s Mezinarodni
elektrotechnickou komisi (IEC) ve vSech
zalezitostech normalizace v elektrotechnice.

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.


mailto:copyright@iso.org
http://www.iso.org

Mezinarodni norma byla vypracovana

v souladu s redak¢nimi pravidly uvedenymi ve
smeérnicich ISO/IEC, Cast 2.

Hlavnim ukolem technickych komisi je
pripravovat

mezinarodni normy. Navrhy mezindrodnich
norem prijimanych technickymi komisemi se
rozesilaji Clenskym organizacim k hlasovani.
Vydani mezindrodni normy vyzaduje souhlas
alespon 75 % hlasujicich Clenu.

Upozornuje se na moznost, Ze nékteré prvky
tohoto dokumentu mohou byt predmétem
patentovych prav. ISO nelze Cinit odpovédnou
za identifikaci jakéhokoliv nebo vSech
patentovych prav.

ISO 30300 byla pripravena Technickou komisi
ISO/TC 46, Informace a dokumentace,

subkomisi SC 11, Sprdva archivdlii/dokumentt.

ISO 30300 je cast souboru mezinarodnich
norem pod obecnym nazvem Informace
a dokumentace - Systémy spravy dokumentti:

- IS0 30300 Informace a dokumentace -
Systémy spravy dokumentt - Zdakladni
informace a pojmy

- ISO 30301 Informace a dokumentace -
Systémy spravy dokumenti - PoZadavky

ISO 30300 specifikuje terminologii v oblasti
rady norem pro Systémy spravy dokumenttu
(MSR) a stanovi cile a vyhody MSR; ISO 30301
specifikuje pozadavky pro MSR, kde
organizace musi projevit svou schopnost
vytvorit a spravovat dokumenty o své obchodni
¢innosti na pozadovanou dobu.

Uvod

Uspéch organizace do zna¢né miry zavisi na
implementaci a vedeni systému rizeni, ktery je
navrzen k neustalému zlepSovani vykonnosti
pri reseni potreb vSech zdicastnénych stran.
Systémy spravy nabizeji metodiku pro
prijiméani rozhodnuti a rizeni zdroji k dosazeni
cilli organizace.

International Standards are drafted in
accordance with the rules given in the
ISO/IEC Directives, Part 2.

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 document may be the
subject of patent rights. ISO shall not be held
responsible for identifying any or all such
patent rights.

ISO 30300 was prepared by Technical
Committee ISO/TC 46, Information and
documentation, Subcomm-

ittee SC 11, Archives/records management.
ISO 30300 is part of a series of International
Standards under the general title Information
and documentation - Management systems for
records:

- IS0 30300, Information and
documentation - Management systems for
records - Fundamentals and vocabulary

- IS0 30301, Information and
documentation - Management systems for
records - Requirements

ISO 30300 specifies the terminology for the
Management systems for records (MSR) series
of standards, and the objectives and benefits of
a MSR; ISO 30301 specifies requirements for
a MSR where an organization needs to
demonstrate its ability to create and control
records from its business activities for as long
as they are required.

Introduction

Organizational success largely depends upon
imple-

menting 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.



Tvorba a sprava dokumentl je nedilnou soucasti
¢innosti, procest a systému organizace.
Dokumenty umoznuji efektivitu, odpovédnost,
rizeni rizik i kontinuitu provozni ¢innosti.
Soucasné umoznuji organizacim vyuzivat
hodnoty svych informac¢nich zdroja jako
pracovnich, obchodnich a znalostnich aktiv,
a prispivaji k uchovavani kolektivni paméti

v reakci na vyzvy globalniho a digitalniho
prostredi.

Normy pro systém spravy (MSS) poskytuji
nastroje pro vrcholovy management k zavadéni
systematického a ovéritelného pristupu k rizeni
organizace v prostredi, které podporuje
spravnou provozni praxi.

Normy v oblasti systému spravy dokument{
zpracovane v ISO/TC 46/SC 11 jsou navrzeny
na podporu organizaci vSech typl a velikosti
nebo skupin organizaci se sdilenou pracovni
¢innosti, k zavadéni, provozovani a zlepSovani
ucinnych systému spravy dokumentt (dale jen
MSR). MSR vede a ridi organizaci za ucelem
zavadéni politik a cili, pokud jde o dokumenty
a dosazeni téchto cila. Toho je dosahovano
prostrednictvim:

a) stanoveni roli a odpovédnosti;

b) systémovych procesi;

c) méreni a vyhodnoceni;

d) prezkumu a zavadéni zlepSeni.
Implementace politik a cila v oblasti
dokumentt na

zékladé pozadavku organizace zajisti tvorbu,
spravu a zpristupniovani smérodatnych

a spolehlivych informaci o pracovni ¢innosti pro
ty, kteri je potrebuji znat a na dobu, po kterou
jsou pozadovany. Uspésné implementace
spravnych politik v oblasti dokumentt a cill
bude mit za néasledek odpovidajici systémy
dokumentu pro vSechny ucely organizace.
Zavadéni MSR v organizaci rovnéz pomaha
zajistit transparentnost a trasovatelnost
rozhodnuti prijatych odpovédnym
managementem a ur¢eni odpovédnosti.

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 global and digital
environment.

Management System Standards (MSS) provide
tools for top management to implement

a systematic and verifiable approach to
organizational control in an

environment that encourages good business
practices.

The standards on management systems for
records prepared by ISO/TC 46/SC 11 are
designed to assist organizations of all types
and sizes, or groups of orga-

nizations with shared business activities, to
implement, operate and improve an effective
management system for records (hereafter
referred to as a MSR). The MSR directs and
controls an organization for the purposes of
establishing a policy and objectives with
regard to records and achieving those
objectives. This is done through the use of:

a) defined roles and responsibilities;

b) systematic processes;

c) measurement and evaluation;

d) review and improvement.

Implementation of a records policy and objectives
soundly based on the organization,s
requirements will ensure that authoritative and
reliable information about, and evidence of,
business activities is created, managed and
made accessible to those who need it for as
long as required. Successful implementation of
good records policy and objectives results in
records and records systems adequate for all of
an organization,s purposes.

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



Normy o MSR pripravené ISO/TC 46/SC 11 jsou
vyvijeny v rdmci MSS tak, aby byly slucitelné
a sdilely prvky a metodiku s ostatnimi MSS.
ISO 15489, a dalsi mezindrodni normy

a technicke zpravy vyvinuté rovnéz ISO/TC
46/SC 11, jsou zakladnimi nastroji pro
navrhovani, implementaci, monitoring

a zlepSovani procesu a monitorovacich
mechanismu v oblasti dokumenti, které
upravuje MSR tam, kde se organizace
rozhodne nasadit metodiku MSS.

POZNAMKA ISO 15489 je zakladni normou,
kodifikuje nejlepsi praxi pro ¢innosti v oblasti
spravy dokumentu.

Struktura norem v oblasti MSR zpracovana
ISO/TC 46/SC 11, a to jak vydanych tak
pripravovanych, je uvedena na obrazku 1.

The standards on MSR prepared by ISO/TC
46/SC 11 are developed within the MSS
framework to be compatible and to share
elements and methodology with other MSS.

[SO 15489, and other International Standards
and Technical Reports also developed by
ISO/TC 46/SC 11, are the principal tools for
designing, implementing, monitoring and
improving records processes and controls, which
operate under the governance of the MSR where
organizations determine to deploy MSS
methodology.

NOTE ISO 15489 is the foundation standard
which codifies best practice for records
management operations.

The structure of standards on MSR prepared
by ISO/TC 46/SC 11, either published or under
preparation, is shown in Figure 1.

Obrazek 1 - Normy v oblasti MSR zpracované ISO/TC 46/SC 11 a souvisejici mezindrodni normy

a technické zpravy

]

Figure 1 - Standards on MSR prepared by ISO/TC 46/SC 11 and related International Standards

and Technical Reports

Tyto normy plati jako ramec, a jako metodika
pro:

a) zavedeni politik, postupt a odpovédnosti
v oblasti systematické spravy dokumentu, bez
ohledu na tcel, obsah nebo nosi¢ samotnych
dokument;

b) stanoveni povinnosti, opravnéni

a odpovednosti za dokumenty a politiky,
postupy, procesy a systémy v oblasti
dokument;

c) navrhy a implementaci MSR; a

d) dosahovéani kvalitnich vystupt z MSR
prostrednictvim hodnoceni vykonnosti

a neustalého zlepSovani.

Tyto normy jsou urc¢eny k pouZziti:

1) vrcholovym managementem, ktery prijima
rozhodnuti o zrizovani a zavadéni systému
Iizeni v rdmci své organizace;

2) lidi odpovédnych za implementaci MSR,
jako jsou odbornici v oblastech rizeni rizik,
auditu, dokumentt, informac¢nich technologii
a informacni bezpecnosti.

1 Predmet normy

These standards apply as a framework for, and
as guidance on:

a) establishing systematic management of records
policies, procedures and responsibilities,
regardless of the purpose, content or recording
medium of the records themselves;

b) determining the responsibilities, authorities
and account-

abilities of organizations for records and
records policies, procedures, processes and
systems;

c) designing and implementing a MSR; and

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

These standards are intended to be used by:

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

2) people responsible for implementation of
MSR, such as professionals in the areas of risk
management, auditing, records, information
technology and information security.

1 Scope



Tato mezindrodni norma stanovi terminy

a definice prislusné pro normy o MSR
zpracované ISO/TC 46/SC 11. SoucCasné
vymezuje cile pouziti MSR, stanovi zasady pro
MSR, popisuje procesni pristup a stanovi role
pro vrcholovy management.

Tato mezinarodni norma je pouzitelna na
jakykoliv typ organizace, ktera si preje:

a) zridit, zavést, vést a zlepSit MSR na
podporu své provozni ¢innosti;

b) zajistit soulad s vlastnimi politikami

v oblasti dokument{;

¢) prokazat soulad s touto mezindrodni
normou prostrednictvim

1) sebehodnoceni a vlastniho prohlaseni, nebo

2) ziskani potvrzeni o vlastnim prohlaseni
externi stranou k organizaci, nebo

3) ziskani certifikace o vlastnim MSR externi
stranou.

This International Standard defines terms and
definitions applicable to the standards on MSR
prepared by ISO/TC 46/SC 11. It also
establishes the objectives for using a MSR,
provides principles for a MSR, describes

a process approach and specifies roles for top
man-

agement.

This International Standard is applicable to
any type of organization that wishes to:

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

b) assure itself of conformity with its stated
records policy;

c) 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 external to the organization, or

3) seeking certification of its MSR by an
external party.

Konec nahledu - text dale pokracuje v placené verzi CSN.



