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Predmluva

ISO (Mezinarodni organizace pro normalizaci)
je celo-

svétova federace narodnich normalizacnich
organu (¢lent ISO). Mezinarodni normy
obvykle vypracovavaji technické komise ISO.
Kazdy ¢len ISO, ktery se zajima o predmét, pro
ktery byla vytvorena technickd komise, ma
pravo byt v této technické komisi zastoupen.
Prace se zlcastnuji také vladni i nevladni
mezinarodni orga-

nizace, s nimiz ISO navéazala pracovni styk. ISO
uzce spolupracuje s Mezinarodni
elektrotechnickou komisi (IEC) ve vsech
zalezitostech normalizace v elektro-

technice.

Postupy pouzité pri tvorbé tohoto dokumentu

a postupy urcené pro jeho dalsi udrzovani jsou
popsany ve smeér-

nicich ISO/IEC, Cast 1. Zejména se ma vénovat
pozornost rozdilnym schvalovacim kritériim
potrebnym pro ruzné druhy dokumentl ISO.
Tento dokument byl vypracovan v souladu

s redak¢nimi pravidly uvedenymi ve smérnicich
ISO/IEC, ¢ast 2 (viz www.iso.org/directives).
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. Podrobnosti o jakych-

koliv patentovych pravech identifikovanych
béhem pripravy tohoto dokumentu budou
uvedeny v uvodu a/nebo v seznamu
patentovych prohlaseni obdrze-

nych ISO (viz www.iso.org/patents).

Jakykoliv obchodni nazev pouzity v tomto
dokumentu se uvadi jako informace pro
usnadnéni prace uzivateli a neznamena
schvaleni.

Vysvétleni vyznamu specifickych termint

a vyrazu ISO, které se vztahuji k posuzovani
shody, jakoz i informace o tom, jak ISO dodrzuje
principy WTO tykajici se tech-

nickych prekazek obchodu (TBT), jsou uvedeny
na tomto odkazu URL: Foreword -
Supplementary Information.

Za tento dokument je odpovédna ISO/TC 46,
Infor-

mace a dokumentace, subkomise SC 11,
Sprava archivdlii/dokument.

Toto druhé vydani rusi a nahrazuje vydani
prvni

(ISO 15489-1:2001), které bylo technicky
revidovano.

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.

The procedures used to develop this document
and those intended for its further maintenance
are described in the ISO/IEC Directives, Part 1.
In particular the different approval criteria
needed for the different types of ISO
documents should be noted. This document
was drafted in accordance with the editorial
rules of the ISO/IEC Directives, Part 2 (see
www.iso.org/directives).

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. Details of any patent rights
identified during the development of the
document will be in the Introduction and/or on
the ISO list of patent declarations received
(see www.iso.org/patents).

Any trade name used in this document is
information given for the convenience of users
and does not constitute an endorsement.

For an explanation on the meaning of ISO
specific terms and expressions related to
conformity assessment, as well as information
about ISO,s adherence to the WTO principles
in the Technical Barriers to Trade (TBT) see
the following URL: Foreword - Supplementary
information

The committee responsible for this document
is ISO/TC 46, Information and documentation,
Subcommittee SC 11, Archives/records
management.

This second edition cancels and replaces the
first edition (ISO 15489-1:2001), which has
been technically revised.



ISO 15489 sestava z nasledujicich ¢asti

s obecnym nazvem Informace a dokumentace -
Sprava doku-

mentt:

? Cdst 1: Pojmy a principy

? Cdst 2: Smérnice [Technickd zprava]

Uvod

Tato ¢ast ISO 15489 zavadi zakladni pojmy
a principy pro vytvareni, prijem a spravu
dokumentd. Tvori zaklad rady mezinarodnich
norem a technickych zprav, které poskytuji
dalsi pokyny a instrukce k pojmim, tech-
nikdm a postupum pro vytvareni, prijem

a spravu dokumentu.

O dokumentech a jejich spravée

Dokumenty predstavuji jak dikaz pracovnich
¢innosti, tak aktiva v podobé informaci. Jejich
transakéni charakter a zavislost na metadatech
mize byt odli$na od jinych informacnich aktiv.
Metadata dokumenti slouzi ke znaceni

a uchovavani kontextu dokumentl a také pro
uplatnéni vhodnych pravidel pro spravu
dokumentu.

Sprava dokumenti zahrnuje nasledujici
postupy:

a) vytvareni a prijem dokumentt za ucelem
splnéni pozadavki na dukazy pracovnich
cinnosti;

b) prijeti primérenych opatreni k zajiSténi
autenticity, hodnovérnosti, integrity

a pouzitelnosti dokumentu v kontextu
prislusnych pracovnich ¢innosti a poza-

davky na rizeni zmén, k nimz bude v prubéhu
casu dochéazet.

POZNAMKA 1V této ¢asti ISO 15489 se
odkazy na ,pracovni ¢innost” nebo ,pracovni
¢innosti“ rozumi obecné ¢innosti vykonavané
za Gcelem umoznéni chodu organizace.
Funkce, ¢innosti, transakce a pracovni
procesy, tak jak jsou stanoveny v kapitole 3,
jsou priklady jednotlivych forem , pracovni
¢innosti“.

Dokumenty jsou stéle Castéji vytvareny

a uchovavany v digitalni podobé, coz nabizi
celou radu novych moznosti vyuziti

a opakovaného pouziti. Digitalni prostredi také
umoziuje vétsi pruznost pri zavadéni nastroju
pro spravu dokumentd, a to jak uvnitr, tak
mezi systémy pro spravu dokumentu.

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

? Part 1: Concepts and principles
? Part 2: Guidelines [Technical Report]

Introduction

This part of ISO 15489 establishes the core
concepts and principles for the creation, capture
and management of records. It sits at the heart
of a number of International Standards and
Technical Reports that provide further guidance
and instruction on the concepts, techniques and
practices for creating, capturing and managing
records.

About records and managing records

Records are both evidence of business activity
and information assets. They can be
distinguished from other information assets by
their transactional nature and their reliance on
metadata. Metadata for records is used to
indicate and preserve context and apply
appropriate rules for managing records.

Managing records encompasses the following:

a) creating and capturing records to meet
requirements for evidence of business activity;

b) taking appropriate action to protect their
authenticity, reliability, integrity and useability
as their business context and requirements for
their management change over time.

NOTE 1 Reference to “business activity” or
“business activities” in this part of ISO 15489
is interpreted broadly to mean those activities
that support the purposes of the organization,s
existence. Functions, activities, transactions
and work processes are representations of
particular forms of “business activity” and are
defined in Clause 3.

Increasingly, records are made and kept in
digital environments, offering a range of
opportunities for new kinds of use and reuse.
Digital environments also allow greater
flexibility in the implementation of records
controls, within and between systems that
manage records.



Se zménami modelu pracovnich ¢innosti se
zvySuje odpovédnost za spravu dokumentl nad
ramec obvyklych organizacCnich a legislativnich
pozadavku. Pracovnici odpovédni za spravu
dokumentu tak musi byt obeznéa-

meni a splnovat Sirokou radu internich

a externich pozadavki zGcastnénych stran.
Muze se jednat o vys$i pozadavky na
transparentnost rozhodovani ze strany vedeni
spolecnosti, organu statni spravy, Siroké
verejnosti, zdkaznik(, uzivatell sluzeb,
subjektt, jichz se dokumenty tykaji, a dalSich
subjektt zuc¢astnénych na porizovani, prijmu

a spravé dokumentu.

POZNAMKA 2 V této ¢4sti ISO 15489 se obrat
Lvytvareni, prijem a sprava“ pouziva ke shrnuti
veskerych operaci pri spravé dokumentu.
Spada sem i doruc¢eni dokumentu a roz-

sahu procest dokumentu popsané v této ¢asti
ISO 15489.

Tato ¢ast ISO 15489 byla vytvorena s ohledem
na uvedené faktory a s durazem na nasledujici:

a) uloha dokumentt jako spoustéce pracovni
Cinnosti a informacnich aktiv;

b) vice moZnosti vyuziti a opakovaného pouziti
dokumentu v digitalnim prostredi;

c) systémy a pravidla pro tvorbu, prijem

a spravu doku-

mentl, které je treba zvysit nad ramec
tradi¢nich organizacnich pozadavku, jako napr.
dokumenty v organizacich vykonavajicich své
¢innosti spolu s jinymi subjekty nebo
pusobicich ve vice zemich;

d) néstroje pro spravu dokumenti, které
mohou byt nezavislé na ostatnich
komponentech systému pro spravu dokumentu;
e) dulezitost pribézné analyzy pracovni
Cinnosti a potreba spravneé urcit, které
dokumenty je treba vytvorit a zaevidovat a jak
s dokumenty v pribéhu ¢asu nakladat;

f) dulezitost rizeni rizik pri spravé dokumenta
a navr-

hovani strategii spravy dokumentu, s dirazem
na rizeni rizik jako takové.

Changing models of business are extending
responsibilities for records beyond traditional
organizational and jurisdictional boundaries.
This requires records professionals to
understand and meet a diverse range of
internal and external stakeholder needs. These
can include increased expectations of
transparency of decision-making from business
and government, the general public,
customers, users of services, records, subjects,
and others with an interest in how records are
created, captured and managed.

NOTE 2 In this part of ISO 15489, the phrase
“creation, capture and management” is used to
summarize the management of records as

a whole. It is inclusive of the act of receipt of
a record and of the range of records processes
described in this part of ISO 15489.

With these environmental factors in mind, this
part of ISO 15489 has been developed with an
acknowledgement of the following:

a) the roles of records as enablers of business
activity and information assets;

b) increased opportunities for records use and
reuse in the digital environment;

c) systems and rules for the creation, capture
and management of records that need to
extend beyond traditional organizational
boundaries, such as in collaborative and multi-
jurisdictional work environments;

d) records controls that can be independent of
other components of records systems;

e) the importance of recurrent analysis of
business activity and context to identify what
records need to be created and captured, and
how they should be managed over time;

f) the importance of risk management in
devising strategies for managing records and
the management of records as a risk
management strategy in itself.



Pojmy a principy této Casti ISO 15489 plati
obecné napri¢ vSemi pracovnimi (provoznimi)
a technolo-

gickymi prostredimi, nicméneé tato prostredi
mohou vyzadovat rizné pristupy ke spravé
dokumentti, vCetné zavadéni procesu

a systémda. Tato ¢ést

ISO 15489 nema za cil poskytovat rady pro
zavadéni systémi vytvareni, prijmu a spravu
dokumentu v ruz-

nych prostredich. Jeji naplni je stanoveni
klicovych pojmu a hlavnich zésad, na kterych
pak mohou byt systémy pro spravu dokumentu,
vCetné jednotlivych procesl a néstroju,
vytvareny. Doporuceni na tvorbu a zavadéni
nastroju, procesu a systému pro spravu
dokumentu v riznych prostredich jsou
obsazeny v dalsi Casti(Castech) a v dalSich
mezinarodnich nor-

mach a technickych zpravach.

Vyhody

Vytvareni, prijem a sprava dokumenti zaloZena
na poj-

mech a principech uvedenych v této ¢asti ISO
15489 zajistuje, ze dokumenty o pracovni
¢innosti budou vérohodné a radné dostupné
opravnénym subjektiim po dobu, které je
pozadovana. Toto umoZznuje nasle-

dujici:

a) lepsi transparentnost a prirazeni
odpovédnosti;

b) ucinnou tvorbu provoznich pravidel;

c) prijimani informovanych rozhodnuti;

d) rizeni provoznich rizik;
e) kontinuitu provozu v pripadé nehody;
f) ochranu prav a zajistovani plnéni

povinnosti ze strany organizaci i jednotlivcy;
g) ochranu a podporu pri soudnich sporech;
h) soulad s pravnimi predpisy a narizenimi;

i) vyssi schopnost dokazovat spole¢enskou
odpo-

védnost organizace, vCetné plnéni cili udrzitel-
nosti pracovnich ¢innosti;

j) sniZeni ndkladu diky vy$si uc¢innosti
pracovnich procesu;

k) ochranu dusevniho vlastnictvi;

1) vyzkumné a vyvojoveé aktivity zalozené na
duka-

zech;

m) vytvareni pracovni, osobni a kulturni
identity;

n) ochrana spolecenské, osobni a kolektivni
paméti.

While the concepts and principles of this part
of

ISO 15489 apply across varied business and
technological environments, these
environments can require different approaches
to the implementation of records controls,
processes and systems. This part of ISO 15489
is not intended to provide detailed
implementation advice for specific
environments in which records are created,
captured and managed. Rather, it defines key
concepts and establishes high-level principles
from which records controls, processes and
systems for managing records in any
environment may be developed. Advice on the
design and implementation of controls,
processes and systems for managing records in
these different environments is addressed in
subsequent part(s) and in other International
Standards and Technical Reports.

Benefits

Approaches to the creation, capture and
management of records based on the concepts
and principles in this part of ISO 15489 ensure
that authoritative evidence of business is
created, captured, managed and made
accessible to those who need it, for as long as
it is required. This enables the following:

a) improved transparency and accountability;

(=3

effective policy formation;

informed decision-making;

management of business risks;

continuity in the event of disaster;

the protection of rights and obligations of
organizations and individuals;

g) protection and support in litigation;

h) compliance with legislation and
regulations;

i) improved ability to demonstrate corporate
responsibility, including meeting sustainability
goals;

DeaoyT

j) reduction of costs through greater business
efficiency;

k) protection of intellectual property;

1) evidence-based research and development
activities;

m) the formation of business, personal and
cultural identity;

n) the protection of corporate, personal and
collective memory.



Politiky, pridélené odpovédnosti a postupy
vytvareni, prijmu a spravy dokumentt
podporuji fungovani sys-

tému rizeni organizace.

Vztah k jinym normam

Tato ¢ast ISO 15489 byla navrzena jako
samostatny zdroj. Je vSak také soucasti skupiny
mezinarodnich norem a technickych zprav
regulujicich radu aspektu vytvareni, prijmu

a spravy dokumentu. Ty jsou uve-

deny v Bibliografii a mohou prispét k vyhledani
podrob-

nych informaci k jednotlivym aspektim spravy
doku-

menta.

Sprava dokumentl v souladu s touto ¢asti ISO
15489 je zakladnim predpokladem pro uspésné
fungovani systému pro spravu dokumenti
(Management System for Records, (MSR)),
ktery je stanoven v souboru mezinarodnich
norem ISO 30300. Tim, ze MSR vytvari ramec
pro politiky, cile a smérnice pro spravu
dokumentt, propojuje spravu dokumentu

s efektivitou organizace a prirazovanim
odpovédnosti. Stanovuje pozadavky na
nasledujici:

a) stanoveni roli a odpovédnosti;

b) systémové procesy;

c) monitorovani a vyhodnocovéani;

d) prezkoumavani a zavadéni zlepSeni.
Vedouci pracovnici a dalsi, kteri maji zavést,
provo-

zovat a zlepSovat MSR, by méli pouzivat tuto
cast

ISO 15489 spolecné se souborem mezinarodnich
norem ISO 30300.

1 Predmet normy

Tato ¢ast normy ISO 15489 stanovi pojmy
a principy, ze kterych vychdazeji postupy pri
vytvareni, prijmu a spravé dokumentu. Tato
cast normy ISO 15489 popisuje pojmy

a principy tykajici se nasledujiciho:

a) dokumentl, metadat a systému pro spravu
doku-

mentu;

b) politika, pridéleni odpoveédnosti,
monitorovani a sko-

leni za ucelem efektivni spravy dokumenti;

¢) prubézné analyzy pracovnich ¢innosti

a urCovani pozadavki na spravu dokumentu;
d) postupy pro spravu dokumentu;

Policies, assigned responsibilities and
procedures for the creation, capture and
management of records support organizational
information governance programs.

Relationship to other standards

This part of ISO 15489 is designed as a self-
contained resource. However, it is also part of

a family of International Standards and
Technical Reports on a range of aspects of the
creation, capture and management of records.
These are listed in the Bibliography and may
be consulted for more detailed advice on
particular aspects of managing records.

The management of records in line with this
part

of ISO 15489 is fundamental to a successful
Management system for Records (MSR), the
management system defined by the ISO 30300
series of International Standards. An MSR
links the management of records to
organizational success and accountability by
establishing a framework comprising policy,
objectives and directives for records. It
establishes requirements for the following:

a) defined roles and responsibilities;

b) systematic processes;

c) monitoring and evaluation;

d) review and improvement.

Managers and others seeking to implement,
operate and improve an MSR are advised to
use this part of ISO 15489 in conjunction with
the ISO 30300 series of International
Standards.

1 Scope

This part of ISO 15489 defines the concepts
and principles from which approaches to the
creation, capture and management of records
are developed. This part of ISO 15489
describes concepts and principles relating to
the following:

a) records, metadata for records and records
systems;

b) policies, assigned responsibilities,
monitoring and training supporting the
effective management of records;

c) recurrent analysis of business context and
the identification of records requirements;

d) records controls;



e) procesu tvorby, prijmu a spravy dokumenti. e) processes for creating, capturing and
managing records.
Tato ¢ast normy ISO 15489 plati pro vytvareni,  This part of ISO 15489 applies to the creation,

prijem a spravu dokumentl bez ohledu na capture and management of records regardless
jejich strukturu nebo formu, ve vsech typech of structure or form, in all types of business
pracovnich a techno- and technological environments, over time.

logickych prostredi, vCetné jejich zmén v case.

Konec nahledu - text dale pokracuje v placené verzi CSN.



