MALAYSIAN MS 2223-1:2009
STANDARD

INFORMATION AND DOCUMENTATION -
RECORDS MANAGEMENT - PART 1:
GENERAL

(ISO 15489-1:2001, IDT)

ICS: 01.140.20

Descriptors: information, documentation, record management, genera

© Copyright 2009

DEPARTMENT OF STANDARDS MALAYSIA




DEVELOPMENT OF MALAYSIAN STANDARDS

The Department of Standards Malaysia (STANDARDS MALAYSIA) is the national
standardisation and accreditation body.

The main function of the Department is to foster and promote standards,
standardisation and accreditation as a means of advancing the national economy,
promoting industrial efficiency and development, benefiting the health and safety of
the public, protecting the consumers, facilitating domestic and international trade and
furthering international cooperation in relation to standards and standardisation.

Malaysian Standards are developed through consensus by committees which
comprise of balanced representation of producers, users, consumers and others with
relevant interests, as may be appropriate to the subject in hand. To the greatest
extent possible, Malaysian Standards are aligned to or are adoption of international
standards. Approval of a standard as a Malaysian Standard is governed by the
Standards of Malaysia Act 1996 (Act 549). Malaysian Standards are reviewed
periodically. The use of Malaysian Standards is voluntary except in so far as they are
made mandatory by regulatory authorities by means of regulations, local by-laws or
any other similar ways.

The Department of Standards appoints SIRIM Berhad as the agent to develop
Malaysian Standards. The Department also appoints SIRIM Berhad as the agent for
distribution and sale of Malaysian Standards.

For further information on Malaysian Standards, please contact:

Department of Standards Malaysia OR  SIRIM Berhad

Century Square, Level 1 & 2 (Company No. 367474 - V)
Blok 2300, Jalan Usahawan 1, Persiaran Dato’ Menteri
63000 Cyberjaya P.O. Box 7035, Section 2
Selangor D.E. 40911 Shah Alam
MALAYSIA Selangor D.E.

Tel: 60 3 8318 0002 Tel: 60 3 5544 6000

Fax: 60 3 8319 3131 Fax: 60 3 5510 8095
http://www.standardsmalaysia.gov.my http://www.sirim.my

E-mail: central@standardsmalaysia.gov.my




MS 2223-1:2009

CONTENTS

Page
CommMIttee rePreSENTAtION. ......ii it iii
NAIONAI FOFEWOIG ... sar e ene e e iv
FOPBWOIT ...ttt b et he e e st e e b et e st et e ase e e sbe e e saneanreesneeeas v
) 0T [ o7 1o R PRSPPI vi
1 S ToTe] o 1= TSP P PP OPPPTPPORPIN 1
2 NOrMALIVE FEfEIENCES ... eiii e e e e e e e e e e e e 1
3 Terms and defiNitioNS. ... e 2
4 Benefits of records management........ ..o 4
5 Regulatory @nVIrONMENT.......o e e 4
6 Policy and responSibDilItIES ..........eii i 5
6.1 GIBNEIA .ttt e ne e 5
6.2 o1 To PSPPSR PR 5
6.3 RESPONSIDINIES ....eeeee e s 5
7 Records management reqUIremMENts .........ccoceiiiiiiiiiieiiee e 6
7.1 Principles of records management programmes...........c.eeiveeriieeriieeeneeesiee e 6
7.2 CharacteristiCs Of @ FECOIT ......ciiuiiiiiie et 7
42 TR 1Y o =T | SR 7
7.2.2  AULNENTICILY e 7
A2 T = =Y (= o 11 2SS 7
A B 101 (= | 4 PRSP 7
7.2.5  USEADIITY...ceiiiiiiii e 7
8 Design and implementation of a records SyStem ... 8
8.1 GIBNEIA ..ttt sne e 8
8.2 Records systems characCteristiCs ..........coouiiiiiiiiiii e 8
8.2.1  INErOAUCTION .. 8
8.2.2  ReIADINTY ...eeeeeee e 8
S B 101 (=T o 1 TSP PP 9
8.2.4  COMPIIANCE ...ttt b et e et 9
8.2.5  COMPIENENSIVENESS ......eiiiiiieiiie ettt ettt ettt e e ae e e sneeeeeeeeenneeenee 9
8.2.6  SYSIEMALIC .oeieiieiii e nes 9
8.3 Designing and implementing records SYStEMS ..........eiiiiiiiiiiiiiee e 9
S TR B (=Y o =T | PSS 9
8.3.2 Documenting records tranSaCHONS .........c.ueeiiiiiiiiiiiee e 9
8.3.3  Physical storage medium and protection..........ccceveiiiiiiiiiiii s 9
8.3.4  Distributed Management ... s 10
8.3.5  Conversion and MiIgration ............oieieiiieiiie s 10
8.3.6  ACCESS, IetrieVal ANA USE.......vuvererererirererirereeeseeerersrererssersssssrsssrsrerersreresrrsserrree—.—.—.—.. 10
8.3.7 Retention and diSPOSItiON. ........ccueiiiiieiiieiii e 10
8.4 Design and implementation methodology...........cccoiiiiiiieiiiieiieee e 10
8.5 Discontinuing reCords SYSIEMS .......uuiiiiiiieie e e 11
9 Records management processes and CONtrols ..........ooovviiiiiiiciiiieie e 11
9.1 Determining documents to be captured into a records system ..........ccocccceeevieeennnne 11
9.2 Determining how long to retain reCords ........ooueeiiiiiie i e 11
9.3 RECOIS CAPIUME ...t 12
9.4 REQISTIAtION ... e 13

© STANDARDS MALAYSIA 2009 — All rights reserved i



MS 2223-1:2009

CONTENTS (continued)

9.5
9.5.1
9.5.2
9.54
9.5.5
9.6
9.7
9.8
9.8.1
9.8.2
9.8.3

9.10
10
11

Page
ClasSIfiCAtION ....eeeieeee e 13
Classification of business activities.........c.oovieiiiiiiiiii e 13
Classification SYSIEMS.......oiiiiii e s 14
[0 =YL oo T PP RP PP PPRRPRN 14
Allocation of NUMDbErs and COAES........cooiiiiiiiiiiii e 14
Storage and hanAliNg ........eeeiieeiiie e s 14
o 0T 14
LI =31 T PSPPI 15
LCTCTa LT | SRR 15
ACHON TrACKING ettt sttt e e e e e e e 15
LOCatioN TraCKING .....eeeee e 15
Implementing diISPOSILION ........c.oiiiiiiii e 16
Documenting records management PrOCESSES .......cueeiiueeerieeriererreeeiee e e sieee s 16
Monitoring and AUAItING.......o.vee i s 17
L2 UL gL Lo T TP U PP TSTPP PR 17
.................................................................................................................................... 18

© STANDARDS MALAYSIA 2009 — All rights reserved



MS 2223-1:2009

Committee representation

The Industry Standards Committee on Organisation Management (ISC O) under whose authority this Malaysian
Standard was adopted, comprises representatives from the following organisations:

Department of Occupational Safety and Health Malaysia
Department of Standards Malaysia

Federation of Public Listed Companies

Jabatan Kebajikan Masyarakat Malaysia

Malaysian Association of Standard Users

Malaysian Institute of Corporate Governance

Malaysian International Chamber of Commerce and Industry
Ministry of International Trade and Industry Malaysia
National Archives of Malaysia

PETRONAS Corporate Health, Safety and Environment
Securities Commission

Telekom Malaysia Berhad

The Institution of Engineers, Malaysia

The Technical Committee on Record Management which recommended the adoption of the ISO Standard consists of
representatives from the following organisations:

Bank Negara Malaysia

Chief Government Security Officer, Prime Minister's Department
Datarunding Sdn Bhd

Malaysian Administrative, Modernisation and Management Planning Unit
National Archives of Malaysia, Conventional Record Management
National Archives of Malaysia, Electronic Record and Information Technology Management
Petroliam Nasional Berhad

Public Service Department of Malaysia

Universiti Kebangsaan Malaysia

Universiti Teknologi MARA

Versapac Sdn Bhd

© STANDARDS MALAYSIA 2009 — All rights reserved iii



