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Publication identity and use
IAF Documents & Records Guide
This guide defines the requirements and procedures for the lifecycle management of IAF 
documents and records. It supports current instructions, trustworthy evidence and controlled 
retention across the Federation.

Control Publication record

Document IAF-GUI-DOC-001  |  IAF Documents & Records Guide

Edition and revision First Edition  |  Revision 01  |  Stable Release

Text issue 14 September 2026  |  English master text

Owner and custodian Quality Manager  |  Secretariat or designated Document Controller

Approving authority Competent Presidential Council authority or lawfully documented delegate 
under IAF-CON-001

Operational 
commencement

Actual approval reference and effective date are recorded in the controlled 
release notice and IAF-RG-001.

Classification Public core guide. Completed records retain their content-based classification.

What the guide provides

Twenty-two sections establish responsibilities and lifecycle procedures. Nine annexes provide 
metadata, change and release records, capture and handover fields, retention baselines, hold 
notices, archive acceptance, disposal verification, implementation checks and document 
interfaces. Annex D spans two pages.
How it fits the IAF system

Use this guide with IAF-PR-001, IAF-RG-001 and IAF-RG-012, the Constitution and the applicable 
policy or programme. It expands the operating detail while preserving established document 
identities and competent decision routes. The implementation record links required updates to 
the existing forms and registers.
Authority and issue history

Revision 01 establishes this guide. The publication label identifies the completed text; 
operational adoption is evidenced by the actual competent approval notice. The Constitution’s 
designated date of 05 May 2025 does not establish historical approval of this guide. The 
Secretariat retains release and supersession evidence.
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Contents and common procedures
SECTIONS 1 TO 22
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20 Secure disposal and verification 24
21 Monitoring incidents and corrective action 25
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Using the lifecycle controls

Start with the responsible owner and applicable authority. Follow the control for the current 
lifecycle stage and retain the evidence of each material decision. Record access, retention and 
hold requirements early so that they remain effective through transfers and later disposal.
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Contents and implementation records
ANNEXES A TO I

Annex A Metadata and master list entry 27
Annex B Change review and release record 28
Annex C Capture correction and handover record 29
Annex D Retention baseline for core activities 30
Annex D Retention baseline for supporting activities 31
Annex E Hold notice and release record 32
Annex F Archive and migration acceptance 33
Annex G Disposal authorization and verification 34
Annex H Implementation and control checklist 35
Annex I Document interfaces and research basis 36

Existing forms and registers

Use the annex fields with the existing IAF forms rather than treating a blank annex as evidence 
of completed work. IAF-FR-001 records change and release. IAF-FR-003 records implementation 
planning. IAF-FR-025 records restoration checks. IAF-FR-030 records holds, retention and 
disposal decisions.
Retention and preservation

Annex D reproduces the established planning baselines for reconciliation with the approved 
schedule. Each operational row requires an applicable basis and a verified trigger. Active holds 
and continuing reliance prevent routine disposal; permanent institutional records remain 
protected.
Navigation

Each contents entry links to its section. The footer identifies the document and revision on every 
internal page. Source links in Annex I provide informative background; the IAF requirements are 
stated in the body of this guide.
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1 Purpose scope and authority
1.1  IAF shall manage documents and records so that people use the applicable instructions and 
can establish what was decided, by whom, when and on what evidence. This guide defines 
common requirements and procedures for creation, control, revision, retention, archiving and 
disposal throughout the Federation.
1.2  The scope includes the President, Presidential Council, Secretariat, committees, regional 
structures, employees, appointed experts and providers handling IAF information. It covers 
governance, membership, standards, assessment and accreditation schemes, AutoSafe, AutoID, 
learning, awards, events, research, partnerships and supporting services. Member organizations 
apply these controls to records required by their IAF agreement or programme; unrelated 
corporate records remain under their own lawful control.
1.3  The controls apply to paper and electronic files, databases, email, messages, websites, 
audio and video, technical datasets, software configurations, electronic approvals and 
outsourced repositories. The importance of the information and its use determine the controls, 
rather than the medium or the job title of its holder.
1.4  Mandatory law and the filed corporate instrument prevail, followed by the lawfully adopted 
Constitution. Applicable policies and programme rules govern their subjects. This guide 
implements IAF-PR-001 and supports IAF-QM-001; it does not confer constitutional powers, 
change technical criteria or approve an activity merely by describing its records.
1.5  The Quality Manager shall resolve a conflict through the competent owner and documented 
change process. Suspend the affected release or disposal while a material conflict remains 
unresolved, preserve necessary evidence and record the interim instruction. References to the 
Board in quality documents mean the competent governing authority under the applicable 
constitutional instrument.
Using this guide

Apply Sections 2 to 22 to the relevant lifecycle stage. Use Annexes A to H with the existing IAF 
forms and registers, retaining their mandatory fields. Annex I identifies document interfaces and 
informative sources. Shall states a requirement after competent adoption; should recommends a 
method; may permits a choice within the stated authority.
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2 Definitions and lifecycle states

Term Meaning in this guide

Controlled document An approved instruction, policy, standard, guide, form or other publication 
whose identity, changes and distribution are managed.

Record Evidence of a completed activity or received information, retained with 
enough context to understand and verify it.

Template and 
completed form

A template is a controlled blank structure. A completed instance is a record 
with its own identifier and dates.

Master and reference 
copy

The designated authoritative source and its approved rendition. A 
downloaded or printed copy must be checked for currency before critical use.

Record owner and 
custodian

The owner decides business requirements and authorized use. The custodian 
maintains storage, access and preservation controls.

Retention trigger and 
hold

A trigger starts an approved retention period. A hold suspends scheduled 
disposal for defined evidence and a documented reason.

Archive and backup An archive preserves selected records with retrieval and lifecycle controls. A 
backup supports recovery after loss or disruption.

2.1  A document normally progresses through preparation, review, approval, controlled release, 
periodic review and supersession or withdrawal. Approved but not yet effective is a distinct 
state. Working copies shall be identifiable so that their presence cannot be mistaken for 
operating authority.
2.2  A record progresses through capture, active use, closure where applicable, scheduled 
retention and final disposition. Archiving changes its location or use, not its evidential identity. A 
hold is an overlay that may apply at any stage. Closure and retention dates shall remain 
traceable when a case reopens.
2.3  Stable Release describes the publication state of the text. It is not evidence that an 
unrecorded approval occurred, that a programme is operating or that a file is legally binding in 
every jurisdiction. Operational status is established through the recorded authority, effective 
date and release notice.
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3 Responsibilities and separation of duties

Role Accountability and operating duty

Presidential Council or 
competent delegate

Approve within the governing instrument, provide resources and resolve 
material authority issues. Constitutional amendments follow Article 29.

Quality Manager Own this guide and IAF-PR-001; coordinate review, master list integrity, 
retention controls, audits and disposal approval.

Secretariat and 
Document Controller

Allocate identifiers, maintain controlled locations, issue notices, retain 
approvals and administer archives and distribution.

Document or record 
owner

Define purpose, content, evidence, access, retention class and 
dependencies; review currency and authorize proposed disposition.

Competent reviewer and 
approver

Review the exact issue, resolve objections and record the decision with a 
valid authority reference.

Information Lead and 
Privacy Lead

Operate technical safeguards and recovery; assess personal data, access, 
transfers, retention and incident duties.

Independent oversight 
function

Access necessary evidence within its mandate, safeguard restricted cases 
and review matters without involvement in the disputed decision.

Users and providers Capture required evidence, use current instructions, protect information and 
report loss, misuse or unauthorized change.

3.1  The Secretariat shall record named appointments, deputies, limits and current 
authorizations through IAF-FR-026 and IAF-RG-003. A role may be combined with another where 
competence and capacity permit, but incompatible approval, investigation, technical decision 
and audit functions require an unconflicted alternative.
3.2  System administration rights do not confer content approval or disposal authority. A person 
shall not solely approve an expansion of their own authority. A person implicated in a case shall 
not select its evidence, control the independent reviewer or authorize destruction of relevant 
records.
3.3  Provider and member obligations shall be written into the applicable agreement. Delegation 
shall identify the task, scope, duration and retained oversight. On absence or departure, transfer 
custody and outstanding work through a recorded handover; institutional access shall not 
depend on one person.
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4 Classification and access controls

Class Typical information Minimum handling

Public
Released guides, approved 
standards and public verification 
fields.

Publish only the approved rendition; retain source 
and approval controls.

Internal
Working instructions, routine 
coordination and non-public 
registers.

Authenticated IAF access for authorized work; 
control external sharing.

Confidential Member dossiers, commercial 
agreements and technical evidence.

Named or role-based access, protected transfer 
and restricted copying.

Restricted
Reporter identity, sensitive personal 
data, security secrets and protected 
cases.

Case-specific authorization, segregated locations, 
enhanced logging and an independent access 
route where required.

4.1  The owner shall assign classification at creation or receipt and reassess it after 
combination, publication, a new risk or closure. A public template may produce a Restricted 
completed record. A compilation may require stronger controls than any individual item.
4.2  Classification shall be visible in metadata and, where useful, on the file or physical 
container. Access shall follow purpose and need. Membership status, a committee seat or senior 
office does not provide unrestricted access to confidential technical files or personal case 
information.
4.3  Use individual accounts, reliable authentication, suitable encryption and controlled groups. 
Review privileged and Restricted access at least quarterly and ordinary access at least annually; 
review immediately after appointment changes, recusal, departure or a security incident. 
Preserve the decision and evidence of withdrawal.
4.4  The owner and Privacy Lead shall authorize a disclosure extract where appropriate. Keep 
the authoritative original protected and record the redaction basis, recipient, version and date. 
Remove hidden comments, tracked changes, embedded objects and revealing metadata from 
the disclosure copy and verify the resulting file.
4.5  Confidentiality shall protect legitimate interests while preserving statutory inspection rights, 
independent oversight and required disclosure. Record a refusal or restriction with its reason and 
review route. Route protected reports, appeals and privacy matters under IAF-POL-009, IAF-
POL-010 and IAF-POL-012.
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5 Identification and registration
5.1  The Document Controller shall reserve a unique identifier before formal review. Preserve 
established IAF series and technical publication identities. Never reuse a withdrawn identifier for 
a different subject. Where a new family is required, approve the naming rule and record its 
relationship to existing families in IAF-RG-001.

Family Use and relationship

QM and POL Quality manual and policies, including the detailed policy series IAF-POL-009 to 
IAF-POL-013.

GOV PR and WI Governance instruments, procedures and work instructions.

FR and RG Blank forms and registers. Completed records have separate instance identifiers.

GD and GUI Existing quality guides retain GD identifiers. Federation guides retain GUI 
identifiers, including IAF-GUI-MEM-001, IAF-GUI-ACC-001 and IAF-GUI-COM-001.

CON and technical 
titles

The Constitution retains IAF-CON-001. Technical standards retain their approved 
names and editions; do not replace them with a quality-system code.

5.2  This guide is IAF-GUI-DOC-001, Revision 01. Its entry shall identify owner, approver, issue 
state, actual approval and effective dates, review date, classification, editable source, reference 
PDF and dependencies. Annex A provides the registration fields. A code reservation does not 
establish approval.
5.3  Use controlled metadata as the authoritative identity. A recommended filename is IAF-GUI-
DOC-001_Documents_Records_Guide_Rev01_EN.pdf. Previously issued filenames may remain 
where their links are stable and their code, revision and language are unambiguous. Avoid 
personal names, confidential case details and ambiguous labels such as final-final.
5.4  A completed record normally uses the applicable form code, year and a unique sequence, 
for example IAF-FR-001-2026-0001. The Controller shall prevent duplicate sequences across 
offices. Record the template revision used; a later template revision does not retrospectively 
alter the completed record.
5.5  Store dates unambiguously, preferably YYYY-MM-DD, with the relevant time zone for timed 
actions. A local display format may be used if its meaning is clear. Database identifiers and 
evidence links shall remain persistent through renaming, archive movement and system 
migration.
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6 Creation and technical review
6.1  The owner shall initiate IAF-FR-001 with the purpose, intended users, activity, proposed 
identifier, classification and reason for creation or change. Identify legal, constitutional, policy, 
programme and contractual dependencies. Use IAF-FR-003 where the change also affects 
processes, systems, competence or existing outcomes.
6.2  Use the approved template and a clear structure covering purpose, scope, responsibilities, 
requirements, operating steps, outputs and references. Distinguish mandatory requirements 
from examples and recommendations. Specify who acts, the input required, the acceptance 
criterion and the evidence retained at each material decision.
6.3  Verify the rights to contributed text, logos, images, software and datasets. Record 
permissions and confidentiality restrictions before use. Technical development shall retain 
proposals, supporting evidence, consultation comments, their disposition and unresolved 
objections under the applicable standards process.
6.4  Assign a reviewer with competence in the subject and its interfaces. Review factual 
correctness, terminology, consistency, authority, privacy, impartiality, workable deadlines and 
mandatory record fields. Technical rules shall be assessed for feasibility and evidential support; 
a formatting review is not a technical validation.
6.5  Check headings, numbering, internal references, links, tables, calculations and 
attachments. Inspect the final reference rendition for legibility, page breaks, accessible 
navigation, missing content and accidental disclosures. Compare the editable source and PDF 
after conversion so that the approved requirements are identical.
6.6  Record each substantive review comment and how it was resolved. Retain the exact 
reviewed issue and evidence of acceptance. Unresolved matters affecting legality, safety, 
decision integrity or mandatory rights shall prevent release until the competent authority 
resolves them. An author shall not silently omit a dissent that is material to the decision.
Completion evidence

The review package comprises the request, controlled text, comparison where applicable, 
reviewer identity and competence, comment dispositions, supporting validation and the 
proposed release plan. Record any limits on the scope of review accurately.
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7 Approval and operational release
7.1  The owner shall submit the exact reviewed issue to the competent approver. Approval shall 
identify the document code, revision, file or immutable repository version, decision, authority 
reference, approver identity and actual date. Conditional approval remains pending until the 
stated conditions have been checked and closed.
7.2  Electronic approval shall bind the authenticated person to the precise approved content. 
Use a controlled version identifier and, where appropriate, a file integrity digest. A typed name, 
copied signature image or logo alone is insufficient evidence of authority. Record the applicable 
method and retain its verification information.
7.3  Record the preparation date, approval date, publication date and operational effective date 
separately. Do not infer approval from a filename, cover date or website upload. The 
Constitution identifies 05 May 2025 as its designated effective date; that date shall not be 
copied to newly approved guides or reconstructed records as evidence of historical adoption.
7.4  Before operational release, the Controller shall verify approval, closure of conditions, master 
list entry, controlled source and PDF locations, access permissions, notices, necessary training 
and transition arrangements. Record these checks in IAF-FR-001. The approval notice shall 
resolve any difference between text issue and operational commencement.
7.5  An approval package shall preserve the authorized text, supporting decision, relevant 
consultation, vote or signature evidence, dependencies and release notice. A PDF marked read 
only still requires access and integrity controls. Restrict source editing to authorized maintainers 
and preserve recoverable history.
7.6  The release authority shall record any limited pilot separately from general operation, 
including participants, limits, duration and evidence criteria. Publication of a blank form or a 
programme description shall not be represented as completion of a case, independent 
assessment or external recognition.
Release state

An internal operating document becomes effective only after its required approval, master list 
entry and controlled release. Approved public text may be issued with an identified future 
commencement date; users shall be able to distinguish the future rule from the one currently 
applicable.
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8 Publication distribution and current use
8.1  The Controller shall maintain one designated controlled location for each master and a clear 
route to its current reference issue. A controlled repository may contain several approved 
editions where a programme transition or historical verification requires them. Identify which 
edition applies to each activity and date.
8.2  Distribution shall identify affected roles, offices, members, providers and public channels. 
Publish the approved rendition and its release notice together where the notice affects use. 
Record the recipients, issue date, delivery method and any required acknowledgement. Correct 
failed delivery and retain the follow-up record.
8.3  Training or acknowledgement shall be proportionate to the change. A person performing a 
new or materially changed task shall receive the necessary instruction before carrying it out. 
Opening a link is not evidence of competence; the responsible manager shall verify 
understanding where the task requires it.
8.4  Users shall verify currency before critical work. Controlled paper copies shall identify copy 
number, custodian and location and be recalled or marked after supersession. Convenience 
printouts and downloads shall carry a currency instruction or be governed by an equivalent 
documented control.
8.5  The English master is the reference text unless the competent instrument states otherwise. 
A translation shall identify its language, source revision, translator, reviewer and release 
authority. Record any locally required controlling text. Revise dependent translations and do not 
publish a superseded translation without a clear status notice.
8.6  Website summaries, member portal pages, certificates, QR links and public registers shall 
be checked against the approved source under IAF-POL-011 and the publication procedures. 
Preserve a dated evidence copy of material public claims and notices. Correct broken links, 
misleading extracts and obsolete downloadable files through a recorded update.
8.7  A distribution ZIP, printed collection or combined PDF shall include a manifest of its 
constituent codes and revisions. Packaging does not provide new approval or conceal mixed 
statuses. For live registers, a PDF snapshot shall identify its export date and the authoritative 
current source; it shall not be presented as a live register.
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9 Revision review and withdrawal
9.1  Every controlled document shall be reviewed at least every twelve months and sooner after 
an obligation, programme, governance or system change, serious incident, substantiated 
complaint or identified inconsistency. Record the review date, reviewer, result and next due date 
even where no textual change is needed.
9.2  The owner shall record the reason, affected clauses, comparison, impact, proposed revision 
and transition in IAF-FR-001. Evaluate implications for open cases, issued outcomes, forms, 
software, training, translations, agreements and published claims. Use IAF-FR-003 for 
implementation planning where appropriate.
9.3  A substantive change alters a requirement, right, responsibility, authority, technical 
criterion or decision process. An editorial change corrects presentation without changing 
meaning. If an apparent editorial correction changes legal or technical effect, use the 
substantive process and appropriate authority.
9.4  Retain existing revision conventions. This guide uses 01, 02 and subsequent sequential 
revisions for approved text changes. A reviewed unchanged issue retains its revision and gains a 
review record. A change to approved file bytes shall receive a controlled issue or rendition 
identifier with an explanation, so different files are never indistinguishable under the same 
release record.
9.5  Superseded issues shall be removed from routine points of use and preserved with their 
former applicability dates. Do not overwrite the only approved historical copy. Record the 
replacement relationship and keep any edition still needed to interpret an existing certificate, 
assessment, contract or case.
9.6  Withdrawal shall identify the reason, authority, effective date, affected users, replacement 
if any and treatment of outstanding activities. Withdrawal of an instruction does not itself cancel 
earlier outcomes or authorize destruction of their supporting evidence. Affected technical 
decisions follow their programme process.
9.7  Urgent operational containment requires an existing delegation, a bounded instruction, 
immediate recording and prompt subsequent review. Where Constitution Article 28.3 applies, 
report the action to the Council within seven days. An emergency label shall not bypass the 
constitutional amendment route in Section 10.
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10 Constitutional revisions and formal notices
The following controls implement Article 29 of IAF-CON-001 after its lawful adoption. The 
Constitution and mandatory higher instruments control any inconsistency. An ordinary document 
approval or website edit cannot substitute for this process.

Stage Required control

Proposal and 
consultation

Circulate the proposed text, comparison and explanation of material effects 
at least 30 days before the Council decision; retain comments and their 
consideration.

Competent adoption Record approval by three quarters of all serving Council directors, rounded 
upward, together with any legally required approval, class consent or filing.

Material change after 
consultation

Recirculate substantive changes where they materially alter the proposal’s 
effects before treating the consultation as complete.

Notification
Within seven days of adoption, send notice to registered member addresses 
and publish the revised text and notice on the official website and member 
portal where available.

Commencement An ordinary substantive revision takes effect no earlier than 30 days after 
the Article 29.4 notification and after required filing or approval is effective.

Permanent evidence Retain the resolution, exact text, reasons, vote, comparison, notices, delivery 
evidence, commencement and every superseded constitutional version.

10.1  The notice shall state the affected provisions, material effects, adoption date, 
commencement date and transition, and provide the consolidated text and comparison. Use 
clear language about governance changes. Correct failed delivery through reasonable follow-up 
and re-notification, subject to applicable legal notice rules.
10.2  Article 29.6 permits a justified shorter timetable for a legal deadline or immediate safety 
need, using the same Council approval threshold. Its protected subjects and higher approvals 
remain controlling. Record the necessity and limits; do not use the exception to alter protected 
leadership, membership-election, independent-remedy or asset-protection arrangements.
10.3  A correction confined to spelling, formatting or a manifest cross-reference error may be 
Council-approved and announced within seven days under Article 29.7. A change affecting 
rights, duties or authority follows the substantive process. This guide does not authorize the 
Constitution’s own initial adoption or displace existing mandatory rights.
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11 Record capture completeness and correction
11.1  The person performing or receiving the activity shall capture the record promptly in the 
designated system. Record the actual event or receipt date separately from any later entry date. 
A delayed or reconstructed entry shall identify its sources, author, creation date and uncertainty; 
never present it as a contemporaneous original.
11.2  A record shall identify the activity or case, responsible persons, relevant organization or 
object, applicable criteria and revision, evidence used, decision or result, actual dates and linked 
records. Annex C provides capture and handover fields. Missing mandatory information shall be 
flagged and resolved before a dependent final decision.
11.3  Capture material email and messaging exchanges with sender, recipients, timestamp, 
attachments and sufficient context. Move evidence from personal inboxes or temporary 
collaboration spaces to the authorized case file. A screenshot may support the record but shall 
not replace available original metadata needed for verification.
11.4  Keep original observations, calculations, data imports and results distinguishable from 
interpretations and approved conclusions. Preserve the applicable method, equipment or 
software identity and relevant configuration. Document exclusions, failed runs and anomalies 
where they are necessary to understand the outcome.
11.5  Corrections shall preserve the original, correction, author, time, reason and approval 
where required. On paper, use a legible amendment that leaves the original entry readable. In 
electronic systems, use an audit trail or linked amendment. Do not erase an adverse finding or 
alter its original date to improve an apparent result.
11.6  A corrected or reissued certificate, report, decision or register entry shall identify its 
predecessor and the scope of correction. The competent decision authority shall assess affected 
parties and outputs and issue required notices. Administrative staff may correct authorized 
metadata but shall not change the underlying technical conclusion.
11.7  At closure, the owner shall verify the dossier index, required decisions and notices, 
outstanding linked actions, retention class, trigger and access restrictions. A closed case with 
continuing corrective actions shall retain clear action ownership. Freeze the completed record or 
preserve equivalent revision history before transferring custody.
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12 Records across automotive programmes

Activity Evidence and particular control

Governance and 
committees

Charters, eligibility, notices, declarations, ballots, minutes, resolutions and 
delegations. Separate confidential votes and case evidence from publishable 
decisions.

Membership
Formal corporate decision, legal personality, authorized signatory, signed 
constitutional and Memorandum accession, admission, fees reference and 
status history. Preserve the three-year Corporate recognition commitment and 
the applicable transition decision.

Corporate Recognised 
status

Application scope, applicable IAF criteria, evidence, independent review and 
recognition decision. Documentary membership and demonstrated conformity 
shall remain distinct.

Laboratories and 
conformity services

Approved scope, competence, methods, observations, evaluations, findings, 
review and decision for laboratories, certification bodies, appraisal firms, 
repair services and vehicle inspection bodies.

AutoSafe and other 
vehicle outcomes

Assessed vehicle or configuration, criteria edition, raw and processed 
evidence, review, decision and label history. AutoSafe retains its A to F 
categories and configuration-based reliance under its approved rules.

AutoID and digital 
evidence

Identity source, vehicle identifiers, update history, verification checks and 
disputed changes. Link the output to its actual identity scope.

Academy awards 
events and research

Attendance and assessed learning separately; jury interests and award stages; 
approved research plan, permissions, datasets and dissemination records.

Partnerships and 
technical permissions

Signed agreement or Memorandum, actual authority, scope, term, conditions, 
deliverables and changes. Keep membership and service authorization 
evidence separate.

12.1  A technical record shall remain interpretable for its period of continuing reliance. Do not 
invent an expiry for AutoSafe or start its retention clock merely because the test was completed, 
a vehicle was sold or production ended. Apply the outcome-specific trigger and preserve the 
configuration and evidence supporting continued use.
12.2  Regional offices and providers shall use the same identity, scope and status controls for 
IAF work. Record which entity collected, owns, controls or holds the evidence and the contractual 
right of IAF to access it. The guide does not impose unrestricted access to unrelated third-party 
systems.
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13 Electronic evidence signatures and automation
13.1  Electronic records shall retain their content, context and usable structure. Preserve 
relevant metadata, attachments, version relationships and audit events. For technical files, 
identify formats, application versions, calculation settings and dependencies needed for later 
interpretation or reproduction.
13.2  Material approvals and record changes shall use individual authenticated identities. An 
audit event shall record who acted, what changed, when, the affected item and the reason 
where required. Synchronize system time and record the time zone. Restrict log alteration and 
preserve evidence of privileged administrative actions.
13.3  Select the signature or acceptance method according to the transaction, jurisdiction and 
required assurance. Preserve the signed content, signer authentication, intent, authority and 
validation evidence. A later conversion or signature renewal shall retain the original signed 
object and the evidence needed to interpret the change.
13.4  An integrity digest can help detect file changes; it does not by itself establish that content 
is correct, a signer had authority or evidence was collected lawfully. Store digests with protected 
provenance information. For high-value evidence, preserve chain-of-custody entries and verify 
integrity at capture, transfer and migration.
13.5  Spreadsheets, scripts and database workflows that calculate an outcome shall have 
controlled versions, authorized inputs, protected logic and documented validation proportionate 
to their effect. Retain formulas, dependencies and calculation output necessary to explain the 
decision. A PDF of totals alone may be insufficient.
13.6  AI-assisted drafting, classification, transcription or extraction follows IAF-WI-003 and IAF-
POL-012. Use approved tools and information permissions. A competent person shall check 
material output and sources before acceptance. Record the tool or model version, relevant 
instructions, source references and review where these are needed to reproduce or assess the 
work; avoid retaining unnecessary personal prompt content.
13.7  Automation shall not independently approve constitutional changes, substantive technical 
conclusions or disposal batches. A validated rule may execute an already authorized action 
within its recorded scope. Log exceptions and retain a recovery route. Immutable storage, 
distributed ledgers or new technologies remain subject to lawful minimization, access and 
retention design.
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14 External documents sharing and disclosure
14.1  The owner shall register external documents by exact title, issuer, edition or date, source, 
applicability, licence conditions and review responsibility. Check currency before critical use and 
retain the version actually relied on. Record a relevant change in IAF-RG-010 and IAF-RG-011 
and assess its effect on IAF instructions and active cases.
14.2  Before sharing, identify the recipient, purpose, authority, minimum necessary information, 
classification and transfer method. Verify addresses and permissions. Use an approved secure 
channel and record receipt where the importance of the transfer requires it. The IAF Membership 
Memorandum is not blanket permission to disclose all records or personal data.
14.3  A provider agreement shall specify information ownership and control, permitted 
processing, confidentiality, security, access for authorized oversight, incident notification, 
retention, export, return or disposal, and the treatment of subcontractors. Verify that the 
repository can preserve metadata, histories, holds and evidence of deletion.
14.4  International access and transfers shall be assessed under IAF-POL-012 for the actual 
entities, locations and applicable law. Contractual cooperation alone does not establish a lawful 
transfer mechanism. Record restrictions and approvals before data moves or remote access 
begins.
14.5  Requests for inspection, evidence production, privacy rights or regulatory disclosure shall 
enter the applicable process immediately. Record the original receipt date and preserve its 
deadline. Document and record administration shall not restart an appeal, complaint or statutory 
response clock.
14.6  An authorized unconflicted person shall assess disclosure and any lawful restriction. 
Maintain a disclosure log covering records reviewed, material supplied, redactions or withheld 
portions, reasons, recipients and date. Retain protected originals and a reproducible copy of 
what was actually provided.
14.7  Independent ethics and appeal functions shall have access needed for their mandate 
through controlled routes, including an alternative when management is implicated. 
Confidentiality, privacy administration or a commercial dispute shall not be used to conceal 
required evidence or obstruct a lawful external remedy.
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15 Retention appraisal and scheduling
15.1  The record owner shall propose the class, purpose, trigger, duration and final disposition in 
IAF-RG-012. The Quality Manager shall coordinate approval with the Privacy Lead, competent 
legal or obligations owner and relevant programme owner. Record the actual legal, contractual, 
evidential or operational basis and its review date.
15.2  Annex D reproduces the existing quality-system planning baselines and their triggers for 
reconciliation. They are not universal statutory minimums and do not authorize indefinite 
retention of personal data. An approved row shall specify the applicable jurisdiction, necessary 
record components, lawful limits and any justified longer or shorter period.
15.3  The trigger shall be an evidenced event, such as supersession, end of membership, final 
verified closure or end of outcome reliance. Record when it occurs. Where it has not occurred or 
is unknown, mark the item for owner review rather than invent a start date or silently retain 
everything permanently.
15.4  Separate the essential decision, supporting evidence and unnecessary duplicate or 
personal information where their purposes differ. A seven-year case period does not require 
seven years of every identity document. Apply IAF-POL-012 to minimization and requests, while 
retaining material needed for a lawful duty or protected claim.
15.5  Where several justified duties apply to the same necessary record, retain it until those 
duties are satisfied, subject to legal limits. Resolve a conflict between retention and deletion 
requirements through a documented competent assessment. Do not resolve every conflict by 
selecting the longest available period for the entire dossier.
15.6  A change of repository, owner or file format shall not reset the trigger. Reopening a case 
requires a documented reassessment of the relevant closure or reliance trigger and linked 
records. Record any revised disposal review date and explain the effect of an active hold.
15.7  The schedule shall be reviewed at least annually and after material changes in law, 
contracts, programmes or data use. Owners shall review due items through a recorded disposal 
worklist. Expiry creates eligibility for review, not permission to destroy without the checks and 
approvals in Section 20.
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16 Preservation holds and evidence requests
16.1  A hold shall be considered promptly when a complaint, appeal, protected report, 
investigation, safety concern, audit issue, legal claim or authoritative request creates a need to 
preserve identified evidence. A reasonable anticipated dispute can require preservation before 
formal proceedings begin. Obtain competent advice where its legal scope is uncertain.
16.2  The receiving officer shall secure at-risk material and inform the designated unconflicted 
authority. The authority shall record the basis, case reference, scope, custodians, locations, start 
date, responsible owner and review date in IAF-FR-030. Annex E provides the hold notice and 
acknowledgement fields.
16.3  Notify relevant custodians and providers and obtain confirmation of the actions required. 
Suspend disposal, automated deletion and changes that would remove relevant evidence within 
the defined scope. Preserve necessary metadata and versions. Record any unavailable, 
damaged or already-deleted material and the actions taken to investigate it.
16.4  A hold shall cover the relevant originals and necessary copies, including collaboration 
systems and devices where needed. Identify whether any backup must be preserved because it 
contains unique relevant evidence. Avoid freezing unrelated systems or collecting excessive 
personal information without a documented reason.
16.5  A hold does not grant unrestricted use or disclosure. Maintain access restrictions and an 
evidence chain where material is collected or transferred. For an allegation involving an owner, 
approver or senior officer, the independent case authority shall control preservation and release; 
the implicated person shall not clear the hold.
16.6  Review every active hold at its recorded date and after a material case development. At 
least quarterly, the Quality Manager shall obtain a status check from each responsible authority 
without unnecessary access to restricted case substance. Record continuation, narrower scope 
or release and its reasons.
16.7  Only the competent unconflicted authority may release a hold after checking remaining 
proceedings, appeal rights and other preservation duties. Notify custodians, update the hold 
register and reconcile the retention schedule. A released hold does not automatically trigger 
immediate deletion; the owner and Quality Manager shall authorize the appropriate final 
disposition.
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17 Archiving and long term preservation
17.1  Archive records when active use ends or an approved preservation requirement applies. 
Before transfer, the owner shall complete a dossier index, confirm classification, completeness, 
retention trigger, holds and retrieval needs, and identify the receiving custodian. The archive 
shall accept custody through a recorded handover.
17.2  An archive package shall include the necessary records, metadata, revision history, 
approvals, related objects, rights restrictions, format information and integrity checks. Record 
missing components and an approved corrective action. Annex F provides the transfer and 
acceptance record.
17.3  Constitutional instruments and corporate resolutions shall be preserved permanently 
under Constitution Article 26.2. Preserve the minimal authentic institutional record, while 
assessing personal attachments separately. Historical importance alone does not make every 
personal-data collection eligible for unrestricted permanent archiving.
17.4  Select formats and storage that support the required period of use. Preserve the original 
signed or technically significant object with a readable preservation copy where needed. 
Maintain necessary software or documented interpretation capability for specialist files and 
review obsolescence risks at least annually.
17.5  Digital archives shall have controlled access, retrievable indexes, monitored integrity and 
recoverable storage. Physical archives shall have secure locations, environmental protection 
appropriate to the material, labelled containers and controlled checkout. Record loans, returns 
and any authorized reproduction.
17.6  The archive owner shall define retrieval targets by importance and test representative 
retrieval at least annually, including an old version, a restricted dossier and a permanent record 
where held. Check readability, completeness, access controls and the link to the retention 
schedule. Investigate broken links, corruption and missing evidence.
17.7  Moving an item to an archive shall not conceal its former approval, current restriction, 
withdrawal or dispute. Provide accurate historic verification where authorized. Institutional 
transfer, closure or dissolution shall include lawful successor custody and preservation 
arrangements before repositories or provider contracts are closed.
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18 Digitisation conversion and system migration
18.1  The owner and Information Lead shall plan a digitisation, conversion or migration under 
IAF-FR-003. Define the population, source and destination, mapping rules, required metadata, 
dependencies, security, holds, acceptance criteria, rollback and disposal restrictions before 
transfer begins.
18.2  For scanning, preserve correct order, page count, legibility, colour where material, 
annotations, signatures and attachments. Validate representative difficult records and perform 
complete checks for critical exceptions. Optical character recognition assists search; it shall not 
silently replace the authoritative visual evidence.
18.3  A scanned copy does not automatically authorize destruction of the paper original. 
Determine whether the original has legal, signature, evidential or preservation value. Record the 
competent equivalence assessment and retain the original until the required retention and 
disposal decision permits otherwise.
18.4  For digital migration, compare source and destination inventories, stable identifiers, 
versions, attachments, relationships, timestamps, permissions, signatures, audit trails and hold 
flags. Retain mapping and exception logs. Test meaningful retrieval and interpretation, rather 
than relying solely on a successful file-copy message.
18.5  Document conversion shall be verified for complete text, calculations, graphics, hidden 
content and layout. Preserve native data where a converted PDF cannot reproduce formulas, 
measurement series, technical layers or interactive evidence needed to assess the original 
result.
18.6  For active systems, set a controlled cutover, manage transactions received during 
migration and reconcile differences before release. The business owner shall accept content and 
the Information Lead shall accept technical operation. Critical integrity or access failures shall 
prevent cutover until corrected or a safe bounded alternative is approved.
18.7  Retain the migration plan, validation evidence, reconciliation, authority and actual cutover 
date. Keep the source under controlled read access for the approved recovery and evidential 
period. Decommission it only after successful acceptance, preservation of required evidence and 
the Section 20 disposal checks.
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19 Backups restoration and operational continuity
19.1  The Information Lead and record owners shall identify vital information and approve 
recovery objectives for each critical service. Specify the acceptable loss of recent data and time 
to restore useful service, with a risk-based backup frequency, protected copies and custody of 
recovery credentials.
19.2  Backups support recovery and shall not replace a retention schedule or a searchable 
archive. Maintain at least one protected copy isolated from routine changes, or an equivalent 
approved safeguard. Restrict backup administration and maintain recoverable encryption keys 
without dependence on one individual.
19.3  Apply IAF-WI-006 and IAF-FR-025 for restoration tests at least annually and after material 
infrastructure or provider changes. Test a representative case in an isolated environment, 
including content, histories, permissions, hold status, verification links and application operation. 
Measure recovery against the approved objectives.
19.4  Before restored data returns to operation, reconcile approvals, withdrawals, suspensions, 
corrections, open actions and records created during the outage. Reapply deletion instructions 
and access restrictions that postdate the recovered backup so that erased or restricted 
information is not silently reintroduced.
19.5  If granular deletion from a recovery copy is technically impracticable, document the 
remaining copy, justified retention, restricted restoration use, deletion at scheduled rotation and 
controls against reintroduction. Do not represent information as fully erased while an accessible 
recoverable copy remains. Assess any unique evidence subject to a hold.
19.6  During an outage, authorized temporary records shall carry unique identifiers, actual 
times, responsible persons and later reconciliation status. Protect them at the same classification 
level. Merge them through a controlled process when service resumes and retain evidence of 
conflict resolution.
19.7  The owner shall approve restored operational use after acceptance checks. Recovery 
failures, missing evidence or broken status histories shall enter the incident and corrective-
action process. A successfully completed backup job is not proof that the records can be 
restored or interpreted.
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20 Secure disposal and verification
20.1  The owner shall prepare a defined disposal batch from IAF-RG-012. Record identifiers, date 
range, record class, locations, copies, trigger evidence, approved period and eligibility date. 
Check continuing reliance, required originals, linked cases, obligations, open requests and every 
active hold before authorization.
20.2  IAF-FR-030 shall contain approval by the record owner and Quality Manager, plus any 
additional competent authority required for the class. An implicated or conflicted person shall be 
replaced by an unconflicted authority. Permanent records and held records are excluded from 
routine disposal. An automated system may execute only a specifically authorized scope.
20.3  Choose a method suitable for the medium, sensitivity and intended reuse or destruction. 
Ordinary file deletion and emptying a recycle bin may leave recoverable data. Use an approved 
sanitization method with evidence of completion; cryptographic erasure requires control over the 
relevant keys and copies. Unverifiable or failed media shall remain protected pending effective 
treatment.
20.4  Paper and physical media shall remain in secure custody until the approved destruction is 
complete. Where a provider acts, record the handover, scope, method, completion evidence and 
independent verification proportionate to the risk. An invoice alone is not evidence that all 
specified records were destroyed.
20.5  Address the relevant production files, exports, caches, shared copies, devices and 
provider-held copies. Record residual backups and their controlled expiry under Section 19. A 
recipient may have an independent lawful retention duty; record that position and the agreed 
restrictions instead of claiming deletion outside IAF authority.
20.6  The executor shall record the actual completion date, method, items treated, exceptions 
and evidence. A competent verifier shall confirm that the authorized scope was completed. 
Update the register with a minimal disposition record and retain the IAF-FR-030 authorization 
under its own retention class.
20.7  If records are missing, destroyed prematurely, treated by the wrong method or still 
recoverable beyond the authorized residual arrangements, stop the affected batch, protect 
remaining material and escalate under Section 21. Do not backdate an authorization or issue a 
false destruction confirmation. Annex G provides the execution and verification fields.
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21 Monitoring incidents and corrective action
21.1  The Quality Manager shall monitor document currency, release completeness, retrieval, 
overdue reviews, unresolved holds and disposal execution. Define each indicator in IAF-RG-013 
with an owner, source, numerator, denominator, target and period. An empty population shall be 
reported as not applicable, rather than successful performance.

Check Evidence to examine

Current use Sample the document at the point of work against its applicable master-list 
revision and effective date.

Release integrity Trace an issued document to competent approval, exact reviewed content, 
notices and required training.

Record completeness Reconstruct a material decision from source evidence, criteria, review, authority 
and communication.

Retention and holds Check trigger accuracy, justified duration, custodians, acknowledgements and 
scheduled hold reviews.

Archive and disposal Retrieve selected historical evidence and trace a disposal batch from eligibility 
to verified execution.

21.2  Internal audit shall cover this lifecycle at least annually, using auditors independent of the 
work reviewed. Sample central and regional activities and relevant providers. Include a 
restricted case through an appropriate protected route without exposing unnecessary personal 
information.
21.3  Anyone discovering unauthorized access, alteration, loss, obsolete instructions in use or 
premature destruction shall report promptly to the Information Lead and Quality Manager. 
Preserve the original incident time and evidence. Route personal-data incidents under IAF-
POL-012, suspected wrongdoing under IAF-POL-009 and complaints or appeals under IAF-
POL-010.
21.4  Contain the event, determine affected records and decisions, restore or reconstruct 
transparently where possible, and notify the competent parties within the applicable deadlines. 
The investigation shall distinguish a missing record from proof that the underlying activity never 
occurred.
21.5  Corrective action under IAF-PR-017 shall identify cause, responsible owner, due date and 
evidence of effectiveness. Recheck affected templates, permissions, providers and training. 
Close an action only after verification; retain material limitations and report unresolved risk to 
the competent governing authority.
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22 Implementation maintenance and transition
22.1  The competent Presidential Council authority shall adopt this guide within the Constitution 
and record its actual approval and effective date. The Quality Manager is the guide owner; the 
Secretariat coordinates controlled issue. Register IAF-GUI-DOC-001 in IAF-RG-001 and record 
linked changes through IAF-FR-001.
22.2  Before activation, designate owners, controllers and deputies; identify controlled 
repositories and official routes; reconcile existing document identities and statuses; approve 
applicable retention rows; and establish hold, archive, disposal and recovery controls. Annex H 
provides the implementation evidence and action record.
22.3  Inventory legacy files without silently treating them as approved. Establish their 
provenance, authority, revision, applicability and owner from available evidence. Mark 
unresolved status and prevent critical reliance until verified. Preserve material historical 
evidence while the competent owner resolves uncertainty.
22.4  The transition shall keep the established Constitution, membership, accreditation, 
committee and technical-document identities. The GD quality guides and GUI Federation guides 
remain distinct. Update the current master list from verified records; neither this guide nor a 
distribution index changes the approval state of another document.
22.5  Train staff and relevant providers for their tasks and run practical exercises: release and 
withdraw a document, retrieve a historic decision, place and release a hold, restore a record and 
verify a simulated disposal batch. Clearly label simulations and record real results and corrective 
actions.
22.6  The owner shall review this guide at least annually and after material legal, governance, 
programme or information-system changes. Communicate approved revisions with their material 
effects, effective date and transition. A subordinate revision shall not retrospectively remove a 
case right, fabricate an approval or alter a constitutional office.
First issue record

Document IAF-GUI-DOC-001, Revision 01, establishes the common lifecycle requirements, 
procedures and implementation records. The public text is a Stable Release. Actual approval, 
operational commencement, named appointments and completed system controls are recorded 
separately in the controlled release package. The guide remains available as the public 
reference while completed case and security records retain their assigned classification.
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Annex A Metadata and master list entry
Use these fields in IAF-RG-001 and the controlled repository. Preserve the master list’s existing 
columns; a linked metadata record may carry supplementary fields. Complete the actual 
approval and effective-date fields from evidence before operational release.

Field group Required entry or instruction

Identity Code; exact title; document type; revision or edition; language; source 
revision for a translation; stable repository identifier.

Responsibility Owner; competent reviewer; approver role; authority reference; named 
controller and deputy where recorded internally.

State and dates Working or released state; preparation and issue dates; actual approval; 
operational effective date; next review; former applicability dates.

Files and integrity Editable source location; approved reference location; exact repository 
version or integrity digest where used; attachments and package manifest.

Use and protection Classification; authorized user groups; permitted external use; licence 
conditions; public verification or current-version route.

Relationships Parent requirements; related policies and forms; predecessor and successor; 
translations; affected programme editions.

Evidence and 
disposition

Change request; review record; approval notice; distribution evidence; 
retention class; hold status; archive and disposal references.

Entry for this guide

Code: IAF-GUI-DOC-001. Title: IAF Documents & Records Guide. Type: Federation guide. 
Revision: 01. Text issue: 14 September 2026. Language: English master. Publication state: 
Stable Release. Classification: Public core guide. Owner: Quality Manager. Custodian: Secretariat 
or designated Document Controller. Approver: competent Presidential Council authority or 
lawfully documented delegate.
Source: IAF_Documents_Records_Guide_Rev01.docx. Reference: 
IAF_Documents_Records_Guide_Rev01.pdf. Register the actual controlled locations and approval 
notice. Set the review due date no later than twelve months after operational commencement, 
and record any earlier triggered review.
Record instance metadata

For a completed record also capture its unique instance ID, activity or case, template revision, 
event and capture times, creator, evidence origin, integrity or custody data where material, 
owner, retention trigger and linked amendments. Public indexes shall omit restricted identity 
and case substance.
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Annex B Change review and release record
Complete IAF-FR-001 for every new document or approved change. This annex adds the 
evidence checks required by the guide. Use a linked IAF-FR-003 where implementation changes 
operations or systems.

Stage Fields and completion evidence

Request Record ID; requester; date; affected code and revision; purpose; reasons; proposed 
text or marked comparison; classification.

Impact Affected rights, authorities, processes, technical outcomes, open cases, 
agreements, forms, systems, translations, training and notices.

Review Reviewer and competence; exact reviewed version; comments; dispositions; 
technical validation; legal or privacy review where relevant.

Approval Competent approver; authority or delegation; decision; conditions and their closure; 
exact approved text; actual approval date.

Release plan New issue identity; publication and effective dates; transition; source and PDF; 
repository permissions; affected recipients.

Implementation Master list updated; notices sent; required acknowledgement and training; 
translations aligned; superseded copies recalled or marked.

Verification Text and rendition match; references and links work; approval package archived; 
owner acceptance; controller and actual release date.

Follow-up Post-change review date; observed problems; corrective actions; responsible owner; 
closure evidence.

Authority check

Identify whether the change is editorial, substantive, a technical-programme change or a 
constitutional revision. Record the rule establishing the approval route. A person shall not 
approve solely because they created the file or administer its repository. Section 10 applies to 
constitutional changes.
Release confirmation wording

“The identified issue was checked against its recorded approval. The stated release controls are 
complete, or the attached notice identifies a future commencement and outstanding conditions. 
The source, reference copy, approval evidence and required notices are linked in the master 
record.”
Complete the names, dates and evidence references only when those actions have occurred. A 
signed release confirmation shall not conceal an unresolved material review comment or an 
incomplete operational control.
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Annex C Capture correction and handover record
Use the relevant case form and register. The fields below provide a common dossier index and a 
linked amendment or custody record where the underlying form does not already contain them.

Record block Information to capture

Identity and context Record ID; case or activity; responsible entity; person or object; applicable 
criteria and edition; template revision.

Origin Creator or sender; actual event or receipt time; capture date; source system; 
original file or physical location; attachments.

Evidence index Item IDs; descriptions; origin; versions; relevant configuration; calculations; 
integrity checks and dependencies where required.

Decision trail Evaluation; review; competent decision; conditions; communications; linked 
complaint, appeal, incident or corrective action.

Amendment Original entry reference; corrected content; reason; requester; author; actual 
time; required approval; affected recipients.

Custody transfer Sending and receiving custodians; items and copies; classification; method; 
transfer and acceptance times; integrity or completeness check.

Closure and retention Completeness result; outstanding linked actions; owner; class; trigger 
evidence; holds; archive destination; review date.

Delayed entry

State when the record was reconstructed, by whom and from which sources. Identify information 
that cannot be confirmed. Retain the source evidence and obtain a competent review where the 
reconstruction supports a material decision.
Correction example

A vehicle identifier is transcribed incorrectly in an appraisal report. Preserve the issued report, 
link the verified source identity, obtain the competent correction decision, issue the identified 
corrected report and notify affected recipients. Keep the predecessor and correction trail; do not 
silently replace the old report at the same link without a status record.
Custodian departure

Before an account or contract closes, reconcile its case list, pending deadlines, approvals, holds 
and records held outside the main repository. Record accepted custody and access withdrawal. 
Personal credentials shall not be handed to the replacement custodian.



IAF Documents & Records Guide

iaf.com IAF-GUI-DOC-001  |  REV 01 30

Annex D Retention baseline for core activities
Reconcile the following RET-01 to RET-06 entries with IAF-RG-012 before adopting the 
operational schedule. The numerical periods are existing internal planning baselines, subject to a 
verified applicable basis. Constitutional permanent retention and ordinary ballot controls remain 
separately binding through the Constitution.

Class and records Trigger Existing baseline and application

RET-01 Essential 
governance and approvals

Approval or formal 
issue

Permanent institutional archive. Retain 
constitutional instruments and corporate 
resolutions permanently; minimize separate 
personal attachments.

RET-02 Superseded 
internal documents Supersession

7 years. Preserve the approved issue and 
approval/change evidence needed to establish past 
requirements; extend where continuing reliance 
requires it.

RET-03 Standards 
development and 
programme rules

Withdrawal or final 
replacement

10 years. Preserve technical reasoning, 
consultation and approved criteria for ongoing 
interpretation and reliance.

RET-04 Membership cases 
and status history End of membership

7 years. Record accession, admission and relevant 
status history; review unnecessary personal 
evidence separately.

RET-05 Evaluation 
decisions and technical 
outcomes

Final outcome 
withdrawal or end of 
reliance

10 years. Use the programme-specific end-of-
reliance assessment and contract. A test date alone 
does not start this trigger.

RET-06 Complaints 
appeals audits and 
corrective action

Final verified closure
7 years. Include protected reporting in its approved 
corresponding class and preserve required 
independent-case evidence.

Ballots and constitutional history

Constitution Article 26.2 provides permanent retention of constitutional instruments and 
corporate resolutions and normally seven years for ordinary ballot audit records, with personal 
data minimized. Assign ordinary ballot evidence its own approved schedule subcategory and 
trigger; do not treat every ballot file as a permanent corporate resolution.
Continuing reliance

Where a technical result remains in use, record why the trigger has not yet occurred and review 
the necessary evidence set. AutoSafe has no invented calendar expiry under its current 
approved rules. The owner shall reassess reliance without retaining irrelevant personal data 
solely because an outcome remains verifiable.
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Annex D Retention baseline for supporting activities
Use the same approval and legal-basis checks for RET-07 to RET-12. The schedule shall record 
the actual owner, applicable obligations, access, holds, approved duration and disposition. These 
rows do not themselves authorize a disposal batch.

Class and records Trigger Existing baseline and application

RET-07 Personnel 
competence and interests

End of role or 
engagement

5 years. Preserve evidence of authorization and 
conflicts relevant to decisions; assess employment 
and privacy duties separately.

RET-08 Suppliers 
agreements and financial 
records

End of agreement or 
relevant financial 
year

7 years. Separate contractual and financial triggers 
and verify local tax, corporate and other 
requirements.

RET-09 Training events 
and publication evidence

Activity completion 
or publication 
withdrawal

5 years. Preserve required learning or publication 
evidence and minimize participant information. 
Assess continuing credentials separately.

RET-10 Information 
requests incidents and 
recovery

Incident or request 
closure

5 years. Preserve response and incident evidence 
with appropriate restrictions and required local 
adjustments.

RET-11 Routine access 
and security logs Log creation

12 months. Adjust the justified period to security 
and privacy needs. Preserve relevant event 
extracts under the appropriate incident or hold 
class.

RET-12 Disposal and hold 
authorizations

Hold release or 
disposal

7 years. Retain minimal authorization, scope, 
execution and verification evidence rather than 
copies of destroyed personal records.

Disposal date calculation

Record the verified trigger, approved duration and applicable calculation rule. Calendar years 
and months shall be calculated consistently, including month-end and leap-day treatment. A 
changed location or format does not restart the period. Any active hold or unresolved continuing 
duty prevents scheduled disposal.
Approve the schedule row

Record the class and defined record components; owner and custodians; purpose and applicable 
jurisdiction; source of the duty; trigger evidence; approved duration; review frequency; access; 
final disposition; approving authority and date. If the basis remains unverified, assign an action 
and prevent automated disposal until the conflict is resolved.
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Annex E Hold notice and release record
Use IAF-FR-030 with a restricted case reference where necessary. The hold authority shall define 
the actual scope; this annex is a completion framework, not an instruction to hold all Federation 
information.

Block Required fields

Authority and reason Hold ID; case reference; lawful or evidential basis; unconflicted issuing 
authority; start date; legal adviser or case owner where involved.

Scope Record classes, item IDs, date ranges, relevant subjects and custodians; 
systems, devices, paper and providers; known exclusions.

Actions Disposal and auto-deletion controls to suspend; relevant versions and 
metadata to preserve; collection method; access restrictions.

Acknowledgements Recipient; notice time; confirmation time; action completed; affected systems; 
exceptions and follow-up owner.

Review Next review date; case development; remaining need; scope adjustment; 
decision and authority; notification of changed instructions.

Release Release authority and actual date; evidence of final status and remaining 
rights; other holds checked; custodians notified.

Post-release 
disposition

Applicable retention row and original trigger; updated review date; continued 
retention or proposed disposal; required separate approvals.

Notice wording

“Preserve the records identified in the attached scope. Suspend the specified disposal or 
alteration routines, retain relevant versions and metadata, and confirm implementation through 
the stated secure route. Continue normal access restrictions. Report missing material or 
technical limits immediately. This instruction remains in force until a recorded change or release 
from the competent hold authority.”
Release wording

“The identified hold is released or narrowed as specified, based on the attached authority and 
review. Remaining holds and retention duties continue. Reconcile the affected schedule entries 
and obtain any required disposal authorization before deleting eligible records.”
Preserve acknowledgements and exceptions with the hold file. Public or ordinary administrative 
registers should identify the existence and owner of a restricted hold without exposing reporter 
identities, allegations or privileged advice.
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Annex F Archive and migration acceptance
Use this record with IAF-FR-003, the relevant dossier index and IAF-FR-025 where recovery is 
tested. A transfer is complete when the receiving custodian accepts the verified scope and can 
retrieve and protect it.

Acceptance area Evidence and result to record

Inventory Transfer ID; source; destination; owner; custodians; item IDs and counts; 
formats; size where useful; date range.

Content and 
relationships

Complete records, attachments, versions, approvals, technical dependencies 
and links; missing-item or mapping exceptions.

Integrity and 
authenticity

Source checks; post-transfer verification; signature validation information; 
custody history; unresolved differences.

Protection and rights Classification; access groups; provider rights; privacy and location review; 
licences; legal holds and retention metadata.

Retrieval and usability Representative searches; rendering or opening; specialist software 
dependencies; response time; recovery of historical versions.

Cutover and rollback Freeze or reconciliation point; transactions during transfer; rollback copy; 
acceptance criteria; permitted source decommission date.

Acceptance Business owner decision; technical acceptance; receiving custodian; actual 
date; corrective actions; next preservation review.

Archive acceptance statement

“The receiving custodian accepts the identified records and linked metadata. The inventory and 
recorded checks establish the transferred scope and any exceptions. Access, holds, retention 
and retrieval controls are assigned. The source remains protected until the separately authorized 
decommission or disposal decision.”
Migration exception example

A platform export contains reports but omits approval histories and attachments. Record the 
shortfall, preserve the source and prevent its closure. Obtain a complete export or retain a 
controlled evidence package that preserves the missing context, then repeat the affected 
acceptance checks.
A provider’s general claim of exportability is not acceptance evidence. Verify an actual 
representative export before relying on the platform for vital records or terminating the 
predecessor service.
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Annex G Disposal authorization and verification
Complete IAF-FR-030 for the defined batch. Each block shall link to evidence, a named 
responsible person and actual dates. Blank fields indicate work still to complete; they do not 
constitute permission.

Block Required information

Batch identity Request and batch ID; classes; item IDs; date range; quantities; owner; 
custodians; all relevant locations and copies.

Eligibility Approved retention row; trigger evidence; duration; due date; continuing 
reliance review; obligations and required originals checked.

Hold and request 
checks

Hold register checked; case-owner confirmation where relevant; outstanding 
disclosure or privacy requests; unresolved exceptions.

Authorization Owner approval; Quality Manager approval; additional required authority; 
decision date; authorized scope, method and executor.

Execution Actual date; media and method; provider and custody evidence; items 
completed; inaccessible or failed items; residual copies.

Verification Verifier and independence appropriate to risk; checks used; results; provider 
evidence assessed; exceptions corrected or escalated.

Register closure Disposition recorded; current indexes updated; residual backup expiry and 
restrictions; evidence location; retention of authorization.

Final confirmation wording

“The authorized records identified in this batch were disposed of by the recorded method on the 
actual execution date, subject to the listed residual copies and exceptions. Verification evidence 
is attached. Outstanding exceptions remain assigned and are not represented as completed 
destruction.”
Stop conditions

Stop if the scope is unclear, approval is missing, an active hold applies, continuing reliance 
remains, an original must be preserved, the method fails or a material copy cannot be accounted 
for. Protect the remaining records, obtain a competent decision and retain the exception trail.
The disposal record shall contain enough information to explain what happened without 
preserving the disposed personal data unnecessarily. Retain it under RET-12 or the verified 
applicable schedule, and maintain any later hold that specifically covers the disposal evidence.



IAF Documents & Records Guide

iaf.com IAF-GUI-DOC-001  |  REV 01 35

Annex H Implementation and control checklist
The Quality Manager shall record a responsible person, target date, evidence link and actual 
completion for each applicable item below. Approval of the guide and completion of its 
operational controls are separate records.

Control area Evidence required before or during activation

Authority Competent approval notice; actual effective date; named owner, Controller, 
deputies and permitted delegations.

Document inventory Reconciled code families; current and historical issues; verified status; editable 
and reference locations; master-list entry.

Repository and access Approved locations; classification; role permissions; independent restricted-
case route; departure and recusal controls.

Release and change Working IAF-FR-001 process; comparison and notices; revision history; 
translations; controlled paper and public links.

Retention and holds Verified IAF-RG-012 rows; trigger rules; hold authority; notices and 
acknowledgements; scheduled reviews.

Archives and 
providers

Custody and retrieval checks; preservation formats; provider export and exit 
arrangements; permanent record provision.

Recovery and disposal Approved recovery objectives; tested restore; documented deletion 
reconciliation; IAF-FR-030 authorizations and verification.

People and assurance Role instruction; practical exercises; independent audit plan; indicators; 
corrective-action owners and review dates.

Practical acceptance exercises

Trace one current instruction from request to release and identify its predecessor. Reconstruct 
one material case from original evidence. Retrieve a historical issue. Demonstrate a hold 
preventing a simulated deletion. Restore an isolated record and reconcile later restrictions. 
Verify a simulated disposal batch without deleting operational evidence.
Ongoing cadence

At least annually, review controlled documents, the retention schedule, archive retrieval, 
restoration capability and lifecycle audit coverage. Review privileged and Restricted access and 
the status of active holds at least quarterly. Act sooner after a material change, incident, 
departure or recusal. Record all review results, including no-change decisions.
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Annex I Document interfaces and research basis

IAF reference Application of this guide

IAF-CON-001 Articles 26 to 29 Transparency, permanent corporate evidence, access safeguards, 
Secretariat responsibilities and constitutional revision notices.

IAF-QM-001 and IAF-PR-001 / 
002

Common lifecycle control; document change; obligations and 
implementation planning.

IAF-POL-009 to IAF-POL-013 Protected reporting, fair complaints and appeals, accurate marks, 
privacy, and conflict controls.

IAF-GUI-MEM-001 / ACC-001 / 
COM-001

Membership accession and recognition, scheme evidence and 
committee records. Preserve distinct decision authorities.

IAF-WI-003 to IAF-WI-006 Digital evidence and AI, editorial review, identifier verification and 
recovery checks.

IAF-FR-001 / 003 / 025 / 030 Change and release, implementation planning, restoration, holds and 
disposal evidence.

IAF-RG-001 / 010 / 011 / 012 / 
013

Master list, obligations, existing documents, retention schedule and 
performance measures.

Informative sources

These public sources informed the lifecycle, privacy and media-disposal controls. They do not 
constitute certification, endorsement or a mandatory incorporation of another organization’s 
standard. Applicable law is assessed for the actual entity and activity. Sources checked on 14 
September 2026.
ISO 15489-1 public overview of records management concepts
The public overview addresses record creation and capture, metadata, responsibility and records 
controls. No protected standard text is reproduced.
NIST SP 800-88 Revision 2 media sanitization guidance
Published in September 2025, the guidance supports selecting disposal controls according to 
information sensitivity and media. Section 20 states IAF implementation requirements.
European data protection regulation official legal text
Articles 5 and 17 inform necessary retention, appropriate safeguards and the treatment of 
erasure exceptions where that law applies. IAF-POL-012 governs the wider privacy interface.

https://eur-lex.europa.eu/eli/reg/2016/679/oj/eng
https://csrc.nist.gov/pubs/sp/800/88/r2/final
https://www.iso.org/standard/62542.html
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