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Käsitlusala 

Projekti „Dokumentide haldamise põhimõtted ja funktsionaalsusnõuded digitaalses kontorikeskkonnas“ 
eesmärk on luua üleilmselt harmoniseeritud põhimõtted ja funktsionaalsusnõuded tarkvarale, mida kasutatakse 
digitaaldokumentide loomiseks ja haldamiseks kontorikeskkonnas. Hetkel on olemas rida õigusruumi- ja 
valdkonnakeskseid funktsionaalsusnõudeid ja tarkvara kirjeldusi. Projekti eesmärk on vormida olemasolevast 
nõuded ja juhised, mis vastaksid rahvusvahelise arhiivide ning dokumendi- ja infohalduse valdkonna 
vajadustele ning võimaldaksid ühist koostööd üleilmse tarkvaratööstusega. 

Projekti eesmärgid on: 

• võimaldada organisatsioonides parem dokumendihalduse korraldus; 

• suurema toimimisefektiivsuse kaudu toetada organisatsiooni ärivajadusi; 

• pakkuda läbi automatiseeritud dokumendihalduse funktsionaalsuse laiema käsitluse paremat võimalust 
auditeerimistegevusteks; 

• parandada võimalusi vastavuse saavutamiseks infoõigusest tulenevate kohustustega (näiteks andmekaitse 
ja eraelu puutumatus); 

• kindlustada hea dokumendihaldusega head valitsemist (näiteks aruandekohustuslikkus, läbipaistvus, 
paremad teenused); 

• suurendada olulisemate põhimõtete levitamisega üldise teadlikkuse taset automatiseeritud võimalustest; 

• viia maksimumini haldusaladeülest kooskõla dokumendihalduse funktsionaalsusnõuete sõnastamisel ning 
võimaldada üleilmsel arhiivi-, dokumendi- ja infohalduse valdkonnal suhelda tarkvara tarnijatega ühtsete 
arusaamade kohaselt. 

Standardis toodud juhised ja nõuded keskenduvad peamiselt digitaaldokumentide loomisele ja haldamisele. 
Standardi osad üksnes toetavad digitaaldokumentide pikaajalist säilitamist, kuid konkreetsete protsesside 
kirjaldamine pikaajalise säilitamise saavutamiseks on projekti käsitlusalast väljas. Eeldatud on, et esitatud 
nõuded on oma olemuselt globaalset laadi. Sellest johtuvalt ja arvestades erinevaid õigusruume, on võimatu 
anda ka detailsemaid nõuete juurutamise juhiseid. Lisaks sellele pole standardi osade testimist konkreetses 
keskkonnas läbi viidud ning tarkvara testimise juhtumite esitamine on jäänud väljapoole standardi osade 
käsitlusala. 

See Eesti standard EVS-ISO 16175-1:2013  
„Informatsioon ja dokumentatsioon. Dokumentide 
haldamise põhimõtted ja funktsionaalsusnõuded 
digitaalses kontorikeskkonnas. Osa 1: Ülevaade ja 
lähtekohad“ sisaldab rahvusvahelise standardi 
ISO 16175-1:2010 „Information and documentation - 
Principles and functional requirements for records in 
electronic office environments - Part 1: Overview and 
statement of principles“ identset ingliskeelset teksti. 

This Estonian Standard EVS-ISO 16175-1:2013 
consists of the identical English text of the 
International Standard ISO 16175-1:2010 „Information 
and documentation - Principles and functional 
requirements for records in electronic office 
environments - Part 1: Overview and statement of 
principles“. 

Ettepaneku rahvusvahelise standardi ümbertrüki 
meetodil ülevõtuks on esitanud EVS/TK 22, standardi 
avaldamist on korraldanud Eesti Standardikeskus. 

Standard EVS-ISO 16175-1:2013 on jõustunud 
sellekohase teate avaldamisega EVS Teataja 2013. 
aasta juunikuu numbris. 

Proposal to adopt the International Standard by reprint 
method has been presented by EVS/TK 22, the 
Estonian standard has been published by the 
Estonian Centre for Standardisation. 

This standard has been endorsed with a notification 
published in the official bulletin of the Estonian Centre 
for Standardisation. 

Standard on kättesaadav Eesti Standardikeskusest. The standard is available from the Estonian Centre for 
Standardisation. 
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Tagasisidet standardi sisu kohta on võimalik edastada, kasutades EVS-i veebilehel asuvat tagasiside vormi või 
saates e-kirja meiliaadressile standardiosakond@evs.ee. 

ICS 01.140.20  
 

Standardite reprodutseerimise ja levitamise õigus kuulub Eesti Standardikeskusele 

Andmete paljundamine, taastekitamine, kopeerimine, salvestamine elektroonsesse süsteemi või edastamine ükskõik millises vormis või 
millisel teel ilma Eesti Standardikeskuse kirjaliku loata on keelatud. 

Kui Teil on küsimusi standardite autorikaitse kohta, võtke palun ühendust Eesti Standardikeskusega: 
Aru 10, 10317 Tallinn, Eesti; www.evs.ee; telefon 605 5050; e-post info@evs.ee 

The right to reproduce and distribute standards belongs to the Estonian Centre for Standardisation 

No part of this publication may be reproduced or utilized in any form or by any means, electronic or mechanical, including photocopying, 
without a written permission from the Estonian Centre for Standardisation. 

If you have any questions about copyright, please contact Estonian Centre for Standardisation: 
Aru 10, 10317 Tallinn, Estonia; www.evs.ee; phone 605 5050; e-mail info@evs.ee 
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1 INTRODUCTION 

A variety of functional specifications for records management software has been 
developed in the international community. In 2006, the International Council on 
Archives agreed to develop a harmonised, generic suite of functional requirements 
for software products for making and keeping records based on existing jurisdiction-
specific specifications, and to do so in a manner consistent with the International 
Standard on Records Management, ISO 15489. It is hoped that this suite of 
guidelines and functional requirements will assist jurisdictions that are developing, or 
looking to adopt, their own functional specifications, as well as inform the update and 
revision of previously existing standards. The application of this set of functional 
requirements is meant to not only inform the development of electronic records 
management software, but also to aid in the incorporation of records functionality into 
generic business information systems software products, as well as specific line-of-
business systems. These specifications can also be used by the private sector (for 
example, multinational corporations) as a stand-alone tool.  

Principles and Functional Requirements for Records in Digital Office Environments 
was sponsored by the International Council on Archives as a project in its Electronic 
Records and Automation Priority Area, lead by George Mackenzie, Director of the 
National Archives of Scotland. Adrian Cunningham (National Archives of Australia) 
was Project Coordinator. Archives New Zealand (Stephen Clarke) acted as the 
Secretariat for the project. Other participating countries included Cayman Islands 
(Sonya Sherman), United Kingdom – England and Wales (Richard Blake), Germany 
(Andrea Hänger and Frank Bischoff), Malaysia (Mahfuzah Yusuf and Azimah Mohd 
Ali), Netherlands (Hans Hofman), Scotland (Rob Mildren and Steve Bordwell), South 
Africa (Louisa Venter), Sweden (Göran Kristiansson), France (Olivier de Solan) and 
the United States (Mark Giguere). The project was also supported by the 
Australasian Digital Recordkeeping Initiative, a collaborative venture sponsored by 
the Council of Australasian Archives and Records Authorities. ADRI member 
Queensland State Archives (Rowena Loo and Anna Morris) contributed to the 
drafting of Module 3. 

1.1 Scope and purpose 

The aim of the Principles and Functional Requirements for Records in Digital Office 
Environments project is to produce globally harmonised principles and functional 
requirements for software used to create and manage digital records in office 
environments. There currently exist a number of jurisdiction-specific functional 
requirements and software specifications. The project’s objective is to synthesise this 
existing work into requirements and guidelines to meet the needs of the international 
archives, records and information management community and to enable that 
community to liaise, in a consolidated manner, with the global software industry. 

The objectives of the project are to: 

• enable better management of records in organisations; 
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• support the business needs of an organisation by enabling greater 
effectiveness and efficiency of the operations; 

• provide, through wider deployment of automated records functionality, 
enhanced abilities to support auditing activities; 

• improve capabilities to comply with statutory mandates specified in various 
information-related legislation (for example, data protection and privacy); 

• ensure good governance (for example, accountability, transparency and 
enhanced service delivery) through good management of records;  

• increase general awareness of automated records management capabilities 
via the dissemination of key principles; and 

• maximise cross-jurisdictional consistency regarding the articulation of 
functional requirements for managing records and to enable the global 
archives, records and information management community to speak with one 
voice to the software vendor community. 

The primary focus of this suite of guidelines and requirements is the creation and 
management of digital records. While the modules support the long-term 
preservation of digital records, processes to achieve this are beyond the scope of the 
project. It is anticipated that the application of the requirements will be global in 
nature. Therefore, it is impossible, given the wide juridical range of potential 
applications, to include detailed implementation guidelines. In addition, as the 
ultimate testing environment for the basis of these modules is yet to be determined, 
inclusion of specific software test cases or scripts was deemed beyond the scope of 
the modules. 

1.2 Audience 

There are four key audiences for these modules: 

• software developers and vendors – including non-records management 
software, so this document can serve as a universal benchmark for records 
management compliance; 

• jurisdictional standard-setters – so these modules can serve as either the 
baseline for nascent standards development efforts, or as a basis for 
evaluating the already existing digital records management standards; 

• government agencies – so that all business functions can be evaluated 
against, and facilitated via, the incorporation of automated records 
management capabilities; and 

• private-sector organisations – so that they can incorporate automated digital 
records management into their business operations. 

1.3 Related standards 

The requirements are aligned with the records management principles in the 
International Standard on Information and Documentation – Records Management – 
Part 1: General, ISO 15489, which sets out the records management requirements 
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