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Käsitlusala 

ISO 23081 käesolev osa käsitleb dokumendihalduse metaandmete alus- ja üldpõhimõtteid. Need põhimõtted 
käsitlevad ajas järgmist: 

– dokumente ja nende metaandmeid; 

– kõiki dokumente ja nende metaandmeid mõjutavaid tegevusi; 

– iga dokumentidega ja nende metaandmetega seotud süsteemi; 

– iga dokumentide ja nende metaandmete halduse eest vastutavat organisatsiooni. 

ICS 01.140.20 Infoteadused 
 

Käesolev Eesti standard EVS-ISO 23081-1:2006 
“Informatsioon ja dokumentatsioon. 
Dokumendihaldusprotsessid. Dokumentide 
metaandmed. Osa 1: Põhimõtted” sisaldab 
rahvusvahelise standardi ISO 23081-1:2006 
“Information and documentation - Records 
management processes - Metadata for records - Part 
1: Principles” identset ingliskeelset teksti. 

Standardi avaldamise korraldas Eesti 
Standardikeskus. 
 

This Estonian Standard EVS-ISO 23081-1:2006 
consists of the identical English text of the International 
Standard ISO 23081-1:2006 “Information and 
documentation - Records management processes - 
Metadata for records - Part 1: Principles”. 

Estonian standard is published by the Estonian Centre 
for Standardisation. 

Standard EVS-ISO 23081-1:2006 on kinnitatud Eesti 
Standardikeskuse 12.07.2006 käskkirjaga ja jõustub 
sellekohase teate avaldamisel EVS Teataja 2006. 
aasta augustikuu numbris. 
 

This standard is ratified with the order of Estonian 
Centre for Standardisation dated 12.07.2006 and is 
endorsed with the notification published in the official 
bulletin of the Estonian national standardisation 
organisation. 

Standard on kättesaadav Eesti Standardikeskusest. The standard is available from Estonian Centre for 
Standardisation. 

Standardite reprodutseerimis- ja levitamisõigus kuulub Eesti Standardikeskusele 

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

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

Right to reproduce and distribute 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 permission in writing from Estonian Centre for Standardisation. 

If you have any questions about standards copyright, please contact Estonian Centre for Standardisation: 
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Foreword 

ISO (the International Organization for Standardization) is a worldwide federation of national standards bodies 
(ISO member bodies). The work of preparing International Standards is normally carried out through ISO 
technical committees. Each member body interested in a subject for which a technical committee has been 
established has the right to be represented on that committee. International organizations, governmental and 
non-governmental, in liaison with ISO, also take part in the work. ISO collaborates closely with the 
International Electrotechnical Commission (IEC) on all matters of electrotechnical standardization. 

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

The main task of technical committees is to prepare International Standards. Draft International Standards 
adopted by the technical committees are circulated to the member bodies for voting. Publication as an 
International Standard requires approval by at least 75 % of the member bodies casting a vote. 

Attention is drawn to the possibility that some of the elements of this document may be the subject of patent 
rights. ISO shall not be held responsible for identifying any or all such patent rights. 

ISO 23081-1 was prepared by Technical Committee ISO/TC 46, Information and documentation, 
Subcommittee SC 11, Archives/records management. 

This first edition cancels and replaces Technical Specification ISO/TS 23081-1:2004, which has been updated 
and technically revised. 

ISO 23081 consists of the following parts, under the general title Information and documentation — Records 
management processes — Metadata for records: 

⎯ Part 1: Principles 
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Introduction 

ISO 23081 sets a framework for creating, managing and using records management metadata and explains 
the principles that govern them. 

This International Standard is a guide to understanding, implementing and using metadata within the 
framework of ISO 15489. It addresses the relevance of records management metadata in business processes 
and the different roles and types of metadata that support business and records management processes1). It 
also sets a framework for managing those metadata. 

It does not define a mandatory set of records management metadata to be implemented, since these 
metadata will differ in detail according to organizational or specific requirements for jurisdiction. However, it 
assesses the main existing metadata sets in line with the requirements of ISO 15489. 

This part of ISO 23081 sets a framework for creating, managing and using records management metadata 
and explains the principles that govern them. 

The proposed Parts 2 and 3 will be more explanatory and provide practical guidance on implementation 
issues and how to assess records management metadata sets against the principles in this part of ISO 23081. 
These future parts will be Technical Reports that should be considered as more time-bound documents that 
will need regular updates. 

 

                                                      

1) In this part of ISO 23081, business and business activity are used as broad terms, not restricted to commercial activity, 
but including public administration, non-profit and other activities. 
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Information and documentation — Records management 
processes — Metadata for records — 

Part 1: 
Principles 

1 Scope 

This part of ISO 23081 covers the principles that underpin and govern records management metadata. These 
principles apply through time to: 

⎯ records and their metadata; 

⎯ all processes that affect them; 

⎯ any system in which they reside; 

⎯ any organization that is responsible for their management. 

2 Normative references 

The following referenced documents are indispensable for the application of this document. For dated 
references, only the edition cited applies. For undated references, the latest edition of the referenced 
document (including any amendments) applies. 

ISO 15489-1:2001, Information and documentation — Records management — Part 1: General 

3 Terms and definitions 

For the purposes of this document, the terms and definitions given in ISO 15489-1 and the following apply. 

3.1 
agent 
individual, workgroup or organization responsible for or involved in record creation, capture and/or records 
management processes 

3.2 
encoding scheme 
controlled list of all the acceptable values in natural language and/or as a syntax-encoded text string designed 
for machine processing 

3.3 
schema 
logical plan showing the relationships between metadata elements, normally through establishing rules for the 
use and management of metadata specifically as regards the semantics, the syntax and the optionality 
(obligation level) of values 
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