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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 ha;% right to be represented on that committee. International organizations, governmental and
non-governmentalgin liaison with ISO, also take part in the work. ISO collaborates closely with the
International Ele@echnical Commission (IEC) on all matters of electrotechnical standardization.

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

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

Attention is drawn to the possibiffy)that some of the elements of this document may be the subject of patent
rights. ISO shall not be held respon@g for identifying any or all such patent rights.

*

ISO 10244 was prepared by Tech Committee ISO/TC 171, Document management applications,
Subcommittee SC 2, Application issues

© ISO 2010 — All rights reserved iii



ISO 10244:2010(E)

Introduction

Organizations with the desire to review existing processes and identify which technologies would benefit the
organization constantly face the challenge of trying to determine how much information needs to be gathered.
Many organizations prepare work or business process-related baseline documentation not containing
sufficient detail, forcing $he selected solution provider to develop this level of documentation after the
technology has been ted. Not having a clear and detailed understanding of where technology-based
change and non-techn based change are appropriate can greatly reduce and at times prevent
successful implementatio QS‘me selected technologies.

The goal of this International
what work—business process re
properly identify the required/d
objectives, and requirements identi

ard is to provide sufficient information enabling organizations to understand
information should be gathered along with the level of detail required to
technology enabling the organization to address business goals,
uring the baselining and analysis efforts.

Terms and acronyms associated with us aspects of electronic document management systems (EDMS)
technologies commonly change over tim ecially as technology developers and vendors update product
lines and solutions to address customer uirements. In most cases, new terms and acronyms reflect
updates and changes to how these technolog{gi are utilized, incorporating additional levels of functionality,
and they are very rarely a result of an entirely?new core technology. This is important to note, as the core
EDMS technologies are constantly maturing and tion providers are not only identifying new approaches to
addressing organizational issues and requiremen %ut also expanding the use of these technologies into
areas previously unconsidered. e

There is a difference between enterprise content manageﬁeni (ECM), electronic content management (ECM),
and EDMS. For the purposes of the discussion within this: rnational Standard, the use of the abbreviated
terms EDMS and ECM are identical from the perspective th th require the use of core technologies along

with policies, procedures and methodologies to successfull ign, implement and manage electronically
stored information. 0

Enterprise content management is defined in 1SO 12651 as a f tools and methods that allow an
organization to obtain, organize, store and deliver information crucial{etiis operation. It can be broken down

into five major components: /&
a) capture, 6

b) manage, o

c) store, }
d) preserve, and &ﬁ

e) deliver content. (p

Electronic content management is considered to be synonymous with EDMS in that it focuses on the
technology aspects of the overall environment.

This International Standard provides both user and technical levels of information and guidance detailing
specific activities and tasks identified throughout the EDMS industry as being the industry standard associated
with documenting all aspects of the business process and analysing those business processes to determine
where technology-based change is appropriate and where EDMS-technology-based change would benefit the
organization. The type of business does not matter when doing a baseline as the baseline is documenting the
individual business processes regardless of the business.
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Document management — Business process baselining and
analysis

1 Scope 6/‘

This International Stagdard specifies the detailed information associated with the activities organizations
perform when docum existing work or business processes (business process baselining), defining the
level of information requ to be gathered, methods of documenting the processes, and the procedures used
when evaluating or analys he work or business processes.

This International Standard p@fes tools for organizations to identify relevant aspects of processes and to
document them in a standardiz Qrmat, thus permitting them to facilitate detailed analysis and identification
of relevant technology(ies) so as OWOve the processes or procedures.

*

&

2 Normative references (9

references, only the edition cited applies. undated references, the latest edition of the referenced
document (including any amendments) applies. L

%

3 Terms and definitions \%

The following referenced documents are)’%?ensable for the application of this document. For dated

ISO 12651, Electronic imaging — Vocabulary

For the purposes of this document, the terms and definitions g?& in ISO 12651 and the following apply.
Ve

31 @/

process baselining
process of documenting the information flow through discreet activitie%@rmed by an organization

3.2 @

detailed baseline
description of all aspects of a process incorporating inputs, processing and omw&\s for an existing process or

activity L
§

4 Business process baseline schematic overview

4.1 Preparing to gather information

411 The first step in gathering information for a process baseline is to identify the organizational goals and
objectives associated with their plans and expectations. These goals and objectives will help structure what
aspects of the organization should be evaluated, as well as providing a level of structure and focus for the
users involved in the entire process.
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