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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 <t
electrotechnical standardization.

The procedures used to develop this document and those intended for its further maintenanc~ 1re
described in the ISO/IEC Directives, Part 1. In particular, the different approval criteria necded for the
different types of ISO documents should be noted. This document was drafted in accordance with the
editorial rules of the ISO/IEC Directives, Part 2 (see www.iso.org/directives).

Attention is drawn to the possibility that some of the elements of this document niicv be che subject of
patent rights. ISO shall not be held responsible for identifying any or all such natent .ights. Details of
any patent rights identified during the development of the document will be in ti:e Introduction and/or
on the ISO list of patent declarations received (see www.iso.org/patents).

Any trade name used in this document is information given for th~ cc.veii<nce of users and does not
constitute an endorsement.

For an explanation of the voluntary nature of standards, *h meaning of ISO specific terms and
expressions related to conformity assessment, as well as_infc ‘mation about I1SO’s adherence to the
World Trade Organization (WTO) principles in the Techrical/Barriers to Trade (TBT) see www.iso.
org/iso/foreword.html.

This document was prepared by Technical Commitcee ISU/TC 171, Document management applications,
Subcommittee SC 2, Document file formats, EDMS sys*ers and authenticity of information.

This second edition cancels and replaces the first edition (ISO/TR 22957:2009), which has been
technically revised. The main changes compard with the previous edition are as follows:

— updates have been made to bring the document in line with current generation technologies;
— the references have been rev.sea and updated throughout;
— terms and definitions hav: been added and the acronyms section has been removed;

— ‘“electronic docume. t management system (EDMS)” has been changed to “enterprise content
management (ECM;” ti.roughout;

— the wording has tL-en improved throughout and the contents have been reorganized to provide
clarificatibns.

Any feedback or questions on this document should be directed to the user’s national standards body. A
complet > listing of these bodies can be found at www.iso.org/members.html.

© IS0 2018 - All rights reserved v
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Introduction

This document provides detailed information associated with the analysis, selection and implementation
procedures associated with enterprise content management (ECM) systems. The development of
this document is a result of organizational requests to receive vendor-neutral industry information
associated with technology standards, technical reports and industry best practices for ECM projects.

Terms and acronyms associated with various aspects of ECM technologies commonly change over
time, as technology developers and vendors update product lines and solutions to address customer
requirements. In most cases, the new terms and acronyms reflect updates and changes to how these
technologies are used, typically by incorporating additional levels of functionality and very rarely
resulting in an entirely new core technology. This is important to note as the core ECM techrolczies
are constantly maturing, and solution providers are identifying not only new approaches to addrcssivg
organizational issues and requirements, but also expanding the use of these technologies intc arcas
previously unconsidered. As such, organizations are constantly challenged to keep p.cz .ritk how
an updated technology is currently being referenced, especially when the same core technology is
referenced differently between vendors and, at times, various groups of suppliers.

For the purposes of this document, the terms “document management” and “ccntent management”
can be considered to be synonymous. As the ECM industry (previously referred to as tae “document
management” or “electronic content management” industry) has maturcd ovor uie years the ability
to store electronic information has greatly expanded from hard copy docu.aep. scanning into digital
images in the early 1980s to the management of any digital or electronic/locument that today is referred
to as “electronically stored information (ESI)”.

Clause 4 provides detailed information describing each of these techno ogies, and how they operate and
inter-operate.

Clause 5 provides detailed information associated with' currently available industry standards and
technical reports.

Clause 7 provides detailed information related.to indcstry best practices associated with all the
customary project phases for ECM technology-analy:is, selection and implementation. These project
activities are considered to be industry best i« ctices. It has been demonstrated over the past 10 years
that organizations following all the recomr :nced steps and activities have a much greater level of
project success while greatly decreasii'g, ond in most cases eliminating, unnecessary technologies,
user licences, etc. This is very imporiant especially with most organizations carefully examining all
expenditures related to all aspects ot .echnology procurements.

This document provides deta. ed guidance to organizations considering the use of any of those
technologies that comprise’ "M [document imaging, document/library services, routing/business
process management (BPM,,‘we rkflow, records management applications (RMAs), forms management,
enterprise report maragemei.t (ERM), etc.]. It should be noted and acknowledged that a complete
records managemer.' pregramme set up against ISO 15489-1 is critical to any organization and is
integral to any ccmpite and thorough management plan associated with electronic information

regardless of whethe. it is referred to as a “document”, “record”, “audio”, “video”, etc., internally by the
organization

vi © ISO 2018 - All rights reserved
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Document management — Analysis, selection and
implementation of of enterprise content management
(ECM) systems

1 Scope

This document gives guidelines for a set of procedures and activities to be considered and/6:: performed
by organizations when planning, designing and implementing various enterprise content ma.agement
(ECM) technologies. The aspects or project phases range from initial business analy=is through to
vendor/integrator selection and technology implementation. The implementation of _.rocesses to
manage electronically stored information (ESI) requires significant participation froui the affected
business units, if the content is stored and managed when created/received anc contrclled through the
information life cycle following organizational policies and/or records retenticn and control policies
are applied. As these efforts require multiple people with different disc¢'nline.;, including technical
teams, records managers and organizational management, this documunt s Eeen prepared taking
those perspectives into account.

This document is applicable to both in-house and outsourced systums, including cloud solutions.
It can also be useful when dealing with specialized busines. sstems. The term “enterprise content
management (ECM)” (or “document management”) used thrsugh ~ut this document is intended as an all-
encompassing term referring to capture technologies [scaning indexing, optical character recognition
(OCR), forms, digital creation, etc.], management tech.:olczies (document services, workflow and other
work management tools), and storage [primarily. »on alterable or write once read many (WORM)
technologies]. This document provides informatior. to vsers related to the technical reports, guidelines
and standards that have been developed for technologies commonly available in ECM systems.

This document is not intended to be z» cll-inclusive paper on electronic document or content
management and does not attempt to ixfluence any single technology or provide legal guidance or
legal opinions. While there are storzge cecunologies other than optical/magnetic currently available
(i-e. microfilm, microfiche and hykria strrage systems) that are not included in this document, those
technologies can be reviewed if d *tei mined to be appropriate by the end-user organization.

2 Normative references

The following docurie: ts are referred to in the text in such a way that some or all of their content
constitutes requirern.=nts of this document. For dated references, only the edition cited applies. For
undated referer<es, the 'atest edition of the referenced document (including any amendments) applies.

[SO 12651-1. Eic<tronic document management — Vocabulary — Part 1: Electronic document imaging
[SO 126.311-2, Electronic document management — Vocabulary — Part 2: Workflow management
'S0 1548« -1, Information and documentation — Records management — Part 1: Concepts and principles

:SO, (R 15801, Document management — Electronically stored information — Recommendations for
trustworthiness and reliability

3 Terms and definitions

For the purposes of this document, the terms and definitions given in ISO 12651-1, ISO 12651-2,
ISO 15489-1 and ISO/TR 15801 and the following apply.
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