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ISO/IEC 2382-27: 1994( E/F) 0 ISO/IEC 

Foreword 

ISO (the International Organization for Standardization) and IEC (the Inter- 
national Electrotechnical Commission) form the specialized System for 
worldwide standardization. National bodies that are members of ISO or 
IEC participate in the development of International Standards through 
technical committees established by the respective organization to deal 
with particular fields of technical activity. ISO and IEC technical com- 
mittees collaborate in fields of mutual interest. Other international 
organizations, governmental and non-governmental, in liaison with ISO 
and IEC, also take part in the work. 

In the field of information technology, ISO and IEC have established a 
joint technical committee lSO/IEC JTC 1. Draft International Standards 
adopted by the joint technical committee are circulated to national bodies 
for voting. Publication as an International Standard requires approval by 
at least 75% of the national bodies casting a vote. 

International Standard lSO/IEC 2382-27 was prepared by Joint Technical 
Committee lSO/IEC JTC 1, Information technology, Subcommittee SC 1, 
Vocabulary. 

ISO/IEC 2382 will consist of some 30 Parts, under the general title 
Information technology - Vocabulary. 
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Avant-propos 

L’ISO (Organisation internationale de normalisation) et Ia CEI (Com- 
mission electrotechnique internationale) forment ensemble un Systeme 
consacre a Ia normalisation internationale consideree comme un tout. 
Les organismes nationaux membres de I’ISO ou de Ia CEI participent au 
developpement de Normes internationales par I’intermediaire des 
comites techniques cr& par I’organisation concernee afin de s’occuper 
des differents domaines particuliers de I’activite technique. Les comites 
techniques de I’ISO et de Ia CEI collaborent dans des domaines d’interet 
commun. D’autres organisations internationales, gouvernementales ou 
non gouvernementales, en liaison avec I’ISO et Ia CEI participent egale- 
ment aux travaux. 

Dans Ie domaine des technologies de I’information, I’ISO et Ia GEI ont 
cr& un comite technique mixte, I’ISO/CEI JTC 1. Les projets de Normes 
internationales adoptes par Ie comite technique mixte sont soumis aux 
organismes nationaux pour approbation, avant leur acceptation comme 
Normes internationales. Les Normes internationales sont approuvees 
conformement aux procedures qui requierent I’approbation de 75 % au 
moins des organismes nationaux votants. 

La Norme internationale lSO/CEI 2382-27 a etc elaboree par Ie comite 
technique mixte ISO/CEI JTC 1, Technologies de I’information, sous- 
comite SC 1, Vocabulaire. 

L’ISO/CEI 2382 comprendra une trentaine de Parties, presentees sous Ie 
titre general Technologies de I’information - Vocabulaire. 
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Introduction 

Information technology gives rise to numerous international exchanges 
of both an intellectual and a material nature. These exchanges often 
become difficult, either because of the great variety of terms used in 
various fields or languages to express the same concept, or because of 
the absence or imprecision of the definitions of useful concepts. 

To avoid misunderstandings and to facilitate such exchanges it is 
essential to clarify the concepts, to select terms to be used in various 
languages or in various countries to express the same concept, and to 
establish definitions providing satisfactory equivalents for the various 
terms in different languages. 

ISO 2382 was initially based mainly on the usage to be found in the 
Vocabulary of Information Processing which was established and pub- 
lished by the International Federation for Information Processing and the 
International Computation Centre, and in the American Dictionary for 
Information frocessing Systems and its earlier editions published by the 
American National Standards Institute (formerly known as the American 
Standards Association). Published and Draft International Standards 
relating to information processing of other international organizations 
(such as the International Telecommunication Union and the International 
Electrotechnical Commission) as well as published and draft national 
Standards have also been considered. 

The purpose of lSO/IEC 2382 is to provide definitions that are rigorous, 
uncomplicated and which tan be understood by all concerned. The scope 
of each concept has been Chosen to provide a definition that is suitable 
for general application. In those circumstances, where a restricted appli- 
cation is concerned, the definition may need to be more specific. 

However, while it is possible to maintain the self-consistency of individual 
Parts, the reader is warned that the dynamics of language and the 
Problems associated with the standardization and maintenance of 
vocabularies may introduce duplications and inconsistencies between 
Parts. 

VI 
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Introduction 

Les technologies de I’information sont a I’origine de multiples echanges 
intellectuels et materiels sur Ie plan international. Ceux-ci souffrent 
souvent de difficultes provoquees par Ia diversite des termes utilises pour 
exprimer Ia meme notion dans des langues ou des domaines differents, 
ou encore de I’absence ou de I’imprecision des definitions pour les 
notions les plus utiles. 

Pour eviter des malentendus et faciliter de tels kchanges, il parait 
essentiel de preciser les notions, de choisir les termes a employer dans 
les differentes langues et dans les divers pays pour exprimer Ia meme 
notion, et d’etablir pour ces termes des definitions equivalentes dans 
chaque langue. 

L’ISO 2382 a etc basee a I’origine principalement sur I’usage tel qu’il a etc 
releve, d’une patt, dans Ie Vocabulary of lnformation Processing etabli et 
public par I’lnternational Federation for Information Processing et Ie 
Centre international de calcul et, d’autre patt, dans I’American National 
Dictionary for Information Processing Systems y compris ses editions 
precedentes publiees par I’American National Standards Institute (connu 
auparavant sous I’appellation d’American Standards Association). Les 
Normes internationales publiees ou au stade de projets concernant Ie 
traitement de I’information emanant d’autres organisations inter- 
nationales (telles que I’Union internationale des telecommunications et Ia 
Commission electrotechnique internationale) ainsi que les normes 
nationales publiees ou au stade de projets, ont egalement etc prises en 
campte. 

Le but de I’ISO/CEI 2382 est de procurer des definitions rigoureuses, 
simples et comprehensibles pour tous les interesses. La portee de chaque 
notion a etc choisie de facon que sa definition puisse avoir Ia Valeur Ia 
plus generale. Cependant, il est parfois necessaire de restreindre une 
notion a un domaine plus etroit et de lui donner alors une dkfinition plus 
specifique. D’autre patt, si I’on peut assurer Ia coherence interne de 
chaque Partie Prise individuellement, Ia coherence des diverses Parties 
entre elles est plus difficile a atteindre. Le lecteur ne doit pas s’en etonner: 
Ia dynamique des langues et les problemes de I’etablissement et de Ia 
revision des normes de vocabulaire peuvent etre a I’origine de quelques 
repetitions ou contradictions entre des Parties qui ne sont pas toutes 
preparees et publiees simultanement. 

VII 
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Information technology - 
Vocabulary - 

Part 27: 

Technologies de 
I’information - 
Vocabulaire - 

Partie 27: 
Office automation Bureautique 

Section 1: General Section 1: G&dralit6s 

1.1 Scope 1 .l Domaine d’application 

This part of ISO/IEC 2382 is intended to facilitate 
international communication in Office automation. It 
presents, in two languages, terms and definitions of 
selected concepts relevant to the field of Office 
automation and identifies relationships between the 
entries. 

In Order to facilitate their translation into other 
languages, the definitions are drafted so as to avoid, 
as far as possible, any peculiarity attached to a 
language. 

This patt of lSO/IEC 2382 defines concepts related to 
Office automation, electronie mail, and text, voice and 
image transmission. 

1.2 Normative references 

The following Standards contain provisions which, 
through reference in this text, constitute provisions of 
this part of lSO/IEC 2382. At the time of publication, 
the editions indicated were valid. All Standards are 
subject to revision, and Parties to agreements based 
on this patt of lSO/IEC 2382 are encouraged to 
investigate the possibility of applying the most recent 
editions of the Standards indicated below. Members 
of IEC and ISO maintain registers of currently valid 
International Standards. 

La presente Partie de I’ISO/CEI 2382 a pour objet de 
faciliter les echanges internationaux dans Ie domaine 
de Ia bureautique. A cet effet, elle presente un 
ensemble bilingue de termes et de definitions ayant 
trait a des notions choisies dans ce domaine, et 
definit les relations pouvant exister entre les 
differentes notions. 

Les definitions ont etc etablies de maniere a eviter les 
patticularismes propres a une langue donnee, en vue 
de faciliter leur transposition dans les langues autres 
que celles ayant servi a Ia redaction initiale. 

La presente Partie de I’ISO/CEI 2382 definit les 
differents concepts relatifs a Ia bureautique, au 
courrier electronique, et a Ia transmission de texte, de 
Ia voix et d’images. 

1.2 Rbfhrences normatives 

Les normes suivantes contiennent des dispositions 
qui, par Suite de Ia reference qui y est faite, 
constituent des dispositions valables pour Ia presente 
Partie de I’ISO/CEI 2382. Au moment de Ia 
publication, les editions indiquees etaient en vigueur. 
Toute norme est sujette a revision et les Parties 
prenantes des accords fondes sur Ia presente Partie 
de I’ISO/CEI 2382 sont invitees a rechercher Ba 
possibilite d’appliquer les editions les plus recentes 
des normes indiquees ci-apres. Les membres de Ia 
CEI et de I’ISO possedent Ie registre des Normes 
internationales en vigueur a un moment donne. 
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