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Foreword

ISO (the International Organization for Standardization) and IEC (the International 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 committees 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.

The procedures used to develop this document and those intended for its further maintenance are 
described in the ISO/IEC Directives, Part 1. In particular, the different approval criteria needed for 
the different types of document 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 may be the subject 
of patent rights. ISO and IEC shall not be held responsible for identifying any or all such patent 
rights. Details of any patent rights identified during the development of the document will be in the 
Introduction and/or on the ISO list of patent declarations received (see www.iso.org/patents) or the IEC 
list of patent declarations received (see http://patents.iec.ch). 

Any trade name used in this document is information given for the convenience of users and does not 
constitute an endorsement.

For an explanation of the voluntary nature of standards, the meaning of ISO specific terms and 
expressions related to conformity assessment, as well as information about ISO's adherence to the 
World Trade Organization (WTO) principles in the Technical Barriers to Trade (TBT), see  www.iso.
org/iso/foreword.html. 

This document was prepared by Joint Technical Committee ISO/IEC JTC  1, Information technology, 
Subcommittee SC 28, Office equipment.

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

The aim of this document is to provide an overview of the current status of ‘office equipment’, to identify 
likely future directions and to show how standardisation of terminology in the form of an ontology 
could provide a strong framework for office automation.

Historically ‘office equipment’ was more clearly defined than it is today. The concept of what 
constitutes ‘the office’ is changing and people no longer have to go to a particular place to perform 
tasks traditionally associated with the office. These tasks include activities such as creating or copying 
documents, reading reference books and preparing presentation materials can now be carried out in 
many different environments as shown in Figure 1.

Figure 1 — Ideas of what constitutes an office are changing rapidly

The set of tools and equipment traditionally available to office users has also expanded and now includes 
on-line document creation and sharing, high quality colour displays, digital projection equipment, video 
communication and so on. Indeed there seems to be a new class of equipment, used to enable tasks 
traditionally associated with ‘the office’, introduced each year.

Consequently, there is no longer a clear boundary between office, personal, industrial and commercial 
documents as many of the same design tools and reproduction equipment are used across all of these 
sectors. For example, Microsoft Publisher, Adobe InDesign and Microsoft Word are used to create 
company brochures, personal documents and product handbooks.

With the advent of high-speed internet, there is no longer a need for ‘office workers’ to be in the same 
location and, in many cases, companies operate a virtual office with members working from many 
different locations. To support this, documents are made available in a central repository, for example 
using a document management system, and can be viewed, modified and printed at any location as long 
as the user has the required rights.

When considering requirements for future office standards it is important to consider these recent 
developments and also to think about what users will expect to be able to do in future. Given the fact 
that the same range of systems and supporting software are used for several different purposes, the 
scope of these standards should also be considered. One option would be to focus on the set of tools 
used to communicate business ideas, particularly the creation, display, printing, copying, distribution 
and archival of documents.

In a Scientific American article in May 2001[4], Tim Berners-Lee proposed a concept that he referred 
to as ‘the Semantic Web’. He envisaged the development of the internet in such a way that information 
could be identified by structured metadata, for example its type, creator, intended use and so on. 
In this article the authors observe that three of the important technologies are already in place: 
eXtensible Markup Language (XML)[26], the Resource Description Framework (RDF)[5] and Uniform 
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