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Functional Requirements for Electronic Records Management Systems
A Summary Statement
The project aims to support Hollywood Organic Co-op organization in ensuring that records of business activities transacted through its new electronic records management systems are appropriately identified and managed by:
a. improving electronic recordkeeping practices; 
b. reducing the duplication of effort and associated costs in identifying a minimum level of recordkeeping functionality for electronic records management systems; 
c. Establishing greater standardization of recordkeeping requirements for software vendors across different jurisdictions. 
Project Objectives
The functional requirement document aims to develop Hollywood Organic Co-op organization requirements for electronic records management systems, and to evaluate available software products against these requirements. 
How the security objectives for the EDMS align with the business objectives
 There are three main areas of requirement for the Hollywood Organic Co-op organization: 
· the ability to build and maintain a file plan structure, consisting of a hierarchy of folders that group together electronic records for management and access, and to which all records are classified 
· the ability to declare an electronic document as a corporate record, and to maintain its integrity as an authentic representation of a business action or decision 
· The ability to consistently manage the retention and disposition of folders of electronic records, retaining what should be kept and disposing of what should not.
 Identify and describe document access controls and best practices
The ERMS must support the creation, maintenance and adaptation of an electronic fileplan to which all electronic records will be classified at the time of declaration, by allocation to a folder within the fileplan. 
The ERMS must provide consistent and predictable structuring principles for the electronic fileplan, including at least a three-level hierarchical structure, and support for both numerical coding and a text-based naming system.
 The ERMS must support the concept of open and closed electronic parts, as subsidiary and discrete sub-groupings within an electronic folder, delimited according to rules specified at installation; and the concept of open and closed electronic folders inclusive of their constituent parts. 
The ERMS should be capable of classifying an electronic record by multiple entries within a folder structure and must then manage the referential integrity of all index data. 
The ERMS must be able to retrieve electronic records by search of record metadata, and electronic folders or groups of folders by search of folder metadata; and must enable navigation through the folder structure (Laudon & Laudon, 2016). 
The ERMS must be able to retrieve a complete electronic folder and all the electronic records which have been allocated to the retrieved folder, as a whole group, and present these distinctly from any other retrieved folder.
Critical components of your information security program as it relates to Hollywood Organic Co-op  
The ERMS must enable electronic documents arising in the course of business to be declared as electronic records by an end user, by either: 
a. providing facilities for the capture of electronic documents itself
b.  Providing integration with a different capture environment. 
The ERMS must be able to take into the electronic record management environment:
I. the content of the electronic record including its presentational form or rendition 
II. the structure of the electronic record, retaining its structural integrity (for example, all the components of an e-mail message with attachment(s), or of a web page) 
III. information about the electronic document, for example, the file name and the date of creation - the document metadata 
IV. Information about the context in which the electronic record was originated and declared, for example its originator(s) and the date of declaration - the record metadata (Ginter et al, 2012). 
The ERMS must prevent any changes to: 
a. the content of the electronic record 
b. The metadata of the electronic records (except where specified) once declared as a record, and must maintain electronic record content and metadata together in a tightly-bound relationship. 
The ERMS must maintain access to and visibility of the electronic record content, including the logical content, structure and formatting, over time and through generations of office application software; for example, by use of a multi-format viewer application (Adam, 2007).
Document Lifecycle 
Documents in Hollywood Organic Co-op EDMS shall exist within a defined controlled document lifecycle.  The following are the proposed primary steps in the controlled document lifecycle.
a. Writing documents
b. Review of draft documents
c. Approval of draft documents resulting in controlled documents
d. Access and use of controlled documents 
e. Periodic review of controlled documents
f. Revision of controlled documents, if necessary
g. Retirement of controlled documents
h. Archival of controlled documents
	If necessary, the documents are retrieved from the archive, and then archived again. In record-keeping groups of documents will be distinguished as incoming, outgoing, internal, organizational and regulatory. Such division, as a rule, remains when working in the electronic document management system. At the stage of creating it requires the most time consuming part of the work by entering the information about the document in the electronic document management system. This work will consist of two parts:
1) Entering the details of the document;
2) Entering the document image. 
	To save time in EDMS there will be a service as a document creation according to the pattern. Pattern is a kind of blank document, where one can include all of the repetitive elements. Patterns can be of two types:
· Blank in the form of a file from one of the Office applications. Pattern opens in the home application, and further work is going on there; 
· The text which can be viewed directly in the registration and control document record. 
	The first variant of patterns is more convenient to apply when an organization uses a mixed type of electronic document management: some document processing operations performed in EDMS and a part in live with the use of document paper copies. The second variant is more convenient when working with documents completely goes to the jurisdiction of EDMS. For example, the order for personnel pattern is easier to do in a WORD file, as it will be printed for long term storage (Adam, 2007). The second type of pattern may be used for domestic orders and directions as well. 
Document Retirement
There are two pathways that will be used in Hollywood Organic Co-op EDMS controlled document retirement. Upon release of a new version of a controlled document, the previous version will be retired.  During periodic review or any interim review, a controlled document will be identified for retirement.  In some circumstances, a controlled document shall be retired with no replacement (Ginter et al, 2012). The Quality Assurance document management department will be responsible for retiring documents in accordance with work instruction. 
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