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PROMOCIJAS DARBA APROBACIJA

Promocijas darba veikto pétijumu rezultati ir atspoguloti Sadas

publikacijas:

1) Leikums, T. (2012) ‘Elektroniska dokumentu aprite Latvijas un
lgaunijas valsts parvaldes iestades’, no: Sabiedriba un kultira: Robezas
un jauni apvarspi, 19.-20. maijs, 2011. (159.-168.lpp.), ISSN 1407-
6918;

2) Leikums, T., Cevere, R. (2011) ‘Electronic Document Management in
Public Sector. Why?” in: 6th International Scientific Conference
., Students on their Way to Science”: Collection of Abstracts, 27 May
2011 (pp. 55). Jelgava, Latvia: Jelgavas tipografija;

3) Leikums, T., Cevere, R. (2012) ‘Electronic document management
Outsourcing and cloud-computing possibilities for public sector’, in:
Proceedings of the 5-th International Scientific Conference Applied
Information and Communication Technologies, 26-27 April 2012 (pp.
55-61). Jelgava, Latvia: Faculty of Information Technologies, Latvia
University of Agriculture, ISBN 978-9984-48-065-7;

4) Leikums, T. (2012) ‘Managing human factors in implementing
electronic document system in the public sector’, in: 6th International
Conference "Challenges of the Knowledge Society”, 11-12 May 2012
(pp. 2046-2053), Bucharest, Romania: ,,Pro Universitaria” Publishing
House, ISSN 2284-6972. Indexed in: EBSCO CEEAS; DOAJ; Index
Copernicus International; Ulrich's

5) Leikums, T. (2012) ‘A study on electronic document management
system integration needs in the public sector’, International Journal of
Advances in Engineering and Technology, vol. 5, issue 1; pp. 194-205,
ISSN 2231-1963. Indexed in: DOAJ, getCITED, Index Copernicus
International, Global Education Index, bibme, CiteSeerX, OpenDOAR,
refseek, JournalFinder, Scribd, academiclndex, scirus, Microsoft
Academic Search and others.

6) Leikums, T. (2012) ‘Managing human factors in implementing
electronic document system in the public sector’, Romanian Review of
Social Sciences, No.2, pp. 21-30, ISSN 2284-547X. Indexed in: Getinfo,
WorldCat, WZB, Index Copernicus, New Jour Catalog, EBSCO.

7) Leikums, T. (2013) ‘Electronic document archiving problems and
solutions’, in: Proceedings of the 6-th International Scientific
Conference Appplied Information and Communication Technologies;
April 2013; pp. 302-309, ISSN 2255-8586.

8) Leikums, T. (2013) ‘Document Management System Mobility — Main
Trend in Future Document Management’, International Journal of
Computer and Communication Engineering, vol. 2, no. 4, July, 2013;
pp. 505-509, ISSN 2010-3743. Indexed in: crossref, Electronic Journals




Library, Engineering & Technology Digital Library, ProQuest, Google
Scholar, doi System, DOAJ, IET Inspec, Engineering Village.

9) Leikums, T. (2013) ‘A Study on Possibilities of Electronic Document
Circulation in Public Sector for Rural Development’, in: Research for
Rural Development 2013, (pp. 187-196). Jelgava, Latvia, ISSN 1691-
4031. Indexed in: AGRIS, CAB ABSTRACTS, CABI full text, EBSCO
Academic Search Complete, Thomson Reuters Web of Science, Elsevier
SCOPUS.

Pétijumos iegiitie rezultati ir prezentéti Sadas konferences:

1) Liepajas Universitates Dabas un socialo zinatpu fakultates 14.
Starptautiska zinatniska konference ,,Sabiedriba un kultiira: Robezas un
jauni apvar$ni” ar referatu ,,Elektroniska dokumentu aprite Latvijas un
Igaunijas valsts parvaldes iestadeés”, 2011. gada 19. un 20. maijs;

2) Latvia University of Agriculture, 6th International Scientific Conference
»Students on their Way to Science” (Jelgava, Latvia) ar referatu
,Electronic Document Management in Public Sector. Why?”, May 27,
2011;

3) RTU 52nd International Scientific Conference, Section “Information
Technology and Management Science” (Riga, Latvija) ar referatu
“Obstacles for Implementing Electronic Document Management System
in Latvian Public Sector”, October 13-15, 2011;

4) Applied Information and Communication Technologies 2012 (Jelgava,
Latvija) ar referatu “Electronic document management Outsourcing and
cloud-computing possibilities for public sector”, April 26-27, 2012;

5) 6th International Conference "Challenges of the Knowledge Society"
(Bukareste, Rumanija) ar referatu ‘“Managing human factors in
implementing electronic document system in the public sector”, 11-12
May, 2012;

6) Applied Information and Communication Technologies 2013 (Jelgava,
Latvija) ar referatu “Electronic document archiving problems and
solutions”, 25-26 April, 2013;

7) Research for Rural Development 2013 (Jelgava, Latvija) ar referatu “A
Study on Possibilities of Electronic Document Circulation in Public
Sector for Rural Development”, 15-17 May, 2013;

8) 3rd International Conference on Computer Communication and
Management ICCCM 2013 (Kopenhagena, Danija) ar referatu
“Document Management System Mobility — Main Trend in Future
Document Management”, 19-20 May, 2013;

9) Online Conference on Business and Management & Doctoral
Symposium. London Summer Conference 2013 (Londona, Lielbritanija)
ar referatu “Implementing document management systems in public
sector organisations”, 23-30 June, 2013.




Daliba ar promocijas darba izstradi saistitos projektos:

e ERAF finanséta projekta “Zemkopibas ministrijas un tas padotiba esoso
iestazu vienotas informacijas telpas izveide” — projekta darba grupas
vienotas elektroniskas dokumentu vadibas sistémas ievieSanai vadiba,
koordinacija, prasibu analize, Iidzdaliba prasibu specifikacijas,
programmatiiras un arhitektiiras projekt€jumu izstradg;

e ERAF finanséta projekta ,,Zemkopibas ministrijas un tas padotiba esoso
iestazu uz klientu orientétas pakalpojumu sistémas izveide” —
informacijas sisttmu savstarpgjas integracijas planosana, uz klientu
orientetas elektroniskas dokumentu aprites projekt€Sana un lidzdaliba
realizacija;

e A/S ,Rix Technologies” un Latvijas Lauksaimniecibas universitates
petijuma ,,.Dokumentu rangoSanas principu analize un izvertéSana” —
teoretiskas informacijas sagatavosana.

IEVADS

Témas aktualitate

Valsts parvaldes iestadés kvalitativi realizéta dokumentu vadiba ir
sekmigas darbibas galvenais priekSnoteikums. Izstradajot normativos aktus
un likumprojektus, valsts ministrijam un to padotibas iestadém regulari
jaapmainas ar dokumentiem, javeic piedavato izmainu apstiprinasana
dazados strukttirvienibu limenos, ka arT janodod dokumenti parstradasanai.
Tas prasa pareizi apstradat korespondenci, korekti veikt konfiguracijas
parvaldibu un organizgt dokumentu plismu, kas liela méra veido ierednu
ikdienas darbu.

Kvalitativai §1 darba organiz€Sanai butiska nozime ir elektroniskai
dokumentu vadibai. Viens no svarigakajiem punktiem ministriju, valsts
agentliru un citu institliciju savstarp&jas sadarbibas veicinasanai biitu
vienotu dokumentu vadibas sist€ému principu izstrade un pielietosana.

Tirgl pieejams plass spektrs dazadu dokumentu vadibas sistému. Tomér
promocijas darba autora pieredze Latvijas valsts parvaldes institiicija DVS
ievieSana ir lavusi parliecinaties, ka eso$as Latvija un arvalstis izstradatas
dokumentu vadibas sistémas pe&c savas bitibas nelauj realiz€t valsts
parvaldes iestazu vajadzibas. Lidz ar to var tikt izvirzits uzdevums IT jomas
uznémumiem risinat neatbilstibu starp DVS piedavajumu un noteiktas
klases lietotaju vajadzibam, nemot par pamatu IT sfera misdienas arvien
plasak izplatito lietotaju orientéto izstradi (User-centered design) un
lietotaju pieredzes projektesanas (User Experience Design) pieeju.

Sis metodes balstas uz to, ka iesaka neprasit no lietotajiem pielagot savu
attieksmi un uzvedibu, lai macitos un izmantotu sistému. Sist€ému
nepiecieSams izstradat ta, lai ta butu paredz€ta lietotaju esoSo uzskatu,
atticksmes un uzvedibas atbalstiSanai, saistiti ar uzdevumiem, kuru
risinaSanai sisteéma tiek paredz€ta. Viens no galvenajiem Sk&rSliem DVS
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izstradatajiem ir nepietickamas IT jomas parstavju zinasanas par valsts
parvaldes uzp@émumu specifiskam prasibam. Lai risinatu So problému,
promocijas darba ietvaros analizéts dokumentu vadibas process Latvijas
valsts parvalde un citas valstis, apskatitas izmantotds dokumentu vadibas
sistémas (DVS) un to tehnologiskas ipatnibas gan lietvedibas, gan
informacijas tehnologiju aspekta. Papildus tam salidzinatas Latvijas valsts
parvaldg izmantotas misu videi pielagotas dokumentu vadibas sist€émas ar
pasaulé pazistamu programmproduktu funkcionalitati.

Paraleli promocijas darba teorétiskas dalas izstradei veikti praktiskie
pétijumi Latvijas Republikas Zemkopibas ministrija un veiktas dokumentu
aprites mehanisma izmainas organizacijas iekSieng un sazina ar citam valsts
parvaldes iestadém. Veikta informacijas apmaina ar citam Latvijas
Republikas un kaiminvalstu ministrijam, lai izzinatu tajas esoso situaciju
dokumentu aprite. Promocijas darba atspoguloti praktisko péetjumu
secinajumi visos dokumentu vadibas sisteémas ievieSanas posmos un visas ar
elektronisku dokumentu apriti saistitajas aktivitates (dokumentu vadibas
sisttmas integracija ar citam informacijas sisttmam, drosiba, sist€mu
mobilitate, elektronisko dokumentu arhivé$ana, lietotaju menedzments,
arpakalpojumu un makondato$anas iesp&jas).

Promocijas darba mérkis un uzdevumi

Promocijas darba mérkis ir: specificét valsts parvaldei aktualas
elektronisku dokumentu vadibas sistému iezimes un izveidot koncepciju
programmatiiras izstradatajiem dokumentu vadibas sist€ému projektesanai,
sagatavoSanai un ievieSanai valsts iestades.

Promocijas darba sasnieg8anai izstrades procesa veikti §adi uzdevumi:

1) apzinat dokumentu vadibas sferas specialistu ieteikumus parejai uz
elektronisku dokumentu apriti, apliikot tos publiska sektora konteksta un
pielagot valsts parvaldes iestazu vajadzibam;

2) analizét biezak lietoto dokumentu vadibas sistému pielietojumu un
funkcionalitati, definét un noteikt prasibu prioritates valsts parvaldes
iestazu vajadzibam;

3) definét nepiecieS$amo universalas dokumentu vadibas sist€émas
funkcionalitati valsts parvaldes elektronisko dokumentu vadibas
modelim;

4) aplikot valsts parvaldes iestazu izmantotas dokumentu vadibas sisteémas
un definét kop€jos elementus;

5) sagatavot ieteikumus valsts parvaldes iestazu parejai uz elektronisku
dokumentu apriti, balstoties uz praktiskajos pétljumos iegiitajiem
secinajumiem;

6) izstradat vienotus principus elektronisku dokumentu apritei valsts
parvaldes iestades, ta rezultata paaugstinot dokumentu aprites procesa
efektivitati;




7) piedavat risinajumus elektroniskas dokumentu vadibas un dazadu
dokumentu vadibas sisttmu pielietoSanas problémam valsts parvaldes
sektora;

8) definét vienotus kriterijus dokumentu vadibas sistemas iegadei vai
izstradei valsts parvaldes iestadg;

9) noteikt pamatprincipus dokumentu vadibas sistému izstradatajiem
sisteémas ieviesanai valsts institicijas.

Pétijuma metodes

P&tfjuma veiksanai izmantota $ada metodika:

1) valsts parvaldes iestazu dokumentu aprites procesu apzina$ana un
izpéte;

2) literattiras un interneta avotu analize;

3) pasaulé  pieejamo  popularako  dokumentu vadibas  sistému
funkcionalitates apzinaSana, analize un salidzinasana ar valsts parvalde
pielietotajam;

4) kopgjo raksturlielumu identificéSana un pamatprincipu izstrade
dokumentu vadibas sistémas izvélei, ievieSanai un izmantoSanai
publiskaja sektora;

5) sadarbiba ar dokumentu vadibas sistému izstradatajiem, lai definétu
optimalo shému sist€émas projekté$anai, izstradei un ievieSanai valsts
iestadg;

6) lidzdaliba elektroniskas dokumentu vadibas sistémas ievieSana valsts
parvaldes iestad@s visos posmos: tehniskas specifikacijas sagatavosana,
iepirkuma, sist€émanalizg, izstrade, test€sana, ievieSana, administréSana.

Zinatniska novitate

Promocijas darba zinatniskais jaunieguvums ir:

e radits informativais modelis dokumentu  vadibas  sistemu
programmatiiras izstradatajiem produktu veidoSanai valsts institiicijam,;

o definéta publiskajam sektoram svarigaka dokumentu vadibas sist€ému
funkcionalitate un kvalitates prasibas;

e sagatavota informacijas pamatkopa nacionala elektroniskas dokumentu
aprites standarta izstradei;

e definétas Austrumeiropas valsttim specifiskas dokumentu vadibas
sistému prasibas un skaidrotas dokumentu aprites Ipatnibas;

e doti ieteikumi elektroniskas dokumentu vadibas koncepta attistibai
valstiska méroga;

¢ izveidota metodika dokumentu vadibas sistému izstradei un ievie$anai.

Pétijuma tezes

e Publiska un privata sektora dokumentu aprite ir parak atskiriga, lai valsts
parvalde var€tu sekmigi lietot privatajiem uzpémumiem izstradatas
dokumentu vadibas sistémas.




e Austrumeiropas valstu, t.sk., Latvijas dokumentu aprite ir Tpasi
sarezgita, jo apvieno elementus no bijusas Padomju valstu dokumentu
aprites un Eiropas Savienibas dokumentu vadibas miisdienas;

e Dokumentu vadibas sistéma var klat par centralo elementu valsts
iestades vai vairaku pat institliciju vienotaja informacijas telpa.

e Latvijas IidzSingja pieredze cela uz elektronisku dokumentu apriti
liecina, ka elektronisko dokumentu vadibas sekmigai ievieSanai
valstiska meéroga trikst nacionalais elektroniskas dokumentu aprites
standarts. Tam jaietver ne tikai tehniska informacija, bet ari
rekomendacijas par citiem, t.sk., cilvékresursu vadibas faktoriem;

e Dokumentu vadibas sistémas ievieSanas procesa pastav dazadi risku
veidi, kuri janem veéra pareja uz elektronisku dokumentu vadibu:
administrativie, tehnologiskie, ka arT ar personalu saistitie riski.

e Pareja uz elektronisku dokumentu vadibu ilgtermina lauj ietaupit
lidzeklus salidzinajuma ar papira dokumentu apriti, ka arT nodroSina
valsts institliciju datu integritates uzlaboSanu un valsts iestazu
savstarpgjas komunikacijas paatrinasanos.

Praktiska vertiba

Promocijas darba ietvaros veikta visaptverosa elektroniskas dokumentu
vadibas sferas analize, lai rezultata varétu izvirzit pamatprincipus, kas
pielietojami jebkuras attistibas valsts pareja uz elektronisku dokumentu
apriti. Principi iedalami dazadas grupas, sakot ar apzinasanas posmu, ka
nepiecieSama dokumentu vadibas digitalizacija, beidzot ar elektroniskas
dokumentu vadibas sistemu iegadi un lietoSanu valsts parvaldes iestades.
Sie principi un priekslikumi var tikt izmantoti gan pareja uz elektronisku
dokumentu apriti, gan esoSas elektroniskas dokumentu aprites uzlabosanai
valsts parvaldes méroga.

Promocijas darbs izmantojams ka informativa baze dokumentu vadibas
sistému programmatiiras izstradatajiem, kas plano savus produktus gatavot
un piedavat valsts institicijam. P&tjjuma ietvaros akcentéta publiskajam
sektoram svarigaka dokumentu vadibas sisttmu funkcionalitate, analiz&ts
projekta sagatavoSanas, sist€manalizes, sist€mas izstrades un ievieSanas
posms, ki arl pirmie soli sistémas lietofana. IpaSa uzmaniba pievérsta
tadiem programmatiiras izstradatajiem aktualiem jautajumiem ka
makondatosana, drosiba, dazadu informacijas sistému savstarpgja
integracija, mobilo sisteému veidoSana.

Lai arT promocijas darba ietvaros veiktie petfjumi visnozimigakie ir
programmatiiras izstradatajiem dokumentu vadibas sistemu izstrades un
ievieSanas faze, tie ir izmantojami ar1 valsts parvaldes sektora visas fazes
pareja no tradicionalas papira dokumentu aprites uz elektronisko dokumentu
apriti. Darba ietvaros aplukoti visi svarigakie jautajumi, sakot ar
elektroniskas dokumentu vadibas nepiecieSamibas pamatojumu, sist€émas
izveli, ievieSanu, lietotaju vadibu, un beidzot ar pasas sisteémas lietoSanu un




uzturéSanu. Nemot veéra principiali atSkirigo promocijas darba
mérkauditoriju, visi problémjautajumi apliikoti divos aspektos: no
programmatiiras izstradataja puses, ka ari pasititdja un lietotaja — valsts
parvaldes iestades — skatfjuma.

Ta ka elektroniska dokumentu vadiba pasaulé popularitati gist tikai
pedgjas desmitgades laika, promocijas darbam ir nozimiga pé&tijjuma vertiba
arT starptautiskd meroga. Petijums izmantojams jebkura attistibas valstt, kas
velas pakapeniski pariet uz tikai elektronisko dokumentu vadibu vai vismaz
elektronizét dalu no birokratijas procesiem. Tapat tas aktuals arT valstis,
kuras dokumentu vadiba jau notiek elektroniski, bet nepiecieSams veikt
uzlabojumus radttajas sisteémas.

Ipasi nozimigs pétijums ir Austrumeiropas un bijuias Padomju Savienibas
bloka valstim, t.sk., Latvijai. ST valstu grupa ir unikala pasaules méroga, jo
dokumentu vadibas process ir dazada rakstura — tiek izmantotas gan agrakas
dokumentu aprites un nomenklatiras iestradnes (p€c kuram veél paslaik
strada Krievijas valsts parvalde), gan Rietumeiropa un Ziemelamerika
izmantotie dokumentu vadibas principi. Promocijas darba autors p&tijuma
ietvaros analiz€ iesp&jas apvienot un kombin&t abas mingtas pieejas
elektronisko dokumentu aprité.

Promocijas darba struktiira un apjoms

Promocijas darbs ir uzrakstits latviesu valoda, satur anotacijas, ievadu, 3
nodalas, nobeigumu un secinajumus, literatiiras sarakstu un 5 pielikumus,
taja skaita 6 tabulas, 22 attélus, 8 shé€mas, kopa 167 lappuses. Darba
izmantoti 122 literatiiras avoti.

1. ELEKTRONISKO DOKUMENTU VADIBA UN
VALSTS PARVALDE

Dokumentu vadibas process valsts parvalde eksistgjis vienmer — tie tikusi
strukturéti map@s, cirkulgjusi pa noteiktam aprites plismam, saskanoti,
vizeti, parakstiti, numuréti un arhivéti. Informacija tiek sapemta pa
dazadiem datu kanaliem gan elektroniska, gan papira forma. Par visu
ienakoSo dokumentu apstradi parasti ir atbildiga lietvediba, kas tos klasificg,
ievada metadatus, registré dokumentu vadibas sisttma un nodod iestades
vaditajam izskatiSanai. lestades vaditdjs nodod sanemtos dokumentus
struktiirvienibu vaditajiem izpildei. Struktiirvienibu vaditaji tos var nodot
talak uz padotajam nodalam. Process turpinas, kamer ienakosie dokumenti
nonak pie darbiniekiem — gala izpilditajiem. Gala izpilditajs izskata sanemto
dokumentu un piegem lémumu, vai nepiecieSams sagatavot atbildes
nositamo dokumentu. Iespgjams ari, ka iestade gatavo iniciativas vestuli,
kas nav atbilde uz sanemto dokumentu, tacu talaka aprite abiem $ada veida
dokumentiem nostitamo dokumentu plisma ir Iidziga. Gala izpilditaja
sagatavotais dokuments tiek nodots saskapoSanai un vizéSanai
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struktlrvienibu vaditajiem hierarhijas ietvaros, un iestades vaditajam
parakstiSanai. P&c nosiitamo dokumentu plismas principiem darbojas ar1
dazadu citu dokumentu sagatavos$ana (normativie akti, lémumi u.tml.) — tie
tiek sagatavoti, saskanoti, vizéti un parakstiti. PE&c dokumentu parakstisanas
iestades lietvediba tos registré un nosita adresatiem. lesp&ami gan argjie
adresati, gan ar7 iek$gjie adresati. Paraléli dokumentu gatavoSanai darbojas
dazada Iimena kontroles. Valsts iestades strada ar1 ar ierobeZotas
pieejamibas informaciju, ko sanem no dazadam valsts vai starptautiska
méroga slepenas informacijas sistémam, ka arT apmainas dokumentiem ar
dazadam valsts informacijas sisttmam. P&c likumdosSanas aktos noteiktajam
dazadu dokumentu veidu uzglabasanas terminu beigam tie tick nodoti valsts
arhivam.

Prasibas attieciba uz elektronisko dokumentu apriti un elektronisko
dokumentu vadibas sisttmu publiskaja un privataja sektora atskiras.
Dokumentu vadibas sisteému izstradataji savus produktus parsvara poziciong
ka biznesa rikus, un to funkcionalitate ir pielagota privata sektora
vajadzibam. Tomer universali dokumentu vadibas programmprodukti ne
vienmer ir piemeroti liectoSanai valsts iestades. AtSkiribas starp elektronisko
dokumentu apriti publiskaja un privataja sektora 1idzsingjos p&tijumos nav
plasi apliikotas. Viens no pilnigakajiem ir Josipa Brumeca, Zelko Dobroviéa
un Martinas Tomicicas pétijums (Brumec et al., 2006), kura salidzinats
valsts parvaldes un privata sektora dokumentu vadibas modelis.

Lai arT tie kalpo vienam un tam pasam mérkim, elektroniskos dokumentus
nekada gadijuma nevar uzskatit par vienlidzigiem ar papira dokumentiem.
Elektroniskie dokumenti ir atSkirigi gan formas, gan satura zina, gan ar
procesiem, kas saistiti ar dokumentu vadibu, pieméram, dokumenta
autentiskuma pieradiSanu, uzglabasanu, arhivéSanu u.c. Nemot vera
elektroniska dokumenta bitibu jeb to, ka tas vairs nav atkarigs no agraka
informacijas nes€ja — papira, palielinas arT pasa dokumenta satura variacijas.
Dokuments var saturét ne tikai tekstu un attélus, bet ari dazadus citus
objektus. Elektroniska dokumenta dzives cikls un pielietoSana atSkiras no
papira dokumenta. Citada ir gan dokumenta izveide, gan mekleSana, gan
nogade adresatam vai public€Sana, gan arhivéSana un dz&Sana.

Valsts parvaldes iestades vienm&r darbojas saskapa ar dazadiem
normativajiem aktiem. Visas to funkcijas, darbibas metodes, hierarhija un
pienakumi ir definéti likumos, reglamentos, noteikumos, kartibas un citos
normativajos aktos. Analogiski ka ar citiem procesiem valsts organizacijas,
arT dokumentu vadiba un lietvediba ir reglamentgta gan ar ieksgjiem, gan
argjiem noteikumiem. Katra valstl ir savs likumdosanas aktu kopums, kas
reglamenté dokumentu vadibu. Galvena probléma Austrumeiropas valstis ir
ta, ka Sie normativie akti ir veidoti daudzus gadus iepriek§ un paredzgeti
papira dokumentu apritei. Lai nodrosinatu elektronisku dokumentu apriti,
nepiecieSami jauni likumi un noteikumi to izpildei. To izstrade var aiznemt
vairakus gadus, tapec ka viens no risinajumiem ir kada dokumentu aprites
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standarta pielagoSana (ka popularakos var minét MoReq2, DoD 5015.2,
DOMEA). Tomér promocijas darba autors vélas noradit, ka $ie standarti ne
vienmer pilnvertigi aptver visus publiskas parvaldes dokumentu aprites
procesus. Piem@ram, MOReq standarts pilniba aptver visus lietvedibas
jautajumus: dokumentu veido$anu, registraciju, uzglabasanu, arhivé$anu un
iznicinasanu, tadgjadi ilustréjot visu dokumenta dzives ciklu. Tom&r MoReq
standarta nav ietverti ar darba organizaciju saistiti jautajumi, pieméram,
uzdevumu izpildes kontrole, saskanoSana, DVS integracija ar citu
programmatiru. Ka vienu no risinagjumiem autors iesaka nacionala
elektronisko dokumentu vadibas standarta izstradi katra valstl. Tomer tas ir
ilgstoss process, kura jaiesaistas visam valsts parvaldes iestadem.

Elektroniska dokumentu aprite ir viens no galvenajiem principiem, péc ka
var vertét valsts attistibu 21. gadsimta un e-parvaldes briedumu.
,»Elektronisko pakalpojumu attisttba un elektroniskas dokumentu aprites
nodro§inasana ir viens no vissvarigakajiem priekSnosactjumiem talakai
valsts parvaldes attistibai un adekvatai komunikacijai starp valsts iestadem
un iedzivotajiem.” (Leikums, 2013: 193) Ja valsts iestade joprojam lielako
dalu dokumentu pienem papira forma, tas liecina ne tikai par pasas
institicijas zemo attistibu digitalaja laikmeta, bet ari par sabiedribas
kitrumu attieciba uz jauno tehnologiju izmanto$anu.

Dokumentu vadibas sistému attistiba kop$ pagajusa gadsimta 80. gadiem
norada uz dazadam tendencém un turpmakajam DVS perspektivam.
Turpmakajos gados par svarigako kliis sist€émas mobilitate, makondatoSanas
risindjumi un integracijas iespg€jas ar citam sistémam. Perioda no 2003. lidz
2008. gadam izstradatas dokumentu vadibas sisteémas bija kvalitativas, &rti
lietojamas un stabilas. Par to liecina, pieméram, tas, ka Latvija vairakas
valsts parvaldés joprojam tiek izmantotas DVS no miné&tas piecgades.
Tomér miisdienas §is sistémas uzskatdmas par novecojusam dazadu
apstaklu del:

1) servera puses tehniskie risinajumi vairs nav dro§i izmantoSanai
(pieméram, Windows 2000 Server, novecojusas SQL datubazu versijas
u.tml.);

2) lietotaja datora puses risindgjumi vairs nav dro§i izmantoSanai
(piem@ram, sisttma gatavota instalésanai Windows XP operétajsisteéma
vai tas darbinaSanai nepiecieSama novecojusi platforma, piemeram,
.NET Framework 1.1 u.tml.);

3) interneta vidé darbojosas DVS izmanto nedroSas tehnologijas
(pieméram, novecojuSas Java versijas, Microsoft Internet Explorer 6
versijas u.tml.);

4) sisteémas nav sp&jigas darboties ar elektronisko parakstu;

5) funkcionalitate, saskarnes un sistémas dizains vairs neapmierina
lietotajus;
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6) sisttmas nav spgjigas apstradat/uzglabat pietickami lielu skaitu
dokumentu, jo to izstrades laika elektronisko dokumentu aprite bija
ievérojami mazaka.

Peédgjo piecu gadu laika lielaka dala DVS izstradataju piedava sist€mas,
kas lietojamas, izmantojot tikai interneta parlikprogrammu. Prognozgjams,
ka arT turpmak lielaka dala dokumentu vadibas sistému tiks izstradatas
lietoSanai interneta vide. Lai arT to veiktsp&ja salidzinajuma ar sistemam,
kas balstas uz lokali instalétas klienta puses programmatiiras bazes, ir
nedaudz zemaka, tomér lietoSanas un administréSanas &rtibas atsver
minusus.

Organizacijam bitu jaizmanto DVS, kas ir piem&rotas iestades serveru un
darbinieku datoru programmnodroSingjumam. Elektroniskas dokumentu
vadibas sfera nepartraukti attistas, tadel ari dokumentu vadibas sist€mai
jabuit musdienigai un ar visu iestadei nepiecieSamo funkcionalitati. Pedgjos
gados izstradatas DVS ir funkcijam bagatas, droSas, mobilas un sp&jigas tikt
gala ar sarezgitiem dokumentu aprites uzdevumiem. Tomér tas ne vienmeér
ir piemérotas valsts parvaldes vajadzibam dazadu faktoru d&l. Dokumentu
vadibas sist€mu izstradataju metodika — veidot universalas DVS, kas
piemérotas visam lietotaju grupam — valsts parvaldei nav piemérota, jo tas
prasibas atSkiras no privata biznesa uzpémumiem. Publiska sektora
dokumentu aprites modelis ir komplicéts ar lielu skaitu dazadu niansu,
kuras janem véra. Parejai uz elektronisku dokumentu apriti valsts parvaldé
nepiecieSama Tpasa pieeja, kas ietver ne tikai programmatiiras iegadi, bet ari
biznesa procesu izmainas, likumdosSanas aktu pielago$anu vai parstradi.
Atseviskos gadijumos var but velama pat jauna dokumentu vadibas
standarta izveide vai esosa standarta pielagoSana.

Dokumentu vadibas sistémas izstradatajam, projekt€jot, izstradajot un
ievieSot DVS, wuzmaniba japievér§ visdazadakajiem jautdjumiem:
veiktsp&jai, droSibai, mobilitatei, lietojamibai, ievieSanas procesam,
testéSanai, uzturéSanai, tehniskajam atbalstam u.c. Tomér, aplikojot DVS
valsts parvaldes konteksta, promocijas darba autors izdala vissvarigakos ar
sistémas funkcionalitati tiesi nesaistitus elementus publiskajam sektoram:

e drosiba;
mobilitate;
sistému integracija;
arhivésana;
makondatosana.

Papildus jau minétajam dokumentu aprites Ipatnibam publiskaja sektora
jamin ar1 izteiktas atSkiribas starp Rietumeiropas un Austrumeiropas
valstim. Rietumeiropas valstu ekonomika, politika un valsts parvaldes
modeli ir tuvaki Ziemelamerikas un galvenokart ASV paraugam, savukart
Austrumeiropas valstls joprojam jatama padomju laiku ietekme. Apskatot
valsts parvaldes darbibu, Latvijas modelis vairak atgadina Krieviju neka
Rietumeiropas valstis. Tas jutami ietekmé arT promocijas darba pétniecibas

13



sferu — dokumentu apriti. Literatiira dokumentu aprites atskiribas Rietumu
un Austrumu valstis parsvara apliko dazadi Krievijas dokumentu vadibas
specialisti:  Djac¢enko, Orehovs, Karcevs, Sapoznikovs, Busujeva,
Nazarenko. Promocijas darba autors analiz&jis min€to specialistu p&tjjumus
par dokumentu vadibas un aprites atskirtbam, ka ar7 salidzinajis Rietumu un

Austrumu dokumentu vadibas sisttmas un to funkcionalitati.
kura

rezultata sagatavota  tabula,

Analizes

pretnostatita  Rietumvalstu  un

Austrumvalstu pieeja dokumentu vadibai (skat. 1.1. tabulu).

1.1.tabula

Rietumu un Austrumu DVS ipatnibas un svarigakie raksturlielumi

Dokumentu vadiba — Rietumvalstu
piegja

Dokumentu aprite — Austrumvalstu
pieeja

Apzim&jums Rietumvalstis -
Electronic Document Management

ApzIim&jums Austrumvalstis -
DnekmpoHHbLiL OOKYMEHmM0000pom

Dokumentu aprite tiecas uz horizontalu
virzienu. lestades cenSas panakt, lai

jebkur§ sapemtais dokuments bez
aizkavé$anas nonaktu pie gala
izpilditaja. Jebkurs nosiitamais

dokuments veic péc iesp&jas isako
saskano$anas un vizés$anas celu.

Dokumentu apritei ir izteikta hierarhija
un vertikala struktiira. Jebkur§ sapemtais
dokuments sakotng&ji nonak lietvediba, bet
pEc tam secigi, ar rezoliiciju palidzibu un,
iesaistoties dazada limena vaditajiem, tiek
nodots gala izpilditajam. Arl sagatavota
atbildes dokumenta cel§ pretgja virziena
ir analogiski ilgs.

Eiropas rietumu valstis un ASV
neeksiste tads jedziens ka lietvediba un
amats lietvedis. Dokumentu vadiba un
arT elektronisko dokumentu vadiba ir
procesi, kuros iesaistiti visi
organizacijas  cilvéki, bet  par
dokumentu kontroli, terminiem un
strukttiru atbildigi vaditaji. Dokumentu
vadibas sisttmas konfiguréSanu un
administréSanu veic IT personals.
Vienigais process, kas saistits tikai ar
dokumentiem un to strukturéSanu
Austrumeiropas valstu izpratng, ir
ierakstu jeb arhiva vadiba (records
management). Ta ir atbildiga par
dokumentu dzivesciklu péc tam, kad
beidzies to izmantoSanas laiks.

Jau kop$ papira dokumentu aprites
laikiem dokumentu kustiba organizacija
tiek dokumentéta registracijas Zurnalos,
tiek veidotas registracijas kartinas katram
dokumentam. Tadgjadi vienmer
pastavéjis  izteikts  organizatoriskais
nodalfjums: vaditaji un darbinieki, kas
darbojas tikai ar dokumentiem vai to
kopijam, un lietvediba, kas darbojas ar
dokumentu _metadatiem _un __aprites
organizaciju. Resursu un iespg&ju trikumu
dél lietvediba meédz veikt ari DVS
administréSanas  un  konfiguréSanas
funkcijas.

Informacija un dokumenti tiek izplatiti
DVS uzdevumu veida atbildigajiem
darbiniekiem. Izmantojot mekl€Sanas
iespgjas, tiem ir iesp&jas un tiesibas
aplikot ari  citus  organizacijas
dokumentus.

Stingra informacijas piekluves
reglamentacija. Tiek veidoti dazadi
informacijas piekluves Iimeni un vienas
iestades ietvaros defingtas atSkirigas
piekluves registriem un nomenklatiras
lietam, atkariba no darbinieka
struktiirvienibas un amata.
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1.1.tabulas nobeigums

Dokumentu vadiba — Rietumvalstu
pieeja

Dokumentu aprite — Austrumvalstu
pieeja

DVS ietver dazadus rikus, lai atbildigo
darbinieku  inform&tu par vipam
adreséta uzdevuma terminu:
pazinojumi uz e-pastu, atgadinajumi
sisteéma.

No lietvedibas puses tiek veikta
nepartraukta ar dokumentiem saistito
biznesa procesu statusa kontrole (izpildes
kontrole). Uzdevumu ar kavétiem izpildes
terminiem izpilditajus lietvediba par
parkapumu informé telefoniska veida vai
klatieng.

Jebkur§  parakstits  vai  registréts
dokuments tiek uzskatits par
neaizskaramu un nemainamu. DVS nav
[idzeklu izmainu veikSanai dokumentos
pEc minétas statusa mainas.

Informacijas ,,parveidosana” notiek péc
nepiecieSamibas; iesp&ama izmainu
veikSana dokumentos pec to
parakstiSanas vai registréSanas. DVS
ietver  specialus,  administratoriem
pieejamus lidzeklus dokumentu
izmainam ari péc parejas minétajos
statusos.

Primarais objekts DVS — dokuments un
ta informacija.

Primarais objekts DVS — dokuments un
ta izpilde.

Dokumenta metadatu aizpilde ir gala
izpilditaja vai veidotaja pienakums. Tas
tieck veikts ar atbildibas sajitu par
korektu metadatu ievadi, lai dokuments
iestadé bitu viegli atrodams un
identific€jams.

Par dokumenta metadatu aizpildi parasti
atbildiga iestades lietvediba. Tiek
izmantots papildus dokumentu
grupélanas veids dokumentu registriem
un veidiem — lietu nomenklatiira.

Dokumentu mekl&$ana notiek parsvara,
izmantojot to metadatus, pieméram,
nosaukumu vai atslégas vardus. DVS
iestradata pilna teksta mekléSana, kas
lauj meklet informaciju ar1 dokumentu
satura, ne tikai aprakstoSaja informacija.

Dokumentu mekléSana notiek parsvara,
izmantojot lietu nomenklatiiru, nevis
citus metadatus.

Atskaites un parskati DVS tiek
izmantoti, lai izvértétu iestades darbibas
produktivitati un planotu iesp&jamos
uzlabojumus. DVS ietver specialus
parskatus, lai noteiktu, kura
struktiirvieniba dokumentu aprité ir
parslogota.

Atskaites un parskati DVS tiek
izmantoti, lai kontrolétu struktiirvienibas
un to uzdevumu izpildi. Balstoties uz
parskatu  informaciju, tiek sekots
dokumentu uzdevumu izpildei dazados
Iimenos, un iestades vadiba analizé
kavétos darbus. DVS ietver specialus
parskatus, lai noteiktu, kura
struktiirvieniba kavé darbu izpildi.

Atskiribas starp dokumentu vadibu Austrumu un Rietumu valstis ir véra
nemamas un tas nopietni ietekmé art elektronisko dokumentu apriti. Latvija
un citds Austrumeiropas valstls dokumentu vadiba un aprites procesi ir
sarezgitaki neka rietumu pasaulé. Publiska sektora pieeja dokumentu
vadibai apvieno gan principus no bijusas Padomju Savienibas (pastiprinatu
dokumentu izpildes kontroli, lietu nomenklattiru, iestades ieks$€jos arhivus,
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stingru hierarhisko strukttiru u.c.), gan rietumu pasaules satura vadibas
principus (plaSas iesp€jas dokumentu mekl€Sanai, satura apstradei, &rtu
dokumentu veidoSanu un redigéSanu u.c.) Abu S$o pieeju sintézei
nepiecieSamas 1pasa veida un funkcionalitates DVS, kuru izveides principus
autors analizé promocijas darba ietvaros.

2. DOKUMENTU VADIBAS SISTEMAS IZVELE,
IEVIESANA UN LIETOSANA

DVS ievie$ana nav tikai informacijas tehnologiju process. Pareja uz
elektronisku dokumentu apriti vai eso$as sist€émas maina var veicinat arl
ievérojamas biznesa procesu izmainas. Tadeél visos posmos vélama ir
iestades vadibas un toposo sist€émas lietotaju lidzdaliba. IevieSot dokumentu
vadibas sisteému, ar kuru stradas lielaka dala vai pat visi iestades darbinieki,
cilvékresursu vadibai ir loti liela nozime. Paraléli tehniskajiem procesiem,
pieméram, sistémas funkcionalitates definéSanai, saskarpu izstradei u.tml.
liela uzmaniba japieveér§ arl lietotaju rokasgramatu izveidei, darba
paradumu analizei un dokumentu aprites Tpatnibam pasa iestade.

2.1. DVS nepiecieSamiba un izvéle

Dokumentu vadibas sistémas izvéles process ietver tris galvenos solus:

1) apzinasanas, ka nepieciesama DVS maipa vai jaunas DVS

izstrade/iegade;

2) finansialo ieguvumu izverté$ana,

3) konkrétas sisteémas vai izstradataja izvéle.

Pirmaja no Siem posmiem iestadei jaizverte, kadas ir prieksrocibas no
parejas uz elektronisku dokumentu apriti vai jaunas sist€émas ievieSanas.
Otraja soli javeic aprekini, vai DVS ievieSana ir finansiali izdeviga
ilgtermina. Tresaja solt jauzsak tirgus izpete un jaanalizeé pieejamas DVS un
to iespgjas.

Ka galvenas prieksrocibas parejai uz elektronisku dokumentu vadibu
promocijas darba autors defing: dokumentu mekleéSanas iespgjas,
informacijas drosibu, atru dokumentu apriti un automatizetas darbplismas,
videi draudzigu pieeju, augstaku klientu apkalposanas kvalitati, finansialos
ieguvumus, attalinatas piekluves iesp€jas, atbilstibu normativo aktu un
audita prasibam, organizacijas iek$€jas komunikacijas uzlaboSanos,
kopdarbibas iesp&jas un dokumentu kvalitates paaugstinasanos. DVS var
ieveérojami uzlabot arT dokumentu aprites procesa efektivitati. Promocijas
darba autors defineé Sadus valsts parvaldes dokumentu aprites procesa
efektivitates kriterijus:

e atrums (dokumentu aprite notiek bez véra nemamiem partraukumiem;

jebkura veida dokumenti nonak pie ar tiem saistito uzdevumu gala
izpilditajiem ne ilgak ka vienas darbadienas laika; dokumentu
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sagatavoSana ir operativa, jo tiek izmantotas iepriekSdefinétas
veidlapas);

o stabilitate (dokumentu aprites shéma ir skaidra visiem darbiniekiem;
dokumenti nekad netiek nozaud@ti un vienmér nonak pie ar tiem saistito
uzdevumu izpilditajiem);

o clastigums (dokumentu aprites procesu var modificét pec vajadzibas;
darbpliismas ir korigéjamas un mainamas katram dokumenta veidam vai
izpilditaju kopai);

e kontrolgjamiba (jebkura dokumenta un uzdevuma statuss ir
identificgjams un kontrol&jams no jebkura §1 dokumenta vai uzdevuma
aprite iesaistita darbinieka puses).

Analizgjot, vai DVS ievieSana var but finansials ieguvums, promocijas
darba autors valsts iestadei piedava vispirms izvertet esoSo dokumentu
vadibu un parverst to finansialas mérvienibas. DVS nepiecieSamiba valsts
iestade misdienu pasaulé ir viegli pamatojama, ari finansiali, tomer ne
vienmer iestades vadiba to izprot. VElmei pariet uz elektronisku dokumentu
apriti biitu janak tiesi no iestades vadibas, jo tieSi vaditaji ir atbildigi par
iestades finanSu izlietojumu un atskaitiSanos par to. Piedavajot DVS
risindjumu valsts institicijai, velams, lai izstradatajs varétu sagatavot
pieméra aprékinus ar realiem datiem, lai pieraditu, ka ilgtermina dokumentu
vadibas sist€mas ievieSana ir finansiali izdeviga. Tapat DVS izstradatajam
japiedava specialistu palidziba valsts iestades finansialo ieguvumu
izvértéSanai un péc aprékinu veikSanas jasniedz objektivi rezultati un
ieteikumi.

Pirmkart, jaizprot galvenais dokumentu vadibas sist€mas méerkis
organizacija. Butiski izvertét Cetras lielakas miisdienu DVS sastavdalas un
noteikt, kuras no tam nepiecieSamas konkrétajai iestadei:

1) dokumentu vadiba jeb lietvediba (sanemto un nosiitamo dokumentu

registré$ana, klasifikacija, dokumentu veidu un metadatu uzturésana);

2) darbplismas (nodro$ina elektronisku dokumentu apriti organizacija;
rezoliiciju un uzdevumu veidosana, dokumentu pliismas automatizacija,
uzdevumu izpildes kontrole un atskaites);

3) intranets (daudzas musdienu DVS nodroSina ari iek$€ja portala
veidoSanu darbiniekiem; S$aja portala ietverta arm visa uz dokumentu
vadibu attiecinama funkcionalitate — dokumentu mekl&Sana, personigo
uzdevumu aplikoSana, savu sagatavoto dokumentu apskatiSana u.c.);

4) arhiva vadiba (nodroSina nomenklatiiras lietu uzturéSanu saskana ar
arhiva prasibam, dokumentu periodisku arhivéSanu un nodoSanu
nacionalajam arhtvam, ka arT dokumentu iznicinasanu, ja tiem beidzies
uzglabasanas termins).

Jargkinas arT ar to, ka valsts parvaldes iestadém mé&dz bt pilnigi atskirigi
uzdevumi. Ka viena grupa vert€jamas ministrijas, kuru darba process ir
aptuveni vienads. Bet pavisam citi uzdevumi ir dazadam valsts agentiram
un dienestiem. Ministriju mérkis ir parraudzit notiekoSo valsti, kontrolét un
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Virzit attistibu sava resora, izstradat politiku un organizét tas istenosanu. To
padotibas iestades jau veic specifiskakus uzdevumus, pieméram, strada ar
klientu (tadgjadi jauztur klientu datubaze), sniedz maksas pakalpojumus vai
pretgji — izdala maksajumus valsts organizacijam. Promocijas darba autors
vélas uzsvert, ka arl nepiecieSama DVS funkcionalitate var ieverojami
atSkirties ne tikai valstiska méroga, bet pat viena resora ietvaros.
Dokumentu  vadibas  sistémas izstradatajam, piedavajot savu
programmproduktu valsts iestadei, jaapzinas, ka prasibas un nepiecieSama
funkcionalitate var ievérojami atSkirties no privato uznpémumu velmém.
Promocijas darba autors, balstoties uz petijumu pieredzi, 2.1. tabula piedava
savas analizes secindjumus par galvenajam atSkiritbam dokumentu vadiba

publiskaja un privataja sektora.

2.1.tabula

Publiska un privata sektora dokumentu vadibas atSkiribas

Publiskais sektors

Privatais sektors

Dokumentu veidi un formats

Liels skaits dazadu dokumentu veidu un
apaksveidu, kas ir savstarpgji saistiti ar dazadiem
lietvedibas registriem.

Dokumentu saturs parsvara nav
(véstules, iesniegumi, normativie akti).

strukturéts

Mazaks
veidu.
Dokumentu saturs parsvara ir
strukturéts (Iigumi,
pienemsSanas — nodosanas akti,
rékini).

skaits  dokumentu

Informacijas uzglabasanas laiks

Dokumenti sisttma tiek uzglabati saskapa ar | Dokumenti sistema tiek
normativajiem aktiem, kuros noteikts katra | uzglabati pe&  kompanijas
dokumenta veida uzglabasanas ilgums (no | nepiecieSamibas.

diviem gadiem lidz pastavigai glabasanai).

Arhivés$ana

Dokumenti tiek arhiveti vispirms iestades arhiva, | Dokumenti tiek arhivéti péc
un p&c tam dala no dokumentiem (gan papira, | uznp@muma  nepiecieSamibas,

gan elektroniska forma) ar to metadatiem tiek
nodoti nacionalajam arhivam.

pieméram, lai samazinatu to
uzglabaSanas izmaksas.

Datu pieejamiba

Informacija tiek grupéta dazados pieejamibas
limenos (no publiskas pieejamibas lidz valsts
noslépuma limenim). Dati pieejami iestades
darbiniekiem un biezi (ja vienu sistému lieto
vairakas valsts institlicijas) arl citu iestazu
darbiniekiem. Pedgja gada laika Eiropa aktuala
kluvusi atvérto datu iniciativa, kas paredz, ka
visus ar likumu neaizsargatos datus var publicét
ka atvertos datus.

Lielaka dala datu  satur
komercinformaciju, tapéc tie
parasti pieejami tikai iestades
darbiniekiem; to publicéSana
nav nepiecieSama vai arT notiek,
neizmantojot DVS.

Dokumentu aprite

Sarezgita dokumentu aprites shéma, kas saistita
ar organizacijas hierarhiju. Liels skaits dazadu
uzdevumu un rezoliiciju veidu.

Relativi vienkarsa dokumentu
aprites shema
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2.1.tabulas turpinajums

Publiskais sektors

| Privatais sektors

Elektroniskais paraksts

Valsts iestades elektronisko parakstu izmanto
biezak. Savstarpgja informacijas apmaina starp
daudzu valstu iestadeém notiek ar elektroniski
parakstitiem dokumentiem.

Elektroniskais paraksts tiek
izmantots retak neka publiskaja
sektora.

Sadarbspgja

DVS jabut sadarbspgjigai ar citam valsts sektora | DVS  parasti nav  jabit
dokumentu vadibas sisttmam un ar iesp&ju nodot | sadarbspgjigai ar citu
dokumentus valsts arhivam. Papildus tam biezi | kompaniju informacijas
nepiecieSsama DVS integracija ar citam iestades | sisttmam. Toméer iespgjama tas
informacijas sisttmam. integréSana ar citam
organizacijas IS.

Statistikas dati

DVS parasti netieck izmantota statistikas datu | DVS tiek izmantota, lai
izglSanai, piem@ram, apstradato dokumentu | novertetu organizacijas darbibu,
skaita analizei u.tml. pieméram, cik  dokumenti

apstradati ménesa laika.

Izstrades veids

Nemot véra katras valsts iestades specifiskas
prasibas, parasti notiek jaunas sist€mas izstrade
vai pielagoSana organizacijas vajadzibam.

Lidzeklu taupisanas nolika var
tikt izveléts ari gatavs (out-of-
box) risindjums, ja tas ietver
kompanijai nepieciesamo
funkcionalitati.

Satura tematika

Lielaka dala dokumentu DVS ir saistiti ar
juridisko sféru (normativie akti, likumprojekti,
iesniegumi u.c.)

Lielaka dala dokumentu DVS ir
saistiti ar finansém (rékini,
pienemsanas — nodoSanas akti,
ligumi u.c.)

Sistémas uzturéSana

Valsts iestades ne vienmér uztur lielu skaitu IT
specialistu. Parsvara tie ir atbildigi par jebkuriem

Atkariba no iestades apjoma
biezi taja strada IT personals,

ar IT saistitiem jautdjumiem un nav | kas pasi spgjigi uzturét DVS un
specializgjusies tikai vienas sisttmas | veikt  taja  izmaigas, ja
administré$anai, papildinajumu izstradaSanai vai | nepiecieSams.

klidu noveérsanai. Tadgjadi sistémas uzturésana

visbiezak tiek pasiitita sistémas izstradatajam.

IevieSanas mérkis

Pareja uz elektronisku dokumentu apriti (vai | Pareja uz elektronisku

esoSas DVS maina) parsvara notiek péc augstaka
ranga iestdades vai normativu  prasibam
(likumdosanas akti, Eiropas Savienibas prasibas
u.tml.)

dokumentu apriti notiek péc
pasas iestades iniciativas, lai
ietaupitu lidzeklus, wuzlabotu
darba procesus.

Netradicionali vai moderni risindjumi (makondatosana, atvérta koda programmatiira

u.c.)
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2.1.tabulas nobeigums

Publiskais sektors Privatais sektors

Izturas  piesardzigi pret netradicionaliem | Vairak gatavs eksperimentiem.
risinajumiem. Prieksroka tiek dota izstradatajiem | Izmaksu samazinaSanas dg&|
ar lielu pieredzi. biezak izvelas makondatoSanas
un atvérta koda risindgjumus.

Sistémas darba valoda

Sistémai pilniba jabat valsts valoda (t.sk. | Biezak neka publiskais sektors
saskarnes, rokasgramatas). gatavs ieviest sistému
sve$valoda (liclakoties anglu)

Valsts parvalde dokumentu vadibas sistéma ir viena no centralajam un
svarigakajam informacijas sistémam vai pat vienotas informacijas telpas
pamatelements. Tadgjadi DVS izveide ir sarezgitaks process ka out-of-box
programmatiiras ievieSana privata kompanija. Piedavajot universalu DVS
risingjumu, izstradatajam jarékinas, ka visticamak tas pilniba neatbildis
valsts iestades — pasiititaja — prasibam, un bis nepiecieSama ievérojama vai
mazak ieverojama sist€mas pielagosana. VElams pasttitaju par to bridinat
sisttmas izveles posma. Tomer izveloties individualu, konkrétai valsts
iestadei raditu risinajumu, pastav dazadi riski. Ka galvenos individuala
risinajuma riskus promocijas darba autors vélas minét:

o tehniska atbalsta un specialistu trikumu no izstradataja puses;

e savietojamibas problémas ar citam IS;

e sist€mas apgiisanas patnibas.

2.2. Dokumentu vadibas sistemas funkcionalitate valsts parvaldei

Lai identifictu tiesi valsts parvaldei nepiecieSamo DVS funkcionalitati,
promocijas darba autors izmantojis tris secigi pielietojamas metodes:

1) iestades dokumentu vadibas un aprites biznesa procesu un normativo
aktu analizi (analizéti LR Zemkopibas ministrijas procesi un
dokumentacija);

2) konsultacijas ar dazadu wvalsts parvaldes iestazu lietvedibas un
dokumentu aprites specialistiem par elektroniskas DVS vélamo
funkcionalitati;

3) tirgd pieejamo dokumentu vadibas sistému un uznémuma satura vadibas
sisttmu funkcionalitates analizi:

a. Vvadoties péc informacijas jaunakajos pieejamajos pétijumos par
labakajam DVS, Gartner 2013. gada septembra pétijuma ,,Magic
Quadrant for Enterprise Content Management” (Gartner, 2013) un
Bena Deivisa pétijuma ,,Document Management Software Review.
Reviews and Comparisons” (Davis, 2014), identificétas pasaules
tirgll ievérojamakas un popularakas dokumentu vadibas sist€émas;

b. testétas pieejamas DVS demo versijas; iesp&ju robezas tajas veiktas
pamata darbibas, kadas nepiecieSamas valsts iestadeém,;

C. sistemas, kam nav pieejamas demo versijas, apskatiti prezentacijas
video un aplikotas atsauksmes par sist€mu.
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Ka galvenas nepieciesamas dokumentu vadibas sistemu funkciju paketes
valsts parvaldei promocijas darba autors izdala: tverSanu, metadatu apstradi,
uzglabasanu un izgiSanu, versionéSanu, integraciju, darbpliismas,
publicéSanu. Ipa$i svariga ir ar izpratne par galvenajam dokumentu
iedaljuma grupam publiskaja sektora un dokumentus aprakstosajiem
metadatiem. Sava izstradataja shéma (2.1. attéls) autors izvirza Cetras
dokumentu grupas (sanemtie, nosatamie, finan§u un universalie dokumenti),
detalizé dokumentu veidus katra no §im grupam un norada, kadi metadatu
informacijas bloki pielietojami katrai no §Tm grupam un veidiem.

21



Sanemtie dokumenti

Véstules
—=> e Valdibas véstule
e Vispariga véstule

Informacijas bloki

Pamatdati

Statuss

Dokumenta mape un veids
Nomenklatdras lieta
Registracijas numurs
Registracijas datums
Dokumenta nosaukums

Ligums

Finansu dokumenti

Rékins

Pienemsanas nodoSanas akts 1

lepirkumu dokumenti

Sanemta dokumenta dati
e Koresponenta numurs
e Korespondenta datums

Sanemsanas dati

. Korespondents

e Adresats

e Sanems3anas datums
e Sanpems3anas veids

Izpildes informacija

e Ir/nav kontrolé
e Izpildes termins
e Izpildes datums

lesniegumi
= e leteikums

. Informacijas pieprasijums
e  Priekslikums
e Sudziba
e  Visparigs iesniegums
(0] a e ao e
Vispariga véstule

™ Atbildes véstule

Atbilde uz iesniegumu
Starpatbilde
Informacijas pieprasijums

Liguma informacija

. Ligumpartneris

e Liguma kopsumma
e Vallta

Nosutisanas dati

e Korespondents

e Nosatisanas veids

e Nosatisanas datums

Sagatavosanas dati
e  Sagatavotajs
0 Parakstitajs

Spéka esamibas dati
e Spékano
e  Spéka lidz

Universalie dokumenti

lek3éjie normativie akti

e  Rikojums
Kartiba

Noteikumi
Vadibas apspriedes protokols
Léemums

Datnes

Piezimes

Nodomu protokols
Instrukcija
Reglaments

Plans

Atskaite

Parskats
Elektroniskais pasts

2.1. att. DVS dokumentu grupas, veidi un to metadatu informacijas bloki
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Ka specifiska funkcionalitate, kas nepiecieSama tie§i Austrumeiropas
valstu parvaldes institicijam, jamin lietu nomenklatira. Parejot uz
elektronisku dokumentu apriti, ir svarigi pilnigi ievérot visus nomenklatiiras
lietu veido$anas principus un nodro$inat analogisku shému ari elektroniska
dokumentu vadibas sisttma. Tomér ne visi dokumentu vadibas sist€ému
izstradataji velas pietur@ties pie nomenklatiras lietu principa dokumentu
grupéSanai savas sist€mas. Pirmkart, tam par iemeslu ir nomenklatiiras
atSkiribas katra iestade. Tadgjadi nav iesp&ams pilnvertigi unificét
programmproduktu, lai to bez modifikacijam varétu piedavat valsts
parvalde. Otrkart, dokumentu grupéSana tikai p&c nomenklatiras lietu
principiem atvieglo darbu arhivariem un lietveziem, bet visiem pargjiem
iestades darbiniekiem to tikai apgriitina.

Lietu nomenklatiiras izstrades principi ir cieSi saistiti ar dokumentu
numeraciju. Valsts parvaldé katrai iestadei var biit savas prasibas
dokumentu numuré$anai. Analiz&jot dazadu valsts iestazu dokumentu
numeracijas veidoSanas principus, promocijas darba autors secinajis, ka
dokumentu vadibas sisttma pielietotajam dokumentu numuré$anas
mehanismam jabiit universalam, ar iespgju pievienot jebkuru simbolu (kas
nav izteikta pretruna ar programmeéSanas principiem) jebkura vieta, ka ari
kombin&t apzim&umu no vairakam dalam. Rezultata secinats, ka lielaka
dala no valsts parvaldes iestadém savu dokumentu numuré$ana izmanto
kadu no uzskaititajiem pieciem mainigajiem parametriem:

e iestades registrétaja apzim&umu (pieméram, ZM Zemkopibas

ministrijai, AM Arlietu ministrijai u.tml.);

e korespondenta fiziskas personas uzvarda pirmais burts, (registréjot
fizisku personu iesniegumus, priekSlikumus un sfidzibas, valsts
parvaldes iestades gandriz vienmér izvelas tos izdalit atseviska
dokumentu registra ar atseviSkiem numeracijas principiem. Numeracija
parasti tiek ieklauts autora uzvarda pirmais burts un iesnieguma numurs
kalendara gada ietvaros. Pieméram, gada sapemtais 50. iesniegums no
Jana Bérzina iegiitu numura dalu B-50);

e nomenklatiiras lietas pilnais indekss (gandriz vienmér dokumenta
numurs ietver ari nomenklatiras lietas indeksu, kura dokuments
atrodas);

e registracijas datuma gada pédgjie divi cipari (visbieZzak tiek izmantots
dokumentu veidiem ar isu uzglabasanas laiku, piem., diviem gadiem);

e registracijas datuma gads.

Tomer ar uzskaititajiem galvenajiem mainigajiem lielumiem nepietiek, lai
DVS nodros$inatu iesp&ju izveidot dokumentu registra numeracijas formatu.
Ieprieks jau aprakstits, ka mainigas dalas viena no otras tiek atdalitas ar
dazadiem simboliem. Tade] dokumentu vadibas sisttma numura veidoSanas
mehanisma jaieklauj iesp€ja kombin&t augstakminétas dalas ar jebkadiem
simboliem. Promocijas darba autors izstradajis_modeli, kas lauj veikt
dokumentu registru numeracijas formatu definéSanu. Risinajums

23



implementéts Zemkopibas ministrijas un padotibas iestazu vienotaja
dokumentu vadibas sist€éma. Piemérs ta izmantoSanai aplikojams 2.2. attgla.

Dokumenta registracijas numura formats P K
@ pprékinama dala | [-lzvelieties vertibu— -
Jauna dala: L'
C Atdalitsjs |
MNPK Dala Piezimes
lestades redistrétija
1 REG res red ! *x
apzim&jums
2 / x
Nomenlklatdras lietas pilnais
3 ML .
indekss *
4 x
Numurs péc kirtas mapes un
5 MNP redistracijas datuma gada *
ietvaros
6 A *x
7 GGGG Redistricijas datuma gads *

2.2. att. Numeracijas definéSanas mehanisma piemérs

Elektroniska dokumentu aprite lidz pat to arhivéSanas posmam
pakapeniski klast par standartu jebkura moderna organizacija gan valsts,
gan publiskaja sektora. Latvija Sis process sacies vélak neka Rietumeiropas
valstis, tad€] valsts iestades v&l nav sastapusas ar procesu, kurda visi vai
ievérojama dala kada gada dokumentu janodod valsts arhivam elektroniska
forma. Tiesi dokumentu nodosSana valsts arhivam ir principialaka atSkiriba
starp publisko un privato sektoru. Biznesa uzpémumi dokumentu
arhivésanu parasti izvelas veikt savam vajadzibam — lai ietaupitu vietu,
samazinatu izmaksas dokumentu uzglabasanai un izgiiSanai u.tml. Valsts
iestades arhivéSana ir obligata: likumdoSanas aktos ir stingri noteikts katra
dokumentu veida un pat apakSveida uzglabasanas ilgums, kas var variét no
diviem gadiem lidz pat pastavigai glabaSanai.

Valsts parvaldes DVS lietotaji biezi vélas sisttmu izmantot arpus savas
darbavietas. IpaSi aktuali tas ir iestades vaditdjiem un struktiirvienibu
vaditajiem, kuru darba pienakumi ietver dazadus darbus, kas veicami,
neatrodoties pie sava datora. DVS jabut lietojamai jebkur, kur ir pieejams
interneta savienojums: viesnicas, vilcienos, personigajas automasinas u.c.
Lielaka dala valsts iestazu vaditaju lieto kadu miisdienigu mobilo ierici:
plansetdatoru, mobilo telefonu, plaukstdatoru. Tiek izmantoti arT portativie
datori, tomgr §is ieri¢u grupas aplikosana nav nodalas mérkis, jo DVS, kas
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ir erti lietojama un apskatama parastam datoram pievienota monitora, bis
analogiski &rti lietojama arT portativaja datora.

Dokumentu vadibas sisttmu mobilaja funkcionalitaté vairak uzmanibas
tiek pieversts tiesi vadibas funkcijam (rezoliiciju un uzdevumu veidoSanai,
kontrolei, dokumentu meklgSanai). Tas norada, ka DVS veidotaji saprot —
lielaka dala lietotaju, kas izmantos sisttmu no mobilajam iericem un arpus
darbavietas, tomér bilis iestazu vaditdji. Dokumentu aprites gala
izpilditajiem nepieciesamas funkcijas (dokumenta izveide, nomenklatiiras
lietas un metadatu ievadiSsana u.tml.) mobilajas DVS parasti nav sastopama.

Dokumentu vadibas sisttmam viens no svarigakajiem faktoriem ir
drosiba. Valsts parvaldei vél vairak neka biznesa organizacijam japievers
uzmaniba dokumentu un datu drosibai. Dokumentu vadibas sisteémas
piedava plasu klastu droSibas risinajumu, un pareja uz elektronisku
dokumentu apriti ieverojami uzlabo datu un dokumentu drosibu
organizacija. Tomér janem vera, ka elektronisku datu drosibas uzturésana
principiali atSkiras no ta, kada veida tiek vaditi dro§ibas jautajumi fiziskiem
— papira dokumentiem. Ka svarigako drosibas aspektu promocijas darba
autors velas akcentét lietotaju piekluvi dokumentiem un sistémas darbibam.

Sistémas tiesibu nodro$inasanai promocijas darba autors piedava savu
modeli sistémas lomu un tiesibu grupu dalijumam. Praktisko pétjjumu
ietvaros §is modelis realizets un funkcionalitate implementéta ari LR
Zemkopibas ministrijas dokumentu vadibas sist€éma, kurai ir vairak neka
divi tokstosi lietotdju septinas dazadas iestadés. Katrai no §im iestadém ir
sava lietu nomenklatiira, prasibas attieciba uz sistému un taja veicamajiem
darbiem. Divu gadu lietosanas perioda drosibas incidenti nav notikusi,
tadgjadi redzams, ka piedavatais modelis ir gan izmantojams, gan dross.
Divpakapju modelis paredz, ka sisttmas lomas var pieklait dazadam
darbibam DVS, bet tiesibu grupas tiek izmantotas, lai nodrosinatu pieeju
dokumentu registriem un lietu nomenklatirai. Katrai tiesibu grupai
iesp&jams pievienot vienu vai vairakas lomas p&c nepieciesamibas.

Promocijas darba autors piedava savu izstradatu shéemu (2.3. att) ar
pamata sistemas lomam un to piekluvi dokumentu vadibas sistémas
galvenajam funkcijam.

Ka pamata sistemas lomas autors piedava izdalit piecas:

e administratori — atbildigi par DVS darbibas nodro$inasanu,

konfiguraciju;

e lietvediba — atbildiga par kontaktu un dokumentu klasifikacijas shemu
veidosanu;

e augstaka vadiba - sisttmu izmanto dokumentu viz€Sanai un
parakstiSanai,

e vadiba — struktiirvienibu vaditaji, kas dokumentus gan gatavo pasi, gan
dod uzdevumus padotajiem un kontrol€ to darbu, ka arT saskano un vizé
nosutamos dokumentus;

e darbinieki — dokumentu veidotaji.
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2.3. att. DVS pamata lomas un to piekluve funkcijam
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2.3. DVS ievieSana un izmanto$ana

Dokumentu vadibas sisteémas ievieSanas process ir komplicéts, un tam
nepiecieSama atseviska specialistu komanda. Iestades meédz pielaut kludu —
vienkar$i iegadajas kadu no tirgl pieejamajam out-of-box DVS versijam,
instalé to, iestddes sisttmu administrators veic nelielus konfiguracijas
darbus, un visiem nakas lietot sistému tadu, kada ta ir, nevis pilniba
atbilstosu iestades prasibam. DVS ievieSanas procesa nevajadz€tu palauties
tikai uz IT specialistiem. Lai ieviestu dokumentu vadibas sist€ému, kas
apmierina visus vai vismaz lielako dalu darbinieku, nepiecieSams cilveks,
kas izprot dokumentu aprites procesu biznesa logiku. Valsts institiicijas tas
lielakoties ir lietvedibas specialists. Ja iestade ir struktiirvieniba, kas
atbildiga par izmainu vadibu vai attistibu, tad obligata ir ari $adas
amatpersonas lidzdaliba projekta.

DVS ievieSana sakas ar dokumentu aprites procesa analizi organizacija,
nepiecieSamibas pamatos$anu, finansialo ieguvumu izveértéSanu, pieejamo
sisteému tirgus izpeti. Valsts parvaldes iestadei ir svarigi izprast nozimigako
DVS funkcionalitati un pamatelementus publiskajam sektoram. Valsts
institicijam Tpasi svarigas ir informacijas drosibas, arhivéSanas un sist€émas
mobilitates prasibas. DVS darbibai un procesiem ir jaatbilst dazadiem
iek§€jiem un argjiem normativajiem aktiem.

Pati sist€mas ievieSana produkcija ir loti svarigs etaps. Taja 1pasi janem
vera sistémas toposie lietotdji un to vélmes. Valsts parvaldes sektors ilgstosi
bijis tas, kura visi lémumi sagatavoti un pienemti papira forma. Tadgel darbs
ar papira dokumentiem kluvis par sava veida tradiciju gan darbiniekiem,
gan vaditagjiem. DVS ievieséju uzdevums ir panakt, lai sist€ma ir &rti
lietojama, funkcionala un palidz cilvékiem stradat.

Uzsakot dokumentu vadibas sistémas izmantos$anu, iestadei vélams nemt
vera dazadus labas prakses ieteikumus elektroniskai dokumentu vadibai. Ka
svarigakos promocijas darba autors piedava:

e radit un vienmer uzturét skaidru izpratni par to, kas ir atbildigais par

dokumentu vadibu;

e sekot dokumentu vadibas nozares standartiem, labajam praksém,

vadlinijam, kad vien tas ir iesp&jams;

e vadibas iesaistiSana dokumentu aprites planosana un elektroniskas

dokumentu aprites ievieSana;

e ieviest dokumentu vadibas risinajumu pakapeniski;

e izmantot dokumentu vadibas sistému ari saviem ikdienas darbiem,

aizstajot ar to e-pastu.

Sava izstradataja shéma promocijas darba autors piedava skatfjumu uz
svarigakajiem elementiem pareja uz elektronisku dokumentu apriti un
ievieSot dokumentu vadibas sisttmu (skat. 2.4. att.) Shéma iedalita tris
blokos, kas katrs atbilst DVS izvéles stadijai, ievieSanas stadijai un
lietoSanas stadijai.
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3. VALSTS PARVALDES DOKUMENTU VADIBAS
ATTISTIBAS PERSPEKTIVAS

Pareja uz elektronisku dokumentu apriti un DVS ievieSana iestades
iekSien€ ir tikai pirmais solis. Organizacijai jabiit gatavai attistities talak un
izmantot visas iespgjas, ko sniedz elektroniska dokumentu vadiba. Ka divus
iespgjamos attistibas virzienus promocijas darba autors izvirza: dokumentu
vadibas nodoSanu arpakalpojumiem, un dokumentu vadibas sist€mas
attistibu, integr&jot to ar citam informacijas sisttmam. Abus Sos virzienus
apvienot ir griiti vai pat neiesp&jami. Nododot dokumentu vadibas procesus
arpakalpojumiem vai izmantojot uz makondatosanu balstitu DVS, iestade
vairs nevarétu pilnvertigi veikt un kontrol&t integracijas procesu ar citam IS
un padarit dokumentu vadibas sistému par centralo elementu vienotaja
informacijas telpa.

3.1. Dokumentu vadibas arpakalpojumu un makondato§anas

iespejas

Aplikojot iespgjas lietot uz makondatoSanu balstitas sisteémas, valsts
parvaldes iestades jaapskata ka ipasu organizaciju grupu. Publiskaja sektora
datu drosibai tiek pievérsta loti liela uzmaniba un ari informacijas
zaud@éSanas sekas var biit kritiskas. Darba procesus valsts parvaldé nosaka
dazadas dokument&tas procediiras un normativie akti. Iznpémums nav ari IT
procesi — darbibu informacijas sistémas un datu dros§ibu reglamentg drosibas
politikas, datu atjaunojamibas plani, darba kartibas u.c. Tadgjadi valsts
institicijas parsvara izvelas pasas algot darbiniekus, kas veido un uztur
informacijas sist€mas.

Autors izdala Cetras pieejamas iesp&jas dokumentu vadibai:

1) pilniba nodot arpakalpojumiem visu dokumentu vadibas procesu, sakot
ar registrésanu, turpinot ar dokumentu apriti, beidzot ar arhivésanu. Sada
gadijuma ievérojami samazinas lictvedibas loma iestadg, bet — liela méra
zud ar1 pasas iestades ietekme kontrol&t savus biznesa procesus;

2) nodot arpakalpojumiem visus IT pakalpojumus, kas saistiti ar
dokumentu vadibu. Sada gadijuma tiek izmantotas SaaS dokumentu
vadibas sistémas un pakalpojuma sniedz&ju IT specialistu pakalpojumi.
Tomér dokumentu vadibas process notiek pasa iestade, izmantojot
piedavatas tehnologijas;

3) izmantot SaaS dokumentu vadibas sistému, bet tas parvaldibu uzticét
saviem IT specialistiem un lietveziem. Saja gadijuma jarékinas, ka
iespgjas sistemas modificésanai, konfiguréSanai un darbibam taja bis
diezgan ierobezotas, jo pakalpojuma sniedzgjs nedos pasititaja IT
specialistiem piekluvi datu bazém vai iesp&u veikt papildus
programmesanas darbus;
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4) izmantot lokalu dokumentu vadibas sistému, ko uztur iestades IT
specialisti. Sis risindjums pagaidam ir popularakais valsts institiicijas.

Ka arpakalpojumu un makondatos$anas galvenas priekSrocibas jamin:
iesp€ju izvairities no tehnologiska rakstura lémumiem;
ekspertu palidzibu dokumentu aprites procesa optimizéSana;
atraku ievie$anas laiku;
gala izpilditaju ertaku piek]uvi dokumentiem;
sekosanu labas prakses ieteikumiem;
dokumentu pieejamibu.

Tomér arpakalpojumu un makondato$anas risindjumiem ir ari daudzi
trikumi, pieméram, zemaka informacijas drosiba, Ieénaks reakcijas laiks
krizes situacija, zemaka sistémas veiktspgja, atkariba no datu kanalu
caurlaidibas u.c.

Tuvakajos gados makondatosanas pakalpojumu loma IT tirgi tikai
piecaugs. Tomer valsts parvaldes iestades tos izmantos loti piesardzigi un,
iespgjams, paliks p&d€jas no organizacijam, kas turpinas uzturét lokalas
informacijas sisteémas, taja skaitd, dokumentu vadibai paredzetas. Ka
galveno iemeslu tam jamin neuztic€Sanas argju pakalpojumu sniedz&jiem un
nepilnvértiga normativo aktu baze gan Eiropas Savieniba, gan Latvija.
Vienigais veids, ka paatrinat dazadu valsts institliciju procesu nodoSanu
arpakalpojumiem, ir valsts augstakas vadibas [émums, kopgjas valsts (vai
pat Eiropas Savienibas) IT politikas maina, nosakot IT arpakalpojumus ka
obligatus, lai ietaupitu resursus publiskaja sektora.

Arpakalpojumu  vai makondatoSanas  pakalpojumu  izmantoSana
dokumentu vadibai nav vert€§jama viennozimigi. Promocijas darba autors
piekrit, ka Siem risinajumiem ir daudz priekSrocibu, tacu ir ari liels skaits
trikumu, pieméram, dazadi juridiska rakstura jautajumi. Liela dala DVS
izstradataju, kas piedava makondatoSanas risinajumus, darbojas ASV, un
tiem nav parstavniecibas Eiropa. Uzturétaja atbalsta specialistu trukums ir
viens no galvenajiem iemesliem, kad€] makondato$anas dokumentu vadibas
risindjumi nav guvusi ievéribu Latvija.

Apskatot dokumentu vadibu ka svarigako atbalsta procesu valsts parvalde,
tuvakaja nakotn€ promocijas darba autors nesaskata iesp&as S§1 procesa
pilnigai nodoSanai arpakalpojumiem. Ka galvenais arguments jamin nevis
izmaksas vai tehniski iemesli, bet gan dokumentu aprites tradicijas un
vesture. Valsts institlicijas gan darbinieki, gan vadiba uzskata, ka visu par
dokumentiem iestades ietvaros zina lietvedis un tiesi lietvezi ir galvenie
atbildigie. Tikai lietvedim vienigajam ir pilnvértiga izpratne par visu
dokumentu aprites procesu un dzives ciklu. Attiecigi valsts iestades pat
nebilis gatavas pienemt, ka dokumentu vadibu no iestades lietveziem var
pavisam parnemt kada argja kompanija. Toméer, ja nakotnes nav dokumentu
vadibas nodosSanai arpakalpojumiem, tas nebiit nenozimé, ka nav iesp&jama
arT SaaS dokumentu vadibas sisttmu izmantoSana. Jau Sobrid, publiskajos
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iepirkumos iegadajoties dokumentu vadibas risinajumus, nav noliegts
iesniegt makondatoSanas piedavajumus. Probléma rodas tur, ka tie vél nav
gatavi nodro$inat visas valsts parvaldei nepiecieSamas dokumentu vadibas
funkcijas.

MakondatoSanas risinajumu izmantoSana var klat par Skérsli DVS
integracijai ar citam sisttmam. Ja serveri, datubazes un pati programmatiira
nav lietotdjai iestadei pieejama vietd, tad ir daudz grutdk koordin&t
interfeisu izstradi ar citam IS. Turklat DVS izstradatajs var atteikties
piedalities $ada projekta, jo sisteéma ir vina, nevis lietotdjas iestades Ipasums

3.2. Dokumentu vadibas sistémas integracijas iespéjas

Valsts parvalde tapat ka citas organizacijas tiek izmantots liels skaits
dazadu informacijas sisttmu. Tomeér atSkiriba no privata sektora valsts
parvaldg par kritiskajam nav kluvusas resursu planoSanas, finansu sist€mas,
piegades un noliktavu informacijas sistémas u.tml. Ta ka valsts institlciju
galvenie biznesa procesi saistiti ar dazadu dokumentu sagatavoSanu un
apstradi, tad galvena un kritiska informacijas sist€ma ir dokumentu vadibas
sisttma. Taja tiek gatavoti likumi, normativie akti, rakstitas v@stules un
atbildes uz iedzivotaju iesniegumiem, médz tikt veikta ari ligumu un
finansu dokumentu apstrade. Musdienas dazadu informacijas sistému skaits
valsts iestad@s tikai pieaug, tad€] nepiecieSama arl integracija starp tam.
Viens variants ir iegadaties relativi dargu uznémuma resursu planosanas un
uznp€muma satura vadibas sist€mu un uzsakt to pielagoSanu un apgtsanu.
Otrs — veikt izp@ti un noteikt, starp kuram sist€mam nepiecieSami interfeisi
datu apmainai.

Jebkada veida informacijas sistému integracija prasa nopietnu darbu gan
no iestades, gan sisteémas izstradataju puses. Ka galvenie problému elementi
jamin gan integracijas izmaksas, gan projekta realizacijas laiks. Janem vera,
ka lidz bridim, kad sistémas saks darboties jauna izskata, tam ir javeic sava
pamata darbiba un var nakties nodroSinat ari datu migraciju. Lidzigi ka
jaunu sistému ievie$ana, jarekinas, ka ne visi darbinieki blis apmierinati ar
to, ka mainas to pienakumi un biznesa procesi organizacija. Tadg] valsts
parvaldg 1pasi svarigi ir ne tikai dot rikojumu no vadibas par jaunu sist€mu
vai integracijas platformu ievieSanu, bet arT veikt izskaidrojoSo darbu, ka
rezultata uzlabosies gan darba kvalitate, gan celsies produktivitate. Jebkuras
organizacijas informacijas sisttemu integracija Sodien ir nepiecieSamaka
neka jebkad ieprieks, jo ir kompanijas, kuras tiek izmantots daudz dazadas
atseviskas programmas, kas ietver augstas informacijas aprites izmaksas.

Atskirtba no privata sektora, kuru DVS argja integracija parasti nav
nepiecieSama, valsts iestadém var but svariga arm1 dokumentu vadibas
sisttmas integracija ar dazadam valsts m&roga informacijas sist€mam,
pieméram, iedzivotaju registru, uznémumu registru, likumparkapgju registru
u.c. Dazadu argjo sistému integracija ar katras valsts iestades DVS atbilst
vienotas informacijas telpas principam un lautu dokumentu vadibas sist€mai
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darboties vel efektivak. Pieméram, DVS integracija ar iedzivotaju un
uznémumu registru lautu neuzturét savu klientu un kontaktu datubazi, bet
izmantot citas valsts iestades jau aktualo datubazi.

Autors informacijas sist€mas, ar kuram iesp&jama DVS integracija, dala
tris grupas:

1) sistemas, ar kuram integracija ir obligata vai loti nepiecie$ama;
2) sist€mas, ar kuram integracija ir vélama un uzlabos to administréSanu un
lietoSanu, ka arT var uzlabot procesus iestades ickSieng;
3) sistémas, ar kuram integracija nepiecieSama specifiskos gadijumos vai
specifiska profila iestadeém.
Integracija nepiecieSama:

o finansu vadibas sistémai;

e personala vadibas sisteémai;

e darba plusmu sistémai.

Integracija vélama:
o lictotaju direktorijai vai tas analogam;
o klientu resursu vadibas sist€mai.
Integracija iesp&jama:

geografiskas informacijas sisttmam (GIS);
ofisa programmatiirai;
uznémuma resursu planosanas sist€émai;
interneta portalam;
citam organizacijas informacijas sistémam.

Neskatoties uz to, kads integracijas veids izv€lets un ar cik sisttmam tiek
veidoti interfeisi, iestadei jasaprot, ka $ada meéroga parmainam nepieciesams
pilns atbalsts no vadibas un ta nevar bat tikai IT dalas iniciativa.
HInformacijas sisttmu integracija vienmér noslédzas ar nopietnam
izmainam biznesa procesos, un iesp&jamas pat personala izmainas. Nedrikst
aizmirst, ka obligati javeic arT darbinieku apmacibas un kvalifikacijas
celsana.” (Leikums, 2012: 203) Jebkuru sistému integracija realiz€jama ka
projekts ar visam ta galvenajam fazé€m: izvert€Sana, planosana, izstrade,
test€Sana un ievieSana. Ja visas integréjamas sist€mas tiek izstradatas
vienlaicigi, tad minétas fazes var biit viena apjomiga projekta sastavdala.
Integracijas veélmes un iespgjas janem vE€ra jau sistemas izveles un
projektesanas faze, jo pec DVS ievieSanas to savienot ar citam sist€mam ir
daudz sarezgitak.

Promocijas darba autora praktiska pieredze DVS ievieSana un integracija
ar citam informacijas sistémam liecina, ka visas fazes nepieciesama ne tikai
argjo sisteémas izstradataju darbiba, bet arl aktiva valsts institiicijas
specialistu Iidzdaliba. Tikai vini pilniba izprot procesus sava iestadg.
Gadijuma, kad visas integréjamas sistemas tiek izstradatas vienlaicigi, loti
svarigi, lai sist€mu izstradataji spétu veikt integracijas darbus viena tempa.
Promocijas darba autora pieredze integracijas projektu realiz€Sana
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Zemkopibas ministrija liecina, ka jebkura izstradataja aizkavéSanas savas
sisteémas izstrad€ var bitiski ietekm@t pargjo sist€ému izstrades un ieviesanas
procesus.

DVS izstradatajs nedrikst dokumentu vadibas sist€ému uztvert ka atsevisku
vienumu pasiititaja informacijas sisttmu kopuma. Pat ja pasttitdjam uzreiz
nav veélmes integrét DVS ar citam informacijas sistémam, tas liecina tikai
par to, ka vinam pietrikst informacijas par $adas integracijas
nepiecieSamibu un prieksrocibam. Dokumentu vadibas sist€émas lietderiba
valsts parvalde tick pieradita tikai tad, ja ta ir saistita ar dazadam citam
informacijas sisttmam vai pat darbojas ka centralais informacijas aprites
mezgls, kuru citas sist€émas izmanto, lai apmainitos ar informaciju.

Publiskaja sektora tiek izmantots liels skaits dazadu informacijas sistému
— gan lokalu vienas iestades meérogos, gan starpinstiticiju meroga.
Promocijas darba autors ka piemeérotako risinagjumu ierosina dokumentu
vadibas sistému padarit par centralo elementu valsts iestades (vai vairaku
iestazu) vienotaja informacijas telpa. DVS ir piemérotaka sisteéma, lai
apvienotu citas informacijas sist€mas un nodroSinatu to savstarp&jo datu
apmainu.

Promocijas darba autors piedava savu izstradatu dokumentu vadibas
sist€mas integracijas shému ar citam informacijas sistémam (skat. 3.1. att.)
Shéma dokumentu vadibas sisttma apliikota ka centralais elements
vienotaja valsts iestades (vai vairaku iestazu) informacijas telpa. Katrai no
saistitajam sistémam noraditi to potencialie lietotaji un informacija, ko §is
sisttmas var nodot DVS vai viena otrai, izmantojot DVS ka starpnieka
sisttmu. Pieméram, DVS integracija ar finansu sistému (lietotaji — Finansu
dala un Gramatvediba) notiek $adas informacijas apmaina:

e ligumi;

o r&kini;

pienemsanas — nodosanas akti;

maksajumu informacija;

iepirkumu dokumenti.

Shema izdalitas svarigakas sisttmas DVS integracijai un potenciala
apmainas informacijas kopa, bet sadala Cifas sistémas min&ti ar1 dazadi
pieméri, ar kadam sisttmam DVS var tikt integréta. Janem véra, ka var
rasties nepiecieSsamiba dokumentu vadibas sist€mu integrét arT ar argjam
valsts limepa IS. Pieméram, DVS integréjot ar ledzivotaju registru, var
iegit pilnu iedzivotaju kontaktu datubazi un, sanemot korespondenci,
lietvedibai jauni kontakti vairs nebiitu japievieno manuali pasa DVS.
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NOBEIGUMS

Galvenie darba rezultati

Promocijas darba merkis — specificét valsts parvaldei aktualas
elektronisku dokumentu vadibas sistemu iezimes un izveidot
koncepciju programmatiiras izstradatajiem dokumentu vadibas
sistemu projektésanai, sagatavosanai un ievieSanai valsts iestadés — ir
sasniegts, un visi planotie uzdevumi realiz&ti. Promocijas darbs primari
gatavots un strukturéts ka informacijas baze DVS izstradatajiem. Tomer tas
ir izmantojams ar1 jebkura valsts parvaldes iestade, kas vélas pariet uz
elektronisku dokumentu apriti vai mainit savu dokumentu vadibas sisteému.
Darba autora originalas idejas apvienojuma ar sféras specialistu
ieteikumiem var blit noderigas ar valstiskd méroga, planojot e-parvaldes
attistibu, piemeram, elektroniskas dokumentu aprites standarta izstrade.

Lielaka dala praktisko p&tijumu veikti Latvija. Promocijas darba autors
dazadu faktoru de] tieSi Latviju uzskata par piemérotako valsti parejas uz
elektronisku dokumentu apriti analizei:

e p&dgjo 5 gadu laika Latvijas valsts parvaldé aktivi notiek parejas process
uz elektronisku dokumentu apriti;

e Latvijas likumdoSsana nav pilnvértiga un piemérota elektroniskai
dokumentu vadibai, tadél iesp&ams analizét pielautas klidas un
iesp&jamos risinajumus;

e Latvijas valsts institlcijas izmanto plasu klastu dazadu DVS, kas
izstradatas laika perioda no 2000. gadu sakuma lidz miisdienam;

e dokumentu vadiba Latvija ir loti daudz aizguvusi no Padomju laiku
dokumentu aprites, tomér tiek realizéti ari Rietumeiropas un ASV
dokumentu vadibas principi. Ta rezultata dokumentu vadibas process ir
sareZgits un pareja uz elektronisku dokumentu apriti nav trivials
uzdevums.

Promocijas darba praktisko pétijumu pamata ir Latvijas Republikas
Zemkopibas ministrijas un padotibas iestazu projekts parejai uz elektronisku
dokumentu apriti. Projekta ietvaros promocijas darba autors piedalijies
DVS izstrades un ievieSanas procesa visas projekta fazes: sakotnéjas
situacijas analize, attistibas Koncepcijas sagatavoS$ana, iepirkuma
dokumentacijas sagatavoSana, iepirkuma veikSana, programmatiras
prasibu specifikacijas gatavoSana, risindjuma projekté§ana, ieviesana
un testéSana, sistémas ievieSana, uztureé$ana un talaka attistiba. Paraléli
tehniskiem un dokumentacijas sagatavoSanas darbiem promocijas
darba autors veicis projekta vadibu no pasiititaja puses un koordingjis
sadarbibu starp visam projekta iesaistitajam iestadem, sistémas
izstradataju un dazadam lietotaju grupam. Visas minétajas projekta
fazés promocijas darba autors istenojis savu sagatavoto koncepciju un
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vadlinijas DVS izstradei un ievieSanai valsts sektora institiicija.

Rezultata izgatavota un ieviesta sistema darbojas vairakas iestadés un

pilniba apmierina to prasibas elektroniskai dokumentu apritei.

Tadéjadi var secinat, ka Sada pieeja ir piemérota Austrumeiropas

valstu publiska sektora parejai uz elektronisku dokumentu vadibu.

Projekta ietvaros 3 gadu laika sasniegti vera nemami rezultati:

e icsaistitds iestades (Zemkopibas ministrija, Lauku atbalsta dienests,
Lauksaimniecibas datu centrs, Partikas un veterinarais dienests, Valsts
augu aizsardzibas dienests, Valsts tehniskdas uzraudzibas agentira,
Valsts meza dienests) sava starpa ar informaciju apmainas tikai
elektroniski;

e Zemkopibas ministrija organizacijas iekSiené pargajusi uz tikai
elektronisku dokumentu apriti;

e projekta ietvaros izstradata DVS integréta ar citam koplietoSanas
informacijas sisttmam un darbojas ka centralais elements vienotaja
informacijas telpa, apvienojot biznesa sist€mas ar klientu atbalsta
sisttmam un nodrosinot dokumentu pliismu.

e 2013. gada Zemkopibas ministrija ieguva Efektivas parvaldibas gada
balvu un Atzinibas rakstu par labas parvaldibas principu ievieSanu valsts
parvaldes institiicija, Tstenojot noturigu parvaldes kvalitati, klientu
orientétu pieeju pakalpojumu attistiba, ka ari administrativo $kérslu
mazinaSanu pakalpojumu sapéméjiem. Pareja uz elektronisku
dokumentu apriti un elektronisko pakalpojumu uzlabosana bija loti
nozimigi faktori §1 valstiska méroga apbalvojuma iegiiSanai.

e 2014. gada Zemkopibas ministrijas dokumentu vadibas sistema
nominéta Latvijas informacijas un komunikacijas tehnologiju balvai
oPlatina pele”. Si apbalvojuma mérkis ir celt informacijas un
komunikacijas tehnologiju nozares prestizu, informét sabiedribu par
Latvijas iespgjam IKT attistiba, apzinot un cildinot p&dgjo gadu laika
Latvija raditos labakos e-pakalpojumus, e-biznesa risinagjumus un
inovacijas, ka arT informét par tiem biznesa vidi un sabiedribu Latvija un
arvalstis.

Par sasniegto rezultatu nozimigumu liecina ari citu Latvijas publiska
sektora iestazu ieinteres€tiba par Zemkopibas ministrijas risindjumiem
elektroniskas dokumentu aprites joma. 2013.-2014. gada laika uz ZM
konsultéties par dokumentu vadibu un apliikot ieviesto DVS pieredzes
apmaina nakuSas gandriz visas Latvijas ministrijas un to padotibas
iestades: Izglitibas un zinatnes ministrija, Iekslietu ministrija, Ekonomikas
ministrija, Arlietu ministrija, FinanSu ministrija, Veselibas ministrija,
Aizsardzibas ministrija, Satiksmes ministrija, Tieslietu ministrija, Valsts
policija, Pilsonibas un migracijas lietu parvalde, Valsts ugunsdzesibas un
glabsanas dienests, Nodarbinatibas valsts agentiira, Valsts ienémumu
dienests, Rigas Tehniska universitate, Valsts regionalas attistibas agenttira
u.c.
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Secinajumi
1) Literatara ir pieejams neliels skaits zinatnisko p&tijumu par elektronisku
dokumentu apriti, kas biitu piemérojami publiskajam sektoram, un tie
neaptver visu ievieSanas projektu. Lielako dalu no visiem pé&tjjumiem
veikusi DVS izstradataju kompaniju specialisti, tade] tie nevar tikt uzskatiti
par objektivu lietotaju vajadzibu vertejumu.
2) DVS ievieSanai valsts parvalde ir raksturigi daudzi specifiski
nosacijumi, tomer projekta pamata posmi sakrit ar tradicionalo IS ievieSanas
gaitu un ir iespgjams izmantot daudzus informacijas sist€mas ievieSanas
procesam universalus labas prakses risinajumus un ieteikumus.
3) Modernas dokumentu vadibas sistemas ietver plasu funkcionalitates
klastu, dala no kuras valsts parvaldé vispar nav nepiecieSama. Sagatavojot
iepitkumu DVS iegadei, riipigi jaizverteé konkréta nepiecieSamiba, kas
atlautu iegiit 18tako un saimnieciski izdevigako piedavajumu. Minimala
DVS funkciju kopa, kas nepiecieSama valsts iestadei, ir dokumentu vadiba
jeb lietvediba, kas ietver katra dokumenta pilnu dzives ciklu, darbpliismas
organiz€$ana un arhiva vadiba.
4) Pedgjo gadu laika ievérojami palielindjies dazadu mobilo ieri¢u un to
lietotaju loks. Ar1 valsts parvaldes darbinieki arvien biezak izmanto
plansetdatorus, viedtalrunus un plaukstdatorus. DVS izstradatajiem jabiit
gataviem pakapeniski pielagot savas dokumentu vadibas sistémas darbam
no mobilajam iericEém.
5) Péc elektroniskas dokumentu vadibas sist€émas ievie$anas to
nepiecieSams integrét ar citam organizacijas, starporganizaciju un valsts
informacijas sisttmam. Atkariba no iestades darba specifikas un vélmém,
visbiezak DVS nepiecieSams integrét ar lietotaju direktoriju, finansu
vadibas sist€ému, persondla vadibas sistému, CRM sistému un elektroniska
pasta sistemu.
6) DVS drosiba ir viens no svarigakajiem kritérijiem dokumentu vadibai
valsts parvalde. Jau pirms DVS sistémas ievieSanas nepiecieSams izstradat
organizacijas drosibu reglamentgjosos pasakumus un atbilstosas procediiras
dokumentet aktivitates, kuras javeic lietvedibas specialistiem un DVS
administratoriem. Procediras janosaka darbinieku atbildiba un droSibas
parkapumu gadijumos veicamie pasakumi.
7) Latvijas un kaiminos eso$o valstu publiskaja sektora tiek izmantots pla$s
DVS Kklasts un ir parstavéts liels skaits dazadu razotaju un izplatitaju. Ka
negativs faktors talakai attistibai jamin tas, ka valsts institiicijas, ievieSot
jaunu DVS, parasti neapliko tas integracijas iespgjas ar citu institlciju
sisttmam.
8) Visu pétijuma ietvaros aptverto valsts iestazu dokumentu vadibas
sisttmas ietver vismaz $adu DVS funkcionalitates klastu: lietvedibas
funkcijas, darbpliismas, dokumentu meklésana. Raksturigi, ka ir daudzas
iestades, kuras visas esoSo DVS iespéjas netiek pilniba izmantotas.
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9) Uzsakot projektu parejai uz elektronisku dokumentu vadibu valsts
iestade, vispirms janodroSinas ar pilnigu iestades vadibas atbalstu. Vadosie
darbinieki iesp&jami daudz jaiesaista planoSanas, programmatiiras izstrades,
akcepttestéSanas un ievieSanas procesa.

10) Sekmigai parejas nodro§inasanai uz elektronisku dokumentu apriti
katra valsts iestade nepiecieSams darbinieks, kura tieSais darba uzdevums ir
planot un veikt elektronisku dokumentu vadibu. Sim darbinickam
nepiecieSsamas gan augsta lTmena IT zinaSanas, gan pilniga izpratne par
lietvedibu un tas procesiem, ka arT arhivésanu.

11) Lai sakartotu elektronisko dokumentu vadibu valstiska meéroga,
nepiecieSsams nacionalais elektroniskas dokumentu aprites standarts. Viena
no alternativam ir jau esoSa visparatzita starptautiska standarta (pieméram,
MoReq 2) pielagosana; otra — jauna standarta izstrade, apkopojot taja labas
prakses ieteikumus no dazadiem standartiem un normativajiem aktiem, kas
regulé dokumentu vadibu un elektronisko dokumentu apriti.

12) Ja valsti nav vienota standarta elektronisku dokumentu apmainai starp
dazadu iestazu informacijas sisttmam, tad, iegadajoties DVS, valsts iestadei
svarigi izveleties tadu programmproduktu, kas ir spgjigs eksportet un
importét dokumentus ar visiem to metadatiem kada no visparpienemtiem
sistému datnu apmainas formatiem, pieméram, XML.

13) Attistot elektroniskas dokumentu vadibas koncepciju valstiska méroga,
nepiecieSams pemt veéra citu valstu pozitivo un negativo pieredzi.
Neveiksmigais un vairakus gadus ilguSais elektroniska paraksta ievieSanas
projekts pierada, ka Latvija specialisti nepietickami izmanto citu valstu,
pieméram, Igaunijas sekmigos risinajumus. Latvijai tieSi paSreizgja
elektroniskas dokumentu vides attistibas posma butu 1pasi svariga
informacijas un pieredzes apmaina ar Igaunijas valsts parvaldi.

14) Planojot pareju uz elektronisku dokumentu apriti, dokumentu vadibas
sistémas iegade vai izstrade ir tikai dala no veicamajiem uzdevumiem.
Kopuma ir japaredz ilgs projekts, kura ietvaros iestadei javeic gan
organizatoriskas, gan tehniskas izmainas. DVS ieviesana un sekojosa tas
uztur€Sana ir jaorganizé ka nepartraukts un nebeidzams process, kura laika
tiek veikta pielagoSanas tehnologiju nemitigai attistibai.

15) Elektronisko dokumentu vadibu nepiecieSsams aplukot valstiska
méroga, nevis nemt véra tikai individuala iestad€ noverotas prieksrocibas.
Savstarpgji sadarbsp&jigu DVS izmantoSana visas valsts institiicijas lautu
radit vienotu informacijas telpu. Taja ieklautos visas ministrijas, valsts
agentiras, dienesti un citas valsts parvaldes iestades. Nakotné tas
nodro§inatu ies€jamu risindgjumu problémam ar datu apmainu starp
iestadeém.

16) Valsts iestazu DVS iegadei normativajos aktos japaredz noteiktas
prasibas minimalajai funkcionalitatei un projekta norisei. Javeic valsts
meéroga parraudziba un visas jaunievieSamas un/vai izstradajamas DVS
jaizverte ka sadarbsp€jigas valsts elektroniska dokumentu aprites modeli.
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e European Regional Development Fund (ERDF) financed project
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of the Republic of Latvia and its affiliated institutions” — leading and
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preparation of the theoretical part.

INTRODUCTION

Relevance of the topic

In governmental institutions, correctly organized document circulation is
the main key to a successful functioning. In order to develop and maintain
the corpus of legislation, each state ministry and their affiliated institutions
must on a regular basis exchange documents, put into effect the suggested
changes on several affiliation levels, as well as direct documents for
adaptations and revisions, if necessary. Therefore it is necessary to correctly
process the correspondence, carry out successful configuration management
and organize document circulation — all these processes comprise the
everyday work of public servants.

In order to organize these processes on the highest level of quality,
electronic document management is an essential part. In order to promote
the interaction between ministries, state agencies and other state
administration institutions, one of the key points is to develop and
implement unified document management system principles.

There are many different document management systems available in the
market. However, the author’s experience in implementing DMS in a state
administration institution in Latvia signifies that the existing systems,
developed in Latvia and in foreign states, essentially do not cover the
requirements of governmental institutions. Thus a task for IT sector
companies can be put forward — to solve the discrepancy between the DMS
supply and the needs of a certain target group. As the basis for this task the
nowadays even more and more common user-centered design and user
experience design approaches can be used.
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These approaches are based on the idea that the users do not have to adapt
their attitude and behaviour in order to learn to use the system. The system
has to be developed in a way that it supports the already existing opinions,
attitude, and behaviour of users, related to tasks the system has been
designed to work with. One of the main obstacles is that the document
management system developers do not possess enough knowledge about the
specific requirements of state administration institutions. In order to solve
this problem, within the framework of this doctoral thesis the author has
carried out an analysis of the document management process in state
administration institution in Latvia and other countries, and an inspection of
document management systems (DMS) in use and their technological
characteristics both in context of record-keeping and information
technologies. Additionally there is a comparison of different document
management systems of world-renowned software product functions, being
used in the public sector in Latvia and adapted to our environment.

Alongside the theoretical part of the work, practical research was being
done in the Agricultural Ministry of the Republic of Latvia during which the
document circulation mechanism for internal use and also for
communication with external public sector institutions was significantly
changed. In order to evaluate the current stand of other document
management environments, an extensive information exchange with other
ministries in the Republic of Latvia and the neighbouring countries was
carried out. The promotional paper depicts practical research conclusions
during every stage of document management system implementation and all
other activities related to electronic document circulation (document
management system integration with other information systems, security
aspects, system mobility, electronic document archiving, user management,
opportunities for outsourcing and cloud-computing).

Aims and objectives of the thesis

The aim of the doctoral thesis is: to specify the current electronic
document management features relevant for the public sector and to create a
concept for software developers for projecting, developing and
implementing a document management system in the public sector.

Within the framework of the promotional paper following tasks have been
achieved:

1) collection and interpretation of specialist recommendations relating to
the transition towards electronic document management, their evaluation
in the context of public sector and adaptation for use in the
governmental institutions;

2) analysis of the most often used document management system usage and
functionality, defining and setting priorities for public sector institution
requirements;
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3) defining of the needed unique functionality of document management
systems for the public sector electronic document management model;
4) analysis of document management systems used in the public sector and

defining common elements in them;

5) preparation of suggestions for public sector institutions during the
transition towards an electronic document circulation, based on the
conclusions acquired from the practical research;

6) development of unified principles for electronic document circulation in
the public sector, thus increasing the effectiveness of document
circulation process;

7) offering solutions for electronic document management and different
document management system usage problems in the public sector;

8) defining unified criteria for acquiring or developing a document
management system in public sector institutions;

9) setting basic principles for document management system developers for
implementing systems in public sector institutions.

Research methods

Following methods have been used in the research:

1) ascertaining and research of document circulation processes in the
public sector;

2) analysis of literature and internet sources;

3) ascertaining of functionalities of world-renowned and most popular
document management systems, analysis and comparison with systems
used in the public sector;

4) identification of common characteristics and development of basic
principles for the choice, implementation and usage of document
management systems in the public sector;

5) collaboration with document management system developers in order to
define an optimal scheme for system design, development and
implementation in a governmental institution;

6) participation  in  electronic  document  management  system
implementation in public sector institutions during all stages -
preparation of technical specifications, purchase, system analysis,
development, testing, implementation, administration.

Scientific novelty

The scientific novelty of the doctoral thesis is:

o development of an informative model for document management system
software developers for developing products for governmental
institutions;

o definition of the most important document management system
functionality and quality requirements for the public sector;
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preparation of an information cluster for developing a national electronic
document circulation standard;

definition of specific document management system requirements in
Eastern Europe and clarification of special features of document
circulation therein;

suggestions for electronic document management concept development
on a national scale;

development of methods for document management system
development and implementation.

Research theses

Document management in public and private sectors is too different in
regards to successfully using the same document management systems,
developed for the private sector organizations.

Document circulation in Eastern European countries, including Latvia,
is particularly complicated due to the fact that it comprises elements
from former Soviet state document circulation and current European
Union document management.

Document management system can become the central element of a
governmental institution or even of several institutions in unified
information space.

Until now, Latvian experience on the way towards electronic document
circulation signifies that in order to successfully implement document
management system a national electronic document circulation standard
is lacking. Not also it had to contain technical information, but
suggestions about other factors, including HR management, as well.
When implementing a document management system there are several
types of risks that had to be taken into account when carrying out the
transition towards electronic document management: administrative,
technological, and also HR related risks.

In the long term, transition towards electronic document management is
economically more favourable if compared to paper document
circulation, and also warrants improved governmental institution data
integrity and speedier internal communication between governmental
institutions.

Practical value
Within the framework of the doctoral thesis an extensive analysis of the

electronic document management field has been carried out in order to be
able to bring forward basic principles that could be used in any developing
country when making the transition towards an electronic document
circulation. Principles can be divided into several groups, beginning with
the acknowledgment phase that there is a need for digitalized document
management, and closing with the purchase of an electronic document
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management system and it usage in the public sector. These principles and
suggestions can be used both while making the transition towards an
electronic document management and also when improving an already
existing electronic document circulation on the governmental level.

The thesis can be used as the informational basis for document
management system software developers who aim to create and offer
products for governmental institutions. Within the framework of the thesis,
the emphasis has been placed upon the document management system
functionalities most vital for the public sector and an analysis on project
preparation, system analysis, system development and implementation
phase, as well as on the first steps with the system has been carried out.
Special attention has been paid to such current software development
matters as cloud-computing, security, integration between different
information systems, and development of mobile systems.

Although the research results of the thesis are the most significant for
software developers in system development and implementation phases,
they can also be used in the public sector in all stages of the transition
towards electronic document management. Within the framework of the
thesis, all the most important matters have been studied — starting with the
substantiation of document management necessity, system choice,
implementation, user management and closing with the usage and
maintenance of the system itself. Taking into account the radically different
focus groups of the thesis, all subject matters have been viewed from two
aspects — from the point of view of system developers and from the sides of
the client and user — governmental institution.

As electronic document management has only gained popularity in the
world during the last ten years, the doctoral thesis has an important
scientific value also on the global scale. The study can be used in any
developing country that has the desire to gradually move over to purely
electronic document management or at least digitalize part of the
bureaucratic processes. It is also important for countries where document
management is already electronic, but where the developed systems have to
be improved.

The study is particularly important for Easter European and post-Soviet
states, including Latvia. This group of states is unique on the global scale as
the document management processes there are radically different — both
former document circulation and nomenclature modules (that are still being
used in the Russian government) and document management principles
common in Western Europe and North America are being used there.
Within the framework of the doctoral thesis the author analyses the
possibilities to merge and combine both approaches in electronic document
management.
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Structure and volume of the thesis

The doctoral thesis is written in Latvian. It consists of a summary,
introduction, 3 chapters, conclusions, literature references and 5 annexes,
including 6 tables, 22 pictures, 8 schemes, altogether 167 pages. The
literature references consist of 122 publication titles.

1. ELECTRONIC DOCUMENT MANAGEMENT AND
STATE ADMINISTRATION

There has always been document management process in the state
administration — documents have been structured into folders, circulated
through definite circulations flows, been reconciled, confirmed, signed,
numbered and achieved. Information is being received through different
data channels both in electronic and paper form. Usually, processing all the
incoming documents is the record-keeping department that is classifying the
documents, entering the metadata for them, register them in the
management system and forwarding them to the institution manager for
review. The manager then forwards the incoming documents to
departmental managers for execution. Departmental managers can then
forward these documents along to affiliated departments. The process
continues until the incoming documents have reached the regular users —
end executors. The end executor inspects the document and makes the
decision if it is necessary to create an outgoing document in reply. It is also
possible that the institution is preparing an initiative letter that is a not a
reply to an incoming document. However, the further flow of such
documents in the outgoing flow of documents is similar. The end executor
passes the prepared document for reconciliation and confirmation within the
hierarchy of the department, and then to the institution manager for
signature. The outgoing document flow principles are valid for the creation
of other different documents too (normative acts, decrees etc.) — these are
being prepared, reconciliated, confirmed and signed. After the signing the
record-keeping department registers these documents and sends them to
their respective addressees. Both internal and external addressees are
possible. Alongside the document management different level controls are
being carried out. Governmental institutions work with classified
information that they receive from different state institutions or classified
information systems on an international scale, they also exchange
documents with various state information systems. After the documents of
different types have reached the storage period end that is stated in
legislative acts, they are being transferred to state archives.

In public and private sectors, there are different requirements towards
electronic document circulation and electronic document management
systems. Document management system developers usually present their
products as business products and their functions have been adapted to
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private sector needs. However, universal document management software
products are not always suited for use in governmental institutions. The
differences between electronic document circulation in private and public
sectors have not been widely studied. One of the most significant works is
the study by Josip Brumec, Zelko Dobrovic and Martina Tomicic (Brumec
et al., 2006). It compares the document management models in public and
private sectors.

Even if they serve the same purpose, electronic documents can in no way
be treated as equal with paper documents. Electronic documents differ by
form, by content, by processes related to document management, for
instance, proof of document authenticity, storage, archiving etc. Taking into
account the sole nature of electronic documents, respectively, the fact that
they are no longer dependent on the former information carrier — paper, the
document content variety increases. The document can contain not only text
and pictures, but also various other objects. The life-cycle and usage of
electronic documents are different from paper documents. The differences
concern document creation, search of documents, delivery to the addressee
or publication, and archiving and deletion.

Governmental institutions always work in compliance with different
normative acts. All their functions, work methods, hierarchy and duties are
defined in legislative acts, decrees, reglaments, orders and other normative
acts. And, the same as with other work processes in governmental
institutions, document management and record-keeping are also regulated
with both internal and external rules. Each state has its own corpus of
legislative acts that regulate document management. The main problem in
Eastern European countries is that these normative acts have been created
many years ago and were designated for paper document circulation. In
order to ensure proper electronic document management, new laws and new
rules for their implementation would be needed. Development of such rules
could take several years, therefore one of the solutions could be overtaking
and adapting an existing document circulation standard (the most popular
could be MoReg2, DoD 5015.2, DOMEA). However, the author of the
promotional work would like to indicate that not always do these standards
completely comprise all the processes of public administration document
circulation. For instance, MoReq standard completely covers all the record-
keeping factors: document creation, registration, storage, archiving and
deletion, thus indicating the complete life-cycle of a document. However,
the MoReq standard does not include work organization processes, for
example, task implementation control, reconciliation, DMS integration with
other software. The author advises that one of the solutions could be
development of a national electronic document management standard in
each country. However, it is a long process that has to involve all
governmental institutions.
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Electronic document circulation is one of the core principles that can be
used for evaluating the state development in 21st century and the experience
of its e-government. "Development of electronic services and provision of
electronic document circulation are one of the main requirements for further
development of state administration and ample communication between
administration bodies and citizens" (Leikums, 2013: 193) If a state body
still accepts most documents in paper format, not only it signifies about the
low digital era development level of the institution itself, but also about the
slowness of the society in relation to using new technologies.

Since the 80s, the document management system development indicates
different trends and further DMS perspectives. In the coming years the main
trends will be system mobility, cloud-computing solutions and integration
option with other systems. Systems created in years 2003-2008 were of
good quality, user-friendly and stable. This is supported by the fact that, for
instance, in Latvia in many state administration institutions systems from
these five years are still being used. However, currently these systems have
to be regarded are outdated because of several different conditions:

1) server-side technical solutions are no longer safe for use (for instance,
Windows 2000 Server, outdated SQL database versions etc.);

2) user-side computer solutions are no longer safe for use (for instance, the
system is designed for using on Windows XP operating system or an
outdated platform is needed for its work, for example, .NET Framework
1.1etc);

3) internet-based DMS use unsafe technologies (for instance, outdated Java
versions, Microsoft Internet Explorer 6 version etc.);

4) systems are not capable of working with digital signatures;

5) functions, interfaces and system design no linger satisfy the users;

6) systems cannot process/store a sufficient number of documents, because
when they were developed, the electronic document circulation was
significantly smaller.

During the last five years most of the DMS developers offer systems that
are used from the internet browser software. It is foreseeable that in the
future most document management systems will be developed for usage in
internet environment. Even though their performance, if compared to
locally installed client-side software base, is something lower, the usage and
administration convenience outweigh these disadvantages significantly.

Organizations should use DMS that are suited for their servers and user
computer software solutions. Electronic document management field is
constantly changing; therefore the document management system should be
up-to-date and enable all functions needed for the organization. DMS
developed in the last years have numerous functions, are secure, mobile and
can deal with complicated document circulation tasks. However, they are
not always suited for use in state administration because of different factors.
The method of document management developers — to develop universal
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DMS that are suited to all types of users — is not suitable for state
administration because the requirements of such institutions differ from the
private business companies. Public sector document circulation model is
complicated because of a wide array of specific minutiae that have to be
taken into account. Migration to electronic document management in
governmental institutions has to be done with a specific approach that not
only consists of the purchase of the software itself, but also of business
approach changes and adaptation or revision of legislative acts. In particular
cases it would even be advised to create a new document management
standard or adapt the existing standard.

When designing, developing and implementing DMS, the document
management system developers should pay attention to a number of
different factors: performance, security, mobility, usability, implementation
process, testing, maintenance, technical support etc. However, when
inspecting DMS in the context of state administration, the author of the
thesis emphasizes the most important elements for the public sector that are
not directly related to system functions:

o safety;

mobility,

system integration;

archiving;

cloud-computing.

In addition to the aforementioned document circulation special features in
the public sector, it is important to mention the differences between Western
and Eastern European countries. Western European state economies,
politics and state administration models are mainly closer to Northern
American and specifically the USA example, however, the Eastern
European countries still have some influence from the Soviet times. When
reviewing the state administration performance, the Latvian model rather
resembles Russia than Western European countries. This fact significantly
influences the area of interest of the promotional work — document
circulation. The literature about document circulation differences in
Western and Eastern world countries are mainly published by different
Russian document management specialists: Djachenko, Orehov, Karcev,
Sapozhnikov, Bushueva, Nazarenko. The author of the promotional paper
has analysed the studies of these specialists about document management
and circulation differences, as well as compared Western and Eastern
document management systems and their functionality. As the result of the
analysis the author presents a table of comparison of Western and Eastern
approach to document management (see Table 1.1.).
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Table 1.1.

Main features and most important characteristics of Western and
Eastern DMS

Document management — approach
in Western countries

Document circulation — approach in
Eastern countries

Western nomination — Electronic
Document Management

Eastern nomination — J2aexmponnsui
00KYyMeHmoodopom

Document circulation tends to be
horizontal. Institutions attempt to reach
a state where every incoming document
reaches it addressee without any delay.
Any outgoing document has the
possibly  shortest route  through
coordination and confirmation.

Document  circulation is  explicitly
hierarchic and structured vertically. Any
incoming document first arrives at the
record-keeping, and then gradually
continues its way towards the end user
through many managers on different
levels. The duration for the outgoing
direction is similar.

In Western Europe and USA there is no
such notion as record-keeping or a staff
position as record-keeper. Document
management and electronic document
management, too, are  processes
involving all persons in an
organization, whereas document
control, deadlines and structure are
taken care of by managers. IT staff is
responsible for document management
system configuration and
administration. The only process that is
only related to documents and their
structuring in Eastern European way is
the records or archive management. It
involves taking care of documents’
life-cycle after their usage period has
ended.

Starting from the time when paper
document circulation began, document
movement within an organization was
documented in registration journals and
each document got a separate registration
card. Therefore there has always been a
distinctive organizational separation into
managers and regular staff members who
only work with the documents or their
copies and record-keeping that works
with the document metadata and
circulation organization. Due to possible
lack of resources and options record-
keeping can also be responsible for DMS
administration and configuration
functions.

Information and documents are
distributed to responsible persons as
DMS tasks. With the help of search
option, they have possibilities and
rights to view other documents in the
organization, too.

Strict information access reglament.
There are several different access levels
and within one and the same organization
there are different accesses to registers
and nomenclature files. The level
depends on the department and position
of the employee.

DMS comprises different tools for
informing the responsible person about
deadlines of his/her responsible tasks:
e-mail notifications, system reminders.

Record-keeping is constantly maintaining
a document related business process
status control (implementation control).
About tasks with missed deadlines
record-keeping usually notifies the
responsible staff members by phone or
directly.
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End of table 1.1.

Document management — approach in
Western countries

Document circulation — approach in
Eastern countries

Any signed or registered document is
considered inviolable and unchangeable.
There are no options in the DMS that
would allow any changes in documents
after the aforementioned status change.

Changing of information is done if
needed; changes can be done even after
a document has been signed or
registered. DMS comprises special tools
that are available for administrators that
would allow changing documents even
after the aforementioned status change.

Primary object in DMS — document and
its information.

Primary object in the DMS — document
and its implementation.

Filling in the metadata for a document is
the responsibility of the end user or
original creator. This is being done with
a responsibility for entering correct
metadata so that the document would be
easily found and identified within the
organization.

Usually  the  record-keeping  is
responsible for filling in the document
metadata. There is an additional
document  grouping  criteria  for
document registries and types — file
nomenclature.

Document search is mainly done with
the help of their metadata, for instance,
title or keywords. DMS is enabled for
full-body search that allows search for
information not only from the
descriptive information but also in the
full text.

Document search is mainly done after
their file nomenclature, not other
metadata.

Reports and reviews from the DMS are
being used in order to evaluate the
productivity of the organization and plan
possible improvements. DMS can
generate specific reviews for
determining  which  department s
overloaded in regards to document
circulation.

Reports and reviews from the DMS are
being used in order to control the
departments and their tasks
implementation. Based on the review
information, it is possible to follow the
task implementation on different levels,
and organization management can
analyse tasks with missed deadlines.
DMS can generate special reviews in
order to determine which department
causes delays.

Differences between document management in Eastern and Western
countries are significant and they also greatly influence the electronic
document management. In Latvia and other Eastern European countries,
document management and circulation processes are more complicate than
in the Western world. Public sector approach to document management
comprises of principles both from the former Soviet Union (reinforced
document implementation control, file nomenclature, internal archives of
the institution, strict hierarchic structure etc.) and from the Western world
(wide array of document search and content management possibilities,
comfortable document creation and editing etc.). In order to synthesize both
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of these approaches, a special DMS with appropriate tools is in order. The
principles of its creation the thesis author is analysing within the framework
of this promotional work.

2. DOCUMENT MANGEMENT SYSTEM CHOICE,
IMPLEMENTATION AND USAGE

DMS implementation is not only an IT process. The transition towards
electronic document circulation or adjustments in the existing system can
cause significant business process changes. Therefore the involvement of
the management and future system users is advisable during every stage.
When implementing a document management system that will be used by
the most part or even all workers in an organization, HR management has
huge impact. Alongside technical processes, for instance, defining system
functionalities, interface development and similar, lots of attention has to be
paid to developing user handbooks, analysing work processes and document
circulation features in the institution itself.

2.1. Necessity and choice of DMS

Document management system choice process comprises three main
steps:

1) acknowledging that the DMS needs to be changed or a new DMS has to
be developed/purchased;

2) evaluation of financial gains;

3) choice of a particular system or developer.

During the first phase the institution has to evaluate what advantages can
be gained from migrating to electronic document circulation or
implementing a new system. The second step includes calculations if DMS
implementation is economically advisable in the long term. During the third
phase, market research and analysis of available DMS and their options
have to be carried out.

As the main advantages of migrating to an electronic document
management the author of the thesis defines: document search options,
information security, fast document circulation and automated workflows,
environmentally safe approach, higher user service quality, financial gains,
remote access possibilities, compliance with legislation and audit, improved
intra-organizational communication, cooperation possibilities, and
improved document quality. DMS can also significantly improve the
effectiveness of document circulation process. The author of the thesis
defines the following public sector document circulation process
effectiveness criteria:

e speed (document circulation proceeds without significant interruptions,
any documents reach their designated executors in a time period not
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longer than one working day; document preparation is fast because of
predefined forms);

o stability (document circulation scheme is clear to all users, documents
never get lost and always reach their designated executors);

o flexibility (in case of need, the document circulation process can be
modified; workflows can be adapted and changed for every document
type or executor group);

o controllability (the status of any document and task can be easily
identified and controlled by any users involved in the document or task
execution).

When analyzing if DMS implementation can bring financial gains, the
author of the thesis suggests that public sector institutions first evaluate the
existing document management system and convert it into financial values.
DMS necessity in governmental institutions can nowadays be easily
justified, also financially, yet not always it is understood by the
management of a particular organization. The impulse to migrate to
electronic document management should come from the management, as
within organizations the management is directly responsible for the
allocation of finances and giving accounts about it. When offering a DMS
to a public sector institution, it is advisable that the developer could prepare
sample calculations with real data in order to prove that implementing a
document management system is financially advisable on the long term.
DMS developers should also offer professional assistance for assessing
financial gains for the organization and afterwards come up with objective
suggestions and results.

First of all, it is important to understand the main goal of a document
management system within the organization. It is crucial to evaluate four
main current components of DMS and decide which of them are necessary
for the organization:

1) document management or record-keeping (registration and classification
of incoming and outgoing documents, document type and metadata
maintenance);

2) workflows (ensure electronic document circulation within an
organization, creation of task and resolutions, automatization of
document flow, document execution control and reports);

3) intranet (many current DMS also offer the creation of an internal portal
for the users; this portal also comprises all the functions related to
document management — document search, view of personal tasks, view
of user’s created documents etc.);

4) archive management (ensures nomenclature file maintenance in
compliance with the archive requirements, as well as the recycling of the
documents once their storage time has come to an end).

One must take into account that governmental institutions can have

completely different functions and tasks. One group consists of ministries
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with approximately same work process. However, there are different state
agencies and services with completely different tasks. Ministries have to
supervise the state affairs, control and promote sector development, to map
the political decisions and organize their implementation. The affiliations
the ministries already have much more specified and narrower tasks, for
instance, working with the clients (and maintaining a client database),
offering paid services or, on the contrary, distributing payments to
governmental institutions. The author of the thesis wants to emphasize that
the required DMS functionality can be significantly different not only
between governmental organizations, but also in one and the same sector.
When offering their software products to public sector institutions,
document management system developers do have to be aware of the fact
that the requirements and functionalities can be significantly different from
those in the private sector. Based on the practical research, the author of the
promotional thesis offers some conclusions about the main differences in
document management in public and private sectors (see table 2.1.).
Table 2.1.
Differences between document management in public and private sectors

Public sector

Private sector

Document types and formats

Many different document types and subtypes that
are reciprocally related to different record-
keeping registries.

Document content is mainly not structures
(letters, applications, legislative papers).

Fewer types of documents.
Document content is mainly
structured (contracts,
acceptance certificates,
invoices).

Information storage period

Documents in system are being stored according
to legislative requirements that determine storage
period for each document.

Documents in system are being
stored according to necessity.

Archiving

First, documents are archived in the institution,
then part of the documents (both paper and
electronic) together with their metadata is being
transferred to the national archives.

Documents are being archived
according to necessity, for
instance, when the company
wants to decrease storage costs.

Data accessibility

Information is divided into several access levels
(from public access to state secret level). Data
can be accessed by the users in the institutions
and often, if the system is being used by several
governmental institutions) by users from other
institutions. The open data initiative — that states
that all data not protected by law can be
published as open data — has become current in
Europe during the last year.

Most of the data contain
commercially classified
information and are usually
only accessible for company
workers; their publication is not
necessary or is carried out
without DMS.
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Continuation of table 2.1.

Public sector

Private sector

Document circulation

Complicated document circulation scheme that is
related to the hierarchic structure of the
institution. Many different types or tasks and
resolutions.

Relatively simple document

circulation scheme.

Electronic signature

Electronic signature is more often used in
governmental institutions.  Communication
between many public sector institutions involves
electronically signed documents.

Electronic signature is used less
often than in the public sector.

Interoperability

DMS has to be interoperative with other public
sector document management systems and
include a function to transfer the documents to
the archives. Additionally integration with other
information systems within the institution is
often required.

DMS usually does not have to

be interoperative with
information systems of other
companies. However, its

integration with other IS within
the company is possible.

Statistics

DMS is usually not used for acquiring statistical
data, for example, number of documents
processed etc.

DMS is used for evaluating
company’s  operations, for
instance, how many documents

have been processed in a
month.

Development methods

Taking into account the specific requirements of | In order to save financial

every institution, usually systems are being
developed from a scratch or adapted to fill the
requirements.

resources, a ready out-of-box
solution can be chosen if it
satisfies the requirements of the
company.

Content topics

Large part of the documents in the DMS are
related to legal area (legislative acts, draft laws,
applications etc.)

Documents in the DMS are
mainly related to finances
(invoices, acceptance

certificates etc.)

System maintenance

Governmental institutions not always maintain a
huge IT staff. Mainly these people are
responsible for any issues related to IT and are
not specialized to administering only one system,
add-on development or error detection. Therefore
system maintenance is usually ordered from the
developers.

Depending on the size of the
company, often the IT staff is
employed that is able to
maintain the system and adapt
it, if necessary.
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End of table 2.1.

Public sector | Private sector

Implementation goal

Transfer to electronic document circulation (or | Transfer to electronic document
changing an existing DMS) usually takes place | management  takes place
after a regulation by a higher-ranked institution | because of the initiative in the
or normative acts (legislative laws, EU | company itself because of a
requirements etc.) desire to economize or improve
work processes.

Non-traditional or modern solutions (cloud-computing, open-source software etc.)

Reluctant towards non-traditional solutions. | More open to experimenting. In
Prefer developers with huge experience. order to save resources more
often choose cloud-computing
and open-source solutions.

System language

The system language is completely in the official | More often than the public
state language (including interfaces, manuals). sector are willing to implement
a system in a foreign language
(mainly English).

In the public sector, document management system is one of the main and
central information systems or even the core element of the unified
information space. Therefore designing the DMS is a more complex process
than implementing an out-of-box solution in a private company. When
offering a mainstream DMS, developers have to acknowledge that most
probably it will not be completely suited to the requirements of the client in
the public sector, and will need more or less significant system adjustments.
It is advisable to warn the client about it when the client is about to choose a
system. However, if opting for an individual solution, a governmental
institution can meet certain risks. As main risk of choosing an individual
solution the author of the thesis can emphasize:

o lack of technical support and specialists from the developer’s side;
o compatibility problems with other IS;
e system acquisition specifics.

2.2. Document management system functionality for the public
sector

In order to identify the functions necessary for DMS exactly for the public
sector, the author of the promotional thesis used three consecutive methods:
1) analysis of business processes and normative acts of document
management and circulation (analysed: processes and documentation at
the Agricultural Ministry of the Republic of Latvia);
2) consultation sessions with different public sector specialists of record-
keeping and document circulation about the desired functionalities of the
DMS;
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3) analysis of the functionalities of document management systems and
enterprise content management systems currently in the market:
a. according to the information from the newest studies about the best

DMS, the best and most popular document management systems
in the market were identified in a September, 2014, study by
Gartner "Magic Quadrant for Enterprise Content Management”
(Gartner, 2013) and in Ben Davis’ study "Document
Management Software Review. Reviews and Comparisons”
(Davis, 2014);

b. testing of available DMS demo versions; testing the base functions

necessary for governmental institutions;

c. reviewing presentation videos of systems that do not have a demo

version and feedback and review analysis.

As the main document management system function bundle in the public
sector the author of the thesis assesses: capturing, editing metadata, storing
and retrieving, versioning, integrating, workflows, publication. It is also
very important to apprehend the main document divisions in the public
sector and the corresponding metadata. In the following scheme (Picture
2.1.) the author nominates four document groups (incoming, outgoing,

finance and universal documents), specifies document types in each of these

groups and describes metadata information blocks necessary for each of

these groups and types.
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A specific functionality that is required particularly in Eastern European
governmental institutions is file nomenclature. When migrating to an
electronic document circulation, it is important to maintain all the file
creation principles of nomenclature and ensure an analogue scheme in the
electronic document management system, too. However, not all document
management system developers are willing to maintain the file
nomenclature principles in their systems. First of all, nomenclatures can be
different in each institution. Therefore it is not possibly to create a
completely unified software product that could be offered to the public
sector without adaptation. Secondly, grouping documents by the file
nomenclature principles facilitates the work of archivists and record
managers but hinders it for all other users in the institutions.

File nomenclature principles are closely related to document numbering.
In every governmental institution there are possibly different requirements
for document numbering. Analysing various public sector institutions’
document numbering principles, the author has come to a conclusion that
the document numbering mechanism used in the document management
system has to be universal and must be able to be comprised of any symbols
(that do not directly contradict programming principles) in any part, as well
as be compiled of several parts. As a result, it can be concluded that public
sector institutions mainly use one of these five variable parameters for
numbering documents:

e institution title abbreviation (for example, abbreviation ZM for
Agricultural Ministry ("Zemkopibas ministrija”), AM for Foreign
Ministry ("Arlietu ministrija") etc.);

o first letter of the correspondent’s natural person’s surname (when
registering applications from natural persons, it is common for
governmental institutions to maintain a separate registers for these
applications that also have special numeration principles. The number
usually includes the first letter of the correspondents surname and the
number of the application within the calendar year. For example, the
year’s 50th application, received from Janis Beérzins, would acquire a
number part of B-50);

e complete index of the file nomenclature (the document number almost
always also contain the file nomenclature index wherein the document is
located);

o last two figures of the registration year (this approach is mainly used for
document types with short storage time, for instance, two years);

o year of registration.

However, these main variable parameters are not enough for the DMS to
create a document registry numbering format. Previously it was stated that
variable parts are separated from each other with the help of different
symbols. Therefore the document management system numbering
mechanism has to enable combining the aforementioned parts with any
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symbols. The author of the promotional thesis has developed a model that
allows performing document registry numbering format definition. The
solution has been implemented into the unified document management
system at the Agricultural Ministry of the Republic of Latvia and its
affiliated departments. An example can be seen in Picture 2.2.

Document registry number format 20 ¢
* Variable part | [ Choose value [Ll

MNew part: ¢ Sepmator | L

Consecutive number Part Motes |
1 REG Title abbreviation x
2 ! *x
3 ML File nomenclature number 4
4 x

Consecutive number

5 Pk within a year x
5 \ x
7 GGGG Year of registration E

Renew

Picture 2.2. Example of number defining mechanism

Electronic document circulation until the archiving is gradually becoming
the standard in any modern organization both in public and private sectors.
In Latvia this process has started later than in Western European countries,
therefore governmental institutions have not yet faced the process when all
or the majority of a year’s documents have to be transferred to the state
archives in electronic format. It is exactly the transfer to archives that is the
most principal different between public and private sectors. Business
organizations usually choose to use document archiving for their own needs
— in order to save place or to keep the document storage or retrieval costs
lower etc. In public sector institutions archiving is mandatory: legislative
acts strictly prescribe storage period for every document type and even
subtype. It varies from two years even until permanent storage.

Public sector DMS users often want to use the system outside their office.
This is particularly important for institution and department managers
whose work responsibilities include different work that has to be done
elsewhere, not in their office and in front of their computers. DMS has to be
usable everywhere where there is an internet connection — in hotels, trains,
personal cars etc. Most part of public sector institutions managers use some
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kind of an up-to-date mobile device — tablet PCs, mobile phone, palm-size
PC or other. Laptops are being used, too, but this device group is not the
target of this chapter as a DMS that is convenient and viewable on a regular
computer monitor, will be likewise convenient and usable on laptop.

Mobile functionalities of document management systems pay most
attention directly to management functions (resolution and task creation,
control, document search). This means that the DMS developers understand
— mostly the users who will be using the system from mobile devices and
out of the workplace will after all be the institution managers. Functions
mainly required by the end executors of the document circulation
(document creation, file nomenclature and metadata insertion etc.) are
usually not common in mobile DMS.

One of the most important factors for document management systems is
security. Even more than in business organizations, the public sector
institutions have to pay special attention to document and data safety.
Document management systems offer a wide array of security solutions and
migration for electronic document management as it is already significantly
improve data and document safety in an organization. However, one must
take into account that security maintenance for electronic documents is
considerably different from security solutions for physical — paper
documents. As the most important security aspect the promotional thesis’
author wants to emphasize the user access to documents and system
functions.

For ensuring the system rights the author of the thesis offers his own
model of system roles and access rights group breakdown. Within the
practical research part, this model has been tested and implemented in the
document management system within the Agricultural Ministry of the
Republic of Latvia. This system has more than two thousand users in seven
different institutions. Each of these institutions has its own file
nomenclature, requirements towards the system and its necessary functions.
There have been no incidents during its time of use of two years and it
means that the offered model is both usable and secure. The two-step model
states that system roles can access different functions in the DMS but access
rights groups are being used in order to ensure access to document registers
and file nomenclature. Each access rights group can be assigned with one or
several roles, according to what is needed.

The promotional thesis’ author offers his own scheme (Picture 2.3.)
with the basic DMS roles and their access to document management
system’s main functions.

As the basic roles of the system the author suggests these five:
¢ administrators — responsible for running and configuring the DMS;

o record-keeping — responsible for contacts and document classification

schemes;
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¢ higher management — use the system only for confirming and signing
the documents;

e management — department managers who both create documents, assign
tasks to users and control their work, as well as reconcile and confirm
outgoing documents;

e regular users — responsible for document creation.
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2.3. DMS implementation and usage

Implementing a document management system is complicated and
therefore there is a need for a separate master team. Often institutions make
the mistake of purchasing an out-of-box DMS solution available on the
market, installing it and only arranging for some minor configuration work
by an administrator at the institution. Every user then has to use the system
as it is, not fitted to institution’s needs. When implementing a DMS, it is
advised not only to rely on the IT specialists. In order to implement a
system that is suited to all or at least the most part of the users at the
institution, there has to be a person who understands the business logics of
the document circulation process. In governmental institutions this person is
most probably a record-keeping specialist. If there is a special department
for change management or developments, it is most crucial that someone
from this department also takes part in the project.
DMS implementation starts with an analysis of document circulation
process in the institution, then with pronouncing and substantiating the need
for a system, financial gains’ evaluation, analysis of available DMS in the
market. For a governmental institution, it is very important to understand
the most relevant DMS functionalities and core element for the public
sector. For governmental institutions, the most important functions are
information security, archiving and system mobility. DMS work processes
have to be in compliance with different internal and external normative acts.
The implementation of the system itself is a crucial step. It is then
advisable to pay special attention to the future users of the system and their
needs and desires. The public sector has long been the one where all the
documentation takes place in paper format. Therefore work with paper is a
long-established tradition both for regular staff and for managers. It is the
mission of DMS implementation team — to make the system user-friendly,
functionally and convenient.
When starting to use a document management system, it is advisable for
the institution to take into account different good practice recommendations
for electronic document management. As the most important for them, the
doctoral thesis’ author offers:
¢ to decide on and always maintain a clear concept on who is responsible
for document management;

e whenever it is possible, to follow document management standards,
good practice, and guidelines;

e to involve management in planning the document circulation and
implementing the electronic document circulation;

¢ to gradually implement the document management solution;

to use the document management system foe everyday work processes,
thus replacing e-mail with it.
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In his developed scheme the author of the thesis offers a view on the most
important elements when migrating to electronic document circulation and
implementing a document management system (see Picture 2.4.). The
scheme is divided into three blocks, where each of them corresponds to one
step — choice of a DMS, implementation stage and using stage.
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3. DEVELOPMENT PERSPECTIVES OF STATE
ADMINISTRATION DOCUMENT MANAGEMENT

Migration to electronic document management and DMS implementation
within an organization is just the first step. The organization has to be ready
to develop further and use all possibilities that the electronic document
management can give. The author of the study proposes two possible further
development directions: document management outsourcing and document
management system development when integrating it with other
information system. Combining both these directions is complicated or
downright impossible. Outsourcing the document management system or
using a cloud-computing based DMS, the institution can no longer fully
proceed with or control the integration process with other IS and make the
document management system the core element of the unified information
space.

3.1. Document management outsourcing or cloud-computing
possibilities

When inspecting the possibilities of using a cloud-computed system,
governmental institutions have to be viewed as a special group or
organizations. Lots of attention in the public sector is being paid to data
safety and consequences of loss of information can be very severe. Work
processes in state administration are regulated by different documented
procedures and normative acts. IT processes are no exception — work in
information systems and data safety are regulated by safety policy, data
recoverability plans, working regulations etc. Therefore governmental
institutions usually choose to hire staff for creating and maintaining
information systems.

The author distinguishes four possible options for document management:

1) completely outsource the document management process, beginning
with the registration, continuing with the document circulation, and
finishing with the archiving. In this case the role of the record-keeping is
significantly reduced but the institution also loses much of its options to
control its business processes;

2) outsourcing all the IT services related to document management. In this
case SaaS document management systems and the service provider’s IT
specialists are being used. The document management process is carried
out in the institution itself, by using the offered technologies;

3) use an SaaS document management system, but entrust its management
to internal IT specialists and record-keepers of the institution. In this
case one has to take into account that there will be limited options of
modifying, configuring and using the system, as the service provider
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will not grant the client’s IT specialists the access to its databases or

chances to arrange additional programming;

4) use a local document management system that it being maintained by
the institution’s IT specialists. Until now, this solution is the most
popular in governmental institutions.

Main advantages of outsourcing and cloud-computing:
chance to avoid making technological solutions;
expert help in optimizing the document management process;
faster implementation time;
more convenient document access for end executors;
following the good practice suggestions;
document accessibility.

However, outsourced and cloud-computed solutions also have many

disadvantages, for instance, lower information security, slower reaction

time in crisis situations, lower system performance, dependence on data
channel bandwidth etc.

In the coming years the role of the cloud-computing on the IT market will
only become greater. However, governmental institutions will still use these
services with reluctance and will probably be the last group of institutions
that will maintain local information systems, including document
management systems. Main reasons behind it are distrust towards external
service providers and incomplete legislative base both in the European
Union and in Latvia. The only way to accelerate outsourcing of different
state administration processes would be a decision of state government, a
change of the national (or even European) IT policy, by making the
outsourcing of IT services compulsory in order to save costs in the public
sector.

Using outsourcing or cloud-computing options for document management
cannot be unequivocally evaluated. The author of the promotional thesis
agrees that these solutions offer many advantages, yet many disadvantages
as well, for example, many aspects on the legal side. A big number of DMS
developers who offer cloud-computing services are based in the USA and
not have any subsidiaries in Europe. Lack of specialists from the service
provider is one of the main reasons why cloud-computed document
management solutions have not gained acceptance in Latvia.

If considering document management the main supportive process in state
administration, the author of the thesis does not foresee that this process
would be completely outsourced in the near future. The main argument
against it is not the costs or technical reasons, but rather document
circulation traditions and history. In governmental institutions both the
regular staff and the management are of the mind that it is the record-keeper
who know everything about every aspect of the documents and that the
record-keepers are mainly responsible for them. Only the record-keeper
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does possess a complete comprehension about the document circulation
process and their life-cycle. Thus governmental instructions would not be
able to accept that document management could be overtaken from record-
keepers by an external company. However, if there is no future for
outsourcing document management, it does not mean that it is not possible
to use an SaaS document management solution. Even now, the purchasing
document management solutions with the help of public purchases, it is not
forbidden to offer cloud-computed services. The problem is that these
services cannot cover the whole array of document management functions
that are required by state administration.

Using cloud-computes solutions could hinder DMS integration with other
systems. If servers, databases and the software itself are not found in a
space accessible for the user institution, it is much more complicated to
coordinate interface development with other IS. Moreover, the DMS
developer can refuse to take part in such a project, because the system is
their property, not the user institution’s.

3.2. Document management system integration options

The same as in other institutions, state administration uses a great number
of various information systems. However, different from the private sector,
in state administration the most crucial are not the systems for resource
planning, finances, delivery or warehouse information systems etc. As in
the state administration the main business processes are related to
preparation and processing of various documents, the main and crucial
information system is the document management system. It is used for draft
bill and normative acts preparation, letter writing and composing replies to
applications from citizens, sometimes also for processing contracts and
financial documents. Nowadays the number of different information
systems in governmental institutions is only increasing and therefore it is
necessary to arrange integration between them. One solution would be to
acquire a relatively expensive company resource planning and company
content management system and start their adaptation and acquisition.
Second option would be to research the situation and determine which
systems require interfaces for data exchange.

Any type of information system integration requires extensive work both
from the user institution and the system developer’s side. The main problem
elements are integration costs and project implementation time. One also
must take into account that until the moment when the systems will start
working in the new shape, they also have to maintain working with the base
functions and afterwards a data migration can be necessary. Similar to
implementing a new system it is to be taken into account that not all users
will be satisfied with the change of their responsibilities and business
processes in the organization. In governmental institutions, it is therefore
very important not only to give a decree about the implementation of a new
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system or integration between systems, but also to carry out explanatory
work that the changes will increase work quality and productivity. In any
organization, information system integration is now more necessary than
ever — there are many companies that use much separate different software
which causes high information circulation costs.

Unlike than in the private sector where external integration of DMS is
usually not necessary, in public sector it can be important to integrate the
document management system with various state-level information systems,
for example, population register, register of enterprises, punishment register
etc. Integrating external systems with each governmental institution’s DMS
would be in compliance with the principles of unified information space and
would enable the system to be even more effective. For example, DMS
integration with population and enterprise register would allow not to
maintain an internal clients and contacts database but to use the already
existing current database by another governmental institution.

The author divides the systems that can be integrated with the DMS into
three groups:

1) systems that require compulsory integration;

2) systems that would be advisable to integrate and their administration and
usage, as well as internal processes would be improved;

3) systems with integration necessary only on separate cases or for
institutions with specific profile.

Integration is compulsory for:

¢ finance management system;

e HR management system;

o workflow system.
Integration is preferable for:

e user directory or its analogue;

client resource management system.

Integration is possible for:

geographic information systems (GIS);

office software;

company resource planning system;

internet portal;

other organization information systems.

Disregarding the exact choice of integration type and how many systems
are integrated with each other with interfaces, the institution needs to admit
the fact that full management support is necessary and that this cannot be a
sole initiative of the IT department. ‘Information system integration always
results in significant business process changes and also staff changes can
occur. It is not to forget that staff teaching and training is compulsory.’
(Leikums, 2012: 203) Any system integration can be implemented as
project with all the main phases of one: evaluation, planning, development,
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testing and implementation. If all integrated systems are being developed
simultaneously, then these phases can be separate stages of one extensive
project. Integration wishes and options would need to be taken into account
already when choosing and projecting a system, as afterwards it is much
more complicated to connect the DMS to other systems.

Practical experience of the author of the thesis with implementing the
DMS and integrating it with other information systems signifies that in all
stages not only the work of external system developers is required, but also
active participation of specialists from the institution itself, too. Only they
fully comprehend work processes in their institution. When all systems to
be integrated are being developed simultaneously, it is crucial that system
developers can keep up with the integration work in the same tempo. The
experience of the author with integration projects at the Ministry for
Agriculture signifies that any developer’s delay with the system can
significantly influence development and implementation processes of other
systems.

DMS developer should not apprehend the document management system
as a separate entity within the client’s information system body. Even if the
client now has no desire to integrate the DMS with other information
systems, it only means that the client does not have sufficient information
about the advantages and necessity of such integration. In the public sector,
the usefulness of document management system is only then validated if it
is connected to various other systems or even works as the core information
circulation element and other systems use it for information exchange.

There are numerous different information systems in the public sector —
both local internal systems and large-scale inter-institutional systems. The
author of the promotional thesis suggests making the document
management system to be the central element of the institution’s (or several
institutions’) unified information space. DMS is the most suitable system
for connecting other information systems and ensuring their reciprocal data
exchange.

The author of the study offers a document management system integration
scheme of his own design for integration with other information systems
(see Picture 3.1.). The scheme’s central element is the document
management system — in a unified information space for an institution (or
several institutions). For each of these systems there are their potential users
and information that the system can pass on to the document management
systems or to each other, by using the DMS as an intermediary system. For
example, then integrating DMS with the financial system (users — Finance
department and Bookkeeping) following information is exchanged:
contracts;
invoices;
acceptance certificates;
payment information;
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e purchase documentation.

The scheme emphasizes main systems for DMS integration and potential
information exchange cluster, but in the section for Other systems one can
also see different examples what systems could the DMS be integrated with.
One has to take into account that it might be necessary to integrate the DMS
with external IS on state level. For example, integrating the DMS with the
Population register, it is possible to acquire full contacts database and, when
receiving incoming correspondence, it is not necessary for the record-
keeping department to manually add new contacts to the DMS.
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CONCLUSION

Main work results

The aim of the doctoral work — to specify the current electronic
document management features relevant for the public sector and to
create a concept for software developers for projecting, developing and
implementing a document management system in the public sector —
has been reached and all the planned tasks have been achieved. The
promotional work is primarily prepared and structured as a basic for DMS
developers. However, it can also be used in any state administration
institution that desires to migrate to an electronic document circulation or
change its own document management system. The original ideas of the
author together with area specialists’ suggestions can be useful on the
national level, when planning e-government development, for instance,
when developing an electronic document circulation standard.

The majority of practical studies have been carried out in Latvia. For
several different factors the author of the promotional thesis admits Latvia
to be the most appropriate country for analysis of migration to electronic
document circulation:

o during the last five years there has been an active and ongoing migration
process to electronic document circulation;

e Latvian legislative acts are not complete and suited for electronic
document management, therefore it is possible to analyse the committed
errors and potential solutions;

¢ in Latvian state administration a wide array of different DMS are being
used that are developed in the time period from the beginning of 2000
until nowadays;

e document management in Latvia has adopted many features from the
Soviet time document circulation, however, also Western European and
USA document management principles are being used. As a result, the
process of document management is complicated and the migration to
electronic document circulation is not a trivial task.

The basis of the practical studies of the doctoral work is the Agricultural
Ministry’s of the Republic of Latvia and its affiliated institutions’ project of
migrating to electronic document circulation. Within the framework of the
project the author has been taking part in all DMS development and
implementation stages: initial situation analysis, development concept
preparation, purchase documentation preparation, purchase,
preparation of software requirement specifications, solution design,
implementation and testing, system implementation, maintenance and
further development. Alongside technical and documentation
preparation work the author of the promotional work also worked as
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the project manager from the side of the client and coordinated

collaboration between all institutions involved in the project, system

developer and different user groups. During all these stages the author
implemented his modelled concept and guidelines for DMS
development and implementation in a state administration institution.

As a result, the designed and implemented system is being used in

several institutions and fully satisfy the needs of electronic document

circulation there. Thus it can be concluded that this approach is suited
for the public sector migration to electronic document management in

Eastern European countries. During the three years of project life there

have been significant achievements:

e involved institutions (Ministry of Agriculture, The Rural Support
Service, Agricultural Data Centre, Food and Veterinary Service, State
Plant Protection Service, State Technical Control Agency, State Forest
Service) are now reciprocally exchanging information exclusively
electronically;

e Agricultural Ministry’s internal document management is now
exclusively electronic;

e DMS designed within the framework of the project is integrated with
other common information systems and is functioning as the core
element in the unified information space, combining business systems
with client support systems and ensuring document flow;

e In 2013, the Ministry of Agriculture was awarded with the "Effective
Management" award and was praised for implementing good
management principles in a public sector institution by maintaining a
sustainable management quality, client-oriented approach in services
development, and by lessening administrative obstacles for clients.
Migration to electronic document circulation and development of
electronic services were significant contributing factors in order to
receive this national level award.

e In 2014, the DMS of the Ministry of Agriculture was nominated for the
Latvian information and communication technology accomplishments
award "Platinum Mouse". The aim of the "Platinum Mouse" is to
promote the field of information and communication technologies, to
inform the society about Latvian options in these fields by
acknowledging and praising the best e-services, e-business solutions and
innovations created in Latvia in the last years, and to inform the business
environment and society in Latvia and in foreign countries about these
accomplishments.

The significance of the achieved results is also signified by the interest
expressed by other Latvian public sector institutions about the Agricultural
Ministry’s solution in the area of electronic document management. In
2013-2014, for consultations about document management and for
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viewing of the implemented DMS almost all Latvian ministries and
their affiliated institutions have requested and received experience
exchange: Ministry of Education and Science, Ministry of the Interior,
Ministry of Economics, Ministry of Foreign Affairs, Ministry of Finance,
Ministry of Health, Ministry of Defence, Ministry of Transport, Ministry of
Justice, The State Police, The Office of Citizenship and Migration Affairs,
State Fire and Rescue Service, State Employment Agency, State Revenue
Service, Riga Technical University, State Regional Development Agency
etc.

Conclusions

1) There are only a limited number of scientific sources about electronic
document circulation that could be suited for public sector, and they do not
describe the complete implementation process. The majority of the sources
has been compiled by DMS developer company specialists and can be thus
not considered as objective user requirement evaluations.

2) DMS implementation in the public sector is characterized by many
specific requirements. However, the basic stages of the project correspond
with the traditional way of IS implementation. Therefore it is possible to use
many good practice solutions and suggestions that are universal in the
system implementation process.

3) Modern document management systems consist of a wide array of
functions many of which are not at all necessary in the state administration.
When preparing the public purchase requirements, it is advisable to
thoroughly evaluate the real requirements, thus enabling to purchase the
best price-to-performance solution. The minimal DMS function cluster is
document management, respectively, record-keeping, comprising of a full-
cycle document life, workflow organization and archive management.

4) During the last years the number of different mobile devices and their
users has significantly increased. In state administration, too, the staff
members use tablet PCs, smartphones and palm PCs more often. DMS
developers must be able to gradually adapt their document management
systems for working from mobile devices.

5) After implementing an electronic document management system, it
needs to be integrated with other intraorganizational, interorganizational or
state-level systems. Depending of the specifics of the institution and their
requirements, mainly the DMS has to be integrated with user directory,
finance management system, HR management system, CRM system, and e-
mail system.

6) DMS security is one of the main criteria of document management in
state administration. Even before the DMS implementation it is necessary to
develop organization safety reglaments and correspondingly to document
functions that have to be carried out by record-keeping specialists and DMS
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administrators. The reglamentations have to clearly determine the staff
responsibilities and reactions to safety breaches.

7) In the public sector in Latvia and in the neighbouring countries there are
many DMS in use that represent various different developers and
distributors. A negative factor for further development is the fact that, when
implementing new DMS, governmental institutions usually do no pay
attention to their integration options with other systems in other institutions.
8) All of the studied public sector document management systems exhibit
at least the following DMS functionalities: record-keeping functions,
workflows, document search. Remarkably, there are many institutions that
do not completely use the existing DMS options and functions.

9) When starting the migration to electronic document management in state
administration institutions, it is necessary to receive full support from the
institution management. Head managers have to be involved in planning,
software development, acceptance testing, and implementation as much as
possible.

10) In order to successfully migrate to electronic document circulation,
every governmental institution requires a specialists whose main
responsibility is to plan and implement electronic document circulation.
This specialist has to possess high-level IT skills and a complete
comprehension of record-keeping processes, as well as archiving.

11) In order to arrange electronic document management on the national
level, it is necessary to invent a new national electronic document
circulation standard. One of the solutions would be to adapt an existing
world-renowned standard (for instance, MoReq 2). Other solution would be
to invent a new standard by merging good practice suggestions from
different standards and normative acts that regulate document management
and electronic document circulation.

12) If there is no unified standard for electronic document exchange
between information systems of different institutions, then, when acquiring
a DMS, the institution has to choose such a software product that it able to
export and import document together with the corresponding metadata in a
common system file exchange formats, for instance, XML.

13) When developing the document management concept on a national
scale, it is necessary to take into account good and bad experience from
another countries. The unsuccessful e-signature process that has been going
on for several years signifies that in Latvia not enough attention is being
paid to successful solutions elsewhere, for example, in Estonia. In this
particular stage of electronic document environment development, it would
be vital for Latvia to gain some informative insights and exchange
experience from Estonian state administration.

14) When planning the migration to electronic document management, the
purchase of the system or its development is only a part of the outstanding
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tasks. Altogether it will be a long project with both organizational and
technical changes to be done internally. DMS implementation and the
following maintenance have to be organized as an ongoing process that has
to be constantly adapted to technological developments.

15) Electronic document management has to be reviewed on the national
level, not only based on inspections in a particular institution. Reciprocally
interoperable DMS in all state administration institutions would enable to
create a unified information space. It would comprise of all ministries, state
agencies, services, and other governmental institutions. In the future it could
solve problems with interinstitutional data exchange.

16) There have to be normative acts determining the order of purchasing
DMS at governmental institutions, requirements for minimal functionality
and the project process. It is necessary to carry out a national-level
monitoring and all to-be-implemented and/or developed systems have to be
evaluated as interoperable within the national electronic document
circulation model.
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