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Some questions ?
Commission 
européenne

but what ?

Capture ?
Yes...

Register / Save ?
Yes...

but what to 
choose?

File ?
Yes...

but where ?

Organise ?
Yes...

but how ?

e-Domec : Secrétaires HR B3



Program

1. e-Domec : policy for document and files management
1.1. Records management within the Commission
1.2. Administrative cycle of files
1.3. Roles and functions

2. Capture of documents
2.1. Documents to capture
2.2. Register and save
2.3. Tools for registration / HAN-platform

3. Filing : Files and filing plan
3.1. Official file and working file
3.2. Filing of documents
3.3. Acces to documents and files

4. Closure of files and retention procedure
4.1. A fundamental action : closure of files
4.2. Retention procedures : ARP et Archive schedule

5. Summary

3
e-Domec : Secrétaires HR B3



Teaching goals
Commission 
européenne

General objective :
■ Know and apply the procedures for capturing, classifying and 

preserving documents

Specific objectives :
■ Implement the administrative life cycle of files
■ Acquire a working method to capture and classify the documents for 

which your department is responsible
■ Master management tools (list of files, filing plan, storage plan, etc.)
■ Use exact terminology

4
e-Domec : Secrétaires HR B3



Now it is your turn!

Let's get to know each other!

When did you Join the Commission?
DG / Unit?
Function?
What is your motivation to follow this course?



How to use Ares for training purposes
Commission 
européenne

П
Н

Ш
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8П
31

1В
П

8Ш
Н

> Link Ares training :
https://webqate.traininq.ec.testa.eu/Ares/

Commissioni ARES Advanced Records System

= MENU <

So Doc Eg Msg

DOCUMENT

£ E-signatories

Assignment

Co Received

★ Favourites

Q Recent

FILE

Favourites 

ifi My service 

țj Filing plan

FOLLOW-UP

Search criteria -

j My assignment tasks

1 - 5 of 5

ñ Go to NomCom

Assignments of my roles

Are^īV ĒJ News θ Help $ Preferences En

HELP —

ф SOYEZ Sébastien (soyezse)

User Service Manager (Training)

Online documentation of Ares

Online documentation of NomCom

Support: ask tor assistance

5st recently received îl Ē Expo··’

’I I CF ASOC

Training: register to a class (DTS)

E-DOM ECIn Filters! Deadline B All (01/01/08 12/12/50)

Pages / Home page of HAN project Ъ tf Û Save for later © Watch < Share> AresLook Dashboard

> NomCom ■ HPS Dashboard

• AresSrldge

> A2A a REP Dashboard

> HAN migration Dashboard

• HAN Tricks & Tips

v Useful Links

. Ares & e-DOMEC Share

• Support Workflow

• Contact

Useful Links
Created by Tim DUCHATEAU. last modified by Vincent HENIN on Dec 21.2020

Ares Environments
Ares Production
Arcs Acceptance
Ares Training
Ares Playground
Ares Testa - Acceptance

O Space tools «

e-Domec DMO-CAD-CDMO HR B3

https://webqate.traininq.ec.testa.eu/Ares/


européenne

- 1 - 
e-Domec : 
policy for documents and files 
management

■ Context and goals
■ Legal basis et obligations
■ Administrative cycle 
■ Actors

7e-Domec : Secrétaires HR B3



e-Domec

e-Domec :
Archivage électronique et 
administration 
des documents à la 
Commission européenne

Electronic Archiving 
and Document
Management in the 
European Commission

Policy
\· Normative framework
/ ■ Obligations

■ Common procedures

Commission 
européenne

Practice
■ Working methods
■ Contact persons

Adopted in 2002 
Revised in 2020

N. Tools
■ Documentary tools
■ IT-tools
■ Digital environment

e-Domec : Introduction 10HR B3



Basic document management
Commission
européenne

Records Official 
files

Capture 
important' 
documents

Filing plan :
01. Institution - Commission
02. Future of the Union and
institutional questions
03. The Community economic and social area
04. Citizenship and quality of life
05. International Relations
06. Financing of Community activities and the 
management of financial resources
07. Community law
08. Press, communication and publications
09. Policy Strategy and coordination per DG
10. Administration
12. External action - Common Foreign and 
Security Policy
15. Activities of the Delegations and Offices of 
the European Union in Third Countries and to 
International Organisations

> SHARE - RETRIEVE - USE - PRESERVE
e-Domec : Introduction 11HR B3



Complete official files

« Chef de file » 
Lead department

e-Domec : Introduction I————i

- Commission ■ 
européenne

Unit responsible for 
follow-up of a case

10



Ares : Files list (1)
Commission 
européenne

= MENU < 1 Search criteria * Full text search Q Advanced
Search

Ēfc Doc I Msg My service

1 - 25 of 23638 results Page 1 of 946 □ B Sort by: Heading code ’ îi S Export Show 25

E-signatories

Assignments El 09

Files search file status: Actr/e lead department or associated LD is SG.DSG1.C.1 Creator application

File title Specific code

All created any tune

File code Lead department Desk officer

Save these search criteria

leading code

Co Received O H
Ô V _ [AJ Email Policy for the Commission 2015-2019 RM EMAIL POLICY 2015-2019 2017-AA7630 sg.dsgi.c. 1 01.05.02.025.020

♦ Favourites

Q Recent

O ф ■ [A| First revision of the Common Retention List (CRL) RM 1ST REVISION CRL 2010-AC6979 sg.dsgl.c.1

O Ф ■ [Al Second revision of the Common Retention List (CRL) RM 2ND REVISION CRL 2013-AC7495 sg.dsgl.c.l

01.05.04.015.005

01.05.04.015.005

o Ф
IA | Notification to the DPO and the EDPS under regulation 45/2001 of the ипсKM NU 1 ir T nro 

Hermes Preservation Services (HPS)
2013-AD7091 sg.dsgl.c.l 01.05.04 015.005

FILE e v [Al Participation of the Commission in the Interlnstitutlonal Working Group „„ „„
... KM 11WG Wtoon Web Preservation 2014-AB7944 sg.dsgl.c.1 01.05.04.015.005

V Favourites o Ф
[A] Contribution to the 1st revision by the office for the Administration and „„ . __ _r,.,KM Lvv niU KtyX

Payment of Individual Entitlements of its specific retention list
2016-CB95Ď8 sg.dsgl.c.l 01.05.04.015.005

üt My service 

țj Filing plan

FOLLOW-UP

А Ф ■ [A] Works and guidelines to reach a paperless commission, collaboration RM PAPeRLESS C0M 2017.2020 2017-AW9715 sg.dsgi.c.i
w with BUDG, HR and others DGs. 2017 - 2020 4

O * ®iÄoa’ and in ™na9en'e"t domain RM SYNERGIES DM 2019-2022 2019AX2177 sg.dsgl.c.l

O Φ ■ [Al Third revision of the Common Retention Ust (CRL) RM 3RD REVISION CRL 2019-BA3177 sg.dsgl.c.l

01.05.04.015.005

01.05.04.015.005 Actions -

01.05.04.015.005

△ Sent tasks 0 Q ■ [AJ Elaboration of guidance on data protection 2020-2024 DP GUIDANCE 2020-2024 2020-AB5311 sg.dsgl.c.l 01.05.04.015.005

2 Deadlines e v ■ [A] Elaboration of the decision on records management and archives 
2020)

2020-AE0559 sg.dsgl.c.l 01.05.04.015.005

•l* Ext. transmissions

(?) Reports

а φ ■ [Al Drafting of the list of types of documents which require a handwritten or 2020-A15528 sg dsal c 1
v a qualified electronic signature 9

O O ■ [Al Synergies and efficiencies: annual feedback exercise 2020 RM SYNERGIES DM 2019-2022 2021-AC2661 sg.dsgl.c.l

01.05.04.015.005

01.05.04015.005

ADMINISTRATION
O V 
Ô * 
o φ 

o Φ

■ [A] Synergies and effidendes - public subfile RM SYNERGIES DM PUBLIC 2019-AX2177-1 sg.dsgl.c.1

[A] e-Domec Budget 2017-2020 RM BUDGET 2017-2020 2016-CI3823 sg.dsgl.c.l

■ [A| Future of document management 2020-2024 RM FUTURE 2020-AD5910 sg.dsgl.c.1

■ [A] e-Domec Budget 2021-2024 RM BUDGET 2021-2024 2020-AU1915 sg.dsgl.c.l

01.05.04.015.005.2019-AX2177

01.05.04.015.010

01.05.04.015.010

01.05.04 015.010

11e-Domec : Introduction
HR B3



Ares : Files list (2)
Commission
européenne

My service

n1 - 25 of 23638 results Page 1 of 946 □□ Sort by: Heading code Ē Export Show

Save these searFiles search file status: Active lead department or associated LD is SG.DSG1.C.1 Creator application is All created any time

File title Specific code File code Lead department Desk officer deading code

o * [Aļ Email Policy for the Commission 2015-2019 RM EMAIL POLICY 2015-2019 2017-AA7630 sg.dsgl.c 1 51.05.02.025.020

o * [Aļ First revision of the Common Retention List (CRL) RM 1ST REVISION CRL 2010-AC6979 sg.dsgl.c 1 51.05.04.015.005

o * ■ [Aļ Second revision of the Common Retention List (CRL) RM 2ND REVISION CRL 2013-AC7495 sg.dsgl.c 1 31.05.04.015.005

O * [Aļ Notification to the DPO and the EDPS under regulation 45/2001 of the 

Hermes Preservation Services (HPS)
RM NOTIFY HPS 2013-AD7091 sg.dsgl.c 1 31.05.04.015.005

o V [Aļ Participation of the Commission in the Interinstitutional Working Group 

on Web Preservation
RM IIWG WEB 2014-AB7944 sg.dsgl.c 1 31.05.04.015.005

o V [Aļ Contribution to the 1st revision by the Office for the Administration and 

Payment of Individual Entitlements of Its specific retention list
RM LSC PMO REVI 2016CB9568 sg.dsgl.c 1 31.05.04.015.005

o * ■ [Aļ Works and guidelines to reach a paperless Commission. Collaboration 

with BUDG, HR and others DGs. 2017 - 2020
RM PAPERLESS COM 2017-2020 2017-AW9715 sg.dsgl.c 1 31.05.04.015.005

o * El [A] Synergies and efficiencies In the document management domain 

2019-2022
RM SYNERGIES DM 2019-2022 2019-AX2177 sg.dsgl.c 1 31.05.04.015.005

o * ■ [A] Third revision of the Common Retention List (CRL) RM 3RD REVISION CRL 2019-BA3177 sg.dsgl.c 1 31.05.04.015.005

0 çy ■ [Aļ Elaboration of guidance on data protection 2020-2024 DP GUIDANCE 2020-2024 2020-AB5311 sg.dsgl.c.l 01.05.04.015.005

12e-Domec : Introduction
HR B3



Visibility of files

Icon Type of file File readers/ File 

users
Label

■ All Hermes group File with visibility open to all HAN users

■ Institution Commission or an 

institution (ex: 

OMBU...)

File with visibility Institution

DG/ Service At least one 

DG/service/agency 

(ex: TAXUD, 

ERCEA...)

File with visibility DG/ Serviceli

Limited Administrative 

entity below the 

DG/service (ex: 

TAXUD.R.3;
ERCEA.A.2...P

File with limited visibility

■ PMO 

(beneficiary) 

file

This icon colour 

does not reflect 

the file security 

but refers to the 

specific type 

chosen when 
creating the file.

Specific file (PMO only)

13e-Domec : Introduction
HR B3



Administrative lifecycle of files
f

I

ƒ---------------------- \
END ARP

(Administrative 
retention period) 

______—_____ /

END CASE

Capture File

Start 
case

Management
Share 

Use

New 
official file

Verification 
Closure 

Preservation

Historical archives
Files with a 
historic value

Current records
Open files

Intermediate 
records

14e-Domec : Introduction
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Ares : File properties
Commission 
européenne

RM IIWG WEB

= MENU < Search criteria ▼ Full text search q Advanced
Search

A · [Aļ Participation of the Commission In the 
v Interinstitutlonal Working Group on Web Preservation

lö Doc Eg Msg

[A] Contribution to the 1st revision by the Office for 
O V the Administration and Payment of Individual 

Entitlements of its specific retention list

O [A] Works and guidelines to reach a paperless 
o V Commission. Collaboration with BUDG, HR and others 

DGs. 2017 - 2020

2014-AB7944 01.05.04.015.005sg.dsgl.c.l

RM LSC PMO REVI 2016CB9568 sg.dsgl.c.l 01.05.04.015.005

sg.dsgl.c.l 01.05.04.015.005RM PAPERLESS 20Ì7-AW9715
COM 2017-2020 Awy/1:>

FOLLOW-UP

△ Sent tasks

$ Deadlines

<‘1’) Ext. transmissions

[=] Reports

O

O

O

0

O

O
O
O

Lead Department: sg.dsgl.c.l

Associated LD:
File code: 2016-CI3823

Specific code: RM BUDGET 2017-2020
Status: ACTIVE

Desk officer:

CRL category: 12.8.1

Category name: Data, information and
01.05.04.015.005

Heading code; 01.05.04.015.010

Heading name: Policy strategy, forward planning and 
evaluation

Specific code: 1.5.4.15.10

File Editors: nc_sg_fc, nc_sg_he
File Users: sg.dsgl.c.l

File Readers: sg

[Aļ e-Domec Budget 2017-2020

DUA:
Post-ARP action:
Post-THA action:

knowledge 
management policy, 
including the documenl 
management and 
archive policy

5

THA

PP

01.05.04.015.005

01.05.04.015.005

01.05.04.015.005

01.05.04.015.005

Hermes digital repository: No

Other digital repository/ies: No

Other storage types: No

2020^' 2016CI3823 sg.dsgl.c.l

01.05.04.015.005

01.05.04.015.005.
2019-AX2177

01.05.04.015.010 Actions

fl ЯР [A] Future of document management 2020-2024 RM FUTURE 2020 AD5910 sg.dsgl.c.l 01.05.04.015.010

0 Яр [A] e-Domec Budget 2021-2024 RM BUDGET 2021- м20.ди1915 
7112/1 sg.dsgl.c.l 01.05.04.015.010

15e-Domec : Introduction
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Ares : Favorite files
Commission 
européenne

DOCUMENT

fi E-signatories
B Ξ (01.05.02.025.020) Corporate IT Governance

if Assignments

0 φ [AJ Email Policy for the Commission 2015-2019 RM EMAIL POLICY 2015-2019 2017-AA7630

fo Received El
B Ξ (01.05.04.015.005) Legal basis, horizontal principles and fundamental questions (1.5.4.15.5)

* Favourites

0 Recent

FILE

V Favourites

W My service

h Filing plan

FOLLOW-UP

£ Sent tasks

2 Deadlines

if) Ext. transmissions

Ê) Reports

ADMINISTRATION

a W [AJ Contribution to the 1st revision by the Office for the Administration and Payment 
of Individual Entitlements of its spedile retention list

ä — [AJ Drafting of the list of types of documents which require a handwritten or a qualifie 
" v и d electronic signature

ov·IΛI Elaboration of the decision on records management and archives (2020)

0*

Θ»
ov

RM LSC PMO REVI 2016-CB9568

2020-A15528

2020-AE0559

[AJ First revision or the Common Retention List (CRL) RM 1ST REVISION CRL 2010-AC6979

[A] Notification to the DPO and the EDPS under regulation 45/2001 of the Hermes Pre 
servation Services (HPS)

[AJ Participation of the Commission in the Interinstitutional Working Group on Web Pr 

eservation

0 φ ■ [A) Second revision of the Common Retention Ust (CRL)

B 0 φ [AJ Synergies and effidendes in the document management domain 2019-2022

θ f ■ [A] Third revision of the Common Retention List (CRL)

RM NOTIFY HPS

RM IIWG WEB

RM 2ND REVISION CRL

RM SYNERGIES DM 2019-2022

RM 3RD REVISION CRL

A μ — [AJ Works and guidelines to reach a paperless Commission. Collaboration with BUDG, nM ___
ОЖ·,,- . ■■ KM HAHtKLtbb COM zUlAŹUzUw HR and others DGs. 2017 - 2020

Θ 5 (01.05.04.015.005.2019 AX2177) Legal basis, horizontal principles and fundamental questions (1.5.4.15.5)

0 ■ [A] Synergies and effidendes - public subfile RM SYNERGIES DM PUBLIC

2013-AD7091

2014-AB7944

2013-AC7495

2019-AX2177

2019-BA3177

2017-AW9715

2019-AX2177-1

E 5 (01.05.04.015.010) Policy strategy, forward planning and evaluation (1.5.4.15.10)

0 φ [AJ e-Domec Budget 2017-2020 RM BUDGET 2017-2020 2016-CI3823

©Φ [AJ e-Domec Budget 2021-2024 RM BUDGET 2021-2024 2020-AU1915

16e-Domec : Introduction
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Ares : Access to Filing Plan

= MENU <

Гр© Doc

Filing plan

My organisation view
My organisation view

DOCUMENT

įį E-signatories

if Assignments

fø Received 06

* Favourites

0 Recent

Complete View

First level of Filing Plan

FILE

0 Favourites

FOLLOW-UP

Д Sent tasks

[ Deadlines

(‘I») Ext. transmissions

0 Institution - Commission, Composition & mandate of 
EC...

02. Future of the Union and institutional questions
03. The Community economic and social area
04. Citizenship and quality of life
05. International Relations
06. Financing of Community activities and the 

management of financial resources
07. Community law
08. Press, communication and publications
09. Policy Strategy and coordination
10. Administration
12. External action - Common Foreign and Security 

Policy
15. Activities of the Delegations and Offices of the 

European Union
e-l [X Reports

HR B3
17



Filing plan

bl tį Filing Plan

±1u IA1 (θ1) Institution - Commission

±1 ¿ [A] (02) Future of the Union and institutional questions

±j ¿ [A] (03) The Community economic and social area

bl ¿ [A] (04) Citizenship and quality of life

bl^ [A] (04 02) Environment

+jK [A] (04.03) Education and culture

di»[A] (04.04) Health and Consumer protection

+li. _ [A] (04.04.01) Consumer Policy

±1 i» [A] (04 04.02) Public Health

di» [A] (04.04.03) Food safety, animal health, animal welfare and plant health

di» [A] (04.04.04) Opinions and advice to the Commission of the European r

±1[A] (04 10) Area of freedom, security and justice 2010-

[A] (04.20) Climate Action

Headings identified by a title 
and a numeric code

Λ lii [A] (05) International Relations

±J iS [A] (06) Financing of Community activities and the management of financial resources

+) [A] (07) Community law

d ii> [A] (08) Press, communication and publications

d i» IA] (09) Policy Strategy and coordination per DG

d [A] (10) Administration

d i» [A] (11 ) Decentralised Agencies and Bodies

d i» [A] (12) External Action - Common Foreign and security Policy

Commission 
européenne

Thematic tree view 
(competences / duties)

Multi-level 
from general to specific

Objective: intellectual 
arrangement of files 

in function of the different 
competence domains / 

duties

±) [A] (15) Activities of the Delegations and Offices of the European Union in Third Countries and to International Organisations

18e-Domec : Introduction
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e-Domec : legal and regulatory rules
Commission 
européenne

Fundamental texts:
■ Commission Decision 2002/47/CE, CECA, Euratom:

Provisions on document management
■ Commission Decision 2004/563/CE:

Provisions on electronic and digitized documents (DOCELEC)
■ Revision in 2020: Commission Decision of 06/07/2020 on records 

management and archives (C(2020) 4482 final)

Implementing rules:
> Reference text: Implementing rules on Decision 0(2020)4482 on records 

management and archives - SEC(2020)800
■ Capture and registration
■ Filing and records management
■ Validity of digitised content and digital procedures
■ Information security
■ Preservation, transfer and destruction

> Common retention list (CRL): SEC (2019) 900/2
■ Definition of the retention period and conditions for files

19e-Domec : Introduction
HR B3



Fundamental obligations

Protection of personal data:
Regulation (EU) 2018/1725 of the European 
Parliament and of the Council of 23 October 2018 
on the protection of natural persons with regard to 
the processing of personal data by the Union 
institutions, bodies, offices and agencies and 
on the free movement of such data

Public access to documents:
Regulation (EC) No 1049/2001 regarding public 
access to European Parliament, Council and 
Commission documents and Decision C(2001) 
3714: regulation laying down the general principles 
and limits governing the right of access to 
documents held by the Commission (drawn up or 
reeived by it and in its possession)

Financial regulation:
Regulation (EU, Euratom) 2018/1046 of the 
European Parliament and of the Council of 18 July 
2018 on the financial rules applicable to the 
general budget of the Union (budget & financial 
management, accounting, public procurement and 
grant allocation, responsibilities of authorising 
officer, accounting officer, internal auditor, external 
audit and discharge procedure)

Regulation on the opening of archives 
after 30 years:
Council Regulation (EEC, Euratom) No 354/83 of 1 
February 1983 concerning the opening to the 
public of the historical archives of the European 
Economic Community and the European Atomic 
Energy Community

Security dispositions:
Commission Decisions (EU, Euratom) 2015/443 et 
2015/444 : Implementation of a coporate security 
system in the areas of activity of the Commission 
that require a certain level of confidentiality and 
establishment of the conditions for exchanging EU 
classified information

Code of good administrative behaviour:
Annex to the Commission’s Rules of Procedure 
(C(2000) 3614): Principles that form the basis for 
the relations between the Commission and the 
public administrative conduct based on 
lawfulness, non-discrimination, proportionality of 
measures taken with the aim pursued, and 
consistency.

20e-Domec : Introduction
HR B3



Different actors at the Commission
Commission 
européenne

Information 
Management 

Steering 
Board

General policy

Е-Domec team
(SG)

Corporate policy 
implementation

DIGIT
IT-tools

Historical 
Archives 
Service

(OIB) 
Archives 

management

In every 
DG's 

/ Units

DMO Document 
Management Officer

Responsible for 
document 

management 
in the DG

Team of the
DMO

Organisation of 
document 

management in 
each DG

DMO 
correspondent

Organisation of 
document 

management 
in the unit

Every 
staff 

member
Head of Unit 
Administrator 

Assistant 
Secretary

DPC
Data Protection 

Coordinator

LSO: Local Security Officer
LISO: Local Informatics Security Officer 
RCO: Registry Control Officers

IRM
Informatics 

correspondent 
in each DG

DPO: Data protection Officer (Commission) 
EDPS: European Data Protection Service 
(inter-institutional)

e-Domec : Introduction

HR DS: Security Directorate

21
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Shared competences and responsibilities
Commission 
européenne

Administrative responsibility Technical responsibilit

Chef de file (Lead Department) = 
Head of unit / File manager

I

Secretariat / DMO Correspondent / 
DMO Team /

Archives service /
File manager

I
■ New case
■ What needs to be captured
■ Where to file documents

■ Create a new file
■ How to capture
■ How to file

■ Closed case ■ Close a file in Nomcom
■ Verify appraisal operations and 
transfer of files

■ Preparing files for transfer or 
elimination

Collaboration
22e-Domec : Introduction

HR B3



Administrative cycle
Commission
européenne

FILE CLOSURE 
PRESERVATION

APPRAISAL AND 
TRANSFER 

TO HISTORICAL 
ARCHIVES

23e-Domec : Introduction
HR B3



européenne

- 2 -
Capture of documents
■ Why capture
■ Documents to capture
■ How to capture : register / save
■ Tools for registration

24
e-Domec : Secrétaires HR B3



Documents to capture
Commission 
européenne

Information useful for 
understanding a case or 

interesting for other 
colleagues / services

As evidence

Capture
Enter a document in a 
records management 
system to keep and 

share it Compliance with 
regulatory framework

25e-Domec : Introduction
HR B3



Capture = Register / Save
Commission 
européenne

C
ap

tu
re

• Record the 
administrative value of 
the document :
• Ares
• Specific registers

•Signal and keep a 
document for easy 
retrieval :
• Save Ares

• Public folder Outlook
• Share drive of a unit
• Collaborative 

workspaces
• Intranet

26e-Domec : Introduction
HR B3



Register ?
Commission 
européenne

Identify the 
document

Track the 
document to 

retrieve it

Certify the 
transmission 

and the 
reception

Manage 
effectively

27e-Domec : Introduction
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DOV

Records management vs
Shared drive/Collaborative spaces

Commission 
européenne

R 
E 
C 
O 
R 
D 
S

2.

M 3.

N

G 
E 
M 
E 
N

4.

Authentification :
Metadata are captured
= Registration

Reliability : administrative 
follow-up
= e-Signatory

Uniqueness : Possibility to 
file the same document in 
multiple files without 
duplicating it
= Filing

Integrity : Register 
document can't be modified 
or deleted
= Preservation

1.

2.

3.

4.

Simple document storage : 
no metadata or descriptive 
information

No e-s¡gnatory

W 
o 
R 
K

N
G

No means to file a document 
in multiple files without 
duplicating it

Documents can be modified 
and deleted at any time, 
even by mistake !

s

A 
C 
E

28
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4 stages of registration
Commission 
européenne

1 - Identification of a 
document to be registered

2 - Metadata entry

3 - Upload of the document

4 - Assignments, workflows, 
deadlines

29
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Documents to capture

Formally drawn up or received 
+

Likely to require an action, a 
follow-up or a reply by a service

+
> Contains information that is 

substantial, not short-lived

• Register the 
document

• File the 
document

k> Effective testimony
of the activity performed No 1 • Useful to keep ?

Save and file

= keeps the document in 
an official repository

End
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Examples of documents
Commission

Register Do not register / Capture

> Documents that engage the Institution

■ Documents répondant à une exigence légale 
ou financière

■ Formai notes / Communications received or 
sent

■ Minutes of meetings, in particular with other 
institutions or external partners

■ Exchanges with other institutions or external 
partners

■ Briefings, communications, documents 
explaining or justifying the decisions or 
actions taken, ...

■ Contributions to inter-service consultations or 
pre-consultations

■ Internal documents, even informal 
(e-mails or note to file) attesting situations or 
events and serving as a basis for an action 
carried out on behalf of the Institution

■ Instructions, Vademecum (Guidelines)

> Documents usefull for the task but not 
needed to understand the procedures 
and actions

■ Documents distributed in multiple copies 
(COM, SEC, ...)

■ Documents which are handled by a formal 
procedure in a specific business application 
(MIPS, SYSPER, ...)

■ Preparatory documents (non validated 
versions)

■ Documents exchanged between services 
without any formal context (e-mails or other 
documents)

■ Information with limited value in time 
(invitations, ...)

■ Information of a personal nature (CV, ...)
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Registration of e-mails : Areslook
européenne

> Important e-mails have to be registered

> Areslook : simple and effective tool to register 
e-mails from Outlook

> Systematically installed on all work stations
> Possibility to capture received and sent e-mails

> Converts the email and its attachments to PDF

> Transmission to external correspondents

> Respects the e-Domec rules
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Use of Areslook (1)

> Received E-mails :
■ Registration can be by all users
■ 2 options :

o "Save and Assign to" : capture the e- 
mail in Ares and assign the 
registration task to someone else

o "Manuel registration in Ares" : 
capture in Ares and complete the 
registration yourself

> Outgoing e-mails :
■ Registration is only possible for 

"Advanced profile" in Ares
■ Outgoing e-mails adressed tot external 

recipients :
> Possibility to use the « External 

transmission" function in Ares

Commission

As communicated in previous meetings, the EEAS di

Bonjour
Je vous confirme l'envoi de la commande mentionnée.
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Areslook : Save and assign to
Commission 
européenne

4 AresLocł; 40 PLAYGROUND - Incoming mail - Automate swe procedure

RE: Problem oř Deleguen IMŪ015944292

From:a To

Save Cc:

Subiect*

ve_đigrt digit area support (DIGIT).

Registration

Assign registration to*. IGIO

Instructori:

F’lcasc assign the filing task ordo the filing immediately

Assign the fifing task tc

Import of 
favorite files

Důte 07/09/2017 09.0&Б9

kį. Check names

Refresn
Ares data

Type a person or vinjtal entity name and dick enter or on "Check names" button į. , Check names

Instruction

t in your favourite tile

Че cafe - Staccate

□ 2t№l-Af884S

■ H 2C1D-MBB70

□ 200>?f3846 HR5

"I 2009-AF3845 HRS

Ftetile Chef de Ite Statu® D «ama taal ion

Mcdftahte objecta* d e» b 1 331 ACTľUE 1001.03 001 OOî

l^tHRSCß «jîflțblOri ACTIVE 004

t«ŁHR532 d^b.t.WI ACTIVE QM

t«tHRSD1 derb 1 001 ACTľVE OM
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Areslook : Register and send
Commission 
européenne

9 AitiLuukA2 ACCÍP1ANCE - Duly mn g mail * Automatu raqiüialion and ivid pruteduia ~ U

From FIORE Giovanni (DIGIT) Date 04-03-201911.35:17

To- ihiryjaurenti^yahoo.com.

Cc
0

Refresh 
Ares data

Μ

Send
Subject*: Camm and e fournitures bureautique СЕ-DG DIGIT - AB20019-Û2

Pioase assign the filing lask or do the filing immediately (if not. you will receive a filing task)
Assign the filing task to | Type a person or virtual entity name and dick on ter or on "Chock names" button | Check names

Instruction:

O · - . / - __ *■ fOr file it ai your favourite files
Inf-. Αγ«Ιοο^Α2 ACCEPTANCE X 1

Fie col- a Speafecūde Fíenle pita Deemateetton

i ii i ivi i i I

- ■ r illil 1 ПГ reqiWM θΠ<1 5ГГТ201lAAOOU ļ Ge Ate * OSED IO 0101 001 WO J
■īļ □ 2013АМЮ13| Gcvannit«! JIVE 10 0101001 WO J

П 2O14-AADO54 12885 Stato aid for Angola 2015-2016 [ Q< ļ “TWE W.01.01.001.050

W □ 201GM4SS9 Crrrtdsman _______________________ ___________________(JIVE 10.0103001001

□ 2017-M1M9 Qo1 dyl b 2007 ACW 10.0103001 Ml

□ 2017-AA14W Go2 d»jłb.2.CO7 ACTIVE W.01.O3.OO1.IXI1
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Use of Areslook (2)

Don't 
register with 

Areslook

©Important e-mails 
exchanged with 
the exterior

©Internal e-mails used 
to send a registered 
document 
(transmission via Ares)

©Internal e-mail with a 
specific content

©Internal e-mail with 
specific content

©Possible to add a 
marking to sensitive e- 
mail

©No double notification 
Ares + Outlook
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MSG : Internal message
commission I AľSS > Internal message creation

ф VANLAER Annemieke (vanlaan)

User Service Manager

Scan ▼ Cancel Save Register and send@ Attach ▼ ;

List ▼

List ▼

Title:

e-Domec event:



Learn to write clear emails
Commission 
européenne

Don'
Do not forget : E-mails need to be well drafted!

1.
2.

Clear identification of the signing author 
Clear identification of the main recipient

3. One, and only one, subject is treated
4. A single clearly described subject
5. Absolutely forbidden to send a sensitive e-mail 

using Outlook
6. List of attached files in the body of the message 

(name of the file and title of the concerned 
documents)

7. Indication if any original paper documents will be 
sent afterwards
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Registration : do not forget
Commission 
européenne

> Note for the file (Ares)
• Decisions taken are not present in other documents

> Register
■ Simple summary of documents already registered and 

filed or Progress note
> Save and file

> Meeting minutes/ mission reports (Ares)
• Written to trace important information
■ Minutes of meetings with lobbyists

Minutes of informal contacts (Note for the file)

> Hand over (Ares)
> Mission reports (Ares)
> Briefings (Basis)
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Exceptions :
Requests for information

Commission 
européenne

General requests for information are not considered 
as important and are considered ephemeral content

■ Reply merely contains (a link to) existing texts and 
documentation

> Code of good conduct : obligation to reply to each 
individual who addresses a question to the EC within 
15 working days

> No obligation to register in the general register

> Retention of requests for information and 
replies are kept in a file «Replies to information 
requests» destroyed after 2 years (Save)
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européenne

П
!Ш

!1
Г8

П
ЗП

ВП
8И

11
1

Exercise 1 :
> Registration of documents
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1
Documents to capture

Formally drawn up or received

Likely to require an action, a 
follow-up or a reply by a service

Contains information that is
substantial, not short-lived

Effective testimony of the activity 
performed

i = Document useful for : 
Audit
Legal disputes 
Transmission 
Access requests

• Register the 
document

No

Commission 
européenne

• File the 
document

• Useful to keep ?

Yes

EndSave and file

= keeps the document in 
an official repository
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Register or Save
Commission 
européenne

• Ares
• Specific registers

Register
Attests the 

administrative 
value of a 
document

• Save to Ares
• Lien avec le document
• Filing
• Retention with the option to 

delete it from the file until 
the closure of the file
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Treatment of classified documents
Commission 
européenne

Top secret EU documents
Secret EU documents
Confidential EU documents

Register in specific 
registers

Restreints EU documents

Register in Ares 
without attaching 
the electronic 
version of the 
.document

> Contact your LSO : Local Security Officer
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RESTREINT UE/EU RESTRICTED documents
Commission 
européenne

> Registration :
> Register in Ares
> Do not attach and upload the digital version of the 

document
> File the document
> Retain the document (responsibility of the « Chef de file » 

I Lead department)

> Redaction :
> Object : if necessary, modify the title of the document to 

ensure that it does not disclose any classified or sensitive 
information

> Communication :
> Do not send via Outlook (not even with SECEM)
> Use RUE (RESTREINT UE) : creation, preservation and 

distribution of documents under the category "RESTREINT 
UE/EU RESTRICTED"
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Sensitive information
Commission
européenne

Δ> Information that, because of legal or contractual 
oblogations, needs to be protected = sensitive non 
classified

> Non authorised disclosure will not impair or damage 
the interests of the EU of those of one or more Member 
states

> Loss or disclosure could damage :
■ Individual interests (personal information, medical 

information, information covered by medical secrecy, 
disciplinary matters, ...)

■ Commercial interests (trading, ...)
■ Court proceedings, ...

> Attribution of a marking
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Visibility of a document with a marking

Document without marking
Commission 
européenne

47e-Domec : Secrétaires HR B3



List of markings in Ares

Attach ▼

Common I Ares > Document creation
ф SOYEZ Sébastien (soyezse)

Advanced User

Scan Cancel Save Register and send

From:

To:
List

Cc:
List

Document date: ÉS

Title:

Confidentiality level: Sensitive Non Classified

Security marking: SENSITIVE X o
Distribution marking: Staff matter X

Service(s):

Working group:

Marking expiry date: Я Unlimited

Marking expiry event:

Show additional information

e-uuniee . oeci cían es



« Sensitive non classified » 
documents with marking

Commission
européenne

> Not a classification
> Limits the visibility of a document
> List of existing markings established by HR Security 

directorate team (Security note 01)
> Definition of persons or groups with acces to the 

document = marking groups

> Management of documents with markings :
■ Registration in Ares
■ Attachment of the digital version of the document 

(mind the exceptions)
■ Choice of the appropriate marking
■ Depending on the chosen marking, obligation to 

indicate an expiry date

HR B3
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Protection of personal data
Commission 
européenne

> Information allowing to identify a specific 
individual

> Priority requirement for :

■ Correspondence from citizens

■ Staff working for the Commission

> Exceptions :

■ with the agreement of the concerned person
■ in the interest of the concerned person
■ if there is a legal obligation in the context of a 

common interest
if the information stems from a public register
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Flag « Sensitive personal data » (1)
européenne

Goal : indicate that a document contains sensitive personal data
while guaranteeing a sufficient level of protectionA> Principle : assess on a case-by-case basis depending on the 
context

> Examples of uses (*)
1. Behavioral data (e.g. performance evaluation, evaluation reports)
2. Financial data (e.g. bank account, VAT number)
3. Data on origin, political opinions, religious or philosophical beliefs or trade 

union membership, genetic data, biometric data, data on health or sex life
4. Data on criminal convictions and offenses
5. Information specific to children, people with special needs, people belonging to 

minorities, etc.
6. Personal data processed by Union bodies or agencies in the context of activities 

in the fields of judicial cooperation in criminal matters or police cooperation 
within the area of freedom, security or justice

(*) all cases can be found under the tooltip (Ares - Creation of a document)

o
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Flag « Sensitive personal data » (2)
européenne

@ Joindre v

Implementation in Ares

Commission I A ΓΘS > Création document

Numériser

Inconnue

Inconnue

Données personnelles sensibles: Inconnue
Oui

Niveau de confidentialité: Normal Non
1

52
e-Domec SECR HR B3



Flag « Sensitive personal data » (3)
européenne

> Filing (principle « need to know »):
If Flag = yes : filing authorized only in files with reduced 
visibility (red file)

Kilon I Ares > Modification du document digit.b,2.007(2019)6722 Secrétaire Avancé

Vous indiquez que le document contient des 'Données personnelles sensibles'. Les documents contenant des Données pe^onnelles sensibles' ne peuvent être classé que dans des 
dossiers de couleur rouge ('Limité'), sauf s'ils contiennent un timbre. Vous pouvez ajouter un timbre ou décasser votre document des dossiers dont la visibilité est élevée: '[2018- 
AA0164]'

To file in a file with wider visibility (DG or Institution), 
obligation to put a Marking

Classez votre document: digit.b.2.007(2021)5548/ dgdg X

O Votre document contient des 'Données personnelles sensibles' et pas de timbre. Il ne peut être classé que dans un dossier de couleur rouge ('Limité').

Favoris Recherche Plan de classement
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Flag « Sensitive personal data » (4)
européenne

Visibility of the flag in the document:

o Votre document contient des 'Données personnelles sensibles*. Plus de détails à propos des restrictions de traitement ICI

Mise en place du contrat 45-. compte bancaire
ф № de sauvegarde: digit.b.2.007(2021)5549

GÉNÉRAL CLASSEMENT ATTRIBUTION E-SIGNATAIRE LIEN

De:

c-

^^^^^^■digit.a)
^DIGIT.A.2.002)

0 Fichiers

Ä Cacher les informations supplémentaires

INFORMATION

Type Interne

Date du document

Date de création 11/04/2021

Date d'envoi

Créateur ;DIGIT.B.2.OO7)

Auteur de l'enregistrement

Document crypté

Date d'expiration de l'encryption

1 Données personnelles sensibles Oui Į

SÉCURITÉ ET TIMBRE

Niveau de confidentialité Normal

Timbre

Date d'expiration du timbre 

Évènement d'expiration du timbre 

Personne concernée

CLASSIFICATION / DÉCLASSIFICATION

Date d'expiration de la classification 

Évènement d'expiration de la 

clarification
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CV and spontaneous applications
Commission 
européenne

Web portal « EU CV on line » is used for the 
management of these spontaneous applications

Contact HR of your DG to be fully aware of the 
procedures in place in your DG
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CV and spontaneous applications
Access : Relations with the public > Code of good administrative behaviour > 
Standard-form letters

А CommoMon V News V My DC Local Intranets V Work Resources ν' Staff Matters Top Toots V Who is who

ALERT LEVE
Get your EUWARN

Commission 
européenne

Staff Matters
Ycu are here > My IntraComm > Staff Matters

Welcome to Staff Matters and Staff Contact

1. First find the page relevant to your need using the search or the navigation.

2. Then, ď you need to contact a service, use the "Contact us' at the bottom right of that page.

Į & Luxembourg ļ ļ ff JRC sites

My Questions Stafí Contact

Health

Forms (JSIS)

Reimbursement (JSIS)

insurance (JSIS)

Preventive health

Health at work

Psychological and sodai support

Specific events

Talent management

fit®work

Physical health

Mental health

Physical activity

Physical working environment

Work life balance

Social integration

Working conditions

Flexible working environment

Pay

Leave and absences

Entry into service and mobility

Benefits

End of service

Disability

Safety at work

Social dialogue

Buildings and mobility

Mobility and transport

Food and drinks

Buildings

Emergencies and evacuations

»S Staff Contact

To contact us, please navigate to a 
sub-section.

Coronavirus - COVID 19 check the mbsiteV W ГЛМ7'<!'<·« OB I ·»??«»»?

Д Commission News My DC Local Intranets Work Resources

Ethics and staff conduct

Relations with the public

Conflict resolution

Complaints and appeals

I DOC

E ì Staff Matters

Staff Matters Top Toot· US. Who is who SOYEZ Sébastien EN Q

ALERT LEVEL
Get your EUWARN app

YOU are tere > My intraCcnvn > staff Maners > Ethics and staff conduct > Relations with the puWic

Staff Matters

Ethics and staff conduct

Relations with the public

Code of good »
administrative behaviour ζ

ь
Serving the citizen

Protection of personal data

Interest groups (lobbies)

Press and media relations

Rights of interested parties

Relations with the public

Relations with the public form an essential part of the Commission's mission to serve the public 

interest.

O Related information

Legislation

To whom does the Code 
apply?

Dealing with mail

Standard-form letters

Complaints (from 
citizens)

ubile, staff members should be guided by the principles of openness and 
urtesy, helpfulness and efficiency.

be aware that all staff members can have an impact on how the Commission, 
s seen - through their professional activities, as well as In their life outside work, 
the image people form of the Commission and its staff. In this respect, they 
as an 'ambassador' for the Commission and the EU Institutions.

►Я Staff Contact

To contact us, please navigate to a sub­
section.
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CV and spontaneous applications
https : //my intracomm. ec. europa. eu/staf f/EN/staf f -conduct/relations - with - 
publ ic/code/Pages/standard - letters. aspx

Commission
européenne

Staff Matters

My DG Local Intranets ν' Work Resources V Staff Matters Top Tools V ¿Ц. Who is who SOYEZ Sébastien V EN

ALERT LEVEL
Get your EUWARN app

You are here: > My InlraComm > Staff Matters > Ethics and staff conduct > Relations with the public > Code of good administrative behaviour > Standard-form letters

Staff Matters

Ethics and staff conduct

Relations with the public

Code of good 
administrative behaviour

Standard-form letters

To whom does the Code 
apply?

Dealing with mail

Complaints (from citizens)

Standard-form letters Ж Staff Contact

e-Domec : Secrétaires

Use the standard-form letters below to deal with your correspondence with the public, in 
accordance with the Code of Good Administrative Behaviour.

Holding letter

If the reply cannot be sent within the 15 working days deadline:

bq 0 - cș 0 - da 0 - de 0 - el 0 - en Pl - eș Pl - et 0 - fr 0 - hu 0 - it 0 - It 0 - ly 0 - mt 0 - ni P) - pļ 

0-Bt0-rQ0-fi0-sļ<0-sļ0-sY0

Internal memo of transmission to another service

Internal memo reassigning the Incoming mail to another department:

de 0 - en 0 - fr 0

Reassignment letter

Letter informing the recipient about the reassignment of his/her mail:

bgØ-æØ-daØ-deØ-eIØ-enØ-esØ-etØ-frØ-huØ-LtØ-ltØ-lyØ-mtØ-nlØ-pI

Ø-ptØ-EOØ-fiØ-skØ-slØ-syØ

Suspension of correspondence

Some examples of letters on suspension of correspondence, sent by Commission departments: 

de 0 - en 0 - fr 0

Spontaneous applications

Reply to a request for recruitment at the Commission:

bq 0 - cs 0 - da 0 - de 0 - el 0 - en 0 - es 0 - et 0 - fr 0 - hu 0 - it 0 - It 0 - Iv 0 - mt 0 - nl 0 - pl

Ø-ptØ-reØ-fiØ-skØ-siØ-sYØ

HR MAIL E2



HR files (1)
Commission
européenne

1 Fundamental rule

> DG HR, PMO and EPSO are the only instances who 
may manage and preserve the official files of staff 
working for the Commission

> HR service of a specific DG might manage files which 
complement the official file with information regarding 
specific HR related information of a DG
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HR files (2)
Commission 
européenne

Consequences :
> Units should avoid to create personal files for staff 

members

But, in case there is an authorisation by the DG to 
do so :

> Ensure a safe preservation environment
> Destruction of the file 4 years after closure
> Please refer to your DMO to be aware of the exact 

procedures to be respected

59
e-Domec : Secrétaires HR B3



Management of personal 
information

européenne

> Do not create official files for staff members (except HR 
service)

> Do not use the name of individuals or any personal 
information in the metadata of documents
> if personal data protection principle applies

> Use markings to restrict access to the document
> In case of doubt, contact the DPC (Data Protection 

Coordinator) of your DG
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SECEM : Secure electronic mail
Commission 
européenne

> Permits users to send and receive encrypted e-mails

H *0 C* Ф Ψ Û 8 ” Untitled - Message (HTML)

File Insert Options Format Text Review Q Tell me what you want to do...

AresLook Clipboard Ъ Crypto

-|ii 'A' a' b’b’ >

Address Check
Book Names

Attach Attach Signature
File ’ Item ·

!► Follow Up ’

! High Importance

Ψ Low Importance

Names Include Tags ЪBasic Text

> Protects the sensitive communication between colleagues within the 
Commission or with third parties
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Use of SECEM
Commission 
européenne

Use SECEM

Do not use 
SECEM

©Messages sent to third parties (that 
also use SECEM) and falling under a 
level of sensitivity

©Internal messages registered in 
registers other then Ares that do not 
use the Marking function.

©Internal messages with marking = 
use the MSG function of Ares

©Messages containing EU classified 
information = send by paper mail
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General and specific registers
Commission 
européenne

> General register : tool for the registration of 
correspondence and general documents : Ares

> Specific registers : Tools designed for the 
registration of documents linked to specific 
procedures and workflows
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IT-Tools:
HAN : Hermes - Ares - NomCom

Commission 
européenne

00 > Technical platform

> Integrated system for documents and 
files management

> Harmonisation of records management applications 
across the Commission

> Simplification of working practices within the DGs 
through the automation of certain tasks

> Storage of records in a shared database 
(central repository or shared repository).

> Strict security and access management

e-Domec : Introduction 64
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HAN : organisation
Commission
européenne

Hermes Repository 
Services (HRS)

Integration of all 
applications at EC 
and local levels 
into HERMES- 
system

NOMCOM 
Nomenclature 
Commune

Tool for managing 
the filing plan and 
the list of files of 
the EC, the EA, 
and the EEAS

HERMES : storage of 
registered documents 
in a central repository 
to all DGs.

ARES
Advanced Records
System

Registration of 
documents and e-mail

e-Domec : Introduction 65
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Registration tools
Commission 
européenne

General register Specific registers
Applications 

equivalent to a 
register

Integration 
Hermes

• Ares ^Decide : 
Consultation, 
e-G reffe

• ABAC Contracts
• THEMIS : CHAP, 

EU PILOT, NIF
• Basil3

OSysper 2
• MiPS
• Poetry
• EU Learn
• Webdor
• Presto

GGestdem
• Basis (if 

integrated with 
Hermes)

• CRIS
• CASE@EC
• eGrants
• eSubmission
• eExperts
• PPMT
•ASSMAL2

A document must only be registered once, 
in the appropriate register
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Commission

Ares: tracking tool for official files

67



Ares : Capture

Advanced User

commission 
européenne

Commini Ares > Document creation

Scan Cancel Save Register and send

From:

To:
List

Cc:
List

Document date:

Title:

Confidentiality level: Normal

Marking expiry date: gj Q Unlimited

Marking expiry event:

Show additional information

File immediately: W File document

Assign the filing task to: Name Instructions

Cancel Save Register and send
68



Ares : Attachement of the document
Commission 
européenne

@ Attach ▼

Commission I ALGS > Document creation

Register and sendCancel Save

в
M 
■ 
A

Cover note

From:
Main document

Annex To:

Q

Q

.ist ’

Q

Document date:

Title:

Confidentiality level:

Marking expiry date:

Marking expiry event:

Normal

gj П Unlimited

Show additional information

File immediately:

Assign the filing task to:

W File document

Name Instructions

Register and send 69



Ares: e-Signatory

Creation of e-Signatories

Cancel Save I Save and Launch

Add / remove 
staff for this 
e-Signatory

européenne

í

Visibility: Restricted □ There Is a parallel paper signatory

Choose the 
level of 
visibility 
of the 

e-Signatory 
after 

registration

.Type your instructions
L/isa ж i II

'pe your instructions

D1U1I.B.2.004)

SIGN

I Type your instructions

OIGIT.B.2.004)

м Type a name

Type your instructions

x Deadline

List *

Check if a paper 
signatory will be 

circulated 
as well

Manual 
user, without 
acces to Ares

Supporting documents

Add supporting documents

Type Title Size Comments Actions

Info: No supporting documents have been added. Click on "Add supporting documents" to add them.

e-Domec DMO-CAD-CD cancel Save I Save and Launch 70



Principles of the electronic signature
Commission 
européenne

e-signatory = only valid signatory

Electronic document = reference document except if 
a written signature is obligated (Union law or law of the 
Member State or third country concerned)

3 levels of signature :

1. Simple : task SIGN
Certifies the validity of the electronic signature affixed to all documents 
signed in Ares with e-stamp

2. Advanced (AdES) : task SIGN ended with « Sign and lock » by the 
profile of the person signing (no profile delegation). Certifies with a high 
level of confidence the validity of the electronic signature affixed to all 
documents signed in Ares with e-stamp

3. Qualified (QES) : task Q-SIGN : Qualified electronic signature with legal
effect equivalent to a handwritten signature
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e-Signatory : procedure
Commission 
européenne

Technical approval (e.g. 
language proofreading) or 
hierarchical validation by the 
hierarchy or a manager from 
another department

RED
Person who draws up and writes 
the text of the document 
(assistant, secretary, financial 
agent, project manager, head of

CONTRIB
Different actors that 
modify the content

person / team in charge of quality 
control, who registers and sends the 
document (last e-Signatory task) 
Expedition (only if the recipient is 
external)

SIGN or Q-SIGN
document signed by the person who has the 
necessary authority to validate and approve 
(head of unit, director). No more modification 
possible
Q-SIGN : qualified signature for documents
requiring a handwritten signature

72
e-Domec : Secrétaires HR B3



Signature and electronic seal
Commission

Electronic
signature

Natural person

PDF
e-Document

Electronic signature

лPDF

> Electronic signature 
(e-signature) : certifies that 
the document has been 
electronically signed in the 
system by a natural person 
in application of the internal 
rules of the Commission

> Electronic seal 
(e-Seal) :

> guarantees the integrity of the 
content and the accuracy of 
the origin of the documents 
(legal entity)

Protected document

européenne

Electronic seal

Legal entity

I

e-Document
PDF

Protected document
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Qualified electronic signature = QES
Commission 
européenne

Principle of use:
> Use only for documents requiring a signature at the 

highest level available
> EU Level : 2 options for documents requiring a signature 

at the highest level: handwritten signature or qualified 
electronic signature (depending on the medium)

> Commission Level :
■ Any document created at the Commission is electronic 

by default (with some exceptions)
■ QES : highest level signature by default (handwritten 

signature used only for exceptional cases)
> Authorized only for users with a qualified electronic 

signature certificate (2,500 to 3,000 agents at the 
end of QI 2021)

> Attribution by the IRM
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Q-SIGN: prepare the document for signing
Commission 
européenne
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Q-SIGN : Qualified electronic signature (1)
Commission 
européenne

Test 2020.11.19 II
Save number: sg.dsgl.c.l(2020)5449

Modify / Register Actions

GENERAL FILING ASSIGNMENT E-SIGNATORY LINK

<3> 2 Attachments Д Preview attachments

ABC.docx O Demande d avenant
Initiée par la CE - ... Q

ESTONIAN SLOVAK

Main "J И Annex *£ »3

My to-do task
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Commission 
européenne

Navigation 
within the 
document

< Previous I Next > Page [

COMMISSION EUROPÉENNE
SiatĖrARIAI ŒXELU.
CWoæ C · Tneç««í». ЕЯкмппА Яжиогм
SGC 1 - TiMip«»c« Cr^oo ««имаш» Л .Ucr.iudxBMti

Bruxelles

QES step $ -> Visible Signature in ares

ОЦес Ana Мк document

Ref. SG Digit 2021

Introduction

The purpose of this document is to describe bow the QES (Qualified Electronic 
Signature) process will include the possibility to add a usual representation of the 
electronic signature on the signed document The goal is to improve the usa expaiaxe 
by giving them the possibility to easily place tbe signature m a location of their own 
preference

Apptsing an electronic signature adds metadata on a document witbait modifying its 
content (thus without impacting its integrity) "This is bow multiple signatures can be 
applied to a document while preserving the document s mtegnty A «sable signature 
includes a metadata that holds a visible marka (signature appearance) when viewing the 
document showing that it hr» been signed

Scope of (he analysis

This thud phase of the QES Ares project, at the cun eat stage will coser the following 
steps

Provide а изу to add a usibie signature in a document to be signed.

2. Dunne the signing process, the signa chooses the location of his signature 
appearance (visual representation of the signature) using a simple

Behaviour of the drag-and-drop of the

Signature box

wove cne dox to tne aesirea
location

Sign attachment
You will sign electronically the 
attachment flagged for signature. After 
finishing this task, your attachment will 
be protected against any further 
modification, addition or elimination.

Please note that this action is 
irreversible.

Comments Checkbox to get a 
signature box, so anyone 
can add a visible signature 
(box checked by default)

Attachment 1 of 1

Q Insert visible signature

Click on the document preview to put the 
box that can be moved.

Sign Cancel
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Q-SIGN: Qualified electronic signature (3)
Commission
européenne

Indication of the validation 
code received by SMS
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Q-SIGN: Qualified electronic signature (4)

Home Tools contrat-xyz.pdf x

Commission 
européenne

E) Θ S Q * Ô o© «’% · N 0 Ξ T 0

e
Signed end all signatures are valid.

e-Domec DMO-CAD-CDMO

Bruxelles

COMMISSION EUROPEENNE
TCHFWir CSS?» lt

QES STEP 3 => VISIBLE SIGNÅTVRE IN ARES

Objet:

Réi

Introduction

Analysis document

SG Digit 2021

Date 2021-02-16 16:21:31 UTC
FiedeiicaDAVERDI 

Policy Officer

■ Ret ΑΎ3ΡΚ0υ2Μ36'Β9 
Wth anted Mettra»: as-dltntM

Ref. Агез(2020| 123456789 26/06/2020

With qualified electronic signatures)

The ptupose of this decimért is to describe how the QES (Qualified Electronic 
Signature) process will include the possibility to add a visual representation of the 
electronic signature on the signed document. The goal is to improve the user experience 
by giving diem the possibility to easily place the signature in a location of their own

Applying an elecucnic signarme add» metadata on a document without modifying its 
content (thus without inpacting its integrity) This is how multiple signatures can be 
applied to a document while preserving the document's integrity. A viable signature 
includes a metadata that holds a visible marker (signature appearance) when viewing the 
document showing that it has been signed.

Scope of the analysis

This tlu J phase of the QES Aies project. at the сшгеШ stage will corei the following 
steps:

Provide a way to add a visible signa tine in a dcanneni to be signed

Dining the signing process, the signei cheeses dr locaticu of his signature 
ance (visual representation of the signature) using a simple drag-and-drop

Behaviour of the drag-and-drop of the signature box:

Date 2021-02-16 16:21:31 UTC

With qualified electronic signature by:

HR B3

with qualified electronic signature by
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GENERAL FILING ASSIGNMENT E-SIGNATORY

From: DIGIT.B.2.004)

To:

Cc:

igned

Simple 
Signature 

Icon

GENERAL FILING ASSIGNMENT E-SIGNATORY

From:

To:

Cc:

igned by:

<2> 3 Atti

Advanced 
Signature 

Icon

Signature 
Icon

e-Domec DMO-CAD-CDMO

|( DIGIT.B.2.OO4)

SG.DSG1.C.1)

on 04/06/2020 17:02:09 via Ares

Extension du contrat n° 12- article 12
Reg. number: Ares(2020)866

GENERAL FILING

Save number: digit.b.2.007(2020)1693

ASSIGNMENT E-SIGNATORY LINK

Commission 
européenne

To:

From:

ned by:

(SG.DSG1.C.1)

DIGIT.B.2.004)

on 19/04/2021 19:21:14 via Ares

HR B3
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Q-SIGN : Qualified electronic signature (6)

Home Tools

kr Signed and all signatures are valid.

and all signatures are valid.©

The blue banner is the 
signature panel in Acrobat

&

io natures

The green sign shows 
that the signatures 
[& seals] are valid

.an

©
a

Signatures

[Hl· Validate All

v Rev. 1 : Signed

Signature is valid:

Source of Trust obtained from European Union Trusted Lists (EUTL).

This is a Qualified Electronic Signature according to EU Regulation 910/2014

Document has not been modified since this signature was applied

Signer's identity is valid

The signature includes an embedded timestamp.

Signature is not LTV enabled and will expire after 2023/05/22 00:59:59 +01'00'

> Signature Details

Last Checked: 2021.01.18 12:09:57 +01'00'

Field: Signaturel (invisible signature)

С!кк tø View Lhjs Vgrsign

Rev. 2: Signed by ECSG

Signature is valid:

Source of Trust obtained from European Union Trusted Lists (EUTL).

This is a Qualified Electronic Seal according to EU Regulation 910/2014

Document has not been modified since this signature was applied

Signer's identity is valid

The signature includes an embedded timestamp.

Signature is not LTV enabled and will expire after 2021/03/07 17:11:00 +01'00’

> Signature Details

last Checked: 2021 01 1R 12:0<K7 ♦01'00’

See the detail of 
the signature(s)

I ŕ Ur Al 

maines

ci ng clic, sed do ciusmod
iqua. Dictumst vestibulum
ssim. Scd risus uit rie ics
maecenas accumsan lacus.

cingclic, scd do ciusmod 
iqua. Dictumst vestibulum 
ssim. Scd risus ultricics 
maecenas accumsan lacus.

seing elit, sed do ciusmod 
iqua. Dictumst vestibulum

..■■m c«-«i ··!»»·<-·<·< 81
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Ares : Follow-up of tasks
Commission 
européenne

□ lu double délégation

VISA
sg.dsgl.€.1(2020)6502 03/12/2020

test

(vf Finish » 431 Decline ^♦Delegate [¿f Modify § Preview actors Ф Preview attachment(s)

& p phdihhd «^2

SG.DSG1.C.1) 0 Save number 3Q.dsgl.c.l(2020)6496 Created on 02/12/2020

|\/|* Finish · 431 Decline Delegate ГУ Modify Preview actors Preview attachment(s)

82
e-Domec : Secrétaires HR B3



Ares : Follow-up of tasks
Commission 
européenne

j My assignment tasks
Assignments of my roles

1 - 5 of 5 Sort by: Most recently received îl ® Export

□ Filters: Deadline Й All (01/01/08 - 12/12/50) All CF ASOC INFO CLASS ANNUL Unread

□ ÛP Meeting Minutes & Follow-up (OIB-SG) - 22/10/2020 
■ Assigned by ^^^^^^^SG.DSGl.C.l)

CLASS

O Save number sg.dsgl.c.l(2020)7986281 Created on 26/11/2020

istructions A classer dans répertoire ad-hoc

U File Back to sender Delegate + Assign task Φ Preview attachment(s)

□ ώ P A-REP HAS for OLAF

INFO
Assigned by OIB.OS.l .002) л Registration 

number

Save number

Ares(2019)3353560

olaf.c.l.dlr(2019)3762044

listíred on 22/05/2019

Ei Finish » Back to sender Delegate + Assign task <Я> Preview attachment(s)

□ 7 ? P Framework Partrneship Agreement for the management of the EU Historical Archives by the European University Institute

INFO
Assigned by ^^^^^·θΙΒ.Ο5.1.002) a Registration 

number

Save number

Ares(2019)1767067 Registered on 18/03/2019

sg.dsgl.c. 1(2019)2022856

[vf Finish » Back to sender Delegate + Assign task <®> Preview attachment(s)

□ &F Business case for the new Archives Management System - for information and comments
I Assigned by ^^^^H0IB 0S1·002) θ Registration 

v number Ares(2020)507301 Registered on 27/01/2020

Save number sg.dsgl.c. 1(2020)585829

(vf Finish » Back to sender Delegate + Assign task <®> Preview attachment(s)

□ ώΡ RE: Visit of archives students from the University of Amsterdam ^7

a Registration 
v number

Save number

Ares(2018)3109195 Registered on 13/06/2018 

olb.os. 1.002(2018)3474645

[vf Finish » Back to sender Delegate Assign task Φ Preview attachment(s)
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Annulation of validity of
a registered document (1)

Commission 
européenne

Basic document management rule within the 
Commission:
• No elimination of registered documents in Ares except when 

elimination is legally scheduled

But documents can be registered by mistake (doubles, 
errors, change of opinion, ...)

Request for annulation is possible except:
■ Document is already transmitted via "External 

transmissions"
■ Document is already transmitted via Areslook « Register & 

Send » to external recipients
■ Document made available via the external repository 

services of HAN
■ Document made available to the public (ex.: procedure for 

public access to documents)
document registered for more than 30 days

HR B3e-Domec : Secrétaires



Annulation of validity of
a registered document (2)

Commission 
européenne

Annullment of Validity request by a user:

Actions Annulment of Validity Request

Q Send link Justification“:

Reply

Copy

Standard justification or 
another justification

® This document is a duplicate of a document already registered.

O This document contains errors in the form which could lead problems towards the legal value.

This document contains errors in the content which could lead to significant consequences afterwards.

This document has been registered but no validation workflow has been created and/or respected.

This document has been registered, but the esignatory, the sender or a line manager has decided not to send the document
anymore. _______________________________________________
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Annulment of validity of
a registered document (3)

Commission 
européenne

Annulment of validity management by the DMO/CAD:

Annulment of Validity

Requested by :

Name of the agent doing 
the request

X

Justification:

DIGIT.B.2.004)

This document is a Duplicate of a document already registered.

This document contains errors in the form which could lead problems towards the legal value.

This document contains errors in the content which could lead to significant consequences afterward.

This document has been registered but no validation workflow has been created and/or respected.

This document has been registered, 
but the signatory, the sender or a line manager has decided not to send the document anymore.

Other

Pre-filled form with 
information provided by 

the agent doing the 
request

Comment:

Lorem ipsum dolor sit amet.

Notify the stakeholders

Possibility to notify the 
stakeholders

Cancel

Possibility to reject or 
accept the request for 

annulation
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Annulation of validity of
a registered document (4)

Commission 
européenne

After the annulment of validity

Document with an annulled validity

If a user tries to acces 
the document (through 

search...)

The validity of this document has been annulled.

As a consequence, the document has been eliminated and you can no longer retrieve it.

You can contact your DMO for the preserved metadata.

Access to saved

Document details @

Title:
Save number:
Creation date:

Lorem ipsum 
digit.b.2(20 09)37736 
26/02/2018

Registration number 
Registration date 
Level of sensitivity: 
Marking name:

metadata possible by 
Ares support

Status: Validity annulled

Arcsf 2018)32663 
26/02/2018 
Normal

j Annulment of validity | Senders________Recipients

Annulment of validity date T Justification T Comment

03/03/2018 Lorem ipsum Lorem ipsum

Recueste Annulcd bv
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Specific register : ABAC
Commission 
européenne

Application for the management of contracts with financial 
implications allowing to :

■ Document the following metadata for the creation of a new 
contract : object, typology, price, payment method

■ Register key dates related to the contract
■ Define deliverables and corresponding key dates
■ Associate contractors to the contract, with their bank 

information
■ Define the responsables for the contract within the 

Commission
■ Define financial engagement in SI2
■ Create and print the text of the contract
■ Consult the list of amendments and payment reports (SI2)
■ Consult the list of specific contracts linked to a framework 

contract
■ Export the result of examinations to an Excel document
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Specific register : ABAC
Commission 
européenne

^Snipping Tool

File Edit Tools Help

^New E Mode ▼ Delay ’ fļ J 0 ’I z"' ’ X

= ā Й

vanlaan / VANLAAN @ ABAC BUDO 01 PWKFLC PRDvAfløp4 18J09ř2020 15:00:01

» Expense Flow

rofilc I User Preferences | History | Home | Help site | My IP

invoices PaymentsTtird Parties Budgetary Commitments Legal Commitments Guarantees

lntx>x Archive Draft Sent
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Decide (1)

Management of written and oral decision-making procedures

Commission 
européenne



Decide (2)
Commission 
européenne

The next step : gradual integration
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BASIS
Commission 
européenne

Follow-up of briefings

BAS/S
Briallngt and Speeches

BASIS [1.22.1]

Contributor]

Ä My Requests Search Indicators Roles Q C OS ? C4

My pending tasks

There is no pending task for you

News

Link for Basis 2

Dear Basis Users,
If you have the Encoder Role, 
feel free to create requests in the new Basis 2 .

Other role's actions should continue be performed in the current Basis, 
since Basis 2 is still under development.
Redd more

Published by

Indicators

Number of pending requests per recipient

— EVP Vestager — EVP Dombrovskis — EVP Timmermans — VP Jourová Secretary General 
— VP Sehinas — VP Šefčovič — VP Šuica — Others

VP Šuica: 8.72 %

VP Sefcovic: 10.07 %

VP Sehinas: 14.77 %

Others: 12.08 %

03/09/2020

Calendar of | events 

į į President Von Der Leyen

3__

Today ► 5 September, 2020

Q Export to PDF

Week Day Agenda

Monday Tuesday Wcdncs... Thursday Friday Saturday Sunday

01 02 03 04 05 06

07 08 09 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30 01 02 03 04
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MiPS
Commission

European
Commission I Mips SG.C.l Job: 334899 FS COM

: My access rights ¿ My preferences ^Display Settings 7 HELP ff CONTACT

0G3
Privacy statement

MY MISSIONS ▼ LOGOUT

Home Page
My Dashboard Important Messages

Help and tutorials

INTRODUCEAN AUTHORISED TRAVEL

INTRODUCE A STATEMENT OF EXPENSES

Mission workflow

Create a simple mission order

Printing in MiPS

[% Mission with late approval

ALL

INTRODUCE A MISSION ORDER

Withdraw a mission - an authorised travel

Upload of documents

Schedule insertion

Mission paid by organizers

Duplicate a mission

Information

• PMO MOBILE

• MIPS GO GREEN for Commission staff
• Do I need a security travel advice?

PMO news

Credit cards: complementary 
information
02/02/2021

Guidelines for essential missions: 
going on missions and returning from 
missions
26/01/2021

Mission advances
26/01/2021

Airplus
07/01/2021

e-Domec : Secrétaires HR B3



Sysper 2

> HR management at the Commission
> Contains all elements in relation to the career evolution of EC 

agents
> Filing takes place on the level of files for individual agents
> File code = staff code

I SYSPER I Q ra v η ο Λ

Msbu Į « I Policy Officer-AFF (CCftMSSKM-SGC1-poMe3M999)

X Ш
My File My roles

Organisation chart

¡2) Appraisal

Promotion

Q jobs & Vacancies 

' J Attestation & Certification

Personal data

¡Sr Career

Time Management

φ Ethics

СИ job

SYSPER SEE YOUR INDIVIDUAL RIGHTS 
W IN JUST ONE CLICK

Simpler Smarter Together
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Webdor / Presto

Webdor
européenne

______________________________________________ Webdor
Access to WebDOR:

SCIC Brussels Webdor OIL Luxembourg Application for the management
Enter a new meeting request (DOR) in:

Luxembourg OthersBrussels

Do you need interpretation ?

Indicate your meeting type

of meeting rooms
Allows the visualisation of 
reserved meetings and the details 
of a specific reservation

Ae In SG premises

(WebDOR SCIC)

A, In SCIC premises Μ Event with 50+ participants and 
clear external communication 

dimension

(link to Commimon'i Events Database

Ц , Request for sound systems for protocol events 

(K premises In Brussels not managed by SOC)

(«minte Sx«r>SB<ftu>») ■ («mióte Oxteina

tamt » IS09.IMM à Mi IM 1
CONTRATS, AVENAIS, MEMORANDUMS S DOCUMENTS

Presto
Application to manage 
the order of drinks

eDomec : Secrétaires
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CIRCABC

> Application to create collaborative websites with restricted 
acces for communication with people within and outside the 
Commission

> Functionalities : calender, chat, document publication and 
access rights management
Ο ώ là https/.orcabceuropaWi ☆

a ® e ř? $
Dďibbxd Mycaleod# Role, fko-se public groups A'đe

Rien à afficher

0 
Comments

0
Comments

Two weeks ago

Obiorvor on DLM Forum

ā1

MY CROUPS

oilocio^
Uploads Updates Comments

Rien ã afficher
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Role of the desk officer
Commission
européenne

An essential role :
> Register or transfer/indicate all documents to be 

registered
> Don't forget to register certifying e-mails
> Check on a regular basis whether the official file is 

complete

Tip:
> Verify whether all documents useful in the context 

of an audit, litigation, transfer, public acces 
demand have been registered and filed
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Filing and follow-up
européenne

APPRAISAL AND 
TRANSFER 

TO HISTORICAL 
ARCHIVES

:
—

HR B3
98e-Domec : Introduction



européenne

- 3 -
Filing :
files and filing plan

■ Why file
■ Official file and working file 

Filing of documents
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FILING
Commission

Filing plan

Registered/ 
saved 

documents

Official file

Filing Plan

I A] (01 ) Institution - Commission

±l iá [A] rø Future of the Union and institutional questions

si iS IA] (03) The Community economic and social area

J [A] (04) Citizenship and quality of life

±1(AJ (04.02) Environment

±j |A| (04.03) Education and culture

J1^ [A] (04 04) Health and Consumer protection

[A] (04.04.01) Consumer Policy

iS [A] (04.04.02) Public Health

U i¿ [A] (04 04 03) Food safety, animal health, animal welfare and plant health

±j LÙ [A] (04.04.04) Opinions and advice to the Commission of the European Group on ethics in science and NT

1J I A] (04.10) Area of freedom, secunty and justice 2010-
U £ ĮAJ (04.20) Climate Action

id i^ [A] (05) International Relations

lí ιΐ . ĮA] (06) Financing of Community activities and the management of financial resources

U ia» IA] (07) Community law

lí |A] (08) Press, communication and publications

lí [A] (09) Policy Strategy and coordination per DG

Ji ¿s IA] (10) Administration

^^^A|(11)Decentralised Agencies and Bodies

^^^^^^^B(12) External Action - Common Foreign and security Policy

(15) Activities of the Delegations and Offices of the European Union in Third Countries and to International Organisations

SEARCH
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Why file ?
Commission 
européenne

Complete and reliable files permit :
■ quick and easy retrieval of useful information
■ easier collaboration
■ accountability
■ easier mobility

> Each registered document needs to be filed in 
an official file

> The official file is the real working instrument

HR B3
101e-Domec : Introduction



Filing documents
Commission

DOC 1

européenne
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1 case = 1 electronic official file
Commission 
européenne

>

Collection of documents
■ Concerning the same case,
■ organised in a coherent manner for 

evidentiary, supporting or informative 
purposes,

■ to guarantee the quality of the work.

Follows the handling of the case :
■ Start of the case = creation of the file
■ End of the case = closure of the file

103
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Typology of files
Commission 
européenne

Official file Working file

■ Created in NomCom
■ Available in Ares
• Managed by the service « Chef 

de file » (Lead department)
• Needs to be complete and 

trustworthy
• Can be controlled and audited
• Verified before closure and 

preserved within the 
intermediate records

• Eventually transferred to the 
historical archives

■ Shared drives, collaboration 
spaces, folders in Outlook, ...

■ Created freely
■ No legal value
■ Can be destroyed at any time
■ Generally destroyed at the 

closure of the official file
■ No transfer to the 

intermediate records nor the 
historical archives

HR
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Creation of a file in NomCom (1)
Commission 
européenne

Welcome Profile : NomCom Manager
Home ^Favourites ^Administration· Ц Clipboard Contact Help Privacystatement ф English

My Organisation View Complete View Search

Quick search

Search: □
O Heading (·) File Q From current location

uIÄ1MJ WIU4J ir ner nai régulations

3[A] (01.05) Coordination of Commission work and procedures

U [A] (01 05 01) Logistical support for the Commission

4i u. IA] (01 05 02) Internal coordination and strategic planning a 

U ižą IA] (01.05.03) Coordination and relations with the other mst 

J (A] (01.05.04) Working methods and internal Commission p 

3g[A] (01 05 04 005) Assessment strategic planning and c 

aSĮAJ (01 05 04 015) Corporate document management pc

J X [A] (01.05.04.015.005) Legal basis, horizontal pnncip 

U ĮA] Contnbution to the 1 st revision by the Office fc 
U Ī |A] Drafting of the list of types of documents whicl 

li ■ [A] Elaboration of guidance on data protection 20: 

H ИЦА] Elaboration of the decision on records manag« 

Ü ĮA] First revision of the Common Retention List (C 

U WÍA] Information governance - Information Manage 

li | [A] Information governance - Information Manage 

ü ИЦА] Information governance - Information Manage 

ii ĮA] Notification to the DPO and the EDPS under r·

Heading code:
English title:
French title:
Status:

Modified:

List of files

£ Details ƒ

Specific Heading

Q Place on clipboard |ľľ) Reorder 41

principles and fundamental questtons

i 0Add tile ¡at-ree

Heading specific code: 1.5.4.15.5

Active Service owners: sg

on 17/01/2020 18:50:44 by coessin Created: on 12/03/2010 10:26:42

Place on clipboard

□
c
П
□
B
B
B
B

File code Specific code File title Status Lead department Creation date

0 2016-CB9568 RM LSC PMO Contribution to the 1st revision by the Office for Active SG DSG1.C 1 18'07/2016 10

0
0
o
0
0
0
0

2020-Al5528

2020-AB5311

2020 AĒ055S

2010-AC6979

2018-AC9133

2018-AC9134

2018-AC9136

DP GUIDANCE

RM 1ST REVIS .

IM IMSB 2018

IM IMT 2018-2022

IM IMWG2018-...

Drafting of the list of types of documents which

Elaboration of guidance on data protection 202

Elaboration of the decision on records manage

First revision of the Common Retention List (C

Information governance - Information Manage

Information governance - Information Manage...

Information governance - Information Manage...

Active

Active

Active

Active

Active

Active

Active

SG DSG1 C 1

SG DSG1.C 1

SG DSG1 C 1

SG DSG1 C 1

SG.DSG1.A.6

SG.DSG1.A6

SG.DSG1A6

03'04/2020 09

17/01/2020 18

19'02/2020 09

04'05/2010 12

26'01/2018 14

26'01/2018 14....

26'01/2018 14:...

Đ

Đ

0 2013-AD7091 RM NOTIFY HPS Notification to the DPO and the EDPS under re... Active SG.DSG1.C.1 17/04/2013 16:...

B 0
0

2014-AB7944

2013-AC7495

RM 11 WG WEB

RM 2ND REVIS...

Participation of the Commission in the Interinsti...

Second revision of the Common Retention List...

Active

Active

in łhn Hnnumnņ» mn Antň««

SG.DSG1.C.1

SG.DSG1.C.1

27/02/2014 10:...

19/03/2013 11:5...

m/nconin -in-

!■< Page 1 of 1 Й Items per page: 50

HR B3
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Creation of a file in NomCom (2)
My Organisation View Complete View Search

Quick search

Search:

Heading (·) File 0 From current location

Add Rie

I J? Reset,

Identification |j Preservation || Transparency || Linked Ries

General Information

Type:

9 lț?| Filing Plan

acs [A] (01) Institution - Commission

a us [A] (01.01) Composition and mandate of the European ( 

[A] (01.02) Commission meetings

a us [A] (01.03) Integrated decision-making coordination

iAl (01.04> Internal regulations

dûs [A] (01.05) Coordination of Commission work and proce 

a us [A] (01.05.01) Logistical support for the Commission 

a ûs [A] (01.05 02) Internal coordination and strategic piar 

ai¿. [A] (01.05.03) Coordination and relations with the ott 

aūs [A] (01.05.04) Working methods and internal Commi!

a [A] (01.05.04.005) Assessment, strategic plannint 

i [A] (01.05 04 015) Corporate document managen 

a [A] (01.05 04.015.005) Legal basis, horizontal

a [A] Contribution to the 1st revision by the G 

a ■ [A] Drafting of the list of types of document 

a· (A] Elaboration of guidance on data proteci 

a ■ [A] Elaboration of the decision on records r 

a [A] First revision of the Common Retention 

a ■[A] Information governance - Information tv 

a·(A] Information governance - Information N 

a·[A] Information governance - Information N 

a [A] Notification to the DPO and the EDPS i 

a [A] Participation of the Commission in the I 

a ■ (A] Second revision of the Common Reten

a [A] Synergies and efficiencies in the docun

a·[A] Synergies and efficiencies: annual feed 

a ■ [A] Third revision of the Common Retentio« 

a ■ [A] Works and guidelines to reach a paperi

a t [A] (01.05 04.015.010) Policy strategy, fonvart

a S [A] (01.05.04.015.015) Organisation architecti

a = [A] (01.05.04.015.020) Policy implementation 

a r [A] (01.05 04 015.025) Corporate electronic d<

a í [A] (01.05.04.025) Corporate studies managemer

a [A] (01.06) Policy development and advice (President & 

a us [A] (01.07) Commissioner s Cabinets (Advise and coord 

а ¿Й5 [A] (01.08) Internal Auditing

a^ [A] (02) Future of the Union and institutional questions

a ū, [A] (03) The Community economic and social area

a i¿. [A] (04) Citizenship and quality of life

a [A] (05) International Relations

a ess [A] (06) Financing of Community activities and the managei

a [A] (07) Community law

θ D( a [A] (08) Press, communication and publications

a i:S ΓΑ1 (09) Policy Strategy and coordination per DG

Heading:

Specific code:

Lead department*:

Associated lead 
departments:

Desk officer:

Category:

Title*

English title:

French title:

German title:

File editors*

Groups:

Users:

(01.05.04.015.005) Legal basis, horizontal principles and fundamental questions -1.5.4.15.5

SG.DSG1.C.1

Enter assodateci lead departments

Enter desk officer

□ Add the file to the favourite files of this desk officer

nc_sg_he nc_sg_fc X

Enter editors

File users

Groups: Enter file users

Users: Enter file users

Ф Populate from parent heading

File readers

Groups:

Users:

Comments

English comments:

French comments:

German comments:

commission X

Enter readers

106



Ares : Files list
Commission 
européenne

= MENU < Search criteria * Ful tt Advanced
SearchQ

Ē© Doc Msg

1 - 25 of 23638 results Page 1 of 946 □ Đ Sort by: Heading code ’ U Export Show 25

DOCUMENT ___________________
Files search file status: Aarre lead department or associated LD .$ SG.DSG1.C.1 Creator application is All created any f«ne Save these search criteria

fi E-sig natodes

Assignments E3 09 File title Specific code File code Lead department Desk officer -leading code

Co Received o 11
Ô V _ [AJ Email Policy for the Commission 2015-2019 RM EMAIL POLICY 2015-2019 2017-AA7630 sg.dsgl.c.1 01.05.02.025.020

* Favourites

Q Recent

O ф ■ [A| First revision of the Common Retention List (CRL) RM 1ST REVISION CRL 2010-AC6979 sg.dsgl.c.1

O Ф ■ [Al Second revision of the Common Retention List (CRL) RM 2ND REVISION CRL 2013-AC7495 sg.dsgl.c.l

01.05.04.015.005

01.05.04.015.005

o Ф ■ (Al Notification to the DPO and the EDPS under regulation 45/2001 of the RM N0T[FY Hps 2013-AD7091 sg.dsgl.c.l
Hermes Preservation Services (HPS)

01.05.04 015.005

FILE e v ■ ο3Γί'αΡ3!,ΟΠ °*,he С<“юП ln Intert^,lu‘tonal Workl^ rm 1IWG WEB 2014-AB7944 sg.dsgl.c.1
on Web Preservation 01.05.04.015.005

V Favourites
Ô Ф ■ [A] contribution to the 1st revision by the Office for the Administration and RM 2016-CB9568 sg.dsgl.c.1

01.05.04.015.005Payment of Individual Entitlements of its specific retention list
Ht My service

0 Ф ■ [A] works and guidelines to reach a paperless Commission. Collaboration RM PAPERLESS C0M 20i7.2020 2017-AW9715 sa.dsgl.c.1 01.05.04.015.005
H Filing plan

FOLLOW-UP

w with BUDG, HR and others DGs. 2017 - 2020

O * ®iÄoa’ and in ™na9en'e"t domain RM SYNERGIES DM 2019-2022 2019AX2177 sg.dsgl.c.l

O Φ ■ [Al Third revision of the Common Retention Ust (CRL) RM 3RD REVISION CRL 2019-BA3177 sg.dsgl.c.l

01.05.04.015.005 Actions

01.05.04.015.005

△ Sent tasks 0 Q ■ [AJ Elaboration of guidance on data protection 2020-2024 DP GUIDANCE 2020-2024 2020-AB5311 sg.dsgl.c.l 01.05.04.015.005

2 Deadlines e v ?020) ElabOratlOn °' ^1510" On ľeC°'dS тапа9егпеп' and ar<h,VGS 2020-AE0559 sg.dsgl.c.l
01.05.04.015.005

Ψ Ext. transmissions а φ ■ [Al Drafting of the list of types of documents which require a handwritten or 2020-A15528 sg dsal c 1
v a Qualified electronic slanature 9 01.05.04.015.005

(?) Reports e ς? ■ [Al Synergies and efficiencies: annual feedback exercise 2020 RM SYNERGIES DM 2019-2022 2021-AC2661 sg.dsgl.c.l 01.05.04015.005

ADMINISTRATION V
o φ 
o φ 
o φ 
o φ

■ [AJ Synergies and effidendes - public subfile RM SYNERGIES DM PUBLIC 2019-AX2177-1 sg.dsgl.c.1

[Al e-Domec Budget 2017-2020 RM BUDGET 2017-2020 2016-CI3823 sg.dsgl.c.l

■ [A| Future of document management 2020-2024 RM FUTURE 2020-AD5910 sg.dsgl.c.1

■I [A] e-Domec Budget 2021-2024 rm budget 2021-2024 2020-AU1915 sg.dsgl.c.l

01.05.04.015.005.2019-AX2177

01.05.04.015.010

01.05.04.015.010

01.05.04 015.010

HR B3
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européenne
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Exercise 2 :
> Filing of documents
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Action file / Serial file
Commission 
européenne

Action file Serial file

■ Unique case
■ Duration a priori unknown
■ Procedure for closure needs to be 

clearly determined

Title contains:
Subject + Action

■ Example:
10th European Development Fund
- African Peace Facility

■ Repetitive case
■ Duration is linked to a calender 

year or a budget cycle
■ Always progresses according to the 

same procedure

Title contains:
Subject + Covered period

■ Example:
Relations with the Council (2020)

hr E
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Consequences of filing
européenne

Filing a document in a file automatically inherits all the 
rules applicable to the file :
> Administrative Retention period
> Acces and consultation rules
> Appraisal rules

110
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Filing in Ares
Commission 
européenne

o The Confidentiality level 'Sensitive Non Classified' with the marking 'SENSITIVE: Staff matter' is applied on this document. More details about handling restrictions HERE
DOCUMENT

E-signotories

O The document is not filed in your DG.

Assignments 04
JSIS information -

R> Received 01
įY Reg. number: Ares( 2021) 260 Save number: sg.dsgl.c.l(2021)456 Reg. on: 17/02/2021

★ Favourites GENERAL FILING ASSIGNMENT E-SIGNATORY LINK

o Recent Μ Filed in

Deadlines

U File document

9 This document is not currently filed in your DG 
To file your document dick on ‘Tile document“' below.

File your document: sg.dsgl.c.l(2021)456/ JSIS information SoyezSe

Favourites Search Filing plan

Group by heading code Sort by file title Export

CV) Ext. transmissions

□ o (10.01.03.001.001) Compétence et conseils (IT 01010)

09 ģ |A] ARES TRAINING RLE 2 2015-AA00S3

S Reports

ADMINISTRATION

111
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Filing in Ares : Favorites
Tile your document; sg.dsql.c.l(2020)798G281/ Meeting Minutes & Follow up (OIB SG) 22/10/2020

Favourites Search Filing plan

□ Group by heading code ▼ Sort by file title ▼ HD Export q

□ 

o 

o

E

E

5 (01.05.02.025.020) Corporate II Governance

0* [Al Emö'l Policy for the Commission 2015-2019 RM EMAIL POLICY 2015-2019 2017-AA7630

Q (01.05.04.015.005) Legal basis, horizontal principles and fundamental questions (1.5.4.15.5)

[A] Contribution to the 1st revision by the Office for
Ö» the Administration and Payment of Individual Entitle- RM LSC PMO REVI 2016-CB9568

ments of its specific retention list

[A] Drafting of the list of types of documents which
ov require a handwritten or a qualified electronic 2020-AI5528

signature

— [A] Elaboration of the decision on records manage-O* ■ ment and archives (2020) 2020-AE0559

θ* s First revision of the Common Retention List RM 1SȚ REVI5IQN CRL 2010-AC6979

(LKL)

[A] Notification to the DPO and the EDPS under reg-
Of ulation 45/2001 of the Hermes Preservation Services RM NOTIFY HPS 2013-AD7091

(HPS)

O* íť Pai^Tn ƒ the Ín InlerinSth ™ «WG WEB 2014-AB7944

v rational Working Group on Web Preservation

Am ■— [Aļ Second revision of the Common Retention List ____ ~
0 V ■ , \ RM 2ND REVISION CRL 2013-AC7495

(LKL)

ffl ft V tA] ln đ°CUment man’ RM SYNERGIES DM 2019-2022 2019-AX2177

v agement domain 2019-2022

μ — [A] Third revision of the Common Retention List ~ .
0 V ■ 7™ -, RM 3RD REVISION CRL 2019-BA3177

(LKL)

[A] Works and guidelines to reach a paperless Com
Ö» J· mission. Collaboration with BUDG, HR and others RM PAPERLESS COM 2017-2020 2017 AW9715

DGs. 2017 - 2020

S (01.05.04.015.005.2019-AX2177) Legal basis, horizontal principles and fundamental questions (1.5.4.15.5)

Of 41 [A] Synergies and efficiencies public subfile RM SYNERGIES DM PUBLIC 2019-AX2177-1

2 (01.0b.04.01S.010) Policy strategy, forward planning and evaluation (1.5.4.15.10)

0 V ГА] e-Domec Budget 2017-2020 RM BUDGET 2017-2020 2016-CI3823

. occieiaiied
▼

Ö ▼

f R R
 Ħ 

H
 R

 
m
 H

 m



How to make filing easier
Commission
européenne

> Quality of the file title

> Meaning of the document title

> Crucial role of the desk officer :
■ Asks the DMO correspondent to create a file
■ Knows what files the unit manages
■ Ensures that every captured documents is filed in 

the right file
■ Indicates to the person responsible for filing in 

which file the document needs to be filed (or files the 
document directly in the right file)

■ Accesses his I her documents using the favorite 
files option

> A document needs to be filed immediately (or at 
least within 8 days)

HR B3
113e-Domec : Introduction



Digital preservation and / or paper?
Commission 
européenne

> Implementation of e-Commission where electronic is the 
default (C(2020) 4482 f art. 4}

> First set of document types that must only be preserved in 
their electronic form
(SEC (2020) 800f chapitre V.2)

In certain cases :

> Obligation to preserve the paper originals or documents that 
can't be digitized

> Store these documents in a paper file that is an addition to 
the electronic file

114e-Domec : Introduction
HR 83



Filing and storing

REGISTRATION FILING

DOC

Copy of a docu­
ment Official 

electronic file
■ Originals with legal value
■ « Classified » documents
■ Documents that can’t be digitized

STORING

HR B3

Additional official 
paper file
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Storage of paper files
Commission 
européenne

2

LIFE CYCLE

CURRENT 
RECORDS

HISTORICAL 
ARCHIVES

Permanent 
preservation

Closed files with 
active ARP

INTERMEDIATE 
RECORDS

Open files

Historical Archives

IU Florence

Central storage 
within DG 
or Service

Unit 
or 

Workstation
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Storage plan
Commission 
européenne

Objective: Guarantee secure conditions for the 
preservation of official paper files
> Preserve physical files in a centralised manner
> Storage plan common for the whole unit:

Preservation Tab in the metadata of the file: 
mention existence of official paper files and where 
and how they are stored
Labels for physical files: NomCom supports printing 
of labels
Methods of consultation

117
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Preservation tab
Commission 
européenne

Quick search

Search:

m i Sira Wekowe SOYEZ Sébastien («ryejse), Prcńle : Advanced User, Environment : Trailing
t Home ^Favourites .įjArlmmiraticm· Ц Clpboard Ccnuct Help privacy Statemeli ф Engte"

Add File

ØHeadng ·:File Q From current tocaocn

Specific Heading properties

QI jj Derate I ¿Add fie Ц Place on c«¡»Mrd

Heading code: 10.01.01.033.040

d L! [Al (0903 31 001 (Annual strategic p3ming and programming (coordinai· 
В |A| (09 03 31 001 005| Coordination woik and procedires for Activity B 
B ¡Al (09 03 31.001 010) Annual strategic planning and progranvriog for 

d = [A] (09 03 31 001 015) implementatori <of the Acmy Based k'anagenx
; ¡A] (09.0331.001015 CO5) General irrormauon about Activity Base· 
L lAJ «·OJ3OOW5O·«) 'oc*and mercds rw SG»090»01
Ł |A) (09.03 31.001015015) Reporting (0903 01 15 15)
= : |A| (09.03 31.001 015020) Risk Assessment

B |A| (09.03 31 001 020) Annual strategic planning and programming for 
d ; ! [Al (0903 31 002) Standards de Corôčle Interne

dS IA| (09 04) Évaluation
ĮA| (09.04.31) Secrétariat générai
E [A] (09 04 31 001 ) Management ard coordinw.bn of lhe evaluation pans ( 
B [A] (09 04 31 002) Implemmialion cf évaluerons (09 04 02)

Я (A| (09 05) Questions insutuiicnnêiles et reiarons extérieures
i IA) ( 10) Admirrsnaoon ( 101 >
JiS (AI (10.01 ) Gestion a^iimstratrve renzentaie

đ là [A] (10 01 01) Politique et gestion persenrel
Я : j (AJ (1001.01 001) HPS Traning
J E [A| (10O1.O1 002) DEVCO COURS ARES NOIACOM
J B [A| (1001 01 004) HPS TRAINING 14/1112011
J S (A| (10.01.01.008) RUBRIQUE FORMATION NOMCCW
□ Ë [Al (1001 01 033) HPS Traning for Usas (EPS)

Я B [Al (10 01 01 033 010) Response to CIS (SAM‘SEL-2)
ä В |А| (10 01.01 033.020) State aid2 (THA-PP-2)
Я g ¡A| (1001 01 033 030) Article90(2)ccmplant$ (wefrrinaiy procedure 
d Ł W (io 0101 033 ОЮ) Metates (tem internal and pæne) (samísel-;

ЯЙЦА)CepycfTn stateaxl
Я |А) Cepy ci UAP Oiveco 2
Я [AJ Cepy of Waħa ceiėgati&n Aigene.2013-2014

English Utie: 
French title:
Status:

l ist of flies

View filters

Webates (ЬлЬ mtenal ana public) 
Sites web (internes et externes) 
Active

Q Place an clipboard

File code

0 2Û15-MO 382

0 2015-AA0383

0 2O15-AA038O

0 2015-AA0344

Head

Specific code

I ^Creale | Create ana actívale| ./Reset)

Identificatkxi ļ Preservation Transparency Linked Files

General Information

Custodian:

ARP related information

The file contains financial document(s):

CRL category with manual follow-up:

CRL category with administrative 
elimination:

Deadline for APED 0:

Information on media

This file has documents in

Hermes digital repository:

Oilier digital repository/les:

Other storage types:

location information

ito

No

No

The non-etectronc part of this fite can be fo^nd at
Office:

Cupboard:

Shelf:

Comments:

□ Same as lead department

(exteixis the «R₽ to Ю years)

(erster* check)

(№m check)

(c/itan check)

21,ca22,ca.23,ca^4,ça.25,ca^6,ca.27,ca.26,dd-fli:çhani5tan,dd-abôniaxklí

Siatus

Active

Active

Lead depanmert Creation date

DlGT.B 2 001 26’10'2015 16

DEL-ALGERIA

DEL-ALGERIA

26'10'2015 16

26'10'2015 16

DIGTE 2 001 0909'2015 12 :

Ü Ł |A| fio 01.01.033 050i Precederes forward of grants (ELADMIN-3)
Я =j [A| (10 01 01 033 060) Desinään reaiing for move
4 E Μ HO 01 »10Ю 110) Qw W t« Yew
ä tj ĮA| 110.01.01.033.150i Aces search träning files (Ares search trainng f

Heeding Status
Rte status QA

Apply Filters i ςΐ Active headings are always displayed Page items per page 50
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Preservation tab
Commission 
européenne

Wdmi№.SOYF7 .SAbatfiea Profile. Advanrt*d Iker
Display file properties (Your rde is Nc Reade·, File User)

My Organisation View

-tearing Q) Rie

f/wodify ) Ц Place on clipboard ■

identification Preservation Transparency .rkedFles | History
C? Modify 1 OClose Fie □ Place on ctpboard I X

General Information
Identification Preservation Trarsparency [| History

Display file properties (Your role is Че Reader, File User, Че Editor)
^JAdmimstratcn· ^ChpCoard Contad Help Privacy Statement ф Englsh

Q Freni clít Typei Fi» with Hi&My DG/S&VtX (2016-Œ9568) General Information

M Pnnt laCeksi

d 5) Filing Plan
Id ¿ (A| <01 > Institution - Cormusson

[A1 <0101) Composition and mandate of the European Commissi« 
Jia»|Aļ 101.03i integrated decisicn-maBng coordination 
3i&|Al (01.04) Internal regulator® 
d [A] (01.05) Coordinati'» of Commission wo* and procedures

(01 0501) Logistical suppen for the Ccrmussnn 
di¿ (A| (01 05 02) Internal ccorönanon and strategic Warning and 
Л i& (A| <01 05 03) Cocrdinaton and relanças with the other instnut 

[A| (01 05 04) Wcrkng methods and ibernai Commission proc 
Λ Ë I A) (01.06.04.005) Assessment strategic planning and ccot 
B Ë I A] (01 05 04 015) Corporate dccimenl management polci 

3 : [Al (01 05.04 015 006) Legal 6»® horizontal principles 
U (A| Comribution to the 1 st revision p. the Cffee for tl
Й |A| Drafting of the hst ď types of documents which r< 

U Й (A| Elaboratem of gudance on data protection 2020· 
jj Й [A] Elaboratori of the decsrco on records managem« 
Л (А| First revison of the Common Retention List (CRl 
ЗЙ(А| Information governance - Information Managerne 
il Й [Al Information governance - Information Managerne 
ой (A] Information governance - Information Managerne 
jj [A] Nobfratten to re C₽O and the EDPS undo regi 
Ш [Al Pancpalion of the Ccmmisscn m the Internatu 
aí Й 1*1 Second rewsen of the Common Retention bst (( 
U (A| Synergies and efficiencies in the document mana 
•IЙ [A] Synergies and efficiercres amuai feedback e»er 
li Й (Al Third revision of the Common Retention List (CR 
и Й (A| Works and guidelines to reach a paperless Ccmr 

if Ë [Aļ (Of C5.04 015 010) Policy strategy forward panning 
Ji Ë (Al (01 05.04015 015) O'ganisaton architecture end mt 
3 Ē [AJ (Of 05 04015 020) Policy impiemenlabcn (154 15

9 Ë (A| (01 05 04 015.020 005) iAan^ment of docwnei 
9 Ł (A| (01.05.04.015.020.01» Supcort (1.5.4.1520.10)

Spedile code:

Heading:

Lead department:

Associated lead 
departments:

Desk officer:

Status:

Category:

End date of ARP:

Title

English title:

French title:

German title:

File editors

File editors:

File users

File users:

File

File readers:

Comments

View filters

Type: C# NomđlfUe (2012-AAO136)

Μ ISC PMO REVI
AULAER Amántete (SG.DSG2.B.1)

(01.C6.O4.015.0O5) Lc

SG.C.1

VANLAER Annemieke (SG.DSG2.B.1)

ripies · Specific code:

Active

0 12.8.1 (COORD)
Data, Information and krnweege management policy, including the document management and archive policy

ConoibtKion to the 1st revision by the Office for the Admirrstraoon and Payment ci ¡ndrndual Entitlements of its 
specific retention ist
CcrcibiMicn à la Itere -ėnęion per te Bureau Office de gestion et cte iqudabon des droits irdiwditels de sa liste 
spécifique de ccnservatitn

sg.c.l

o =¿ (A) (01 05.04 01 S.02S) Corporate electronic Oicument
English comments:

French comments:

Heating Status

QA

End date of ARP:

Den Ces d ws mojonéis (PNO)

on Oes droits ndrvtduefc (FVAO)

nolle

des droits individuels (PMO)

pro 7 (O’(2016 6679878 

ixro.7 001(2016’6613037 
Ob os 1 002(2016>4j‘Xi472

5оОм20.1(201бЯ177150 

5odso2b.1(2016>4186053 
50О5о2Ь.1(201бЯ186СС9 

5odso2b.1(2016>4185939 
sg.dsg2D 1(2016>418SB46 

omo 7 001 <2016’6656732

Registration number 

Ares(2016)6232861 

Ares(2016)6048949 
Ares(20l6)3920S98

Ares(2016)3898952 

Arcs(2016>3567628
Ares(20l6)35675ll 

Ares (2016)3567336
Ares(2016)3567107

Ares(2016)32406S0

31'102016

21HQ2016
26Ό72016

25Ό72016

20Ό62Ο16
15Ό62016

01'062016
19'04/2016

05Ό72016

Roskaten date 

03'112016

21'102016
26072016

25/072016

18072016
16072016

16072016
18072016

07.072016
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Printing labels

Иturósear (ommiscion
2017-AC6502

sg.dsg1.c.1
Code spécifique

AP.EUI.GRANT.2018

(uroxar

2017-AC6502

sg.dsg1.c.1
Code spécifique

AP.EUI.GRANT.2018

CAT. : 12.6.1.E
DUA Wans

ECH+SEL - 2ėme

Fin DUA :

CAT.: 12.6.1.E

DUA 10 ans

ECH+SEL - 2ème

Fin DUA :

1ère utils. :
Date clôture :

1ère utils. :
Date clôture :

Statut : Actif Statut : Actif

Titre du dossier
Management of the work 
programme, budget and 
grant agreement with the 

EUI in 2018

Titre du dossier
Management of the work 
programme, budget and 
grant agreement with the 

EUI in 2018

Nom de la rubrique

02.02.06.015

Deposit of the historical 
archives in Florence

Nom de la rubrique 

02.02.06.015 

Deposit of the historical 
archives in Florence

Boîte d'archives 1 
282099

ΞΗΞ
Classeur (large) 1 

282100

ИЙ0

(Г 
Ш 
ω 
ω 
O 
Q

Ш
o 

(Г 
CD

or

Commission

Divider to separate files in a 
box

CODE

2017-AC6502
CODE SPĖCh .

AP.EUI.GRANT.2018

STATUT

Actif

CHEF DE FILE 

sg.dsg1.c.1
DATE DE 1ERE UTILISATION DATE DE CLÔTURE

TITRE

Management of the work programme, budget and grant agreement 
with the EUI in 2018

CATÉGORIE

12.6.1.E
DUA

10 ans

ADMINISTRATIVE ELIMINATION

FIN DU A

CODE
02 02 06 015

POST-DUA ACTION

ECH+SEL

POST-TAH ACTION

2ėme TRI

CODE SPÉCIFIQUE
02 02 06 15

NOM DE LA RUBLIQUE
Deposit of the historical archives in Florence

2017-AC6502

Boîte d'archives 1
282099

282102

Dossier

Be
lļ ■ 

ili.

Small label to stick on 
an archive box 
containing several files
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Consultation and loan 
of official physical files

Commission 
européenne

> Electronic file = reference file
> Define clear and specific rules
> Verify who requests the file
> Verify in what state files are returned
> Register and trace the loan procedure:

■ File code
■ Name of the person requesting the file, function, service, 

telephone number, etc
■ Date of consultation or lending
■ Period of loan or date of return

121
e-Domec : Secrétaires HR B3



Use of the unit's shared drive / 
Collaborative workspaces

Commission 
européenne

> Only a working environment

> Allows storage and sharing of electronic information 
that has no legal value

> Suggestion : organise according to a (simplified) 
filing plan

HR B3
122e-Domec : Introduction



Administrative cycle
Commission
européenne

CREATION 
NEW FILE ANALYSE 

CAPTURE FILE
MANAGEMENT 
DISTRIBUTION 

USE

FILE CLOSURE 
PRESERVATION

APPRAISAL AND 
TRANSFER 

TO HISTORICAL 
ARCHIVES

HR B3
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européenne

- 5 - 
Closure of files 
and conservation procedures

■ Closure of files 
Common retention list
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Obligation : file closure
Commission 
européenne

Files to close ?
Every official file has to be closed 

at some point

When ?
All the actions triggered by the 
case are finished and no further 

documents to be created or added 
to the file

How ?
Closure implies a check of the file 

content

Consequences of the closure ?
A closed file can no longer be 

modified

HR B3
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END CASE END ARP

ELIMINATION

Administrative retention period

2nd REVIEW

HR B3

POST-ARP 
ACTION

POST-THA ACTION > 
PRESERVATION of 
ARCHIVES WITH 

HISTORICAL VALUE

Historical Archives
126

Applying the CRL : 
Common retention list

SAMPLING 
SELECTION

1st REVIEW THA

PRESERVATION 
INTERMEDIATE RECORDS 

DURING ARP

EL 
SAM/SEL

PP

PERMANENT 
PRESERVAT
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Structure of the CRL
Commission
européenne

> General description of categories of files
> Administrative retention period (ARP=O¿7A) : number of years 

during which the DG I service must keep the file category
> Action post-ARP (1st revi ew=Prem/er tri )

■ Transfer to Historical Archives Service (THA= TAH)
■ Sampling/Selection (SAM/SEL=ECH/SEZ_)
■ Elimination (EL=EZ_)

> Post-transfer action (for files transferred to the Historical 
Archives Service):

■ Permanent preservation (PP=CP)
■ Second review (2nd REVIEW=2ème tri)

> Custodian
> Observations

e-Domec DMO-CAD-CDMO HR B3
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Commission 
européenne

Summary

Discussion
■ How can you convince your colleagues to register and file 

in accordance with e-Domec practices ?

128
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Fundamental objectives 
for the unit

Commission 
européenne

> Enhance the efficiency of the unit

> Be able to retrieve any useful document or file at 
any time

> Share information and assure continuity of service

> Be autonomous in work and be able to work 
remotely

> Reinforce the position of the unit in the context of 
an audit or a litigation
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Inform yourself upon arrival (1)
Commission
européenne

> Learn about the DG :
■ Areas of competence of the DG / units
■ Who does what in the DG
■ Role of the DMO Team
■ Central Archives Service

> Learn about the unit :
■ DMO Correspondent
■ Hand-over / Procedure manual
■ Areas of competence: sections of the filing plan 

List of official files with responsible desk officers
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Inform yourself upon arrival (2)
Commission 
européenne

> Who does what in the unit ?
■ Registration
■ Filing
■ Preservation

> Know the working methods:
■ Internal procedures for mail handling
■ Delegations and virtual entities
■ How document assignment works
■ Use of Ares by desk officers
■ Modalities for signatories
■ Rules on the use of markings

Documents to keep in the official paper file
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Organise
Commission 
européenne

> Distinguish between official files and working files
> Verify that important documents are registered
> Verify that important e-mails are registered
> Regularly verify Shared drives, Collaborative spaces 

and Outlook folders
> File the captured documents in the appropriate official 

file
> Arrange the paper documents in the official paper files, 

if necessary
> Raise awareness / train unit agents in e-Domec rules
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If you want or need to know more
Commission 
européenne

> Refer to your DMO for all the rules specific to your DG

> Consult the Intranet site of your DG

> Consult the news and documentation on Ares

Õ Aller à NomCom AresiV Ē) Info ^Aide $ Préférences Fr ▼

> Consult the e-Domec website
> Access to training aids :

■ e-Domec :
https://myintracomm.ec.europa.eu/sg/edomec/training-and- 
support/training

- Digit :
https://webgate.ec.europa.eu/fpfis/wikis/display/HANproject/  
Ares+Training

> Other e-Domec trainings :

■ CAD-DMO-CDMO : for DMO Correspondents

■ CTT : Preservation (Conservation) - Appraisal (Tri) - Transfer
e-Domec : Secrétaires (Transfert) HR B3
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européenne

Thank you 
for participating!

134e-Domec : Introduction
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