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General introduction
Commission 
européenne

Intended for staff of the Commission:
» Newcomers
» Global overview of the document management policy
» To facilitate communication and collaboration among 

colleagues

IR B3
2e-Domec : Introduction



Ensure quality of service
Commission 
européenne

> Guaranteed access to 
information

> Independence & coherence
> Facilitating "Telework"
> Obligations are fullfilled

HR
e-Domec : Introduction 3



Program
Commission 
européenne

1. Basic notions to understand the work environment
1.1. Organisation based on business continuity
1.2. Definitions : Chef de file, Case, File, Document, ...

2. Legal rules and tools to work well at EC
2.1. Legal basis
2.2. HAN : IT tools

3. In practice: work done within a unit
3.1. Creation of an official file
3.2. Capture and filing of documents
3.3. Closure of files
3.4. Afterwards ... : intermediate and historical records

4. More information
4.1. Stakeholders
4.2. Complementary courses

4e-Domec : Introduction
HR B3



Teaching goals
Commission 
européenne

General:

■ General vision on the practice of records and files 
management within the Commission

Specific:

■ Knowing the rules and the tools

■ Making collaboration between staff and units easier

■ Understanding one's responsibilities in the management 
of documents and files

5e-Domec : Introduction
HR B3



Now it is your turn!

Let's get to know each other!

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



européenne

1 -
e-Domec :
Basic concepts to understand your 
work environment

5
HR B3



For the Commission
Commission
européenne

Needs and obligations

Acces 
to documents 

and files
Protect information

Accountability 
(internal and 
external audit)

Preserve information

e-Domec !
RECORDS MANAGEMENT SYSTEM

e-Domec : Introduction 8
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For staff
Commission 
européenne

Producer
User of information

Daily tasks and 
activities

Retrieve useful information in a swift manner

Ensure the trustworthiness of information

Share information and ensure a good quality of 
service and business continuity

Manage documents and files

Be able to organise work independently and be 
able to « Telework »

Know whom to turn to for help

e-Domec : Introduction 9
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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

Tools
\ ■ Documentary tools 
f ■ IT-too Is

■ Digital environment

e-Domec : Introduction 10
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Basic document management
Commission 
européenne

Records Official

File documents
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

Organisation of 
files

> SHARE - RETRIEVE - USE - PRESERVE
e-Domec : Introduction 11
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A record at the Commission
Commission 
européenne

All content 
received or 
formally 
drawn up

Concerning a 
matter related to 
the
Commissions 
policies, 
activities and 
decisions made 
within the 
boundaries of 
its official duties

Irrespective of 
form and 
medium (paper, 
digital, sound 
recording, 
visual, 
audiovisual)

■ Commission decision of 6.7.2020 on records management and 
archives

12e-Domec : Introduction
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Fundamental operations
Commission 
européenne

Close and 
preserve

Transfer to 
Historical Archives 

or Elimination

e-Domec : Introduction
HR B3



Case: definition
Commission 
européenne

A set of administrative actions
taken within the boundaries of a specific procedure 
with a clear start and end

14e-Domec : Introduction
HR B3



1 case = 1 official file
Commission 
européenne

Aim to have a complete 
overview and to follow 
the progress in a case

« Chef de file » 
Lead department

Unit responsible for 
follow-up of a case

1 case
1 official digital file

Accountability
Ensure business 
continuity and 

transfer of knowledge

e-Domec : Introduction 15
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Ares : Files list
Commission 
européenne

= MENU Search criteria Full text search Q Advanced
Search

My serviceĒ© Doc Msg

1 - 25 of 23638 results Page 1 of 946 □ H îi Export Show 25Sort by: Heading code
DOCUMENT

E-sig natodes
Files search file status: Actrre lead department or associated LD SG.DSG1.C.1 Creator application is All created any C«ne Save these search criteria

Assignments E3 09
File title Specific code File code Lead department Desk officer Heading code

Co Received ЕЯ » Ô V _ [Al 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 ■ 1 A| 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 * (AJ 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 Ö * ■ ο3Γί'αΡ3!,ΟΠ *,he С<“юП ln Intert^,lu‘lonal Workl^ rm 1IWG WEB 2014-AB7944 sg.dsgl.c.1
on Web Preservation 01.05.04.015.005

V Favourites
Ô V ■ [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

üt My service
A Μ ■ [Al works and guidelines to reach a paperless Commission. Collaboration RM PAPERLESS C0M 20i7.2020 2017-AW9715 sg.dsgl.c.1 01.05.04.015.005

H Filing plan

FOLLOW-UP

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

O * ®iÄÔa and efflCie,,(:ieS " ™na9en'e"t domain RM SYNERGIES DM 2019-2022 2019-AX2177 sg.dsgl.c.l

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

01.05.04.015.005 Actions -

01.05.04.015.005

△ Sent tasks θ 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 »1■ 1*1 ElabOratl°n °' №е On ľeC°'dS tnana9ernen' and a,<hlVGS 2020-AE0559 sg.dsgl.c.l 01.05.04.015.005

ψ Ext. transmissions am· [Al Drafting of the list of types of documents which require a handwritten or 2020-A15528 sg dsol c 1
v a Qualified electronic slanature 9 01.05.04.015.005

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

ADMINISTRATION
O V 

o v 

o v 

o v

■ [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

il (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

e-Domec : Introduction 16
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Filing plan
Commission 
européenne

bl tį Filing Plan

±1u IA1 (θ1) Institution - Commission

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

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

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

d^ [A] (04 02) Environment

du [A] (04.03) Education and culture

□ i» [A] (04.04) Health and Consumer protection

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

d 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 

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

d¿ [A] (04.20) Climate Action

Thematic tree view 
(competences / duties)

Headings identified by a title 
and a numeric code

Multi-level 
from general to specific

Λ lii [A] (05) International Relations

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

d [A] (07) Community law

±11 [A] (08) Press, communication and publications

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

d ¿a [A] (10) Administration

ti ÍA1 (11) Decentralised Agencies and Bodies

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

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

//? B3 17e-Domec : Introduction



Ares : Access to Filing Plan

Filing plan
Commission 
européenne

= MENU

Complete View

’ Assignments 01

[ø Received 06

My organisation view
My organisation view

First level of Filing Plan
01.

* Favourites

0 Recent

FILE

m My service

0 Favourites

FOLLOW-UP

Д Sent tasks

Ь Filing plan

[ Deadlines

(‘I») Ext. transmissions

e-l [X Reports

02.
03.
04.
05.

07
08

Institution - Commission, Composition & mandate of 
EC...
Future of the Union and institutional questions
The Community economic and social area
Citizenship and quality of life
International Relations
Financing of Community activities and the 
management of financial resources 
Community law 
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
HR B3

18



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

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

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

HR DS: Security Directorate

IRM
Informatics 

correspondent 
in each DG

e-Domec : Introduction 19
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européenne

- 2 -
Rules and tools to work better together

20e-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

e-Domec : Introduction 21
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Fundamental obligations
Commission 
européenne

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)

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

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

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.
22e-Domec : Introduction
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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 23
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HAN : organisation
Commission
européenne

Commission 
applicationsIntegration of all 

applications at EC 
and local levels 
into HERMES- 
system

Hermes Repository
Services (HRS)

Local 
applicati HERMES

ARESDépôt 
électronique 

commun

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

NOMCOM 
Nomenclature 
Commune

1

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

NOMCOM ARES
Advanced Records
System

Registration of 
documents and e-mail

e-Domec : Introduction 24
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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
> List of applications integrated with Hermes:

http://www.cc.cec/wikis/paqes/viewpaqe.action?spaceKey=HRS&title=5.+Clien 
t+applications

■? T^iiill . liiliuLtui-iiuii MW-------- Ž5-------------------------------------------------------------------------------------------
HR B3

http://www.cc.cec/wikis/paqes/viewpaqe.action?spaceKey=HRS&title=5.+Clien
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européenne

- 3 -
The daily work in your unit

27e-Domec : Introduction
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Administrative lifecycle of files
Commission 
européenne

END ARP 
(Administrative 

retention period)
END CASE

Capture File

Start 
case

Manage
ment 

Share 
Use

New 
official file

Verification 
Closure 

Preservation

Historical archives
Files with a 
historic value

Current records
Open files

Intermediate 
records

28e-Domec : Introduction
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Shared competences and responsibilities
Commission 
européenne

Administrative responsibleJj Technical responsibility

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

Secretariat / DMO Correspondent / 
DMO Team /

Archives service /
File manager

■ New case
■ What needs to be captured
■ Where to file documents
■ Closed case
■ Verify appraisal operations and 
transfer of files

Create a new file
How to capture
How to file
Close a file in Nomcom
Preparing files for transfer

Collaboration
29e-Domec : Introduction



Questions you need to ask in your unit

SB (01) Institution - Commission

ȘQ (02) Future of the Union and institutional· questions

±1Θ (03) Tho Community economic and social aroa
ŠO (04) Citizenship and quality of life

ȘG3 (OS) internation a! Relations

30 (06) Financinq of Community activities and the management of financial resources
Θ0 (0601) Policy ά Objectives

i ИО (06.02) legislation

; В И (0603) Budget

1+0 (06.03.01) Budget execution, control and discharge

Commission 
européenne

\№^^\

■ How is a new official file created?
■ Why capture documents?
■ What documents have to be registered?
■ Who registers / saves?
■ Which registration tools are used?
■ Why file documents
■ Who files documents?
■ What are the files of which we are « chef de file » (lead departement)?
■ Are the files complete?
■ How can I find the necessary information in a swift manner?
■ How long do we need to preserve documents / files?
■ Do we need to keep the paper documents?
■ What are our obligations and responsabilities?
■ Who can I talk to when I have a question?
■ 797■ ■ ■ ■ ■ ■

e-Domec : Introduction 30



Administrative lifecycle
Commission 
européenne

APPRAISAL AND 
TRANSFER 

TO HISTORICAL 
ARCHIVES

31e-Domec : Introduction
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When to open a new file ?
Commission 
européenne

> When a new case starts:
based on the needs of the file manager

> At the end of the year for cases with a repetitive 
nature (serial files)

or
> When a record can't be filed in an already existing 

file

e-Domec : Introduction 32
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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
e-Domec : Introduction 33



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: □ 0 Details

O Heading (·) File Q From current location

±jiz_1MJ W I.U4J u ner nai regulations

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

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

if u . |AJ (01 05 02) Internal coordination and strategic planning a 

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

J IA] (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 

if ĮA] Contnbution to the 1 st revision by the Office fc

Heading code:

English title:

French title:

Status:

Modified:

List of files

U ■ [A] Drafting of the list of types of documents whicl 

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

if W|A] Elaboration of the decision on records manag« 

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

¿■[A] Information governance - Information Manage 

if Μ |A] Information governance - Information Manage 

if И IA] Information governance - Information Manage 

if ]A] Notification to the DPO and the EDPS under r·

Specific Heading

Q Place on clipboard |ľľ) Reorder 41

111 ИЪЛМ.ШЪЛМП

principles and fundamental questtons

i 0Add tile ¡ai-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

□

IZ

П

□

B
B
B
B
Đ

B
Đ

!■< Page

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
0
0
0

2020-Al5528

2020-AB5311

2020 AĒ055S

2010-AC6979

2018-AC9133

2018-AC9134

2018-AC9136

2013-AD7091

2014-AB7944

2013-AC7495

DP GUIDANCE

RM 1ST REVIS .

IM IMSB 2018

IM IMT 2018-2022

IM IMWG2018-...

RM NOTIFY HPS

RM 11 WG WEB

RM 2ND REVIS...

1 of 1 q? Й

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...

Notification to the DPO and the EDPS under re...

Participation of the Commission in the Interinsti...

Second revision of the Common Retention List...

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

in łhn Hnnumnņ» mn Antńłn

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

SG.DSG1.C.1

SG.DSG1.C.1

SG.DSG1.C.1

03'04/2020 09

17/01/2020 18

18'02/2020 09

04'05/2010 12

26'01/2018 14

26'01/2018 14....

26'01/2018 14:...

17/04/2013 16:...

27/02/2014 10:...

19/03/2013 11:5...

m/nconin -in-

Items per page: 50
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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 

lAl (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¿. W (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 rS [A] (07) Community law

θ D( a [A] (08) Press, communication and publications
a i:S [Al (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:

File users

Groups:

Users:

File readers

Groups:

Users:

Comments

English comments:

French comments:

German comments:

(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

Enter file users

Enter file users

Ф Populate from parent heading

commission X

Enter readers



A well chosen title
Commission 
européenne

Fundamental element
Allows the identification of the file during its lifecycle, 
included when it is transferred to the Historical 
Archives Service

Essential characteristics:
5^ Informative: gives information on the case 

handled without the need to review the files 
documents in the file

5^ Clear: can be read without looking at the item in 
the filing plan it is attached to

5^ Unambiguous: does not contain abbreviations, 
acronyms or jargon

5^ Accessible: the title needs to be in English and 
French
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Action file / Serial file
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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Choose the heading of the filing plan
Commission 
européenne

Headings of the filing plan 
tasks undertaken by the 

Directorates general 
or related units

File: group of records 
concerning one action 
(case) as part of the 

Commission's activities Captured 
documents

J fa Filing Plan
di |A| (01 ) Institution - Commission
di |A| (02) Future of the Union and institutional questions
di iS, [Al (03) The Community economic and social area
di [A] (04) Citizenship and quality of life
di [AJ (05) International Relations
di ¿ |AJ (06) Financing of Community activities and the management of financial resources
di [AJ (07) Community law
di ¿ [AJ (08) Press, communication and publications
di £ [AJ (09) Policy Strategy and coordination per DG
di & [AJ (10) Administration
di ¿r [A] (11 ) Decentralised Agencies and Bodies

di ¿ [AJ (12) External Action - Common Foreign and security Policy
di ¿ [AJ (15) Activities of the Delegations and Offices of the European Union in Third Countries and to International Organisations
3 & [AJ (20) EDPS - European Data Protection Supervisor

3¿¿ [A] (30) European Ombudsman
di [AJ (40) CJEU - Court of Justice of the European Union

di iS |A| (98) HAN files for EU organisations using Commission IT tools (non-HAN)
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Consultation of the list of files
Commission
européenne
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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 tírese search criteria

Heading 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

1^^· 01.05.04.015.005

01.05.04.015.005

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
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Ares : Files list (2)
Commission
européenne

My service

1 - 25 of 23638 results Page 1 of 946 □ B

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

Sort by: Heading code · îl [x] Export Show

Save these sear

File title Specific code File code Lead department Desk officer Heading code A
0 0 [A] Email Policy for the Commission 2015-2019 RM EMAIL POLICY 2015-2019 2017-AA7630 sg.dsgl.c.l 01.05.02.025.020

0 0 [Aļ Flrst revision of the Common Retention List (CRL) RM 1ST REVISION CRL 2010-AC6979 sg.dsgl.c.l 01.05.04.015.005

0 0 ■ [a] Second revision of the Common Retention List (CRL) RM 2ND REVISION CRL 2013-AC7495 sg.dsgl.c.l 01.05.04.015.005

0 м Ü [AJ 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.l 01.05.04.015.005

a μ [A] Participation of the Commission in the Interinstitutional Working Group
v on Web Preservation RM IIWG WEB 2014-AB7944 sg.dsgl.c.l 01.05.04.015.005

o » [A] 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 2016-CB9568 sg.dsgl.c.l 01.05.04.015.005

am· (A] 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.l 01.05.04.015.005

a м Θ [A] Synergies and efficiencies in the document management domain
" 2019-2022 RM SYNERGIES DM 2019-2022 2019-AX2177 sg.dsgl.c.l 01.05.04.015.005

0 0 · [A] Third revision of the Common Retention List (CRL) RM 3RD REVISION CRL 2019-BA3177 sg.dsgl.c.l 01.05.04.015.005

0 Ç/ ■ [A] Elaboration of guidance on data protection 2020-2024 DP GUIDANCE 2020-2024 2020-AB5311 sg.dsgl.c.l 01.05.04.015.005
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Visibility of files
Commission 
européenne

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)
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Ares : File properties
Commission 
européenne

Ui, Doc Eg Msg

FOLLOW-UP

△ Sent tasks

§ Deadlines

<‘1’) Ext. transmissions

[=] Reports

o Й [A] Participation of the Commission In the RMIIWGWES 2014 AB7944 sg.dsgl.c.l
Interlnstitutional Working Group on Web Preservation

Dl.05.04.015.005

o [A] Contribution to the 1st revision by the Office for
♦ the Administration and Payment of Individual RM LSC PMO REVI 2016-CB9568 sg.dsgl.c.l

Entitlements of its specific retention list
31.05.04.015.005

o ■1 [A] Works and guidelines to reach a paperless
Commission. Collaboration with BUDG, HR and others COM 2017 2020 2017-AW9715 sg.dsgl.c.l
DGs. 2017 - 2020

31.05.04.015.005

o
o

Lead Department: sg.dsgl.c.l
Associated LD:

File code: 2016-CI3823
Specific code: RM BUDGET 2017-2020

CRL category: 12.8.1

Category name: Data, information and 
knowledge 
management policy, |

31.05.04.015.005

31.05.04.015.005

o Status: ACTIVE
Desk officer:

management and 
archive policy 01.05.04.015.005

o DUA: 5
Post-ARP action: THA

Post-THA action: PP

01.05.04.015.005Heading code: 01.05.04.015.010

Heading name: Policy strategy, forward planning ando evaluation

Specific code: 1.5.4.15.10
01.05.04.015.005

Hermes digital repository: No

Other digital repository/ies: No

Other storage types: No
o 01.05.04.015.005

File Editors: nc sg fc, nc sg_he

o File Users: sg.dsgl.c.l

Tile Readers: sg

01.05.04.015.005.
2019-AX2177

o ф [A] e-Domec Budget 2017-2020 2016-CI3823 sg.dsgl.c.l 01.05.04.015.010 Actions *

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

o V [A] e-Domec Budget 2021-2024 RM^BUDGET 2021- 2020-AU1915 sg.dsgl.c.l 01.05.04.015.010
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Ares : Favorite files
Commission 
européenne

= MENU Search Œiterla ▼ Full text search Advanced 
SearchQ

1 £

Msg
Favourites

□ Group by heading code » Sort by file title » □g Export

DOCUMENT

fi E-signatories
E S (01.05.02.025.020) Corporate IT Governance

0 0 [A] Email Policy for the Commission 2015-2019

Assignments
КГ1 CHrUL hVUVT ¿UlOZUiy

-rinn« 11 5 4 15 51

[q Received □ »

jķ Favourites

Q Recent

FILE

А ~ [AJ Contribution to the 1st revision by the Office for the Administration and Payment
° * ■ of Individual Entitlements of its specific retention list ™ ₽M° REV1 2016-CB9568

A M - [A] Drafting of the list of types of documents which require a handwritten or a qualifie ai«™
® d electronic signature

0*· Al Elaboration of the decision on records management and archives (2020) 2020-AE0559

00 [A] First revision of the Common Retention List (CRL) RM 1ST REVISION CRL 2010-AC6979

V Favourites
A — [A] Notification to the DPO and the EDPS under regulation 45/2001 of the Hermes Pre unc АП7ПЛ,

KMliUllri Hrb zUU’AU/Uyiv v section Sendees (HPS)

IH My service
„ [AJ Participation of the Commission in the Interinstitutional Working Group on Web Pr rm jjwQ wpB 2014 AB7944

V ▼ eservatlon

h Filing plan

FOLLOW-UP

0*· [A] Second revision of the Common Retention List (CRL) RM 2ND REVISION CRL 2013-AC7495

E ov [A] Synergies and efficiencies in the document management domain 2019-2022 rm SYNERGIES DM 2019-2022 2019-AX2177

0 0 ■ [AJ Third revision of the Common Retention List (CRL) RM 3RD REVISION CRL 2019-BA3177

Ê Sent tasks 0 * ■ W *°™ a pa₽er,ess С°™|5’°П СО|ЙЬОГаНОЛ w№ RM PAPERLESS COM 2017 2020 2017 AW9715u ’ " HR and others DGs. 2017 - 2020

§ Deadlines

ή') Ext. transmissions

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

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

Ê Reports E 2 (01.05.04.015.010) Policy strategy, forward planning and evaluation (1.5.4.15.10)

ADMINISTRATION V

0» [Aļ e-Domec Budget 2017-2020

00 [A] e-Domec Budget 2021-2024

RM BUDGET 2017-2020 2016CI3823

RM BUDGET 2021-2024 2020 AU1915
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Role of the desk officer
Commission 
européenne

An essential role:
> Asks the unit's DMO correspondent to create a new 

official file when a new case is started
> Indicates wether the file is

an action file or a serial file
> Suggests a title for the file
> Chooses the heading of the filing plan to which 

the file will be attached
> Adds the file to his/her list of Favorite files
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Administrative cycle
Commission
européenne

FILE CLOSURE 
PRESERVATION

APPRAISAL AND 
TRANSFER 

TO HISTORICAL 
ARCHIVES
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Documents to capture

r r *
Capture

Enter a document in a 
records management 
system to keep and 

share it

Commission 
européenne

Information useful for 
understanding a case or 

interesting for other 
colleagues / services

------  As evidence

Compliance with 
regulatory framework
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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

48e-Domec : Introduction
HR B3



Register ?
Commission 
européenne

Identify the 
document

Track the 
document to 

retrieve it

Certify the 
transmission 

and the 
reception

Manage 
effectively

'R B3
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Document to be registered
Commission 
européenne

Documents with evidential 
value

Documents that are binding for the 
Institution

■ Documents responding to a legal or 
financial obligation

■ Documents sent to external partners
■ Documents received requiring formal 

action of the Institution
■ Internal documents (decisions, 

minutes) that are the basis for an 
action done in name of the Institution

I
- Registration needed -

Working documents

Documents useful for the task but not 
indispensable for the understanding 
of the case

■ External documentation
■ Non validated working documents
■ Preparatory documents (non 

validated versions)
■ Copies

- No registration needed -

50e-Domec : Introduction
HR B3



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

» Effective testimony of the activity 
performed • Useful to keep ?

Q Tip = Document useful for : 
■ Audit
■ Legal disputes
■ Transmission
■ Access requests

Yes

Save and file

= keeps the document in 
an official repository

End
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Registration of e-mails : Areslook
Commission 
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

Dear

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

Import favorite 
files

Ų AresLocłi 4.0 PLAYGROUND - Incoming mail - Automate swe procedure

ve_digrt digit area support {DIGIT),

From:a To

Save Cc:

Subiect* RE: Problem oř Deleguen IMŪ015944292

Důte 07/09/2017 09.0&Б9

Refresh
Ares data

Registration

Assign registration to*. DIGIT} kį. Check names

Instrucion:

Please assign the filing task or do the tiling immediately

Assign the filing task to: Type a person or virutal entity name and dick enter or от ”Check names" button Check names

Instruction-

it in your favourite fite

Hecofe ’ Sporte cafe \ PfelBe О-d dette Statu® Daame taal ¡on

► ■ ■ 201D-AAB070 Mcdfabt» obțecîs· d e» b 1 001 AľTľbE 10 01.09 001001

■I □ 2009ΑΓ8848 l«íHRS[l3 W1 ACTIVE 004

2DC>.-f3M6 HR5 У t«ŁHR532 dtfb.l.Wl ACTIVE QMda 2009*73045 HRS tMtHRSD! derb 1001 ACTHjE X4
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Use of Areslook (2)
Commission 
européenne

©Important e-mails 
exchanged with the 
exterior

©Internal e-mail with specific 
content

©Used to send a registered
, document (transmission via 

Ares
©Possible to add a marking to 

sensitive e-mail
©No double notification Ares + 

Outlook
e-Domec : Introduction 55
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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: 56



Learn to write clear emails
Commission 
européenne

Do not forget : E-mails need to be well drafted!
1. Clear identification of the signing author
2. 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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Ares : registration

VANLAER Annemieke (vanlaan)
ra componi Ares > Document creation User Service Manager

@ Attach * Scan ▼ Cancel Save Register and send

From:

To:

Cc:

Q

Q
List*

Q
List*

Document date:

Title:

Confidentiality level:

Marking expiry date:

Marking expiry event:

Normal

□ Unlimited

Show additional information

File immediately: Μ File document

Assign the filing task to: Name 11 Instructions

Save Register and send
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Ares : e-Signataire
Creation of e-Signatorles

Cancel commission 
européenne

Save I Save and Launch

Managers): ìG.DSGl.C.l) x

Visibility: Restricted Ū There is a parallel paper signatory

New tasks

X

X

X

X

Î

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.
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Ares : follow-up of tasks
Commission 
européenne

j My assignment tasks Assignments of my roles

51 - 80 of 80 Page 2 of 2 Previous Next > Sort by: Most recently received U |^| Export Show 50

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

□ > ' Planning HAN releases 2020
a Registration 

number Ares(2020)757942 06/02/2020

sg.dsgl.c. 1(2020)880634

Finish · Back to sender Delegate ·|> Assign task <Я> Preview attachment(s)

□ •μ? p High Level Task Force The future of document management solutions at the Commission - Kick-off meeting 20 January 2020 - Conclusion

INFO
Assigned by .C.l) e Registration 

number

Save number

Ares(2020)757S61 Registered on 06/02/2020

sg.dsgl.c. 1(2020)880556

Įpf Finish * Back to sender Delegate + Assign task Preview attachment(s)

° ť? 1 Update of the Project Charters for the information systems provided by DIGIT

a Registration 
number

Save number

Ares(2020)670383 Registered on 03/02/2020

SO. dSQl. C. 1(2020)317707

09

INFO
Assigned by GRI5PIGNI Marco (SG.DSG1.C.1)

(vf Finish *4 Back to sender Deleaale -f· Assion task <Я> Preview attachment(s)

Document management actions in light of the withdrawal of the United Kingdom from the European Union
(SG.DSG1.C.1) a Registrati) 

number
Ares(2020)526207

sg.dsgl.c. 1(2020)622092

28/01/2020

|yf Finish ’ Back to sender Delegate + Assign task Ф Preview attachment(s)

R B3
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Administrative cycle
Commission
européenne

APPRAISAL AND 
TRANSFER 

TO HISTORICAL 
ARCHIVES

:
—
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Filing

Records

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
63e-Domec : Introduction

HR B3



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
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Commission
européenne

Filing documents

DOC

Registered / 
saved 

document

Define
• Choose one or more themes/subjects the 

document could be filed under

Search
• Search in the list of official files for the file 
or files it should be filed in

File
• File the document in one or more files

Store ?

•If necessary, indicate the file code on the 
paper original to be preserved and place it 
in the paper file
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How to make filing easier

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
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Digital preservation 
and / or paper?

Commission 
européenne

Implemenation of e-Commission where electronic is the default 
(C(2020) 4482 , art. 4)
First set of document types that must only be preserved in 
their electronic form
(SEC (2020) 800, 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
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Filing and storing
Commission

REGISTRATION FILING

DOC

Copy of a docu
ment Official 

electronic file

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

STORING

Additional official 
paper file
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Use of the unit's 
workspaces

shared drive / Collaborative®
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
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Administrative cycle
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CREATION 
NEW FILE ANALYSE 

CAPTURE FILE
MANAGEMENT 
DISTRIBUTION 

USE

FILE CLOSURE 
PRESERVATION

APPRAISAL AND 
TRANSFER 

TO HISTORICAL 
ARCHIVES
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Obligation : file closure

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

IR B3
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Applying the CRL : 
Common retention list

END CASE

2nd REVIEW

EL 
SAM/SEL

PP

END ARP

ELIMINATION PERMANENT 
PRESERVAT

SAMPLING 
SELECTION

1st REVIEW THA

PRESERVATION 
INTERMEDIATE RECORDS 

DURING ARP

Administrative retention period

--------------------------------\

POST-ARP 
ACTION

POST-THA ACTION > 
PRESERVATION of 
ARCHIVES WITH 

HISTORICAL VALUE

Historical Archives
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e-Domec
Summary and conclusion
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Who does what within the unit ?
Commission 
européenne



Chef de file ?
Commission 
européenne

Head of unit

Person responsible for a given decision

Service or unit responsible for a case's follow-up
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A record ?

Information on paper

A set of information

A collection of organised information
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Capture information as a record?
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Digitize a document

Duplicate a document

Enter a document in a records management system 
in order to preserve and share it
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Registration ?
Commission 
européenne

Enables document storage

Enables swift and easy document retrieval

Provides evidence of the administrative value of a 
document drawn up or received by a service during its 
activities
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A record to register?
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Can be on any medium (paper, electronic, ...)

Has a link with the Commission's policies, activities 
and decisions

Contains important information = useful for the 
activity
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An official file ?
Commission 
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Content in a folder on the shared drive

Content of a binder

Collection of documents about the same case that is 
organised in a coherent manner
= official electronic file (NomCom / Ares)
+ Additional official paper file (?)

e-Domec : Introduction 80
HR B3



Filing?
Commission 
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Store documents in an orderly fashion in a binder

Organise all documents when the case has ended

Add all documents related to the same case to an official 
electronic file
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Closure ?

Check that the file is complete

Preserve the file in the Intermediate records

Transfer the file to the Historical Archives
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If you want or need to know more ...

In your unit/service
■ DMO correspondent : reference person :

■ Manages the file list of the unit
■ Information and advice concerning e-Domec
■ Link between the unit and the DMO

At central level in your DG :
■ DMO (Document Management Officer)

■ Adapts and implements the system of document 
and files management within the DG

■ Educates, informs, assists staff
■ Implements tools for control and follow-up

Intranet site of your DG

Intranet site : e-Domec
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Additional courses

Specific e-Domec courses:

e-Domec SECR: secretaries

e-Domec DMO-CAD-CDMO:
■ DMO (Document management Officer)
" DMO Team
■ DMO correspondents in the units

e-Domec CTT: Preservation - Appraisal - Transfer

e-Domec Chef de file: Heads of unit and Desk officers
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Thank you 
for participating!
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