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Brussels,
GROW.R.4/RRH/lsa-entr.r.4.dir(2014)4428465 

Note to the Senior management of DG Growth 

Subject: Simplification of document management and filing

The Secretary General has emphasised the importance of good document management in her note 
Arest20151182108 of 16/01/2015, which you are asked to point out to your staff. The referred 
note sets out guidelines and criteria related to this important issue, including registration of 
e-mails.

In this note, I would also like to draw your attention to some of the practical implications of the 
move to an electronic filing system and in particular to the support and assistance which the 
GROW R4 document management team offers to your staff.

The number of files and associated documents in our new DG is very significant: over half a 
million records holding perhaps a million documents, and many more being added every day. If 
we are to stand a chance of finding a document five years from now, we have to ensure that we 
make the best, most rational use of the tools we have. In practice this means using one single 
electronic filing system (Ares) and eliminating any parallel paper files according to the 
procedures described in the Intranet Document Management pages.

The move to a single electronic filing system implies changes in document handling, filing and 
conservation. Almost all current paper files will be destroyed or moved to Historical Archives. It 
will be much easier to find files in years to come and very difficult to lose them, particularly in 
times of reorganisation. Clear rules on scanning documents and destroying originals will ensure 
that we do not return to parallel systems. The guidelines are set out in annexes 1 and 2 with a 
linked table created by DG BUDG; they are now mandatory throughout the DG’s.

Please ensure that staff who manage documents are aware of these changes. Unit R4 will provide 
advice and support for the implementation of the change.

To this purpose, a set of questions and answers sessions will be organised by Unit R4 in the 
coming days, open to the participation of everyone interested in discussing the practical 
applications of these important rules.

For any assistance please contact GROW CAD by email oi

(e-signed)
Lluis Prats

Enclosures: Annex 1: Simplification of document management - Implementation in
practice
Annex 2: List of documents to be destroyed or preserved 

ex.: Messrs Calleja, Peltomäki, Delsaux, ] DG Assistants
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Annex 1: Simplification of document management - Implementation in practice

The note Ares(2015)182108 from the Secretary General emphasised the importance of 
effective filing of documents. These implementation guidelines explain the working 
methods to be applied in DG GROW. They should be read by all staff who handles 
documents - which means all of us - as there are differences compared to the 
procedures that have been followed until the end of 2014 in DGs ENTR, MARKT and 
SANCO.

Our DG currently has over half a million Ares records containing perhaps a million 
documents; each year this grows by over one quarter. If we are to have any chance of 
finding documents in the future, perhaps five years from now after reorganisations and 
staff changes, we must have a single, manageable filing system.

The DG currently uses two filing systems: an electronic archive in Ares and a paper 
archive distributed around the directorates and units.

This double archiving system has weaknesses and the risk multiplies as the size of the 
archive increases. In the new system, all incoming paper documents will be scanned and 
the resulting electronic files will be filed in Ares. Only in a few well-defined cases will 
paper documents be retained. As a result, the folders of "Official paper files" will, again 
with the same exceptions, become redundant.

As we move to a single, electronic filing system, so we will be required to destroy paper 
files. Clear rules have been drawn up on what to do before destroying files and which 
files must still be kept in paper form. However, if you have any doubts, the document 
management team of GROW R4 Communications Acfvities Tinit will be wrv hanpy to 
help you (e-mail: gr or contact P

1. How to implement electronic conservation of documents received/sent on 
paper?

While our aim is to have an all-electronic filing system, we still receive many 
paper-based documents. Ending paper archiving means we must improve use of 
the electronic system, ensuring that documents received on paper are conserved in 
electronic form. To do this, we must take advantage of the level of maturity of 
Ares, Chap and Decide.

In practical terms the following measures must be observed:

- All official documents received on paper which are to be registered in ARES1 
have to be fully scanned so that they can be electronically archived.

1 Applications such as Chap, Cisnet, eGreffe or any other official register of the Commission are 
included.
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- The person scanning is responsible for checking scanning quality at that time. 
This means opening attachments to ensure that they are legible and complete2.

- The same service destroys the original paper document six months after 
scanning3.

Exceptions: Documents to be conserved also in its original paper format:

1. Certain financial documents (see below)
2. Documents requiring a handwritten signature as condition of its legal validity 

(see annex 2, tab 2 “Original paper to keep’') and the DG BUDG tahle),;;;
3. Documents that cannot be scanned: "Restreint UK" documents, documents in 

form of book, etc.

These documents will be preserved in a paper file complementing the e-file.

The CAD already does not distribute incoming paper mail to the services since 
1/1/2015, except in the three exceptions above.

DG BUDG lists which financial documents are to be kept in its original paper format 
in the table linked to its specific guidance pages. In general they are documents which 
require blue ink signatures, such as originals of offers, contracts, invoices (except where 
electronic invoicing is in use) and others. As a guiding principal ask yourself whether 
you might need to produce the document in a court case or when the auditors come to 
visit.

2. What about current paper files?

- Files created before 2006

The Common Retention List does not specify what should be done with files 
that are ten or more years old, but we cannot preserve everything so the common 
retention list is a good guideline. The lead unit must evaluate the relevance of 
each files in cooperation with the before deciding on its elimination or
transfer to the Historical Archive.

2 Quality control takes place at two levels — automatic and manual. Automatic quality control is 
provided by the combined digitisation/OCRisation system. The manual quality control ensures that the 
document can be opened, is complete (especially for documents printed front and back), the pages have 
not been inverted, etc.

3 As a precaution, all originals received in paper are kept in the service that scanned it in a chrono folder 
for six months after scanning. During which time any errors reported can be immediately corrected. 
After this period of time original paper documents have to be compulsory destroyed by the same 
service. Legal basis: Implementing rules for Decision 2004/563ÆC. chapter III.2.2.6.

2



Between 2006-2014

The lead unit of the files must consider whether it is necessary to keep the paper 
content linked to its official electronic files. As Ares-Nomcom guarantees the 
reliability, readability and authenticity of digital documents, the unit must limit 
the number of paper additions tn a file to be transferred to the Historical 
Archives in agreement with When "complementary paper information
to the electronic file" exists (documents not registered or saved in Ares), then 
this must be indicated in the electronic file.

In practice, the paper file for this period of time is often just a paper copy of the 
electronic content of an official e-file, i.e. documents which have been registered 
in Ares and attached to the e-file. If this is the case and if the paper file does not 
contain any other document, then the paper file has to be destroyed. The 
Historical Archives will reject all transfer requests that concern physical items 
that are simply a physical copy of the electronic file. For any doubt and before 
destroying documents, olease contact the document management team in 
GROW R4 or the

- 2015 onwards

Services cannot create official paper files after this date with the exception of the 
"exception" type of files mentioned above (in point 1).

All other paper files created after 1/1/2105 will not be official files but only 
working copies and, in consequence, will not be accepted for transfer to the 
Historical Archives (with the exceptions mentioned in the point 1). This also 
means that, before closing the file, the lead unit of the file must still check that 
all relevant paper documents it has received/created are added to the e-file
before it is closed. In practice, this means that services should scan and register 
paper documents the first time they are handled (including the vital step of 
verifying that a scanned file is readable), to avoid risk of errors.

Paper files created after 1/1/2015 will hot be considered as official files but 
only copies and, in consequence, will not be accepted to transfer to the 
Historical Archives (with the exceptions mentioned in the point 1).

3, What about registration of emails?

It is impossible to draw up a definitive list or typology of documents with clear and 
unambiguous rules for what must be registered and what not. The question of whether 
or not to register a given document can only be answered by analysing it in context.

In order to help to build up such experience, and for use in less clear-cut cases, the 
following questions aim to provide a step-by-step guide to analysing documents.
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If the answers to all of the following questions is "yes", the document needs to be 
registered in the relevant corporate document management system.

> Has the document been "drawn up or received" by the institution?

A document is considered as "drawn up" if it is approved as ready for transmission by 
the author, i.e the person who signs it or takes responsibility for its content.

A document is considered as "received" if it has been intentionally delivered to the 
Commission by the (external) sender.

> Is the document related to the policies, activities and decisions falling within 
the institution's sphere of responsibility?

Documents related to one's personal situation should not be registered.

> Is the information contained in the document important and not short
lived?

A document which requires action or follow-up or involves the responsibility of the 
institution is important and not short-lived.

For further details, the SG note Ares(2015) 182108 makes clear that emails are 
documents and should be treated according to the eDomec rules. Its annex explains the 
practical criteria more in depth to know when an email should be registered, with 
some examples.

In the follow-up note Ares(2015)496605 you can find guidance on how to register 
emails with Areslook, a quick reference guide, and training. Areslook will be installed in 
all DG computers as from 1 March.

At present, there is little experience of registering e-mails and we have not had much 
experience of handling request for access to documents which concern e-mails. To 
ensure that experience is shared around the DG and best practices are adopted by all, a 
"Frequently Asked Questions" (FAQ) section has been added to the relevant pages of 
the intranet, giving (among other things) guidance on what type of e-mails should be 
registered in Ares.
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Ares(2015)692908 -18/02/2015 
Annex 2-List of documents to keep or to eliminate after scanning .xls

List of documents that must be stored in their oriainal oaoer format after scannino 
require the conservation of the original signed, liste non exhaustive SEC(2005)1578)

Id Type of document

Comments/suggestions to: GROW CAD

1 Annual accounts

2 Contracts, Framework

3 Contracts, Specific

4 Documents constituting a legal engagement

5 Expenditure statements

6 Insurance statements established in particular through shared management with Member States.

7 Invoices

8 Memoranda of understanding

9 Original documents signed to transmit to the Court of Justice (Communication C (2004) 2470);

10
Public procurement (see List of documents set up bv DG BUDGET)

Documents requiring a blue signature (handwritten) must be conserved in its original format in a parallel paper file

11 Service Level Agreement ou protocoles d'accord entre DGs et/ou services de la Commission
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Annex 2-List of documents to keep or to eliminate after scanning .xls

Id Type of document “ 1 " ' ! | Comments ' "

Comments/suggestions to: GROW CAD į

1 Acces to documents requests (9
2 Applications for competitions, selections or unsolicited applications B
8 Complaints and information requests about infringements of Community law ¡Registered in CHAP. The documents are eleiminated once the file is closed.

9 Documents drawn up by the EC having legal effect in internal administrative procedures Je.g. application of the Staff Regulations

10 Documents of an administrative nature drawn up by the Commission and intended to be sent outside «To other institutions, Member States, firms, citizens

11 Documents relating to the purely internal operation of a directorate-general or service

12 Exchanges of information with Member States and other institutions and bodies under Community policies Ц
13 Egreffe documents ļļļ
14 Emails received or sent on any subject B
15 Financial or budgetary documents drawn up by the EC or its services and intended for the other institutions, the Member States or outside ļļ

bodies actiņa under Community policies. H

16 Green papers B
17 Information requests from the external world or other Institutions B
18 Information requests about the application of the EU legislation _■ Registered in CHAP
19 Inter-service consultations documents

20 Legislative process, Documents drawn up by the EC relating to the internal or interinstitutional procedures Į Includes not only the preparatory documents themselves but also the notes
and studies or other reports aimed at evaluating the content or consequences

21 Missions - Request and expenses I MIPs - Originals documents are kept by the person concerned 1 year in case 
of a control of the PMO is required

22 Parliamentary requests I

23 Public omcurement (see List of documents set uo bv DG BUDGET) g Documents not requiring a blue signature (handwritten) do not need to be
------------------------ —---------------- ii archived in format paper

24 Spontaneous applications

25 Statistical and financial data required under Community legislation |Ln P3*00131 01083 relatin9 t0 00,11,110,1 P°lides’ №θίΓ sagement, control or
Ħ financing

26 TBT related documents (Technical Barriers to Trade) I

27 White papers


