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19 May 2016 - Morning

LOI-56, meeting room S/06

09:15 Welcome and introduction

09:30-10:45

Reports ARES & NOMCOM - Current practices in Reps & Antennas

- Documents registered not filed, addressed to my service not 
filed, tasks and deadlines still open

- Active and closed files
- Areslook
- E-signatory

10:45 -11:00 Coffee break

11:00-12:00

How to implement the new filing plan in your Representation with
NOMCOM

- The new filing plan: headings, files and subfiles
- Navigation, search tool, filing, add files, close files, disposal of 

files
- Access rights to documents/to files - File editors/File 

users/File readers
- Manage favourite headings
- Category codes of the Common Retention List

12:00-14:00 Lunch Break

LOI-56, meeting room S/08

14:00 -14:30
ARES e-signatory workflows and ARESIook

How to increase the use in the Reps

14:30-15:00
Cleaning your paper archives
How to organise disposal and transfer of files

15:00-15:30 Visit to the Archives of DG COMM

15:30-16:00 Questions and answers
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