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1 INTRODUCTION 

1.1 Purpose and scope 

This procedure describes the means used by JRC DMO to ensure targeted and timely information 
on document management is available to JRC staff. 

1.2 Specific requirements 

 e-Domec and ICS 11 1.2.1

"Electronic archiving and Document Management policy of the European Commission", referred 
to as to e-Domec, contemplated by Internal Control Standard 11, provides that all important 
documents must be registered, filed and preserved. 
The fact that all JRC activities entail the production of documents requires minimum awareness at 
all levels on the applicable policies and rules. 

 JRC Documents and Records Management Strategy 1.2.2

As per JRC Documents and Records Management Strategy (JRC DRMP Strategy), "each 
stakeholder is provided a clear and easy access to relevant and appropriate information and 
training offer, on a continuous basis, to be able to cope with and fulfil his/her responsibilities and 
duties". 
This strategy encompasses: 

• A Training Plan; 
• A Communication Plan; 
• Reporting Tools. 

 JRC Documents and Records Management Training Plan 1.2.3

A JRC document management training plan was drawn up on 17/06/2014.  
Its implementation fully supports the present communication procedure. 

 Internal audit recommendations 1.2.4

The internal audit on JRC.B.1's portfolio conducted in January 2015 concluded: 
• It is recommended to define the modalities for informing the staff and stake-

holders about the release of relevant documentation in the domain of 
document management; 

• To improve the support to the Directorates, the unit may consider to regularly 
organising bilateral meetings on the implementation of the document 
management policy. 

1.3 Definitions  

 Acronyms 1.3.1

CAD Document Management Centre (Centre d'Administration des Documents)  
COFO Training manager 
DG Directorate General (of the European Commission) 
DIGIT Directorale General for Information Technology (of the European Commission) 
DDMO Deputy Document Management Officer 
DMCO Document Management COrrespondent 
DMO Document Management Officer 
DRMP Documents and Records Management Policy (of the JRC) 
e-Domec Electronic Document Management in the European Commission 
ICS Internal Control Standard (of the European Commission) 
IMS Integrated Management System (of JRC) 
JRC Joint Research Centre 
PI Performance Indicators 
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SG Seccrateriat General (of the European Commission) 

 Terms  1.3.2

Directorate JRC directorate or institute 
JRC DMO Team composed of JRC DMO and JRC DDMO(s) 
JRC DRM JRC Document and Records Management 
Lead Department Organisational entity responsible for the file opening, closure and 

preservation, as well as for the definition of the content of the file and the 
filing of documents accordingly. 

SYSLOG System managing training administration (of the European Commission) 

 
 

2 EXECUTION 

2.1 Communication strategy 

 Target audience (who) 2.1.1

Audience Description, Reasoning 

Lead 
Department 

The core responsibility of Document Management requirements lies with the 
"Lead Department". Therefore, JRC's Document Management Communication 
Procedure must put specific emphasis on management staff's role. 

All staff All staff is concerned by Document Management in the European Commission. 
JRC's Document Management Communication Procedure shall provide for 
continuous awareness mechanisms to keep all staff informed on practices and 
development. 

Newcomers Awareness mechanisms shall be implemented as early as possible upon 
recruitment of staff.  

Leavers For the sake of business continuity, JRC's Document Management 
Communication Procedure shall include specific provisions to address the 
handover of files and documents of any staff leaving duties. 

 

 Communication content (what) 2.1.2

Content Description, Reasoning 

Policy e-Domec provides the general regulatory framework and must, by definition, 
be part of the content to be popularized. 

JRC rules JRC rules refer to the procedure and work instructions defined by JRC DMO for 
the implementation of e-Domec in JRC. 

IT Tools e-Domec implementation relies on the use of corporate tools like Ares and 
NomCom. 
Training material must be made available as well as any information of interest 
concerning these tools (newsletter, new releases, temporary unavailability, …) 

PI and reports e-Domec implementation is measured through specific performance indicators 
supported by ad hoc reports at DG, Directorate, Lead Department or end-user 
level. 
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 Methods (how) 2.1.3

Methods Description, Reasoning 

JRC Intranet JRC's Intranet is the platform for dissemination of document management 
related content, including links to relevant other source available on 
Commission's intranet (SG, DIGIT). 

ARES Content qualified for registration, filing and preservation shall be retrievable in 
ARES.  
Content qualified for registration, filing and preservation is registered in ARES 
prior to any applicable publication on Intranet. 

Networks The JRC Document Management Correspondent Network is the main channel 
to disseminate information on document management. 
Other existing networks are used to communicate on specific issues (e.g. 
DMO/CAD/Archivist network, COFOs, QM, IMS project …). 

Email Email is the vehicle to push information to the target audience, either directly 
to the individuals or indirectly through the JRC Document Management 
Correspondent Network. 
JRC DMO develops and maintains a specific distribution list for targeted 
communications. 

Training Training courses are delivered in accordance with JRC Document Management 
Training Plan. 
Training offers are made available in SYSLOG Web catalogue (by COFOs upon 
request by JRC DMO). 

Posters Posters or screen displays where available are used to support punctual 
awareness campaigns on document management. 

 
 

 Scheduling (when) 2.1.4

Content Description, Reasoning 

Continuous Up-to-date information, whenever approved or reviewed, shall be made 
available on a continuous basis pursuing a pull approach. 

Monthly Information subject to regular update shall be made available on a monthly 
basis (pull approach). 
Information subject to specific event shall be triggered on a monthly basis 
(push approach). 

Quarterly Information subject to regular update shall be formally communicated to any 
relevant stakeholder on a quarterly basis. 

Upon request JRC DMO shall attend any request for information concerning document 
management in accordance with the code of good conduct. 
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2.2 Communication organisation 

Content (what) Target (who) Method (how) Scheduling (when) Support or sample 

e-Domec policy All staff ARES + SG Intranet Continuous See §3.2 and §4.2.1 

JRC rules 
DMCO ARES + Email 

Continuous 
See §3.2, §4.2.2 and 
§4.2.3 All staff ARES + JRC Intranet 

Training material All staff ARES + JRC Intranet Continuous See §3.2 and §4.2.4 

e-Domec  for Lead Department course 
Management staff 
(all levels) 

Training in presence 
Upon request (either pushed by JRC 
DMO or pulled by service) 

Training material 

Awareness message Newcomers Email  Monthly (once per newcomer) See Annex 1 

Using ARES in JRC course All staff Training in presence Continuous Training material 

AresLook and external transmission workshop All staff  Training in presence Continuous Training material 

Collaboration and workflows workshop  All staff Training in presence Continuous Training material 

Document management monthly status report 
and PIs at DG level 

All staff Intranet Monthly See §3.3, Annex 2 and 
§4.2.3 DG and Directors ARES + Email Quarterly 

Document management monthly progress  
monitoring of PIs at DG level 

All staff Intranet Monthly See §3.3, Annex 3 and 
§4.2.3 DG and Directors ARES + Email Quarterly 

Document management monthly progress 
monitoring of PIs at Directorate level 

Directors and Lead 
Departments 

Email Quarterly or upon request See Annex 4 

Document management report for Lead 
Department 

Lead Departments 
(Heads of Unit) 

Email Quarterly or upon request See Annex 5 

Document management user report All staff Email Quarterly or upon request See Annex 6 

Document management user report in the 
frame of the handover procedure 

Any staff leaving 
duties + respective 
Lead Department 
(Head of Unit) 

Email before leaving duties See Annex 7 

ARES Newsletter All staff 
Email (through prior 
subscription) 

Monthly See §3.2 
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2.3 Risk assessment 

The implementation of this procedure is subject to the following significant risks: 
• appropriate staffing of the support functions (DMO, CAD, Archivist); 
• appointment of at least one correspondent per organisational entity; 
• availability of the JRC intranet platform; 
• availability of email platform; 
• availability of ARES reporting tools; 
• availability of local reporting tools; 
• availability and reliability of information concerning newcomers; 
• availability and reliability of information concerning leavers; 
• attendance to training courses ("no show"). 

 

2.4 Performance monitoring 

The effectiveness of the implementation of this communication procedure shall be measured by 
• Feedback on training courses collected through SYSLOG; 
• Counters on specific pages or documents on JRC intranet; 
• ICS (11) annual review; 
• Improvement of performance indicators in accordance with the "Performance metrics in 

JRC Document & Records Management" procedure to be defined and implemented by JRC 
DMO (IMS-JRC-M4.1-PRO-0010). 

 

  



Type of document  
JRC IMS Procedure 

Title 
JRC Document and Records Management 

Communication Procedure 

Document ID 
IMS-JRC-M4.1-PRO-0009 

Version 
No 1.0 

Page 
8 / 28 

 
 
 

 

3 LINKS TO OTHER DOCUMENTS 

3.1 Reference documents 

2002/47/EC, ECSC, Euratom Commission decision of 23 January 2002 amending its Rules of 
Procedure – Provisions on Document Management 

JRC-DRMP-Policy JRC Documents and Records Management Policy 

JRC-DRMP-Strategy JRC Documents and Records Management Strategy 

JRC-DRMP-Governance JRC Documents and Records Management Governance 

JRC-DRMP-Training Plan JRC Document Management Training Plan 

Ares(2015)1221349 Internal audit final report - Unit B.1 (19/03/2015) 

IMS-JRC-M4.1-PRO-0010 Performance metrics in JRC Document and Records  Management 
(Procedure to be defined and implemented by JRC DMO) 

JRC-DRMP-ACTE Glossary of Documents and Records Management Acronyms and 
Terms (https://connected.cnect.cec.eu.int/docs/DOC-44852) 

3.2 Intranet 

JRC Document Management 

SG EDOMEC 

DIGIT's ARES WIKI 

ARES NEWSROOM 

3.3 Annexes 

Annex 1 example of Awareness message to newcomers 

Annex 2 example of Document management monthly status report and PIs 
at DG level 

Annex 3 example of Document management monthly progress monitoring 
of PIs at DG level 

Annex 4 example of Document management monthly progress monitoring 
of PIs at Directorate level 

Annex 5 example of Document management report for Lead Department 

Annex 6 example of Document management User Report 

Annex 7 example of Document management User Report – Handover 
procedure 

 

  

http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=OJ:L:2002:021:0023:0027:EN:PDF
http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=OJ:L:2002:021:0023:0027:EN:PDF
http://www.cc.cec/Ares/renditionDownload.do?itemId=090166e59c6a7bb8
http://www.cc.cec/Ares/renditionDownload.do?itemId=090166e59e919951
http://www.cc.cec/Ares/renditionDownload.do?itemId=090166e59e70c55f
http://www.cc.cec/Ares/ext/documentInfoDetails.do?documentId=080166e597ae1901
http://www.cc.cec/Ares/ext/documentInfoDetails.do?documentId=080166e59da0ec79
https://connected.cnect.cec.eu.int/docs/DOC-44852
https://connected.cnect.cec.eu.int/docs/DOC-44852
https://connected.cnect.cec.eu.int/docs/DOC-44852
https://connected.cnect.cec.eu.int/community/jrc/ms/jrc-document-management
https://myintracomm.ec.europa.eu/sg/dm/Pages/index.aspx
https://webgate.ec.europa.eu/fpfis/wikis/display/Ares/ARES?ticket=ST-1063036-YUcsbToAxTmw7O7sNS74KaAcEzp2BYW1sj7ir0OzZwcA2UFuCHrDKzJlsXh4G3tjYzhrIOzIustOt2G4zpizl5zS-Jj71zxYb8yrNpxzm7HpCYm-8Fblmq81S1YvMcdqcr9XaBdMMzk0WmESrlJTTzOMSDqm
http://ec.europa.eu/information_society/newsroom/cf/digit/newsletter-specific-archive.cfm?serviceId=123
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4 DOCUMENT MANAGEMENT 

4.1 Control of this document 

This document is a controlled document. The document owner identified on the cover page has 
the duty to maintain it. This includes keeping the document up-to-date, making the latest version 
available to the users, and informing the users on the updates as necessary. 
Any user of this document who identifies an inaccuracy, error, ambiguity or potential 
improvement need is requested to contact the Document Owner. 

 

4.2 Records management 

The records created during the execution of the present procedure document shall be managed 
systematically in accordance with the following definitions. 
The Lead Department shall be responsible for the opening, closure and preservation of the files in 
accordance with the rules and procedures made available by the JRC DMO. 
 

 Commission standards, manuals and guidelines for Document Management 4.2.1

File name Commission standards, manuals and guidelines for Document 
Management <period> 

File identifier: B01.<year>/DOMA.CURREC.COMM.STD.<period> 

Common Nomenclature:  10.02.05.53.015.010.005 

CRL category: 12.8.3 

Lead Department: JRC.B.1 

Access – filing: 
- read: 

JRC DMO 
JRC 

Repositories ARES 

Comment  

List of Documents and/or Records 

Name 
Mandatory 
/Optional 

Repository Identifier 
Approval 
Method 

Preservation 
Medium 

Standards, manuals, rules, 
guidelines communicated by 
SG 

Optional ARES 
Ares Reg. 

Nr. 
Not 

applicable 
Electronic 

 

 JRC Document & Records Management IMS documents 4.2.2

File name M4.1 - Management system control - Public documents 

File identifier: JRC.2015/IMS.DOCS.M4.1.PUB 

Common Nomenclature:  09.01.53.060.010 

CRL category: 12.10.1 

Lead Department: JRC.B.1 

Access – filing: 
- read: 

IMS project team 
JRC 

Repositories ARES 

Comment  

List of Documents and/or Records 

Name 
Mandatory 
/Optional 

Repository Identifier 
Approval 
Method 

Preservation 
Medium 

Procedures, work instruction 
developed by JRC DMO (IMS 
documents) 

Mandatory ARES 
Ares Reg. 

Nr. 
e-

signatory 
Electronic 
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 JRC Document & Records Management Policy documentation 4.2.3

File name JRC Document & Records Management Policy documentation 
<period> 

File identifier: B01.<year>/DOMA.DRMP.<period> 

Common Nomenclature:  10.02.05.53.010.010 

CRL category: 12.8.3 

Lead Department: JRC.B.1 

Access – filing: 
- read: 

JRC DMO 
JRC 

Repositories ARES 

Comment  

List of Documents and/or Records 

Name 
Mandatory 
/Optional 

Repository Identifier 
Approval 
Method 

Preservation 
Medium 

Policy, procedures, work 
instruction developed by JRC 
DMO 

Mandatory ARES 
Ares Reg. 

Nr. 
e-

signatory 
Electronic 

Document management 
monthly report and PIs at DG 
level 

Mandatory ARES 
Ares Reg. 

Nr. 
Not 

applicable 
Electronic 

Document management 
monthly monitoring of PIs at 
DG level 

Mandatory ARES 
Ares Reg. 

Nr. 
Not 

applicable 
Electronic 

 

 JRC DRMP - Training & Workshops - Support Material & Organisation 4.2.4

File name JRC DRMP - Training & Workshops - Support Material & 
Organisation <period> 

File identifier: B01.<year>/DOMA.TRAI.<period> 

Common Nomenclature:  10.02.05.53.010.010 

CRL category: 12.8.3 

Lead Department: JRC.B.1 

Access – filing: 
- read: 

JRC DMO 
JRC 

Repositories ARES 

Comment  

List of Documents and/or Records 

Name 
Mandatory 
/Optional 

Repository Identifier 
Approval 
Method 

Preservation 
Medium 

Training material Mandatory ARES 
Ares Reg. 

Nr. 
e-

signatory 
Electronic 
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 Other Document Management Reports 4.2.5

File name Other Document Management Reports 

File identifier: Not applicable 

Common Nomenclature:  Not applicable 

CRL category: Not applicable 

Lead Department: JRC.B.1 

Access – filing: 
- read: 

JRC DMO, JRC CAD 
 

Repositories Outlook folders 

Comment "Pour mémoire" only 

List of Documents and/or Records 

Name 
Mandatory 
/Optional 

Repository Identifier 
Approval 
Method 

Preservation 
Medium 

Awareness message to 
newcomers 

Mandatory 
Outlook 
folders 

None 
Not 

applicable 
Electronic 

Document management 
monthly monitoring of PIs at 
Directorate level 

Mandatory 
Outlook 
folders 

None 
Not 

applicable 
Electronic 

Document management 
report for Lead Department 

Mandatory 
Outlook 
folders 

None 
Not 

applicable 
Electronic 

Document management 
User Report 

Mandatory 
Outlook 
folders 

None 
Not 

applicable 
Electronic 

Document management 
User Report – Handover 
procedure 

Mandatory 
Outlook 
folders 

None 
Not 

applicable 
Electronic 
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ANNEXES 

Nota bene: full samples are embedded in the native document only. Extracts of print-out are attached in 
the final pdf consolidated version.  

1. Awareness message to newcomers 
JRC-DRMP-PRO-DM_
Communication_PLan_Annex 1.pdf

 
2. Document management monthly status report and PIs at DG level 

JRC-DRMP-PRO-DM_
Communication_PLan_Annex 2.pdf

 
3. Document management monthly progress monitoring of PIs at DG level  
 

- Monthly progress monitoring of documents registration and filing 
JRC-DRMP-PRO-DM_
Communication_PLan_Annex 3a.pdf

 
 

- Monthly progress monitoring of active and dormant files 
JRC-DRMP-PRO-DM_
Communication_PLan_Annex 3b.pdf

 
 

- Monthly progress monitoring of e-signatory usage 
JRC-DRMP-PRO-DM_
Communication_PLan_Annex 3c.pdf

 
4. Document management monthly progress monitoring of PIs at Directorate 

level 
 

 

- Monthly progress monitoring of documents registration and filing 
20150531_JRC_STA
T_MMYYYY_DG_DIR_CDF_DOCS-DIR_B.pdf

 
 

- Monthly progress monitoring of active and dormant files 
20150531_JRC_STA
T_MMYYYY_DG_DIR_CDF_FILES-DIR_B.pdf

 
 

- Monthly progress monitoring of e-signatory usage 
20150531_JRC_STA
T_MMYYYY_DG_DIR_CDF_ESIGN-DIR_B.pdf

 
5. Document management report for Lead Department 

JRC-DRMP-PRO-DM_
Communication_Plan_Annex 5.pdf

 
6. Document management User Report 

DM_USER_REPORT.
pdf

 
7. Document management User Report – Handover procedure 

DM_USER_REPORT_
HANDOVER.pdf
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Annex 1 - Awareness message to newcomers 
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Annex 2 - Document management monthly status report and PIs at DG level 
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Annex 3 - Document management monthly progress monitoring of PIs at DG level 

 
- Monthly progress monitoring of documents registration and filing (extract) 
 

 
 

- Monthly progress monitoring of active and dormant files (extract) 
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- Monthly progress monitoring of e-signatory usage (extract) 
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Annex 4 - Document management monthly progress monitoring of PIs at Directorate level 

 
- Monthly progress monitoring of documents registration and filing (extract) 

 
 

- Monthly progress monitoring of active and dormant files (extract) 
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- Monthly progress monitoring of e-signatory usage (extract) 
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Annex 5 - Document management report for Lead Department (extract) 
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Annex 6 - Document management User Report (extract) 
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Annex 7 - Document management User Report – Handover procedure (extract) 
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