
Invitations to Working Groups 
and Task Forces 

ARES Registration Procedure 

Ref. Ares(2014)488962 - 25/02/2014Ref. Ares(2016)5857778 - 11/10/2016



Import (with Annexes) the invitation letter without date and 
save number, and without the mention "e-Signed" 

Unit creates new 
ARES document The mention "e-Signed" must be added 

only once the Director has completed 
the SIGN task in ARES! 

After signature by the Director, check out 
the invitation letter, add "e-Signed" and 
check it in 

Creation of an e-Signatory 
with ve_estat.dir in the 
workflow just before the 
SIGN task (final check before 

signature) 

The Unit files the ARES 
document and sends it after 
conversion into PDF with 
the ARES stamp 

The Unit registers the 
ARES document 



ARES documents in the Working Group Master File 



Several documents under the same ARES number  
or separate registrations? 

 
A new ARES registration number is required if one of the 

following elements is different:  

Document title 

Date of document 

Author (expéditeur) 

Content (to a relevant extent) 



Tip: You may use the 'External ref.' 
field to point out what the 
document is about.  

It is recommended to include the 
Director in the recipients. This will 
avoid: 
• extra work to upload the DOR in 

the invitation document for info 
• double registration of the DOR in 

two different ARES records 

Title: please apply the 
Document Naming Convention 
available at Ares(2015)559069 

http://www.cc.cec/Ares/documentInfoDetails.do?documentId=080166e59cbf81f3&timestamp=1443705485381


Title: please apply the 
Document Naming Convention 
available at Ares(2015)559069 

http://www.cc.cec/Ares/documentInfoDetails.do?documentId=080166e59cbf81f3&timestamp=1443705485381


It is recommended that invitations to Member 
States have in Annex the reimbursement form, 
partially filled in (i.e. event name, date, etc.).  

This way it will be possible to attach the Ares-
stamped form to the e-mail message of invitation, 
making it easier to reconcile each incoming form 
with the respective event.  

Title: please apply the 
Document Naming Convention 
available at Ares(2015)559069 

http://www.cc.cec/Ares/documentInfoDetails.do?documentId=080166e59cbf81f3&timestamp=1443705485381


For any invitations but the ones internal to the European 
Commission, it is recommended to mention in the 'comments' 
field the means of transmission (e-mail, DHL, registered letter, 
etc.). This will make it easier to find out your document at a later 
stage. 

Title: please apply the 
Document Naming Convention 
available at Ares(2015)559069 

http://www.cc.cec/Ares/documentInfoDetails.do?documentId=080166e59cbf81f3&timestamp=1443705485381


Tip: You can use the External Transmission functionality. 

ARES will e-mail the recipient directly, and the message 
will become part of the ARES record. 

Title: please apply the 
Document Naming Convention 
available at Ares(2015)559069 

http://www.cc.cec/Ares/documentInfoDetails.do?documentId=080166e59cbf81f3&timestamp=1443705485381


It is acceptable to include a pre-defined recipient list 
(e.g. 'working group xyz', 'task force xyz') in the 
'Recipients'\'Organisation/Service' field. 
 
Warning: the External Transmission functionality does 
import Outlook mailing lists! 

Title: please apply the 
Document Naming Convention 
available at Ares(2015)559069 

http://www.cc.cec/Ares/documentInfoDetails.do?documentId=080166e59cbf81f3&timestamp=1443705485381


Tip: Do not fill in the 'Document date' field, the system 
will remind you to do it just before registration. 

This will avoid any inconsistencies between date of 
document and registration date. 



Do not type the date in the letter, 
Ares will do it for you.  

This will avoid any inconsistencies 
within the document, and  
confusion for the recipient! 

Do not type the ARES save 
number in the letter, ARES 
will 'stamp' the registration 
number instead.  

This will avoid any 
inconsistencies within the 
document. 



Overview – how your Master File will look like 



What must be registered in ARES 
(minimum legal requirements) 

DOR (e-Signatory) 

Invitation letter (e-Signed) to  

ESTAT 

Other DGs 

External entities (Member States, Intl. org's, etc.) 

Personal invitations/private expert invitations 



If the meeting agenda includes delegates acts: 

Each time an expert group meeting is convened in order to prepare a delegated 
act, the service responsible must send to the EP and to the Council all the 
documents sent to the members of the expert group, and at the same time.  

The e-mail by which documents are sent to EP and Council must explicitly 
contain a mention in its title which makes a clear reference to the fact that the 
meeting concerns the preparation of a delegated act. 

Functional mailboxes to be used: 
• for the European Parliament: Reunions-Comm-ExpNat@europarl.europa.eu  
• for the Council: service.courrier-actesdelegues@consilium.europa.eu  
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