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PART | — GUIDANCE

These Guidelines have been established in order to assist in the application of the Decision of
the Bureau of 12 June 2023 adopting rules governing the participation of interest
representatives in events held on Parliament’s premises (hereinafter the Bureau Decision).!
The Decision was notified by the Bureau Secretariat to all Members in the official languages
on 14 June 2023 and came into force on 12 July 2023 and applies to events taking place from
that date. The Bureau Decision, in accordance with Recital 8, applies in addition to existing
rules on various types of events.

The purpose of these Guidelines is to help Parliament’s services and those of the political
groups apply the Bureau Decision. Questions and answers are presented in boxes in italics
throughout the text.

These Guidelines will be updated as and when necessary, in particular in the light of
experience in applying the Bureau Decision.

The Decision is consistent with the commitment Parliament made, together with the Council
and the Commission by means of an interinstitutional agreement on a mandatory
Transparency Register?, which foresaw that certain interest representation activities would
be conditional upon prior registration in the Transparency Register. Should you wish to
improve your knowledge and understanding of transparency issues, a number of training
modules are available.? The Parliament’s Transparency Unit can be contacted to provide

1 Available here. As provided for in the 2021 Inter-institutional Agreement on the Transparency Register, the
Bureau Decision, as a conditionality measure, is also published on the Register’s website.

2 The IIA entered into force on 1 July 2021 https://eur-lex.europa.eu/legal-
content/EN/TXT/?uri=uriserv:0J.L .2021.207.01.0001.01.ENG

3 Courses include: ad personam information session for MEPs and their assistants (learn.MEP catalogue); 30-
minute online information session on the Transparency Register (EPRS training catalogue); Dealing effectively
with lobbyists (learn.EP catalogue); Let’s talk about ethics (learn.EP catalogue).
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assistance or to give information sessions on the Transparency Register at TRANSPARENCY-
REGISTER-CONTACT@europarl.europa.eu.

1. Where does the event take place?

The Bureau Decision applies only to events organised on Parliament’s premises.

Parliament’s premises include all spaces and buildings of the European Parliament in the
three places of work as well as in all Member States and third countries. This includes inter
alia the Parlamentarium, the House of European History, the Info Hub, as well as other spaces
and building such as the Jean Monnet House, Parliament’s Liaison and Antenna Offices,
Wiertz Garden and the Europa Experience facilities.* Therefore, an event held outside the
Parliament’s premises, for example at an external venue in Brussels, would fall outside the
scope of the Decision.

Qil:

What about events held abroad, including outside the EU, for example during
missions by committees or delegations? Do such events fall within the geographical
scope of the Decision?

Example 1: a committee travels to New Zealand, and organises an event with
representatives of wine producers about an EU trade agreement.

Example 2: a committee travels to Washington D.C. and organises an event in
Parliament’s EPLO there.

No, in the case of Example 1. Yes, in the case of Example 2. However, Example 2 would
fall outside the scope of the Decision if the event is held outside the EPLO.

The event must take place on Parliament’s premises, but the participation of the relevant
interest representative is covered by the Bureau Decision, whether it is physical or online, and
irrespective of where any online interest representative is based.

Q2:

Q3:

A committee organises a hearing with a programme which involves an interest
representative intervening from the committee room and another intervening online.
Do they both have to be registered in the Transparency Register?

Yes.

What about the case of an event which is fully online but uses the Parliament’s IT
infrastructure?

No, the Bureau Decision applies to events held in spaces and buildings of the
Parliament.

4 Recital 7 of the Bureau Decision




2. What kind of events are covered?

2.1  Whatis an ‘event’?

The Decision does not define exhaustively what is meant by an ‘event’. The particular
denomination used is irrelevant. The Decision covers any ‘conference, meeting, workshop,
seminar, hearing, exhibition or other type of gathering’.” It also indicates that an event, by its
very nature, has an outreach purpose.® An ‘event’ is therefore to be distinguished from an
encounter or a meeting without such an outreach element.

Q4: What would not be considered an ‘event’?

A: General information sessions and communication activities by Parliament’s services
and political groups aiming at reaching out to audiences of multipliers’, or concerning
EU citizens visiting Parliament premises.® This includes activities involving individuals
and organisations registered on together.eu (main EP engagement platform) and
communication activities aimed at increasing democratic participation in the EU, by
raising awareness about the role, impact and democratic values of the European
Parliament.

A: Members’ scheduled meetings with interest representatives covered by Rule 11 of
the Rules of Procedure.

A: Internal meetings of political groups aimed at coordinating and supporting the
parliamentary activities of their Members.”

The Bureau Decision applies in a different manner to different categories of events:
parliamentary events, co-hosted events, and political group events. It is therefore essential
to determine what category your event falls into, if any.

2.2  What s a Parliamentary event?

A ‘Parliamentary event’ is defined in the Bureau Decision as any conference, meeting,
workshop, seminar, hearing, exhibition or other type of gathering, irrespective of its
denomination, of a Parliamentary body or service of Parliament’s Secretariat, which is
organised by Parliament’s Secretariat on Parliament’s premises.’® It therefore has an
institutional dimension.

> Article 2(f)(g) and (h) of the Bureau Decision

® Recital 5 of the Bureau Decision

7 Recital 9 of the Bureau Decision

8 Such as the European Youth Event or the Open Days.
9 Recital 10 of the Decision

10 Article 2(f) of the Bureau Decision



‘Parliamentary body’ means Parliament’s governing bodies, including any body set up by
those governing bodies (e.g. a Bureau working party), parliamentary committees, and
interparliamentary delegations.!

Basic rule for Parliamentary events: an interest representative!? attending a Parliamentary
event as ‘invited active guest’ must be registered in the Transparency Register.

Q5: What are some examples of Parliamentary events?
A: A public hearing or workshop organised by a committee.

A: A joint public hearing on draft legislation organised by a lead committee with an
associated committee.

A: A seminar on the future of Europe’s strategic autonomy organised by DG EPRS and
STOA.

A: Aroundtable organised by an EPLO in the framework of a committee mission at which
a number of stakeholders are invited to share their position on a question of EU
policy.

A: Ashadows’ meeting or staff-level meeting organised by a committee secretariat with
external participants (for example, experts and stakeholders).

Q6: What is an ‘invited active guest’?

A: An organisation invited as a speaker, moderator, presenter, orator, or contributor to
the event.13

A: If an interest representative wants to attend a committee hearing simply to listen to
the proceedings, he or she would not qualify as an invited active guest.

2.3 What s a co-hosted event?

‘Co-hosted event’ means any conference, meeting, workshop, seminar, hearing, exhibition or
other type of gathering, irrespective of its denomination, other than a Parliamentary event,
which has been authorised by a Parliamentary body or a service of Parliament’s Secretariat
and which is co-organised by an interest representative on Parliament’s premises.'*

11 Article 2(c) of the Bureau Decision
12 See part 3 below (“Who is covered?”)
13 Article 2(j) of the Bureau Decision
1 Article 2(g) of the Bureau Decision



Co-organisation is defined in the Bureau Decision as involvement in the organisation of an
event, be it from a logistical, a practical or a financial point of view.!> For a detailed discussion
of what is and what not an interest representative, please refer to Section 3 (Who is covered?).

‘Parliamentary body’ means Parliament’s governing bodies, including any body set up by
those governing bodies (e.g. a Bureau working party), parliamentary committees, and
interparliamentary delegations.

Basic rule for co-hosted events: the interest representative/s co-hosting the event must be
registered in the Transparency Register. Any interest representative participating in the co-
hosted event as an invited active guest (see Q5 above for more information on this term)
must also register.

Q7: What are some examples of “co-hosted events”?

A: A dinner debate in a Members’ salon about the EU research area that is partly financed
by an interest representative.

A: A public debate at the European Parliament Liaison Office in the United Kingdom hosted
together with a national business association about EU-UK relations.

A: A workshop and exhibition featuring a civil society organisation’s documentation of EU-
funded projects in the Middle East.

A: Aneventorganised by the Council Presidency in the hemicycle which is organised together
with an interest representative. The Bureau is responsible for authorising the use of the
hemicycle. If the Council Presidency, however, was organising the event in the hemicycle
all on its own, this would not be a co-hosted event.

Q8: What are some examples of co-organisation?
A: An interest representative pays for catering services at an event.
A: An interest representative manages the event registration process.

A: An interest representative takes care of travel to/from the event or finances the travel
expenses of certain participants.

A: An interest representative takes on event communication activities on behalf of the co-
host; its logo appears on the poster/programme.

2.4 What is a political group event?

‘Political group event’ means any conference, meeting, workshop, seminar, hearing,
exhibition or other type of gathering, irrespective of its denomination, which has been

15 Article 2(k) of the Bureau Decision



authorised by the secretariat of a political group and which is co-organised by an interest
representative on Parliament’s premises.

Co-organisation is defined in the Bureau Decision as involvement in the organisation of an
event, be it from a logistical, a practical or a financial point of view (for examples, see Q8
above).1®

Basic rule for political group events: the interest representative/s co-organising the event
must be registered in the Transparency Register. Any other participants, be they active or
not, are not concerned by such an obligation.

Are there any exceptions or special provisions?

Internal meetings of political groups aimed at coordinating and supporting the
parliamentary activities of their Members should not be considered as political group
events for the purposes of this Decision.’

General information sessions and communication activities by political groups aiming
at reaching out to audiences of multipliers should not be considered as events for the
purposes of this Decision.*®

The activities of political parties are not considered interest representation activities.
However activities of any organisations created by or affiliated with political parties,
e.g. foundations or think tanks, are covered?'®, and therefore events co-organised with
the latter require their registration.

Q9: What are some examples of “political group events”?

A: A conference on Parliament’s premises by a political group co-organised with a

political foundation on EU relations with Latin America.

A seminar/workshop co-organised on Parliament premises by a political group with
the European defence industry about the Common Security and Defence Policy.

A roundtable about EU enlargement co-organised by a political group with a political
party’s youth movement or political foundation.

An event of two or more political groups co-organised by a civil society platform.

A Member co-organises an event on transport policy with an airline, through his or
her political group.

16 Article 2(k) of the Bureau Decision

17 Recital 10 of the Bureau Decision

18 Recital 9 of the Bureau Decision

19 Article 4(2) (e) of the IIA on the Transparency Register
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Q10: What would not be considered “political group events”?
A: A working group and a full meeting of a political group.

A: Aninternal meeting of a political group involving key Members on a certain legislative
file.

A: A meeting organised exclusively by a political group or a political group’s national
delegation.

A: A fact-finding mission or a meeting of a political group organised outside the EP’s
premises.

A: An event organised by a political group (or its Members) but authorised by a
Parliamentary body or a service of Parliament’s Secretariat (for example, the Bureau)
is a co-hosted event (and not a political group event) under the Bureau Decision,
because of the way in which it is authorised.




3. Whois covered?

Determining whether a person is, or acts on behalf of, an interest representative is necessary
in several situations under the Decision.

Firstly, if the co-organiser under sections 2.3 or 2.4 is not an interest representative, then the
Bureau decision does not apply to the event in question. Indeed, the concept of ‘interest
representative’ is embedded in the definitions of a ‘co-hosted event’ and a ‘political group
event’).

Secondly, registration only needs to be checked where the persons concerned (co-organiser
and/or invited active guests, depending on the category of event concerned) are:

e related to any of the interest representation activities defined in Article 3 of the IIA.
e do not fall under the exceptions set out in Article 4 of the IIA.

Only if this is the case does the Bureau Decision apply to the person or entity in question.

The next section aims at clarifying these points. It complements the existing Transparency
Register Guidelines for applicants and registrants?® that Parliament, Council and the
Commission have adopted.

3.1 Isthe person acting as, or on behalf of, an “interest representative”?

Interest representation is a very broad concept that has been defined by the Union
institutions as any activities undertaken with the objective of influencing the formulation or
implementation of EU policy or legislation, or the decision-making processes of any of the EU
institutions, bodies, offices and agencies.

An interest representative therefore is any entity engaging in organised interest
representation activities, irrespective of the legal form, type, size or location, and irrespective
of the channel or medium of communication used. It is the organisation that has to be
registered on the Transparency Register and not the individual acting on behalf of it.

Interest representation activities may include:

a) organising or participating in meetings, conferences or events, as well as engaging in
any similar contacts with the EU institutions, with their Members or staff;

b) contributing to or participating in consultations, hearings or other similar initiatives,
for example expert groups or intergroups;

20 Inter-institutional transparency register guidelines for applicants and registrants:
https://ec.europa.eu/transparencyregister/public/staticPage/displayStaticPage.do; TRPUBLIC-ID-
prod=xlriUJwEgofmyXkGINFCLKF3IxW9m3mQJMPdh4yleclyWIxY9eQK!20419584717locale=en&reference=GUI
DELINES
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c) organising communication activities, such as campaigns, platforms, networks and

d)

grassroots initiatives;

preparing or commissioning policy and position papers, amendments, opinion polls
and surveys, open letters and other communication or information material, and
commissioning and carrying out research.

A connexion with a specific ongoing decision-making procedure in the Parliament is relevant
but not necessary to meet the definition.

Qi1: What is an example of an interest representative?

A: An NGO or industry association wishing to discuss a piece of legislation with the

purpose of influencing Parliament’s deliberations, for example, by contributing a
position or suggesting amendments.

Qi2: What would not be considered an interest representative? %!

A: A journalist contacting a committee looking for a quote, or for information on

deadlines.

A journalist taking part in institutional and political group press conferences to
prepare for the upcoming plenary session.

Members of a visitors’ group provided with a general information session by a
member of the Committee Secretariat on a certain policy area.

A concerned citizen acting in a strictly personal capacity, and not in association with
others.

A citizen exercising their rights as a petitioner.

Any entity to which an exception in Article 4 of the IIA applies (for example, a public
authority of a Member State).??

2L Recital 9 of the Bureau Decision
22 For more detail on exceptions see section 3.2. below

11




3.2 Does an exception apply?

The lIA sets out two categories of exceptions, the first based on the nature of the activity, and
the second based on the body carrying out the activity.

The following activities are not considered to be interest representation activities?:

a)

b)

d)

the provision of legal and other professional advice;

making submissions as a party or third party in the framework of a legal or
administrative procedure established by EU law or by international law applicable to
the EU, and submissions based on a contractual relationship with the Parliament or
based on a grant agreement financed by EU funds; 2*

Q13: |am organising a workshop for a committee. Do the speakers need to register?

A: If you have contracts (with orders issued through the EP’s financial services) for the
expertise that the speakers are presenting, the organisations represented by your
speakers do not need to register.

Q14: What if the EP contract has been signed with a framework contractor, who then
signed a separate agreement with the expert?

A: The organisation represented by the expert is still not required to register. The
inter-institutional guidelines cover this: “submissions based on a public
procurement contract [...] made by an intermediary on your behalf.”

activities of the social partners acting as participants in social dialogue pursuant to
Article 152 of the Treaty on the Functioning of the European Union (TFEU);

making individual submissions in response to direct and specific requests from any of
the EU institutions, their representatives or staff, for factual information, data or
expertise;

Q15: The STOA panel has contacted an expert in a scientific domain or a certain
policy area with a specific request for individual input, does that expert qualify as
an interest representative engaged in a covered activity?

A: No.

23 Article 4 of the IIA on the Transparency Register.

%4The activities of recipients of EU funds, e.g. the European Parliamentary Association (EPA) and the Former
Members Association (FMA), would be considered as interest representation where they seek to influence EU-
level decision-making, including about the funding they receive. However, events held on EPA premises are
not covered by this Decision.

12




e)

f)

g)

h)

j)

k)

activities carried out by natural persons (individuals) acting in a strictly personal
capacity and not in association with others;

While activities by individuals acting in a strictly personal capacity are not covered,
activities of individuals associating with others to represent interests together (e.g.
through grassroots and other civil society movements engaging in covered activities)
do qualify as interest representation activities and are covered by the Register.

spontaneous meetings, meetings of a purely private or social character and meetings
taking place in the context of an administrative procedure established by the EU
treaties or EU legal acts;

A “spontaneous meeting” should be understood as an unplanned or non-scheduled
encounter.

as a party or third party to an administrative procedure under EU law, e.g. in the
framework of an EU competition, State aid or trade proceedings, any meetings held in
that context, or participation and oral exchanges or submissions during the meeting
do not qualify as interest representation activities;

activities carried out by public authorities of Member States, including their
permanent representations and embassies, at national and subnational level;

activities carried out by associations and networks of public authorities at EU,
national or subnational level, on condition that they act exclusively on behalf of the
relevant public authorities;

Q16: What are examples of not acting exclusively on behalf of public authorities?

A: An association made up of wine-producing regions (public authorities at sub-
national level) and wine producers from those regions carrying out interest
representation activities vis-a-vis the EU institutions would not be considered as
acting exclusively on behalf of the public authorities. Therefore its activities qualify
as an interest representation.

A: A network of chambers of commerce (i.e. bodies governed by public law but also
representing the interests of their members, which are private undertakings) that
carries out interest representation activities vis-a-vis the EU institutions qualifies

as an interest representative.

activities carried out by intergovernmental organisations, including agencies and
bodies emanating from them;

activities carried out directly by public authorities of third countries, including their
diplomatic missions and embassies. Where activities are carried out indirectly, i.e.
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where such authorities are represented by legal entities, offices or networks without
diplomatic status or are represented by an intermediary, these should be registered;

Q17: What are examples of activities carried out indirectly, i.e. where public
authorities of third countries are represented by legal entities, offices or networks
without diplomatic status or are represented by an intermediary?

A: A professional consultancy or a law firm hired by a non-EU government or public
authority to carry out interest representation activities vis-a-vis the EU institutions
on its behalf, would qualify as an interest representative and must declare that
non-EU government body as their client.

A: A legal entity, office or network without diplomatic status, e.g. a public-private
partnership or governmental investment fund or agency, without diplomatic
status, carrying out interest representation activities vis-a-vis the EU institutions
on behalf of a non-EU government or public authority, would qualify as an interest
representative.

[) activities carried out by churches and religious associations or communities as well
as philosophical and non-confessional organisations referred to in Article 17 TFEU,
with the exception of offices, legal entities, or networks created to represent
churches, religious communities or philosophical and non-confessional organisations
in their relations with the EU institutions, as well as their associations.

3.3. Are there any further exceptions to the duty to register?

The Bureau Decision provides for a possibility to derogate from the duty to register, on a case-
by-case basis. The requirement for an invited active guest to register may be waived
exceptionally, upon request of the interest representatives concerned, by the Parliamentary
body or service of Parliament’s Secretariat responsible, where that body or service is of the
informed opinion that registration is liable to undermine the protection of the life or integrity
of an individual or where other compelling reasons require confidentiality.?>

Note that it is the fact of registration as such which must risk undermining the protection of
the life or integrity, not the participation in the event.

Q18. What is an example of such an exceptional case?

A: A representative of a third-country NGO whose stdff is persecuted there wishes to
testify before a Parliament committee. Registering would imply publicly disclosing
certain information. The Secretariat sees a reasonably foreseeable risk that this
information will be used by the third country or others for reprisals against the
NGO and its staff.

% Article 3(2) and 4(2) of the Bureau Decision.
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The Parliamentary body or service should keep a record of its waiver decision and notify the
Transparency Unit of it.
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4. Who ensures compliance?

4.1 A decentralised system

The Bureau Decision foresees a decentralised system of compliance. The obligation to ensure
compliance rests with the Parliamentary body or service of Parliament’s secretariat
organising the Parliamentary event or authorising the co-hosted event.2®

In the case of political group events, compliance is entrusted to the secretariat of the political
group?’” which remains free to organise such compliance in the manner deemed most
appropriate, in particular vis-a-vis their Members.?®

The Decision should apply mutatis mutandis to the non-attached secretariat in respect of
facilities authorised by it for use by non-attached Members.

4.2 Compliance checklist

If the event comes within the geographical (see part 1 above) and material (see part 2 above)
scope of the Bureau Decision, any relevant interest representatives coming within its
personal scope (see part 3 above) must be registered on the Transparency Register at the
latest on the day the event takes place.

e In the case of a Parliamentary event, this means any active invited guests who are
interest representatives.

e Inthe case of a co-hosted event, this means any co-organiser(s) and any active invited
guests who are interest representatives.

e In the case of a political group event, this means any co-organisers who are interest
representatives.

How to check this? The Transparency Register provides for a search functionality:
e akeyword search, e.g. using the name of a registered interest group;
e asearch using the Transparency Register (TR) ID number of a registrant;
e alist of individuals with accreditation to enter Parliament (alphabetical);
e and a data reporting search.

Most registered interest representatives are already used to providing both their names and
their TR ID numbers in their contacts with EU Institutions;

%6 Articles 6(1) and Article 7(1) of the Bureau Decision
27 Article 8 and recital 4 of the Bureau Decision
28 The responsible services of Parliament’s Secretariat are available to facilitate this.
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The name of the individual appearing on behalf of the interest representative does not need
to appear on the Transparency Register. What matters here is that the entity he or she
represents, is registered and visible on the public Transparency Register website;

If you cannot find the interest representative on the Transparency Register you may contact
the Transparency Register Secretariat via the Transparency Register website.

You can also ask the Parliament’s Transparency Unit (TRANSPARENCY-REGISTER-
CONTACT@europarl.europa.eu) for assistance in verifying the status of the interest
representatives concerned on the Transparency Register. Colleagues will get back to you
within 5 working days.?®

If a relevant interest representative is not registered, you must request them to apply without
delay for registration well ahead of the date of the event and recommend that they mention
the event date and title in their registration.

o Registration under the Bureau Decision means a confirmation that the interest
representative has obtained a registration number and that the registration is published
on the Transparency Register, not the mere submission of an application to register;

o Applicants to the Transparency Register can register by filling in the information
requested in the online registration form. They will then need to wait for the inter-
institutional Secretariat of the Transparency Register to confirm the eligibility of their
interest representation activities, before their registration can go public. This can take
from a number of hours to 10 working days, depending on the quality of the information
provided and the applicants’ level of cooperation with requests from the Secretariat for
information and updates of their entries;

o In case of doubt on the part of applicants, the Transparency Register Secretariat can be
reached via the Transparency Register website;

o The interest representative does not have to be registered when invited, but must be
registered at the latest on the date of the event.

Where there is more than one Parliamentary body or service of Parliament’s Secretariat
organising a Parliamentary event or authorising a co-hosted event, you are jointly responsible
for compliance and to that end, you must cooperate and exchange information between
services and with the Transparency Unit as appropriate. In the case of hearing organised by
two committees, each committee secretariat is responsible for ensuring the registration of
“their” invited active guests.

2% The Transparency Unit cannot decide on or approve interest representative speakers or co-organisers,
adjudicate whether any of the exceptions contained in the Decision are applicable, or assist in filling out
requests via MRS or other tools.
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If the interest representative is not registered on the day of the event, it is up to the entity
responsible for compliance to ensure it does not participate in the relevant capacity.3°

Parliamentary bodies and services should keep records of their application of this Decision,
in particular to enable the ex-post compliance checks3! and the annual reporting3? foreseen
by the Bureau Decision. It is recalled that the secretariats of the political groups may
contribute on a voluntary basis to this annual report on their application of the Decision.33

30 Article 9 of the Bureau Decision

31 Article 7(3) of the Bureau Decision
32 Article 10(2) of the Bureau Decision
33 Article 10(2) of the Bureau Decision
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5. Further examples

Q19: |am organising a committee hearing. Do all speakers (presenters) need to register?

A: The rules for hearings have not changed significantly. Whether or not a participant in a
hearing must register depends on whether they are an interest representative or not.

Those who do not need to register include:

People working for the EU (Commission, Council, EEAS, agencies, etc.)

People who are speaking about their personal experiences, and not in coordination with
other people or (an) organisation(s).

Speakers who have been asked to speak as part of their contracted work for the EU, or
because they have an EU grant. (This covers most academic experts who are engaged by
the Policy Departments or EPRS.)

Speakers who have a compelling reason to request confidentiality — for example, because
registration would expose them to threats or danger.

People who are invited to present submissions in response to direct and specific requests
from any of the Union institutions, their representatives or staff, for factual information,
data or expertise.

Those who need to register include: stakeholders, advocacy groups, NGOs, professional
or trade associations, not-for profit or charitable organisations, public affairs
consultancies and self-employed interest representatives, companies, groups or
temporary platforms, all types of organised interests, have to register if they engage in
interest representation activities aimed at influencing EU-level policy and decision-
making. Where people represent such registered interest groups at events, their names
need not feature on the Transparency Register, the name of the interest group suffices.

Q20: The chair of a Parliamentary Delegation organises an event with a platform of state
and non-state stakeholders about EU neighbourhood policy that includes MEPs. Is that
platform an interest representative?

A: The platform should be registered on the Transparency Register if its contribution to the
event has the goal of influencing EU neighbourhood policy.

Q21: If a speaker at a committee hearing is one of the guests whose expenses are
reimbursed, do they still have to register?

19




A: Speakers whose expenses are reimbursed are not considered to have a “contractual
relationship” with the EP, so they are not automatically exempted from registration.

Q22: Does the Decision apply to in camera meetings?

A: The rule applies to all relevant events in Parliament’s premises, whether in camera, by
invitation only, with restricted participation, or open to the public.

Q24: How should persons with several functions (“multiple hats”) be dealt with?

A: If a person has one function which falls outside the scope of the Register and another
function which falls within the scope of the Register, and the subject-matter of the event
concerns both functions, then the Bureau Decision requires the registration of the interest
representative function, irrespective of which title the person uses for the event.

A: If a person has multiple functions which fall within the scope of the Register (for example,
two different lobbyist capacities), then the Bureau Decision requires registration of the
function(s) relating to the subject-matter of the event.

Q25: Do local stakeholders, for example meeting a delegation from a Parliament committee
in the context of event in an EPLO, have to register?

A: Yes, where these local stakeholder associations are invited to contribute their position on
EU policy-making, this is considered an interest representation activity which requires
registration in the Transparency Register. Where such local organisations are, however,
members of a registered umbrella organisation already promoting the same interests, the
local organisation need not register separately.

Q26: Does the presentation of books, articles, studies at events on Parliament’s premises
count as interest representation?

A: Experts or authors are often invited to speak at various types of events. This is the case
for example of DG EPRS or the policy departments which have commissioned studies.
Where there is a specific contractual relationship between Parliament and the invited
speaker concerning the event in question (beyond a general framework of cooperation
which would not suffice), then the organisation concerned would not be required to
register on the Transparency Register. If the invited speaker is an authority in their field
and an individual acting in their own right, or a journalist, this is also not considered to be
interest representation - no registration is required. Where, however, the invited speaker
represents an organisation (or a more temporary structure), there is no contractual
relationship, and the speaker is representing interests or a point of view relating to EU
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legislation or decision-making, then the organisation represented needs to be registered
(this can include academic institutions).

Q27: An MEP is organising an exhibition/cultural event together with a regional public
authority and a NGO. The regional authority is paying for the exhibits to be transported
to Brussels, do both co-organisers need to register?

A: An exhibition is authorised by the Quaestors and is thereby considered a “co-hosted”
event. All interest representatives involved, either as an invited active guest or in a co-
organising capacity, must be registered.3* Please note that the rules governing cultural
events and exhibitions on Parliament’s premises apply in addition, and in particular
attention should be paid to the responsibilities of Members laid down in those specific
rules.3

Q28: What about the non-commercial nature of events?

A: Events held on Parliament’s premises must be non-commercial in nature, meaning that
the co-organiser or co-host must not charge for participation. This has nothing to do with
qualifying as interest representation under the IIA, meaning the interest representative
participating in or co-hosting an event may certainly represent commercial interests.

Q29: Can we only invite interest representatives with ‘lobbyist badges’?

A: Carrying a ‘lobbyist badge’ is not a requirement for participation in or co-hosting an event
on Parliament premises. While only registered interest representatives may request EP
access with ‘lobbyist badges’, it remains the Parliament’s prerogative to grant them,
meaning registration does not guarantee access with a lobbyist badge.3¢ The Access and
Visitors Unit of DG SAFE is in charge of granting (or not) such lobbyist badges. You can see
which persons have been issued badges on the interest representatives’ entries on the
Transparency Register.

Q30: We are inviting some academics to contribute to a committee public hearing or
workshop, do they need to register?

34 See also part 3.2 above, a regional public authority is not considered an interest representative

35 See in particular Article 4 of the Rules governing cultural events and exhibitions on Parliament’s premises,
Bureau Decision of 8 June 2015
https://epintranet.in.ep.europa.eu/SibData/10_Recueil/4/4.3.2/422625_events%20and%20exhib_net2_en.p
df

3 See also rule 123 of the Rules of Procedure
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A: As laid down already in the Bureau Decision on public hearings (Article 7), the Committee
in charge must determine whether the contribution the academics are expected to make
has the purpose of influencing policy-making or not. When an academic or other expert is
expected to explain how something works, this is considered as providing factual input
and expertise. However, if they are asked to provide their views, for instance, on how the
EU could achieve a specific policy change, that activity is considered as falling within the
scope of the IIA on the Transparency Register and the academic institution or think tank
represented by the invited active guest must be registered.

Q31: Does this Decision replace the other rules on the use of premises and meetings?

A: No, the Bureau Decision applies in addition to the sector-specific decisions on various
types of events.3” The Decision’s scope is however expressly not limited to the scope of
those sector-specific decisions.

37 Recital 8 of the Bureau Decision.
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PART Il — TECHNICAL INFORMATION

The Bureau Decision applies regardless of the tool or procedure used to book a space on
Parliament’s premises.

In many cases, the tool to be used will be the Parliament’s Meeting Request System (MRS).
All meeting room requests submitted via MRS must include a declaration on the participation
of interest representatives or the grounds for the exemption.

1.

Before submitting a request in MRS

2.

Before submitting a request, check whether any of the invited active guests/co-hosts
fall under the definition of an interest representative as defined in Article 4 of the
Interinstitutional Agreement32.

Submitting the declaration on the participation of interest representatives is the
responsibility of the entity submitting the request.

It is not possible to submit a request for processing in the relevant DG LINC services
without declaring if an interest representative participates or not.

You do not have to have the full details of the interest representative at the time of
submitting the request. It will be treated and meeting services provided even if the
information about the participating interest representative is incomplete. However,
full details must be submitted at the latest before the start of the event.

MRS will send requestors reminders to complete the request. The first reminder will
be sent three days before the event and it will be repeated daily until the information
is complete.

If the invited interest representative is not in the Transparency Register, the
organiser(s) will ask them to register, as it is a pre-condition for being an active guest

or co-host of an event.

How to declare the participation of an interest representative?

2.1.

The event includes no interest representatives as invited active guests/co-hosts.

Click “No” in the Participation of Interest Representative box in MRS:
> Participation of Interest Representatives [ vs @ no

« Bureau decision of 12 June 2023 on Rules goveming the participation of inferest representatives in events held on Parliament's premises

« Guidelines on the application of the Bureau decision of 12

S

« Inferinstitutional Agreement (IlA) of 20 May 2021 on a mandatory transparency register

38 INTERINSTITUTIONAL AGREEMENT of 20 May 2021 between the European Parliament, the Council of the

European Union and the European Commission on a mandatory transparency register
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e Submit your request once you have entered and saved all event-related information
in the other sections of the request form.

e Note for political group events: you do not need to register invited active guests (see
further point 3.6).

2.2. The event includes interest representatives as invited active guests/co-hosts, |
know their names and they have a Transparency Register identification number.

e Click “Yes” in the Participation of Interest Representative box in MRS.

¥ Participation of Interest Representatives & ves [ no

For each inlerest representative click on ADD NEW ENTRY:

Type Name Identification Number Actions

+Add new entry
[T R [EOEESEN TR ERTE SN to search for the Identification Number of an Interest Representative

Insert the Identification Number in the table above. If the Interest Representative is not registered, contact the Transparency Unit

LEGAL BASIS
« Bureau decision of 12 June 2023 on Rules goveming the participation of inferest representatives in events held on Parliament's premises
« Guidelines on the application of the Bureau decision of 12 June 2023
« Interinstitutional Agreement (I1A) of 20 May 2021 on a mandatory fransparency register

e For each interest representative click “Add new entry”
Type Name Identification Number Actions

; =

e Fill in the required information by selecting the correct options from the drop-down
menu:

- Type (please see Part Il, 3, for examples)

¥ Participation of Interest Representatives & ves [ no

For each interest representative click on ADD NEW ENTRY:

Type Name Identification Number Actions
Active guest % a } Enter guest name | Enter Identification Number ‘ x
Q
+Add new enf -
o
I Co-host lumber of an Interest Representative

I Derogation granted (Art 3 Decision)
Activity not covered (Art 4 lIA)
L Information Activity (Recital 9 Decision)

resentative is not registered, contact the Transparency Unit

tipation of interest representatives in events held on Parliament’s premises

p 2023

Internal Political Group Meeting (Recital 10 Decision)
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- Name (if applicable)
- ldentification Number

e The Open the Transparency Register tab will take you to the online register. Use the

search function to find the interest representative and copy their identification
number to MRS.

¥ participation of Interest Representatives 2 ves

For each interest representative click on ADD NEW ENTRY

Type Name Identification Number Actions

[ Rian « +| [JohnJ. JAMESON | [12345678%0-00 x

e
[0/ LR SR IEN S5 S wla - il to search for the Identification Number of an Interest Representative.

e Click “Apply”.

e Submit your request once you have entered and saved all related information in the
other sections of the request form.

2.3. The event includes interest representatives as invited active guests/co-hosts, but
they are not registered on the Transparency Register.

e Click “Yes” in the Participation of Interest Representative box in MRS.

¥ Participation of Interest Representatives & ves [ No

For each inferest representative click on ADD NEW ENTRY
Type Name Identification Number Actions

4-Add new entry
[o/ TR R [ENSEEN N 2 LTS ST to search for the Identification Number of an Interest Representative

Insert the Identification Number in the table above. If the Interest Representative is not registered, contact the Transparency Unit

LEGAL BASIS
« Bureau decision of 12 June 2023 on Rules goveming the participation of interest representatives in events held on Parliament's premises
« Guidelines on the application of the Bureau decision of 12 June 2023
« Interinstitutional Agreement (I1A) of 20 May 2021 on a mandatory transparency register

e Submit your request, but do not forget to update it once you have the Transparency
Register identification number of the interest representative, unless the requirement
for pre-registration has been waived by the Parliamentary body responsible.3° You are
required to complete the request before the start of the meeting.

e The request will be treated even if the information about the interest representative
is incomplete. However, it is the responsibility of the entity submitting the request

39 Articles 3(2) or 4(2) of the Bureau Decision
25



to exclude any interest representatives not duly declared from
cohosting/participating actively in the meeting.

e Three working days before the event, the meeting requestor will receive an email
reminder. A reminder will be sent every day preceding the event until the

identification number is registered in MRS.

2.4. The event includes interest representatives as invited active guests/co-hosts, but
I do not know their name yet.

e Click “Yes” in the Participation of Interest Representative box in MRS.

¥ Pparticipation of Interest Representatives (1

For each interest representative click on ADD NEW ENTRY

Type Name Identification Number Actions

[0/ LR SR IEL SR Ca el s o s Sl to search for the Identification Number of an Interest Representative

Insert the Identification Number in the table above. If the Interest Representative is not registered, contact the Transparency Unit

LEGAL BASIS
« Bureau decision of 12 June 2023 on Rules goveming the participation of interest representatives in events held on Parliament's premises
suidelines on the application of the Bureau decision of 12 June 2023

« Intennstitutional Agreement (l1A) of 20 May 2021 on a mandatory transparency register

e Submit your request, but do not forget to update the request with the participant’s
name and Transparency Register identification number details once you have them or
when the requirement for pre-registration has been waived by the Parliamentary

body responsible.*° You are required to complete the request before the start of the
event.

¥ participation of Interest Representatives & ves

For each inferest representative click on ADD NEW ENTRY
Type Name Identification Number Actions
Active guest John SMITH 123456789-00 7%
Active guest 123456789-01 7%
Active guest X | v ‘ Enter guest name 123456789-02 ‘ x

[ ssrn | o

e The request will be treated even if the information about the participating interest
representative is incomplete. However, it is the responsibility of the entity
submitting the meeting request to exclude any interest representatives not duly
declared from co-hosting/participating actively in the meeting.

e Three working days before the event, the requestor will receive an email reminder. A

reminder will be sent every day preceding the event until the identification number is
registered in MRS.

40 Articles 3(2) or 4(2) of the Bureau Decision
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3. Practical examples for types of interest participants

3.1. A committee/delegation event (Meeting category: parliamentary event)

A parliamentary committee event on green industries with an invited active guest
considered to be an interest representative:

Click “Yes” in the Participation of Interest Representative box in MRS.

Click “Add new entry”

In “Type”, select “Active guest”

Fillin “Name”

Copy the Identification number of the interest representative from the
Transparency Register to field “Identification Number”

Click “Apply”

Repeat the process for each interest representative by clicking “Add new
entry”.

¥ participation of Interest Representatives es

For each interest re

Type
Active guest
Active guest

Active guest

presentative click on ADD NEW ENTRY
Name Identification Number Actions
John SMITH 123456789-00 7SR
Jane JOHNSON 7%
Jany ANDERSON SR

3.2 Co-hosted delegation event (Meeting category: parliamentary event)

A delegation organises a workshop on Labour Rights with a co-host considered to
be an interest representative, but whose identity must be protected for security

reasons:*

) Click “Yes” in the Participation of Interest Representative box in MRS.

. Click “Add new entry”

) Under “Type”, select “Derogation granted”

° Under “Name”, Introduce the name of the EP body/service authorising the

non- disclosure of the name of the interest representative
Click “Apply”
Repeat this process for each Interest Representative, if necessary.

41 Articles 3(2) or 4(2) of the Bureau Decision
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¥ Pparticipation of Interest Representatives & ve:

For each inferest representative click on ADD NEW ENTRY:

Type Name Identification Number Actions
Derogation granied (Art 3 Decision) DG EXPO P
Derogation granfed (Art 3 Decision) DG INLO e
Derogation granted (Art 3 Decision) Delegation Bureau %

3.3. Event organised by a DG or a parliamentary body (Meeting category: co-hosted

event)

A DG organises a conference together with a key stakeholder considered an interest
representative, to which they invite a guest speaker also considered an interest
representative:

Click “Yes” in the Participation of Interest Representative box in MRS.

Click “Add new entry”

Under “Type”, select “Co-host”

Copy the identification number of the interest representative from the
Transparency Register to field “Identification Number”

Click “Add new entry”

Under “Type”, select “Active guest”

Fill in “Name”

Copy the identification number of the interest representative from the
Transparency Register to field “Identification Number”

Click “Apply”

Repeat the process for each interest representative by clicking “Add new
entry”.

¥ Pparticipation of Interest Representatives & ves [J No

For each interest

Type
Co-host
Co-host
Active guest
Active guest

Active guest

representative click on ADD NEW ENTRY

Name Identification Number Actions
1234567890-01 7R
P
John SMITH 7R
Jane JOHNSON 7%
Jany ANDERSON 1234567890-05 SR

3.4. Information conference (Meeting category: not considered as event)

Several European Parliament DGs co-organise a multi-day and multi-city event to
celebrate multilingualism across Europe:

Click “Yes” in the Participation of Interest Representative box in MRS.
Click “Add new entry”
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. See Recital 9 of the Decision of the Bureau if your activity is considered an
information activity and pre-registration in the Transparency Register is not

required.
° If yes, select “Information Activity” in field “Type”
. Click “Apply”.

¥ Pparticipation of Interest Representatives & ves

For each interest representative click on ADD NEW ENTR
Type Name Identification Number Actions
Information Activity (Recital 9 Decision) 7%

3.5. Political Group internal meeting (Meeting category: not considered as event)

A political group organises a Group Chairs Coordination meeting:

. Click “Yes” in the Participation of Interest Representative box in MRS.

° Click “Add new entry”
See Recital 10 of the Decision of the Bureau if your activity is considered an
internal political group meeting and pre-registration in the Transparency
Register is not required.
If yes, select “Internal Political Group” in field “Type”
Click “Apply”.

¥ Participation of Interest Representatives s

For each interest representative click on ADD NEW ENTRY

Type Name Identification Number Actions

Intemal Political Group Meeting (Recital 10 Decision) 7%

3.6. Co-organised event of a political group (booked for an MEP) (Meeting category:
political group event)

A MEP co-hosts an event on a conflict in Africa with an entity considered an interest
representative. Another interest representative is invited as an active guest:

Click “Yes” in the Participation of Interest Representative box in MRS.

Click “Add new entry”

Under “Type”, select “Co-host”

Copy the identification number of the interest representative from the
Transparency Register to field “Identification Number”

Click “Apply”

You do not need to register active guests invited to political group meetings.
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Events falling under the responsibility of Political Groups are events organised
at the initiative of a Political Group or its Members*2.

¥ Pparticipation of Interest Representatives & ves

For each interest representative click on ADD NEW ENTRY
Type Name Identification Number Actions
Co-host 1234567890-00 7%

3.7. Co-hosted MEP exhibition authorised by the Quaestor responsible (Meeting
category: co-hosted event)

A MEP co-organises an exhibition in the Menuhin area with an organisation considered
an interest representative. A member from the same organisation opens the
exhibition with a speech.

Click “Yes” in the Participation of Interest Representative box in MRS.

Click “Add new entry”

Under “Type”, select “Co-host”

Copy the identification number of the interest representative from the
Transparency Register to field “Identification Number”

Click “Add new entry”

Under “Type”, select “Active guest”

Copy the identification number of the interest representative from the
Transparency Register to field “Identification Number”

Click “Apply”.

¥ Pparticipation of Interest Representatives & ves [J No

For each interest representative click on ADD NEW ENTRY
Type Name Identification Number Actions
Co-host 1234567890-01 SR
Co-host 1234567890-02 P
Active guest John SMITH 1234567890-03 7R
Active guest Jane JOHNSON 1234567890-04 7%
Active guest Jany ANDERSON 1234567890-05 SR

3.8. My event falls under the provisions of Article 4 of the Interinstitutional
Agreement and no pre-registration in the Transparency Register is required.

#2Recital (4) of the Bureau Decision
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The Interinsititutional Agreement sets out activities that are not covered by the
Agreement. Please see Part |, 2.2 of these Guidelines if an exception applies in your

case.
. Click “Yes” in the Participation of Interest Representative box in MRS.
° Click “Add new entry”

. Under “Type”, select “Activity not covered”

° Click “Apply”.

¥ Participation of Interest Representatives & ves

For each inierest representative click on ADD NEW ENTRY
Type Name Identification Number Actions
Activity not covered (Art 4 11A) 7%

31



32



