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COMMUNICATION FROM THE PRESIDENT

The Working Methods of the Commission 2010-2014

Introduction

The three seminars held for the incoming Commission, and the informal meeting of the incoming 
Commission after the vote of consent by the European Parliament, have been an excellent opportunity 
to reflect on how we can ensure that the Commission for the next five years can deliver on the tasks it 
is given under the Treaties. Part of this has been to shape the vision for the future, discussing the key 
challenges Europe faces and the steps we will take. And the success of a Commission also depends on 
how it works.

These discussions have helped me to crystallise my intentions about how to fulfil my responsibilities 
under Article 17 TEU and Article 248 TFEU, most particularly the "internal organisation of the 
Commission”. This note sets out how I intend to organise the College to further our objectives most 
effectively.

Our workload is such that I had no difficulty in isolating 26 important portfolios, and I may of course 
revisit the shape of the portfolios in the course of the mandate.  But our mission is not the sum of 
different portfolios, but a collective effort requiring the commitment of all the College to work together 
effectively.  As President, my task is to ensure that collegiality works well: I intend to take a step 
further in organising the College so that our energies are focused on our collective work as a College.

This note develops three themes concerning the functioning of the Commission which we discussed in 
our recent seminars:

• The need for prioritisation, so that we can concentrate to best effect; 

• The importance of working together to develop policies in a collegiate, cross-cutting way 

• The requirement for high quality in the Commission's work. 

Its annexes lay out the principles governing the relationship between the members of the Commission, 
their cabinets, and the services on the one hand, and the coordination of communication on the other.

We are of course a political body and the day to day exercise of these rules needs some flexibility. If 
necessary, these rules can be adapted in the course of the mandate in the light of experience.  But the 
approach I explain in this note constitute the ground rules which will allow all of us in the 
Commission and its services to harness our efforts to achieve our common objectives. 

José Manuel Barroso
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WORKING AS A COLLEGE TO DEVELOP POLICIES IN A CROSS-CUTTING WORLD

Since all decisions are collegiate, all Commissioners have a stake in every decision taken.  The 
opportunities to influence come before a decision is taken, and once it is taken it is for all in the 
College, and all in the Commission as a whole, to promote and defend it.  A collegiate decision is 
needed to amend a collegiate decision.

My role under the Treaty is to "ensure that the Commission acts consistently, efficiently and as a 
collegiate body". This is the core objective of organising the Commission to best effect.  But achieving 
this goal also needs the wholehearted commitment of the members of the Commission, their Cabinets 
and services to cooperate in a spirit of loyalty, confidence and transparency.

An important aspect of this is that all members of College fulfil their responsibilities in terms of 
attendance in the European Parliament and the Council, and indeed obligations to other bodies such as 
the European Economic and Social Committee and the Committee of the Regions. Working as a 
College also requires ongoing contacts with myself as President and with other Commissioners, so the 
norm should be that Commissioners are present in Brussels for the full working week.

This section sets out how we should act to give meaning to collegiality and make it work. I regard this 
as one of the President's main responsibilities, with the support of my Cabinet and the Secretariat-
General in particular. More detailed arrangements for decision-making will be set out in revised rules 
of procedure.

College meetings

The weekly meetings of the College are the primary means for the members of the College to come 
together and take collective decisions.  These meetings require careful preparation: this is the purpose 
of the weekly "Hebdo" meeting of Heads of Cabinet, and the special meetings of Heads of Cabinet 
which precede them.  Cabinet members speak in these meetings on behalf of their Commissioner, and 
the purpose of the sequence is to reduce the number of outstanding questions at each stage, so that 
College meetings are devoted debating the key political issues. Every effort should also be made to 
avoid new issues being raised at the later stages.

• Absence from the meetings of the College should be restricted to exceptional and justified 
circumstances such as inter-institutional obligations and the formal requirements of the external 
representation of the EU.

• The positions taken by the Commission in inter-institutional discussions are prepared by the 
Group on Inter-institutional Relations (GRI).  Established positions can only be changed by 
referring an issue back to the College through GRI.

• Issues closed at one stage of preparation for meetings of the College should not be reopened at 
the next stage.  

• Proper discussion requires that documents are available in good time and respect established 
deadlines.  Clear, concise documents also help to ensure a focused debate.
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• Special arrangements will be required inside the Commission to assist the High 
Representative/Vice-President in her coordination functions and to help prepare Commission 
positions.
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Orientation debates

The political work of the Commission is not confined to discussions on specific documents and 
proposals. Orientation debates are used to frame the political parameters within which services should 
develop a proposal, to discuss sensitive political or moral issues requiring the direct input of the 
College, or to develop a common approach to general political developments.  

• Orientation debates should take place on the basis of a short preparatory note outlining the 
problem and the main policy options.  

• Orientation debates can be held both as part of formal meetings of the College, and as informal 
meetings.

• The Secretariat-General should record the conclusions of orientation debates, to be distributed 
afterwards or presented directly to Hebdo.  

Groups of Commissioners

Commissioner groups can be one of our most important tools for developing the complex, cross-
cutting policy initiatives which are the flagship initiatives of the Commission.

The basic model of Commissioner groups should be a group of the most relevant Commissioners 
meeting with a view to developing a specific policy initiative, often a key policy document or 
legislative proposal with a specific target date.  In principle, groups should not be permanent, but 
should focus on addressing a specific issues and delivering a defined output on a specified timetable.  
They would dissolve once their mission is complete. They will normally be chaired by the chef de file 
Commissioner, with the support of my Cabinet and the Secretariat-General as well as the 
Commissioner's own Cabinet and the relevant services. They should report regularly to College on 
progress or on issues which merit the consideration of the College a whole.  Another model would be a 
group of Commissioners asked to prepare an orientation debate for the College. 

• Each Commissioner group will have its own mandate, Chair, members and where appropriate 
target date fixed by decision of the President.

• Meetings of Commissioner groups should be prepared by meetings of the Director-Generals of 
the services concerned.

• The President's Cabinet and the Secretariat-General will attend all meetings.  In addition, the 
Secretariat-General will provide the secretariat of all groups.

Commissioners and the services under their authority

Key to the success of the Commission is a recognition that collegiality does not happen in the 
Commission room alone.  It must be the guiding principle of all the work of the Commission.  
Responsibility for the coherence and quality of Commission proposals is shared by all who work in the 
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Commission.  This must be reflected in the way of working from the earliest point in the development 
of policy initiatives.  

To make the most of the Commission, the resources at our disposal need to be used to best effect.  
These resources of expertise and knowledge can best be deployed when the different parts of the 
Commission work in cooperation under clear ground rules, designed to ensure that the political 
orientations of Commissioners are effectively translated into action by the services.  Each actor inside 
the Commission has a role, and the Commission is most effective when these roles are well 
understood and respected.  The principles governing the relations between members of the 
Commission and the services under their authority are set out in an annex to this note (Annex 2).  

Communication

Successful communication is an important tool to achieve our objectives.  It relies heavily on the 
consistency and focus of our message, which in turn implies maintaining a degree of discipline and 
respecting principles put in place by the Spokesperson's Service, under my authority.  These principles 
are set out in Annex 3. 

PRIORITISATION

Setting political priorities

The Treaty establishes the framework for action by the Union, and the responsibilities of the 
Commission.  In many instances, it gives a specific role to the Commission as regulator, as executive, 
or as the representative of the EU.  Its overall role is clearly set out:

Article 17

1. The Commission shall promote the general interest of the Union and take appropriate 
initiatives to that end. It shall ensure the application of the Treaties, and of measures 
adopted by the institutions pursuant to them. It shall oversee the application of Union 
law under the control of the Court of Justice of the European Union. It shall execute 
the budget and manage programmes. It shall exercise coordinating, executive and 
management functions, as laid down in the Treaties. With the exception of the 
common foreign and security policy, and other cases provided for in the Treaties, it 
shall ensure the Union's external representation. It shall initiate the Union's annual 
and multiannual programming with a view to achieving interinstitutional agreements.
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The Commission has considerable discretion to determine its priorities, within the guidelines laid 
down by the President under article 17(6)(a).  This allows it to respond to key challenges facing the 
general interest of the Union, and to react to changing circumstances where required.  Its exclusive 
right of initiative, as set out in article 17(2), is our primary tool to further these priorities.

Reflecting the new arrangements for the appointment of the President and members of the 
Commission under the Treaty of Lisbon, I put forward the Political Guidelines for the next 
Commission in September 2009, ahead of my election by the European Parliament.

The guidelines will form the basis for the development of the political priorities of the College for its 
five-year mandate, to be expressed through a Work Programme to be adopted each year reflecting the 
multi-annual nature of our work.
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Work Programme 

The Work Programme performs several functions.  Externally, it is an important statement of intent for 
the Commission's exercise of its right of initiative: it signals to the other institutions and to the EU as a 
whole the Commission's intentions with regard to where it will concentrate its attentions, and when a 
formal proposal or policy document can be expected.  Internally, it is the fruit of collective reflection 
about collective priorities, even if different initiatives will be spearheaded by different chef de file 
Commissioners and services.  It therefore signals priorities which will be taken into account in the 
organisation of the Commission's business, the allocation of resources, and its communication work.  
It helps us to plan the organisation of business, so that we can efficiently organise stages in the process 
like impact assessments, orientation debates and translation and so that we can organise our 
communication strategy most effectively.  It also helps to identify dossiers requiring upstream 
coordination between different Commissioners/services.  

The Work Programme should also reflect how the Commission will take forward a broader consensus 
about the EU's priorities.  This is reflected in the Treaty of Lisbon, which refers to the Commission's 
role in initiating programming with a view to interinstitutional agreements.  All the institutions offer 
important input into the process of building Europe's policy agenda for the future.  That is why the 
new Framework Agreement with the Parliament will set out that the European Parliament Conference 
of Presidents and the Conference of Committee Chairs will meet the Commission every year, before 
the adoption of the Work Programme – a meeting to be preceded by an invitation to the President of 
the European Parliament to visit the College.  The conclusions of the European Council and the 18-
month forward programmes of the trio of Council Presidencies also be taken into consideration in  the 
Commission's approach.

The Work Programme should reflect the reality of policy making in Europe today.  On the one hand, it 
needs to recognise that complex policies with direct consequences for millions of Europeans across 27 
Member States need to be developed with rigour, if they are to deliver the quality required.  It should
recognise the need for a longer time horizon.  On the other, the Commission needs to remain 
responsive to changing circumstances.  

• The Work Programme will focus on the major political themes which require a multi-annual 
perspective.  Such initiatives may require a series of documents to be adopted by the College 
over several years.  

• All initiatives defining new policy or having significant impacts willrequire an impact 
assessment and a positive opinion from the Impact Assessment Board.  The planning of 
adoptions should take full account of the need to complete the impact assessment process in 
good time.

• At the same time as the Work Programme is agreed, the full list of other items for adoption in 
the coming year should be submitted.  Significant additions in the course of the following year 
require the agreement of the Cabinet of the President through the Secretariat-General.  

• It is the responsibility of chef de file Cabinets and services to draw colleagues' attention to 
potentially sensitive issues in all initiatives not covered by the formal planning system, 
including proposals under comitology.  This would allow such proposals to be discussed by the 
College where appropriate. 

• Inter-service cooperation from an early stage in the policy-making process is the bedrock of the 
Commission's work.  Inter-service groups should assist the policy making process, including for 
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all initiatives in the Work Programme, with the formal stage of inter-service consultation acting 
as a final round to involve all relevant services.
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Subsidiarity and proportionality

The legislative work of the Commission is governed by the need to respect subsidiarity and 
proportionality.  Article 5 of the Treaty makes it clear that "the use of Union competences is governed 
by the principles of subsidiarity and proportionality", and the protocol on the application of the 
principles of subsidiarity and proportionality is one of the most important innovations of the Lisbon 
Treaty, putting in place the new scrutiny mechanism for national parliaments to oversee subsidiarity.  

The Commission naturally looks at the key trends which can help European society to develop in a 
healthy, prosperous, socially stable way.  But it is not always for the EU, or the Commission, to act.  
The Treaty is clear: The Commission acts only within its competence, and only when action at EU 
level can deliver better than action at national level.

In addition, even when the EU has the power to legislate, this is not always necessary, or even the best 
way to secure its goals.  The use of different delivery tools can sometimes permit a more 
comprehensive and swift result.  

In both cases, we must be prepared to hold off or halt action if respect for subsidiarity and 
proportionality cannot be established, even if there is a strong constituency of interest asking the 
Commission to act.  

• The implications of all initiatives in terms of subsidiarity and proportionality should be 
examined when the Work programme is first agreed.  

• All impact assessments must include an examination of initiatives in terms of subsidiarity and 
proportionality, and the justification must be given in the explanatory memorandum 
accompanying each proposal.  Reports of the Impact Assessment Board will specifically 
identify subsidiarity issues.

• Subsidiarity and proportionality considerations also apply to initiatives received by the 
Commission under the European Citizens' Initiative, as well as proposals flowing from the 
exercise of Articles 225 and 241 of the Treaty.

QUALITY AND COHERENCE

Central Services

Collegiality makes the quality and consistency of the Commission's acts and proposals particularly 
important.  Since the College as a whole is responsible for all acts and proposals, the results reflect on 
all the College.  

The Central services of the Commission have a particularly important role to play.  The Secretariat-
General and the Legal Service support the College through their respective functions of checking 
coherence, ensuring consistency with the priorities agreed by the Commission, its institutional role and 
the principles and rules of the Treaties, and ensuring the quality of the Commission's acts and 
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proposals.  These services also oversee the system to make sure that all members of the College have 
had an opportunity to participate in all decisions, and the Secretary-General has a broader role to 
coordinate the services on behalf of the President. 

An important part of this work is the need to organise the flow of business through the College in line 
with external requirements, inter-institutional considerations, and the Commission's communications 
strategy.  Even if documents are well prepared and meet quality requirements, their precise planning 
must be seen in this wider context.  

The Secretariat-General also acts as quality control and to ensure that rules such as the linguistic 
regime are respected.  It has a particular responsibility for policy coherence, ensuring that the agreed 
priorities are respected, and that collective work on cross-cutting dossiers starts at an early stage of 
policy development.

• The College agendas are determined by the President through the work of the Secretariat-
General, with the support of the Spokesman's Service.

• The "lines to take" from the Spokesman's Service should be respected in full.

• Central services are also charged with ensuring that the budgetary and resource implications of 
proposals are consistent with the Commission's decisions and priorities.

• The President provides the final say on all issues of coordination.  

Smart Regulation 

Smart regulation has two core objectives.  The first is to maximise the quality and effectiveness of 
Commission proposals.  The second is to illustrate how the Commission is working in a responsible 
and professional way.  It is therefore the responsibility of the College as a collective exercise; and also 
the specific responsibility of each Commissioner in respect of each portfolio.

Particularly important to securing these two objectives are ex post evaluation and impact assessment.  

Ex post evaluation of the effectiveness of existing policies is a fundamental step in developing new 
initiatives. A real understanding of how far existing policies are producing their intended results 
allows us to correct shortcomings and to design new initiatives to have a real impact. All significant 
proposal for a revision or new measure should be based on an evaluation of the policy framework 
already in place: this will be the basis for the impact assessment.

Impact assessments are increasingly being used as a tool to introduce the European Parliament and 
Council to the issues at stake behind a proposal.  The Impact Assessment Board, established under the 
authority of the President, provides an impartial analysis of the content and conclusions of impact 
assessments.

Other issues which need to be assessed for every policy area and every new proposal are 
administrative burden and simplification.  We need to deepen our work and deliver our commitments 
to reduce administrative burden (with the target of a 25% reduction by 2012), to make compliance 
with EU rules easier, and to constantly review and update the acquis communautaire, working with the 
other institutions.
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The rigour implied by smart regulation requires planning and forethought.  Impact assessments require 
an extra investment in terms of time.  Political goals which may bear fruit as an initiative in 2-3 years 
should soon be starting their impact assessments – and looking at what can be learnt from a careful 
evaluation of experience to date.  An input from across the Commission and from consulting 
stakeholders is also important, to ensure that the final assessment takes fully into account the 
economic, social and environmental consequences, as well as issues such as fundamental rights and 
the impact on SMEs.  It is particularly important that the social aspect of the assessment is given 
proper attention and is clearly identified.

• In addition to new initiatives in the Work Programme, all major proposals should be 
accompanied by an impact assessment.  The Secretariat-General will establish a list of proposals 
for impact assessment.  

• In principle, the positive assessment of the Impact Assessment Board is required before an inter-
service consultation can be launched.

• All services will account each year for progress in reducing administrative burdens and 
simplifying compliance with EU rules.  

• An evaluation of the existing policy framework should be available before significant new 
initiatives are put on the Work Programme.

Public Consultation

Consultation makes a major contribution to smart regulation.  It is the main tool to collect the evidence 
and opinions needed to shape proposals suited to a varied EU of 27 Member States; to test out ideas; 
and to build consensus.  Consultations should be open and transparent, and respect in full the 
minimum standards for consultation.  Consultation is also an obligation for every impact assessment: 
stakeholders should be able to comment on a clear problem definition, an analysis of subsidiarity, and 
a clear description of the possible options. 

Consultation does not however impose any obligation on the Commission to follow the opinion of a 
particular stakeholder.  The Commission retains full responsibility for its proposals, and all the 
political conclusions it reaches must be the result of the Commission's own deliberation. 
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ANNEX 1 EXTRACTS FROM THE TREATY OF LISBON

Article 17

1. The Commission shall promote the general interest of the Union and take appropriate 
initiatives to that end. It shall ensure the application of the Treaties, and of measures adopted 
by the institutions pursuant to them. It shall oversee the application of Union law under the 
control of the Court of Justice of the European Union. It shall execute the budget and manage 
programmes. It shall exercise coordinating, executive and management functions, as laid 
down in the Treaties. With the exception of the common foreign and security policy, and other 
cases provided for in the Treaties, it shall ensure the Union's external representation. It shall 
initiate the Union's annual and multiannual programming with a view to achieving 
interinstitutional agreements.

…….

6. The President of the Commission shall:

(a) lay down guidelines within which the Commission is to work;

(b) decide on the internal organisation of the Commission, ensuring that it acts consistently, 
efficiently and as a collegiate body;

(c) appoint Vice-Presidents, other than the High Representative of the Union for Foreign Affairs 
and Security Policy, from among the members of the Commission.

A member of the Commission shall resign if the President so requests. The High Representative of the 
Union for Foreign Affairs and Security Policy shall resign, in accordance with the procedure set out in 
Article 18(1), if the President so requests.

Article 248

Without prejudice to Article 18(4) of the Treaty on European Union, the responsibilities incumbent 
upon the Commission shall be structured and allocated among its members by its President, in 
accordance with Article 17(6) of that Treaty. The President may reshuffle the allocation of those 
responsibilities during the Commission's term of office. The Members of the Commission shall carry 
out the duties devolved upon them by the President under his authority.
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ANNEX 2 

PRINCIPLES GOVERNING WORKING RELATIONS BETWEEN THE MEMBERS OF 
THE COMMISSION, THEIR CABINETS AND THE SERVICES OF THE COMMISSION

Article 17 of the Treaty on the European Union states that 'the President of the Commission shall 
decide on the internal organisation of the Commission, ensuring that it acts consistently, efficiently 
and as a collegiate body'. This document, which is attached to the Communication from the President 
to the College [reference], sets out the basic, compulsory principles for sound cooperation between the 
Members of the Commission, the cabinets, the Directorates-General and the Commission services1. It 
applies to relations within the same portfolio and covers other relations that are necessary for general 
coordination within the institution.

The principles set out below can be supplemented by practical arrangements indicated on the attached 
form. This annex must be filled in by common consent between the Member of the Commission and 
the Director-General2 and sent to the President's cabinet and the Secretary-General.

1. PRINCIPLES OF COOPERATION AND RESPECTIVE ROLES

1.1. Principles of cooperation 

Cooperation is established primarily between the Member of the Commission and the Director-
General and must be supplemented by a close relationship between the cabinet and the services. 

The Members of the Commission, the cabinets and the services are collectively responsible for 
working together closely in order to ensure effective implementation of the President's policy 
guidelines and the College's priorities. They establish working relations based on loyalty, trust, 
transparency and the mutual provision of information, in keeping with the principles set out in this 
document. 

Any differences in the implementation of these principles are dealt with by the President through 
his/her cabinet and the Secretariat-General.

1.2. Member of the Commission and Director-General 

A close personal relationship based on trust and the mutual provision of information must be 
established between each Member of the Commission and the Director-General concerned. The 
Member of the Commission issues general guidelines or gives instructions to the Director-General, in 
accordance with the College's priorities. The Director-General, for his/her part, advises the Member of 
the Commission on the files relating to his/her portfolio and informs him/her of any subjects of 
relevance to the implementation of the priorities or the management of his/her services. He/she is 
accountable to the Member of the Commission and the College for proper implementation. 

The Member of the Commission sees to it that contacts are maintained with the staff of the services 
under his/her authority and organises at least one annual meeting with them.

  
1 This designation also covers the offices of the Commission.
2 This designation also covers the directors of the offices of the Commission.
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1.3. Cooperation between cabinet and services

In addition to the direct relationship between a Member of the Commission and the Director-General 
concerned, there is daily cooperation between the cabinet and the services. They work together in a 
spirit of loyalty and mutual assistance, in keeping with their respective powers. 

As a matter of principle, the cabinet is represented by the Head of Cabinet or the Deputy Head of 
Cabinet, and the Commission services are represented by the Director-General, a member of the 
hierarchy or his/her assistant. The assistant to the Director-General acts on behalf of the Director-
General as the main interface between the cabinet and the Commission services. The cabinet and the 
Commission services establish by common accord (in the attached document) their respective points 
of contact and describe how any specific existing or new coordination or liaison structures function. 

1.4. Responsibilities of cabinets

A cabinet is at the direct service of the corresponding Member of the Commission and works in the 
general interest of the institution. It plays an essential role in the proper functioning of the collegiate 
system. The cabinet is actively involved in preparing the meetings of the College, at which it expresses 
the points of view of the Member of the Commission on the various points on which decisions are to 
be taken.

As regards sound cooperation between cabinets and services, it is important to stress that: 

§ the cabinet draws as much as necessary on the assistance of the services under the authority of 
the Member of the Commission; 

§ the cabinet informs the Commission services of the College's work, especially when it has a 
direct impact on their activities, and of the decisions taken by the Member of the Commission; 

§ the cabinet represents the Member of the Commission to the outside world, in line with his/her 
instructions, with the exception of the Member's formal institutional responsibilities. 
Questions of a technical nature relating to the portfolio are passed on to the services. 
Whenever the Member of the Commission is unable to attend an event which is one of the 
tasks of his/her service and he/she cannot be represented by a Member of his/her cabinet, 
he/she asks the Director-General or another senior Member of the service to represent him/her;

§ the cabinet does not involve itself in the direct management of the services, which is the 
exclusive responsibility of the Director-General. 

Where appropriate, the Member of the Commission or his/her cabinet may ask the Secretariat-General 
(SG), the Legal Service (SJ) or the Spokesman's Service (SPP) to attend strategy or information 
meetings, especially when they consider topics relating to major and/or general policy, legal or 
communication issues.

1.5. Responsibilities of services

The services of the Commission work under the responsibility of the College, and are placed by the 
President under the authority of the Member of the Commission in charge of the portfolio concerned. 
The services are responsible for implementing the President's policy guidelines and the priorities 
decided by the College and developed by the Member of the Commission and – to this end – are 
actively involved in drawing up the institution's policies and initiatives. The services have a 
responsibility to work together in good faith and are coordinated by the Secretariat-General on behalf 
of the President. To this end, the services apply the guidelines and instructions issued by the President, 
via his/her cabinet or the Secretariat-General. 

In this context, it is important to emphasize that: 
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§ the Director-General is fully responsible for the management of the services under his/her 
authority, and for the effective implementation of the guidelines and decisions adopted by the 
Member of the Commission. He/she is accountable to the Member of the Commission and the 
College for his/her management; 

§ the services keep the cabinet regularly informed of progress in the files and activities of its 
services; 

§ the services also inform the Member of the Commission of relevant documents, especially key 
reports drawn up by the various monitoring authorities (see point 5.2); 

§ in principle, the positions of the services are passed on to the cabinet by the Director-General 
or his/her representative indicated in the annex. The services inform their cabinet of any direct 
contact with other cabinets.

1.6. Exchanges of information/communication

There must be a continuous, transparent and smooth exchange of information between the Member of 
the Commission and the services, on the basis of the following principles: 

§ exchanges and meetings on policy priorities, their implementation and the methods of 
cooperation between the cabinet and the services are regularly organised between the Member 
of the Commission and the Director-General. Good coordination between cabinets and 
services is ensured by a weekly strategy meeting between the Head of Cabinet and the 
Director-General and/or their representatives indicated in the annex;

§ in principle, instructions from the cabinet to the services are sent directly by the Head of 
Cabinet or his/her deputy to the Director-General and his/her assistant. Instructions or 
positions sent by members of the cabinet must be sent on behalf of the Member of the 
Commission. If, in exceptional cases, the cabinet has to communicate directly with the 
services, it informs the Director-General thereof via his/her assistant; 

§ where a cabinet sends a service requests for which it does not have the authority, they must be 
sent through the responsible cabinet, which informs the assistant of the Director-General of 
the service concerned;

§ in principle, the positions of the services are sent to the cabinet by the Director-General, or by 
a representative of the hierarchy or his/her assistant. Services ensure that any position sent to 
the cabinet reflects the position of the Director-General or the service. Any information 
notified to the cabinet by the services is deemed to have been provided to the Member of the 
Commission. In order to simplify matters and to give people more responsibility, routine 
replies on a known and established position of the service may be provided directly by a head 
of unit or a director to the Member of the cabinet responsible for the file, with a copy being 
sent to the Director-General's assistant for information purposes; 

§ replies that require the adoption of a new position or a change in position, and replies on 
sensitive topics, are sent by the Director-General to the Member of the Commission or, where 
appropriate, to his/her Head of Cabinet. 

§ cabinets and services give priority to electronic communication tools for sending documents 
and messages. They may use written instructions, where appropriate, depending on the nature 
of the information. 

The specific principles governing cooperation agreed by common accord between the services and the 
cabinets are to be set out in the document attached to this document.
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2. FORMULATION OF POLICY

2.1. Strategic planning cycle

Cabinets and services are jointly involved in drafting policy guidelines by advising the Member of the 
Commission and providing him/her with any necessary relevant information. The services are 
responsible for implementing the priorities adopted.

The Director-General organises and coordinates the work of the services concerning the priorities set 
by the Member of the Commission. He/she must obtain the prior agreement of the Member of the 
Commission before launching any new initiative, except those relating to routine management.

Strategy meetings between the Director-General and the Member of the Commission on the 
coordination of action with a view to implementing the policy priorities established by the College 
must be held at regular intervals, at least once per month3.

2.2. Coordination and interservice consultations (CIS)

Implementation of the President's policy guidelines and the College's priorities implies close 
cooperation between the cabinet and the services with the same portfolio. It also requires a high degree 
of coordination with the other cabinets and services in order to ensure that the Commission functions 
on a collegiate basis and that its proposals are of high quality. In this area, cabinets and lead services 
respectively are responsible for informing the other cabinets and services concerned at their level in 
order to ensure that major initiatives are prepared as far upstream as possible. The Secretariat-General 
ensures that this principle is properly applied, under the authority of the President, and – if necessary –
carries out this coordination work directly. 

In accordance with the rules in force on interservice consultations, it should be remembered that: 

§ the cabinet is consulted before the launch of any interservice consultation that concerns its 
portfolio and involves a new policy initiative or a politically sensitive policy initiative. 
Services inform the cabinet of the interservice consultations that come under routine 
management (especially those of a financial nature) of the portfolio of the Member of the 
Commission. The attached document must set out the practical arrangements for consultation;

§ in addition, the services inform the cabinet of the particularly important interservice 
consultations launched at the initiative of other services. Where the services issue a negative 
opinion, they send the cabinet a copy of the reply with a view to future discussion in the 
College; 

§ in any event, the cabinet informs the services of the major changes introduced during 
discussion between cabinets or in the College.

3. RELATIONS WITH THE OTHER INSTITUTIONS

In order to ensure that the Commission's positions are consistent vis-à-vis the other institutions, the 
cabinets of the President and of the Member of the Commission responsible for interinstitutional 
relations, the Secretariat-General and all the cabinets and services duly exchange information 
regarding meetings and other forms of contact with the various institutions. The Interinstitutional 
Relations Group (IRG) and the Interinstitutional Relations Pre-Group (IRPG) provide coordination on 
behalf of the President and the College.

The Secretariat-General acts as an interface between the Commission and the other European Union 
institutions, the Member States' parliaments and non-governmental bodies and organisations4. The SG 

  
3 Meetings need not be held as frequently as this by certain services, especially the offices. 
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is responsible for the smooth coordination of the Commission's activity and positions vis-à-vis the 
other institutions. 

In this connection: 

§ Cabinets and the various services must exchange information concerning any formal or 
informal contact which they have with the other institutions and which has an impact on their 
own activities or on joint activities. The services must alert the cabinets to important points of 
view expressed by MEPs on matters relating to their portfolio, in particular sensitive oral or 
written questions. 

§ Cabinets and services must liaise in preparation for IRG meetings in order to ensure that the 
positions expressed within a given portfolio are consistent. The services must inform the 
cabinets of the outcome of IRPG meetings. 

§ Correspondence sent by a Member of the Commission to the other institutions (or to their 
representatives) must be drafted the services, and the IRG and the Secretariat-General must be 
notified thereof. 

§ The services must also provide representation at the appropriate level (in principle, a service's 
senior management) in meetings with the other institutions (in particular the European 
Parliament, the Council and the Committees), without prejudice to the specific role played by 
the Secretariat-General on behalf of the President and the Vice-President responsible for 
interinstitutional relations. 

§ The services must prepare answers to MEPs' oral and written questions, draw the cabinets' 
attention to questions on sensitive topics and prepare background documents for the EP's part-
sessions and meetings of the Council. 

§ The services must prepare the Commission's position on European Parliament amendments or 
in advance of meetings of the conciliation committees under the standard legislative 
procedure, and also Commission communications concerning the Council's common positions 
(legislative procedures). 

§ Whilst Commission proposals or other initiatives are being negotiated, cabinets must be 
systematically informed by the services regarding the course of the discussions within the
European Parliament's committees and Council working parties, and regarding the work of
COREPER. Any change in position by comparison with the established remit must be 
discussed with the cabinet and drawn to the IRGs attention.

4. SPEECHES, BRIEFINGS AND CORRESPONDENCE

4.1. Speeches and briefings

A cabinet may ask the services to provide briefings and speeches for a Member of the Commission or 
his/her representative. High-quality documents delivered on time will ensure that the Member of the 
Commission is supported effectively by his/her cabinet and services as he/she carries out his/her 
duties. 

The cabinet's responsibilities 

    
4 However, the Legal Service is responsible for relations with the European Court of Justice, whilst DG 

BUDG coordinates relations with the European Parliament's Committee on Budgets and Committee on 
Budgetary Control and relations with the Court of Auditors, with particular regard to the annual 
declaration of assurance. 
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The cabinet asks the service to ensure that contributions for the briefings and speeches to be prepared 
for the Member of the Commission or his/her representative are made available within a reasonable 
deadline (if possible, at least 10 working days before the event). A briefing request includes the 
essential information needed to ensure that the services properly understand the content and the salient 
points of the meeting, in particular any previous positions adopted by the Member of the Commission 
on the subject in question. It is sent to the Director-General via his/her assistant. Any specific 
arrangements are to be detailed in an annex.

Where possible, a member of the services will be asked to attend the meeting or the event. The cabinet 
gives the service feedback concerning the quality and the usefulness of the briefings provided (level of
detail, length, etc.) and provides a report on the event. The member of the cabinet responsible forwards 
the final version of the briefing or speech to the Member of the Commission (with a copy to the 
service) and to the spokesman.

Where the Member of the Commission or his/her representative goes away on mission, the briefing or 
a file containing the schedule and the main messages must be shared in advance with the Commission 
representation in the Member State or the EU delegation.  
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The service's responsibilities

The briefing/speech is produced by the services within the specified deadline, in accordance with the 
good practices and the examples given on the Commission's Intranet site for the President's briefings5. 
The draft briefing/speech is forwarded electronically to the member of the cabinet responsible. The 
rules governing prior approval within the service are to be laid down in an annex. 

The services forward requests for speeches/briefings issued by other Members of the Commission and 
received directly by the cabinet. The draft prepared by the service is sent to the Head of Cabinet, who 
forwards it to the requesting cabinet6.

Specific working arrangements may be devised in the case of cross-sector portfolios requiring the 
involvement of several services.

4.2. Dealing with correspondence

Pursuant to the Code of Good Administrative Practice, any correspondence received by a cabinet must 
be answered at an appropriate level within 15 working days. The deadline set for the draft reply to be 
prepared by the service and forwarded to the Member of the Commission takes this requirement into 
account.

The relevant cabinet is responsible for correspondence addressed to a Member of the Commission. 
Where the service's expertise is required for the draft reply, the cabinet sends the correspondence to 
the Director-General's assistant. 

If the correspondence is written in a language other than French, English or German and requires an 
urgent reply, the cabinet has it translated into one of those languages before it is sent to the service for 
a reply to be drafted, and also has the draft reply translated.

Correspondence addressed to the Commission President is covered by a special procedure under the 
responsibility of the Secretariat-General. Draft replies prepared by the services are validated by the 
Director-General and the corresponding cabinet must be notified of the fact. 

The specific arrangements are to be detailed in an annex.

Multi-Commissioner correspondence

Correspondence addressed to more than one cabinet is covered by a special procedure administered by 
the Secretariat-General and intended to ensure that correspondents receive a single, internally 
consistent reply from the Commission. The Secretariat-General consults the cabinets in order to find 
out which of them have been contacted. It registers the correspondence and allocates it to the 
service(s) concerned, so that a reply on behalf of the relevant Members of the Commission can be 
prepared. Any associated services are consulted regarding the draft reply. The letter is signed and sent 
by the Director-General/the head of service or a member of the appropriate service. It explicitly states 
that the reply has been drawn up on behalf of all those to whom the correspondence is addressed. A 
copy of the reply is forwarded to the cabinets concerned by the Secretariat-General.

  
5 Currently: http://www.cc.cec/home/dgserv/sg/i/briefing/index_en.htm
6 Currently Unit SG.01 (Briefings and information)
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5. RESOURCE MANAGEMENT AND THE HANDLING OF SENSITIVE INFORMATION

The Commission has introduced various mechanisms7 for planning its work, for optimum management 
of its resources and for ensuring that the relevant information reaches the people responsible in good 
time. Those mechanisms are operated by the service under the supervision of the appropriate general 
departments8.  Both the services and the cabinets must be familiar with those mechanisms and comply 
with the rules relating to them. 

5.1. Human-resource management

Staff are recruited in accordance with the Staff Regulations applicable to officials and other servants of 
the European Communities and the specific procedures adopted by the Commission, in particular the 
Decision on the exercise of the powers conferred on the Appointing Authority (AA)9 and – for the 
cabinets in particular – the Communication concerning the composition of the cabinets of Members of 
the Commission10 and of spokesmen. 

The Appointing Authority for middle managers within the services is the Director-General/head of 
service. In the case of grades AD13 and AD14, the procedure calls for the prior agreement of the 
Commission President, of the Member of the Commission concerned and of the Member of the 
Commission responsible for personnel11. In the case of grades AD9 to AD12, the Member of the 
Commission must be consulted. 

5.2. Management of financial resources 

It may be recalled that a Director-General is responsible for the smooth running of his/her service in 
accordance with the rules and standards laid down by the College. He/she accounts for his/her 
responsibility by means of his/her annual report to the Member of the Commission and to the College. 
Detailed information is called for in order to enable (in particular) the Member of the Commission to 
exercise his political authority over the service concerned and, where appropriate, to carry out 
monitoring as part of the budgetary-discharge procedure. 

Accordingly:

§ The Director-General and his/her services endeavour to identify and reduce management-
related risks.

§ Once the Member of the Commission has taken up office, the services provide him/her 
regularly with appropriate information concerning budgetary and financial matters. They draw 
his/her attention to any major problem in this area, relating to a previous, current or 
foreseeable state of affairs. 

§ In this connection and on the basis of the principle of sound cooperation, the services supply 
the Member of the Commission with the relevant documents which will enable him/her to 
assess the service's financial situation12. The Member of the Commission is also informed of 

  
7 The decision-making procedures, the Planning and Strategic Programming Cycle, the principles of 

activity-based management, Audit Progress Committee, etc.
8 In particular SG, SJ, HR, BUDG, IAS, OLAF, COMM, DIGIT, SCIC, DGT, OP, PMO, OIB, OIL, 

EPSO and ESTAT.
9 Currently: Commission Decision C(2007) 5730 of 30 November 2007, as amended by Commission 

Decision C(2009) 3074 of 29 April 2009.
10 Currently Memorandum to the Commission SEC(2009)1494/2.
11 Currently Commission Decision C(2008) 5028 of 9 June 2008.
12 Examples of documents which may be forwarded: information relating to the financial management of 

the DG/service (problems, description of financial systems, internal-control mechanisms), Court of 
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any substantial change concerning the Directorate-General's financial systems and the 
checking procedures. 

§ Prior to finalisation of the annual activity report, the Director-General notifies the Member of 
the Commission concerning the caveats which could be added to the declaration of assurance. 
The action plan proposed by the Director-General for the purpose of remedying the 
weaknesses identified by means of the caveats is set out in a written document and is covered 
by a specific follow-up procedure. The Member of the Commission and the Director-General 
meet at least twice a year in order to discuss the internal-control weaknesses highlighted or the 
caveats expressed in the services' annual activity report and the action plans devised in order 
to remedy them. 

§ With regard to the management of the administrative appropriations for which the cabinets 
have a specific budget, the Directorate-General and the cabinet are kept entirely separate, 
particularly where mission and entertainment expenses are concerned.

5.3. The handling of sensitive information

If the cabinets and the services communicate to the outside world any information of an internal, 
confidential or classified nature, they will be liable to the disciplinary measures laid down in the Code 
of Good Administrative Practice and the legal provisions in force.

The Director-General immediately forwards to the Member of the Commission any sensitive 
information which may engage his/her responsibility and/or that of the College. Such notification is 
carried out by means of the following formal referral procedure:

§ Written notification giving rise to a swift formal response on the part of the Member of the 
Commission in whatever form he/she judges most appropriate (personal interview, request for 
additional information, etc.).

§ Drawing up of a documented action plan, the implementation of which is covered by specific 
monitoring arrangements agreed between the services and the Member of the Commission.

The Member of the Commission is also informed – as soon as he/she takes office – of serious 
situations which have come to light in the past and which have not been fully remedied, and also of 
any fraud or irregularity brought to the attention of the Director-General and likely to have a 
significant impact on the European Union's reputation and/or budget. The services convey to the 
Member of the Commission the reports or documents relating to the investigations carried out by 
OLAF which require special follow-up.

Annex Form detailing the working arrangement agreed by the Members of the Commission, 
the cabinets and the services.

    
Auditors reports, records of parliamentary debates relating to the discharge, annual activity reports, 
reports/recommendations issued by the Internal Audit Service, DGs'/services' Internal Audit Capacities 
and related action plans, reports on the results of ex-post checks.
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PRACTICAL ARRANGEMENTS GOVERNING WORKING RELATIONS BETWEEN 
MEMBERS OF THE COMMISSION, CABINETS AND SERVICES

Member of the Commission:
………………………………………………………………………………………………..…

DG/service: ………………………………………………………………………….………...

Specific working arrangements have to be laid down by the cabinets and services in this document. 
The aim of this Annex is to define in more detail the implementation of the principles laid down by the 
President of the Commission on the working relations between Members of the Commission. In any 
event, it cannot derogate from these principles.

1. Principles of co-operation and respective roles

Compulsory:

Points of contact for relations between the Cabinet and the services of the DG (name, hierarchical 
position and function)

…………………………………………………………………………………………………...

Persons authorised to represent the Member of the Commission (name, grade, area (if the 
representation is limited)):

……………………………………………………………………………...…………………....

Optional:

Specific coordination or liaison structures between the Cabinets and services: 

………………………………………………………………………………………….……..…

Compulsory:

Strategy meetings on policy priorities (Member of the Commission/Director-General): 

Planned frequency (at least 1 per month except for the offices):
………………………………………………………………..…….……

Planned day and time: ……………………………………………………………………………
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Optional:

Agenda and minutes: ……………………………………………………..……………..…….

Other participants: ……………………………………………………………..……..………..

Miscellaneous: 
………………………………………………………………………..…………….…………..



EN 25 EN

Meetings between Head of Cabinet and Director-General

Participants (name, hierarchical level and function):……………………………………………………

…………………………………………………………………………………………….….................

Optional:

Drafting and dissemination of the agenda and documents for the meeting (persons responsible, 
deadlines) 
………………............................................................................................................................................

Drafting and dissemination of minutes (persons responsible, deadlines) :
…………………………………..

Miscellaneous: 
…………………………………………………………..……………………………………………….

2. Formulation of policy

Compulsory:

Specific arrangements for consultation of Cabinet by the services before the launch of an inter-
service consultation in the portfolio relating to a new policy initiative or a politically sensitive 
initiative:

…………………………………………………………………………………………….……………...

3. Relations with the other institutions

Optional:

Specific arrangements for management of relations with the other institutions: ………….….................

…………………………………………………………………………………………...……………….

4. SPEECHES, BRIEFINGS AND CORRESPONDENCE

Compulsory:

Arrangements for briefing requests from Cabinets: ………………..........................................................

…………………………………………………………………………………………………................

Arrangements for the drafting and transmission of briefings by services (contact persons, approval, 
etc.): ……………………………………………………………..............................................................

………………………………………………………………………………………….………………..
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Optional:

Specific arrangements for briefings requiring the involvement of several services (horizontal 
portfolios)……………………………………………………………………………………………….

…………………………………………………………………………………….….………………….

Compulsory:

Specific arrangements for dealing with mail: …………………………………........................................

5. MANAGEMENT OF RESOURCES AND PROCESSING OF SENSITIVE INFORMATION

Optional:

Specific arrangements laid down by the services and Cabinets by mutual agreement: 
………………………………………………………………………………………………….….……

6. OTHER WORKING ARRANGEMENTS LAID DOWN BY MUTUAL AGREEMENT BETWEEN THE CABINETS 
AND SERVICES (OPTIONAL)

Additional arrangements may be agreed. They must abide by the principles set out in the main 
document and the rules laid down in the area concerned.

……………………………………………………………………………………………………………

Date:

Approved by:

Member of the Commission Director-General
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ANNEX 3 EXTERNAL COMMUNICATION

Introduction 

The external communication of the Commission is dependent on the political impetus of the College 
of commissioners and its success is firmly anchored in the principle of collegiality. The guidelines 
below relate to the interaction between the following factors:

- the political level (the President, the commissioners and their cabinets)

- the work of the Spokespersons' Service 

- the activities of DG COMM (including the representations in the Member States) 

- the communication activities of the Directorates-General (DGs)

The implementation of these guidelines aims to improve the quality and coherence of the 
Commission's communication. The Commission will also aim to strengthen its strategic 
communication through enhanced planning and coordination.

1. Relations between cabinets and the Spokespersons' Service (SPP)

The Spokespersons' service is placed under the authority of the President and is administratively 
linked to DG Communication. The SPP is the official voice of the Commission vis-à-vis the written, 
audiovisual and internet press. It provides information about the policies and decisions of the 
Commission to the media. It ensures media coverage of the Commission through a pro-active strategy. 
The spokespersons serve the common interest of the Commission. In this collegiate context, each 
spokesperson is in charge of media communication for the member of the Commission whose 
portfolio he/she represents.

The SPP is in charge of organising press conferences, technical briefings and VIP corners in Brussels 
as well as, in cooperation with the representations of the Commission, in the countries visited by 
Members of the Commission. It deals with political issues in the press and organises daily midday 
briefings for the accredited press. It prepares and issues all press releases and press memos as well as 
the speeches of the commissioners. It provides internal and external strategic press planning tools 
(News Ahead and Top News respectively), as well as a weekly calendar of visits and meetings by the 
Members of the Commission. 

In order to allow the Spokespersons' Service and the relevant spokesperson to manage their relations 
with the media in an efficient and pro-active manner, the spokesperson should be involved closely in 
the work of the cabinet:

(i) The spokesperson must have access to information in order to communicate effectively. Planning and 
managing the media impact of dossiers is an integral part of the political decision-making process. 
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(ii) The spokesperson should take part in the daily work of the cabinet and participate in all relevant 
meetings. 

(iii) He/she must work in close cooperation with the member of cabinet in charge of communication as 
well as with the members in charge of files with a media interest.

(iv) Lines to Take should be submitted to the approval of the cabinet who will deal with them swiftly 
before they are communicated to the press. Lines to Take for the daily midday press briefing must be 
cleared by 11:30 am at the latest.

(v) Cabinet clearance may also be required for requests for interviews, draft replies to interviews and draft 
articles prepared by the SPP.

(vi) Regular meetings should be organised by the cabinet, the SPP and the information and communication 
unit of the DG in order for communication instruments to be used in a coherent fashion.

(vii) The spokesperson should share 'lessons learnt' from media events with the cabinet in order to improve 
the planning, coordination and coherence of political communication.

2. Communication and the Directorates-General

As a general rule, the SPP and the Representations of the Commission in the Member States are 
responsible for contacts with the media.

The information & communication unit of the DG is the key partner of the SPP. In order to allow it to 
fulfil this central role: 

(i) the spokesperson, the cabinet and the information & communication unit must be in regular 
contact through media planning meetings;

(ii) the unit must be included in the management meetings of the DG; 

(iii) the unit should appoint a contact person in charge of relations with the SPP in order to ensure 
the quality and swift delivery of press material. This member of the unit must have the skills 
required to draft, or coordinate the drafting, of lines to take and other quality press materials 
at short deadlines;

(iv) he/she should keep the spokesperson informed about any forthcoming announcement or 
event that will need proactive communication with the media or which may raise questions 
from journalists. The spokesperson will equally inform the DG in good time of his/her needs 
as regards the preparation of press material and provide political guidance for this material. 
In most cases, the best way to ensure the success of this joint planning process will be the 
preparation and regular updating of a written joint media plan;

(v) he/she will deal with requests from the SPP addressed to the DGs, including requests for 
Lines to Take for use in the press room. This procedure should be swift and documented in 
writing. It should guarantee that a quick and precise reply can be provided to questions from 
journalists and the public;

(vi) he/she will prepare draft press releases, draft interview replies and articles, press packs, 
technical briefing notes and replies to the technical questions from the press for the SPP. 
Following the agreed procedure, DGs will send their draft by e-mail to the spokesperson, 
with a copy to the Head of cabinet or the member of cabinet in charge of the file. The 
portfolio spokesperson will clear the press releases and ensure that they are issued through 
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the RAPID database and transmitted to all the Representations of the Commission in the 
Member States;

(vii) under the responsibility of the spokesperson and the cabinet, he/she will take care of the 
administration and updating of the Commissioner's website.

DGs will communicate with interested parties and the general public in coordination with the SPP and 
DG COMM, on the basis of the communication priorities established by the Commission and always 
in accordance with the Lines to Take established by the SPP. Communication activities should be part 
of the communication plan of the DG developed in consultation with the cabinet and the spokesperson. 
DGs should provide the material for their external communication activities and keep, if the need 
arises, a team of personal ambassadors. 

In terms of the media, as long as the request for information concerns a technical matter under the 
responsibility of the DG, the DG can reply to the request taking care to inform the aforementioned 
Communication and Information Unit and/or the person in charge of public relations in the DG as well 
as the portfolio spokesperson. The services must be particularly careful with any subject on which the 
Commission hasn't adopted an official position13.

3. Relations between the cabinets and DG Communication (DG COMM)

DG COMM provides a number of services to members of the Commission and cabinets in order to 
strengthen the Commission's communication activities. It also provides daily press reviews from the 
most important news outlets in each member state, a political information service and an alert service 
highlighting the most important/urgent information from press agencies.

To direct the work of DG COMM the cabinets should:

(i) provide the political direction for the content of external communication activities

(ii) plan the activities of their Commissioner in the Member States, especially the 
Commissioner's visits. The Cabinet should involve the representations the Member States 
and DG COMM well in advance and use the check list prepared for this purpose (below) so 
that the latter can help in the preparation of the visit; 

(iii) respond to the information provided by DG COMM or the representations and ensure that it 
is followed up on;

(iv) inform DG COMM and the representation concerned about any initiative that could have 
media or political repercussions, particularly letters and declarations. Instructions should be 
given to DGs under the responsibility of the cabinet to do the same for initiatives taken at the 
level of the DG.

The Representations of the Commission in the Member States should: 

(i) consult cabinets about sensitive political issues as well as, at the same time, inform the SPP 
and, where necessary, the DG concerned;

  
13 An internal communication and staff engagement strategy for the European Commission 

(SEC(2007)912).
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(ii) following the request of the SPP, contribute to briefing packs for members of the 
Commission for their use when speaking to regional and national media during their visit to 
the Member State;

(iii) in agreement with the SPP, adapt Lines to Take to the political and media situation in the 
Member States and, where necessary, propose Lines to Take to the SPP on important 
national issues which might have consequences for European politics

The principles described below are based on the Commission guidelines on external communication of 
March 200914.

  
14 Screening on the external communication activities SEC(2009) 313/2 – Annex 2.
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How to plan Commissioners' missions to Member States

Check-list

The purpose of this document is to give Cabinet members a clearer understanding of how the 
Commission Representations can assist them before and during working visits of Commissioner to the 
Member States. 

Our Representations are our voice, ears and eyes in the Member States. We have one office in each 
capital city and eight regional offices15 in which over 500 staff work. Representations are the ideal 
partner for preparing your Commissioner's missions. Whether your need to set up meetings with 
political leaders, interviews with key national media, working visits to projects or specific briefings, 
the Representations are there to help you. 

The most important and first step is to contact the Head of Representation or his/her staff well in 
advance (but the representations have experience of delivering at short notice as well):

– Six weeks' notice is ideal

– Relevant information to share and/or discuss includes the objective of the visit, who will 
be part of the delegation, requests for briefings, meetings and deadlines and requests for 
logistical assistance 

– You can find all the contact details and more here: 
http://www.cc.cec/dgintranet/comm/reps_corner/index_en.htm

  
15 The regional offices are located in Germany (Bonn, Munich), France (Marseille), Italy (Milan), Spain 

(Barcelona) and the United Kingdom (Cardiff, Belfast and Edinburgh)
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Catalogue of Representations' services

Catalogue of Representations' services Contact Deadline

1. Setting up meetings with:
• Government, Parliament, Political Parties
• Civil society, general public and/or other stakeholders

2. Increasing the visibility and media coverage of your visit:
• Interviews and press conferences
• Media monitoring of the visit
3. Providing relevant contributions to your mission file:
• Advice on formulating the mission's programme
• Background information on your Commissioner's interlocutors 

(relevant briefings)
4. Your logistical needs:
• Protocol:

− confirm arrangements for arrival / transit / departure
− confirm any fees which Commissioners and delegations will have 

to pay 
− inform relevant national authorities and EU agencies about the 

visit
• Security:

− check whether national authorities require/offer extra protection -  
guards, motorcades, etc

• Transport
− car for Commissioner:

• Missions with official agenda of travel submitted 
beforehand : Representation car & driver under 
special provisions16

• all other cases: car to be rented, with/without 
chauffeur. These costs will be charged to the 
Commissioner's mission allocation.

− Representation to assist at arrival/departure/transit at the 
airport/rail station

  
16 See point 3 in 'Rules governing the use of car fleets of Commission Representations and their offices in 

the European Union', note D 21326, date 15/12/2008:
http://www.cc.cec/dgintranet/comm/documents/back_office/infrastructure/d21326-car_fleet_rules.pdf


