
NOTE FOR THE STEERING GROUP OF CAFE

EXCHANGING INFORMATION IN CAFE

This note has been prepared by Matti Vainio of the CAFE Secretariat. This note will be
amended based on the discussion in the Steering Group on 12 December 2001.
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The purpose of this note is to clarify how information will be disseminated and exchanged
in the CAFE.  The elements in this note will be later included in the CAFE Information
Strategy, to be presented to the CAFE Steering Group in the first meeting of 2002.

1. DISSEMINATION OF INFORMATION FROM THE CAFE SECRETARIAT TO THE
STEERING GROUP

The CAFE Secretariat will disseminate all information relating the Steering Group
meetings by e-mail to the participants of the meeting. After each Steering Group meeting,
the agenda, the minutes, the background notes and the presentations will be posted to the
CAFE Steering Group web-site available at
http://europa.eu.int/comm/environment/air/cafe_steering_group.htm.

If the Steering Group Members wish to make available their presentations or background
notes, they should contact the CAFE Secretariat to arrange for this. In practice, please
send an e-mail to any of the staff of the CAFE Secretariat and attach the file that you wish
to be uploaded.

2. DISSEMINATION OF INFORMATION AMONG STEERING GROUP MEMBERS

In order to keep the flow of information manageable, unless otherwise agreed, the
Steering Group members should send the material that they wish to disseminate to other
Members first to the CAFE Secretariat. The main reason for this is to ensure that the most
up-to-date mailing list is always used. If the message is urgent, the CAFE Secretariat will
disseminate the information immediately.

In addition, the information can be placed on the web (in which case the CAFE Secretariat
would only notify the Steering Group members that the document is available at the
specific web-site).

3. DISSEMINATION OF INFORMATION IN WORKING GROUPS

Each Working Group will establish its own procedures to disseminate information. It is
expected that the chair of the working group would have a password-protected web-site
established so that the working group members can up- and download working
documents. Upon request, the CAFE Secretariat can set up such a web-page for the
working groups under the Commissions CIRCA –service. The running of this web-page
will be the responsibility of the (chair of) the working group.

In addition, each working group should make information available to the public. Such
information should initially include the terms of reference of the group and its
membership, and web-links to those sources or institutions that are of relevance to the
working group. Later the public position papers or working documents should be made
publicly available. It is recommended that each working group discusses and agrees in the
beginning of its work how information is disseminated. The CAFE Secretariat assists in
information dissemination within its own human resource capacities.
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4. DISSEMINATION OF AIR QUALITY INFORMATION IN MEMBER STATES AND
ORGANISATIONS PARTICIPATING IN THE STEERING GROUP

It is vital to ensure that the CAFE programme is well connected to air quality work both
in Member States and in the organisations that are members of the Steering Group.
Therefore, each Member State and stakeholder organisation being represented in the
CAFE Steering Group is requested to think about how it would disseminate air quality
related information, and specifically make links with the CAFE programme in the web-
sites of their organisation. The most elementary way to do so would be to create a link
from the air quality/environment web-page to one of the two following web-sites

Air Quality http://www.europa.eu.int/comm/environment/air/index.htm

The CAFE Programme http://europa.eu.int/comm/environment/air/cafe.htm

If there are specific documents that would need to be translated, please make a request of
this to the CAFE Secretariat, who will in turn request for the translation from the
Commission translation services. It should be noted that, due to a heavy work-load of the
translation services – it cannot be guaranteed that all requests will be met.


