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1 Introduction 

This document explains how to use the Internal Market Information system (IMI) to 
exchange information requests between two competent authorities. 

1.1 The IMI System 

The Internal Market Information (IMI) System is a secure, multilingual online information 
exchange tool. It was developed to facilitate the exchange of information between public 
administrations across the EEA and the European institutions and bodies involved in the 
practical implementation of EU law. 

For more information on terminology and use of the IMI System (login, search, translation 
and report generation features, support etc.), please refer to the IMI User Handbook 
available on the IMI website: http://ec.europa.eu/internal_market/imi-net/. 

1.2 Legal Background 

Article 3 (1) of the IMI Regulation 1024/2012 provides that IMI shall be used for 

exchanges of information, including of personal data, among the IMI actors and for the 

processing of that information for the purposes of either: 

(a) administrative cooperation required in accordance with the acts 

listed in the Annex; 

(b) administrative cooperation subject to a pilot project carried out in 

accordance with Article 4  

 

For this IMI provides:  

 standard sets of pre-translated questions & answers based on the concerned EU 

legislation. 

 possibility for users to attach documents and follow up pending information 

requests. 

  

http://ec.europa.eu/internal_market/imi-net/
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1.3 Workflow (key steps) 
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2 Creating and sending a request 

2.1 Preparing a draft request 

1. From the Menu section on the left hand side of the screen, click on REQUESTS 

(new)Create request.  

Several request forms may be listed depending on your access rights. Select the one 

relevant to the policy area concerned (e.g. Patient’s rights, Professional Qualifications 

etc.). 

2. You start the creation of the request in the Request summary tab. 

 

Like all IMI exchanges, requests are entered and displayed across a series of 

tabs or screens.  

All mandatory fields in the forms are marked by asterisks: 

 Fields marked with a red asterisks (*) must be provided before you can 

proceed to the next tab and eventually save your draft. 

 Some fields are marked with an orange asterisk (*). If you do not fill in 

these fields, you will still be able to save your draft and complete it later, 

but you will not be able to send it. 

In addition to the form-specific information, you will always have to provide the 

following data: 

 Select the Addressee of the request. Click on the 'search' function and enter 

search criteria: select the country to which the request should be sent and specify 

any other known criteria such as part of the name or the town. The system 

presents all the authorities matching the specified criteria that have access to the 

module related to the information request form at hand.  

o To view the details of a specific authority listed in the search results, 

double click on the relevant row and a new tab will open in IMI, showing 

the full details of the authority. You can then inspect the details to 

determine whether this authority appears to be the appropriate one to 

respond to your request. 

o To confirm the selection of the addressee, click on Select above the list. 

 Establish a due date for the request by entering the number of calendar days in 

which a reply is needed. Note that, when accepting the request, the responding 

authority will be able to enter the number of calendar days in which it expects to 

provide a reply. The number of days indicated by the responding authority 

determines the eventual due date for the request.  

3. The toolbar on the top right hand corner of the page will guide you through the 

creation of a request. Click Next to proceed to the next tab. 

4. Provide at least the mandatory information denoted with a red asterisk in the 

subsequent tabs. 
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The information required to complete the draft will vary according to the particular 

type of information request 

In general, you first need to provide details about the subject of the request, such as a 

professional, a service provider or other entity. Then you select questions in relation 

to the subject of the request.  

 

o Depending on the policy area you may need to select the type of request 

o Where a request type offers multiple questions, they will be listed in a 
grid/panel. If a very large choice of questions is available, they are 
grouped into categories and presented across a number of tabs.  

o For some questions you need to provide further details (e.g. a 
profession). After selecting a question from the list,  check the bottom 
part of the panel to see if additional details are to be provided for that 
question. 

o Each request/question tab allows you to provide attachments and 
additional information relating to the selected questions (i.e. 
concerning the content of the tab). 

 

If you try to advance to the next tab without providing mandatory data or if data fails 

validation checks, error messages are displayed in a panel in the top left of the 

screen and the fields with errors are highlighted in red. You can close the list of 

errors if it obscures your view of the screen and reopen it by hovering the mouse on 

the  alert sign. 

5. After providing all the mandatory information in all tabs, click on Create on the 

toolbar. Your request is now saved as a Draft. 

If you have not provided information for all the fields marked with an orange asterisk 

(*) and you try to save your “incomplete” draft (i.e. click on Create), you will receive  

a warning message. In the pop-up window click Yes to save the incomplete draft or 

No if you would like to complete some of the highlighted fields before saving.  

2.2 Finalising a draft request  

You can still edit all information saved in the draft request. The actions offered to you in 

this status include: 

 Delete draft, which will permanently remove your request from the IMI database; 

 Edit, which allows you to step through all of the tabs in the request and modify or 

add data. In requests offering lists of questions, it is possible to select additional 

questions and to remove previously selected ones.  

 Add further supporting documents to your request, and add a message to the 

responding authority on the Messages and Attachments tab.  

 

Once a request has been saved, a banner is displayed on the first tab 

presenting key information such as the number of the request, its status and 

the requesting and responding authorities. 
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Further information about the request is also available on the Management 

information tab, which appears only after the creation of the draft request. 

It includes the following information: 

o Entry number: a number to uniquely identify the request in the system 
(e.g. 63351) 

o Status: current status of the request (e.g. Draft) 
o History: list of the actions taken on the request and showing the user, 

time and date 
o Requesting and Responding Authority: details of the Authorities 

involved in the information exchange. 
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2.3 Sending the request 

When you have finalised your request, click Send on the toolbar. Click Yes to confirm that 

you wish to send it. 

Note that you will not be able to send your request if it is still incomplete. I.e. if not all 

fields marked with an orange asterisk are completed. If you are trying to send an 

incomplete request you will get an error message and the system will highlight the fields 

where information is missing. In which case you first need to Edit your request and 

provide the missing informaton. 

The status of the request is now Awaiting Acceptance. This means that it is up to the 

selected responding authority to take the next action: either forwarding the request to 

another relevant authority in the same Member State or accepting it and providing a reply. 

 If your authority is linked to more than one coordinator, you will be prompted to 

select the relevant coordinator from a list.  

 If your authority’s requests are subject to approval by a coordinator, the 

coordinator will be notified via email about the need to approve the request, 

before its  sent to the addressee. 

 If your authority’s requests are not subject to approval by a coordinator, an email 

will immediately be sent to the selected responding authority, informing it that 

there is a new incoming request. 

2.4 Modifying or withdrawing a request 

Once you have sent a request you will no longer be able to delete it. You can however 

provide additional information via the Messages and Attachments tab. If you have made 

fundamental mistakes in the request, or if you no longer need the requested information, 

you can withdraw the request by clicking Withdraw on the toolbar. When you withdraw 

a request, you will be asked to provide a justification. 
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3 Handling incoming requests 

3.1 Opening an incoming request 

There are 4 ways to open your incoming requests: 

 Click on the Dashboard, then on Requests to be accepted. Select an entry from the 

list of search results. 

 From the Menu section on the left hand side of the screen, click on REQUESTS 

(new) Search by form.  

Several request forms may be listed depending on your access rights. Select the one 

relevant to the policy area concerned (e.g. Patient’s rights, Professional Qualifications 

etc.). 

From here, you can refine the search criteria to include the requests with status 

Awaiting Acceptance which will be displayed after clicking Search in the toolbar on 

the right. 

 From the Menu section on the left hand side of the screen, click on REQUESTS 

(new) Search all forms.  

Use this option for simple searches only, e.g.  to search for a request based on  the IMI 

entry number or by the date sent. 

 Click on the link to the entry included in the notification email that you receive in your 

functional mailbox each time a request is sent to your authority. 

When opening the request, you will find yourself in the Request summary tab.  

It is not possible to see personal details or to open attachments prior to accepting a 

request. This helps to ensure that personal data is only shared on a need-to-know basis. 

3.2 Accepting a request 

If you are the Authority in charge of processing the request, click Accept in the toolbar. 

When you accept a request, you are asked to enter the number of calendar days in 

which you expect to reply to the request. When doing so, take into account the number 

of days in which the requesting authority has asked for a reply as well as the amount of 

time that has passed since the request was sent. The maximum number of days allowed 

varies, depending on the type of information request concerned. 

The number of calendar days in which you expect to reply will determine the due date of 

the request. 

Click again Accept on the toolbar to proceed. 

 

It is only after accepting a request that all personal data previously hidden by 

asterisks will be disclosed to you and that you will be able to download any 

attachments. (Without accepting a request you cannot download or open 

attachments.) 
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3.3 Forwarding a request 

If it is clear that a request does not fall within the competence of your authority, then you 

should 'Forward' it to the appropriate authority in your Member State without delay. If 

the relevant authority is not registered in IMI, then forward the request to a coordinator 

who should take care of contacting and registering the relevant authority.   

You can also forward a request after having accepted it. If you do so, any draft answers or 

comments that you have entered will be lost. 

When forwarding, you will be asked to provide a justification for doing so. Once you have 

forwarded a request, you will no longer have access to it. The requesting authority will be 

informed by email that a new responding authority is now expected to deal with the 

request.  

To do this: 

1. When viewing the request, click Forward on the toolbar 

2. The Request forwarding window will appear. Here, you need to search for the 

authority to which the request will be forwarded. Click on Search in the top right 

corner. 

3. In the Authority search panel, set any search criteria (if any) and click on Search. 

4. Select the authority and then click on Select above the list. 

5. Use the Justification box to explain briefly why you are forwarding the request. 

6. Click on Confirm in the bottom right corner. 

 

If you receive a request, you may want to check the documents attached to it 

before deciding whether the request should be forwarded or not. This means 

that you will have to accept the request before forwarding it. To do this: 

 Follow the steps listed in the "Accepting a request" chapter. 

 Download, open and evaluate the attached documents. If you decide to 

forward the request, follow steps 1-6 above. 

3.4 Splitting the request 

As a recipient, you can split requests, which include multiple questions displayed in the 

so-called question selection grids/tables. If you can only answer some questions in a 

request, you should either obtain the required information from the relevant authority in 

your Member State, or Split the request and send the relevant questions to another 

authority. 

The requesting authority will be informed by email that its request has been split and a 

new responding authority is now expected to deal with some of the questions. 

You might also consider splitting a request into questions you can answer quickly and 

questions that will take more time, selecting your own authority as the responding 

authority for these latter questions. This will allow you to reply promptly to some 

questions and take more time for those that require more effort. 
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 You can also forward or split requests after you have accepted them. It may 

happen that you will find that the request or part of it should be processed 

by another authority,  only after opening an attachment.  

 There is an obligation to provide the requested information: if you can only 

answer some questions in a request, you should obtain the required 

information from the relevant authorities in your Member State, or split 

the request and send the relevant questions to another authority or to a 

coordinator. 

3.5 Responding to a request 

Once you accept a request, you will be able to view all the details and any attached 

documents. Questions may be presented on more than one tab depending on the form at 

hand.  

When you are ready to respond to a request, click on Edit reply. 

1. Answer the questions. 

The questions to be answered will vary according to the particular type of request. 

You will have to provide an answer to all questions in the request.. For some request 

types, such as professional qualifications, questions may be presented on multiple 

tabs.  

To answer a question, click on the question, and a panel will be displayed below the 

question list. Here you will again see the text of the question along with the available 

answer fields. Depending on the question, you will be able to select from pre-defined 

answers or answer in free text. Some answers may generate further questions or 

answer fields. (E.g. if you indicat that information is not available, you will be asked 

to provide an explanation.) If your answer generates further questions, you must 

provide an answer to each of these questionsf.  You can also complement the answers 

with further details and attachments in the section below the questions and answers 

at the bottom of the tab. 

2. When done with the answers, click on Save on the toolbar.  

If you try to 'Save' the request without answering all questions, warning messages 

may be presented in a panel in the top left corner of the screen and the tabs and 

unanswered questions will be highlighted in orange. You can choose to ignore the 

warnings and by clicking Yes in the pop-up window, save the request having 

answered just some of the questions. Note that you will not be able to send it until all 

questions have been answered. 

3. Finally, click on Send reply.  

If you try to send the reply without answering all questions, error messages will be 

presented in a panel in the top left corner of the screen and the tabs and unanswered 

questions will be highlighted in red. You will not be able to send it until all questions 

have been answered. In this case, take note of the questions you have not answered, 

click Edit reply and  provide the missing answers. 

Once the reply has been sent, the requesting authority will be able to see your answers. 
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The status of the request is now Answered - Awaiting Closure. This means that it is up 

to the requesting authority to either accept the reply and close the request, or ask for 

clarifications. 
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4 Asking for and providing clarifications 

4.1 Asking for clarification about the reply 

If, after consulting the reply to a request, you need some clarifications relating to the 
answers received, you can send a request back to the responding authority to provide 
further information. To do this: 

1. When viewing the request, click on Ask for clarification on the toolbar. 

2. In the Justification field, request the clarification and indicate which question it 

relates to. Click Confirm. 

4.2 Responding to a request for clarification 

When receiving a request for clarification, the responding authority will be notified by 

email with a link to the entry. The request for clarification will also be displayed on the 

users' Dashboard under Requests to be answered. 

When opening the request as the responding authority, you need to consult the requested 

clarification under 'Last Actions taken' on the first tab of the request. Click on the row 

'Request Clarification' and the panel below will show the sender and the details of the 

requested clarification.  

You can provide the requested clarification by complementing your previous reply in two 

ways: 

 by clicking on Edit reply and update your previous answers, providing further 

details in the bottom section of the request/question tabs. 

 by adding a message or attachment to the request in the Messages and 

Attachments tab.  

Once you have provided the necessary clarifications click Send Reply on the toolbar. 
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5 Accepting the reply and closing the request 

As the sender of a request, you will be informed by email when a reply has been provided 

by the responding authority. A copy of this email will also be sent to the functional email 

address recorded for your authority for the module concerned.  

You should check the reply and read any free text comments and messages added by the 

responding authority. The reply may also contain new attachments.  

Once you have consulted the reply to your request and are happy with it, accept it without 

delay. 

To do this: 

1. Access the Requests to be closed from the dashboard. 

2. Select the entry you want to close from the list of search results. 

3. When viewing the request, click on Accept reply on the toolbar. 

The status of the request is now Closed. 
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6 Other general functions for requests 

6.1 Exchanging information on an open request: messages and 

attachments 

Information requests have a Messages and Attachments tab which allows both the 

requesting authority and the responding authority to add messages and supporting 

documents (attachments) to requests. Messages and documents can be added only when 

the request is open (i.e. at any time until the request is closed).  

Messages are a useful means of communication between the two authorities concerned. 

As soon as you add a message to a request, the user in the other authority is notified by 

email. For example, the sending authority might send a message enquiring about the 

progress of the request. When you add a message, you need to select the message type 

from a predefined list, and then provide your message in free text. 

Supporting documents may also be added at any moment and by either of the two 

authorities concerned: when adding a document, click on Upload file and, in the “Add 

attachment” panel: 

 provide a meaningful name indicating the content of the document. Use the 
language dropdown list to select the language in which you provided the name.  

 select the correct language for the document (file), namely the language used 
in the document. This may be different to the language in which you provided the 
name. 

 Documents may not exceed 20MB in size and some file types such as executable 
files cannot be uploaded. 

6.2 Using Machine translation for free text information 

Any information provided as free text is shown with speech bubbles to the right. This 
text can be automatically translated by a service connected to IMI (eTranslation). 

To translate specific free text fields, click on the speech bubbles beside the text and 
select the desired translation language. 

You can also translate all text in a request in one step by using the Translate all function 
on the toolbar, which will translate all free text to the language in which you are using IMI 
(i.e. the session language displayed in the top right hand corner of the screen).   

Translations are usually displayed within moments, but there can be a delay, depending 
on the length of the original text and on the number of fields for which translation is 
requested. 

6.3 Printing an Information exchange 

The full details of a request can be extracted in a PDF document, with or without a digital 
signature and in any of the 22 languages offered by IMI. If you do not have the right to 
view the personal details in a request, then the PDF will show asterisks in place of any 
personal data, in the same way as displayed on screen.   

The generated PDFs are stored under the menu option 'My reports' for 30 days. 
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6.4 Reusing data from a previously sent request 

The Reuse data function allows you to use the content of a pre-existing information 

request to create a new request for the same module or legal area. For some forms this 

function also allows you to reuse data in another legal area. E.g. from a Professional 

Qualifications request you can create a request in the area of Patients’ rights and vice 

versa. 

The common elements of the two forms are be copied to the new form and any copied 

data can be modified.  

To do this: 

1. Open the information request that you want to use as a basis for a new information 

request. 

2. Click on Reuse data in the toolbar. 

3. You can start the creation of this new request in the Request summary tab, with 

some fields already filled with the information from the original request. You can 

proceed by following the instructions in section 2.1, step 2. 
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7 Resources 

IMI WEBSITE: 

https://ec.europa.eu/internal_market/imi-net/   

NATIONAL IMI COORDINATORS AND NATIONAL HELPDESK SERVICES: 

https://ec.europa.eu/internal_market/imi-net/contact/index_en.htm 

 

http://ec.europa.eu/internal_market/imi-net/
https://ec.europa.eu/internal_market/imi-net/contact/index_en.htm

