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New Helpdesk from December 2005

o DG COMM
0 College of Europe (Bruges)

e Intranet content
e Services
o General support

0 Eurodynamics (Athens)
o Technical development of the Intranet
e Design and structure
o Passwords / logins
o Forms
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This presentation

1. College of Europe — Development Office
2. Services we provide to EUROPE DIRECT
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What is the College of Europe?

a A postgraduate education institution founded
iIn 1949, in Bruges.

a Leading centre of excellence for the study,
analysis and discussion of European affairs.

a A multicultural experience.
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Some history

a The world’s first higher education institution
training in European affairs

0 ldea by Salvador de Madariaga in The Hague
Congress (1948)

a First rector: Prof. Hendrik Brugmans
(European Movement)

0 1994: Natolin Campus
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Some facts

e 412 students in 2006/2007

e Two campuses: Bruges (Belgium) & Natolin
(Poland)

o All students are residential
e 7 residences throughout Bruges
e 4 administrative buildings throughout Bruges

e Alumni Association & European Fondation
“*Salvador de Madariaga” in Brussels

Training Sessions for the European Information Networks (Lisbon, March 2007) b= | §



No. of Students 1980 - 2007
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48 nationalities in 2006-2007 (Copernicus Promotion)




12 top countries 2006-2007 (Copernicus Promotion)

FRANCE 45

ITALIE45
BULGARIE 10
ESPAGNE 41
PAYS-BAS 10

= | roumaNED
E SUEDE 11
POL OGNE 39

PORTUGAL 14
ALLEMAGNE 35 ' BEL GIQUE 23

ROYAUME-UNI 20
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Study Programmes

Q Bruges:
e Economics
e International Relations and Diplomacy
e EU Law
e Politics and Administration
a Natolin:

o European Advanced Interdisciplinary Studies
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Development Office (1)

a Established in 1996

a Service contracts related to the academic
expertise of the College of Europe

a Partners:
e EU Institutions
e National administrations
e Private companies
e Professional associations
e Academic institutions
e NGOs, etc.
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Development Office (2)

a Around 70 staff members

a Around 40 professional training events a year in
Bruges, Brussels, or on location
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Development Office (and 3): Types of projects

0 Professional training courses
e Tailor-made
e Advanced Community Law Programme
e Intensive Seminar on the EU
e EU Policy Workshops, etc.

a Institutional and academic co-operation: curriculum
development in European Studies

0 Consulting and research
e Consolidation and codification of EC Law, etc.
0 Conferences and workshops
e Annual Colloquium on International Humanitarian Law, etc.
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Intensive seminar

Q 14 years

a A reference for professional education on EU
affairs

a Three versions: classic (3 weeks), advanced (2
weeks), and compact (1 week)

a This year: 2-20 July 2007

a Find out more on:
http://iIs2007.coleurop.be/seminars/
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OUR SERVICES TO EUROPE DIRECT




The ED Network

1669 members as of 6th March 2007

e 726 Team Europe speakers
e 569 Relays

o 374 European Documentation Centres
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Services provided by College of Europe — Development Office

o Information Services
e ED newsletter
e Specialised Information Dossiers
e Questions and Answers service
e Other information materials

a Trainings and meetings
e GTSandSTS
e Training materials
e Annual survey on training needs
e Annual General Meetings
e Coordination Meetings

0 General support to the ED Network and reporting on its activites
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TRAININGS AND MEETINGS

General Training Seminars (GTS)
Specific Training Seminars (STS)
Annual Survey of Training Needs

Annual General Meetings (AGM)

EUROPE DIRECT HELPDESK

INFO SERVICES

GENERAL SUPPORT AND
REPORTING

Newsletter
Information Dossier
Questions & Answers Service

General Information Materials

Exchange Programme
Reporting on ED Network
Monthly Activity Reports (Relays)

Intranet content coordination

ED Intranet

https://lednetwork.ec.europa.eu/europedirect




Information Services

a ED newsletter
a Specialised Information Dossiers
0 Questions and Answers service

a Other information materials
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EUROPE DIRECT Newsletter (1)
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EUROPE DIRECT Newsletter (2)

0 Monthly (except August)

0 3 versions: English, French, and German

0 Improved layout soon: March issue
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EUROPE DIRECT Newsletter (and 3)

0 Networking tool — publication about you

o Main contents:

Network activities and events: your own contributions

Interviews with network members
Practical information
Policy and institutional articles

Euroscope, etc.

a Published also at the public Europa website for
EUROPE DIRECT: http://ec.europa.eu/europedirect/
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Information Dossiers (1)

0 Twice a year on specific EU policies
0 40 pages
a 3 versions: English, French, and German

a Also available in Powerpoint presentations of
20 slides each, in 20 official languages
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Information Dossiers (and 2)

Themes so far:
e Health and Consumer Protection in the EU
e Area of Freedom, Security, and Justice
e |In preparation:
Education and Training (May 2007)
November 2007
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Questions and Answers service

a Online service

0 Available and searchable for all Network
members

a Files can be attached

a About:
e the EU and its policies
e the Intranet functioning

o Intranet forms (for example, Monthly Activity
Form)
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Other information materials - Library

Q your publications — Member Publications
Database

0 manuals, Network logos, guide to support
services

Q important EU documents
a Info sheets from different DGs

a calls for proposals and community
programmes

Q reports (e.g. EDCs 2005 evaluation report)
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Trainings and meetings

a GTS and STS
a Training materials

a Annual survey on
training needs

a Coordination meetings

a Annual General
Meetings
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Indicative calendar (until June 2007)

March 22-23 | Specific Training Seminar (max |Brussels
120 participants, 2 days)

May 23 Coordination meeting for EDCs |Brussels

May 24-25 | Specific Training Seminar for Brussels
EDCs (max 120 participants, 2
days)

June 28-29 | General Training Seminar (max |Brussels
/5 participants, 3 days)
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Indicative calendar (September - November 2007)

Il Annual General Meeting for
EUROPE DIRECT networks

September 20-21 | Specific Training Seminar Brussels
(max 120 participants, 2 days)

October 3-5 | Annual General Meeting for Barcelona
EUROPE DIRECT networks

October 17-19 Il Annual General Meeting for | Warsaw
EUROPE DIRECT networks

November Specific Training Seminar Brussels
(max 120 participants, 2 days)

November 7-9 Dublin
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Trainings 2007 — 4 Specific

a 4 Specific Training Seminars (STS)

e 3 for Relays and Team Europe, providing an update
on EU specific topics and skill-oriented. Adressed to
more experienced members

March STS: Future of Europe
September STS: Education and Training

November STS: Solidarity (regional and social policies)

e New: STS for EDCs only (May 2007)
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Trainings 2007 — 1 General

a 1 General Training Seminar (GTS) — June 2007

e Objective: covering all the different aspects of the
member’s work. Addressed to members with less
experience
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Survey on Training Needs

a Annual online survey
0 Open for 3 weeks
0 Launch of 2007 survey in October

a Your feedback does matter
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Network meetings

o National Network meetings - Representations

o Coordination meetings — DG COMM
o With Relays and Representations: January 2007
e With EDCs and Representations: 23 May 2007

o ODbjectives:

To discuss the coordination of network activities and
communication priorities

To prepare Annual General Meetings

o Annual General Meetings (AGMs) — DG COMM
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AGMs: 2006 (September — November)

0 Helsinki (Finland)
0 Bologna (Italy)

0 Dresden (Poland)

a Lille (France)
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AGMs: 2007

0 Barcelona (Spain): 3-5 October
0 Warsaw (Poland): 17-19 October

a Dublin (Ireland): 7-9 November
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AGMs 2007: Where we stand

a January Coordination Meeting: agreement on
a draft programme

0 Consultation of the networks in the 27 MS on
some Issues related to the programme:

e topics for policy sessions
o target audiences for workshops
o content for the EDCs sessions

a Incorporation of the feedback by the College
and DG COMM to finalise the programme
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AGMs 2007: The programme

Q Starting on Wednesday afternoon, ending on
Friday at noon

0 Some separate sessions for the EDCs

0 Three AGMs, three topics for the opening
policy discussion

0 Workshops and group work on aspects
related to the daily work of the network
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AGMs: Registration 2007

a Online registration system (April-June?)

0 Same registration deadline for all AGMs —
First come-first served

0 Pan-European meetings of up to 250
participants each

a Choose where you want to go...
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General support — Exchange Programme (1)

a Sharing experience and best practice through joint
projects

a Find your partner: Partnership Corner and
Announcements

o Main conditions:
o Permanent staff from EDCs and Relays

o Atleast

at least 3 individuals (one host, two visitors) from 3 different
Relays/EDCs

coming from at least 2 Member States
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General support — Exchange Programme (2)

o DG COMM may support travel and acommodation
costs for up to 7 persons per project

0 Maximum total per individual: € 750

0 Around 20 projects to be supported in 2007
(indicative)

a Deadline for applications: 2 April 2007
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General support — Exchange Programme (and 3)

a Calendar:
e Selection in May 2007

e Exchange projects implemented between June-
September 2007

e Final reports submitted by participants by 1 November
2007

O Go to the Intranet for

e Application forms and how to participate: Partnership
Corner section

e 2006 participants and their reports
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a0 Monthly Activity Reports: e
first one on the Intranet by
the end of March 2007 —

e more later

onthly Activity Re the EUROPE DIRECT Relays

0 Half-yearly reports

Q Yearly reports
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General support — Communications with the Network

1. Questions and Answers service
2. Mailbox for Intranet Access questions

3. Specific mailboxes for AGMs and Trainings

i
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COLLEGE OF EUROPE

Questions about support services and the Intranet QU ESTIONS AND

ANSWERS
Questions about EU in general SERVICE

Requests for access (logins/passwords)

NETWORK “Questions about access to the Intranet”
e . INTRANET
ACCESS
Requests for changes of Relay/EDC details MAILBOX

SPECIFIC AGM
AND TRAINING
MAILBOXES

Communication on specific events
(AGM, Trainings)




ED Intranet intro (1)

a A tool for Networking and joint projects
a A tool for Reporting
2 A tool for Promotion of your activities
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ED Intranet intro (2) — Usage statistics

Uzage summnary for eurodir,eurodyn,con

Wicits £ Sites

172726

— EERENE

Pasez /Files / Hits

EEEEE i

Apr May Jun Jul Aug Sep Oct Moy Dec Jan Feb Mar
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ED Intranet intro (3)

0 Developed by another contractor

0 College of Europe produces and manages
content

0 You also produce and publish your own
content: networks and meetings/events

e expiration date!
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ED Intranet intro (4) - Your details

0 Update your contact detalls! They are
available to the public in general, via the

“public website”:
http://ec.europa.eu/europedirect/index_en.htm
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http://ec.europa.eu/europedirect/index_en.htm

ED Intranet intro (and 5)

a Let’'s walk through 1it...
e what it does
e how you can use it

e ask guestions as we go... or later at the end
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Contents (1)

o Home

a Contacts
e Interactive map
e Directory

o Network Meetings

e Calendar/View Network
Meetings

o Training
e Calendar
e Training Seminars
e Other Training Material
e Survey on Training Needs

Q Library

Important EU
Documents

EUROPE DIRECT
Newsletters

Member Publications
Database

Upload Documents

Specialised Information
Dosslers

Manuals
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Contents (and 2)

0 Members' Meetings & O Questions & Answers
Events e Question Posting Form
o Calendar/View Members'
Meetings & Events N Search
o Add New QO Sitemap
« Notifications 0 Personal Information

0 Partnership Corner
e Announcement Board
Add Announcement
e Exchange Programme
Guidelines & Forms
List of Selected Projects
Final Reports
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ED Intranet
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Relays: reporting via the Intranet (1)

1. By uploading your information and using the
services in the Intranet — automatically

2. By filling in the Monthly Activity Form

o Dbefore the end of the following month: e.g. January
report should have been submitted by thee end of
February

e main data requested:

contacts with citizens (personal, phone calls, e-mails,
attendance to Relays events)

priority topics
summary of activities
staff numbers and names
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Relays: reporting via the Intranet (and 2)

0 A Monthly Activity Report (MAR) to be
published in the Intranet summarising the
Relays activities

0 Relays will be able to extract all the reported
materials to help with annual reporting

a Monthly Activity Forms:

e Editing Monthly Activity Forms is possible within the
calendar year

e 30 min... or press “submit”
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Legal notice | Questions about access to the Intranet

EUROPE DIRECT

Relay manager’s login

1 the Intranet | Tap ofthe page
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Q- © HNR®

EUROPE DIRECT > Home

o
= [

g = @

:f:_ /o=

o the Intranet

Home

Contacts

Metwork Meetings
Training

Library

Members' Meetings &
Events

Partnership Corner

Questions & Answers

Sitemap

EUROPE DIRECT on
EUROPA

Debate Europe

ToGEthe:

SINCE 1957

[ Monthiy Activity Forms

Welcome to the EUROPE IWRECT intranet, your forum for
networking, training and finding information, documents and
manuals.

& Edit Relay / EDC Information & Edit Personal Information
EUROPE IWRECT Hewsletters Luil list]
EURCPE AURECT hewsletter - Yolume 11
PDF: fr [2587 KB] de [2607 KB] en [2608 KB]
Specialised Information Dossiers [full list]

Specialized Information Dossier - WYolume 2

A0 Area of Justice, Freedom and Security for all Citizens of the Furopean
Union

FOF: en [348 KB] fr [367 KB] de [495 KB]

Slides: pt [1566 KB] nl [1444 KB] cs [1457 KB] fr [1574 KB] hu [2488
KE]
TEt [1447 KB da [1460 KB] it [1657 KB] =k [1459 KB] fi [1443 KB]

5= [1457 KB de [1445 KB] pl [1456 KB e [2300 KB] m (1457 KE]

1457 KB] K [1472 KB] en [1439 KB] =v [1443 KB] =l [14353 KB]

Members" Meetings & Events
e 140202007 - Europaisches Jahr der Chancengleichheit fir Alle - 3.

Cul list]

Sitzung
140252007 - Fare il Punto Europa ricordando Spinell

140252007 - Mapoli per Mapoltano

150202007 - A la découverte de I'UE

1522007 - EXHIBITION "BULGARIA and ROMAREA — REWS EL

COUNTRIES

Hetwork Meetings
150202007 - Coordination meeting of the EDC networks in Slovakia

[full list]

140032007 - Meeting with the PRENA (Public Relations Yerband

Avstria)
200032007 - Sth netional Europe Direct network meeting in Klagenfurt

200032007 - Meeting (1/2007) of the 'ARGE-Europainformation' in

Hlageniurt
& 250572007 - European Documentation Centre coordination meeting




Home

[Z] mMonthhy Activity Forms

Legal notice | @

& Edit Relay | EDC Information

3 - =
8 --

to the Intranet

¢ Edit Personal Information

Contacts Monthly Activity Forms

MNetwork Meetings
Add Hew Monthly Activity Form

Training
Library

Members' Meetings &
Events

Partnership Corner

Questions & Answers

Sitemap

EUROPE DIRECT on
EUROPA

Debate Europe

ToGEthe:

SINCE 1957

To start a new report

Legal notice | Questions about access to the Intranet | Top ofthe page
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Legal notice | Quest

EUROPE DIRECT > Monthhy Activity Forms = Add Hew

H S s
ok (=] Monthly Activity Forms ¥ Edit Relay / EDC Information & Edit Personal Information

Contacts

metwork Meetings il

Mote: The session will expire after 30 minutes of inactivity .

Training
5 Monthly Activity Forms
Library Add Mew Monthly Activity Form

mMembers' Meetings &
Events

Help / Contact / Tran=lation

Partnership Corner

Questions & Answers olrrhavio : | l The rel ay Inform atlon

Relay Email ° [ipe@biblictheekaimere il |

i Retay Responsible [0 = | Is taken automatically .
Skl te ety G g from the website.

EUROPE DIRECT on ; :
EURCQPA Time period of the year

Please choose the year and the month you are reporting for: Th e m 0 n t h I S by

Debate Europe

= 1. veor [2007 vewm]  default the previous
T GEﬁII ;- 2. Month ' |Januar3-' v| p
SINCE 1957 month

Contact with Citizens

Please indicate the approximate number of individual contacts:

30 minutes

3. Personal contacts ' | |

4. Phonecalls ' | |

5. Emails ' | |

Humber of persons
who attended

b events organised | |

by the relay : bt
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3. Personal contacts ' | 20

4. Phonecalls ' | 50

5. Emails ' | 75

Humber of persons
who attended

° evenis organised | 2l

by the relay ]

Topics which were most asked/discussed

Most common Subject '
topic |
. [ vouth = |
Second common Subject 1
. topic [Promotional material % :
Third common Subject !
i topic Consumers |

[ Avian influenca

Summary of

activities "? e journalisten vroegen ons over...
ENz.

De belangrike activitelt deze maand was...

Training Sessions for the European Information Networks (Lisbon, March 2007)

Choose subjects in
the drop-down
boxes and, if
needed, add some
topics in the text
boxes

When the report is
completed for the first
time the staff names
should be filled in. In
the following reports
this list will be shown
automatically




Legal notic

Home

Contacts

Metwork Meetings
Training

Library

Members” Meetings &
Events

Partnership Corner

Questions & Answers

Sitemap

EUROPE DIRECT on
EUROPA

Debhate Europe

SINCE 1957

ToGEhe

_I Monthhy Activity Forms '-.j_? Edit Relay / EDC Information _}’ Edit Personal Information

Info

Relay Monthly Activity Form is successfully created

Monthly Activity Forms
View Monthly Activity Form

Help ! Contact / Translation

This message
appears to show

Relay Hame | Europe Direct Almere

. that the report

Relay Email [ipe@pinlictheskaimere

| "has been

Relay Responsible [ Pally Rademaker

Time period of the year

completed

1. Year [ zo07

2. Month [ Jariary

Contact with Citizens

Please indicate the approximate number of individual contacts:

3. Personal contacts | 20

4. Phonecalls | =0

5. Emails | 75

Humber of persons

5. who attended | 200

events organised
by the relay

Topics which were most asked/discussed

Most common [ outh
T. topic ~
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Legal notic

OPE DIRECT > Monthly Activity Forms

Home ; - : :
=] Monthly Activity Forms _Tf Edit Relay / EDC Information '_-f Edit Personal Information

Monthly Activity Forms Open report in Excel

Add Hew Monthhy Activity Form

Contacts

Metwork Meetings

Training

Displaving results 1-1 of 1.

The completed report(s) are listed under J'“"’"“‘ & -y
the « monthly activity forms » title — —

Questions & Answers A

Sitemap

EUROPE DIRECT on Edit the report
EUROPA

Debate Europe

ToGEthe

SINCE 1957

Legal notice | Gluestions about access to the Intranet | Top of the page
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| @I_] File Edit Wiew Insert Formak Tools Daka  Window  Help
A | B | &
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2 |Relay profile
3 |Relay Id =27
4 |Full name Europe Direct Almere
5 |Country Metherlands
& |[Email ipei@bibliotheekalmere. nl
7 |Manager Uger ID=520; Polly Rademaker, ipeighibliotheekalmere.nl
=
9 |Time period of the year
10 |¥ear 2007
11 |Month January
12
13 |Contact with Citizens
14 |Personal contacts =0 Th e repo rt I n Excel
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18
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20 . % outh
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27
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29 [Indicate total number of full tirme or half time st:3.0
30 [Marmes of staff Narmen. ..
31
32
33
34
35
35
37
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39 —
40
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Changes to the Intranet - Process

1. Yearly review by November each year —
“Wish list”

2. College of Europe presents its own wish list
to DG COMM

3. Changes are implemented - by the end of
March in 2007
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Main changes foreseen (1)

a More visibility for latest events, publications,
or important news/deadlines

a New “My meetings & events” button

o will allow viewing of Member meetings and events
uploaded by the organisation

a Print buttons in both “My documents” and
“My meetings & events” buttons

Q Expiration date by default: 31/12/2008
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Main changes foreseen (2)

a New subsection within the “Library” section:
“Annual / monthly network reports”, with
three parts:

e EDCs

o Relays — monthly activity reports will be here
e Team Europe members

0 “Attendance” to Members meetings and
events will not be a mandatory field — cannot
be ascertained in advance

Trainin
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Main changes foreseen (3)

a0 Target audiences will be the same in all
sections (following the model of “Members
Meetings and Events”)

a Training Materials:

e main training materials from GTS and STS to be
fully searchable

o “other training materials” provided by members or
Representations will be available in 20 languages
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Main changes foreseen (and 4)

a A mini-homepage for each section (introductory
page)

a Icons will show if Members meetings and events
Isted contain attachments (pictures or other files)

0 Relevant documents uploaded on ocassion of
Network meetings to be re-arranged — easier to
navigate

0 EDCs: a new field to indicate if they are
“specialised” or “generalist”
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Possible changes — under discussion

a A chat or forum instead or in addition to the
Partnership Corner

a Improving Monthly Activity Form
e making guidelines clearer and more available

o simplification of the form
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Your questions
Your feedback
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