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Log of issues 
Issue Issue date Change description 
001 01/08/2012 First issue. 

This Policy replaces and repeals the ED Decision 2009/078/E “Code of 
Good Administrative practice for the staff of the European Aviation Safety 
Agency in their relations with the public”. 

It was designed by a task force composed of representatives from Human 
Resources Department, Legal Department (including data protection 
officer), Policy Officers and led by the Internal Audit & Quality Department. 
It is built by extension of the ED Decision 2009/078/E and takes into 
account the draft specific report “Management of conflict of interest in 
selected EU Agencies (ECHA, EFSA, EMA, EASA)” released by the Court of 
Auditors mid-June 2012.  
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1. Background 

The Charter of Fundamental Rights of the European Union (EU) has guaranteed the right to good 
administration, by stating that every person has the right to have his or her own affairs handled 
impartially, fairly and within a reasonable time by the institutions, bodies, offices and agencies of the EU. 

According to Article 38(3)(e) of the Basic Regulation, the Executive Director is entitled to take all 
necessary steps to ensure the good functioning of the Agency. 

The Agency considers it is an important part of its good functioning to clearly establish the standard of 
conduct to be followed by its Staff in the performance of their duties and responsibilities and, also, in their 
relations with the public. 

The “public” and “individuals” refer to both natural and legal persons, in particular external stakeholders, 
whether or not they reside or have their registered office in a Member State of the European Union. 

This principle is also reflected in the EASA management standards (LI.MRIMS.00006), standard n°5. 

For this purpose, the Agency has established its own Code of Conduct, built to a high degree on the Code 
of Good Administrative Behavior adopted by the European Parliament and the Ombudsman1, and taking 
into consideration the specificities of the Agency.  

2. Code of conduct for the staff of EASA 

Article 1 – General provision 

In their relations with the public, Staff Members of the Agency shall respect the principles which are laid 
down in this Code of Conduct for staff of EASA, hereafter referred to as “the Code”. 

Article 2 – Personal scope of application 

1. This Code shall apply to all Staff members of the Agency, covered by the Staff Regulations and the 
Conditions of employment of other servants who are performing their duties and responsibilities 
including in their relations with the public. 

2. The Agency shall take the necessary measures to ensure that the provisions of the Code (and its 
Annexes) apply to other persons working for the Agency, such as persons employed under private law 
contacts, experts seconded by public and private entities, interims, trainees, and other external 
experts working at or for the Agency such as experts involved in standardisation activities, rulemaking 
groups, or in allocated certification tasks. Everybody who is covered by the scope of this Code is 
hereafter referred to as “Staff” or “Staff Member”.  

Article 3 – Material scope of application 

1. This Code contains the general principles of good administrative practice which apply to all relations of 
the Agency’s Staff with the public, unless they are governed by specific provisions. 

2. This Code is supplementary to the obligations put on Staff Members by the Staff Regulations (SR) and 
the Conditions of Employment of Other Servants of the European Union (CEOS), and the EASA 
Financial Regulations. 

3. This Code does not apply to the relations between the Agency and its Staff. Those relations are 
governed by the Staff Regulations and the CEOS. 

4. References to physical documents shall include any content whatever its medium, written on paper or 
stored in electronic form or as a sound, visual or audiovisual recording. 

                                           
 
1 http://www.ombudsman.europa.eu/resources/code.faces 
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Article 4 - Lawfulness 

The Staff Member shall act according to law and apply the rules laid down in applicable law and 
procedures. The Staff Member shall in particular ensure that decisions which affect the rights or interests 
of individuals have a basis in law and that their content complies with the law. 

Article 5 – Absence of abuse of power 

The Staff Member shall exercise his or her powers solely for the purposes for which they have been 
conferred by the relevant provisions. The Staff Member shall in particular avoid using those powers for 
purposes which have no basis in the law or which are not motivated by any public interest. 

Article 6 – Absence of discrimination 

1. In dealing with requests from the public and in taking decisions, the Staff Member shall ensure that 
the principle of equal treatment is respected. Members of the public who are in the same situation 
shall be treated in a similar manner. 

2. If any difference in treatment is made, the Staff Member shall ensure that it is justified by the 
objective relevant features of the particular case. 

3. The Staff Member shall in particular avoid any unjustified discrimination between members of the 
public based on nationality, sex, race, colour, ethnic or social origin, genetic features, language, 
religion or belief, political or any other opinion, membership of a national minority, property, birth, 
disability, age, or sexual orientation. 

Article 7 - Proportionality 

1. When taking decisions, the Staff Member shall ensure that the measures taken are proportional to the 
aim pursued. The Staff Member shall in particular avoid restricting the rights of individuals or imposing 
charges on them, when those restrictions or charges are not in a reasonable relation with the purpose 
of the action pursued. 

2. When taking decisions, the Staff Member shall respect the fair balance between the interests of 
individuals and the general public interest. 

Article 8 – Impartiality and independence 

1. The Staff Member shall be impartial and independent. The Staff Member shall abstain from any 
arbitrary action adversely affecting members of the public, as well as from any preferential treatment 
on any grounds whatsoever. 

2. The Staff Member shall not be guided by personal or national interest, or any outside influences of 
whatever kind, including political pressure or influences. 

3. The Staff Member shall abstain from handling matters which involve his or her own interest, or those 
of his or her family, relatives, friends and acquaintances.  

Article 9 - Objectivity 

When taking decisions, the Staff Member shall take into consideration all relevant factors and give each of 
them its proper weight in the decision, whilst excluding any irrelevant element from consideration. 

Article 10 – Legitimate expectations and consistency 

1. The Staff Member shall respect the legitimate and reasonable expectations that members of the public 
have in the light of how the Agency has acted in the past. 
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2. The Staff Member shall be consistent in his or her own administrative practice as well as with the 
administrative action of the Agency. The Staff Member shall follow the Agency’s normal administrative 
practices, unless there are legitimate grounds for departing from those practices in an individual case; 
these grounds shall be recorded in writing. 

Article 11 - Fairness 

The Staff Member shall act impartially, fairly and reasonably. 

Article 12 – Courtesy and correction of errors 

1. The Staff Member shall be service-minded, correct, courteous and accessible in relations with the 
public. When answering correspondence, telephone calls and e-mails the Staff Member shall try to be 
as helpful as possible and shall reply as completely and accurately as possible to questions which are 
asked.  

2. The Staff Member shall, where appropriate, advise the public on how a matter which comes within his 
or her remit is to be pursued and how to proceed in dealing with the matter. 

3. If the Staff Member is not responsible for the matter concerned, he or she shall direct the concerned 
individual to the appropriate Staff Member or service. Further to requests for information concerning 
another Community institution or body, the Staff Member shall direct the requester to that institution 
or body. 

4. The Staff Member shall alert the individual about any errors or omissions in documents provided by 
the individual to the Agency and offer an opportunity to rectify them. 

5. If an error occurs which negatively affects the rights or interests of an individual, the Staff Member 
shall apologise for it and shall endeavour to correct the error as well as the negative effects resulting 
from it, to the extent that the circumstances and legal framework permit. When doing so, the Staff 
Member shall also inform the individual of any rights to complain according to Article 27 of this Code. 

Article 13 – Telephone communication 

When answering the telephone, Staff Members shall identify themselves and their department. Telephone 
calls shall be returned as promptly as possible. 

Article 14 – Obligatory measures when absent from office 

When a Staff Member is absent from office, he or she shall take appropriate measures to ensure that all 
incoming communications are properly monitored and that the continuity of operations is ensured. 

Article 15 – Reply to the letters in the language of the citizen 

The Staff Member shall ensure that every citizen of the Union who writes to the Agency in one of the 
Treaty languages receives an answer in the same language, unless a different arrangement has been 
agreed with the citizen concerned. The same shall apply as far as possible to legal persons. 

Article 16 – Acknowledgment of receipt and indication of the responsible staff 

member 

1. Every letter or complaint to the Agency shall receive an acknowledgement of receipt within a period of 
two weeks, except if a substantive reply can be sent within that period. This also applies to e-mail, 
where the e-mail is, by its nature, the equivalent of a letter. 

2. The reply or acknowledgement of receipt shall indicate the name, telephone number and e-mail 
address of the Staff Member who is dealing with the matter, as well as the Directorate and 
Department to which he or she belongs. 

3. No acknowledgement of receipt and no reply need to be sent in cases where letters or complaints are 
abusive because of their excessive number or because of their repetitive or pointless character. 
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Article 17 – Obligation to transfer files to the competent Directorate or 
Department of the Agency 

1. If a letter or a complaint is addressed or transmitted to the Agency, it shall ensure that the file is 
transferred without delay to the competent Department of the Agency. 

2. The competent Department shall notify the author of the letter or complaint of this transfer in the 
acknowledgement of receipt by indicating the contacts of the Directorate and Department to whom the 
file has been passed. 

3. In case of complaint the competent Department is the nominated Department as stated in Article 27. 

Article 18 – Right to be heard and to make statements 

1. In cases where the rights or interests of individuals are involved, the Staff Member shall ensure that, 
at every stage in the decision making procedure, the concerned individual is heard. 

2. Every individual shall have the right, in cases where a decision affecting his or her rights or interests 
has to be taken, to be informed about the envisaged action and invited to submit comments before 
the decision is taken, unless the legal framework prescribes a different procedure. 

3. When urgent safety concerns mandate immediate action the right to be heard shall be guaranteed in a 
way that does not impede the safety objective. 

Article 19 – Reasonable time-limit for taking decisions 

1. The Staff Member shall ensure that a decision on every request or complaint to the Agency is taken 
within a reasonable time-limit, without delay, and in the normal case no later than two months from 
the date of receipt. The same rule shall apply for answering letters from members of the public. 

2. If a request or a complaint to the Agency cannot be decided upon within the above mentioned time-
limit, because of the complexity of the matters which it raises or because established and published 
procedures clearly specify a longer lead-time, the Staff Member shall ensure that the author thereof is 
duly informed. In that case, a definitive decision should be notified to the author in the shortest time. 

Article 20 – Duty to state the grounds of decisions 

1. Every decision of the Agency which may adversely affect the rights or interests of individuals shall 
state the grounds on which it is based by indicating clearly the relevant facts and the legal basis of the 
decision. 

2. The Staff Member shall avoid making decisions which are based on brief or vague grounds or which do 
not contain individual reasoning. 

3. If it is not possible, because of the large number of individuals concerned by similar decisions, to 
communicate in detail the grounds of the decision and where standard replies are therefore made, the 
Staff Member shall guarantee that he or she subsequently provides the individual who expressly 
requests it with an individual reasoning. 

Article 21 – Indication of the possibility of appeal 

A decision which may adversely affect the rights or interests of an individual shall contain an indication of 
the possibilities available for challenging the decision. The responsible Staff Member shall in particular 
indicate the nature of the remedies, the bodies before which they can be exercised, as well as the time-
limits for exercising them. 

Article 22 – Notification of decisions 

1. The Staff Member shall ensure that decisions which affect the rights or interests of individuals are 
notified in writing, as soon as the decision has been taken, to the individuals concerned. 
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2. When urgent safety concerns mandate immediate action by the Agency, any other immediate and 
effective means of notification may be used in combination with notification in writing. 

3. The Staff Member shall abstain from communicating the decision in any way to other sources until the 
individual or individuals concerned have been informed. 

Article 23 – Data protection 

1. The Staff Member who deals with personal data concerning an individual shall respect the privacy and 
the integrity of the individual in accordance with the provisions of Regulation (EC) No 45/2001 of the 
European Parliament and of the Council of 18 December 2000 on the protection of individuals with 
regard to the processing of personal data by the Community institutions and bodies and on the free 
movement of such data.2 

2. The Staff Member shall in particular avoid processing personal data for non-legitimate purposes or the 
transmission of such data to non authorised persons. 

Article 24 – Requests for information 

1. The Staff Member shall, when he or she has responsibility for the matter concerned, provide 
individuals with the information that they request in accordance with Agency procedures. When 
appropriate, the Staff Member shall give advice on how to initiate an administrative procedure within 
his or her field of competence. The Staff Member shall ensure that the information communicated is 
clear and understandable. 

2. If an oral request for information is too complicated or too comprehensive to be dealt with, the Staff 
Member shall advise the individual concerned to formulate the demand in writing. 

3. If, because of its confidentiality, a Staff Member may not disclose the information requested, he or she 
shall, in accordance with Article 20 of this Code, indicate to the individual concerned the reasons why 
the information cannot be communicated. 

4. Where appropriate, the Staff Member shall, depending on the subject of the request, direct the person 
seeking information to the service of the Agency or another Institution responsible for providing 
information to the public. 

Article 25 – Requests for public access to documents 

1. The Staff Member shall handle all external requests for public access to documents in accordance with 
the Agency’s Management of request for public access to EASA documents procedure3. All incoming 
applications for access to documents should be forwarded to the Access to Documents Coordinator in 
the Legal Department who will review and process the request, including related forms, and respond 
to the applicant in accordance with the general principles and limits laid down in Regulation (EC) No 
1049/2001 of the European Parliament and of the Council of 30 May 2001 regarding public access to 
European Parliament, Council and Commission documents4 as implemented by the Decision EASA 
MB/1/04 of the Management Board of 3 February 2004 concerning the arrangements to be applied by 
the Agency for public access to documents and in accordance with the Policy on Information Security 
Classification. 

2. If a Staff Member receives an oral request for access to a document which is not already publicly 
available (e.g. on the EASA website) he should encourage the applicant to formulate the request in 
writing and consult the Documents Access Coordinator.  

 

                                           
 
2 OJ L 8, 12.01.2001, p. 1. 
3 PR.LEGAL.00002 - Management of request for public access to EASA document 
4 OJ L 145, 31.05.2001, p. 43. 
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Article 26 – Keeping of adequate records 

The Staff Member shall ensure that his or her incoming and outgoing mail, documents received, and 
measures taken, are properly recorded in accordance with the Agency policy on records management5. 

Article 27 - Complaints 

1. Any alleged breach of the rules and principles set out in this Code may be subject of a complaint by 
members of the public to the Agency.  

2. The Executive Director shall nominate and make known to the public the department responsible for 
coordinating the complaints and keeping a register of complaints. 

3. Members of the public should send their complaints to the nominated department by using the on-line 
complaint form of the Agency. 

Any other department or Staff Member that receives a complaint shall forward it without delay to the 
nominated department for proper registration and coordination. 

4. The Agency shall reply to the complainant in writing within two months from receiving the complaint 
and shall in the reply inform the complainant of the one month deadline to ask the Executive Director 
for a second review of the outcome of the complaint. A copy of the reply shall be sent to the Executive 
Director’s office. 

5. If the complainant is not satisfied with the Agency’s reply, the complainant may within one month 
from receiving the reply apply the Executive Director for a review of the outcome of the complaint. The 
Executive Director shall reply to the complainant within one month from receiving the request for 
review and shall send a copy of the reply to the responsible Director. 

6. Members of the public are also entitled to lodge those complaints with the European Ombudsman in 
accordance with article 228 of the TFEU6 and the Statute of the European Ombudsman7. 

Article 28 – Publicity for the Code 

The Agency undertakes to make the content of its Code known to its Staff and to the Public. 

 
 
  

                                           
 
5 PO.DRM.00012 Records management 
6 OJ C 83, 30.3.2010, page 150. 
7 OJ L 113, 04.05.1994, p. 15; OJ L 92, 09.04.2002, p. 13; OJ L 189, 17.07.2008, p. 25. 
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1 Purpose and scope  

The management of the impartiality and independence - in addition to Objectivity – of staff is a key 
element of governance of the EU institutions or bodies and crucial to ensure their integrity when 
performing their official functions. 

The purpose of this policy is to establish the principles governing impartiality and independence within the 
Agency and define the measures to ensure their practical application in order to prevent and mitigate the 
risk that past, current or future personal or national interests, or any outside influences of whatever kind, 
might improperly influence the impartiality and the independence of the Agency staff members during the 
performance of their official duties. These principles and measures cover among others the management 
of: 

• situations of potential Conflict of Interest (declaration, monitoring, training/information);  

• situations of alleged or actual Conflict of Interest. 

 

This policy completes, refers to and/or follows: 

• the relevant applicable articles from the Staff Regulations and related EU Commission 
guidelines; 

• the relevant applicable articles from the EASA Financial Regulations; 

• the relevant provisions of the Code of Conduct for the Staff of EASA; 

• the ED Decision 2007/006/A on outside activities and assignments which includes a chapter on 
post-employment; 

• ED Decision 2009/169/E laying down the rules on national experts seconded to EASA; 

• ED Decision 2012/040/E on the rules governing the EASA traineeship programme; 

• Policy on sensitive function PO.HR.00119; 

• OECD guidelines8  

2 Concept of Conflict of Interest 

What is a Conflict of Interest (CoI) for the European Commission9? 

According to the European Commission, situations of Conflict of Interest can arise when: 

• there is some link between staff members' work and their private interest, or those of their 
family or partner;  

• staff members find themselves in a situation that could reasonably lead to allegations being 
made of bias or partiality, in the light of their personal interests.  

 

OECD guidelines define the potential and actual CoI as follows: 

Actual Conflict of Interest: involves a conflict between the public duty and private interests of a public 
official, in which the public official has private-capacity interests which could improperly influence the 
performance of their duties and responsibilities. 

Potential Conflict of Interest: occurs where a public official has private interest which are such that a 
Conflict of Interest would arise if the official were to become involved in relevant (i.e conflicting) 

official responsibilities in the future. 

 

                                           
 
8Managing Conflict of Interest in the Public Service: OECD Guidelines and Country Experiences (OECD, Paris, 2003). 
9
http://myintracomm.ec.testa.eu/hr_admin/en/ethics/obligations/conflicts_interest/Pages/conflicts_interest.aspx 
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Conflict of Interest for EASA: 

For the purpose of this policy, the concept of Conflict of Interest refers to and follows the European 
Commission guidance with the necessary adaptations. Moreover, distinction will be made between 
potential and actual CoI, as proposed in the OECD guidelines. Alleged situation of Conflict of Interest is 
considered in case of actual Conflict of Interest where evidence has not been established.  

3 Principles and measures 

Following Article 11a of the Staff Regulations, staff members are prohibited, during the performance of 
their duties, from dealing with any matter in which they have a direct or indirect personal interest that has 
the potential to compromise their independence and, by extension, the interests of the institution or body 
to which they belong. 

According to Article 8 “Impartiality and Independence” of the “”Code of Conduct for the EASA Staff, the 
Agency staff shall be and remain impartial and independent when performing their official duties. 

In order to ensure compliance with the aforementioned requirements, the Agency applies to its staff 
members the following principles and measures: 

• Conflict of Interest situations register; 

• Principle of collegiality and transparency in decision-making; 

• Principle of Declaration of Interests; 

• Sensitive functions; 

• Gifts and hospitality (see Annex 2: Policy on gifts and hospitality); 

• Outside activities and post-employment (see ED Decision 2007/006/A); 

• Enforcement; 

• Training and information. 

Regarding the external experts, Chapter 10 on “measures for external experts” provides the specific 
measures applicable to them based on the here-above mentioned ones and adapted to their particular 
situation. 

4 Conflict of Interest situations register 

A dedicated Conflict of Interest (CoI) situations register shall be created to define and maintain the list of 
the main situations of Conflict of Interest within the Agency (staff members and external experts). This 
register aims at determining situations in which impartiality and/or independence values are at risk and 
that there is a need either to ensure that existing measures are deemed sufficient or to put in place 
adequate measures. 

5 Principle of collegiality and transparency in decision-making 

Regarding the risk on potential Conflict of Interest when taking decisions, the Agency applies the “no 
single point of decision” approach as the most appropriate mitigating control for prevention of potential 
and actual Conflict of Interest situations within the Agency context. Impartiality and independence of the 
decision making in the Agency operational processes is guaranteed through the collegiality of the technical 
assessment and the decision-making process. Concerning the decision making process, decisions during 
the operational process are not taken by individual experts in isolation, but only after assessment of a 
team of experts, which significantly minimises the possibility of single expert influence. Furthermore, 
every decision is reviewed and endorsed by hierarchical superiors up to the level of the Agency’s Directors 
or the Executive Director. 

Since 2008, the Agency has defined and continuously improved its Integrated Management System (IMS) 
in accordance with the ED Decision 2009/089/E. As part of the EASA IMS activities, the Agency describes 
and manages its processes. This important activity of the EASA IMS supports the implementation of the 
principle of collegiality, among other principles and requirements, in all Agency procedures. The 
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description and publication of Agency procedures supports also the principle of transparency in decision-
making. 

6 Principle of declaration of interests 

In order to prevent, detect, monitor, mitigate and deal with situations of potential and actual Conflict of 
Interest, the Agency applies the principle of declaration of interests to be filled by Agency staff where 
appropriate and assessed by line managers. 

It should be noted that having an interest does not necessarily mean having a Conflict of Interest. 

6.1 Category of interests 

For the purpose of this principle, the following categories of interests have been defined: 

1. Employment: any form or regular occupation or business, part-time or full-time, paid or 
unpaid, including self-employment (e.g.: consultancy), in any legal or natural organisation or 
company carrying out any of the activities on which EASA’s outputs impact directly or 
indirectly; 

2. Consultancy, legal representation, advice: any activity in which the concerned person 
provides advice or services related to the field of the activities of EASA to organisations, 
companies, associations or other bodies. This includes also services provided on an honorary 
basis (i.e. for free or without the payment of fees or emoluments); 

3. Membership of a Management Board or equivalent structure: any participation in the 
internal decision-making of a public or private entity with an interest in the field of the 
activities of EASA; 

4. Membership of an Advisory Board or equivalent structure: any participation in the works 
of an advisory body, created permanent or created ad-hoc, managed by a body with an 
interest in the field of the activities of EASA, with a right to have an influence on its output(s). 
This includes also participation in activities carried out with EASA; 

5. Other memberships or affiliations: any membership or affiliation not falling under the 
categories above and relevant for the purposes of the present policy, to any body with an 
interest in the field of the activities of EASA, including professional organisations; 

6. Research funding: any funding for research or developmental work in the field of the 
activities of EASA received from any public or private body by the concerned person in his or 
her personal capacity or falling under the professional sphere of influence of that person. It 
includes grants, rents and reimbursement of expenses, sponsorships and fellowships; 

7. Intellectual property rights: rights in the field of the activities of EASA granted to creators 
and owners of works that are the result of human intellectual creativity (e.g. patents, 
trademarks, etc.) and may lead to a financial gain. Plain authorship and publications shall not 
be declared; 

8. Investments: any economic stake or share in a body with an interest in the field of the 
activities of EASA, including the stocks, equities or bonds thereof, or of one of its subsidiaries 
or of a company in which it has a holding. Financial instruments on which the concerned 
person has no influence are not to be considered relevant; 

9. Public statement or position: any expert opinion or testimony in the field of the activities of 
EASA for a commercial entity or other organisation as part of a regulatory or judicial process. 
Any office or other position (paid or unpaid), where the concerned person represented 
interests or defended opinion in the field of the activities of EASA; 

10. Other relevant interest: any interest not falling under the categories provided above and 
relevant for the purposes of the present policy. 
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6.2 Types of declaration of interests 

6.2.1 General principles of declaration of interests 

The following general principles shall be applicable to all persons subject to the present policy: 

a. The identification and handling of Conflict of Interest as defined in this policy shall be based 
on the evaluation of Annual Declarations of Interests (ADoI), Specific Declarations of 
Interests (SDoI) and Oral Declarations of Interests (ODoI) submitted by the concerned 
persons and staff as specified in the present policy; 

b. The responsibility for a complete and truthful declaration shall lie exclusively with the 
person completing the declaration; 

c. Only activities having taken place in the five years preceding the submission of the 
declaration shall be declared. This shall cover also activities from the close family10 of the 
Agency staff. 

6.2.2 Annual Declaration of Interests (ADoI) 

The list of the posts and functions for which the completion of the ADoI is required is established and 
published by the Agency. As a minimum, the list shall include Management roles (Executive Director, 
Directors, Deputy Directors, Heads of Department and Section Managers), members of the Executive 
Committee, and any other post that has been defined as “Sensitive” according to the policy on Sensitive 
functions (see Policy PO.HR.00119). 

Individuals who are requested to submit an ADoI shall declare any interest belonging to the categories 
defined in paragraph 6.1 with respect to all activities in which they are involved or have been involved 
during the five years preceding the submission of the ADoI and which fall within the Agency’s remit. 

Individuals shall indicate whether interests declared are “current” (when activities are currently ongoing); 
or they refer to a “past period” (when they are no longer ongoing but have been completed during the five 
years preceding the submission of the ADoI). 

Details on the name of body or organisation of relevance for each declared interest shall be given. This is 
to be interpreted as meaning the full name, location of the seat (town and country) and nature (private or 
public). 

Details on the subject matter of each declared interest shall be given, indicating the domain in which the 
activity is, or was, carried out and clarifying the interest and role of the concerned body or organisation in 
the matter and the role of the concerned person. 

Individuals subject to the Policy shall update and resubmit to the Agency their ADoI without delay 
following any change in their interests. 

6.2.3 Specific Declaration of Interests (SDoI) 

Each process owner shall determine, in line with the applicable EU and EASA regulations, where it is 
deemed necessary to request a Specific Declaration of Interests (SDoI) or a Declaration of non-Conflict of 
Interest related to an activity to be performed by an Agency staff or by an external expert within the 
process s/he is responsible of, and when it is not already covered by the Annual Declaration of Interests.  

The process owner shall define the Specific Declaration of Interests, or Declaration of non-Conflict of 
Interest, form needed to cover the activity to be performed using the categories listed in paragraph 6.1 
with reference to the subject matter related to the activity. The SDoI shall be filled before the starting of 
the activity. 

                                           
 
10 ‘close family members’ are considered to be the persons forming a household with the person making the declaration (spouse, 
partner, and/or dependent children). 
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When a process owner identifies an activity requesting a specific Declaration of Interests, it shall be added 
in the register of Conflict of Interest. 

6.2.4 Oral Declaration of Interests (ODoI) 

Oral Declaration of Interests is related to meetings.  

Each process owner shall determine, in line with the applicable EU and EASA regulations, where it is 
deemed necessary to request an Oral Declaration of Interests (ODoI) at the beginning of a meeting, 
within the process s/he is responsible of; if this meeting is not already covered by the Annual Declaration 
of Interests paragraph 6.2.2) or by the Specific Declaration of Interests (paragraph 6.2.3).  

When a meeting is subject to an ODoI, the participants shall declare orally any interest at the beginning 
and during the meeting that might be considered prejudicial to their impartiality and independence in 
relation to the items on the agenda of and/or the items discussed during that meeting. 

This declaration shall be recorded, with its assessment and related decision, in the minutes of the 
meeting. 

6.3 Assessment of declaration and decision 

6.3.1 Ethical Committee 

For the purpose of this policy, an Ethical Committee is established by the Executive Director. It is available 
to the Executive Director for consultation on matters related to the “Code of Conduct for the Staff of 
EASA”.  

The Ethical Committee shall be composed as a minimum of: 
• The Head of the Chief Legal Adviser (chairperson) and one alternate from the Legal 

Department, 
• The Head of Cabinet of the Agency and one alternate from the Policy Officers Department, 
• The Head of Human Resources Department and one alternate from the Human resources 

Department, 
• The Head of Finance Department and one alternate from the Procurement Section, 
• Two representatives of the Staff Committee and two alternates. 

The Ethical Committee shall establish and adopt its own Rules of procedure in line with the Code of 
Conduct. These Rules shall include clear and objective criteria and the methodology for the assessment of 
the declaration of interests submitted to it. The Ethical Committee issues a reasoned opinion, without 
prejudice to the decision-making powers of the Executive Director. 

6.3.2 Declaration of interests of the Executive Director 

The Declaration of Interests of the Executive Director shall be screened by the persons who discharge the 
function of Reporting Officer for the Executive Director11 to identify if an interest could present a potential 
conflict with regard to the work of the Executive Director. A reasoned opinion may be requested from the 
Ethical Committee in this context. 

6.3.3 Declaration of interests of other Agency staff 

a. First Annual Declaration of Interests 

Before the appointment, the first ADoI shall be screened by the Chair of the selection panel and/or the 
Human Resources Department. When a potential or an actual CoI is raised, this shall be highlighted to the 
Executive Director. A reasoned opinion may be requested from the Ethical Committee in this context. 

                                           
 
11 MB Decision 04-2010 concerning the appraisal of the Executive Director 
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The Executive Director may decide to take any measure considered appropriate to ensure the potential 
Conflict of Interest does not occur or to remedy to the actual Conflict of Interest. The Executive Director 
may also grant a waiver as per paragraph 6.5. 

b. Yearly review of the Annual Declaration of Interests 

The ADoI of staff members shall be screened by the responsible line manager. When the line manager 
identifies a potential or an actual CoI, this shall be highlighted to his or her hierarchical superior. If the 
superior confirms that there is a potential or an actual CoI, he or she shall bring the matter to the 
attention of the Executive Director. A reasoned opinion may be requested from the Ethical Committee in 
this context. 

At all stages, the concerned shall be kept informed of the ongoing assessment of his or her ADoI. The line 
managers may hear the concerned staff in order to facilitate the assessment. 

The Executive Director, after having heard the member of staff concerned if necessary, may take any 
measure considered appropriate to ensure the potential Conflict of Interest does not occur or to remedy to 
the actual Conflict of Interest. The Executive Director may also grant a waiver as per paragraph 6.5. 

When, as a result of the procedure above, a staff member is transferred to another Department or 
Directorate, his or her ADoI shall be updated and submitted to his or her new line manager for screening. 
The procedure laid down above applies to updated ADoIs.  

Any change regarding interests already declared shall result in a swift update of the ADoI, which shall be 
submitted to the responsible line manager without delay. The procedure laid down above applies to 
updated ADoIs. 

6.3.4 Specific Declaration of Interests (SDoI) 

Specific Declaration of Interests (or Declaration of non-Conflict of Interest) shall be screened as defined 
by the process owner responsible for the activity. When a potential or an actual CoI is identified, it shall 
be highlighted to the line manager. The procedure under paragraph 6.3.3 applies by analogy. 

6.3.5 Oral Declaration of Interests (ODoI) 

Oral Declarations of interests (ODoI) shall be assessed by the Chair of the meeting in relation to which the 
ODoI is made. The Chair shall take any measure considered appropriate to ensure the potential Conflict of 
Interest does not occur or to remedy to the actual Conflict of Interest (e.g: cancellation of the meeting, 
replacement of the participant, no voting right or exclusion from discussion on the concerned item, etc).  

The assessment and the related decision, when applicable, shall be recorded in the minutes of the 
meeting. 

6.4 Request for review of the Ethical Committee opinion 

The Staff Member can send a request to the Ethical Committee for a review of a first opinion on its 
declaration of interests. In accordance with its own rules, the Ethical Committee will review the opinion 
and provide a new reasoned opinion. 

6.5 Granting of waiver 

The Agency’s staff member shall not be assigned to a project or task where a known potential or actual 
Conflict of Interest exists. Any staff member confronted with such situation shall immediately inform his 
line managers. To prevent the risk to impair his/her independence, objectivity and impartiality in the 
performance of his duties and thus remove the CoI situation, the line managers shall take any measures 
considered appropriate including the reallocation of the project or task to another staff member.  

When no other suitable staff member is available and his/her competence/expertise is considered 
essential for the completion of the task, safeguards should be put in place to ensure that impartiality in 
decision making is guaranteed and that the outcome and/or completion of that task is not compromised 
by a CoI.  
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In such cases, when the staff member is considered essential and where no suitable alternate is found, a 
waiver can be granted by the Executive Director. The responsible Director shall include all relevant 
information on which the conclusions are based supporting the request to the Executive Director to grant 
a waiver. 

Should a waiver be granted, the concerned staff member shall be entitled to:  

• formulate his/her recommendations on the task or project under strong supervision and after 
consultation (in agreement of) with at least one of his peers and prior clearance on the content 
shall be given by the line managers;  

• contribute to particular working groups in which his/her expertise and involvement are 
considered essential for the completeness of the draft output; 

• take part in the discussions (working groups, meetings) and in the drafting phase of the 
output. However, he/she shall not be allowed to act as, chair or vice-chair or secretary of an 
Agency working group linked to his or her interest. 

No waiver shall be granted to staff members involved in activities related to the assessment of 
dossiers/applications submitted by applicants for the evaluation of regulated and/or certified products or 
claims. 

6.6 Publication, recording and protection of personal data 

Only the Declaration of Interests of the Directors of the Agency shall be published on the Agency website. 

The Agency shall process all declaration of interests in accordance with Regulation (EC) n°45/200112. 

The Human Resources Department controls the handling of the declarations of interests and the Conflict of 
Interest register. 

The retention period of the declarations of interests, their assessment and the related decision and/or the 
waiver, if any, shall be 7 years. 

The Agency’s staff members have the right to access their declaration of interests, to update and/or 
correct it at any time.  

In cases where the Agency has knowledge or information that is not consistent with the declared 
interests, or in cases of failure to submit a declaration of interests when requested, the concerned staff 
member will be contacted in order to update the declaration related to the missing information. In cases 
where an internal procedure should be opened as referred to in paragraph 8, the staff member shall be 
notified. 

7 Outside activities and post-employment 

There are fundamental reasons behind the need to ensure that all the Agency’s staff members ask for 
prior authorisation from the Executive Director in order to take on an external professional activity, paid 
or unpaid, thus ensuring the staff member concerned, and subsequently the Agency’s independence, 
integrity and credibility are maintained.  

By ED Decision 2007/006/A, the Agency has adopted the rules on Outside activities and assignments, 
which apply to the Agency’s staff members employed under the Staff Regulations (SR) and Conditions of 
Employment of Other Servants of the European Union (CEOS).  

The ED Decision 2009/169/E laying down the rules on the secondment to the Agency of national experts, 
makes seconded national experts subject to the same rules and conditions laid down in ED Decision 
2007/006/A with regard to prior authorisation related to outside activities.  

                                           
 
12 Regulation (EC) 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals with 
regard to the processing of the personal data by the Community institutions and bodies on the free movement of such data. 
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Persons working at the Agency who are not employed under the SR and CEOS such as interims, trainees 
or external experts, others than seconded national experts, are not covered by nor subject to the 
provisions laid down in ED Decision 2007/006/A and ED Decision 2009/169/E.  

With reference to Article 16 of the SR, after leaving the service, former Agency’s staff members are still 
subject to certain obligations. Former staff members are therefore bound not to accept any duties or 
professional activities after leaving the service that would be incompatible with the interests of the 
Agency. A former staff member intending to engage in an occupational activity within two years of leaving 
the service must inform the Agency. If the activity could lead to a conflict with the legitimate interests of 
the Agency, the Executive Director could forbid the former staff member from undertaking this activity or 
could give his approval subject to any conditions he sees fit. The ED Decision 2007/006/A lays down the 
rules related to post-employment for SNEs. 

8 Enforcement 

The overriding idea behind avoiding any appearance of a Conflict of Interest is to avoid possible 
accusations of bias and partiality in any decision-making process a staff member may be involved in, so 
as to maintain the Agency’s independence and credibility.  

The disciplinary system, which essentially involves administrative inquiries and disciplinary procedures, 
applies to any failure by a staff member or former staff member to comply with his obligations under the 
SR and CEOS, whether intentionally or through negligence.  

As explained in the preceding chapters: 

• any infringements to Articles 7, 8 9 and 11 to the Code of Conduct in the performance of the 
duties, 

• any infringements to the procedures laid down in the current policy or an ED Decision referred to in 
this policy, 

may expose the staff member or former staff member concerned, to the risk of administrative inquiries 
and/or disciplinary actions in accordance with ED Decision 2011/216/E and Article 86 and Annex IX of the 
Staff Regulations.  

In cases where a staff member fails to declare a potential or actual Conflict of Interest in his declaration of 
interests, it may be considered as a failure by the staff member/former staff member to comply with the 
rules and obligations of the Agency staff members/former staff members. If and when the breach of rules 
is confirmed, in accordance with ED Decision 2011/216/E, the Agency shall request an administrative 
inquiry be opened which may lead to disciplinary measures as referred to in Article 86 and Annex IX of the 
Staff Regulations. 

For other staff working at the Agency who are not employed under the SR and CEOS, such as interims, 
trainees, seconded national experts and external experts, the Executive Director shall take the 
appropriate decision which may result in the termination of their contract with the Agency. 

9 Training and information 

New recruits shall attend a mandatory training on the Code of Conduct and its annexes. The training shall 
cover all aspects implemented by the Agency to manage the area of Conflict of Interest at the Agency as 
defined in this policy. 

A more specific training shall be delivered to managers highlighting their roles and responsibilities in 
dealing with the management of Conflict of Interest at the Agency. 

Refreshment trainings to Agency’s staff members shall be delivered. This can be done by a specific e-
learning module. 

Interims, trainees and seconded national experts shall also receive the same trainings as the Agency staff 
members on the management of Conflict of Interest at the Agency. 

The Agency will advertise on its Intranet an information e-booklet on the management of Conflict of 
Interest at the Agency. 
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10 Measures for external experts 

For the purpose of this policy, the Agency has identified the following categories of external expert to 
whom this policy is also applicable as follows: 

1. Seconded National Expert (SNE): All chapters of the policy are applicable to SNEs. In 
addition, the employer is requested to complete the “employer declaration” form certifying the 
absence of Conflict of Interest with the duties to be performed at the Agency. The “employer 
declaration” will be annexed to the declaration of interests to be completed by the SNE. 

2. NAA staff involved in Standardisation activities: In accordance with the chapters 6.2.3 
and 6.2.4, the NAA staff members involved in Standardisation activities shall complete a 
Specific Declaration of Interests defined by the Standardisation Department and perform an 
Oral Declaration of Interests when applicable. The assessment and related decision, if any, 
shall be done in accordance with the rules defined in this policy. The chapters 7, 8 and 9 to the 
policy apply to NAA staff members by analogy. 

3. NAA staff involved in Rulemaking groups: In accordance with the chapter 6.2.3 and 6.2.4, 
the NAA staff members involved in Rulemaking groups shall complete a Specific Declaration of 
Interests defined by the Rulemaking Directorate and perform an Oral Declaration of Interests 
when applicable. The assessment and related decision, if any, shall be done in accordance with 
the rules defined in this policy. The chapters 7, 8 and 9 to the policy apply to NAA staff 
members by analogy. 

4. NAA and Qualified Entities involved in outsourcing: Where NAA and Qualified Entities are 
service providers for outsourced tasks of the Agency; they are considered out of the scope of 
this policy. However, a Framework Contract (FWC) exists between the Agency and the NAA or 
QE to whom certain tasks are outsourced. A specific clause of the FWC puts an obligation on 
the NAA or QE concerned to implement appropriate measures to manage Conflict of Interest. 
The FWC allows for the Agency to verify the implementation of these measures. This 
verification shall be done during the accreditation of the concerned NAA or QE as defined by 
the Standardisation Department. 
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Policy on Gifts and Hospitality 
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1 Background 

The Article 11(2) of the Staff Regulations provides rules relating to gifts to be followed by the Agency staff 
members. The Agency staff working at the Agency shall seek permission before accepting any honour, 
decoration, favour, gift, invitation, hospitality or payment of any kind whatever, except for services 
rendered prior to their duties at the Agency.  

The current guidelines are addressed to staff members covered by Article 35 of the Staff Regulations, i.e. 
in active employment, on secondment, on leave on personal grounds, on parental or family leave, and on 
military leave.  

However, for Agency staff who are not in active employment at the Agency, any gifts, invitations and 
hospitality that they might receive which are not related, and may not be reasonably perceived to be 
related, in any way to their capacity as staff members (including, for example, gifts received in a new 
professional capacity while they are on leave on personal grounds) are not deemed to be covered by 
Article 11 of the Staff Regulations or by this policy of the Code of Conduct. 

Although staff members who have left the service are not obliged to seek authorisation under Article 11 
(and therefore are not subject to the current policy on Code of Conduct and its annexes), Article 16 (1) of 
the Staff Regulations provides that they continue to be bound by the duty to behave with integrity and 
discretion as regards the acceptance of certain benefits. 

This policy reflects the European Commission’s guidelines on gifts and hospitality adopted on 7th March 
201213. 

2 Definitions 

2.1 Gifts 

A gift is understood to mean: 

• A sum of money or any physical object or 

• The possibility to participate for free in events which are open to the public or are private in 
nature, are only accessible in return for payment and represent a certain value (such as 
complimentary tickets for sports events, concerts, theatre, conferences etc) 

• Any other advantage with a pecuniary value such as transport costs. 

 
Low value items given for purely information purposes (brochures, booklets, catalogues…) are not 
considered as gifts in this context.  

Indirect gifts are those which are not offered directly to staff members, but to a third party that is close to 
the staff member.  

Gifts that are offered to the institution (Article 20 of the EASA Financial Regulations) are not covered by 
these guidelines. 

2.2 Hospitality and invitations 

Invitation and hospitality offers are considered to be a type of favour and should be treated like gifts.  

Hospitality is defined as an offer of food, drink, accommodation and /or entertainment from any source 
outside the Agency. 

Invitation is defined as an offer (unpaid or paid) to participate to an event, a conference or equivalent; or 
to publish a book or article or to perform a speech from any source outside the Agency. 

                                           
 
13 http://myintracomm.ec.testa.eu/hr/en/news/Pages/2012-03-07-gifs-hospitality-guidelines.aspx 
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3 Principles 

3.1 General considerations 

As a general rule, staff members should not accept any direct or indirect gifts, invitations or hospititality 
from third parties.  

This is most evident where gifts are offered by person, authorities, organisations or other external bodies 
of the Agency which are involved in or are seeking official action by the Agency especially in a sensitive 
area in which the staff member is, has been or will likely be active in the foreseeable future. Any situation, 
where the acceptance of a gift, invitation or hospitality may lead to or may be perceived as a potential or 
actual Conflict of Interest (see annex 1 of this Code), should be absolutely avoided. Any gifts entailing a 
sum of money, regardless of the amount, must always be refused. 

Acceptance of gifts, invitations or hospitality may, exceptionally be authorised (within the limits indicated 
under "Specific provisions related to Gifts" below) when it is clear that this will not compromise or 
reasonably be perceived to compromise the staff member's objectivity, impartiality and independence and 
will not damage the Agency's public image. This evaluation can only be based in the first place on sound 
judgment from the staff member in the given circumstances, and then should be confirmed by the 
Executive Director in the relevant cases. 

3.2 Relevant criteria 

Criteria to be considered in this context are, in particular, if the acceptance of the gift, invitation or 
hospitality is counter to the interest of the service or presents a real or perceived Conflict of Interest for 
the staff member concerned, or if such acceptance would be in accordance with diplomatic and courtesy 
usage.  

In this respect, certain factors may point towards the likelihood that authorisation could be granted, for 
instance when the offer of a gift, invitation or hospitality has a low value or is addressed to a large 
number of persons. On the other hand, there are factors which may point towards the likelihood that 
authorisation would be refused, for instance when the offer of a gift, invitation or hospitality has a high 
value or, is addressed to a single staff member.  

In general terms, for the purposes of the assessment of a given request, the following factors could be 
relevant – it being understood that the factors mentioned are not exhaustive, and that they will be neither 
individually nor collectively decisive but form part of a case-by case analysis:  

• depending on the context, the nature of the source offering the gift, invitation or hospitality 
(private/public); 

• the apparent motive behind the offer of the gift, invitation or hospitality;  

• the link between the entity offering the gift, invitation or hospitality and the Agency (for 
example procurement procedures, cases under investigation, financial interests in a special EU 
or Agency policy, etc);  

• the nature and estimated value of the gift, invitation or hospitality, including whether there 
have been one or several offers from the same source;  

• the individual or collective destination of the offer;  

• the functions of the staff member;  

• the benefits for the service expected from the participation of the staff member at the event in 
question.  

Gifts, invitations and hospitality motivated solely by a family relationship or personal friendship, or in a 
context not related in any way to the staff member's duties do not, in principle, fall under the provisions 
of Article 11 of the Staff Regulations. However, even here situations may arise when acceptance can be 
perceived as compromising the staff member's independence. 
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4 Specific provisions 

4.1 Gifts 

In the first place staff members should always remember that they should not accept any gifts as a 
general rule and should make use of sound judgment in order to assess, in the given circumstances, if 
acceptance could be envisaged.  

Subject to the general principles set out in chapter above, gifts should therefore only be accepted if in line 
with or if required by social, courtesy or diplomatic usage. In that case, the following administrative 
arrangements apply:  

1. Prior permission by the Executive Director is presumed to be granted, in accordance with Article 
11 of the Staff Regulations and in the interest of expedient administrative procedures for a gift 

worth less than €50.  

In this respect it is important to stress that this threshold does not mean that any staff member 
may consider himself or herself at liberty to accumulate a number of gifts below the set value, 
bearing in mind that an accumulation may be seen to compromise the staff member's impartiality 
and independence, or may damage the Agency’s public image. 

2. Explicit prior permission by the Executive Director is required for a gift worth between €50 and 

€150.  

If the Executive Director authorises acceptance, the gift may be kept. Again, it is stressed that 
this threshold does not mean that any staff member may consider himself or herself at liberty to 
accumulate a number of gifts – which will also be an element that will be taken into consideration 
by the Executive Director. 

3. Authorisation for gifts with a higher than €150 value will be refused by the Executive 
Director. 

Such gifts must thus be refused. For the sake of transparency, the staff member should inform 
the respective Head of Department, preferably in written form, that the gift or sum of money has 
been offered and refused.  

Offers of any sum of money must always be refused by the staff member. 

4. General considerations. 

In general terms, the following applies: 

• If the Executive Director refuses to authorise acceptance or if a gift is unwanted, it can 
be returned to the source, if this is feasible. 

• Alternatively it can be sent to the Human Resources Department. The gifts transmitted 
by the staff members based in any location, are donated by the Human Resources 
Department to an appropriate charitable organisation.  

• As far as gifts returned to the source or sent to Human Resources Department are 
concerned, such action shall not be considered as "acceptance" in the meaning of the 
Staff Regulations, provided that the staff member immediately informs his respective 
Head of Department.  

• As a courtesy, the staff member should inform the sender, unless this would be 
diplomatically inappropriate,  that the gift cannot be accepted and will be transmitted to 
charity,  

• Where the staff member is in doubt as to whether the refusal of a gift would be contrary 
to social, courtesy or diplomatic usage or might create otherwise embarrassing 
situations, he/she should bring the matter to the attention of the Executive Director 
which will decide on a possible refusal.  

Finally, the value amounts mentioned above should be estimated in good faith. 
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4.2 Hospitality and invitations 

4.2.1 In general 

In the first place staff members should always remember that they should not accept any invitation or 
hospitality as a general rule and should make use of sound judgment in order to assess, in the given 
circumstances, if acceptance could be envisaged.  

Subject to the general principles set out in chapter above, invitations and hospitality should therefore only 
be accepted if in line with or if required by social, courtesy or diplomatic usage. In that case, the following 
administrative arrangements apply:  

1. Prior permission by the Executive Director is presumed to be granted, in accordance with Article 11 
of the Staff Regulations and in the interest of expedient administrative practice:  

• of invitation or hospitality in the form of lunches or dinners strictly linked to the function 
of the staff member, and as such not prejudicial to the interests and public image of the 
Agency, and in which the staff member participates in agreement with his hierarchy and 
in the interest of the service;  

• of occasional offers of simple meals, refreshments, snacks etc. 

Even if such invitation or hospitality offers can be accepted without prior formal authorisation, in 
the interest of transparency and in the interest of the person concerned, staff members shall 
inform their immediate hierarchical superior in writing/by e-mail of the acceptance of an invitation 
or hospitality offer.  

As in the case of gifts, it is important to stress that this presumption of authorisation does not 
mean that any staff member may consider himself or herself at liberty to accumulate a number of 
hospitality offers, bearing in mind that an accumulation may be seen to compromise the staff 
member's objectivity and independence, or may damage the Agency’s public image. 

2. Explicit prior permission by the Executive Director is required: 

As a general rule staff members should keep in mind that there is no such a thing as a free lunch. 
In cases not covered by the previous heading, or if the staff member judges that there is a doubt 
as to the appropriateness of accepting or refusing an invitation or an hospitality offer, prior 
authorisation should be received from the Executive Director. If prior authorisation is not feasible, 
the Executive Director’s agreement should be sought as soon as possible subsequent to the event. 
In any event the immediate superior of the staff member should be informed.  

Again, it is stressed that this does not mean that any staff member may consider himself or herself 
at liberty to accumulate a number of invitations and/or hospitality offers – which will also be an 
element that will be taken into consideration by the Executive Director. 

In any case of doubt, staff members are invited to consult their hierarchy or the Human Resources 
Department. 

4.2.2 Hospitality and invitations during mission 

The mission order will as a rule cover all predictable offers of hospitality or invitations, based on the 
mission programme – notably meals, accommodation and transport. These will not be considered as 
invitations and/or hospitality offers if the programme of the mission and the participation of the staff 
member has been authorised – as they form part of the performance of his duties in the interest of the 
service. The acceptance of these offers will then be declared in the mission claim.  

Particular prudence is necessary in sensitive situations. For instance staff members participating in 
inspections and similar missions should whenever possible inform their immediate superior or team leader 
on an ad hoc basis, and in accordance with any other specific provisions, when hospitality is offered in the 
course of such missions. If this is impossible, they should exercise their individual judgment and act 
according to the principles set out in these guidelines. Any invitation or hospitality thus accepted should 
be declared in the mission claim. 
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In this respect, in addition to the general approach as defined in points 1 and 2 above, practical advice on 
what can be considered as usual and acceptable practice in view of avoiding real or perceived potential 
conflicts of interest can be provided by the Human Resources Department. 

4.2.3 Invitation to publish, give speeches or lectures 

One must distinguish between publications, speeches or lectures in an official capacity on behalf of the 
Agency and private publications, speeches or lectures. When an Agency staff member is acting in an 
official capacity, advance clearance for the content is required by the line managers.  

Staff wishing in a private capacity to publish a text, give a speech, an interview or lecture, blog on a 
subject related to the work of the Agency or the European Union must inform the Executive Director in 
advance in writing, in accordance with Article 17a of the Staff Regulations and the Agency’s rules on 
external activities. If the staff member acts in a private capacity (publications, speeches, presentations 
etc) he/she shall make that clear by giving a statement in form of a disclaimer (e.g. that the views 
presented are those of the individual and may not be understood or quoted as being made on behalf of 
the Agency or reflecting the position of the Agency). Permission will usually be granted unless the content 
of the publication, speech or lecture or blog would not be in the interest of the Agency or the European 
Union. Permission will not be granted if networking or gaining influence must be assumed to be the major 
objective of the organiser when issuing the invitation to speak or publish.  

Staff shall provide the Executive Director with any information, in particular a copy, in electronic form, of 
the document he/she intends to publish accompanied, when relevant, by a summary in English. Where 
the Executive Director considers that the matter is liable to prejudice seriously the legitimate interests of 
the European Union, he/she has to inform the staff member within 30 working days of receipt of the 
information. If he/she does not reply within this time limit, it is considered to have had no objections.  

The author remains personally responsible for the published material. These rules and procedures also 
apply to speeches and any form of public or private communication outside the scope of your duties, 
where they relate to EU matters and are or may be published. 

While Article 17a(1) of the Staff Regulations grants staff the right to freedom of expression, when it 
comes to the staff member professional activity, this is subject to the following conditions being met:  

• The staff member shall show restraint and caution in expressing differing opinions, in particular 
when the latter are closely linked to the subject and nature of your duties in the two preceding 
years;  

• such opinions or any others regarding EU policies must be expressed with moderation and 
under the staff member sole responsibility (i.e. with a disclaimer).  

Staff members are also subject to the rules concerning non-disclosure of information and the 
confidentiality requirement. 

On some occasions, it may not be appropriate for anyone from the Agency to attend or participate in any 
way. Therefore, if permission is refused for an invitation to speak, publish or participate at a meeting, 
conference or to represent the Agency, it is not acceptable to attend during a weekend or by taking leave. 
In accordance with the Agency rules on external activities, staff must also obtain advance permission 
concerning the acceptance of any payment for publications, speeches or lectures which are not directly 
related to their work at the Agency.  

4.3 Honours or decorations 

If a staff member is offered an honour or decoration, permission to accept must be have been requested 
in writing and obtained in advance from the Executive Director. All cases whether granted or not are filed 
by Human Resources Department for a period of five years from the date of the request within the 
personal file of the concerned staff member. 

Only national honours and decorations awarded by a sovereign state of official medals awarded by a 
sovereign state or an official organ of that state (ministry, regional or local authorities, etc.) or recognized 
by an official authority (e.g.: Prix Charlemagne, Carnegie Hero Fund, etc.) are subject to the restrictions 
outlines in Article 11 of the Staff regulations. 
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In deciding, the Executive Director will take into considerations the following factors: 

• The motive behind giving the decoration 
• The possible consequences for the Agency’s interests. 

The rules also apply to former staff members if the decoration or honour has any link with their work at 
the Agency. 

5 Gifts register handling and protection of personal data 

The Agency shall establish and maintain a gifts register for the purpose of the registration of authorisation 
of gifts, invitations and hospitality offers in accordance with this policy. This register shall be recorded as 
evidence of the implementation of this policy. 

Any gift of a value of €50 and more shall be entered into the gifts register. 

The Agency shall process all authorisations and gifts register in accordance to Regulation (EC) n°45/2001. 

The Human Resources Department controls the handling of the gifts register.  

The Agency staffs have a right to access their data within the gifts register to update or correct them at 
any time.  

In case the Agency has knowledge of information that is not consistent with the declared authorisation, or 
in case of failure to request for authorisation in accordance with this policy, the staff member will be 
contacted with the purposed to update the or request for an authorisation . In case an internal procedure 
is opened as referred to paragraph 6 Enforcement of this policy, the Agency staff will be notified. 

Agency staff members are also entitled to have recourse at any time to the European Data Protection 
Supervisor: https://www.edps.europa.eu 

6 Enforcement 

Staff members are reminded that infringements of Article 11 may expose them to the risk of 
administrative inquiries and/or disciplinary actions in accordance with ED Decision 2011/216/E and Article 
86 and Annex IX of the Staff Regulations. For other staff such as interims, trainees, seconded national 
experts and external experts, the Executive Director shall take the appropriate decision such as the 
termination of their contract with the Agency. 
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DOCUMENT CONTROL SHEET 
 

Process Area Human resources management 

Main Process HR Administration and services 

Main Process Owner Bénédicte LEFEBVRE 

 
 

Log of issues 
Issue Issue date Change description 
001 07/11/2011 First issue 

002 31/07/2012 Possibility to postpone the implementation of the compulsory mobility 
principle; indication on the frequency related to the implementation’s 
monitoring; definition of the mitigating controls related to the reduction of 
the risk level. 

003 28/08/2013 Regular review of the sensitive functions initial analysis; monitoring of the 
rotation; responsibility for the whole sensitive functions management; 
details on the implementation of the mobility policy. 
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1. Background 
The overall purpose for defining sensitive functions is to prevent fraud and corruption within the EU 

institutions and bodies. In the Institutions, in addition to safeguards provided by management systems, 

IT-tools and internal controls, certain sensitive functions can be subject to  rotation if the related residual 

risks are not properly mitigated or reduced to an acceptable level. EASA Management Standard 

(LI.MRIMS.00006) specifies that EASA shall draw up an inventory of sensitive functions in order to 

evaluate and mitigate related risks. In general, sensitive functions are those where a member of staff 

executing an activity, has a degree of autonomy and/or decisional power sufficient to permit them, should 

they wish so, to misuse these powers for personal gain.  

 

2. Definition 
In general, a job can be characterized as being sensitive: 

2.1. By the nature of the activity itself. This could be the case for all activities where a high degree of 

personal judgment is involved when taking decisions, e.g. staff members taking decisions in the area of 

procurement or contracts, or in areas where there is a relatively high degree of freedom to act and/or 

where supervision levels might be low. 

2.2. By the context in which the activity is carried out. This could apply to functions where staff members 

might be subject to pressure to disclose sensitive information and where disclosure might harm the 

interest of the Agency or its customers. This is the case in the area of both product and organisation 

approvals and specific control measures need to be put in place.  

2.3. A sensitive  post is defined as a post that had been analyzed against criteria contributing to the 

sensitivity of a post,  preventing measures, the associated risk of a post and the mitigating measures in 

place. Where  the preventing and mitigating  measures did not sufficiently reduce the residual risk level, 

the function is considered as sensitive and additional management processes (control processes), such as 

rotation are needed.  

 

3. Criteria for defining sensitive posts (Identification)  
The following criteria contributing to the sensitivity of a post shall be assessed:   

A. Authorizing officer or by delegation 

B. Potentially sensitive field of activity 

a. Procurement and Financial matters: budgetary and financial management, budget 

execution, contract management,  accounting issues  

b. Recruitment and staff management: Activities with human resource implications, 

e.g. recruitment, personnel policy  

c. Programme management: managing programmes and projects from the 

programming stage to implementation and up to evaluation stage 

d. Security considerations: the security level associated with the activity concerned 

confidentiality of activities, access to sensitive information/ secure offices, etc 

e. Managing physical goods and safeguarding of assets 

f. Legal framework: jobs involving decisions linked to procedures defined by 

Community legislation (infringements etc.) 
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g. Negotiations and representation of the Agency: activities on behalf of the Agency 

where the staff member has a wide margin of manoeuvre. 

 

C. Formal capacity to take decisions (Binding the agency by signature (AOS, AIPN), Certificates, 

Approvals) 

D. Capacity to influence decisions (Capacity to collect, present and link, factual elements that support 

any decision making process.) 

E. Regular access to and/or manipulation of sensitive information (Privileged or proprietary 

information which, if compromised through alteration, corruption, loss, misuse, or unauthorized 

disclosure, could cause serious harm to the organisation owning it. Also called sensitive asset.) 

F. Recurrent contacts outside the Agency (suppliers, private sector…) (Extent to which the staff 

member is exposed to outside contacts in respect to his function in EASA (representation of the 

Agency; contracts; surveillance; inspections; specialised knowledge; expertise…) 

G. High level of specialised expertise (Expertise that is available in the Agency in a monopolistic 

manner and can thus not be challenged internally.) 

 

4. Defining the preventing measures and mitigating controls in order 
to reduce the risk  
In the process of defining the sensitive functions at the Agency, the preventing measures and mitigating 

controls that can reduce the risks are assessed. The measures and controls shall be cost effective and 

feasible. Measures and controls to the potential sensitivity of a job  can take a number of forms related to 

the specificities of the Agency’s tasks, including proper segregation of duties, collective approval process, 

panel of experts, procedures, etc. but might also include strong supervision arrangements and the 

implementation of the Code of Conduct for the staff of the Agency. 

Any supervision and/or control procedures should be evaluated regularly for their adequacy and 

effectiveness in order to monitor the residual risk  properly. 

 

5. Managing sensitive posts  
The sensitive posts are flagged in the Post Databasei as “sensitive posts”. The mitigation of risk should 

primarily be achieved by preventing measures and mitigating controls. In all other cases  a rotation of 

tasks has to be applied as a management tool. The posts concerned by this task rotation principle  should 

be earmarked in the Post Database. The Executive Director  may explicitly decide (and formally 

document) to postpone the implementation of the task rotation principle, in cases where: 

- no alternative staff member with an equivalent level of expertise is available, or 

- the status of one or more ongoing projects require the continuity of the staff allocation. 

In such cases the mitigating controls have to be reinforced.  

The details for the implementation of the rotation principle, such as the rotation cycle are detailed  in the 

respective Directorates’ internal workflows. 
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Figure 1: Decision workflow 
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6. Process and responsibilities in managing sensitive posts 
In line with the Agency’s Basic Regulation 216/2008 and the Financial Regulation the responsibility for 

identifying and managing sensitive posts rests with the Executive Director who is responsible for ensuring 

that adequate internal control systems are in place. 

 

The management of sensitive posts is an ongoing process and part of the annual  reporting of the Agency. 

For this purpose the Personal Administration Section will cooperate with the process owners the 

monitoring of the rotation in the Directorates and will launch the review of the sensitive functions initial 

analysis on a regular basis. 

 

7. Conclusions 

EASA has reviewed its posts and the criteria contributing to the sensitivity of a post together with the 
review of the initial analysis of sensitive functions. The objective was  to identify  the preventing measures 
already in place for each post subject for evaluation and to review and update the mitigating controls.  
                                                      
i Post Module in the HR Integrated System 



 

 

PREVENTION OF CONFLICT OF INTERESTS AND REPUTATIONAL RISKS 

Summary of new procedures as approved by the EEA Management Board at its 65th meeting 

on 12.12.2012 

NEW STAFF 

When taking up duties new members of staff receive as part of the welcome programme 

tuition in prevention of conflict of interest consisting of the following: 

- Signature of the form A1 “Obligations of EEA officials and other servants under the 
Staff Regulations and conditions of employment” and acknowledgment of receipt of 
a copy of the Staff Regulations and Conditions of employment of other servants of 
the European Communities; during the welcome programme, this form will be 
reviewed together with the Head of Programme based on the full CV; 
 

- Training on ethics and integrity where the obligations and duties as staff members 
and information on reporting improprieties (“whistle blower” mechanism) are 
addressed through relevant practical examples; 
 

- Staff members receive a copy of the European Code of Good Administrative 
Behaviour and a copy of the Decision of the Management Board of 22.6.2004 for the 
implementation of this Code to the EEA; 
 

- Presentation of the information and forms available on the EEA intranet as part of 
the welcome programme. 
 

EXECUTIVE DIRECTOR’S MEMBERSHIP OF EXTERNAL BOARDS 

Ex-ante approval by the Management Board is required for the Executive Director to accept 

membership on external boards and advisory bodies. The criteria for conflicts of interest are 

those set out in the Staff Regulations. The Executive Director will report back to the 

Management Board through the Executive Director’s Update. 

CONSULTANTS/CONTRACTORS 

When taking up duties, consultants/contractors shall sign a form on their rights and 

obligations, whereby they acknowledge that they shall refrain from any behaviour or action 

that may impair their independence or reflect adversely upon their position, the work or the 

image of the European Union. 

The form is countersigned by the responsible Head of Group. 

GUEST SCIENTISTS 

The selection of a guest scientist is based on the needs of the EEA; guest scientists may be 

working on specific projects, be on a short-term posting to help build up a broader 

partnership or to support a particular aspect of training relevant to the EEA and the Eionet. 

Current policy only allows the EEA to accept guest scientists if they are employed elsewhere. 
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If a guest scientist is proposed and before being accepted, there will be an ex-ante review of 

any possible conflicts of interest by the Executive Director and Head of Administrative 

services. In particular the guest scientist will be asked to submit as part of their application a 

detailed work, development or training plan to be agreed with the relevant Head of 

Programme, a full CV with all affiliations as well as educational and employment history, 

evidence of current employment and permission to be on leave for the duration of the guest 

scientist contract. 

When taking up duties, guest scientists are currently required to: 

- Sign an acknowledgment of receipt of the European Code of good administrative 
behaviour and of Decision EEA/10/GEN/1 governing guest scientists programmes 
organised by EEA of 18.3.2010; and 
 

- Fill out and sign an acknowledgment of their rights and obligations. 
 

In addition, they shall provide a full CV with all affiliations as well as educational and 

employment history. This will be published along with the signed Declaration of Interests 

and Declaration of absence of conflict of interest forms on the EEA website for the duration 

of the guest scientist’s period in the EEA. 

ANNUAL PROCESS FOR STAFF 

As part of the annual career development dialogue, the line manager and the member of 

staff will update the awareness of conflict of interest based on a self-declaration (as part of 

the self-assessment) where the member of staff will state whether any new engagements or 

activities have been (or are to be) undertaken that could give rise to a potential conflict of 

interest. When finalising the development plan, the line manager responsible will specify 

his/her assessment of the question of conflict of interests. 

PUBLICATION OF CVS AND DECLARATION OF INTERESTS ON EEA WEBSITE 

Executive Director: publication of full CV; 

Senior management staff: publication of short CV; 

Scientific Committee member: publication on the EEA website of the declaration of 

commitment, annual declaration of interests and CV; 

Guest scientist: publication of full CV. 

MANAGING REPUTATIONAL RISKS 

The prevention and/or management of reputational risks is seen as central to the role of the 

Senior Management Team. In each quarterly Resource Hearing reputational risks are 

assessed and if any identified proactive action plans implemented. The EEA tries at all times 

to be open and transparent, basing its responses on the requirements set out under the 

European Code of good administrative behaviour. An escalation procedure is in place which 

sets the Executive Director as the final stage in any situation. 



The Communications programme has put in place a contract to provide continuous media 

monitoring and press officers trained in handling reputational issues relating to external 

coverage.  
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Handling of conflicts of interest of the Management Board
Public
POLICY/0058

Effective date: 03-APR-12

Review date: 03-APR-15

Supersedes: Policy on handling of conflicts of interest of the Management Board and scientific 

committee members and EMA experts (EMEA/H/31653/03/Rev2)

1. Introduction and purpose

In accordance with Article 63 (2) of Regulation (EC) No 726/2004, members of the Management Board 

shall not have financial or other interests in the pharmaceutical industry which could affect their 

impartiality. They shall undertake to act in the public interest and in an independent manner, and shall 

make an annual declaration of their financial interests. All indirect interests which could relate to this 

industry shall be entered in a register held by the Agency which is accessible to the public, on request, 

at the Agency's offices.

The Agency's Code of conduct provides practical guidance on direct and indirect interests and the 

necessity to declare them in order to avoid potential conflicts of interests.

The Management Board adopted the Policy on the handling of conflicts of interests of the Management 

Board members in 2006. Taking into account the experience accumulated to date and the revised 

policy for handling of conflicts of interests of scientific committee members and experts adopted in 

2010, the Board has decided to review and update the policy applicable to its members. The Board has 

laid down a policy that is specific for its members to recognise that the role and responsibilities of the 

Management Board differ from those of the Agency’s scientific committees as the Management Board 

takes strategic decisions and oversees corporate activities of the Agency as opposed to scientific or 

product specific matters. It should also be recognised that members of the Board represent Member 

State or institutional interests. It is therefore appropriate to establish a policy specifically for the 

Management Board. 
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2. Scope

This policy applies to all Members and observers of the Management Board, including all Members of 

the Management Board sub-committees.

3. Definitions

The definitions which are set out in the Policy on the handling of conflicts of interests of Scientific 

Committee members and experts apply to this policy. For convenience the definitions are included 

below: 

 Reference to a member also refers to alternates, Observers and other participants of the 

Management Board, as well as other members and participants of the Management Board 

subcommittees (e.g. Management Board Telematics Committee). 

 Direct interest in pharmaceutical industry are: 

 Employment with a company 

 Consultancy for a company 

 Strategic advisory role for a company 

 Financial interests 

 Ownership of a patent

 Indirect interests in pharmaceutical industry are: 

 Principal investigator

 Investigator

 Individual’s institution receives a grant or other funding 

 Consultancy for a company: an activity where the concerned member provided advice or services 

(including training on a one to one basis) to a pharmaceutical company regardless of contractual 

arrangements or any form of remuneration. 

It should be noted that scientific advice provided by the NCA of a Member State is not considered a 

consultancy activity.

 Strategic advisory role for a company: participation (with a right to vote on/influence the outputs) 

in a (Scientific) Advisory Board/Steering Committee with the role of providing advice/expressing 

opinions on the (future) strategy, direction and development activities of a pharmaceutical 

company, either in terms of general strategy or product related strategy, regardless of contractual 

arrangements or any form of remuneration. 

It should be noted that: 

- Data Monitoring Committees (composed of independent external experts reviewing un-blinded 

clinical trial data independently of the sponsor/pharmaceutical company) fall outside the scope 

of this definition. Members who participated in these forums are considered in the same way as 

principal investigators. 

- Involvement of a member in research work for a pharmaceutical company is considered an 

indirect interest. 
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 Financial interests relate to: 

 Holding of shares of a pharmaceutical company with the exclusion of independently managed 

investment funds/pension schemes that are not exclusively based on the pharmaceutical 

sector. 

 Compensation, fees, honoraria, salaries paid directly by a pharmaceutical company to the 

individual, other than payment for expenses incurred with research work or re-imbursement of 

reasonable expenses incurred in relation to conference/seminar attendance as a speaker, 

panellist or in a similar role (i.e. accommodation and travel costs). 

 Ownership of a patent: relates to a patent for a medicinal product/competitor product owned by 

the individual or the individual’s Institution, and the individual is a beneficiary. 

 Principal investigator: is the investigator with the responsibility for the coordination of investigators 

at different centres participating in a multicentre pharmaceutical industry instigated/sponsored trial 

or the leading investigator of a monocentre pharmaceutical industry instigated/sponsored trial, or 

the coordinating (principal) investigator signing the clinical study report5. 

 Investigator: is an investigator involved in a clinical pharmaceutical industry instigated/sponsored 

trial at a specific trial site who can be the responsible lead investigator of the trial at that specific 

site or a member of the clinical trial team who performs critical trial related procedures and makes 

important trial related decisions. 

 Grant or other funding (other than compensation for services requested by National Competent 

Authorities): two situations need to be considered:

 Individual’s department of an academic institution receives a grant or other funding (e.g. 

sponsoring of a Chair at the University department) from a pharmaceutical company for 

research work and the individual receives no personal gain; 

 Organisation (e.g. Patient organisation) receives a grant or other funding from a 

pharmaceutical company for non-research work and the individual (irrespective if the individual 

is employed by the organisation or is a volunteer and acts as a representative) receives no 

personal gain. 

 Pharmaceutical company: also includes supply or service companies which contribute to the 

research, development, production and maintenance of a medicinal product. 

 Household member: is a spouse, partner or child living at the same address as the individual.

4. Policy statement

Principles of the policy 

Members must declare all interests that could be prejudicial to their independence, whether of direct or 

indirect nature. 

Involvement of the individual in activities of the Board may be restricted taking into account:

 The nature of the declared interest, 

 The timeframe during which the interest occurred.

 The type of a member’s role in the Board (chair, vice-chair, a member). 
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Current direct interest (employment, strategic advisory role, consultancy, financial interests) in 

pharmaceutical industry are incompatible with involvement in the activities of the Board. The 

requirements are stricter for chair / vice-chair. 

The timeframe to be considered for the declared direct or indirect interest is either:

 current (i.e. at any time point during the term of the mandate of a member), or 

 within the past 2 years, or 

 within the past 2 to 5 years. 

Interests need to be declared up to 5 years after which the interest ceases to exist. However, 

individuals can declare any interests beyond the 5 years timeframe. They can also restrict on their own 

initiative their involvement as a result of such declaration. 

Members update their declarations annually or as soon as their interests change, informing the Chair 

and Executive Director of any changes to their declared interest without undue delay. Declarations 

should cover interests that occurred within the five years before the date of the declaration.

If a member intends to be engaged (either solicited or not) in occupational activities with a 

pharmaceutical company (such as employment) during the term of the mandate, the member shall 

immediately inform the Agency and refrain from any activities which may have an impact on the 

pharmaceutical company concerned and shall comply with any additional conditions or limitations 

which the Agency may consider appropriate to impose.

Members will be asked to declare interests which can be considered prejudicial to their independence 

with respect to the items on the agenda at the beginning of each Management Board meeting and any 

declared interests will be recorded in the minutes. These declarations shall be made available to the 

public.

In addition to interests related to pharmaceutical industry, consideration should also be given to any 

possible interest with non-pharmaceutical companies that may have interaction with the Agency in 

other areas such as procurement procedures (e.g. in the are of information technology, office 

refurbishment, other services). These interests shall be entered in the declaration of interests. 

The obligation for the individual to declare interest in relation to the activities of his/her institution/ 

organisation is subject to the extent that the individual has knowledge of the institution’s 

/organisation’s activities. 

When declaring interests members should also declare current direct interest of (a) household 

member(s) (i.e. spouse, partner and children living at the same address as the individual). 

Involvement in academic trials and in publicly funded research/development initiatives, as well as 

membership of an Ethics Committee should be declared. This will not result in the Agency restricting 

involvement in EMA activities, unless a specific conflict is identified. 

In case, where, following the expiry of a declaration of interest, a member is late to provide a new 

declaration, meeting documents and correspondence will not be sent to the member or alternate and 

their support staff until the Declaration of Interests is received. 

The Chair and/or the Vice-Chair will be informed on the declared interests of Management Board 

members recorded in the conflicts of interests’ register of the Management Board, in order to identify if 

there are any interests that could present a conflict with regard to the work of the Management Board

and/or its sub groups including the Management Board Telematics Committee (MBTC).
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The Management Board, as a whole, will be informed at start of each meeting of interests declared by 

members that pose conflict with specific items on the meeting agenda. This information will be 

recorded in the minutes.

All members (including non-Board members) serving on Management Board subcommittees shall not 

have specific interests related to the topics dealt with by the subcommittees.

If a declared interest poses factual or perceived conflict of interest, members should refrain from 

participation in related discussions and decision-making.

In order to check the correctness of the information contained in the declarations of interests the 

Agency applies a system of ex-post control checks.

Involvement in Management Board activities 

The section below outlines practical consequences of the above principles on the involvement in the 

activities of the board.

Members of the Management Board

Interests that are not allowed 

 Current direct interests are not allowed at any time during the term of the mandate

 Employment 

 Consultancy 

 Strategic advisory role 

 Financial interests

 Patent ownership

Interests which impose certain restrictions 

 Direct interest allowed with restrictions if >0 and ≤ 5 years 

 Employment 

 Consultancy 

 Strategic advisory role 

 Indirect interest allowed with restrictions if current and ≤ 5 years

 Principle investigator 

 Grant or other funding to institution (other than compensation for services requested by 

National Competent Authorities; please see Definitions on page 3.)

 Current direct interest of (a) household member(s)

Restrictions referred to above mean that depending on the nature of specific interests declared and the 

length of the interest members will:

 Withdraw from discussions and decisions or as topic coordinators on certain topics if the interest(s) 

is ≤ 2 years old. 
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 Withdraw from decisions on certain topics if the interest(s) is >2 but ≤ 5 years old. Members may 

join in the discussion and act as topic coordinators. 

 Withdraw from discussions and decisions or as topic coordinators on certain topics in case of 

current direct interests of (a) household member(s)

The topics within which restrictions will apply include (the list is not exhaustive): 

 Long term strategy (Road Map)  (strategic direction of EMA - possible impact on industry) 

 Fee regulation implementing rules (direct impact on industry) 

 Policy for support to veterinary companies in the area of minor uses and minor species (direct 

impact on industry) 

Chair and vice-chair of the Management Board 

Interests that are not allowed 

 Direct interests are not allowed within previous 5 years and at any time point during the term of 

the mandate 

 Employment 

 Consultancy 

 Strategic advisory role 

 Current direct interests are not allowed at any time point during the term of the mandate: 

 Financial interests

 Patent ownership

 Indirect interests are not allowed within previous 5 years and at any time point during the term of 

the mandate:

 Principle investigator

 Investigator 

 Grant or other funding to institution (other than compensation for services requested by 

National Competent Authorities; please see Definitions on page 3.). 

 Current direct interest(s) of any household member(s) is not allowed.

Final provisions 

The declaration forms used for scientific committees will also be used to declare interests by members 

of the Board.

The Management Board secretariat shall put in place necessary procedures to implement the policy. 

5. Related documents

 0044 - European Medicines Agency policy on the handling of conflicts of interests of Scientific 

Committee members and experts
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 Declaration of conflicts of interests form

 SOP/EMA/0020 Management Board meeting documents; a complete life-cycle

 WIN/EMA/0064 Management Board organisation 

6. Changes since last revision

New policy.

London, 3 April 2012

Sir Kent Woods

Chair of the Management Board 
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European Medicines Agency policy on the handling of 
conflicts of interests of scientific committee members and 
experts 
 

POLICY/0044   

Effective date: 03 April 2012 

Review date: 03 April 2015 

Supersedes: Policy/0044, dated 29 September 2011 

 

1.   Introduction and purpose 

EU legislation1
 clearly states that the members2

 of the Scientific Committees and experts shall not 

have financial or other interests in the pharmaceutical industry that could affect their impartiality. They 

shall make an annual declaration of their financial interests. In addition, all indirect interests which 

could relate to the pharmaceutical industry shall be entered in a register held by the European 

Medicines Agency (referred to in this document as “Agency”), which is accessible to the public, on 

request, at the Age

The Agency’s Code of Conduct3, and in particular Annex 1, provides guidance on several aspects 

related to conflicts of interests. Information is made available about what should be declared by whom 

and at what moment in time. In addition, clarification about some operational aspects is given by 

stating the tasks of the Agency’s Secretariat, the obligations of the individuals concerned and the 

meeting proceedings.  

Experience with the handling of conflicts of interests for the Scientific Committee members and experts 

has been gained since the establishment of the Agency in 1995. With a view to continuously improving 

 
1 Regulation (EC) No 726/2004 of the European Parliament and of the Council of 31 March 2004 laying down Community 
procedures for the authorisation and supervision of medicinal products for human and veterinary use and establishing a 
European Medicines Agency.   
2 The reference to members also applies to alternates.   
3 The EMEA Code of Conduct (Doc. Ref. EMEA/6470/03/2368).   
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the processes in the context of its Integrated Quality Management system, the Agency decided to 

review at regular intervals the procedures and arrangements in place and to strengthen the handling of 

conflicts of interests taking into account the outcome of these reviews.  

A Policy on the handling of conflicts of interests for the Scientific Committee members and experts was 

established in March 2004 and subsequently reviewed and updated in December 2005 in the light of 

experience gained over the first year of use.  

Since 2006 further experience has been obtained. The two main findings have been demands by the 

wider community for the Agency to strengthen its handling of conflicts of interests, as well as requests 

from stakeholders for the Agency to ensure that the best scientific expertise is involved in the 

assessment process.  

This has resulted in an in-depth review of the Policy in place, and a revised Policy was endorsed by the 

Management Board at its 7 October 2010 meeting, becoming effective on 29 September 2011. A 6 

months’ analysis of the implementation of the revised Policy was performed in February 2012 and 

further amendments to the Policy, taking into account such analysis, were endorsed at the March 2012 

Management Board meeting.  

The Policy shall be reviewed within 3 years or at an earlier stage if considered necessary. 

2.   Scope 

The scope of the Policy relates to the handling of conflicts of interests of Scientific Committee (i.e. the 

CHMP, CVMP, COMP, HMPC, PDCO, CAT and PRAC) members (including, where relevant, alternates) 

and experts involved in activities at the level of the Agency. Involvement in the Agency’s activities 

means all activities carried out at the Agency in the context of the authorisation and surveillance of 

medicinal products for human and veterinary use. This includes meeting attendance, involvement in 

the scientific assessment and guidance development, as well as participation in inspections.  

The scope of this Policy does not relate to staff and experts at the level of the NCAs participating in the 

(evaluation) work (with respect to the authorisation and surveillance of medicinal products) at national 

level for services provided to the Agency. This is in line with the MoU4 concluded between the NCAs 

and the Agency.  

3.   Definitions 

Abbreviations  

 CAT:  Committee for Advanced Therapies  

 CHMP:  Committee for Medicinal Products for Human Use  

 COMP:  Committee for Orphan Medicinal Products  

 CVMP:  Committee for Medicinal Products for Veterinary Use  

 DIAG:  Declaration of Interests Assessment Group  

 DoI:  Declaration of Interests  

 EMA: European Medicines Agency 

 
4 Memorandum of Understanding between the European Medicines Agency and the National Competent Authorities of the 
Member States on the monitoring of the scientific level and independence of the evaluation carried out by the National 
Competent Authorities for services to be provided to the Agency (Doc. Ref.:EMA/150487/2010).   
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 EU:  European Union  

 EPAR:  European Public Assessment Report  

 HMPC:  Committee for Herbal Medicinal Products  

 MoU:  Memorandum of Understanding  

 NCA:  National Competent Authority  

 PDCO:  Paediatric Committee  

 PRAC Pharmacovigilance Risk Assessment Committee 

 SAG:  Scientific Advisory Group  

 

Definitions  

The following definitions apply:  

Direct versus indirect interests 

 Direct interests in pharmaceutical industry are:  

 Employment with a company  

 Consultancy for a company  

 Strategic advisory role for a company  

 Financial interests  

 Ownership of a patent  

 Indirect interests in pharmaceutical industry are:  

 Principal investigator  

 Investigator  

 Individual’s Institution/Organisation receives a grant or other funding  

Direct interests  

 Consultancy for a company: is to be interpreted as an activity where the concerned expert provides 

advice or services (including training on a one to one basis) to a pharmaceutical company 

regardless of contractual arrangements or any form of remuneration.  

It should be noted that scientific advice provided by the NCA of a Member State is not considered a 

consultancy activity.  

 Strategic advisory role for a company: is to be interpreted as meaning that the expert is 

participating (with a right to vote on/influence the outputs) in a (Scientific) Advisory 

Board/Steering Committee with the role of providing advice/expressing opinions on the (future) 

strategy, direction and development activities of a pharmaceutical company, either in terms of 

general strategy or product related strategy, regardless of contractual arrangements or any form 

of remuneration.  
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It should be noted that:  

 Data Monitoring Committees (composed of independent external experts reviewing unblinded 

clinical trial data independently of the sponsor/pharmaceutical company) fall outside the scope 

of this definition. Experts participating in these fora are considered in the same way as 

principal investigators (for definition of principal investigator see below).  

 Involvement of an expert in research work for a pharmaceutical company is considered an 

indirect interest.  

 Financial interests relate to:  

 Holding of shares of a pharmaceutical company with the exclusion of independently managed 

investment funds/pension schemes that are not exclusively based on the pharmaceutical 

sector.  

 Compensation, fees, honoraria, salaries paid directly by a pharmaceutical company to the 

individual, other than payment for expenses incurred with research work or re-imbursement of 

reasonable expenses incurred in relation to conference/seminar attendance (i.e. 

accommodation and travel costs).  

 Ownership of a patent: relates to a patent for a medicinal product/competitor product owned by 

either the individual or the individual’s Institution, and the individual is a beneficiary. 

Indirect interests 

 Principal investigator: is the investigator with the responsibility for the coordination of investigators 

at different centres participating in a multicentre pharmaceutical industry instigated/sponsored trial 

or the leading investigator of a monocentre pharmaceutical industry instigated/sponsored trial, or 

the coordinating (principal) investigator signing the clinical study report5.  

 Investigator: is an investigator involved in a clinical pharmaceutical industry instigated/sponsored 

trial at a specific trial site which can be the responsible lead investigator of the trial at that specific 

site or a member of the clinical trial team who performs critical trial related procedures and makes 

important trial related decisions.  

 Grant or other funding: two situations need to be considered:  

 Individual’s Institution (either a NCA or the department of an academic Institution) receives a 

grant or other funding (e.g. sponsoring of a Chair at the University department) from a 

pharmaceutical company for research work and the individual receives no personal gain;  

 Organisation (e.g. Patient Organisation) receives a grant or other funding from a 

pharmaceutical company for non-research work and the individual (irrespective if the individual 

is employed by the Organisation or is a volunteer and acts as a representative) receives no 

personal gain.  

Other definitions 

 Competitor product: is defined as a medicinal product that targets a similar patient population with 

the same clinical objective (i.e. to treat, prevent or diagnose a particular condition), hence 

constituting a potential commercial competition.  

 

                                               
5 This definition does not include a national coordinating investigator in a multinational trial.   
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 Expert Witness: is an expert whose role is limited to testify and give specialist advice on a specific 

issue by providing information and replying to any questions only. Such Expert Witness can be 

invited to participate at Scientific Committee, Working Party, SAG or Ad-Hoc Expert Group 

meetings.  

 Household member: is a spouse, partner or child living at the same address as the individual.  

 Pharmaceutical company: also includes supply or service companies which contribute to the 

research, development, production and maintenance of a medicinal product.  

It should be emphasised that the aforementioned definitions can not address all the various scenarios 

which may exist. Therefore, in order to determine if a particular situation is covered by the definition 

the Agency’s DIAG will evaluate on a case-by-case basis. 

4.   Policy statement 

The following aspects are addressed in this Policy:  

 Objectives of the Policy  

 Principles of the Policy  

 Preparatory steps for the operation of the Policy  

 Practical operation of the Policy  

4.1.  Objectives of the Policy  

The main objective of the Policy is to ensure that the Scientific Committee members and the experts 

participating in the Agency’s activities have no interests in the pharmaceutical industry which could 

affect their impartiality, as per the requirements of EU legislation. This has to be balanced with the 

need to secure the best (specialist) scientific expertise for the evaluation and surveillance of medicinal 

products for human and veterinary use.  

In order to achieve this objective and to strike the aforementioned balance the Policy focuses on 3 

important pillars, i.e.:  

 robustness,  

 efficiency, and  

 transparency of the process for the handling of conflicts of interests of Scientific Committee 

members and experts.  

4.2.  Principles of the Policy  

As mentioned before a 3 pillar approach is envisaged: robustness, efficiency and transparency.  

Achieving a Robust Process  

The following principles apply:  

Direct versus indirect interest  

 The focus is on direct interests in pharmaceutical industry, leading to the highest risk level (level 3) 

with a more restricted involvement in the Agency’s activities.  
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 Indirect interests in pharmaceutical industry lead to an intermediate risk level (level 2) with 

mitigating actions to reach the best possible balance between limiting the involvement in the 

Agency’s activities and the need for the availability of the best (specialist) scientific expertise.  

 The obligation for the individual to declare interests in relation to the activities of his/her 

Institution/Organisation is subject to the extent that the individual has knowledge of the 

Institution’s/Organisation’s activities. Restrictions will apply in case the individual acts as a 

Scientific Committee chair/vice-chair, rapporteur (or equivalent leading/coordinating role) or as a 

peer reviewer. In these situations the individual either needs to be replaced (Scientific Committee 

chair/vice-chair) for the discussions, final deliberations and voting as appropriate, or can not act as 

rapporteur (or equivalent leading/coordinating role) or as a peer reviewer, in relation to any 

medicinal product from the pharmaceutical company giving a grant or other funding to the 

Institution (either individual’s NCA or the individual’s department of an academic Institution)/ 

individual’s Organisation (e.g. Patient Organisation). 

 Individuals are requested to declare current direct interests of (a) household member(s). Such 

interests will result in an intermediate risk level (level 2). Restrictions will apply in case the 

individual acts as a Scientific Committee chair/vice-chair, rapporteur (or equivalent 

leading/coordinating role) or as a peer reviewer. In these situations the individual either needs to 

be replaced (Scientific Committee chair/vice-chair) for the discussions, final deliberations and 

voting as appropriate, or can not act as rapporteur (or equivalent leading/coordinating role) or as a 

peer reviewer, in relation to any medicinal product from the pharmaceutical company for which 

current direct interests of (a) household member(s) have been declared.  

Other declarable interests 

 Involvement in academic trials and in publicly funded research/development initiatives, as well as 

membership of an Ethics Committee should be declared. This will not result in the Agency 

restricting involvement in EMA activities, unless a specific conflict of interest is identified. 

Restricting involvement in the Agency’s activities  

 Involvement of the individual in the Agency’s activities is restricted taking into account the nature 

of the declared interest, the timeframe during which such interest occurred, as well as the type of 

activity.  

 As a general rule, current employment with a pharmaceutical company or current financial 

interests in pharmaceutical industry are incompatible with involvement in the activities of the 

Agency. One exception to this general rule applies to the concept of Expert Witness. Current 

financial interests are compatible with such concept. Furthermore, if a Scientific 

Committee/Working Party/SAG/Ad-hoc Expert Group member intends to be engaged (either 

solicited or not) in occupational activities with a pharmaceutical company (such as employment) 

during the term of the mandate, the member shall immediately inform the Agency and refrain from 

any activities which may have an impact on the pharmaceutical company concerned and shall 

comply with any additional conditions or limitations which the Agency may consider appropriate to 

impose.   

 The requirements for membership of decision-making bodies (i.e. Scientific Committees) are 

stricter than for advisory bodies (i.e. SAGs and Ad-Hoc Expert Groups).  

 The requirements are also stricter for chairpersons / vice-chairpersons of the Scientific Committees 

compared to the chairpersons / vice-chairpersons of other fora and compared to the members of 

the Scientific Committees and the other fora. Likewise the requirements are stricter for rapporteurs 
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(or equivalent leading / co-ordinating role) and formally appointed peer reviewers compared to the 

other members of the scientific fora.  

 The timeframe to be considered for the declared direct or indirect interest is either current (i.e. at 

any time point during the term of the mandate of a member or at the time of involvement of an 

individual in a specific Agency activity), or within the past 2 years, or within the past 2 to 5 years. 

Interests need to be declared up to 5 years after the interest ceases to exist. However, individuals 

can declare any interests beyond the 5 years timeframe. They can also restrict on their own 

initiative their involvement in the Agency’s activities as a result of such declaration.  

Achieving an Efficient Process  

The following should enable the establishment of an efficient process:  

 Conflicts of interests are classified into 3 categories, i.e. direct versus indirect versus no interests 

declared. Direct interests are assigned the highest risk level (level 3), indirect interests an 

intermediate risk level (level 2), and in case no interests are declared a risk level 1 is assigned.  

 A 2 step procedure applies: following receipt of the DoI a risk level is automatically assigned 

according to the above classification. Subsequently the level of participation in the Agency’s 

activities is determined by the Agency’s secretariat taking into account the assigned risk level and 

the restrictions which apply to participation in the various activities of the Agency.  

 A proactive approach is envisaged as regards the possible identification of conflicts of interests 

through an obligatory screening by the Agency of the declared conflicts of interests of Scientific 

Committee members prior to any formal nomination by the Competent Authority6. The Agency will 

provide feedback to the Nominating Authority on the outcome of the pre-screening for subsequent 

consideration by the Nominating Authority when launching the formal nomination process. 

Likewise, the possibility of pre-screening of any expert prior to involvement in the Agency’s 

activities is offered to the Nominating Authority.  

 A proactive approach is also applied with respect to the search for alternative experts in the field, 

making the best use of the established relationships with academia and learned societies. In 

addition, for the establishment of a new SAG or the renewal of the mandate of an existing SAG a 

public call for expression of interests is launched by the Agency.  

Achieving a Transparent Process  

Transparency is envisaged through the following initiatives:  

 Introduction of transparency on declared conflicts of interests throughout the whole scientific 

review process, starting with the (Co)-Rapporteur assessment reports (or the assessment reports 

from equivalent leading / co-ordinating individuals) to the minutes of the various fora up to a 

specific section in EPARs (or equivalent public documents) on all conflicts of interests declared 

throughout the scientific review.  

 Publication of the DoIs and Curricula Vitae on the Agency’s website of all experts, whilst ensuring 

that personal data legislation is adhered to, as well as publication on the Agency’s website of the 

assigned risk levels (level 1, 2 or 3).  

 
6 Competent Authority refers to both the Member States and the European Commission.   
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4.3.  Preparatory Steps for the Operation of the Policy  

Before any work can be undertaken by the Agency on the checking of conflicts of interests, members 

of the Scientific Committee and experts first need to be nominated after which they need to be 

included in the Agency’s expert database. The roles and the responsibilities of both the Nominating 

Authority and the Agency are summarised in the aforementioned MoU.  

Nomination Process  

Nomination process for Scientific Committee members  

Scientific Committee members7, 8
 (and, where relevant, alternates) are nominated by Member States 

for a term of three years, which may be renewed. The Management Board is consulted on nominations 

prior to the appointment of CHMP, CVMP and PRAC members. Scientific Committee members shall be 

chosen by reason of their role and experience in the evaluation of medicinal products for human and 

veterinary use, as appropriate, and shall represent their Competent Authorities.  

Nomination process for experts  

Member States shall transmit to the Agency a list of experts with proven experience in the evaluation 

of medicinal products in order to serve on Working Parties or SAGs, or to act as additional experts to 

Scientific Committees, Working Parties or SAGs. Nominations should be accompanied by a description 

of the experts’ qualifications and their specific areas of expertise.  

In addition, situations can arise where the need for additional expertise, not covered by nominations 

made by the Member States, is identified at the level of the Scientific Committees. In such 

circumstances, the nomination of the identified expertise is undertaken by the Agency.  

Inclusion in the Agency’s Expert Database  

All Scientific Committee members and experts must be included in the Agency’s experts database prior 

to the first appointment resulting in involvement in activities at the level of the Agency (meeting 

attendance, scientific evaluation, inspections, guidance development, etc.). Such inclusion is only 

possible once the following documents have been submitted to the Agency:  

 Nomination form,  

 Public declaration of interests and confidentiality undertaking form, and  

 Curriculum Vitae.  

The Nominating Authority has to ensure, in close collaboration with the nominated member/expert, 

that all relevant material necessary for the Agency’s review has been made available prior to the 

member’s/expert’s involvement in any activity of the Agency.  

The list of experts is published on the Agency’s website9. In addition, it should be noted that the 

declarations of interests submitted by members and experts are publicly available. Whereas, in 

accordance with the requirements of EU legislation, the declarations of interests of experts can be 

consulted, upon request and in person, at the Agency’s offices in London, the Agency has decided, in 

order to further increase its transparency, to make the declarations of interests of the chairpersons, 

                                               
7 It should be noted that some Scientific Committee members are nominated by the European Commission.   
8 It should be noted that at the level of some Scientific Committees the Committee may decide to appoint co-opted 
members.   
9 http://www.ema.europa.eu/docs/en_GB/document_library/Other/2009/10/WC500004666.pdf   
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members and alternates (where such alternates are nominated) of the Scientific Committees, as well 

as all experts available on the Agency’s website.   

4.4.  Practical Operation of the Policy  

The consequences of the application of the principles laid down in this Policy in terms of the allowable 

conflicts of interests are summarised in the document “Overview of the Allowable Interests for the EMA 

Scientific Activities” (Doc. Ref.: EMA/358101/2010, Rev. 1). 

In order to check the correctness of the information contained in the DoIs the Agency applies a system 

of ex-post control checks. In addition, a Breach of Trust Procedure on CoIs is available in case of 

observed failure by a Scientific Committee member or expert to fill in the DoI in a complete and/or 

correct manner.  

5.  Related documents  

 Regulation (EC) No 726/2004 of the European Parliament and of the Council of 31 March 2004 

laying down Community procedures for the authorisation and supervision of medicinal products for 

human and veterinary use and establishing a European Medicines Agency.  

 EMEA Code of Conduct (Doc. Ref. EMEA/6470/03/2368).  

6.  Changes since last revision  

Amendments to the Policy, which was endorsed by the Management Board at its 7 October 2010 

meeting, and effective 29 September 2011. These amendments take into account a 6 months’ analysis 

of the implementation of this Policy.  

 

London, 03 April 2012  

 

 

Guido Rasi 

Executive Director 
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European Maritime Safety Agency

Measures taken by the European Maritime Safety Agency in relation to
avoidance of conflicts of interests

Guidelines on conflict of interest

EMSA has implemented a set of practical guidelines in order to assist the Agency's staff
members in avoiding situations or circumstances where conflict of interest may arise. These
guidelines include also information to the staff of the measures that should be taken if they
find themselves in such a situation. The guidelines include issues such as outside activities,

employment of spouse, publishing articles and speeches etc.

In addition, specific guidelines for gifts and hospitality have been implemented for further

guidance.

Both guidelines are available for all staff via EMSA Intranet.

Policy for the avoidance of conflicts on interests in safety assessment and inspections
activities

A specific policy addressing the avoidance of conflicts of interests within the safety
assessment and inspections activities was adopted in April 2012 by a Decision of the
Executive Director. The purpose of this policy is to avoid conflicts of interest in order to
ensure that EMSA staff members (mainly inspectors, project officers or specialists) are not
appointed to an inspection in which they may have a conflict of interest (e.g. previous
employment) or in which they may have be perceived to have a conflict of interest.

A Declaration of Absence of conflict of interest is completed by each staff member

participating any inspection visit.

Conflict of interest policy in relation to the Members of the Administrative Board

As a result of the Special Report of the European Court of Auditors on "Management of

conflict of interest in selected EU Agencies" which is a comprehensive analysis of some

selected agencies' approach to the management of situations where there are potential

conflicts of interest, a Conflict of Interest policy concerning the Members of the EMSA

Administrative Board was adopted in November 2013.

The EMSA Administrative Board Conflict of Interest policy takes into account the Guidelines

"Managing Conflict of Interest in the Public Service" of the Organisation for Economic Co-

Page 1 of 2
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operation and Development (OECD), the recommendations of the European Court of
Auditors as well as corresponding statements of the European Parliament. Also, in
accordance with the EMSA Founding Regulation the policy outlines specific restrictions when
Board Members do not take part in discussion and decision making.

Training course on ethics and integrity

In order to effectively disseminate information on conflict of interest and ensure that
Agency's staff is well aware of the policies an in-house training course on ethics and
integrity which includes the issue of conflict of interest, is organised on a regular basis. This
training course is mandatory to all staff and is provided by the Agency's Internal Audit
Capabilities.

Page 2 of 2



ACER
Agency for the Cooperation
of Energy Regulators

The Director Ljubljana, 06 June 2013
ACER-20 I 3-AP-OB-549

Note to the attention of:
Mr Alain LAMASSOURE, Chair, Budgets

Committee, European Parliament
Alain.Lamassoure@europarl.europa.eu

Ms Florentia EVRIPIDOU, Chair, Budget Committee,

Council of the European Union
fheracleous @ mof.gov.cy

Ms Catherine Day, Secretary-General, European
Commission
Catherine.Day@ec.europa.eu

By e-mail only

Subject: Information on the Internal Audit Activities carried out in 2012 at the

Agency for the Cooperation of Energy Regulators (ACER)

Dear Mr Lamassoure,

Dear Ms Evripidou,

Dear Ms Day,

Having regard to Article 99 (5) of Commission Regulation (EC, Euratom) No 966/2012 of

the European Parliament and of the Council of 25 October 2012 on the financial rules

applicable to the general budget of the Union and repealing Council Regulation (EC,

Euratom) No 1605/2002, and in compliance with Article 72 (5) of the Agency’s Financial

Regulation, I would like to inform you about the internal audit activities that took place at the

Agency in the course of 2012.

Following the signed Mission Charter with the Internal Audit Service (lAS), the Agency

received its first visit in February 2012. The scope of the visit covered:

Agency for the Cooperation of Energy Regulators, Trg Republike 3, 1000 Ljubljana, Slovenia
E-mail: Alberto.PQTOTSCHNIG @acer.europa.eu, Phone: 00386 (0) 8205 3409
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1. Full risk assessment of the Agency’s operational, administrative and support

processes. The risk assessment aimed at establishing the audit strategy of the lAS for

the period 2013 — 2015, based on the Agency’s risk environment and specific

activities.

2. Limited review of the implementation of the Internal Control Standards, aiming at

assessing the level of implementation of the internal control standards at the Agency.

During the risk analysis, the lAS identified certain processes of high inherent risk which still

need to be improved for more effective controls. These areas are both operational and

administrative and include Planning and Monitoring; Performance appraisal and Career

development; Document management and Data management; Facility management, logistics,

security; Stakeholder relations and Communication; Monitoring of the Internal Market;

National Regulatory Authorities (NRA) Cooperation; and Monitoring of the implementation

of network codes.

The Agency submitted an action plan with the objective to improve the controls in these

processes to a level of maturity that will enable the Agency to move them to the “Assurance”

zone of the risk map. The action plan has been endorsed by lAS. The actions undertaken by

the Agency for addressing these high risk areas will be reported to the lAS well in advance of

the next Strategic Audit Plan update, currently planned for late 2013.

The limited review of the Internal Control Standards implementation entailed no audit

opinion. However, based on the result of the limited review, the lAS listed five observations

resulting in seven recommendations. Two of them were rated ‘Very Important’ and

concerned “the areas of Involvement of the Appointing Authority in the recruitment

procedures and Annual work programme as financing decision”. Five were rated ‘Important’

and concerned the areas of “Training on ethics and integrity; Documentation of vacancy

notices in recruitment files; Design of key performance indicators; Policy on sensitive

functions; Gap and overlap analysis of processes and procedures”. Following the limited

review, the Agency prepared an Action Plan. lAS considers that it adequately addresses the

risks and will mitigate them if implemented as planned.

By May 2013 action on six recommendations has been completed and therefore the

recommendation closed, and the Agency is still working on one recommendation.

The performed mission resulted in the endorsement of the following major documents:

1. lAS Strategic Audit Plan (SAP) 20l320151

2. Report on the limited review of the Internal Control Standards2

‘lAS Strategic Audit Plan 2013-2OJ5forACER, 2 May 2012.
2 Final Report on the Limited review of the implementation of Internal Control Standards, 22 May 2012.

Agency for the Cooperation of Energy Regulators, Trg Republike 3, 1000 Ljubljana, Slovenia
E-mail: Alberto.POTOTSCHNIGacer.europa.eu, Phone: 00386 (0) 8205 3409



In line with the established Strategic Audit Plan, the first internal audit is scheduled to take
place in 2013. The results from the audit, any recommendations made and the actions

undertaken by the Agency, will be provided in detail in next year’s report.

I remain at your disposal for any further information you may require.

Thank you in advance for your consideration.

Yours sincerely,

Albe to t tschnig
Director

Agency for the Cooperation of Energy Regulators, Trg Republike 3, 1000 Ljubljana, Slovenia
E-mail: Alberto.POTOTSCHNIG@acer.europa.eu, Phone: 00386(0) 8205 3409





Annex point 7: 2012 Information on leave and flexitime

A B C = B/A D F = B ‐ D G = F/A H = D/A

Category Number of 
staff members

Total extra 
days worked

Average total 
days worked

Total  
Compensation 

Days Taken

Net extra days 
worked (1)

Average net extra 
days worked

Average days of 
compensation

AD 13 1 60.5 60.5 7.0 53.5 53.5 7
AD 12 3 91.0 30.3 26.5 64.5 21.5 8.8
AD 11 10 224.9 22.5 60.5 164.4 16.4 6.1
AD 10 3 36.7 12.2 18.5 18.2 6.1 6.2
AD 9 2 54.6 27.3 16.5 38.1 19.0 8.3
AD 8 7 161.9 23.1 57.5 104.4 14.9 8.2
AD 7 5 71.7 14.3 32.0 39.7 7.9 6.4
AD 6 6 187.4 31.2 42.0 145.4 24.2 7
AD 5 6 152.6 25.4 35.5 117.1 19.5 5.9

AST 10 2 37.6 18.8 16.0 21.6 10.8 8
AST 8 2 25.5 12.7 14.5 11.0 5.5 7.3
AST 7 4 30.9 7.7 17.5 13.4 3.4 4.4
AST 6 5 104.4 20.9 44.5 59.9 12.0 8.9
AST 5 5 49.8 10.0 16.5 33.3 6.7 3.3
AST 4 13 141.4 10.9 48.5 92.9 7.1 3.7
AST 3 9 83.6 9.3 40.5 43.1 4.8 4.5
AST 2 4 35.0 8.8 18.0 17.0 4.3 4.5

FG IV  3 34.8 11.6 17.5 17.3 5.8 5.8
FG III  4 97.7 24.4 30.5 67.2 16.8 7.6
FG II   11 168.3 15.3 47.5 120.8 11.0 4.3
FG I 2 23.0 11.5 0.0 23.0 11.5 0

SNE 2 14.5 7.2 8.5 6.0 3.0 4.3

(1) Net extra days worked: Accounting the total number of extra days worked less the number of compensation days taken 
throughout the year.
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12. Extra hours worked   

Purpose: Analyse patterns of workload; identify areas of systematically high workload with a 
view to taking remedial actions  

Results as of 31 December 2012 (includes only the months March-December. The clocking 
system was not operational for most of January and February, thus data about these months 
are incomplete): 

 

Area1 #  of staff 
net extra days 

worked 
average extra 
days worked 

DIR 5 29.17 5.8 

CID 21 153.69 7.3 
ECVL 22 225.07 10.2 
RPA 19 293.79 15.5 
RES 33 441.67 13.4 

CEDEFOP 100 1,143 11.4 
    

Category #  of staff 
net extra days 

worked 
average extra 
days worked  

AD 37 615 16 
AST 41 294 7 
CA 20 228 11 

SNE 2 6 3 
CEDEFOP 100 1,143 11.4 

    

  gender #  of staff 
net extra days 

worked 
average extra 
days worked 

female 64 642 10 
male 36 501 14 

CEDEFOP 100 1,143 11.4 
 
    

female only #  of staff 
net extra days 

worked 
average extra 
days worked 

AD 18 268 14.8 
AST 30 190 6.3 

 
    

male only #  of staff 
net extra days 

worked 
average extra 
days worked 

AD 19 347 18.2 
AST 11 104 9.4 

    
 
    

                                                           
1 On an annual basis, we measure the total net extra days worked (thus accounting for 

compensation days taken throughout the year) divided by number of staff (calculated at Area 
and Agency level).  
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AST only #  of staff 
net extra days 

worked 
average extra 
days worked 

DIR 3 12.2 4.1 
CID 13 64.2 5 

ECVL 5 27.5 5.5 
RPA 6 17 2.8 

non-RES 27 121 4.5 
RES 14 173 12.4 

Note: 

 The Director, the Heads of Area, as well as staff members with atypical work schedules 
have been excluded from the calculations 
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EFSA - Officials 
and Temporary 

Agents 

 

Flexileave 
authorised in 
2012 (days) 

 

Compensatory 
leave authorised 
in 2012 (days) 

AD16 

 
0.0 

 
0.0 

AD15 

 
7.5 

 
0.0 

AD14 

 
0.0 

 
0.0 

AD13 

 
6.5 

 
0.0 

AD12 

 
25.5 

 
0.5 

AD11 

 
46.0 

 
0.0 

AD10 

 
40.0 

 
0.0 

AD9 

 
214.0 

 
5.8 

AD8 

 
384.0 

 
1.0 

AD7 

 
380.0 

 
0.5 

AD6 

 
435.0 

 
4.4 

AD5 

 
138.5 

 
0.0 

Total AD 

 

1677.0 

 

12.2 

AST11 

 

0.0 

 

0.0 

AST10 

 

0.0 

 

0.0 

AST9 

 

0.0 

 

0.0 

AST8 

 

0.0 

 

0.0 

AST7 

 

26.5 

 

0.0 

AST6 

 

0.0 

 

0.0 

AST5 

 

103.5 

 

1.0 

AST4 

 

285.5 

 

12.1 

AST3 

 

107.5 

 

7.5 

AST2 

 

259.5 

 

7.0 

AST1 

 

17.0 

 

0.0 

Total AST 

 

799.5 

 

27.5 

Total Off+TAs 

 

2476.5 

 

39.8 

     
EFSA - Contract 

Agents 

 

Flexileave 
authorised in 
2012 (days) 

 

Compensatory 
leave authorised 
in 2012 (days) 

FG IV 

 
390.5 

 
7.1 

FG III 

 
22.5 

 
0.7 

FG II 

 
222.0 

 
13.0 

FG I 

 
3.0 

 
0.0 

Total CAs 

 

638.0 

 

20.8 

     
     EFSA - Grand 

Total 

 

3114.5 

 

60.5 
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Temporary and Contract Agents are entitled to two working days per 

month of service, giving a minimum of 24 working days per calendar year. 

 

SNEs are entitled to 2.5 working days of leave per whole month of 

service, giving 30 days per calendar year. 

 

No annual leave is granted to trainees.  

 

The maximum number of annual leave days that can be transferred to the 

next year is 12.  

 

2 



Total flexi leave days taken by EMA staff in grade in 2012

Grade Staff members on 31.12.2012 Total flexi leave days taken

AD15 2 -                                               

AD14 1 7                                                   

AD13 7 22                                                 

AD12 29 115                                               

AD11 21 136                                               

AD10 23 122                                               

AD09 27 127                                               

AD08 40 272                                               

AD07 44 214                                               

AD06 69 321                                               

AD05 38 206                                               

AST10 1 2                                                   

AST09 2 12                                                 

AST08 7 19                                                 

AST07 12 44                                                 

AST06 10 38                                                 

AST05 25 91                                                 

AST04 42 120                                               

AST03 45 159                                               

AST02 38 49                                                 

AST01 63 207                                               

FGIV.16 1 7                                                   

FGIV.14 10 61                                                 

FGIV.13 21 94                                                 

FGIII.09 3 10                                                 

FGIII.08 5 14                                                 

FGII.05 19 73                                                 

FGII.04 28 131                                               

SNE 10 57                                                 

Totals 643 2729  
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Annex 3.- FLEXI LEAVE IN EU-OSHA IN 2012 
 
 
 
 

Category 

Total staff per 

category having taken 

flexi in 2012 

Total staff per 

category in 

2012 (*) 

Total flexi 

leave days in 

2012 

Average flexi leave 

days per staff member 

AD 20 24 208 8.67 

AST 16 18 162 9.00 

FGIV 2 2 17.5 8.75 

FGIII 10 11 74 6.73 

FGII 9 12 74 6.17 

LS 1 1 10 10.00 

  58 (85.29%) 68 545.5 8.02 
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Flexitime days taken in 2012

Temporary Agents Staff member Category/Grade Days in 2012 Total Grade

1 AD6 4 4 AD6

2 AD7 0,5

3 AD7 1

4 AD7 2 3,5 AD7

5 AST2 2 2 AST2

6 AST4 2

7 AST4 9,5

8 AST4 0,5

9 AST4 1

10 AST4 1,5 14,5 AST4

11 AST5 4

12 AST5 1,5

13 AST5 2,5 8 AST5

14 AST7 7,5

15 AST7 2 9,5 AST7

Contract Agents: 16 II/4 8,5 8,5 II/4

17 II/5 10 10 II/5

18 III/10 7,5 7,5 III/10

19 III/8 6

20 III/8 3,5

21 III/8 2,5 12 III/8

22 III/9 2,5

23 III/9 2

24 III/9 5 9,5 III/9

25 IV/13 2

26 IV/13 2 4 IV/13

Total 93 93
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Traveller Days Cost

A. Pototschnig 1 EUR 95,00

A. Pototschnig 1 EUR 140,00

A. Pototschnig 1 EUR 676,66

A. Pototschnig 2 EUR 816,40

A. Pototschnig 1 EUR 549,78

A. Pototschnig 3 EUR 1.688,41

A. Pototschnig 1 EUR 495,00

A. Pototschnig 2 EUR 1.165,38

A. Pototschnig 3 EUR 1.228,16

A. Pototschnig 1 EUR 163,50

A. Pototschnig 3 EUR 2.065,99

A. Pototschnig 4 EUR 937,46

A. Pototschnig 1 EUR 650,00

A. Pototschnig 4 EUR 1.333,15

A. Pototschnig 1 EUR 95,00

A. Pototschnig 2 EUR 330,50

A. Pototschnig 1 EUR 568,00

A. Pototschnig 1 EUR 771,06

A. Pototschnig 4 EUR 3.370,66

A. Pototschnig 3 EUR 735,68

A. Pototschnig 1 EUR 848,73

A. Pototschnig 2 EUR 157,50

A. Pototschnig 1 EUR 620,50

A. Pototschnig 3 EUR 839,01

A. Pototschnig 8 EUR 884,80

A. Pototschnig 1 EUR 678,00

A. Pototschnig 1 EUR 702,00

A. Pototschnig 1 EUR 679,00

A. Pototschnig 5 EUR 1.549,78

A. Pototschnig 2 EUR 685,99

A. Pototschnig 1 EUR 455,00

A. Pototschnig 3 EUR 623,50

A. Pototschnig 1 EUR 379,26

A. Pototschnig 2 EUR 712,00

A. Pototschnig 3 EUR 1.221,94

A. Pototschnig 2 EUR 158,05

A. Pototschnig 2 EUR 597,65

A. Pototschnig 2 EUR 1.074,35

A. Pototschnig 1 EUR 122,00

A. Pototschnig 3 EUR 516,95

A. Pototschnig 2 EUR 781,87

A. Pototschnig 1 EUR 457,40

A. Pototschnig 2 EUR 472,00

Total 90 EUR 33.093,07
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ANNEX III - BEREC Office reply to the European Parliament concerning the 2012 discharge procedure for Decentralised Agencies

#
BEREC Office mission 

number 
City, Country Purpose

Number of days  

(Daily allowances 

paid)

Mission total cost (EUR)

1 2012-01-16 AR Brussels, Belgium
Meeting with BEREC Chair and EWG representatives to 

discuss BEREC 2012 Work Propramme
1,00 404,82

2 2012-02-01 AR Dublin, Ireland Attend BEREC Contact Network Meeting 1/2012 3,50 707,40

3 2012-02-08 AR Brussels, Belgium Attend Heads of EU Agencies Network Meeting  2,50 867,03

4 2012-02-22 AR Vienna, Brussels Attend BEREC Plenary 1/2012 3,00 594,99

5 2012-02-29 AR Brussels, Belgium Attend Debriefing BEREC Plenary 1/2012 1,50 800,89

6 2012-04-13 AR Brussels, Belgium Attend meeting with BEREC EWG 1,00 469,85

7 2012-05-02 AR
Bratislava, Slovak 

Republic
Attend BEREC Contact Network Meeting 2/2012 3,50 732,16

8 2012-05-23 AR Dubrovnik, Croatia Attend BEREC Plenary 2/2012 3,00 1.124,09

9 2012-05-30 AR Brussels, Belgium
Attend Debriefing BEREC Plenary 2/2012 and Heads of EU 

Agencies Network Meeting  
1,50 747,80

10 2012-08-29 AR Vilnius, Lithuania
Attend and make presentation in the Baltic Electronic and 

Postal Service Regulators Meeting
1,50 217,19

11 2012-09-05 AR Stockholm, Sweden Attend BEREC Contact Network Meeting 3/2012 2,50 694,53

12 2012-09-25 AR Limassol, Cyprus
Attend workshop on Security in Telecommunications and 

BEREC Plenary 3/2012
4,00 1.340,54

13 2012-10-04 AR Brussels, Belgium Attend Debriefing BEREC Plenary 3/2012 1,00 768,36

14 2012-10-08 AR
Brussels, Belgium and 

Athens, Greece

Attend evaluation of BEREC and the BEREC Office (Brussels)  

and Yearly appraisal of the Administrative Manager of the 

BEREC Office (Athens)

2,50 1.456,47

15 2012-10-18 AR Stockholm, Sweden Attend Heads of EU Agencies Network Meeting  2,00 534,50

16 2012-12-04 AR St Julian's, Malta
Attend workshop on Internal Governance and Strategy and 

BEREC Plenary 4/2012
4,00 810,04

17 2012-12-13 AR Brussels, Belgium Attend Debriefing BEREC Plenary 4/2012 1,00 443,07

18 2012-12-17 AR Athens, Greece Attend BEREC Chairs hand-over meeting 2,00 941,27

19 2012-12-21 AR Brussels, Belgium Attend meeting with DG Connect and BEREC Vice-Chair 1,00 693,99

42,00 14.348,99Total mission days / Total missions costs for 2012

 
Missions undertaken by Mr Ando Rehemaa, Administrative Manager of the BEREC Office  
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Translation Centre 

Annex - Q 8  

N° Name Date Out Date In Subject No Days Destination 
Tot cost 

Euro 

1 Dagilienė 09-02-12 09-02-12 Head of Agencies meeting 1 Brussels 18.40 

2 Dagilienė 23-06-12 27-07-12 
IAMLADP annual meeting of Translation 
Directors 5 New-York 3 850.28 

3 Dagilienė 30-05i-12 31-05i-12 Head of agencies meeting 1 Brussels 325.98 

4 Dagilienė 07-j06-12 08-06-12 CITI away day 1 Lanaken 195.20 

5 Dagilienė 13-07-12 13-07-12 Meeting with the evaluators 1 Brussels 160.00 

6 Dagilienė 17-10t-12 19-10-12 Heads of Agencies annual meeting 3 Stiockholm 893.43 

7 Dagilienė 09-10-12 09-10-12 Meeting with the president of OHIM 1 Brussels 86.40 

8 Dagilienė 11-10-12 12-10-12 IAS conference 2012 2 Brussels 314.55 

9 Dagilienė 29-11-12 29-11-12 
Interinstitutional Executive Committee for 
Translation  1 Brussels 160.00 
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Missions undertaken by the  Acting Director of Cedefop  in 2012

Mr. Christian F. Lettmayr 

Missions DURATION TOTAL COST

1 1.3 701.9

2 1.8 500.18

3 1.5 704.99

4 2.4 1020.34

5 2.3 1217.39

6 1.8 916.23

7 5.4 1738.44

8 1.7 358.49

9 7.1 2346.68

10 3.1 1125.14

11 2.3 930.98

12 1.7 982.88

13 3.5 1290.86

14 2.1 1007.8

15 1.5 520.7

16 1.6 984.91

17 3.2 638.7

18 2.1 1818.52

19 1.4 505.29

20 2.7 1871.62

21 3.1 1771.57

22 2.1 1024.35

23 3.8 1773.48

Total 59.5 25751.44
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Cost

Departure Purpose Days Destination (*) Total

24/01/2012

European Parliament, 

Attending the meeting 

of the 

0,5 Bruxelles 185,05

31/01/2012

EDA, Attending the 

EDA Annual 

Conference

1 Bruxelles 196,40

02/02/2012
GIFAS, Meeting with 

GIFAS representatives
0,5 Paris 309,00

06/02/2012

Eurocontrol, DG MOVE, 

EP, HLG on SES and 

meeting w

1,5 Bruxelles 403,40

09/02/2012
ECHA, Heads of 

Agencies Meeting 
1 Bruxelles 196,40

11/02/2012

CAAS, Participation to 

the Singapore Airshow 

Leade

4
Singapore City via 

Frankfurt
1.427,54

17/02/2012
SESAR, Meeting with 

SESAR
0,5 Bruxelles 148,40

22/02/2012

DG MOVE and ECA, 

CAB/EASA monthly 

meeting and ECA 

0,5 Bruxelles 178,00

23/02/2012
IAC, IAC-EASA high 

level meeting
1,5 Moscow via Frankfurt 983,13

02/03/2012

SESAR headquarters, 

FACT 3 meeting and 

pre-meeting

0,5 Bruxelles 153,34

05/03/2012

UBM, ATC Global 2012 

Exhibition and 

Conference

1,5 Amsterdam 454,94

08/03/2012

DG MOVE, Meeting 

with M. Baldwin - 

preparatory mee

0,5 Bruxelles 180,94

16/03/2012

MTU Aero Engines 

GmbH/Bundesverband 

der Deutschen 

1 Munich 65,10

23/03/2012

AEA headquarters; 

Cabinet Kallas, 

AEA/EASA meeting

1,5 Bruxelles 367,00

28/03/2012

Berlaymount building, 

ACARE General 

Assembly

1 Bruxelles 202,96

17/04/2012 CEAC, CEAC meeting 1,5 Paris 719,50

25/04/2012
Airbus, High-level 

meeting with Airbus
1,5 Toulouse via Munich 556,90

27/04/2012

Cabinet Kallas, 

Monthly meeting at 

Cabinet Kallas

0,5 Bruxelles 180,00

GOUDOU Patrick

GOUDOU Patrick

Mission Expenses Overview

Name

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

Page 1 of 3  (*) first destination for each mission only. 
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Mission Expenses Overview

03/05/2012

Airbus, Meeting with 

Airbus for certification 

of A

1
Toulouse via Frankfurt, 

Munich
1.221,12

31/05/2012

Thon Hotel EU, 

Participation to the 

Heads of EU ag

1 Bruxelles 196,88

04/06/2012

European Commission - 

DG MOVE, Meeting 

with M. Rue

0,5 Bruxelles 202,06

11/06/2012

FAA, Participation at 

the 2012 EU/US 

International

5,5
Cleveland via 

Frankfurt, New York
5.019,16

23/06/2012

ECAC, ECAC/US 

meeting followed by a 

bussines dinne

2,5 Paris, Bruxelles 645,96

28/06/2012
EC, Monthly meeting 

Cabinet Kallas
0,5 Bruxelles 180,00

09/07/2012

ECAC, Attendance to 

the 33rd Plenary 

Session of EC

2,5 Strasbourg 764,80

12/07/2012

European Parliament 

and SESAR, 

Attendance to the m

1 Bruxelles 226,00

30/08/2012
ECAC, 61st Special 

ECAC meeting
3 Tbilisi via Munich 2.283,89

20/09/2012

EASA Brussel office, 

DG MOVE and EC, 

Meeting with 

1 Bruxelles 190,00

26/09/2012

Royal Aeronautical 

Society , Participation 

to the 

1 London via Dusseldorf 361,08

27/09/2012

Cabinet Kallas, 

Monthly meeting 

Cabinet Kallas

0,5 Bruxelles 180,00

10/10/2012

Cyprus Presidency, EC 

and Council of the 

European 

2,5
Limassol via Vienna, 

Larnaca
1.310,77

17/10/2012

ECDC, Attending the 

Heads of Agencies 

meeting

2,5
Stockholm via 

Dusseldorf
1.331,32

23/10/2012

DG MOVE and EDA, 

Meeting with DGCA 

and business di

1 Bruxelles 353,79

07/11/2012

Cabinet Kallas and 

EADS, Meeting with H. 

Hololei a

1 Bruxelles 375,98

09/11/2012

Lufthansa 

Headquarters, Meeting 

with Dr Frantz, Lu

1 Frankfurt 184,65

18/11/2012
ICAO, Attending the 

ICAO 12th Conference
4,5

Montreal via 

Dusseldorf, Paris
3.590,71

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

Page 2 of 3  (*) first destination for each mission only. 



Mission Expenses Overview

04/12/2012

Eurocontrol, Farewell 

Reception of David 

McMillan

0,5 Bruxelles 229,18

12/12/2012

ECAC, 139th Meeting 

of Directors General of 

Civil 

1,5 Paris 679,50

14/12/2012

Chef d'Etat Major 

Armée de l'Air, Général 

Mercier,

1
Bruxelles, Paris via 

Bruxelles
431,00

17/12/2012

Cabinet Kallas, 

Christmas Reception 

with Vice-Pres

0,5 Bruxelles 262,75GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

GOUDOU Patrick

Page 3 of 3  (*) first destination for each mission only. 



Annex 1 - MISSIONS 2012: EXECUTIVE DIRECTOR OF EASO 

Mission purpose Destination
Date of 

departure

Date of 

Return
Total Cost  €

MEETING WITH CHAIR OF EASO MANAGEMENT BOARD PARIS 17/01/2012 17/01/2012 *

MEETINGS WITH GREEK MINISTRY ATHENS 18/01/2012 19/01/2012 *

MEETING WITH LIBE COMMITTEE & DG HOME & EASO BRUSSELS BUREAU 1 BRUSSELS 24/01/2012 25/01/2012 *

JUSTICE HOME AFFAIRS COUNCIL INFORMAL MEETING COPENHAGEN 25/01/2012 27/01/2012 *

UNHCR HEADS OF MISSION CONFERENCE AND IOM HEADQUARTERS MEETING GENEVA 08/02/2012 09/02/2012 *

HEARING FIRST CHAMBER OF DUTCH PARLIAMENT THE HAGUE 13/02/2012 14/02/2012 *

JUSTICE & HOME AFFAIRS COUNCIL & DG HOME & EASO BRUSSELS BUREAU 1 BRUSSELS 06/03/2012 08/03/2012 *

EURASIL PLENARY MEETING & EASO BRUSSELS BUREAU 1 BRUSSELS 14/03/2012 15/03/2012 *

DUTCH ADVISORY COUNCIL ON MIGRATION THE HAGUE 26/03/2012 26/03/2012 *

MEETINGS WITH IRISH IMMIGRATION SERVICES DUBLIN 26/03/2012 27/03/2012 *

SCIFA MEETING COPENHAGEN 27/03/2012 29/03/2012 *

GDISC STEERING GROUP MEETING VIENNA 12/04/2012 13/04/2012 *

MEETING WITH MINISTRY OF THE INTERIOR OF ITALY ROME 20/04/2012 20/04/2012 *

JUSTICE & HOME AFFAIRS COUNCIL LUXEMBOURG 25/04/2012 26/04/2012 *

IGC FULL ROUND BERLIN 09/05/2012 11/05/2012 *

MEETINGS WITH PORTUGHESE IMMIGRATION SERVICE LISBON 17/05/2012 18/05/2012 *

MEETING IN PARIS WITH CHAIR OF EASO MANAGEMENT BOARD & GDISC MEETING IN BERLIN PARIS/BERLIN 23/05/2012 25/05/2012 *

8TH PLENARY MEETING OF THE TRANSATLANTIC COUNCIL ON MIGRATION WASHINGTON 29/05/2012 31/05/2012 *

STRATEGIC MEETING WITH DGHOME, EUROPOL, CEPOL, EASO, EMCDDA & FRONTEX HELSINKI 02/06/2012 03/06/2012 *

GLOBAL HEARING ON MIGRATION IN THE HAGUE & JUSTICE & HOME AFFAIRS COUNCIL MEETING IN LUXEMBOURG THE HAGUE/LUXEMBOURG 04/06/2012 08/06/2012 *

SCIFA MEETING NICOSIA 02/07/2012 03/07/2012 *

MEETINGS WITH DG HOME & EASO BRUSSELS BUREAU & PRESS CONFERENCE ON COI REPORT ON AFGHANISTAN BRUSSELS 09/07/2012 10/07/2012 *

JUSTICE & HOME AFFAIRS INFORMAL COUNCIL NICOSIA 23/07/2012 24/07/2012 *

MEETING WITH CHAIR OF EASO MANAGEMENT BOARD PARIS 29/08/2012 29/08/2012 *

EP SEMINAR & DG HOME & EASO BRUSSELS BUREAU 1 BRUSSELS 04/09/2012 05/09/2012 *

MEETINGS WITH DG HOME- COMMISSIONER MALMSTROM & EESC PRESIDENT & EASO BRUSSELS BUREAU 1 BRUSSELS 19/09/2012 20/09/2012 *

40TH FRONTEX MANAGEMENT BOARD MEETING WARSAW 25/09/2012 26/09/2012 1160,43

JUSTICE AND HOME AFFAIRS COUCIL LUXEMBOURG 24/10/2012 26/10/2012 1900,11

MEETING DUTCH MINISTRIES OF INTERIOR & OF FOREIGN AFFAIRS THE HAGUE 31/10/2012 01/11/2012 1949,36

LIBE COMMITTEE BRUSSELS 05/11/2012 07/11/2012 2055,79

MEETING WITH EU AMBASSADORS, EASO EXPERTS AND RECEPTION SERVICES ASYLUM PROTECTION ATHENS 12/11/2012 14/11/2012   914,75

NATIONAL CONFERENCE OF THE EU MIGRATION NETWORK PARIS 28/11/2012 30/11/2012 1239,61

JUSTICE & HOME AFFAIRS HEADS OF  AGENCIES MEETING WARSAW 02/12/2012 04/12/2012 1744,37
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* Missions performed by EASO staff prior to 20.09.12, the date of the agency's financial and administrative independence, were administered by DG Home Affairs, European Commission.
1 Up until end 2012, EASO had two centres - headquarters in Malta and an office in Brussels.



Annex E: Missions of EBA Executive Director in 2012 (Mr Adam Farkas) 

Destination of Mission Purpose of mission
Month of 

travel 
Days

Mission 

cost

EUR

Vienna
European Bank Co-ordination (Vienna) Initiative, Special 

Meeting for the Official Side
Jan-12 1 553

Tallin Seminar dedicated to 10th Anniversary of FSA of Estonia Jan-12 2 1.637

Brussels 
Meeting of the Financial Services Committee at the Council 

of the EU; Closed Workshop in Bruegel on 30th Jan. 2012
Jan-12 5 1.165

Frankfurt am Main EIOPA Board of Supervisors Meeting Feb-12 2 407

Paris ESMA Board of Supervisors Meeting Feb-12 2 754

Paris
5th Meeting of the Joint Committee of the European 

Supervisory Authorities
Feb-12 2 726

Brussels 

Hearing in the Framework of the EESC opinion "The EU 

Budget 2014-2020"; Working Lunch NC and ESA ED; 

Meeting with Mr K.P. Schackman-Fallis ( Executive Member 

of the Board of the German Savings Banks Association) 

Feb-12 2 662

Brussels 
Meeting of the Financial Services Committee at the Council 

of the EU
Mar-12 2 684

Brussels European Bank Co-ordination (Vienna) Initiative Full Forum Mar-12 2 707

Brussels 

Meeting with Urs Zulauf, General Councel at the Swiss 

Financial Market Supervisory Authority in Bern on 

19.03.2013; Basel Committee on Banking Supervision in 

Basel on 20.03.2012 

Mar-12 3 949

Brussels 
The Hundred Seventy Fourth Meeting of the Economic and 

Financial Committee
Mar-12 2 636

Vienna

Conference at Austrian Commerce Chamber om 

28.03.2012;The Eurofi High Level Seminar 2012 on 

29.03.2012

Mar-12 5 2.684

Paris Joint Committee Meeting of the ESAs Apr-12 2 467

Brussels Shadow banking conference Apr-12 2 698

Brussels CEPS: Roundtable 1: Implementation of Basel III in the EU Apr-12 2 303

Paris ESMA Board of Supervisors Meeting Apr-12 2 931

Luxembourg EIB Meeting May-12 2 699

Brussels Meeting in Brussels May-12 1 46

Poland
High level meeting for CEE on "strengthening financial 

sector supervision and current regulatory priorities" 
May-12 3 1.046

Brussels 

Bilateral Meeting with Mr Schackman-Fallis; Meeting at 

EAPB; FSC Meeting; ECDC meeting at EU Comm.; EU 

Dialogue with China

May-12 8 1.095

Sweden Basel Committee on Banking Supervision Jun-12 6 1.395

Berlin IBF Banking Supervision and Risk Management Conference Jun-12 2 1.067

Brussels; Prague

Speaking over dinner at the Association of German Banks in 

Brussels; II F Annual Meeting of Central and East European 

Bank Chief Executives

Jun-12 3 1.551

Paris 7th Meeting of the Joint Committee of the ESAs; ESAs Chairs Jul-12 1 708

Larnaca Financial Services Committee meeting on 06.07.2013 Jul-12 3 886

Dublin Board of Supervisors Away Day Jul-12 3 684
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Destination of Mission Purpose of mission
Month of 

travel 
Days

Mission 

cost

EUR

Brussels Meetings with EU Comm. and Council on Banking Union Aug-12 1 434

Berlin
Meeting with new President of Deutsche Sparkassen, Mr 

Fahrenschon
Aug-12 2 604

Frankfurt am Main Meeting with ECB Aug-12 2 694

Istanbul International Conference of Banking Supervisors 2012 Sep-12 3 1.870

Vienna FMA Supervision Conference 2012 Sep-12 1 477

Paris Joint Committee ESMA Sep-12 1 559

Brussels; Frankfurt ECON Hearing in Brussels; ESRB GB Meeting in Frankurt Sep-12 4 802

Brussels; Warsaw; 

Frankfurt; Budapest

23rd Meeting of the European Banking Committee Brussels 

19th Sept. 2011; ESMA Boards of Supervisors Meeting 

Warsaw 20th Sept.; Basel III Regulatory Insight Frankfurt 

21st Sept. 2011; Thomson Reuters Conference 22nd Sept. 

2011

Sep-12 4 1.440

Brussels Eurofi Conference Sep-12 2 740

Brussels; Stockholm
EBIC Plenary Meeting Brussels; Network of Heads of EU 

Agencies meeting Stockholm
Oct-12 3 1.196

Zagreb; Paris
Host Country Cross-Border Forum Zagreb; 9th Meeting of 

the Joint Committee of the ESAs Paris 30th Oct. 2012
Oct-12 2 1.057

Frankfurt am Main Euroforum/Handelsblatt Annual Banking Regulation Nov-12 2 589

Lisbon
Joint Lisbon Delegation of the EC and Banco de Portugal 

Conference
Nov-12 1 412

Frankfurt am Main EIOPA Conference Nov-12 2 1.201

Zurich Swiss Banking Global Symposium Nov-12 2 989

Frankfurt am Main Meeting with BAFIN Nov-12 1 488

Budapest
Seminar organized by the National Deposit Insurance Fund 

of Hungary
Nov-12 4 686

Paris
Meeting of Joint Committee; ESA Heads and ED; Meeting 

with ESMA on EURIBOR
Dec-12 1 500

Basel Basel Committee on Banking Supervision Dec-12 3 703

Paris ESMA Board of Supervisors Meeting Dec-12 2 718

Total 113 39.297



NUMBER
MISSION 

NO.
MISSION DETAILS DESTINATION DATES

NO. OF MISSION 

DAYS
TOTAL COST (€) COMMENT

1 003

Meeting Director General of Health, France 

plus meeting with chair of the Management 

Board of ECDC PARIS 13 January 2012 1,00 760,78

2 038

Invitation by the President of 8th Jornadas 

de Actualizacao em Doencas Infecciosas in 

Lisbon LISBON 26-27 Jan-12 1,50 168,00

organizer paid 

for travel and 

hotel

3 041

Invitation by the European Commission for 

Health and Consumers to attend the Media 

Seminar and the EU Health Prize for 

Journalists 2011,on Feb 1st Invitation to 

attend the  Farewell reception Mr. Jos 

Draaijer BRUSSELS 31 Jan - 1 Feb 2012 2,50 1.058,82

4 101 Head of Agencies Meeting BRUSSELS 8-9 Feb 2012 1,50 794,59

5 108 Country visit Lithuania VILNIUS 27-28 Feb 2012 2,00 646,15

6 185

9th Senior Officials meeting of the European 

Commission and WHO (World Health 

organisation) BRUSSELS 6-7 Mar 2012 1,50 1.630,63

7 184

Invited as speaker by the Danish Presidency 

to be a guest speaker at the Antimicrobial 

Resistance (AMR). COPENHAGEN 14-15 Mar 2012 1,50 374,48

hotel paid by 

organizer

8 212

Invited to be a Guest speaker HIV in Europe 

2012 Presidency Conference
COPENHAGEN 18-19 Mar 2012 1,00 93,68

organizer paid 

for flight & hotel

9 240

ENVI (The Committee on the Environment, 

Public Health and Food Safety) committee on 

Tuberculosis (TB) BRUSSELS 21 March 2012 1,00 728,89

10 241

Invitation to speak and give a presentation 

at the World TB (Tuber Culosis) Day
ROTTERDAM 22-23 Mar 2012 1,50 883,30

11 264

European Parliament Voting on discharge of 

the EU Agencies Budget 2010 BRUSSELS 27 March 2012 1,00 893,99
no hotel 

12 265

Invitation to chair 'The EHEC 

(enterohemorrhagic E. coli)O104 outbreak in 

Europe'- ECCMID ( European Congress of 

Clinical Microbiology and Infectious Diseases) 

Conference, presentation on EHEC outbreak 

Germany LONDON 31 Mar - 1 Apr 2012 2,00 255,37

organizer paid 

for flight and 

hotel

13 276

Working Group on ECDC buildng project visit 

EUROPOL (European Union's law 

enforcement agency)/EMSA (The European 

Maritime Safety Agency)

The HAGUE/      

LISBON 11-13 Apr 2012 3,00 1.324,47

14 275

informal Meeting between Mr. Bindert, 

German member of MB ECDC and ECDC 

Director BERLIN 19 April 2012 1,00 1.432,96

15 317 Country visit Bulgaria SOFIA 22-24 Apr 2012 2,50 1.197,84

16 336

Standing Committee of European Doctots 

(CPME), keynote lecture on Childhood 

vaccination (meeting organised jointly with 

ECDC) BRUSSELS 3-4 May 2012 1,50 679,83
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17 423

Meeting Member of Parliament (MEPs) + 

Head of Agencies Meeting BRUSSELS 30-31 May 2012 2,00 870,91

18 485

Signing Administrative Agreement between 

Israel Nat Institute of Health and ECDC
TEL AVIV 20-22 Jun 2012 2,50 1.160,16

19 486

Plenary meeting of the Health Security 

Committee Sanco LUXEMBOURG 26-27 Jun 2012 1,50 1.137,22

20 511

Network Meeting organised by the Dutch 

Govt AMSTERDAM 20-22 Aug 2012 2,00 579,37

21 603 Country visit Denmark COPENHAGEN 29 August 2012 1,00 277,73

22 547

European Respiratory Society Keynot lecture 

on TB VIENNA 03 September 2012 1,00 319,61

23 510
ECDC workshop Hard to Reach populations

DUBLIN 4-6 Sep 2012 2,00 232,68

TC combined 

with  MO 547

24 604

WHO Regional Comm for Europe, 62th 

Session MALTA 9-12 Sep 2012 2,00 1.990,89

25 605

Research in the new UK Public Health 

System a discussion with Dr Tom Freiden, 

director CDC, USA LONDON 12 September 2012 1,00 474,41

Ticket cost 

combined with 

MO 604
26 639 Bi-lateral meetings in Brussels BRUSSELS 18 September 2012 1,00 358,10

27 633

Meeting VP Sefcocovic-Troika of Coordinating 

agencies BRUSSELS 14 September 2012 1,00 716,73

28 606 Country visit Estonia TALLINN 19-21 Sep 2012 2,00 506,39

29 645

Invitation to deliver a speech at working-

dinner of the 11th Advisory Borad of the 

European Health Forum BRUSSELS 27-29 Sep 2012 2,50 1.676,78

30 560 European health Forum Gastein SALZBURG 1-5 Oct 2012 5,00 1.101,01



31 670

Invited to give a speech on the Plenary 

session 11 in Influenza vaccines (IVG) 

Meeting
VALENCIA 9-10 Oct 2012 1,50 1.298,14

back to back 

with MO 669,  

travel claim 

included in MO  

669

32 669

Annual hearing with ENVI (The Committee 

on the Environment, Public Health and Food 

Safety) Committee BRUSSELS 10-11 Oct 2012 1,50 1.352,75

33 692

Invitation to give a keynote speech on 

Childhood Immunisation LUXEMBOURG 16-17 Oct 2012 2,00 983,07

34 693

ECDC organised ESCAIDE (European 

Scientific Conference on Applied Infectious 

Disease Epidemiology) EDINBURGH 23-27 oct 2012 4,50 1.526,48

35 745

Annual hearing with ENVI Committee (The 

Committee on the Environment, Public 

Health and Food Safety) BRUSSELS 06 November 2012 1,00 315,67

36 869

ECDC organised European Antibiotic 

Awareness Day (organ BRUSSELS 16 November 2012 1,00 453,01

37 870

Joint Coordination Group (JCG) ECDC- World 

Health Organisation (WHO/EURO) COPENHAGEN 21 November 2012 1,00 1.219,50

38 891

Meeting at RIVM (National Institute for 

Public health and Awareness)
AMSTERDAM 21-22 Nov 2012 1,00 322,67

see travel claim 

together with 

MO 870

39 892

Health Security Committee meeting
LUXEMBOURG 22- 23 Nov 2012 1,00 0,00

see travel claim 

together with 

MO 870
40 924 Country Visit Greece ATHENS 28-30 Nov 2012 2,50 940,75

41 936

Invitation to the farewell Dr. Hrabcik, chair 

of the Management Board ECDC GENEVA 26 November 2012 1,00 1.714,66

42 923

Invitation to be guest speaker at the 

symposium on Challenges for now and 

tomorrow in infectious disease, University 

Maastricht MAASTRICHT 7-8 Dec 2012 2,00 102,42

flight booked & 

paid by 

organizer

72,50

1,73

TOTAL COSTS (€) 34.554,89

822,74

NOTE: Flights and hotel costs were covered by organizers for 4 

missions; hotel costs for 1 mission was covered by organizer.

TOTAL DAYS OF MISSION:

Average no. of days /mission

Average cost per mission (€)



                                    Geert Dancet's Missions 2012

Dates Destination City Duration 
Total Claim 

Cost
Purpose

22 - 23.1.2012 Brussels 2 €897,45 Several meetings in Commission

7 - 9.2.2012 Brussels 2,5 €1154,25
Meetings in Commission and Parliament InterAgency 

Coordination meeting

1 - 2.3.2013*                       

3 - 5.3.2013** 

Athens*                       

Brussels** 5 €1580,11

* Meeting with competent authorities in Athens                                       

** Speaker in Conference "European Chemicals Policy" and 

meetings in Commission 

13.3.2012 Stockholm 1 €555,35 Inter-Agency Troika meeting

1 - 2.4.2012*              

2 - 3.4.2012**

Lisbon*     

Brussels**

2 €1227,36

* Meetings with the Portuguese Authorities.                                    

**  Meeting in Commission and meeting in Cabinet, DCM by 

videoconference, 

3-5.5.2012 Brussels 1,5 €856,59 Meeting with Commission and Cabinet

14.5.2012 Tallinn 0,5 €175,93
Meetings with Estonian Competent Authorities and Ministry of 

Social of Affairs 

30 - 31.5.2012 Brussels 1,5 €925,59
Network of Heads of EU Agencies meeting and Meeting between 

Mr Groote, MEP and Directors of the "ENVI Agencies" 

16 - 21.7.2012 Sydney 4,5 €5010,78

SRA World Congress, participation, guest speaker in 

Congress/Symposium and in side regulatory Workshop, meeting 

with NICNAS 

3-5.6.2012 Bruxelles 2,5 €895,79 Defining Goals, Objectives & KPIs - EU, UN & Int'l Organisations 

28.6.2012*              

29.6.2012**

Brussels* 

Luxembourg** 1,5 €1082,49

*Meeting in Commission                                                                

** Meeting with Court of Auditors

11-13.7.2012 Brussels 2,5 €1086,89
Budget Committee meeting in Parliament, bilateral meetings with 

Commission, meeting with Court of Auditors, meeting with Cefic  

13 - 14.9.2012 Brussels 1,5 €851,09
Meetings with VP Sefcovic, Meeting at Commission ENTR and 

telephone conference with VP Tajani's office. 

20 - 21.9.2012 Brussels 1,5 €809,59 Meetings in Commission with ENV and ENTR 
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25 - 29.9.2012*       

29.9 - 1.10.2012**

Bucharest*   Sofia** 8 €2192,33 * Meeting with Romanian competent authorities                                      

** Meeting with Bulgarian competent authorities and 27th 

Management Board meeting

17 - 19.10.2012 Stockholm 2,5 €1069,52
Network of the Heads of EU Agengies and meeting with the MB 

Chair in Swedish Chemicals Agency

6.11.2012 Brussels 1 €1055,19 MBWG meeting with Commission, meeting with MEP Groote  

12.11.2012 London 1 €1034,90 Meetings with UK competent authorities

21 - 22.11.2012*      

22 - 23.11.2012** Bruxelles*    Ispra** 3 €1483,85

* Accredited Stakeholder workshop organised by ECHA                       

** Meetings in Commission (JRC) 

28 - 30.11.2012 Brussels 3 €1019,79
Annual ENVI hearing in EP, bilateral meetings with MEPs, 

meetings in Commission, presentation at European Risk Forum

Note: The 

duration of 

missions includes 

travel time, 

including on 

weekends.



Annex 3 Executive Director’s missions 2012 
 

Executive Director's Missions for 2012 
 

  Departure date Return date Duration days 
Cost of mission 

to EEA € Country 
 1 01/12/2012 14:00:00 05/12/2012 23:20:00 4.5 7,226.18 UAE, BE, UK 
 2 29/11/2012 11:20:00 30/11/2012 10:20:00 1 1,311.09 BE 
 3 26/11/2012 15:15:00 28/11/2012 16:30:00 2.5 1,811.68 BE 
 4 20/11/2012 14:20:00 21/11/2012 11:15:00 1 2,133.65 FR 
 5 14/11/2012 08:15:00 14/11/2012 19:40:00 0.5 844.86 BE 
 6 04/11/2012 11:20:00 11/11/2012 18:25:00 7.5 5,129.25 JP 
 7 31/10/2012 08:46:00 31/10/2012 12:50:00 0.25 0.00 DK 
 8 29/10/2012 14:10:00 30/10/2012 22:10:00 1.5 396.74 CY 
 9 24/10/2012 06:10:00 24/10/2012 23:20:00 1 635.81 AT 
 10 18/10/2012 07:20:00 18/10/2012 21:30:00 1 494.56 SE 
 11 14/10/2012 17:10:00 15/10/2012 20:10:00 1.5 903.13 NO 
 12 10/10/2012 06:35:00 12/10/2012 08:20:00 2.5 1,864.84 BE 
 13 30/09/2012 18:25:00 07/10/2012 10:45:00 6 9,595.16 BE, SI, US, DE 
 14 26/09/2012 17:45:00 29/09/2012 10:15:00 3 369.00 BG 
 15 23/09/2012 20:05:00 24/09/2012 22:00:00 1.5 1,216.74 BE 
 16 18/09/2012 08:15:00 20/09/2012 22:00:00 3 1,827.59 BE 
 17 12/09/2012 18:05:00 14/09/2012 20:00:00 2.5 1,792.31 ES 
 18 10/09/2012 20:05:00 11/09/2012 23:05:00 1.5 3,076.71 UK 
 19 07/09/2012 00:45:00 09/09/2012 21:50:00 1 1,097.19 UK 
 20 05/09/2012 08:50:00 06/09/2012 16:30:00 1.5 1,473.16 BE 
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21 30/08/2012 14:00:00 31/08/2012 10:00:00 0.5 818.93 UK 
 22 27/08/2012 18:10:00 28/08/2012 19:00:00 1.5 1,011.06 BE 
 23 26/08/2012 08:10:00 26/08/2012 21:45:00 1 6.00 SE cancelled  

24 02/08/2012 07:45:00 02/08/2012 23:05:00 1 1,338.08 UK 
 25 21/07/2012 15:05:00 26/07/2012 18:55:00 5.5 10,846.06 US 
 26 12/07/2012 07:05:00 13/07/2012 17:15:00 1.5 1,002.97 DE 
 27 06/07/2012 17:45:00 10/07/2012 20:55:00 4.5 3,043.74 CY, BE, UK 
 28 13/06/2012 10:30:00 24/06/2012 21:55:00 10.5 9,516.93 BR 
 29 10/06/2012 18:25:00 11/06/2012 21:45:00 1.5 0.00 BE cancelled  

30 06/06/2012 08:15:00 08/06/2012 19:50:00 2.5 1,762.92 BE, NO 
 31 04/06/2012 10:00:00 04/06/2012 22:00:00 0.5 0.00 DK 
 32 30/05/2012 13:10:00 31/05/2012 21:45:00 1.5 1,521.42 BE 
 33 21/05/2012 06:35:00 25/05/2012 19:50:00 2 0.00 BE 
 34 15/05/2012 08:50:00 15/05/2012 21:45:00 1 1,148.03 BE 
 35 13/05/2012 12:15:00 14/05/2012 14:30:00 1.5 6.00 FR cancelled  

36 30/04/2012 14:00:00 30/04/2012 18:00:00 0.25 0.00 DK 
 37 24/04/2012 11:45:00 26/04/2012 22:35:00 2.5 151.00 CA, NL 
 38 17/04/2012 13:00:00 19/04/2012 18:22:00 2.5 276.78 DK 
 39 31/03/2012 09:05:00 04/04/2012 11:05:00 3.5 6,515.34 US 
 40 27/03/2012 08:50:00 27/03/2012 21:50:00 1 6.00 BE cancelled  

41 26/03/2012 10:30:00 26/03/2012 16:00:00 0.25 0.00 DK 
 42 22/03/2012 08:00:00 22/03/2012 19:00:00 0.5 0.00 DK 
 43 21/03/2012 07:15:00 21/03/2012 20:50:00 1 1,075.16 UK 
 44 19/03/2012 09:52:00 20/03/2012 17:30:00 1.5 800.07 DE 
 45 12/03/2012 18:05:00 14/03/2012 20:50:00 2.5 3,219.36 FR, UK 
 46 08/03/2012 20:15:00 09/03/2012 19:30:00 1 6.00 DE cancelled  

47 06/03/2012 20:15:00 07/03/2012 21:25:00 1.5 205.79 UK 
 48 06/03/2012 13:00:00 06/03/2012 17:00:00 0.25 0.00 DK 
 49 28/02/2012 20:05:00 01/03/2012 21:15:00 2.5 2,088.45 BE 
 50 19/02/2012 08:05:00 24/02/2012 09:45:00 5.5 6,192.97 KE 
 



51 14/02/2012 08:15:00 14/02/2012 19:00:00 0.5 1,280.56 BE 
 52 07/02/2012 22:50:00 12/02/2012 23:20:00 5.5 6,431.06 BT 
 53 25/01/2012 17:00:00 01/02/2012 17:00:00 7.5 6,720.71 ES, US 
 54 24/01/2012 07:20:00 25/01/2012 08:20:00 1.5 1,293.05 NO 
 55 17/01/2012 11:20:00 19/01/2012 21:55:00 2.5 2,716.43 BE, CY 
 56 16/01/2012 08:00:00 16/01/2012 22:00:00 1 0.00 DK 
 57 11/01/2012 19:00:00 12/01/2012 21:45:00 1.5 1,400.16 BE 
 58 09/01/2012 08:00:00 10/01/2012 18:00:00 1.5 0.00 DK 
   Total   129 115,600.68   
  Total minus cancelled missions 123 115,576.68   
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Mission Order
First 

name 
Last name Place of mission Date

Commitm

ent No.

Estimated 

Amount 

EUR

MO-2011-137 Virginija Langbakk Cambridge/UK 01-02 February EIG.118 €151,50

MO-2012-04 Virginija Langbakk Brussels/Belgium 07-08 February EIG.346 €819,01

MO-2012-20 Virginija Langbakk Brussels/Belgium 12-15 March EIG.346 €1.175,28

MO-2012-31 Virginija Langbakk Barcelona/Spain 22-28 March EIG.354 €818,49

MO-2012-50 Virginija Langbakk Berlin/Germany 02-03 April EIG.346 €688,48

MO-2012-66 Virginija Langbakk Brussels/Belgium 30 May - 01 June EIG.346 €850,64

MO-2012-75 Virginija Langbakk Brussels/Belgium 20-21 June EIG.346 €1.007,55

MO-2012-78 Virginija Langbakk Nicosia, Cyprus 10-19 September EIG.346 €983,29

MO-2012-83 Virginija Langbakk Dublin/Ireland 03-06 September EIG.346 €1.139,00

MO-2012-90 Virginija Langbakk Vienna/Austria 01-04 October EIG.346 €1.046,33

MO-2012-111 Virginija Langbakk Limassol/Cyprus 29-30 October EIG.347 €186,00

MO-2012-122 Virginija Langbakk Brussels/Belgium 10-12 October EIG.346 €925,03

MO-2012-130 Virginija Langbakk Stockholm/Sweden 17-20 October EIG.346 €871,95

MO-2012-132 Virginija Langbakk Warsaw/Poland 02-03 December EIG.346 €452,26

MO-2012-154 Virginija Langbakk Dublin/Ireland 09-11 January 2013 EIG.347 €743,00
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Number of 

meetings
DA

Total 

Mission Cost 

EUR

2 mtg. 1,5 €121,20
5 mtg. 2 €1.410,21

4 mtg. 3,5 €1.271,70

2 mtg. 3 €1.317,94

2 mtg. 1 €698,70

5 mtg. 2 €677,20

4 mtg. 1,5 €970,68

2 mtg. 2,5 €842,49

8 mtg. 3 €1.074,98

6 mtg. 3 €855,04

1 mtg. 2 €229,32

5 mtg. 2,5 €831,02

1 mtg. 3 €830,82

1 mtg. 1,5 €343,47

2 mtg. 2 €893,25

50 34 €12.368,02



EIOPA Executive Director: Missions 2013

Purpose City Country Start End Duration (days) Daily allowance Transport Ticket (incl VAT) Hotel costs Taxi costs Extra costs Total cost

FSC meeting Brussels Belgium 22/01/2013 23/01/2013 1,5 138,00                                   Plane 521,40                                   140,00                                   27,00                                     7,70                                       834,10                                   

EBA BoS + Meeting wih N. Calvino London/Brussels UK/Belgium 27/02/2013 01/03/2013 2,5 218,25                                   Plane + Train 852,90                                   300,00                                   30,00                                     118,47                                   1.519,62                                

FSC meeting Brussels Belgium 19/03/2013 19/03/2013 1 92,00                                     Plane 701,40                                   68,30                                     861,70                                   

LTGA meeting Brussels Belgium 09/04/2013 09/04/2013 0,5 46,00                                     Plane 667,40                                   66,90                                     4,25                                       784,55                                   

EFC-FST meeting Brussels Belgium 29/08/2013 30/08/2013 1,5 138,00                                   Plane 460,76                                   140,00                                   37,50                                     8,00                                       784,26                                   

MB meeting Luxembourg Luxembourg 09/09/2013 10/09/2013 1,5 82,80                                     Plane 466,81                                   140,00                                   58,00                                     747,61                                   

FSC meeting Brussels Belgium 24/09/2013 24/09/2013 1 92,00                                     Plane 772,40                                   107,00                                   971,40                                   

B. International Dialogue meetings

PROGRESS seminar Geneva Switzerland 12/04/2013 12/04/2013 1 56,00                                     Plane 611,47                                   23,00                                     690,47                                   

Assal annual Assembly and Conference Panama Panama 23/04/2013 26/04/2013 3,5 117,50                                   Plane 6.036,31                                266,30                                   90,80                                     6.510,91                                

EU US Insurance Symposium; Meeting Federal Insurance Office Washington USA 29/04/2013 01/05/2013 3,5 120,00                                   Plane 5.194,26                                196,72                                   66,38                                     19,09                                     5.596,45                                

IAIS Annual Meeting and Conference Taipei Taiwan 15/10/2013 18/10/2013 4 55,00                                     Plane 6.198,34                                478,36                                   25,00                                     774,95                                   7.531,65                                

Meeting with Members of European Parliament (Ms Haug, Mr 

Gerbrandy) Brussels Belgium 10/01/2013 10/01/2013 1 92,00                                     Plane 521,40                                   69,00                                     682,40                                   

 Heads of agency meeting + speaking at IGLN meeting London + Brussels UK + Belgium 13/02/2013 14/02/2013 1,5 148,90                                   Plane + Train 613,15                                   175,00                                   86,48                                     10,66                                     1.034,19                                

Public Hearing on ESFS Brussels Belgium 24/05/2013 24/05/2013 1 64,40                                     Plane 557,40                                   106,00                                   727,80                                   

European Court of Justice Luxembourg Luxembourg 27/05/2013 27/05/2013 1 64,40                                     Plane 416,81                                   32,00                                     4,00                                       517,21                                   

Meeting with Members of European Parliament (Ms Schmitt, Mr 

Garriga, Ms Jensen, Ms Haug, Ms Gardiazábal) Brussels Belgium 04/09/2013 04/09/2013 1 92,00                                     Plane 627,40                                   102,00                                   4,00                                       825,40                                   

Meeting with Members of European Parliament, COM and FSC 

(Mr Zalba, Ms Brumter-Coret, Ms Hohlmeier) Brussels Belgium 12/11/2013 13/11/2013 1,5 124,20                                   Plane 663,40                                   213,75                                   1.001,35                                

Speaking at the Di Insurance conference Stockholm Sweden 05/02/2013 06/02/2013 1,5 101,85                                   Plane 582,59                                   231,08                                   27,00                                     56,90                                     999,42                                   

EUROFI meeting Dublin Ireland 10/04/2013 12/04/2013 2 62,40                                     Plane 670,34                                   420,00                                   27,00                                     1.179,74                                

Insurance Governance Leadership Network (IGLN) summit +  ABI London UK 16/05/2013 17/05/2013 1,5 83,33                                     Plane 368,92                                   175,00                                   79,32                                     27,95                                     734,52                                   

Fide Foro riesgos Madrid Spain 27/05/2013 28/05/2013 1,5 104,40                                   Plane 600,79                                   59,00                                     5,00                                       769,19                                   

Standard Life meeting Edinburgh UK 30/05/2013 30/05/2013 1 101,00                                   Plane 592,78                                   79,13                                     772,91                                   

ICISA Annual Meeting Milan Italy 05/06/2013 06/06/2013 1,5 114,00                                   Plane 642,72                                   100,00                                   120,00                                   4,25                                       980,97                                   

RBS event Amsterdam Netherlands 20/06/2013 21/06/2013 1 65,10                                     Plane 304,23                                   128,91                                   87,50                                     3,90                                       589,64                                   

EUROFI meeting Vilnius Lithuania 11/09/2013 13/09/2013 2,5 88,40                                     Plane 720,58                                   240,00                                   45,38                                     1.094,36                                

ABI CEO Breakfast  IGLN meeting London UK 22/10/2013 24/10/2013 2 111,10                                   Plane 368,57                                   591,52                                   110,33                                   28,06                                     1.209,58                                

GDV conference Berlin Germany 27/10/2013 28/10/2013 1,5 111,60                                   Plane 305,75                                   126,50                                   50,00                                     4,25                                       598,10                                   

EFAMA Conference Brussels Belgium 05/11/2013 05/11/2013 1 64,40                                     Plane 522,40                                   32,00                                     15,60                                     634,40                                   

Situational Leadership Training Buedingen Germany 01/10/2013 02/10/2013 2 Car 87,00                                     89,70                                     176,70                                   

Number of missions: 29 45,5 2.749,03                                31.562,68                              4.063,14                                1.712,02                                1.097,03                                41.183,90                              

Purpose City Country Start End Duration (days) Daily allowance Transport Ticket Hotel costs Taxi costs Extra costs Total cost

EU missions 34,50                                     2.456,53                                14.133,77                              3.121,76                                1.529,84                                302,99                                   21.544,89                              

Non EU missions 11,00                                     292,50                                   17.428,91                              941,38                                   182,18                                   794,04                                   19.639,01                              

No company car (Bxl) 45,5 2.749,03                                31.562,68                              4.063,14                                1.712,02                                1.097,03                                41.183,90                              

Nb of weekend days: Sunday 27 October 2013 afternoon + evening

A. Compulsory meetings stemming from EIOPA's mandate

E. Training and development

C. Meetings with EU Institutions and Bodies (EP, COM, COUNCIL, ECA, Heads of Agencies, etc.)

D. Industry meetings and speaking engagements
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European Institute of Innovation and Technology
Director: José Manuel Leceta

From To 

25-Jan 25-Jan 1 Sopron 15
1-Feb 2-Feb 1,5 Copenhagen 633
6-Feb 9-Feb 4 Barcelona / BRU 1.715

20-Feb 23-Feb 4 BRU-Berlin 1.517
23-Feb 23-Feb 1 BRU-Berlin 482
13-Mar 15-Mar 2,5 Brussels 1.394
17-Apr 23-Apr 5 HEL-VIE-MAD 1.161
23-Apr 23-Apr 0,5 Madrid 52
8-May 8-May 1 Luxembourg 1.070

10-May 11-May 1,5 London 1.148
13-May 15-May 1,5 Stockholm 1.284
21-May 25-May 5 Cav-Rot-Bru-Flr 2.877

5-Jun 7-Jun 2 Brussels 1.212
12-Jun 14-Jun 2 Brussels 1.001
24-Jun 28-Jun 5 Copenhagen 1.397

29-Aug 29-Aug 1 Viena 185
7-Sep 9-Sep 1 Debrecen 225

24-Sep 25-Sep 1,5 Berlin 879
30-Sep 4-Oct 4,5 Bol-Bru-Lon 2.832
11-Oct 12-Oct 2 Zagreb 835
14-Oct 15-Oct 1,5 Valencia 875
17-Oct 21-Oct 3,5 Stockholm 1.210
24-Oct 26-Oct 2 Prague 972
6-Nov 10-Nov 4 Larnaca 1.432

28-Oct 29-Oct 1,5 Brussels 1.401
12-Nov 16-Nov 5 Bru-Par-Vie 2.362
26-Nov 27-Nov 1,5 Vienna 899
19-Dec 20-Dec 1,5 Brussels 970

68 32.037TOTAL 

Missions undertaken by the Director in 2012

Date Mission 

days
Place 

Total cost 

(euro)
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Annex I
Overview of the missions of the Executive Director in 2012 Question 8

DATE FROM DATE BACK PLACE OF MISSION AMOUNT PAID BY EMA( in Euros) 
24/11/2012 01/12/2012 Manaus  4157,31 
12/11/2012 14/11/2012 Parma  542,86 
05/11/2012 07/11/2012 Helsinki  301,97 
22/10/2012 24/10/2012 Tallinn  997,93 
17/10/2012 17/10/2012 Brussels  328,76 
15/10/2012 17/10/2012 New York  3048,62 
10/10/2012 11/10/2012 Rome  358,48 
08/10/2012 10/10/2012 Brussels  370,32 
19/09/2012 21/09/2012 Cyprus  1663,44 
12/09/2012 13/09/2012 Vilnius 0
07/09/2012 10/09/2012 Lisbon  292,31 
18/07/2012 20/07/2012 Brussels  624,22 
07/07/2012 13/07/2012 Beijing  4059,90 
30/06/2012 01/07/2012 Sardinia  668,67 
24/06/2012 27/06/2012 Philadelphia  5282,77 
19/06/2012 20/06/2012 Copenhagen  599,27 
18/06/2012 19/06/2012 Brussels  355,98 
14/06/2012 15/06/2012 Malta  831,74 
12/06/2012 13/06/2012 Paris  614,23 
30/05/2012 31/05/2012 Brussels  624,22 
27/05/2012 28/05/2012 Rome  376,38 
24/05/2012 24/05/2012 Brussels  624,22 
18/05/2012 18/05/2012 Geneva  223,02 
14/05/2012 15/05/2012 Brussels  610,82 
09/05/2012 11/05/2012 Warsaw  466,02 
04/05/2012 07/05/2012 Connecticut  498,58 
19/04/2012 20/04/2012 Parma  650,79 
28/03/2012 01/04/2012 Arusha  5202,32 
25/03/2012 27/03/2012 Copenhagen  492,57 
22/03/2012 23/03/2012 Brussels  587,33 
02/03/2012 09/03/2012 Rome & Washington  6848,52 
21/02/2012 27/02/2012 Copenhagen & Berlin  343,97 
08/02/2012 09/02/2012 Brussels  235,70 
06/02/2012 07/02/2012 Brussels  235,70 

SUM                         43.118,94 

7 Westferry Circus ● Canary Wharf ● London E14 4HB ● United Kingdom

Telephone +44 (0)20 7418 8400  Facsimile +44 (0)20 7418 8660                                                    

E-mail info@ema.europa.eu  Website www.ema.europa.eu

12 December 2013

EXECUTIVE DIRECTOR’S MISSIONS IN 2012

 An agency of the European Union   
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EMCDDA 

Annex - Q8 

EMCDDA reply:     

2012 Director's missions 

Total by 
mission in 

EUR 

Duration 
(nº 

days) 

 MISSION VIENNA 2-3/05/12 WG 767,15 1,5 

 MISSION NORRKULLALLANDET ISLAND 1-4/06/12 WG 1 879,97 3,0 

 MISSION COPENHAGEN 14-16/06/2012 WG 931,05 2,0 

 MISSION MOSCOW 11-13/07/2012 WG 1 985,71 2,5 

 MISSION MUNICH + CHISINAU 16-19/07/2012 WG 1 866,30 3,5 

 MISSION BRUSSELS 2-3/10/12 WG 1 340,88 2,0 

 MISSION LUXEMBOURG 25-26/10/2012 WG 1 180,75 1,5 

 MISSION BRUSSELS 26-27/11/2012 WG 1 329,78 2,0 

 MISSION WARSAW 2-4/12/2012 WG 1 353,19 2,5 

 MISSION STOCKHOLM 17-18/12/2012  WG 601,37 1,5 

 MISSION BRUSSELS 24-26/01/2012 WG 1 218,04 3,0 

 MISSION BRUSSELS 8-10/02/2012 WG 1 039,94 2,5 

 MISSION THE HAGUE + BRUSSELS 27/02-02/03/2012 WG 2 162,61 4,5 

 MISSION VIENNA 12-15/3/12 WG 1 153,79 3,5 
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M'EMSA
Missions for the Executive Director 2012

Cost

Name Departure Days Destination Total

1

BAL Leendert 18/01/2012 Commission - DG MOVE 1 Brussels 801.24

2

BAL Leendert 30/01/2012 Commission - DG MOVE 3.5 Brussels 1,129.24

3

BAL Leendert 21/05/2012 e-GEOS International conference 3.5

Gothenburg, Rome
via Amsterdam,

Copenhagen

2,179.75

4

BAL Leendert 29/05/2012 Commission - DG MOVE 2.5 Brussels 1,033.38

5

BAL Leendert 20/08/2012
ECGFF, Representing EMSA as Acting

Ex. Dir
2.5 Dublin 720.04

6

MYLLY Markku 05/09/2012

Commission - DG MOVE

European Parliament - TRAN

Committee

2 Brussels 916.16

7

MYLLY Markku 23/09/2012 Council of the EU 3.5

Larnaca via

Zurich, Vienna,

Frankfurt

2,200.73

8

MYLLY Markku 17/10/2012 Meeting of the Heads of Agencies 3.5
Stockholm via

Frankfurt
1,098.42

9

MYLLY Markku 30/10/2012 Lloyd's Maritime Academy 2
Stockholm via

Munich
618.89

10

MYLLY Markku 22/11/2012
Maritime Transport and Logistics

Commission - DG MOVE
2.5 Brussels 1,222.04

11

MYLLY Markku 27/11/2012 European External Action Service 2.5 Brussels 935.54

12

MYLLY Markku 04/12/2012 Commission - DG MOVE 1.5 Brussels 794.88

13

MYLLY Markku 16/12/2012 EFCA, Linked to the work programme 1.5 Vigo via Madrid 791.26

Average cost: 1110.89

Note: From 01/01/2012 till 30/08/2012 Mr Leendert Balserved as Acting Executive Director. Mr Markku Mylly took up
functions as EMSA's Executive Director as from 01/09/2012.

K*>J»Mt£->c TT
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Start 

Date

End Date Emplo

yee 

Name

Mission 

Number

Destination Purpose  Total Claim Cost  Total 

Order 

Cost 
04/01/2012 04/01/2012 verslma 18806 Lille DEJEUNER DE TRAVAIL                        17.80         17.60 

05/01/2012 05/01/2012 verslma 18875 Lille Cérémonie des Voeux                        17.80         17.60 

09/01/2012 09/01/2012 verslma 18883 Lille OCM WORKSHOP                        17.80         17.60 

10/01/2012 11/01/2012 verslma 18889 Lille, Bruxelles OCM WORKSHOP                      193.44       197.94 

19/01/2012 19/01/2012 verslma 18976 Bruxelles Déjeuner avec Luc Lallemand                        61.96         61.96 

23/01/2012 23/01/2012 verslma 18977 Bruxelles RZD: BRIDGING EURASIA - Working with the EU through TEN-T                        62.84         62.84 

25/01/2012 25/01/2012 verslma 19032 Bruxelles ERTMS deployment in the EU and its evolution as a global 

standard

                       62.84         62.84 

01/02/2012 01/02/2012 verslma 19202 Bruxelles Britain’s McNulty Rail Value for Money report – a basis to inform 

future EU Rail Policy?

                       62.84         62.84 

07/02/2012 07/02/2012 verslma 19247 Lille 26th NSA MEETING                        17.80         17.80 

08/02/2012 09/02/2012 verslma 19297 Bruxelles HEADS OF AGENCIES MEETING                        99.64         99.64 

13/02/2012 13/02/2012 verslma 19399 Bruxelles ERTMS STEERING COMMITTEE                        90.44         90.44 

22/04/2012 26/04/2012 verslma 19485 Athens, Stockholm 

via Bruxelles, Munich

4th Transport Research Arena conference                    2,288.75    2,130.01 

28/02/2012 28/02/2012 verslma 19574 Bruxelles SDG REPORT : public presentation of the results of the 

stakeholders'consultation

                       90.44         90.44 

06/03/2012 08/03/2012 verslma 19670 Bruxelles ERTMS BILATERAL MEETING                      274.44       274.44 

16/04/2012 18/04/2012 verslma 19763 Bruxelles, 

Copenhagen via 

Bruxelles

ERTMS CONFERENCE                      789.01       740.23 

12/03/2012 12/03/2012 verslma 19773 Lille SUB-COMMITTE MEETING & REFLECTION GROUP                        17.80         17.80 

 12/12/2013 2:33:00 PM 
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15/03/2012 15/03/2012 verslma 19774 Lille NRB MEETING                        17.80         17.80 

20/03/2012 20/03/2012 verslma 19835 Lille ERA ADMINISTRATIVE BOARD                        17.80         17.80 

17/09/2012 20/09/2012 verslma 19978 Berlin via Bruxelles INNOTRANS FAIR 2012                    1,471.11    1,901.80 

27/03/2012 27/03/2012 verslma 19997 Lille OCM WORKSHOP                        17.80         17.80 

28/03/2012 28/03/2012 verslma 19998 Bruxelles Rail Forum Europe - What are the right conditions for efficient 

rolling stock maintenance in open markets?

                       35.24         35.24 

21/05/2012 23/05/2012 verslma 20359 Rome via Bruxelles "Integrated Certification - Quality, Health and Safety at work and 

Environment Conference"

                   1,155.09    1,123.59 

08/05/2012 08/05/2012 verslma 20378 Bruxelles EP-EIM FUTURE EUROPEAN INFRASTRUCTURE MANAGEMENT                        90.44         90.44 

13/06/2012 14/06/2012 verslma 20430 Copenhagen via 

Bruxelles

UNIFE GENERAL ASSEMBLY 2012                      615.44       596.60 

15/05/2012 15/05/2012 verslma 20477 Bruxelles Auditions restructuration Groupe SNCB                        62.84         62.84 

23/05/2012 23/05/2012 verslma 20500 Lille NSA MEETING                        17.80         17.80 

24/05/2012 24/05/2012 verslma 20504 Bruxelles Explanatory meeting between ERA/EUROCONTROL DIRECTORS                        98.80         98.80 

25/05/2012 25/05/2012 verslma 20505 Bruxelles BILATERAL MEETING BETWEEN DIRECTORS                        62.84         62.84 

29/05/2012 29/05/2012 verslma 20506 Lille, Bruxelles MIND THE GAP: EXHIBITION ON RAILWAY INFRASTRUCTURE 

FINANCING

                     101.24       101.24 

31/05/2012 31/05/2012 verslma 20507 Bruxelles HEADS OF AGENCIES MEETING                        62.40         62.40 

04/06/2012 06/06/2012 verslma 20637 Bruxelles Dîner UIRR                      246.84       246.84 

26/06/2012 26/06/2012 verslma 20639 Lille ERA ADMIN BOARD                        17.80         17.80 

11/06/2012 11/06/2012 verslma 20641 Bruxelles BILATERAL MEETING ON ERTMS ERA/DG MOVE                        62.84         62.84 

12/06/2012 12/06/2012 verslma 20642 Bruxelles INTERNATIONAL RELATIONS UPDATE                        61.96         61.96 
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19/06/2012 19/06/2012 verslma 20643 Lille SUB COMMITTEE                        17.80         17.80 

25/06/2012 25/06/2012 verslma 20644 Bruxelles ERTMS STEERING COMMITTEE                        62.84         62.84 

07/06/2012 07/06/2012 verslma 20653 Paris Conférence de presse                      211.88       194.68 

10/07/2012 14/07/2012 verslma 20769 Philadelphia via 

Bruxelles, London

UIC HIGHSPEED 2012                    3,741.32    3,661.23 

20/06/2012 20/06/2012 verslma 20778 Lille MANAGEMENT STRATEGIC MEETING                        17.80         17.80 

21/06/2012 21/06/2012 verslma 20840 Lille MANAGEMENT STRATEGIC MEETING                        17.80         17.80 

18/07/2012 18/07/2012 verslma 21169 Bruxelles BILATERAL MEETING WITH THE HoU                        90.44         90.44 

25/07/2012 25/07/2012 verslma 21249 Bruxelles Discussion sur le Livre vert du Benelux                        61.96         61.96 

06/09/2012 06/09/2012 verslma 21352 Bruxelles Reforming European railway legislation                        90.44         90.44 

11/09/2012 11/09/2012 verslma 21353 Bruxelles SUB-COMMITTEE MEETING                        90.44         90.44 

13/09/2012 14/09/2012 verslma 21354 Bruxelles Meeting with VP Sefcovic:Troika of Coordinating Agencies                      182.44       182.44 

24/09/2012 24/09/2012 verslma 21356 Bruxelles The Last Mile towards the 4th Railway Package                      108.84       108.84 

12/09/2012 12/09/2012 verslma 21584 Lille NSA MEETING                        37.20         18.20 

08/10/2012 08/10/2012 verslma 21738 London via Bruxelles GLX Symposium 2012                      527.76       469.82 

26/09/2012 26/09/2012 verslma 21743 Bruxelles FAREWELL DRINK DE ERIC FONTANEL                        62.40         62.40 

04/10/2012 05/10/2012 verslma 21744 Lille, Bruges SEMINAR ABOUT RAILWAY POLICY AND BUSINESS                      140.00       261.00 

16/10/2012 16/10/2012 verslma 22033 Bruxelles LE FERROVIAIRE EN EUROPE : MOBILISATION GENERALE !

1e rencontres parlementaires européennes sur le transport 

ferroviaire

                       62.84         62.84 

17/10/2012 19/10/2012 verslma 22034 Stockholm via 

Bruxelles

HEADS OF AGENCIES MEETING                    1,163.98    1,066.76 

 12/12/2013 2:33:00 PM 



15/11/2012 16/11/2012 verslma 22243 Cologne via Bruxelles CONFERENCE INTERNATIONALE SUR LE CORRIDOR 1                      592.76       540.26 

27/11/2012 27/11/2012 verslma 22337 Lille ADMINISTRATIVE BOARD MEETING                        37.20         37.20 

06/11/2012 06/11/2012 verslma 22351 Lille ERTMS CONFERENCE                        37.20         37.20 

07/11/2012 07/11/2012 verslma 22352 Lille ERTMS CONFERENCE                        37.20         37.20 

08/11/2012 08/11/2012 verslma 22376 Bruxelles REUNION BIMESTRIELLE ERTMS                        62.84         62.84 

19/11/2012 19/11/2012 verslma 22434 Lille ERA SUB-COMMITTEE MEETING                        37.20         37.20 

28/11/2012 28/11/2012 verslma 22612 Bruxelles TEN-T DAYS                      138.20       138.20 

04/12/2012 04/12/2012 verslma 22717 Bruxelles EUROPEAN RAIL AWARDS - PROF DAVID BEGG, DISCUSSION                        90.44         90.44 
11/12/2012 12/12/2012 verslma 22749 Paris via Lille UIC, UIC 90th ANNIVERSARY CEREMONY                      380.01       380.01 
10/12/2012 10/12/2012 verslma 22767 Bruxelles KALLAS CABINET, MEETING WITH KALLAS CABINET                        64.60         64.60 
13/12/2012 13/12/2012 verslma 22791 Bruxelles DG MOVE, HEADS OF UNIT MEETING                        62.84         62.84 
17/12/2012 17/12/2012 verslma 22801 Bruxelles DG MOVE, ERTMS STEERING COMMITTEE, CABINET OF SIIM                        90.44         90.44 

16,700.83                  16,674.62  

 12/12/2013 2:33:00 PM 
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Departure 

Date

Return Date Mission 

Nr

Name Nr.   

Days

Total 

Amount

City (cities) Objective(s)

08/01/2012  12/01/2012 11894 Serban Madlen 5,0 1.129,21 Paris

Aix-en -Provence

Meetings with OECD and UNESCO representatives

Visit of Institute of Public Administration and Territorial Governance

Meetings with  EGPA representatives from Université Paul Cézanne 

for discussing the October SEMED ministerial meeting

18/01/2012  26/01/2012 11864 Serban Madlen 8,0 2.583,30 Brussels EP Hearing and meetings with reprsentatives of DG EAC, DEVCO, 

REGIO, EESC, CoR, EP

29/01/2012  30/01/2012 11928 Serban Madlen 1,5 421,58 Bari Participate to the "Third plenary session of the Euro-Med Regional 

and Local Assembly" - ARLEM - CoR

08/02/2012  10/02/2012 12028 Serban Madlen 2,0 1.332,00 Brussels Head of Agencies meeting and meeting with DG DEVCO

13/02/2012  17/02/2012 12062 Serban Madlen 4,0 2.132,50 Brussels 3rd Meeting of Euro-Mediterranean High-Level Working Group on 

Employment and Labour

Annual Regional Meeting with EU Delegations 

from the European Neighbourhood: Meeting with Heads of 

Operations in the EU Delegations for presenting  the ETF ongoing 

work

26/02/2012  29/02/2012 11992 Serban Madlen 3,5 331,34 Berlin

 Vienna

ASEM (Asia-Europe Meeting of Ministers for Education) Symposium 

on TVET “Putting Frameworks into Practice: Demand, Development 

and Decision“ (organised by BIBB and DE Federal Ministry of 

Education)

Conference "SPOT ON 3: REALITY. DIVERSITY. 1 Challenge - 3 

Discourses"  Diversity as Potential and Challenge. Contributions from 

Education, Arts and Culture (organised by Kultur Kontakt)

07/03/2012  20/03/2012 12116 Serban Madlen 13,5 3.006,80 Djerba

 Muscat

 Tunis

Médenine: ETF Séminaire de lancement du projet de l'ETF sur le 

développement régional

Regional Expert Meeting on TVET in the Arab States - Chair Session 2: 

Promoting Entrepreneurship and Management Education

18/04/2012  20/04/2012 12227 Serban Madlen 2,0 1.605,14 Brussels Discussion on 2013 ETF WP

Meetings with representatives from DG EAC, DEVCO

29/04/2012  30/04/2012 12229 Serban Madlen 1,0 971,24 Brussels EC Structured Dialogue coordination by DG EAC for the ETF

28/05/2012  01/06/2012 12384 Serban Madlen 4,0 1.572,16 Brussels ETF Corporate conference 2012 on Multilevel Governance in 

Education and Training: Challenges and Opportunities

Various meetings with EGPA (Groupe Européen our l'Administration 

Publique), Libyan Delegation, EDPS, DG EMPL and DEVCO

ETF Governing Board Working Group on Governance costs

20/06/2012  24/06/2012 12423 Serban Madlen 1,5 987,90 Bonn Lecture on International TVET consulting - BIBB-UNESCO-UNEVOC

27/06/2012  29/06/2012 12385 Serban Madlen 2,5 1.423,84 Brussels Meeting with Eurochambers, DG DEVCO and ACVT meeting

02/07/2012  04/07/2012 12558 Serban Madlen 2,5 1.272,61 Brussels Meetings with DG EAC representatives, Moroccan representatives of 

VET ministry and Confederation of enterprises, ECOTER meeting

05/09/2012  07/09/2012 12624 Serban Madlen 2,5 1.175,48 Vienna Meetings with Austrian Development Agency representatives, with 

Austrian Government Representatives, Kultur Kontakt on Danube 

Strategy.

Meeting on RCC-ETF cooperation with to-be RCC Sec Gen (at OSCE)

11/09/2012  13/09/2012 12667 Serban Madlen 2,0 1.406,09 Brussels Meetings with DG EAC, DEVCO, EP

14/09/2012  28/09/2012 12512 Serban Madlen 4,5 1.473,37 Amman ETF corporate conference "New challenges for skills development in 

the Arab Statesof the Southern and Eastern Mediterranean" 

(Organised in conjunction with the Fifth Euro-Mediterranean 

Dialogue on Public Management)

Bilateral meetings with Ministers/ministry representatives from 

Jordan, Lebanon, Palestine, Morocco, Tunisia, Egypt, Arab League 

Organisation

01/10/2012  05/10/2012 12579 Serban Madlen 4,0 1.310,80 Brussels

 Salzburg

EC Sructured Dialogue coordination by DG EAC for the ETF

Participation to the Salzburg Global Seminar on  “Optimizing Talent: 

Closing Educational and Social Mobility Gaps Worldwide: Higher 

Education and Lifelong Learning” presenting the ETF work

08/10/2012  11/10/2012 12681 Serban Madlen 3,0 1.568,09 Brussels

 Paris

DG EAC-ETF-CEDEFOP Coordination meeting. Meetings with EDPS and 

EU Council

Meetings with UNESCO, with French stakeholders (FR Ministry of 

Education, of Employment, AFD etc.)

16/10/2012  16/10/2012 12909 Serban Madlen 0,3 264,00 Milan Meeting with Italian Understate Secretary of MoFA at the Turkey 

International Conference - ISPI - Istituto per gli Studi di Politica 

Internazionale
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Departure 

Date

Return Date Mission 

Nr

Name Nr.   

Days

Total 

Amount

City (cities) Objective(s)

23/10/2012  24/10/2012 12543 Serban Madlen 2,0 1.253,00 Zagreb Regional Summit on Enterprise  and Education Development-SBA 

process co-operation for fostering competitivenesss of SMEs

28/10/2012  29/10/2012 12946 Serban Madlen 1,0 1.221,91 Brussels Coordination meeting ETF-CEDEFOP-Cabinet of Commissioner 

Vassiliou

07/11/2012  09/11/2012 12730 Serban Madlen 2,5 778,93 Tirane, Albania CEFTA (Central European Free Trade Agreement) Week 2012 +

Ministerial conference South-East Europe Investment Committee on 

"South East Europe 2020 – 

Towards Convergence and Growth"

12/11/2012  12/11/2012 12733 Serban Madlen 0,5 131,50 Milan III Economic and financial Med forum, organised by the Milan 

Chamber of Commerce 

Signature of the ETF-Milan Chamber of commerce-Promos letter of 

Intent (Promos is the MI Chamber of commerce Special Agency for 

International Activities, promotes activities related to entrepreneurial 

training and tuition

and supports and facilitates the development of micro, small and 

medium-sized enterprises (MSME) in their internationalisation 

process)

Meeting with representatives from Egyptian Consulate in Milan

13/11/2012  16/11/2012 12945 Serban Madlen 3,0 782,94 Brussels Jean Monnet Conference "Sustainable growth in the European Union - 

the role of education and training"

ETF Conference 'Towards excellence in entrepreneurship and 

enterprise skills'

Bilateral meetings with Moldovan SAB coordinator for MoEconomy, 

Croatian Ministry of Education and DG EAC Representatives

03/12/2012  07/12/2012 12828 Serban Madlen 4,0 1.438,61 Brussels Brainstorming meeting on International VET/School/Adult Education: 

development of a future coordinated strategy

Meeting with DG EAC representatives

Regional Torino Process meeting under 8th MEETING OF THE 

EASTERN PARTNERSHIP - Platform 4: “Contacts between people”

VET Reform strategy seminar

11/12/2012  12/12/2012 13051 Serban Madlen 1,0 1.173,51 Brussels Meetings with Cabinets of Commissioners Fuele, Vassiliou

Meeting with DG ELARG on FRAME - ETF, World Bank, OECD

26 81,3 32.747,85



EUROFOUND - DIRECTOR'S MISSIONS 2012

2012 Missions 

No. of Mission Staff name Location Departure date Mission days Total expenses EUR

1 Menendez Valdes, Juan Brussels 25/01/2012 3 841,38

2 Menendez Valdes, Juan Brussels 08/02/2012 1,5 527,28

3 Menendez Valdes, Juan Brussels 21/02/2012 1 322,88

4 Menendez Valdes, Juan Brussels 07/03/2012 2 779,98

5 Menendez Valdes, Juan Brussels 19/03/2012 3,5 1.103,36

6 Menendez Valdes, Juan Brussels 11/04/2012 2 768,63

7 Menendez Valdes, Juan Brussels 18/04/2012 2,5 666,78

8 Menendez Valdes, Juan Brussels 26/04/2012 1,5 885,98

9 Menendez Valdes, Juan Brussels 10/05/2012 1,5 775,48

10 Menendez Valdes, Juan Brussels 21/05/2012 1 557,38

11 Menendez Valdes, Juan Rome - Italy 27/05/2012 2,5 923,23

12 Menendez Valdes, Juan Brussels 31/05/2012 2 999,07

13 Menendez Valdes, Juan Brussels 09/07/2012 2,5 707,78

14 Menendez Valdes, Juan Brussels 05/09/2012 2,5 657,68

15 Menendez Valdes, Juan Brussels 17/09/2012 1,5 721,03

16 Menendez Valdes, Juan Brussels 20/09/2012 1,5 638,28

17 Menendez Valdes, Juan Brussels 15/10/2012 1 438,18

18 Menendez Valdes, Juan Brussels 10/10/2012 2,5 907,18

19 Menendez Valdes, Juan Brussels 05/11/2012 1,5 629,88

20 Menendez Valdes, Juan Brussels 26/11/2012 4,5 1.375,37

21 Menendez Valdes, Juan Brussels 05/12/2012 2,5 631,78

21 Missions average 2,09 755,17
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No. Description Destination

Working days (in half 

a day periods) Total Cost (in Euro)

1 Meeting with Director Lotte Knudsen, DG 

Justice, European Commission

Belgium / Brussels 1,5 183,56

2 Seminar Europapolitische Gespräche zu Justiz 

und Inneres

Germany / Berlin 1,5 69,75

3 Heads of EU Agencies Belgium / Brussels 1 250,40

4 Inaugural meeting of the Management Board 

for the new Agency for large-scale IT systems

Estonia / Tallinn 1 1088,53

5 13th Meeting of the German European Judicial 

Network Contact Point in Berlin

Germany / Berlin 1,5 594,58

6 Meeting with the LIBE Commitee, European 

Parliament

Belgium / Brussels 0,5 46,00

7 Meeting with Director-General F. Le Bail at DG 

Justice, European Commission

Belgium / Brussels 0,5 0,00

8 Working lunch with Adviser P. Csonka (DG 

Justice); meeting with Director L. Knudsen (DG 

Justice) and Heads of EU Agencies meeting

Belgium / Brussels 1,5 264,18

9 38th Plenary Meeting of the European Judicial 

Network

Denmark / Copenhagen 1,5 1015,14

10 Signing Ceremony of the MoU between the 

Commission and Eurojust

Belgium / Brussels 0,5 46,00

11 21. Deutscher EDV-Gerichtstag Germany / Saarbrücken 1,5 592,30

12 International Community Platform Captain's 

Conference

Netherlands / Noordwijk 0,5 46,50

13 JHA Heads of Agencies meeting at Frontex Poland / Warsaw 1 1180,50

14 Consultative meeting on a possible initiative for 

the reform of Eurojust

Belgium / Brussels 1 92,00

15 3rd Management Board Meeting of the "Agency 

for large-scale IT Systems"

Estonia / Tallin 1,5 1230,50

16 Strategic Seminar on Judicial Cooperation in 

criminal matters between EU MS and Southern 

EU members

Cyprus / Limassol 2 1704,59

TOTAL 8404,53

List of all missions undertaken by the Administrative Director of Eurojust in 2012
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Mission Ref Total Cost € Total days of mission

CS 1/12 1175,83 3,5

CS 2/12 1613,48 4

CS 3/12 1181,03 1,5

CS 4/12 681,76 2,5

CS 5/12 197,05 1,5

CS 6/12 1074,41 3

CS 7/12 913,75 2

CS 8/12 1224,16 2

CS 9/12 158,9 1,5

CS 10/12 1075,89 2,5

CS 11/12 1828,01 2,5

CS 12/12 684,28 1,5

CS 13/12 1146,05 2

CS 14/12 2395,21 2

CS 15/12 1248,37 3

CS 16/12 1504,54 5

CS 17/12 501,58

CS 18/12 967,8 2,5

CS 19/12 912,59 1,5

CS 20/12 2436,87 2

CS 21/12 1015,88 5

CS 22/11 853,66 2

CS 23/12 1057,21 2

CS 24/12 1498,96 3

CS 26/12 1988,57 3,5

CS 25/12 1235,77 3

CS 27/12 1432,29 4

CS 28/12 1019,87 3,5

33.023,77 72,00

RECORD OF EU-OSHA DIRECTOR'S MISSIONS
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Mission Number Destination

Duration of days 

of mission (daily 

allowance)

Total Cost

1 10632 Stockholm 2,5 976,45€                 

2 10641 Bruxelles, Copenhagen 3,5 772,89€                 

3 10643 Florence 1,5 854,39€                 

4 10666 Bruxelles 1 661,63€                 

5 10721 Bruxelles 1,5 884,03€                 

6 10726 Copenhagen, Nicosia 4,5 1.707,98€              

7 10764 Bruxelles 1,5 1.296,38€              

8 10765 Bucharest 2,5 812,63€                 

9 10772 Amsterdam 1,5 485,81€                 

10 10818 Copenhagen (Marseille cancelled) 2,5 1.503,67€              

11 10836 Bruxelles 1 690,68€                 

12 10848 Copenhagen 1 221,05€                 

13 10872 Bruxelles 1,5 848,36€                 

14 10874 The Hague 3 1.141,66€              

15 10880 Copenhagen, Luxembourg 2,5 1.554,38€              

16 10914 Bruxelles 1,5 906,56€                 

17 10915 Lisbon 3,5 1.013,39€              

18 10929 Bruxelles 2,5 1.178,48€              

19 10944 Strasbourg 1,5 1.737,32€              

20 10958 Bruxelles 1,5 1.545,15€              

21 10959 Frankfurt 1 675,61€                 

22 10960 Larnaca 3 1.116,65€              

23 10981 Saint-Genies-de-Comolas 5,5 1.161,28€              

24 10989 Bruxelles 1 721,20€                 

25 10997 Stockholm 1 674,95€                 

26 11024 Bruxelles 1 700,78€                 

27 11041 Bruxelles 1,5 821,13€                 

28 11062 Tonder, Aarhus 2 971,70€                 

29 11090 Warsaw 1 1.013,61€              

30 11106 Stockholm 2 1.225,71€              

31 11110 Ljubljana 2,5 1.062,64€              

32 11132 Bruxelles, Oslo 2 1.776,38€              

33 11171 Dublin 3,5 1.643,67€              

34 11180 Strasbourg 2 2.156,39€              

35 11184 Bruxelles 1,5 915,13€                 

36 11185 Bruxelles 1,5 783,10€                 

37 11201 Warsaw, Bruxelles (both cancelled) 0 789,53€                 

38 11218 Bruxelles 2 868,27€                 

39 11222 Valletta 2,5 1.009,69€              

Σ 78,5 40.880,31€            

All missions undertaken in the year 2012 by the Director of the European Union Agency for Fundamental Rights (FRA) 

Morten Kjaerum 
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EmployeeName StartDate EndDate Destination TotalCosts

Laitinen Ilkka 09/01/2012 12/01/2012 Praia 4016,68

Laitinen Ilkka 03/01/2012 04/01/2012 Vienna 1084,84

Laitinen Ilkka 13/01/2012 16/01/2012 Immola, Tallinn 938,62

Laitinen Ilkka 25/01/2012 26/01/2012 Bruxelles 1337,63

Laitinen Ilkka 30/01/2012 02/02/2012 Ljubljana, Copenhagen 1554,13

Laitinen Ilkka 14/02/2012 17/02/2012 Rome, Bruxelles 3280,6

Laitinen Ilkka 20/02/2012 23/02/2012 Yerevan 1757,4

Laitinen Ilkka 26/02/2012 28/02/2012 Budapest, The Hague 2974,21

Laitinen Ilkka 02/05/2012 04/05/2012 Rovaniemi 856,73

Laitinen Ilkka 07/03/2012 08/03/2012 Bruxelles 1384,45

Laitinen Ilkka 18/03/2012 21/03/2012 Oslo 1758,73

Laitinen Ilkka 14/03/2012 16/03/2012 Ankara 2282,35

Laitinen Ilkka 29/03/2012 02/04/2012 Äkäslompolo 1831,57

Laitinen Ilkka 02/04/2012 03/04/2012 Berlin 1042,03

Laitinen Ilkka 16/04/2012 17/04/2012 Vienna 1202,51

Laitinen Ilkka 18/04/2012 20/04/2012 Athens, Alexandroupolis 2610,08

Laitinen Ilkka 25/04/2012 27/04/2012 Luxembourg, Helsinki 2534,32

Laitinen Ilkka 07/05/2012 08/05/2012 Joensuu 1824,89

Laitinen Ilkka 14/05/2012 16/05/2012 Minsk 437

Laitinen Ilkka 30/05/2012 31/05/2012 Bruxelles 1411,41

Laitinen Ilkka 08/06/2012 13/06/2012 Singapore City 5067,28

Laitinen Ilkka 01/06/2012 08/06/2012 Norrkullalandet , Budapest, Luxembourg, Helsinki 4324,55

Laitinen Ilkka 18/06/2012 21/06/2012 The Hague, Bruxelles, Helsinki 2990,21

Laitinen Ilkka 25/06/2012 25/06/2012 Bruxelles 2195,93

Laitinen Ilkka 26/06/2012 28/06/2012 Riga 1476,82

Laitinen Ilkka 08/08/2012 10/08/2012 Baku 2339,73

Laitinen Ilkka 13/08/2012 14/08/2012 Ljubljana 1889,52

Laitinen Ilkka 11/09/2012 12/09/2012 Bruxelles 1465,84

Laitinen Ilkka 17/09/2012 18/09/2012 Valletta 1799,8

Laitinen Ilkka 10/10/2012 11/10/2012 Bruxelles 1165,87

Laitinen Ilkka 26/10/2012 06/11/2012 Helsinki 1005,68

Laitinen Ilkka 24/10/2012 25/10/2012 Luxembourg 1799,08

Laitinen Ilkka 26/11/2012 29/11/2012 Nicosia 2432,17

Laitinen Ilkka 05/12/2012 10/12/2012 Helsinki 1089,25

Laitinen Ilkka 14/12/2012 18/12/2012 Helsinki, Athens 3591,1
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TYPE OF 

PROCEDURE
POSTING DATE

CONTRACT / 

SAP REF NR

Negotiated 10/09/2012 500004109

Negotiated 10/04/2012 4500012303

Negotiated 10/01/2012 500003461

Negotiated 01/08/2012 500004033

Negotiated 04/07/2012 500003978

Negotiated 26/03/2012 500003732

Negotiated 05/09/2012 500004093

Negotiated 01/01/2012 500003258

Negotiated 20/04/2012 4500012410

Negotiated 05/03/2012 500003646

Negotiated 13/11/2012 500004297

Negotiated 25/01/2012 500003528

Negotiated 22/03/2012 500003707

Negotiated 01/01/2012 500003355

Negotiated 06/01/2012 500003449

Negotiated 15/02/2012 4500011786

Negotiated 10/01/2012 500003463

Negotiated 03/02/2012 500003552

Negotiated 26/03/2012 500003734

Negotiated 24/10/2012 500004247

Negotiated 08/02/2012 500003573

Negotiated 11/01/2012 4500011359

Negotiated 25/10/2012 500004250

Negotiated 11/01/2012 500003467

Negotiated 05/01/2012 500003445

Negotiated 27/02/2012 4500011890

Negotiated 01/01/2012 500003265

Negotiated 10/01/2012 500003464

Negotiated 05/10/2012 4500013929

Negotiated 07/08/2012 4500013504

Negotiated 05/07/2012 500003984

Negotiated 12/01/2012 500003470

Negotiated 16/03/2012 4500012105

Negotiated 30/01/2012 500003537

Negotiated 04/04/2012 500003767

Negotiated 14/02/2012 4500011771

Negotiated 12/01/2012 500003481

Negotiated 20/07/2012 500004008

Negotiated 23/08/2012 4500013637

Negotiated 30/01/2012 500003535

                 LOW VALUE (<60K€) PROCUREMENT PROCEDURES CONCLUDED IN 2012
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Negotiated 06/06/2012 500003898

Negotiated 28/09/2012 500004180

Negotiated 20/11/2012 500004325

Negotiated 13/06/2012 500003919

Negotiated 01/01/2012 500003309

Negotiated 05/03/2012 4500011966

Negotiated 10/02/2012 500003580

Negotiated 05/03/2012 500003647

Negotiated 01/01/2012 500003421

Negotiated 05/03/2012 500003648

Negotiated 10/12/2012 500004466

Negotiated 09/01/2012 500003457

Negotiated 05/03/2012 500003651

Negotiated 27/06/2012 4500013108

Negotiated 14/05/2012 500003852

Negotiated 20/01/2012 500003512

Negotiated 25/01/2012 500003526

Negotiated 27/02/2012 500003625

Negotiated 19/10/2012 500004234

Negotiated 12/01/2012 500003476

Negotiated 04/04/2012 500003765

Negotiated 21/05/2012 4500012719

Negotiated 20/01/2012 500003509

Negotiated 29/10/2012 500004260

Negotiated 20/04/2012 500003794

Negotiated 22/08/2012 4500013625

Negotiated 25/01/2012 4500011511

Negotiated 05/09/2012 500004099

Negotiated 19/11/2012 4500014282

Negotiated 17/10/2012 4500014042

Negotiated 04/10/2012 500004198

Negotiated 09/01/2012 500003458

Negotiated 16/04/2012 500003781

Negotiated 20/06/2012 500003960

Negotiated 18/10/2012 500004230

Negotiated 02/07/2012 500003976

Negotiated 01/01/2012 500003267

Negotiated 06/12/2012 500004435

Negotiated 05/01/2012 500003448

Negotiated 17/02/2012 500003606

Negotiated 12/03/2012 500003663

Negotiated 13/09/2012 500004123

Negotiated 23/05/2012 4500012743

Negotiated 05/11/2012 500004267

Negotiated 13/12/2012 500004492



Negotiated 25/05/2012 500003881

Negotiated 30/05/2012 500003890

Negotiated 17/08/2012 500004061

Negotiated 10/04/2012 500003769

Negotiated 01/08/2012 500004030

Negotiated 20/01/2012 500003511

Negotiated 07/08/2012 500004044

Negotiated 29/11/2012 500004384

Negotiated 05/10/2012 4500013937

Negotiated 22/03/2012 4500012148

Negotiated 28/09/2012 500004178

Negotiated 29/02/2012 500003638

Negotiated 20/01/2012 500003510

Negotiated 25/01/2012 4500011514

Negotiated 15/05/2012 500003857

Negotiated 27/08/2012 500004078

Negotiated 23/05/2012 500003872

Negotiated 02/04/2012 4500012243

Negotiated 30/11/2012 500004395

Negotiated 17/01/2012 500003485

Negotiated 19/09/2012 500004145

Negotiated 22/11/2012 500004357

Negotiated 26/11/2012 500004368

Negotiated 26/11/2012 4500014337

Negotiated 23/04/2012 4500012431

Negotiated 15/08/2012 4500013574

Negotiated 05/10/2012 4500013936

Negotiated 08/05/2012 500003835

Negotiated 18/09/2012 500004140

Negotiated 16/03/2012 500003690

Negotiated 16/10/2012 500004219

Negotiated 08/11/2012 500004288

Negotiated 04/05/2012 500003825

Negotiated 27/01/2012 4500011555

Negotiated 06/08/2012 4500013486

Negotiated 21/03/2012 500003705

Negotiated 24/10/2012 500004249

Negotiated 13/09/2012 500004122

Negotiated 11/10/2012 500004212

Negotiated 24/08/2012 500004076

Negotiated 29/11/2012 500004389

Negotiated 24/04/2012 4500012463

Negotiated 30/03/2012 500003751

Negotiated 13/11/2012 500004298

Negotiated 09/02/2012 500003579



Negotiated 08/06/2012 500003905

Negotiated 28/02/2012 500003629

Negotiated 05/03/2012 500003643

Negotiated 13/06/2012 500003923

Negotiated 06/12/2012 500004436

Negotiated 13/03/2012 4500012050

Negotiated 30/05/2012 500003892

Negotiated 27/03/2012 500003735

Negotiated 27/01/2012 500003530

Negotiated 12/10/2012 500004216

Negotiated 16/08/2012 500004060

Negotiated 15/03/2012 500003681

Negotiated 10/09/2012 500004111

Negotiated 30/03/2012 500003748

Negotiated 22/06/2012 500003966

Negotiated 01/01/2012 500003344

Negotiated 02/10/2012 500004189

Negotiated 19/10/2012 500004237

Negotiated 03/05/2012 500003820

Negotiated 03/04/2012 500003761

Negotiated 02/03/2012 500003641

Negotiated 14/02/2012 4500011784

Negotiated 16/01/2012 4500011381

Negotiated 23/04/2012 500003797

Negotiated 27/04/2012 500003809

Negotiated 16/03/2012 500003689

Negotiated 05/10/2012 500004202

Negotiated 12/09/2012 500004118

Negotiated 14/06/2012 500003927

Negotiated 08/05/2012 500003842

Negotiated 19/09/2012 500004152

Negotiated 21/09/2012 500004159

Negotiated 05/07/2012 500003983

Negotiated 18/01/2012 500003488

Negotiated 13/07/2012 500003998

Negotiated 18/01/2012 500003489

Negotiated 29/02/2012 500003637

Negotiated 10/09/2012 500004110

Negotiated 03/04/2012 500003760

Negotiated 25/07/2012 500004017

Negotiated 04/05/2012 500003827

Negotiated 29/11/2012 4500014382

Negotiated 24/04/2012 4500012454

Negotiated 21/06/2012 500003964

Negotiated 15/06/2012 4500012990



Negotiated 29/11/2012 4500014381

Negotiated 15/05/2012 4500012667

Negotiated 30/04/2012 500003815

Negotiated 17/05/2012 500003863

Negotiated 26/04/2012 500003805

Negotiated 13/04/2012 500003777

Negotiated 15/08/2012 500004059

Negotiated 14/02/2012 500003591

Negotiated 18/05/2012 500003864

Negotiated 20/03/2012 500003703

Negotiated 08/05/2012 4500012599

Negotiated 18/06/2012 500003950

Negotiated 04/05/2012 500003826

Negotiated 10/05/2012 500003847

Negotiated 09/10/2012 500004206

Negotiated 11/09/2012 500004113

Negotiated 10/09/2012 500004104

Negotiated 16/01/2012 500003484

Negotiated 01/01/2012 500003419

Negotiated 21/06/2012 4500013055

Negotiated 12/06/2012 4500012944

Negotiated 31/10/2012 500004265

Negotiated 04/09/2012 500004090

Negotiated 25/10/2012 500004253

Negotiated 08/10/2012 500004204

Negotiated 13/07/2012 500003997

Negotiated 02/10/2012 500004190

Negotiated 20/07/2012 500004010

Negotiated 05/11/2012 500004268

Negotiated 29/02/2012 500003633

Negotiated 13/06/2012 500003916

Negotiated 13/06/2012 500003922

Negotiated 06/11/2012 500004282

Negotiated 01/08/2012 500004032

Negotiated 09/01/2012 500003455

Negotiated 15/03/2012 500003685

Negotiated 30/04/2012 500003812

Negotiated 30/08/2012 500004081

Negotiated 18/09/2012 500004143

Negotiated 21/02/2012 4500011820

Negotiated 15/06/2012 500003931

Negotiated 07/11/2012 500004284

Negotiated 06/03/2012 500003654

Negotiated 26/11/2012 500004372

Negotiated 01/01/2012 500003385



Negotiated 13/04/2012 4500012350

Negotiated 21/03/2012 500003706

Negotiated 21/06/2012 500003961

Negotiated 04/10/2012 500004193

Negotiated 24/09/2012 500004164

Negotiated 28/03/2012 500003737

Negotiated 19/09/2012 500004153

Negotiated 27/09/2012 500004177

Negotiated 21/05/2012 4500012718

Negotiated 12/01/2012 500003478

Negotiated 24/05/2012 500003875

Negotiated 12/11/2012 500004293

Negotiated 09/10/2012 500004209

Negotiated 09/01/2012 500003460

Negotiated 02/10/2012 4500013896

Negotiated 22/10/2012 500004239

Negotiated 27/04/2012 500003811

Negotiated 22/02/2012 4500011838

Negotiated 15/02/2012 500003595

Negotiated 16/03/2012 500003687

Negotiated 24/10/2012 500004245

Negotiated 24/10/2012 500004246

Negotiated 25/10/2012 500004254

Negotiated 25/04/2012 500003802

Negotiated 17/02/2012 500003609

Negotiated 12/04/2012 500003776

Negotiated 27/06/2012 500003971

Negotiated 11/12/2012 500004481

Negotiated 01/01/2012 500003275

Negotiated 24/05/2012 500003876

Negotiated 24/02/2012 500003622

Negotiated 05/09/2012 500004095

Negotiated 19/10/2012 500004232

Negotiated 07/03/2012 500003656

Negotiated 05/03/2012 500003652

Negotiated 13/06/2012 500003921

Negotiated 21/08/2012 500004066

Negotiated 21/09/2012 500004158

Negotiated 01/01/2012 500003274

Negotiated 18/05/2012 500003866

Negotiated 21/06/2012 500003962

Negotiated 24/08/2012 500004075

Negotiated 28/11/2012 500004382

Negotiated 22/06/2012 500003967

Negotiated 08/03/2012 500003658



Negotiated 31/08/2012 500004082

Negotiated 08/05/2012 500003836

Negotiated 16/05/2012 500003858

Negotiated 21/05/2012 500003868

Negotiated 05/09/2012 500004094

Negotiated 11/12/2012 500004480

Negotiated 26/07/2012 500004022

Negotiated 23/03/2012 500003723

Negotiated 21/08/2012 500004067

Negotiated 01/01/2012 500003372

Negotiated 29/11/2012 500004385

Negotiated 26/11/2012 500004371

Negotiated 25/09/2012 500004171

Negotiated 25/09/2012 300000117

Negotiated 07/11/2012 500004285

Negotiated 06/07/2012 500003989

Negotiated 15/06/2012 500003948

Negotiated 18/09/2012 500004144

Negotiated 26/11/2012 500004370

Negotiated 13/06/2012 500003915

Negotiated 29/11/2012 500004386

Negotiated 19/07/2012 500004006

Negotiated 31/08/2012 500004083

Negotiated 19/06/2012 500003955

Negotiated 13/02/2012 500003589

Negotiated 10/04/2012 500003772

Negotiated 05/03/2012 500003650

Negotiated 04/10/2012 500004192

Negotiated 11/05/2012 500003851

Negotiated 04/09/2012 500004091

Negotiated 26/07/2012 500004018

Negotiated 28/06/2012 500003974

Negotiated 07/12/2012 4500014454

Negotiated 28/03/2012 500003742

Negotiated 06/02/2012 500003558

Negotiated 10/12/2012 500004469

Negotiated 29/02/2012 500003635

Negotiated 18/04/2012 500003789

Negotiated 07/03/2012 500003657

Negotiated 28/03/2012 500003741

Negotiated 16/07/2012 500003999

Negotiated 03/12/2012 500004409

Negotiated 05/07/2012 500003979

Negotiated 06/07/2012 500003985

Negotiated 12/09/2012 500004120



Negotiated 07/12/2012 500004443

Negotiated 13/12/2012 500004490

Negotiated 17/09/2012 500004129

Negotiated 10/12/2012 500004458

Negotiated 23/05/2012 500003874

Negotiated 11/12/2012 500004478

Negotiated 06/07/2012 4500013219

Negotiated 13/11/2012 4500014241

Negotiated 18/07/2012 500004003

Negotiated 25/09/2012 500004172

Negotiated 25/09/2012 500004172

Negotiated 14/12/2012 500004505

Negotiated 18/04/2012 E.5.2012.FC01

Negotiated 04/04/2012 E.3.2012.FC.01

Negotiated 28/03/2012 E.1.2012.FC.01

Negotiated 19/07/2012 E.2.2012.FC.01



DESCRIPTION 
 CONTRACT 

VALUE 

TYPE OF 

CONTRACT

Kölner Illustrierte  €               10,00 DC / PO

TRODAT AVIATION STEMPEL  €               26,49 DC / PO

Book order "When cultures collide", VUB  €               26,65 DC / PO

Order of Kölner Stadtrevue  €               27,50 DC / PO

DJH Membership fee 2013  €               30,00 DC / PO

Subscription renewal, Flug-Revue  €               36,85 DC / PO

Subscripton AeroSafetyWorld  €               38,66 DC / PO

Airship subscription renewal  €               43,60 DC / PO

Human Factors in Aviation, 2nd Edition  €               62,17 DC / PO

Second increase related to additioonal VAT costs  €               75,27 DC / PO

All S1 meeting 14 December 2012-catering-Dussmann  €               77,00 DC / PO

Monthly Breakfast 27th January - Catering services  €               82,13 DC / PO

*Catering Global 7000 Gen Fam 27 March 2012  €               82,25 DC / PO

annual fee Airplus company account 2012  €               84,03 DC / PO

Welcome Breakfast 18th January 2012  €               92,63 DC / PO

Lithium Knopfzellen CR 2032 3V  €               93,89 DC / PO

Subscription renewal Aviation Week - Trevor Woods  €               97,64 DC / PO

Purchase of Auditing Study Guide Book for E3  €            101,91 DC / PO

Kurs Nachhaltigkeitsbewertung der Gebäuden  €            110,00 DC / PO

Gebaudehullen aus Glas - M. Hilpisch  €            110,00 DC / PO

Subscription renewal JP4  €            110,42 DC / PO

Aircraft Systems book (incl. carriage)  €            115,00 DC / PO

corporate membership fee 2012 EALA  €            120,00 DC / PO

Strategy workshop 11th January 2012  €            137,40 DC / PO

Economist - subscription renewal  €            147,66 DC / PO

Medical Supplies  €            149,23 DC / PO

Subscription renewal Economist  €            152,83 DC / PO

AGNA meeting 22.3.2012 meeting room, + coffee etc.  €            153,36 DC / PO

ecos Sicherheitssiegel  €            155,90 DC / PO

Mikrowelle m.Grill, Art.3078  €            156,00 DC / PO

Annual fee Airplus account 2012 - grant projects  €            168,07 DC / PO

(R1) lunch L'Orange for JCAB 17-18/01  €            170,08 DC / PO

Wasserkochern  €            175,40 DC / PO

lunch for review roadmap meeting 07/02/2012  €            182,88 DC / PO

additional service key safe repair  €            190,00 DC / PO

Edelstahl Heisswasserspender 5l  €            196,00 DC / PO

Catering for 2nd Certification Workshop 26.01.12  €            204,45 DC / PO

Working lunch for the 5th CSIE WG meeting on 28.08  €            210,00 DC / PO

Etikett BO  €            216,70 DC / PO

ExCom Lunch 30/01/2012  €            224,03 DC / PO

                 LOW VALUE (<60K€) PROCUREMENT PROCEDURES CONCLUDED IN 2012



Catering for the 4th CSIE WG meeting on 03.07.12  €            245,00 DC / PO

Dussmann catering for flight OPS meeting, 18/10  €            251,80 DC / PO

Dinner Heads of NAA meeting  €            253,70 DC / PO

EASA Summer Party 21st June 2012 - shuttle serv.  €            255,46 DC / PO

Subscriptions: Flight Intern., Information Age  €            263,72 DC / PO

ED-12C  €            275,00 DC / PO

CQI Membership fee 2012  €            283,27 DC / PO

Purchase of bar code labels for inventory  €            292,89 DC / PO

services for lease plants  €            299,88 DC / PO

services lease plants for July-Dec 2012  €            299,88 DC / PO

Staff meeting on 13th November 2012  €            306,72 DC / PO

Catering for Softeco Meeting January 2012  €            312,24 DC / PO

*Room + equipment Global 7000 Gen Fam 27 March 12  €            330,00 DC / PO
Integrated unmanned aircraft system & Part FCL made easy: Handbook 

for pilot l
 €            332,28 DC / PO

S1 internal meeting 06/06/12-room rental DJH  €            340,34 DC / PO

ECAST Meeting #3; JH Deutz 11/09/2012  €            345,29 DC / PO

AJPAE - yearly membership fee  €            350,00 DC / PO

ExCom Lunch 27/02/2012  €            350,00 DC / PO

ISASI Corporate Membership 2013  €            385,68 DC / PO

Subscription renewals-Air&Cosmos, WSJ online, A W  €            386,19 DC / PO

E-learning course HR Kommunication  €            390,00 DC / PO

DIN EN 3-7/3-8/3-10  €            392,50 DC / PO

ECAST Meeting #1- JH Deutz 06/03/2012  €            401,18 DC / PO

R3. first extention celebration  €            403,20 DC / PO

R5 catering for ATM HLG  €            420,00 DC / PO

Fluchtwegkennzeichn. Warnbänder  €            420,15 DC / PO

Sicherheitsetiketten  €            425,10 DC / PO

Partecipation:European Public Procurement Law 2012  €            426,60 DC / PO

Christmas tree and  wreaths  €            427,99 DC / PO

Medical Supplies  €            428,46 DC / PO

Lunch CAAC 10.10.2012 - Maritim Hotel  €            428,57 DC / PO

Add. costs EOFDM conference 12/01/2012 Radisson  €            433,61 DC / PO

The 4th European Articulate Conference, Leeds Univ  €            448,15 DC / PO

CO2 emissions offsetting DB Vertrieb 2012  €            450,00 DC / PO

Den Change-Prozess erfolgreich treiben - Führungs-  €            450,00 DC / PO

Room rent + beverages EUROCAE WG 72 on 14.09.12  €            454,62 DC / PO

Disposal service in 2012  €            455,00 DC / PO

Room rent & beverages A400M post TC noise 11.12.12  €            463,03 DC / PO

Products Dep All Staff Meeting C.1, 10 Jan 2012  €            463,45 DC / PO

EASAC meeting 23rd February  - Catering services  €            465,00 DC / PO

External storage services costs for brochures  €            470,05 DC / PO

7th OPS meeting-Dussmann catering-10/2012  €            477,65 DC / PO

Plastiksäcke, Spezialöl & Kartenhalter  €            481,00 DC / PO

Translation of an Appellant's reply  for EASA BoA  €            487,25 DC / PO

Business Lunch Airbus visit 18th December 2012  €            500,00 DC / PO



EASA workshop on Pilot training, 27/06/12  €            503,36 DC / PO

Books the European Bookshop  €            507,30 DC / PO

Lunch OPS.055 5.9. TP Eventcatering  €            520,00 DC / PO

Business lunch 24 April 2012 - ENaCT  €            540,00 DC / PO

Re-printing of HR Flyer and Trainee Flyer  €            540,00 DC / PO

ECAST Meeting #2; JH Deutz 05/06/2012  €            549,33 DC / PO

All S Directorate meeting at Horion Haus 4/9/12  €            550,00 DC / PO

LVR-renting of meeting room - S1 meeting 14/12/12  €            550,00 DC / PO

RFID Chipkarten LEGIC prime MIM 256  €            574,00 DC / PO

Business cards Montreal Repr.  €            581,00 DC / PO

Flight Ops Meeting, LVR, 18/10/12  €            600,00 DC / PO

Subscription renewal Le Monde  €            603,59 DC / PO

EHEST Meeting #2 JH Deutz 31/05+01/06/2012  €            603,87 DC / PO

Perlonseile & Bilderhaken  €            609,70 DC / PO

SSCC meeting faciilties 5.7.2012 - Jugendherberge  €            611,43 DC / PO

microphones - Hyatt - RAG meeting 2.10.  €            627,27 DC / PO

EASAC meeting 30th May - Catering services  €            650,00 DC / PO

EASA Sicherheitsetiketten  €            655,20 DC / PO

Dussmann catering,8th FCL STd meeting, 11-12/12  €            660,60 DC / PO

paint services 03/12/2011  €            669,53 DC / PO

EASAC meeting 25/09/12 - Catering services  €            675,00 DC / PO

EASAC meeting 28/11/12 - Catering services  €            675,00 DC / PO

IALN working group - Dinner  €            686,97 DC / PO

Absperrpfosten, stufen-doppelleiter  €            702,00 DC / PO

HDP5000 Farbband, Transferfilm & Reinigungsset  €            715,00 DC / PO

TRODAT - small Logo & round stamp  €            732,90 DC / PO

FARGO HDP5000 Farbband, transferfilm, reinigungsset  €            735,00 DC / PO

ABSICHERUNG EINER VERANSTALTUNG  €            737,28 DC / PO

LifeGuard Sea Survival course Helico: T. Lövenich  €            756,30 DC / PO

provision of lunch for approx 28 persons  €            760,76 DC / PO

Order of books for Comms Web Team  €            765,94 DC / PO

R7. IALN working group on Staff regulations  €            780,00 DC / PO

TRACECA:Hotel + Airport transfer worhsop 30-31 May  €            811,90 DC / PO

ISO, BS EN, AIA, ZVEI & shipment  €            815,00 DC / PO

EASA Sicherheitsetiketten  €            819,00 DC / PO

catering services/Bombardier 03/2012  €            846,64 DC / PO

Process thinking for auditors - N. Brazil - IIA  €            849,65 DC / PO

furniture transport. to EASA BXL  €            850,00 DC / PO

R7. booking for coference room 16/10  €            850,00 DC / PO

Meeting facilities TAG meeting 11 - 12.9. Jugendhe  €            861,35 DC / PO

Translation of Draft decision of BoA  €            862,72 DC / PO

IDEAL 0155 Rollenschneider m. Halter  €            867,00 DC / PO

Personalmanagement Kongress 2012  €            890,00 DC / PO

Retirement farewell dinner Reinhard Menzel  €            905,00 DC / PO

Teambuilding seminar E3 - 29/02-1/03 2012  €            944,67 DC / PO



EASA Summer Party 21st June 2012 - DJ services  €            965,00 DC / PO

Les Entretiens de Toulouse: J.Ch. Lamy - 2012  €            980,00 DC / PO

Les Entretiens de Toulouse: G. Lievre - 2012  €            980,00 DC / PO

EASA Annual Safety Conference 2012-Video techn.  €            990,00 DC / PO

Room Rental and Beverages  €         1.016,90 DC / PO

Bilderrahmen  €         1.023,50 DC / PO

Books at Mayershe Buchhandlung  €         1.025,10 DC / PO

6th EASA OPS Standardisation Meeting  €         1.042,19 DC / PO

STD meeting 29-31 May 2012 - room rental DJH  €         1.096,64 DC / PO

Shuttle services at EASA Anniversary  - 15/11/2012  €         1.110,00 DC / PO

Social event FAA 2.10. Renate Köllen (WORT Spracha  €         1.125,21 DC / PO

shredder services  €         1.197,91 DC / PO

7th OPS meeting-LVR-10/2012  €         1.200,00 DC / PO

PRB Workshop 19/04/2012  €         1.201,68 DC / PO

External training request - C. Magnani  €         1.208,25 DC / PO

Crisis Communication&Media Response 22-24 Feb 2012  €         1.252,84 DC / PO

Catering - AIR Std Mtg 27-29/11/2012  €         1.270,59 DC / PO

Diner for Team Workshop of 25 October 2012  €         1.281,50 DC / PO

Ideal shredder for BXL office  €         1.349,00 DC / PO

Part 21 DOA Workshop - Meeting room, 30-31/05/12  €         1.400,00 DC / PO

Hotel Maritim  €         1.443,70 DC / PO

Selbstklebende Hüllen, Umschläge Kuvertiermaschine, Urkundenmappe  €         1.452,40 DC / PO

RFID Chipkarten  €         1.514,00 DC / PO

Airsight PAN-OPS course, Riga. E.VARDAKIS  €         1.550,00 DC / PO

Airsight PAN-OPS course, Riga. S. PORALLA  €         1.550,00 DC / PO

room rental and equipment  €         1.560,00 DC / PO

IACIS BASIC Class (BCFE) TRAINING  €         1.600,00 DC / PO

Additonal work related to ASR 2010  €         1.600,00 DC / PO

CAAI Cabin Safety Inspector Theory - D Dostalikova  €         1.635,40 DC / PO

MB 03-2012, 18th September 2012  €         1.650,00 DC / PO

RTCA annual subscription - Jan. 2013 - Dec. 2013  €         1.692,07 DC / PO

Dinner for the F.1 Team Bldg Event 2012  €         1.694,00 DC / PO

MB 03-2012 -18th September 2012 - Catering  €         1.725,42 DC / PO

R5.GASR meetings catering  €         1.739,94 DC / PO

IRCA Renewal August 2012-2013  €         1.810,00 DC / PO

Rulemaking All Staff meeting 2012  €         1.822,42 DC / PO

Translation of internal communications concept  €         1.824,36 DC / PO

8th FCL meeting-LVR-12/12  €         1.900,00 DC / PO

Part 21 DOA Workshop - Catering, 30-31/05/12  €         1.989,07 DC / PO

teambuilding for R.3.2  €         2.005,38 DC / PO

IPAII: Room + catering- workshop 30/05-01/06/12  €         2.027,41 DC / PO

E-A-R Tracers Gehörschutzstöpsel + associated  €         2.044,27 DC / PO

Security vests with EASA lettering  €         2.086,80 DC / PO

RDE GmbH, collection of IT waste (25-30m2)  €         2.121,25 DC / PO

SIGNTEC ECOCLIX foils  €         2.130,00 DC / PO



FARGO HDP5000 Farbband, transferfilm, reinigungsset, chipkarten  €         2.130,00 DC / PO

Acryltisch GL-5033 & Torch  €         2.141,00 DC / PO

Training fee - ECM Master course 22-25 May 2012  €         2.195,00 DC / PO

Training fee-SharePoint Master Class 4-7 June 2012  €         2.195,00 DC / PO

7th FCL standardisation meeting, 31/05/12  €         2.243,19 DC / PO

Flight Safety Foundation Membership 2012-2013  €         2.284,67 DC / PO

MDE Leistungen (14 Tage)  €         2.300,00 DC / PO

IEEE PEL Online (Level E- 150 arti.)-04/12-03/13  €         2.326,52 DC / PO

Catering AIR STD mtg 29-31 May 2012 at DJH  €         2.574,54 DC / PO

Wind River VxWorks Platform 653 course - G.Soudain  €         2.640,00 DC / PO

DIN 590 / ISO 19011 / IEC61508 CD  €         2.654,50 DC / PO

SAFA ESSG 17, MARITIM HOTEL  €         2.658,82 DC / PO

IPAII: Hotel+Airporttransfer workhsop 30/5-01/6/12  €         2.749,45 DC / PO

Purchase of Books for R7  €         2.817,00 DC / PO

F3 Teambuilding Event on 07 November 2012  €         2.846,12 DC / PO

Renting of LVR room for STD mtg on 27,28,29/11/12  €         2.850,00 DC / PO

Dinner with FAA and TCCA on 25.10.12  €         2.853,30 DC / PO

IATA ITQI/RAS Conference 15-16/02/2012 (S3)  €         2.873,91 DC / PO

Transport., handling, storage of exhibtion stand  €         2.880,00 DC / PO

 ARP-ACQUISITIONS OF ASUS ULTRABOOK  €         2.901,00 DC / PO

BRAUN Wasserkocher Impression WK 600  €         2.924,40 DC / PO

Article in revue mensuelle de l'Ecole Polytechniqu  €         3.000,00 DC / PO

Design and production EASA anniversary invitations  €         3.030,00 DC / PO

HEC MBA other expenses 2012 part  €         3.150,00 DC / PO

ATPL IR & B777 type rating revalidation exam. ABO  €         3.200,00 DC / PO

SSCC meeting faciilties 12.12.2012 - Hotel Barcelo  €         3.285,72 DC / PO

ICAO meeting facilities 12 - 13.12. - hotel Mariti  €         3.308,40 DC / PO

EASA-NAAs Quality Day workshop - 2nd October 2012  €         3.369,75 DC / PO

Interpretation services BoA hearing 13/11/2012  €         3.376,00 DC / PO

CAA Int. NDT Audit Oversight course x 4 - 03/12  €         3.432,66 DC / PO

Space allocation ICAO-ANC  €         3.446,63 DC / PO

Retarus WebExpress - Email distribution and mangem  €         3.529,82 DC / PO

MB Dinner 04/2012 - 10th December 2012  €         3.655,46 DC / PO

ILA 2012 DGLR Mag. Advert  €         3.657,00 DC / PO

Stand rental Aero Friedrichshafen 2012  €         3.680,60 DC / PO

Shredder services for each floor  €         3.712,50 DC / PO

meetingroom, coffee & technical services- RAG meeting 2.10. Hyatt  €         3.739,12 DC / PO

Room Rent, Equipment, Catering  €         3.774,71 DC / PO

Jane's All The World Aircraft. November 2012-2013  €         3.808,00 DC / PO

Specialist furniture/fittings various  €         3.864,24 DC / PO

EASA Summer Party 21st June 2012 - children animat  €         3.927,00 DC / PO

Heli Union Refresh AS 3654 N MP/IR Type Training  €         3.960,00 DC / PO

Plischka transport ation services  €         3.970,60 DC / PO

10th anniv. advert in Air & Cosmos, Dec. 2012  €         4.100,00 DC / PO

Dinner-Accomodation EASA Manag. Workshop Jan 2012  €         4.123,38 DC / PO



Erfassungsleser USB legic, LEGIC read head & Canon Digitalkamera  €         4.168,13 DC / PO

12th EASA/NAAs Partnership meeting 10/05/2012  €         4.211,34 DC / PO

EASA-NAAs Partnership meeting 31st October 2012  €         4.211,35 DC / PO

Mantling/dismantling of 10th anniv. ad at KB airpo  €         4.247,60 DC / PO

CAW of Type Design Training (Rolls-Royce) - 30/10  €         4.260,00 DC / PO

CIPD Organisational Subscription for HR Dept, 2012  €         4.389,27 DC / PO

renewal of contract amendment R.2009.C07-AM01-2012  €         4.400,00 DC / PO

Airbus: Module 3 of CAW Type Design Course  €         4.500,00 DC / PO

Plissée  €         4.508,07 DC / PO

Brandschutztechnische Beratung  €         4.588,50 DC / PO

Re-production of EASA Conference folders  €         4.590,00 DC / PO

Re-order of conference folders  €         4.720,00 DC / PO

Production of 10th Anniversary Note-books  €         4.790,00 DC / PO

Introduction to Aviation by N. Gluckstein - EASA  €         4.800,00 DC / PO

IT supplies - various  €         4.815,15 DC / PO

4xdays à 1.060; 1xday à 600  €         4.840,00 DC / PO

Quality Management - Update course - 4-5 July 2012  €         4.870,00 DC / PO

ARP Datacon - IT Equip - Various  €         4.885,00 DC / PO

MB meeting 01-2012 13th March - catering &room  €         4.890,76 DC / PO

DGA EPNER - Flight Test Renewal - D. Roland  €         4.900,00 DC / PO

Services in acc.w. A/9192  €         4.980,00 DC / PO

4 x daily charge of 1.250 (A/9330)  €         5.000,00 DC / PO

Contract R.2012.C13: Techincal Assistance  €         5.000,00 DC / PO

Participation in RACAM 6, 24 May 2012  €         5.000,00 DC / PO

R4. Deicing workshop 19/04/2012  €         5.008,40 DC / PO

MB 02-2012, 6th June 2012  €         5.067,23 DC / PO

Farnborough 2012 Flight International Advert  €         5.154,50 DC / PO

OneTools-Consultancy Services for BuildingOne  €         5.250,00 DC / PO

New Year's Reception ED 19/01/2012  €         5.310,92 DC / PO

MB meeting 02-2012 6th May - Interpretation ser  €         5.394,00 DC / PO

MB meeting 01-2012 13th March - interpretation ser  €         5.404,00 DC / PO

Interpretation services MB 03/2012  €         5.474,00 DC / PO

ITIL training - KESS  €         5.580,00 DC / PO

ExCom Lunches 2012  €         5.600,00 DC / PO

ARINC subscription renewal 2011-2012  €         5.612,54 DC / PO

ESSI - EASp Brochures- Kopp Druck & Medienservice  €         5.718,00 DC / PO

3rd EASA Volcanic Ash Workshop- 04/12/2012  €         5.813,03 DC / PO

Christmas lunch - R-Dir - 14/12/ Rayes Gastronomi  €         5.966,18 DC / PO

All Staff Meeting 17th January 2012  €         6.128,24 DC / PO

ATA Publication Library - 2012 - 2013  €         6.288,64 DC / PO

MB meeting 04-2012 10-11 December 2012  €         6.742,70 DC / PO

3rd Certification Workshop on 24.01.13  €         6.816,22 DC / PO

MB 04-2012 -10-11th December 2012 -Interpretation  €         6.819,00 DC / PO

Teambuilding E2+E6 September 2012  €         6.843,69 DC / PO

IORS Workshop, 26 June 2012  €         7.042,89 DC / PO



licence workshop 6/11/12  €         7.299,16 DC / PO

Baines Simmons: Practical Assessment of SMS  €         7.350,00 DC / PO

All Staff Meeting, 4 July 2012  €         7.520,17 DC / PO

EU/US Conference - registration fees  €         7.602,45 DC / PO

SAE renewal subscription 2013  €         7.650,00 DC / PO

OneTools-Upg GebäudeInfo V2011 to BuildingOne  €         7.945,00 DC / PO

10th Anniversary Celebration - Reception, 15/11/12  €         8.040,34 DC / PO

3 OMNITRACKER courses for Service desk assistants  €         8.120,00 DC / PO

EOFDM Conference 23. January 2013  €         8.357,14 DC / PO

VRS/VRR tickets for missions of 2012  €         8.455,22 DC / PO

10th anniv. advert in Flight International  €         8.815,00 DC / PO

S Directorate End of the Year Seminar 2012  €         9.040,00 DC / PO

R4. catering for conference  €         9.285,30 DC / PO

HEC Executuve MBA, second part core E-MBA  €         9.456,00 DC / PO

HEC Executive MBA, D. Solar, core E-MBA, 2013/14  €         9.456,00 DC / PO

Rulemaking team building day 6.9.2012  €       10.103,10 DC / PO

Subsciption "Jeppview" 2012-2013  €       10.250,00 DC / PO

2012 EASA Annual Safety Conference event at Früh  €       10.319,12 DC / PO

S Directorate 2012 End of Year Seminar  €       10.328,60 DC / PO

Management of joint stand at ICAO - ANC  €       11.743,80 DC / PO

F-Directorate Christmas Lunch of 14 December 2012  €       12.000,66 DC / PO

Certification Christmas Lunch on 13.12.12  €       12.233,20 DC / PO

Articulate Storyline & Studio training course  €       12.392,34 DC / PO

EASA.F.4.2012.NP.02  €       13.500,00 DC / PO

Assessment of the elevators' service  €       14.300,00 DC / PO

rental of conference room R4  €       14.876,45 DC / PO

R5. Conference room 21-22/05  €       15.216,81 DC / PO

10th anniv. advert at KB airport  €       15.640,00 DC / PO

HEC EMBA Major aviation - Aviation and Aerospace  €       16.000,00 DC / PO

ASTM Portal renewal  Nov 2012/13  €       16.239,81 DC / PO

EVENING EVENT 6TH EASA ROTORCRAFT SYMPOSIUM  €       17.750,00 DC / PO

Advertisements AD/22-27  €       18.000,00 DC / PO

Smart Boards + Accessories & Installations  €       18.199,00 DC / PO

Info session on EASA rules  8-10/10/2012  €       19.117,65 DC / PO

Room rent, catering, equipment  €       24.331,93 DC / PO

E2.2012.C.04 Development of ECCAIRS support tools  €       24.470,00 DC / PO

Renewal additional advertising KB airport  €       25.506,31 DC / PO

Part 21 Impl. Workshop 300 persons 27-28/11/2012  €       27.794,12 DC / PO

IHS - AV_DATA/ICAO/FAA/UK CAA/ESDU/FSF -2012-2013  €       29.179,98 DC / PO

EASA Annual Safety Conference October 2012  €       29.612,43 DC / PO

AM02- SC DD46 - ORANGE - S-TESTA CONNECTION  €       31.344,20 DC / PO

E2.2012.C.02 MASH project  €       35.000,00 DC / PO

EASA 6th Rotorcraft Symposium 5-6 December 2012  €       35.298,32 DC / PO

R2011.C11 increase for amdt R.2011.C11.AM01  €       43.967,50 DC / PO

E.2.2012.C.01 Crisis Management Assessm.& Exersice  €       45.000,00 DC / PO



E2.2012.C.06 WATUS III  €       45.000,00 DC / PO

EASA.E2.2012.C30 HELMGOP  €       45.000,00 DC / PO

Renewal of advert I at KB airport  €       46.553,33 DC / PO

E2.2012.C.03 Integration ECCAIRS 5 data qm check  €       50.000,00 DC / PO

EASA Summer Party 21st June 2012  €       50.895,00 DC / PO

EASA.2012.C.28 COCAM  €       55.600,00 DC / PO

Specialist furniture/fittings various  €       59.917,10 DC / PO

Specialist furniture/fittings various  €       59.969,22 DC / PO

Contract R-2012-C03: Economic impact of the ASEAN  €       60.000,00 DC / PO

EASA.F.4.2012.NP.04 - Property Consultancy  €       59.850,00 DC / PO

EASA.F.4.2012.NP.04.AM01 - Property Consultancy  €       26.700,00 DC / PO

RGM fit out offer A/10843; INT42297  €     123.439,14 DC / PO

Provision of medical support to EASA staff members  €       60.000,00 FWC

Certification of EASA audit capability against the International 

Professional Practices Framework of the Institute of Internal Auditors
 €       35.000,00 FWC

 Provision of subscriptions & periodicals  €       60.000,00 FWC

Flight data analysis & animation system software support  €       22.044,00 FWC



VENDOR REF VENDOR NAME DIR BUDGET LINE

4000190 VUB PRINTMEDIA GMBH E EAS1/2252

4000193 LYRECO DEUTSCHLAND GMBH F EAS1/2300

4000190 VUB PRINTMEDIA GMBH E EAS1/2252

4000190 VUB PRINTMEDIA GMBH E EAS1/2252

4000287 DJH SERVICE GMBH E EAS1/2351

4000190 VUB PRINTMEDIA GMBH E EAS1/2252

4000601 FLIGHT SAFETY FOUNDATION E EAS1/2252

4000190 VUB PRINTMEDIA GMBH E EAS1/2252

4000951 ELSEVIER B.V. S EAS1/3102

4000427 FLUGHAFEN KOELN BONN GMBH E EAS1/3300

4000228 DUSSMANN AG & CO.KGAA S EAS1/3400

4000894 REBEKKA RÜCKER (L'ORANGE) E EAS1/1700

4000228 DUSSMANN AG & CO.KGAA C EAS1/3400

4000303 LUFTHANSA AIRPLUS SERVICEKARTEN GMB F EAS1/3700

4000894 REBEKKA RÜCKER (L'ORANGE) E EAS1/1700

4000356 TESTO AG F EAS1/2300

4000190 VUB PRINTMEDIA GMBH E EAS1/2252

4000432 IHS E EAS1/2252

4001152 Akademie der Architektenkammer NRW E EAS1/1420

4001152 Akademie der Architektenkammer NRW E EAS1/1420

4000190 VUB PRINTMEDIA GMBH E EAS1/2252

4000510 AIRPLAN FLIGHT EQUIPMENT S EAS1/3102

4000240 DR. P. NIKOLAI EHLERS (European Air R EAS1/2330

4000894 REBEKKA RÜCKER (L'ORANGE) E EAS1/3400

4000190 VUB PRINTMEDIA GMBH E EAS1/2252

4000071 WERO-MEDICAL WERNER MICHALLIK GMBH F EAS1/2300

4000190 VUB PRINTMEDIA GMBH E EAS1/2252

4000761 JUGENDHERBERGE KOELN-DEUTZ R EAS1/3400

4000294 ECOS-SYSTEMS GMBH F EAS1/2300

4000215 COOL AND COOK GMBH F EAS1/2300

4000303 LUFTHANSA AIRPLUS SERVICEKARTEN GMB F EAS1/3700

4000894 REBEKKA RÜCKER (L'ORANGE) R EAS1/2354

4001150 AGS ALLGEMEINER SERVICE HAUSGERAETE F EAS1/2200

4000894 REBEKKA RÜCKER (L'ORANGE) R EAS1/2354

4000294 ECOS-SYSTEMS GMBH F EAS1/2203

4000215 COOL AND COOK GMBH F EAS1/2200

4000228 DUSSMANN AG & CO.KGAA C EAS1/3400

4000335 TP EVENTCATERING  GMBH C EAS1/2354

4000935 BREWES GMBH F EAS1/2300

4000894 REBEKKA RÜCKER (L'ORANGE) E EAS1/2351

                 LOW VALUE (<60K€) PROCUREMENT PROCEDURES CONCLUDED IN 2012



4000335 TP EVENTCATERING  GMBH C EAS1/2354

4000228 DUSSMANN AG & CO.KGAA S EAS1/3400

4000512 COELNER HOFBRAEU P.J. FRUEH KG E EAS1/3300

4000645 MINGELS-REISEN E EAS1/1700

4000190 VUB PRINTMEDIA GMBH E EAS1/2252

4000206 EUROCAE COMMUNICATION S EAS1/3102

4000840 THE CHARTERED QUALITY  INSTITUTE E EAS1/2355

4000132 BLUHM SYSTEME GMBH F EAS1/2300

4000962 LEASE-ART & HYDRO-PLAN GMBH & CO OH F EAS1/2300

4000962 LEASE-ART & HYDRO-PLAN GMBH & CO OH F EAS1/2300

4000761 JUGENDHERBERGE KOELN-DEUTZ E EAS1/1700

4000894 REBEKKA RÜCKER (L'ORANGE) E EAS1/3900

4000154 LANDSCHAFTS VERBAND RHEINLAND C EAS1/3400

4000510 AIRPLAN FLIGHT EQUIPMENT S EAS1/3102

4000761 JUGENDHERBERGE KOELN-DEUTZ S EAS1/3400

4000761 JUGENDHERBERGE KOELN-DEUTZ E EAS1/3900

4000876 AJPAE E EAS1/3300

4000335 TP EVENTCATERING  GMBH E EAS1/2351

4000528 ISASI E EAS1/3900

4000190 VUB PRINTMEDIA GMBH E EAS1/2252

4001059 QUADRIGA HOCHSCHULE BERLIN GMBH E EAS1/1420

4000432 IHS S EAS1/3102

4000761 JUGENDHERBERGE KOELN-DEUTZ E EAS1/3900

4000894 REBEKKA RÜCKER (L'ORANGE) R EAS1/1700

4000335 TP EVENTCATERING  GMBH R EAS1/3400

4000788 BRADY GMBH, SETON DIVISION F EAS1/2300

4000996 AMO SILTECH GMBH F EAS1/2300

4000527 ACADEMY OF EUROPEAN LAW E EAS1/1420

4000878 DINGER'S GARTENCENTER KOELN GMBH & F EAS1/2300

4000071 WERO-MEDICAL WERNER MICHALLIK GMBH F EAS1/2300

4000032 MARITIM HOTEL GMBH R EAS1/2354

4001050 REZIDOR HOTEL KOELN GMBH E EAS1/3900

4001172 THE UNIVERSITY OF LEEDS S EAS1/3800

4001201 DB VERTRIEB GMBH F EAS1/3700

4001082 PRISMUS COMMUNICATIONS GMBH E EAS1/1420

4000761 JUGENDHERBERGE KOELN-DEUTZ C EAS1/3400

4001073 RDE GMBH F EAS1/2051

4000099 HYATT REGENCY COLOGNE C EAS1/3400

4000761 JUGENDHERBERGE KOELN-DEUTZ C EAS1/1700

4000335 TP EVENTCATERING  GMBH E EAS1/3400

4001127 GRAFISCHE WERKSTATT DRUCKEREI GEBR. F EAS1/2051

4000228 DUSSMANN AG & CO.KGAA S EAS1/3400

4000946 KRUG & PRIESTER GMBH & CO. KG F EAS1/2300

4001227 C.E.T. CENTRAL EUROPEAN TRANSLATION E EAS1/2332

4000099 HYATT REGENCY COLOGNE E EAS1/2354



4000761 JUGENDHERBERGE KOELN-DEUTZ S EAS1/3400

4001171 LA LIBRAIRIE EUROPEENNE R EAS1/2330

4000335 TP EVENTCATERING  GMBH R EAS1/3400

4000335 TP EVENTCATERING  GMBH E EAS1/2354

4001127 GRAFISCHE WERKSTATT DRUCKEREI GEBR. E EAS1/3300

4000761 JUGENDHERBERGE KOELN-DEUTZ E EAS1/3900

4000154 LANDSCHAFTS VERBAND RHEINLAND S EAS1/3400

4000154 LANDSCHAFTS VERBAND RHEINLAND S EAS1/3400

4000031 YOUCARD KARTENSYSTEME GMBH F EAS1/2300

4000822 IMPRIMERIE CENTRALE F EAS1/2300

4000154 LANDSCHAFTS VERBAND RHEINLAND S EAS1/3400

4000190 VUB PRINTMEDIA GMBH E EAS1/2252

4000761 JUGENDHERBERGE KOELN-DEUTZ E EAS1/3900

4000214 PICARD + BIRKENSTOCK KG F EAS1/2300

4000761 JUGENDHERBERGE KOELN-DEUTZ R EAS1/3400

4000099 HYATT REGENCY COLOGNE R EAS1/3400

4000335 TP EVENTCATERING  GMBH E EAS1/3400

4000996 AMO SILTECH GMBH F EAS1/2300

4000228 DUSSMANN AG & CO.KGAA S EAS1/3400

4000355 NEUBURG CHRISTIAN F EAS1/2211

4000335 TP EVENTCATERING  GMBH E EAS1/3400

4000335 TP EVENTCATERING  GMBH E EAS1/3400

4001226 RAYES GASTRONOMIE GMBH R EAS1/2330

4000801 SCHÄFER SHOP GMBH F EAS1/2300

4000710 INTRAPROC GmbH F EAS1/2300

4000193 LYRECO DEUTSCHLAND GMBH F EAS1/2300

4000710 INTRAPROC GmbH F EAS1/2300

4000373 GEGENBAUER SICHERHEITSDIENSTE GMBH F EAS1/2050

4001224 LIFE GUARD ASSOCIATION RETTUNGSSYST S EAS1/3800

4000228 DUSSMANN AG & CO.KGAA C EAS1/3400

4000051 MAYERSCHE BUCHHANDLUNG GMBH & CO. K E EAS1/2252

4000335 TP EVENTCATERING  GMBH R EAS1/2330

4000969 HUP-ZAGREB D.D. R EAS1/4000_TRACECA

4000432 IHS S EAS1/3102

4000996 AMO SILTECH GMBH F EAS1/2300

4000761 JUGENDHERBERGE KOELN-DEUTZ R EAS1/2354

4001247 CHARTERED INSTITUTE OF INTERNAL AUD E EAS1/1420

4000424 PLISCHKA MÖBELTRANSPORTE F EAS1/2051

4000154 LANDSCHAFTS VERBAND RHEINLAND R EAS1/3400

4000761 JUGENDHERBERGE KOELN-DEUTZ R EAS1/3400

4001227 C.E.T. CENTRAL EUROPEAN TRANSLATION E EAS1/2332

4001147 ROB. PAUL KUMETAT GMBH F EAS1/2300

4000048 HELIOS MEDIA GMBH E EAS1/1420

4000512 COELNER HOFBRAEU P.J. FRUEH KG E EAS1/1700

4001108 VILLA SOPHIENHOEHE HSV GMBH E EAS1/1700



4000810 MOBYDISC MOBILE DISCOTHEKEN GMBH E EAS1/1700

4000959 X-ROM S EAS1/3800

4000959 X-ROM S EAS1/3800

4000371 KUCHEM WALTER WILHELM E EAS1/3900

4000099 HYATT REGENCY COLOGNE C EAS1/3400

4000214 PICARD + BIRKENSTOCK KG F EAS1/2300

4000051 MAYERSCHE BUCHHANDLUNG GMBH & CO. K R EAS1/2330

4000761 JUGENDHERBERGE KOELN-DEUTZ S EAS1/3400

4000761 JUGENDHERBERGE KOELN-DEUTZ S EAS1/3400

4000645 MINGELS-REISEN E EAS1/1700

4001213 KOELLEN RENATE R EAS1/2354

4000832 REISSWOLF KÖLN AKTEN- UND DATENVER- F EAS1/2202

4000154 LANDSCHAFTS VERBAND RHEINLAND S EAS1/3400

4001166 BARCELO COLOGNE GMBH E EAS1/3900

4001207 BATALAS LIMITED E EAS1/1420

4000074 INTERNATIONAL  AIR TRANSPORT ASSOC. E EAS1/1420

4000228 DUSSMANN AG & CO.KGAA S EAS1/3400

4001040 HOTEL-UND GASTSTAETTENBETRIEBE F EAS1/1700

4000214 PICARD + BIRKENSTOCK KG F EAS1/2200

4000154 LANDSCHAFTS VERBAND RHEINLAND S EAS1/3400

4000032 MARITIM HOTEL GMBH R EAS1/3400

4000193 LYRECO DEUTSCHLAND GMBH F EAS1/2300

4000031 YOUCARD KARTENSYSTEME GMBH F EAS1/2300

4000776 AIRSIGHT GMBH S EAS1/3800

4000776 AIRSIGHT GMBH S EAS1/3800

4000154 LANDSCHAFTS VERBAND RHEINLAND C EAS1/3400

4001232 BUNDESKRIMINALAMT F EAS1/2104

4000233 ZIMMER THOMAS E EAS1/3300

4000196 CAA INTERNATIONAL LIMITED S EAS1/3800

4000154 LANDSCHAFTS VERBAND RHEINLAND E EAS1/2351

4000534 RTCA INC S EAS1/3102

4000564 RHEIN CONNECTION - GASTRONOMIE UND F EAS1/1700

4000228 DUSSMANN AG & CO.KGAA E EAS1/2351

4000894 REBEKKA RÜCKER (L'ORANGE) R EAS1/3400

4000105 BUREAU VERITAS E EAS1/3900

4000761 JUGENDHERBERGE KOELN-DEUTZ R EAS1/1700

4001124 LAURA MITCHELL E EAS1/3500

4000154 LANDSCHAFTS VERBAND RHEINLAND S EAS1/3400

4000228 DUSSMANN AG & CO.KGAA S EAS1/3400

4001040 HOTEL-UND GASTSTAETTENBETRIEBE R EAS1/1700

4000969 HUP-ZAGREB D.D. R EAS1/4000_IPA2

4000071 WERO-MEDICAL WERNER MICHALLIK GMBH F EAS1/2300

4000071 WERO-MEDICAL WERNER MICHALLIK GMBH F EAS1/2300

4001073 RDE GMBH F EAS1/2100

4000203 SIGNTEC LEIT- UND INFORMATIONSSYSTE F EAS1/2300



4000710 INTRAPROC GmbH F EAS1/2300

4001190 MARC-STEFAN GLANZ F EAS1/2210

4000002 AIIM INTERNATIONAL, THE IT CENTER E EAS1/1420

4000002 AIIM INTERNATIONAL, THE IT CENTER E EAS1/1420

4000032 MARITIM HOTEL GMBH S EAS1/3400

4000601 FLIGHT SAFETY FOUNDATION E EAS1/3900

4001215 COSYS IDENT GMBH F EAS1/2300

4000732 Sam-Standards and More S EAS1/3102

4000761 JUGENDHERBERGE KOELN-DEUTZ S EAS1/3400

4001156 WIND RIVER GMBH S EAS1/3800

4000432 IHS S EAS1/3102

4000032 MARITIM HOTEL GMBH S EAS1/3400

4000969 HUP-ZAGREB D.D. R EAS1/4000_IPA2

4000101 KLUWER LAW INTERNATIONAL BV R EAS1/2330

4001231 RESTAURANT EIKAMPER HOF F EAS1/1700

4000154 LANDSCHAFTS VERBAND RHEINLAND S EAS1/3400

4001018 KOELN SKY GMBH C EAS1/2354

4001106 ROYAL AERONAUTICAL SOCIETY S EAS1/3800

4000370 MEDIA CONSULTA EVENT GMBH E EAS1/3300

4000302 ARP DATACON GMBH F EAS1/2100

4001150 AGS ALLGEMEINER SERVICE HAUSGERAETE F EAS1/2200

4000879 FFE E EAS1/3300

4000233 ZIMMER THOMAS E EAS1/3300

4001189 CCIP HEC RECETTES C EAS1/3700

4001233 ALITALIA COMPAGNIA AEREA ITALIANA S EAS1/3800

4001166 BARCELO COLOGNE GMBH R EAS1/3400

4000032 MARITIM HOTEL GMBH R EAS1/3400

4000690 Cologne MH Operating Company GmbH E EAS1/2355

4000212 HOSTER SABINE E EAS1/2332

4000196 CAA INTERNATIONAL LIMITED S EAS1/3800

4001200 EUROCONTROL E EAS1/3300

4001194 RETARUS GMBH E EAS1/3300

4000512 COELNER HOFBRAEU P.J. FRUEH KG E EAS1/2351

4001173 SCHOLZ & FRIENDS BERLIN GMBH E EAS1/1200

4000299 MESSE FRIEDRICHSHAFEN GMBH E EAS1/3300

4000832 REISSWOLF KÖLN AKTEN- UND DATENVER- F EAS1/2202

4000099 HYATT REGENCY COLOGNE R EAS1/3400

4000761 JUGENDHERBERGE KOELN-DEUTZ C EAS1/3400

4000010 IHS GLOBAL LTD S EAS1/3102

4001120 DIETER NICOLIN GMBH F EAS1/2203

4000811 PREKER STEFAN E EAS1/1700

4001255 HELI UNION TRAINING CENTER S EAS1/3800

4000424 PLISCHKA MÖBELTRANSPORTE F EAS1/2051

4000027 AIR & COSMOS E EAS1/3300

4000434 NEUE DORINT GMBH E EAS1/1420



4001144 SIEMENS AG F EAS1/2040

4000690 Cologne MH Operating Company GmbH E EAS1/2351

4000690 Cologne MH Operating Company GmbH E EAS1/2351

4000427 FLUGHAFEN KOELN BONN GMBH E EAS1/3300

4000819 ROLLS-ROYCE DEUTSCHLAND LTD & Co KG S EAS1/3800

4001165 CIPD ENTERPRISES LTD E EAS1/1420

4000700 Liedekerke R EAS1/2330

4000298 AIRBUS SAS S EAS1/3800

4001026 HELLA SPECHT SONNENSCHUTZTECHNIK GM F EAS1/2040

4001104 KEMPEN KRAUSE BERATENDE INGENIEURE F EAS1/2051

4001127 GRAFISCHE WERKSTATT DRUCKEREI GEBR. E EAS1/3300

4001127 GRAFISCHE WERKSTATT DRUCKEREI GEBR. E EAS1/3300

4001127 GRAFISCHE WERKSTATT DRUCKEREI GEBR. E EAS1/3300

4000941 NEALE MILLETT - WRIGHT STUFF S EAS1/3800

4000302 ARP DATACON GMBH F EAS1/2100

4001240 DR. BRAUN CONSULTANTS GMBH F EAS1/2051

4001180 LLOYD'S REGISTER E EAS1/1420

4000302 ARP DATACON GMBH F EAS1/2100

4000690 Cologne MH Operating Company GmbH E EAS1/2351

4000699 Centre Dessais en Vol (CEV) S EAS1/3800

4001245 MUELLER-BBM GMBH F EAS1/2051

4001246 NIERING & SEIFERT GBR F EAS1/2051

4001249 CERTIFLYER BV R EAS1/3600

4000177 IENAIR - GESTION ET CONSEIL EN AERO E EAS1/3300

4000380 PULLMAN COLOGNE - ACCOR HOSPITALITY R EAS1/3400

4000099 HYATT REGENCY COLOGNE E EAS1/2351

4001173 SCHOLZ & FRIENDS BERLIN GMBH E EAS1/1200

4000913 ONETOOLS GMBH & CO. KG F EAS1/2101

4000568 EXCELSIOR HOTEL ERNST AG E EAS1/1700

4000212 HOSTER SABINE E EAS1/2351

4000212 HOSTER SABINE E EAS1/2351

4000212 HOSTER SABINE E EAS1/2351

4001230 FIRMA KESS DV-BERATUNG GMBH F EAS1/2104

4000335 TP EVENTCATERING  GMBH E EAS1/2351

4000432 IHS S EAS1/3102

4001127 GRAFISCHE WERKSTATT DRUCKEREI GEBR. E EAS1/3900

4000690 Cologne MH Operating Company GmbH E EAS1/3900

4001226 RAYES GASTRONOMIE GMBH R EAS1/1700

4000099 HYATT REGENCY COLOGNE E EAS1/1700

4000574 AIR TRANSPORTATION ASSOCIATION S EAS1/3102

4001166 BARCELO COLOGNE GMBH E EAS1/2351

4000690 Cologne MH Operating Company GmbH C EAS1/3400

4000212 HOSTER SABINE E EAS1/2351

4000855 TAKE A LOOK EVENTS & INCENTIVES GMB E EAS1/1700

4000690 Cologne MH Operating Company GmbH E EAS1/3900



4000690 Cologne MH Operating Company GmbH R EAS1/3400

4000416 BAINES SIMMONS LIMITED S EAS1/3800

4000032 MARITIM HOTEL GMBH E EAS1/1700

4001188 RENAISSANCE CLEVELAND HOTEL E EAS1/3400

4000541 SAE INTERNATIONAL S EAS1/3102

4000913 ONETOOLS GMBH & CO. KG F EAS1/2107

4001212 HOTEL IM WASSERTURM GMBH & CO KG. E EAS1/1700

4001151 OMNINET Software-, System- und Proj E EAS1/1420

4001050 REZIDOR HOTEL KOELN GMBH E EAS1/3900

4000303 LUFTHANSA AIRPLUS SERVICEKARTEN GMB F EAS1/3700

4000473 REED BUSINESS INFORMATION E EAS1/3300

4001262 HASE CATERING GMBH + CO. KG S EAS1/1700

4000032 MARITIM HOTEL GMBH R EAS1/3400

4001189 CCIP HEC RECETTES E EAS1/1420

4001189 CCIP HEC RECETTES E EAS1/1420

4000511 FIRMA TURI DE GMBH R EAS1/1700

4000256 JEPPESEN GMBH E EAS1/3900

4000512 COELNER HOFBRAEU P.J. FRUEH KG S EAS1/3400

4001260 DEUTSCHE KULTUR & SPORT MARKETING G S EAS1/1700

4001010 SESAR JOINT UNDERTAKING E EAS1/3300

4000910 BRAUHAUS CONNECTION GMBH & CO KG F EAS1/1700

4001018 KOELN SKY GMBH C EAS1/1700

4001222 OMNIPLEX LTD S EAS1/3800

4001205 DREES UND SOMMER GMBH F EAS1/2051

4001116 HUNDT & PARTNER F EAS1/2051

4000380 PULLMAN COLOGNE - ACCOR HOSPITALITY R EAS1/3400

4000032 MARITIM HOTEL GMBH R EAS1/3400

4000427 FLUGHAFEN KOELN BONN GMBH E EAS1/3300

4001189 CCIP HEC RECETTES S EAS1/3800

4001085 AMERICAN SOCIETY FOR TESTING S EAS1/3102

4000174 SCHOKOLADENMUSEUM GASTRONOMIE C EAS1/3400

4001173 SCHOLZ & FRIENDS BERLIN GMBH E EAS1/1200

4001272 HOEPFNER BUEROMASCHINEN GMBH S EAS1/3800

4001161 ACCOR HOSPITALITY GERMANY GMBH R EAS1/3601

4000690 Cologne MH Operating Company GmbH C EAS1/3400

4000584 SOFTECO SISMAT SRL E EAS1/3900

4000427 FLUGHAFEN KOELN BONN GMBH E EAS1/3300

4000032 MARITIM HOTEL GMBH S EAS1/3400

4000432 IHS S EAS1/3102

4000032 MARITIM HOTEL GMBH E EAS1/3900

4000821 ORANGE BUSINESS BELGIUM SA F EAS1/2101

4001265 HEALTH AND SAFETY LABORATORY E EAS1/3903

4000690 Cologne MH Operating Company GmbH C EAS1/3400

4000075 CMS HASCHE SIGLE PARTNERSCHAFT VON R EAS1/2330

4001223 KENYON INTERNATIONAL EMERGENCY SERV E EAS1/3900



4000553 STICHTNG NATIONAL LUCHT-EN RUITEVAA E EAS1/3903

4000319 CRANFIELD UNIVERSITY E EAS1/3903

4000427 FLUGHAFEN KOELN BONN GMBH E EAS1/3300

4000252 CFH E EAS1/3900

4000531 CLUB ASTORIA GMBH & CO KG E EAS1/1700

4000030 EGIS AVIA E EAS1/3903

4000106 ROUETTE EHSER GMBH F EAS1/2210

4000106 ROUETTE EHSER GMBH F EAS1/2210

4000196 CAA INTERNATIONAL LIMITED R EAS1/3601

4001205 DREES UND SOMMER GMBH F EAS1/2051

4001205 DREES UND SOMMER GMBH F EAS1/2051

4001110 RGM FACILITY MANAGEMENT GMBH F EAS1/2040

4001045 Dr. Med. Walter Heimbach E EAS1/1410

4000779 IFACI Certification SARL E EAS1/2355

4001155 LM Information Delivery E EAS1/2252

4000606 CAE Flightscape Inc. E EAS1/3900
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background 
 
We’re continually talking to software industry executives who are trying to do 
what is almost impossible, grow at phenomenal rates with high profits and little 
spending on sales and marketing. We’re also seeing many startups in the industry 
with what can only be termed, phantasmagorical forecasts. The question is:  
 

• How much growth and profitability should you be targeting? 
• How much should you be spending on Sales and Marketing versus 

Research and Development? 
 
To answer these and other questions, we looked at about 280 public software 
companies and used their most recent SEC filings to compile operating 
benchmarks.  
 
We set out to answer these same questions 8 years ago and thought it would be 
interesting to update it. The funny thing is that other than a bit better profitability, 
little else has changed. The fundamental operating ratios for companies in the 
software industry are much the same as they were eight years ago. 
 
Our key findings are as follows: 
 

• There is a very distinct tradeoff between growth and profits. If you expect 
to grow more than 50% then you should expect to lose money. However, if 
you are satisfied with growth rates of between 10% and 20% it should be 
possible to earn profits around 7% of revenue. 

 
• Gross margin rates of about 65% are to be expected at all sizes of 

companies but if you want to earn a healthy net income then it pays to 
get gross margins up to above 70%. 

 
• Successful firms spend 26% of revenue on sales and marketing. 

 
• And this is about twice as much as they spend on research and 

development. 
 

• You should target to spend 10% of revenue on general and admin if you 
want to optimize profits. 
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The following chart shows a summary of benchmarks for firms of different sizes of 
revenue. 
 

• The top quartile, with average revenue of $5.7 billion is comprised of firms 
with greater than $800 million of revenue. 

• The second quartile contains firms with between $250 million and $800 
million of revenue. 

• The third quartile represents firms with about $100 million to $250 million of 
revenue. 

• The fourth quartile is for those public firms with $7 million to $100 million of 
revenue. 

 
 

	  

Average	  
Firm	  

Median	  
Firm	  

Top	  
Quartile	  

Second	  
Quartile	  

Third	  
Quartile	  

Fourth	  
Quartile	  

	  	  
	   	   	   	   	   	  

	   	   	   	   	   	   	  Revenue	  (Millions)	   1,598	   244	   5,774	   421	   153	   45	  

	   	   	   	   	   	   	  Growth	  rate	   19%	   15%	   14%	   22%	   22%	   19%	  

	   	   	   	   	   	   	  Gross	  Margin	   62%	   66%	   62%	   61%	   60%	   65%	  
Sales	  and	  Marketing	   30%	   27%	   25%	   26%	   30%	   36%	  
Research	  and	  Development	   17%	   14%	   14%	   13%	   14%	   26%	  
General	  and	  Admin	   16%	   14%	   10%	   14%	   16%	   26%	  

	   	   	   	   	   	   	  Net	  Income	   -‐1%	   4%	   14%	   4%	   2%	   -‐22%	  
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revenue growth rates 
 
For some reason, people expect that growth rates in the software industry should 
be higher but in fact of the 280 some odd firms we looked at the average 
growth rate is 19% and the median is 15%. 
 

Growth rate by Revenue Size 
 
Larger firms in this study had average growth rates of 14%, while smaller firms had 
rates of 19%, not too much of a difference.  

Growth	  Rate	  by	  Size	   Revenue	  
Growth	  
Rate	  

	   	   	  Average	   1,598	   19%	  

	   	   	  Median	   244	   15%	  

	   	   	  Top	  Quartile	   5,774	   14%	  
Second	  Quartile	   421	   22%	  
Third	  Quartile	   153	   22%	  
Fourth	  Quartile	   45	   19%	  

 

Growth versus Profits 
 
As for the age-old question of growth versus profits, there is a trade off. The 
following chart clearly shows that growth comes at a cost of reduced profit. In 
fact if you look at the top quartile of firms in terms of growth, they have a clear 
tendency to lose money. Oddly enough, this is also true of the firms at the 
bottom end of the growth spectrum. 
 

Profitability	  by	  Growth	  Rate	  
Growth	  
Rate	   Profit	  %	  

	   	   	  Average	   19%	   -‐1%	  

	   	   	  Median	   15%	   4%	  

	   	   	  Top	  Quartile	   55%	   -‐5%	  
Second	  Quartile	   21%	   8%	  
Third	  Quartile	   9%	   7%	  
Fourth	  Quartile	   -‐8%	   -‐12%	  
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When you look at it in graphical form, the relationship between profits and 
growth become even more distinct. 
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gross margin 
 
Another myth, particularly in the start-up community is that the objective in the 
software industry is to have pure, service-free revenue and this is just not the case. 
In fact, the average firm has gross margins of 62%. 
 

Gross Margin by Revenue Size 
 
There actually isn’t much difference in Gross Margin between large and small 
firms. 
 

Gross	  Margin	  by	  Revenue	  Size	   Revenue	  
Gross	  
Margin	  

	   	   	  Average	   1,275	   62%	  

	   	   	  Median	   244	   66%	  

	   	   	  Top	  Quartile	   5,774	   62%	  
Second	  Quartile	   421	   61%	  
Third	  Quartile	   153	   60%	  
Fourth	  Quartile	   45	   65%	  

 

 
Gross Margin by Growth rate 
 
For some reason though, there is a relationship between growth rates and gross 
margin that is not self-explanatory. 
 

Gross	  Margin	  by	  Growth	  Rate	  
Growth	  
rate	  

Gross	  
Margin	  

	   	   	  Average	   18%	   62%	  

	   	   	  Median	   15%	   66%	  

	   	   	  Top	  Quartile	   55%	   67%	  
Second	  Quartile	   21%	   64%	  
Third	  Quartile	   9%	   61%	  
Fourth	  Quartile	   -‐9%	   56%	  
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Gross Margin by Profitability 
 
But not surprising is the relationship between profitability and gross margin. 
 

Gross	  Margin	  by	  Profitability	   Profitability	  
Gross	  
Margin	  

	   	   	  Average	   -‐1%	   62%	  

	   	   	  Median	   4%	   66%	  

	   	   	  Top	  Quartile	   23%	   72%	  
Second	  Quartile	   7%	   62%	  
Third	  Quartile	   0%	   52%	  
Fourth	  Quartile	   -‐34%	   62%	  
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sales and marketing 
 
We’ve heard too often from Chief Marketing Officers that they don’t get enough 
money for sales and marketing and that R&D gets too much. In fact this seems to 
be a particularly Canadian phenomenon, spending too much on R&D versus 
sales and marketing. This is the myth of the better mousetrap run amok. 
 

Sales and Marketing versus Research and Development 
 
Results consistently show that the average firm spends twice as much on Sales 
and Marketing as they do at R&D. 
 

Sales	  and	  Marketing	  vs	  R&D	   Revenue	   S&M	   R&D	  

	   	   	   	  Average	   1,607	   30%	   17%	  

	   	   	  
	  	  

Median	   244	   27%	   14%	  
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Sales and Marketing by Revenue Size 
 
It looks from the stats that as firms get larger, they get more productive with their 
sales and marketing dollars. 
 

Sales	  and	  Marketing	  by	  Revenue	  
Size	   Revenue	   S&M	  

	   	   	  Average	   1,607	   30%	  

	   	   	  Median	   244	   27%	  

	   	   	  Top	  Quartile	   5,750	   25%	  
Second	  Quartile	   407	   26%	  
Third	  Quartile	   145	   30%	  
Fourth	  Quartile	   45	   36%	  

 

 
Sales and Marketing by Growth rate 
 
As should be expected, the growth rate is higher generally for those firms 
spending more on sales and marketing. 
 

Sales	  and	  Marketing	  by	  Growth	  Rate	  
Growth	  
Rate	   S&M	  

	   	   	  Average	   19%	   30%	  

	   	   	  Median	   15%	   27%	  

	   	   	  Top	  Quartile	   55%	   35%	  
Second	  Quartile	   21%	   26%	  
Third	  Quartile	   9%	   27%	  
Fourth	  Quartile	   -‐8%	   31%	  
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Sales and Marketing by Profitability 
 
But the counterpoint to growth of course is profitability where the lower the 
spending on sales and marketing, the higher profits is as a percent of revenue. 
 

Sales	  and	  Marketing	  by	  Profitability	   Profitability	   S&M	  

	   	   	  Average	   -‐1%	   30%	  

	   	   	  Median	   4%	   27%	  

	   	   	  Top	  Quartile	   13%	   25%	  
Second	  Quartile	   3%	   26%	  
Third	  Quartile	   2%	   30%	  
Fourth	  Quartile	   -‐22%	   36%	  
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research and development 
 
Research and development expenditures are fairly consistent across firm size 
and growth rates. 
 

Research and Development by Revenue Size 
 
While most firms of any size are spending about 14% of revenue on R&D, the ones 
under $100 million, those in the fourth quartile typically spend much more, in fact 
26% on this item. 
 

R	  &	  D	  by	  Revenue	   Revenue	   R&D	  

	   	   	  Average	   1,659	   17%	  

	   	   	  Median	   228	   14%	  

	   	   	  Top	  Quartile	   6,001	   14%	  
Second	  Quartile	   397	   13%	  
Third	  Quartile	   145	   14%	  
Fourth	  Quartile	   44	   26%	  

 

 
Research and Development by Growth rate 
 
But in terms of growth rate, there is little correlation between R&D spending and 
rates of growth. 
 

R	  &	  D	  by	  Growth	  Rate	   Revenue	   R&D	  

	   	   	  Average	   21%	   17%	  

	   	   	  Median	   16%	   14%	  

	   	   	  Top	  Quartile	   57%	   19%	  
Second	  Quartile	   22%	   14%	  
Third	  Quartile	   10%	   14%	  
Fourth	  Quartile	   -‐8%	   20%	  
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Research and Development by Profitability 
 
But then just as in the case of revenue, profitability is affected by R&D 
expenditure rates. 
 

R	  &	  D	  by	  Profitability	   Revenue	   R&D	  

	   	   	  Average	   -‐1%	   17%	  

	   	   	  Median	   4%	   14%	  

	   	   	  Top	  Quartile	   14%	   14%	  
Second	  Quartile	   3%	   13%	  
Third	  Quartile	   3%	   14%	  
Fourth	  Quartile	   -‐22%	   26%	  
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general and admin 
 
Research and development expenditures are fairly consistent across firm size 
and growth rates. 
 

General and Admin by Revenue Size 
 
It appears that as firms get larger, they are either able to get more control over 
G&A or they benefit from economies of scale. 
 

G&A	  by	  Size	  of	  Company	   Revenue	   G&A	  

	   	   	  Average	   1,647	   16%	  

	   	   	  Median	   217	   14%	  

	   	   	  Top	  Quartile	   6,041	   10%	  
Second	  Quartile	   334	   14%	  
Third	  Quartile	   137	   16%	  
Fourth	  Quartile	   43	   26%	  

 

 
General and Admin by Growth rate 
 
But in terms of growth rate, there is little correlation between G&A spending and 
rates of growth. 
 

G&A	  by	  Growth	  rate	  
Growth	  
Rate	   G&A	  

	   	   	  Average	   21%	   16%	  

	   	   	  Median	   17%	   14%	  

	   	   	  Top	  Quartile	   52%	   19%	  
Second	  Quartile	   23%	   13%	  
Third	  Quartile	   11%	   11%	  
Fourth	  Quartile	   -‐9%	   22%	  
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General and Admin by Profitability 
 
The big impact that G&A has is in terms of profitability where there is a key 
correlation between the two items. 
 

G&A	  by	  Profitability	   Profitability	   G&A	  

	   	   	  Average	   -‐1%	   16%	  

	   	   	  Median	   4%	   14%	  

	   	   	  Top	  Quartile	   15%	   10%	  
Second	  Quartile	   0%	   14%	  
Third	  Quartile	   2%	   16%	  
Fourth	  Quartile	   -‐22%	   26%	  
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profitability 
 
In a case of size does matter, there is a direct correlation between size of a firm 
and profitability. 
 

Net	  Income	  by	  Size	  of	  Company	   Revenue	  
Net	  

income	  

	   	   	  Average	   1,598	   -‐1%	  

	   	   	  Median	   244	   4%	  

	   	   	  Top	  Quartile	   5,774	   14%	  
Second	  Quartile	   421	   4%	  
Third	  Quartile	   153	   2%	  
Fourth	  Quartile	   45	   -‐22%	  
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material minds 
 
Material Minds helps organizations improve their Return on People through 
Organizational Development and Leadership Development. We offer a suite of 
consulting, training, and coaching services designed to improve employee 
engagement and results.  
 

Results Focused 
 
We deliver programs for knowledge-based businesses that focus not on 
the process of leadership but on how your leaders can engage 
employees and drive revenue and profit growth. 
 
Sustainable 
 
We help develop new management and leadership practices that are 
reinforced through training that includes live coaching and online videos, 
articles, and written exercises. 
 
Integrated 
 
Our programs link metrics and performance management into your 
strategic objectives. 
 
Measurable 
 
Results are measured through exercises, surveys, metrics, and financial 
analysis to ensure that you are getting the growth and profitability that 
you expect. 

 
 

Charles Plant - cplant@materialminds.com 
Material Minds – http://materialminds.com 

416 458 4850 
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1. Evaluation scope and objective 

 
1.1 Scope of work 

The specific scope of our work was accounting to our terms of reference: 
 

 Evaluation of, and providing an external opinion on, the Agency’s support activities and 
resources throughout all Directorates of the Agency, and in particular the proportional 
relationship (‘adequacy’) between support functions vs. operational needs. Formulation 
of ways of improvement where needed.   

 
 This should take into account the Agency’s present and future workload and operational 

needs. It should also consider the specifics of the Agency’s work, responsibilities and 
environment, in particular the institutional framework.   

  
 If considered appropriate, benchmarking with other EU Agencies provided that the 

relevant information to that effect is readily accessible to the Contractor without the need 
to carry out further investigations 

 
The objective of our work was to allow the Agency to gain an insight and better understanding of 
the proportional relationship between support functions vs. operational needs, including 
recommendations for streamlining support processes and gaining efficiency.  
 

1.2 Work performed  

Our fieldwork in Germany was carried out at the EASA premises in Cologne between 2 
September and 15 October 2010. Our work was centred on carrying out interviews to identify 
present and future support needs and processes.  It also included analysis of time and staffing 
data together with a review of the structure and content of support services provision. 
 
We held a kick-off meeting at EASA on 2 September 2010. We then held first stage interviews 
with the Directors of the Agency’s five Directorates and reviewed key documentation such as the 
Agency’s fact book, business plan, annual work programme and staff policy plan with a view to 
understanding the organisational structure and processes within EASA to enable us to prepare a 
detailed work schedule and document/information request. 
   
In the weeks commencing 13 and 20 September 2010 we held a total of 45 second stage 
interviews with Heads of Departments and Sections and other officers as appropriate from all 
Directorates. We further collected and analysed data on the full time equivalent (FTE) numbers of 
support activities staff and time recording data from CATS, the Agency’s time recording system.  
 
On basis of these interviews we built up a representation of the current situation (‘rich picture’); 
drawing together information and perspectives from a wide possible range of sources. We also 
got an understanding of the people-dimension of the situation: Who are the key users and 
providers of support and what views or perspectives do they have on it? What is the environment 
of the situation, in particular what roles, norms and values help shape the situation? At the end of 
this fieldwork phase we gave a presentation during an interim briefing on 7 October 2010 at 
EASA’s premises in Cologne including the interim observations from our head count and CATS 
data analysis and a Top 10 recommendations summary arising from the interviews held and 
analytical review performed.  
 
During the third and final interview stage we held 28 interviews with team leads, technical and 
administrative officers from all Directorates and validated the head count and CATS data analysis 
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with the Directorates. We examined further the ‘rich picture’ and analysed it against the Agency’s 
planned developments. We identified, analyzed and evaluated support activities and resources 
within the Agency based on current structures, processes and operational needs and also took 
into account expected developments in the near future.    Our work resulted in recommendations 
for streamlining support processes and gaining efficiency improvements, and formulation of an 
opinion on the Agency’s support activities and resources and in particular the proportional 
relationship between support functions and operational needs.  
 
We considered carefully whether it would be possible to usefully benchmark the support activities 
and resources against other EU Agencies but determined that the relevant information was not 
readily accessible.  In any case, in order for such data to be usable it would have to be analysed 
in the same way as the data for EASA, which would in turn require both access to a level of 
information that is not publicly available, and explanations from officials of those other Agencies.  
Also, even if benchmarking data been available in a comparable format it would be difficult to 
reach firm conclusions on a comparison of resources since differences could be easily explained 
by the differing nature and responsibilities of the Agencies.  The evaluation resource not used in 
providing benchmarked data was applied towards the interviews we carried out and towards our 
analysis of headcount and CATS data. 
 

1.3 Evaluation report structure  

Our report is structured according to the main elements of our work and so includes the following 
sections:- 
 
Section 2 – Background information on EASA 
Section 3 – Headcount analysis 
Section 4 – CATS analysis 
Section 5 – Key issues from interviews and analytical review 
 
In each of sections 3, 4 and 5 we provide our recommendations from those areas of work. 
 
In Section 6 we provide a summary of the main results and conclusions of our evaluation, 
including the impact of our recommendations on the Agency’s support resources going forward. .  
 

1.4 Evaluation team  

The members of the evaluation team were drawn from the Public Sector group of Moore 
Stephens LLP and were as follows: 

Name Position 

Paul Stockton Partner 

Volker Wetzel Senior Manager 

Simon Wailes Senior Consultant 

Greta Abromaviciene Assistant 
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2. Background information on EASA  

 
2.1 Legal status   

The European Aviation Safety Agency is an independent European Community body under 
European Law with a legal personality and autonomy in legal, administrative and financial 
matters. It has been given specific regulatory and executive tasks in the filed of aviation safety. 
Its’ mission is “To promote and maintain the highest common standards of safety and 
environmental protection in civil aviation in Europe and worldwide.” 
 
EASA was set up by a Council and Parliament Regulation (EC) no 1592/2002, repealed by 
Regulation (EC) no 216/2008.  

 

Regulations structure 

 

 

  

 

 

Source: EASA website – Regulations structure  
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2.2 Principal activities   

The Agency develops common safety and environmental rules at the European level. It monitors 
the implementation of standards through inspections in the Member States and provides the 
necessary technical expertise, training and research. It is also responsible for certification of 
products and approval of organisations, i.e. the certification of specific models of aircraft, engines 
or parts approved for operation in the European Union, continued airworthiness and surveillance. 
 
The Agency commenced in 2003 with rulemaking competencies, airworthiness certification and 
related standardisation activities.  
 
First extension (air operations, pilot licensing and authorisation of third country operators) 
 
Its portfolio was extended considerably with the entry into force of Regulation (EC) no 216/2008 
in April 2008, which established Community competence for air operations, pilot licensing and 
third country operators. All related rulemaking activities were taken over.  
The Agency assumes that the related implementing rules will be adopted in April 2012 at the 
latest. The Business Plan (2010-2014) considered two years transition period beyond that date. 
Following the Commission’s recommendations this assumption has been abandoned. The 
various implementing rules could foresee opt-out options for some activities and transitional 
arrangements for a number of elements. 
 
Second extension (aerodromes, air traffic management and air navigation services)             
 
On 14 December 2009, Regulation (EC) no 1108/2009 (amending Regulation (EC) no 216/2008) 
entered into force to cover the safety regulation of air traffic management (ATM), air navigation 
services (ANS) and aerodromes. EASA’s new tasks will cover rulemaking and standardisation 
inspections. 
 
The Business Plan (2010-2014) assumed that the implementing rules for Air Traffic Management 
and Air Navigation Services would be adopted in December 2012 at the latest, and that in 
general two years transition period would be applicable. Following the fast-track procedure 
launched by the Commission, the Agency submitted already in May 2010 the opinions on Air 
Navigation Services (ANS) and ANS providers, Air Traffic Controllers Licenses and Certification 
and Safety Oversight by Competent Authorities. These opinions are now subject to the 
Commitology process. The Agency assumes that it will become competent following the adoption 
of these rules, most probably during 2011. The assumption regarding the implementing rules for 
Aerodromes is that these will be adopted in December 2013 at the latest. Also for this area the 
Business Plan (2010-2014) considered two years transition period beyond the adoption of the 
implementing rules. Following the Commission’s recommendations this assumption has been 
abandoned. The various implementing rules could foresee opt-out options for some activities and 
transitional arrangements for a number of elements. 
 
The Agency has defined the following core activities: 
 
Product certification 
Airworthiness and environmental certification of aeronautical products, as well as related safety 
oversight for those products during their entire lifecycle. A further important element is the 
adoption of additional airworthiness specifications for the operation of a given type of aircraft. 
 
Organisation approval 
Approving design organisations wherever located, and organisations responsible for production, 
maintenance, maintenance training and continued airworthiness management located outside the 



Page 8 of 85 

territory of the Member States. It also comprises the approval of production organisations located 
in the territory of one ore more Member State(s) if requested by the Member State. 
 
 
Standardisation  
Assessing compliance with the requirements of the Agency’s Basic Regulation (EC) no 216/2008 
and its Implementing Rules, through inspections by NAA’s.   
 
Rulemaking 
Production of Agency opinions, which are recommendations for the European Commission for 
extending or changing the legislative framework and material including Certification 
Specifications and Guidance Material aimed at facilitating the implementation and understanding 
of the applicable legislation.  
 
International Cooperation  
Establishing working arrangements with foreign NAA’s or assisting the European Commission in 
the negotiation of Bilateral Air Safety Agreements in order to facilitate the free movement of 
European products and services worldwide. It also consists of assisting less-developed countries 
in improving their regulatory and oversight capacities.   
 
Safety analysis  
Acquiring and analysing data in order to provide the necessary information to improve safety 
performance of the whole aviation system. The work includes conducting studies and the 
provision of reports, the follow-up of accident investigations, the promotion of safety initiatives as 
well as the set-up, use and dissemination of information stemming from technical functions.   
 
Research 
Launching and managing studies on selected safety issues or to support rulemaking tasks.    
 
Safety Assessment of Foreign Aircraft (SAFA)  
Covers the Agency’s obligation that are related to the Community SAFA programme.  
 
Support Activities 
General management and administration of the Agency. This includes the overall organisation 
(management support, planning activities, general coordination), communication support, legal 
advice, audit and quality support. Also administrative and IS support (finance, HR management, 
procurement and registry of appeals, corporate services and information services) and 
operational support (application management, safety investigation, accreditation, technical 
training, research, NAA contracts).  
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2.3 Organisational structure 

The Agency operates from Ottoplatz 1, D-50679 Cologne, Germany. The Executive Director is 
appointed by the Agency’s Management Board, which brings together representatives of the 
Member States and the Commission. It is also responsible for the adoption of the Agency’s work 
programme and budget. The aviation industry is actively involved in the Agency’s work through a 
number of consultative and advisory committees.  
 
The Agency comprises 5 Directorates, being:- 
 
E - Executive; 
 
C - Certification; 
 
R - Rulemaking; 
 
S – Approvals & Standardisation; 
 
F – Finance & Business Services. 
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The following organisation chart represents the current EASA organisation:  
 

 

 

Source: EASA Business Plan 2010 -2014 
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2.4 Financial information     

The Agency’s accounts for the financial years ended 31 December 2008 and 2009, disclose the 

following income and expenditure: 

 

Source: EASA 2009 Annual Accounts    
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2.5 Staff information     

The Agency’s staff employed at the end of 2009 were as follows:  

 

Source: EASA 2009 Annual General Report    
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At the end of 2009 the staff was distributed by Directorate as follows:  

  

Source: EASA 2009 Annual General Report    
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The Agency’s staff plan below summarises the staff evolution per activity, remit and source of 
financing in the next five years. Only temporary agents are represented in the table.   

 

Source: EASA Business Plan 2010 -2014  
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The Agency’s detailed resources plan for its Support Activities is as follows:  

 

Source: EASA Business Plan 2010 -2014  

 Note: The departments included comprise all departments of the E- and F-Directorate except E.2 
(Safety Analysis & Research Department), the Legal Service Department (R.7) and the Technical 
Training Department (S.3).    

 

It is of particular importance to note at this point that the tables above contain data on TA 
positions only.  All numerical analysis carried out as part of this study is based on the current 
number of staff in place at the time the work was conducted and includes TAs, CAs, SNEs and 
Interim staff. 
 
In addition the table above regarding support activities does not distinguish between the general 
and technical activities of the R7 Department, a distinction which is made in the analysis below. 
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3.  Headcount analysis  

 
A simple analysis of the headcount data based on the numbers and roles of staff within the 
support and operational directorates does not allow the identification of the current resource 
engaged in supporting the operations and whether this is sufficient or appropriate, since support 
is provided both from the support directorates and also from within each operational directorate in 
the form of technical staff carrying out support on administration work and from administrative 
staff.  Accordingly, we have analysed the job descriptions of each of the current and planned 
posts for the period 2010 – 2014, as obtained from the EASA HR department, and analysed the 
roles by activity depending on their primary focus. 
 
For the avoidance of doubt, the source document for all headcount data used in the analysis is 
the EASA internal document entitled “Staffing Plan Master Document Aligned to BP 2009-2010” 
which includes TAs, CAs and SNEs. Details of Interims were provided by the EASA HR 
Department under separate cover and included in our analysis. 

 

3.1 Definitions, assumptions and adjustments to data  

3.1.1 Definitions of activities 

In carrying out this analysis we applied the following definitions:  
 
Management and Coordination – This category includes all managers from the Executive 
Director to Section Managers plus any other individuals whose primary role is related to 
coordination, planning and monitoring of staff (which are in effect delegated management tasks). 
Managers have been further analysed using the categories below to reflect the category of staff 
that they oversee. Certain managers have had their time split between management and other 
activities to give a fair reflection of how their resource is applied. 
 
Core Technical – This category includes individuals who are primarily involved in the frontline 
delivery of Certification, Rulemaking, Standardisation and Safety Analysis & Research.  Where 
individuals with technical expertise have delegated administrative tasks associated with their 
technical work to more junior staff these staff are included under “Operational Support”. 
 
Operational Support – This category includes individuals whose primary role is to undertake 
operational tasks that, in theory or in practice, have been delegated by experts and project 
managers in order to reduce their administrative workload. These tasks are closely linked to the 
delivery of core processes.  Examples would therefore include the following: 

 Programme and project management of operational projects (including coordination of 
inspections and rulemaking groups); 

 Preparation of analysis (technical data); 
 Maintenance of topic specific technical libraries and databases; 
 Development and improvement of operational procedures; 
 Preparation and management of technical documents. 

 
General Support – Included here are staff whose primary role is to undertake general support 
tasks. These normally relate to services available to the entire agency. Example activities would 
include: 

 HR (including input into HR policy and the coordination of HR programmes) 
 Finance (including processing reimbursements, invoicing, financial planning...) 
 Quality 
 Centralised records management and document storage 



Page 17 of 85 

 General legal activities 
 Training 

 
Note that this category includes individuals whose job title is “Secretary” or “Administrative 
Assistant” but whose actual activities are better matched to the above definition than the one 
below. For example a “Financial Assistant” may be considered to be classifiable as a type of 
administrative assistant but because of the nature of the activities that they undertake they will 
not appear in the analysis under “Secretaries and Administrative Assistants”. 
 
It is also important to note that “Secretaries and Administrative Assistants” as defined below are a 
sub-set of General Support. Where total figures for general support are given in the text of the 
report, secretaries and admin assistants are included. 
 
Secretaries and Administration Assistants – This includes individuals primarily engaged in 
general administrative support without any technical input into core processes. Example activities 
would be: 

 Managing diaries and contacts database of senior staff; 
 Preparation and archiving of mail; 
 Managing events/travel; 
 General office management. 

 
Note that not every individual whose job title includes the words “secretary” and “assistant” will be 
classified in this category since staff members have been assessed on their actual activities as 
verified by nominated senior staff from each directorate. 
 

3.1.2 Assumptions made in categorisation 

General: 

Individuals have been classified based on the activities that they themselves undertake. As a 
consequence all individuals within the same section may not be classified in the same way. 
 
Where an individual’s activities span two categories, and where it has been deemed appropriate 
to do so, the headcount figure has been allocated on a 50:50 basis between the two categories. 
Individuals have not been split into increments of less than 0.5.  

Interims: 

Details of Interims (as defined by their contract status) were provided by EASA HR Department in 
the form of a list showing their name, role, supervisor, Department / Section and planned end 
date.  This list was discussed with the HR Department to establish the status of each contract. 

As a result Interims were classified into two groups: 

 Those providing temporary cover for maternity or sickness absence; 

 Those providing additional resource. 

Individuals providing additional resource were added into the headcount analysis figures. Interims 
providing temporary cover for an individual already included in the headcount were not added as 
this would effectively double count the role. 

Seconded National Experts: 

SNEs have been included in the analysis and classified as core technical. 
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R Directorate:  

Individuals in Process Support Department (R6) carry out a variety of activities depending on 
their role. Therefore they have been classified individually in the most appropriate categories.  

The General Legal Section (R7.1) has been classified as general support and the Technical 
Legal Section (R7.2) has been classified as part of core technical activities.  The Head of the 
Legal Department has been split equally between the two. 

S Directorate:  

The activities of the Accreditation Section (S1.2) have been classified as operational support on 
the basis that accreditation is the process through which technical quality standards are assured 
over outsourced task allocations.  
 
The Technical Training Department has been classified for simplicity as general support on the 
basis that training is a general support activity.  We noted that some of the effort of this 
department (currently estimated at 30%) goes into the provision of training to external 
stakeholders. This type of activity could be viewed as contributing to the standardisation activities 
of EASA and could therefore be viewed as a core technical activity. If the volume of this external 
training work grows as is expected, and this analysis is to be repeated in the future, then 
consideration will need to be given to reclassifying part of the department as core. 

E Directorate: 

The Safety Analysis and Research Department has been classified as a core technical 
department, whereas all other departments have been classified as general support.   

The Executive Director and the Head of the Cabinet have been classified as management and 
coordination of core processes. 

F Directorate:  

All departments except F1 have been classified as general support.  

With regards to the F1 department the following categorisations have been made: 

F1.1 Applications Management has been classified as operational support on the basis that 
activities relate to the preparation and management of technical documents. 

F1.2 Certification Outsourcing has been classified as operational support. This conclusion has 
been reached on the basis that the most significant part of the section’s activities are dedicated to 
the allocation of requests for secondment, including the technical preparation, validation and 
assessment of the outsourcing volume. We noted that some of the activities carried out, for 
example the issuing of purchase orders, processing of NAA invoices and the management of 
budgets, are closely associated with general financial support but the classification of operational 
support was thought overall to be more appropriate. 
 
F1.3 Certificates /Approvals has been classified as operational support as the activities relate to 
the preparation and management of technical documents. 
 
F1.4 Applicant Invoicing has been classified as general support. Invoicing is a classic finance 
support activity and not something that technical experts would be expected to carry out. 
 
F1.6 Business Processes has been classified as general support. Most of the time spent by the 
individuals in this section is dedicated to the production and improvement of management 
information which should be viewed as a general support activity for the whole agency. As an 
example the section includes the CATS officer. CATS is a tool used by all managers whether 



Page 19 of 85 

they are in operational or support roles. In respect of SAP and CATS this section has a major role 
as an interface between the Information Technology Section (F3) and IT users in the business. 

3.1.3 Adjustments made in headcount analysis 

In order to arrive at the best headcount figures possible two adjustments have been made to the 
headcount analysis tables attached to this report at Annexes V, VI and VII.  These are as 
follows:- 
 
Outsourcing adjustment:  
 
An adjustment to headcount is needed to reflect the fact that a lot of the Agency’s technical work 
in certification, organisation approvals and flight standards is carried out by external experts.   
 
Without any adjustment the relationship between technical activity and support activity reflects 
the administrative effort needed to procure, manage and pay for the work of external experts but 
does not reflect the technical work itself.  If this were left uncorrected then ratios calculated on 
this basis would be unbalanced by this additional support resource and would give a false picture 
of the relationship.   
 
It is important to note that the purpose of this adjustment is not to produce a picture of how ratios 
would look if these experts were brought “in-house” but rather to show the real relationship 
between EASA’s current administrative effort and the frontline technical work that EASA is able to 
deliver.   
 
Therefore the approach taken has been to calculate the full time equivalent (FTE) headcount 
represented by hours of outsourced time and include these figures as core technical staff in the 
relevant directorates. There are no corresponding adjustments to support staff headcount. 
 
Any adjustment to include outsourced FTEs in the EASA headcount must take account of non-
productive time and absence. This “internalisation” of the outsourced hours serves the purpose of 
making the outsourced headcount more comparable to an internal FTE and therefore gives a 
more useful indication of how much technical work is being provided externally. This has been 
achieved by dividing the total number of outsourced hours by the number of technical billable 
hours per FTE (900 hours) that the Agency consistently uses in its planning documents. This 
figure has been calculated internally by EASA taking account of technical non-billable hours, non-
productive (overhead) time, training, holidays and sickness and is used in the business case 
documents provided to us. 
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The following table provides a summary of the adjustments made: 

    

Total working 
hours performed 

by NAAs on 
EASA's behalf   

Number of 
technical 

hours per FTE 
per year

FTE (rounded 
up to nearest 

0.5)  

        

Period: January - June 2010 (6m)       

Product certification C1 24,485  450 54.5  

Flight Standards C3 4,387  450 10.0  

Organisation approval / surveillance S2 18,070  450 40.5  

   46,942   105.0  

        

        

Period: January - December 2014 
(12m)       

Product certification C1 30,643 * 900 34.5  

Flight Standards C3 35,401 * 900 40.0  

Organisation approval / surveillance S2 35,343 * 900 40.0  

   101,387   114.5  

        

* - Source "EASA Business Plan 2010-2014"      

                   

 

The adjustments to the current headcount have been based on outsourcing figures for the period 
January to June 2010 since these were the best available at the time of writing.  
 
Adjustments for agency-wide support functions: 
 
Figures for the R Directorate have been adjusted to reflect the fact that the General Legal section 
(R7.1) is included in its headcount.  
 
Figures for the S Directorate have been adjusted to reflect the fact that the Technical Training 
department (S3) is included in its headcount. 
 
Since the General Legal section provides legal advice to the entire agency and the Technical 
Training Department provides training to the entire agency they should not be included in any 
ratios designed to assess the level of support that exists in each directorate which serve only the 
needs of the directorate. 
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3.2 Results of Analysis of headcount data 

3.2.1 Introduction 

Annex V below shows our analysis of headcount figures as they were at 1 September 2010, 
whilst Annex VI shows our analysis of headcount figures as they are planned to be in 2014 (as 
set out in the aforementioned Staff Masterplan Document). 

The key figures and ratios for the Agency as a whole are summarised in the table below: 

  2010 Plan 2014 

  FTE % FTE % 

       

Core technical activities 424.0 62% 570.5 65% 

Operational support 52.0 8% 57.0 7% 

General support 208.5 30% 245.5 28% 

  684.5  873.0   

       

Technical /Operational Staff 376.0 55% 518.5 59% 

Management Admin & Support staff 308.5 45% 354.5 41% 

  684.5  873.0   

       

EASA internal headcount 574.5  749.5   

Seconded National Experts 5.0  9.0  

Outsourced headcount 105.0  114.5   

  684.5  873.0   

          

 
These figures provide the answers to some of the key high level questions of this evaluation. 
 
In the first data set management have been included under the same category as the individuals 
for whom they provide management supervision.  It can be seen that based on headcount the 
current mixture of core technical roles to support roles at EASA is 62% technical and 38% 
support.   
 
In the second data set all management have been grouped with support roles and this provides a 
ratio of 55% technical to 45% support.  This ratio is important in the context of a comparison of 
the headcount data with the data from our CATS analysis (see Section 5.3.1) 
 
The 2014 column shows how the planned natural growth of the Agency will impact on these 
ratios. 
 
Detailed commentary on how these figures are made up and what they represent follows in the 
sections below and covers the following key areas of interest: 

 Levels of management support; 
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 Levels of operational support; 
 Levels of general support; 
 Distribution of secretarial support. 

 
Our recommendations are set out in each case and referenced HC1, HC2, etc. 

 
3.2.2 Level of management support 

There is no magic number to answer the question “how many people should one person 
manage?”. There are a number of factors to consider including, inter alia: 

 The management style, which will be different depending on the manager and the 
team members, and the ‘culture’ of the organisation; 

 The administrative burden associated with people management (which is relatively 
high in EASA as a European Union Agency); 

 The non-management responsibilities of the manager. This will vary according to role 
but it appears that managers at section level are required to find a balance between 
management activities and other duties; 

 The experience of the manager; 
 The size of the organisation; 
 The level of support provided elsewhere in the organisation. 

 
The following table provides an overview of relevant headcount figures as at 1st September 2010. 
For full details see Annex V. 

  

Management 
and 

Coordination 

EASA staff Subtotal for 
EASA 

Outsourced 
staff 

Grand total

Core Technical 48.0 271.0 319.0 105.0 424.0

Operational Support 2.0 50.0 52.0 0.0 52.0

General Support 21.5 187.0 208.5 0.0 208.5

  71.5 508.0 579.5 105.0 684.5

 
It can be seen that across the whole organisation 71.5 FTE managers support 508 EASA staff. 
This gives a split of 12% management to 88% staff which can be expressed as 7.1 people per 
manager. Outsourced experts have not been included since they are subject to the management 
structures of their own organisations. Seconded National Experts are included. 
 
Within core technical activities (C, R, S & E2) the average mix of management to staff is higher at 
15% management, 85% staff. This equates to fewer people per manager, being 5.6 staff per 
manager. 
 
These ratios have been impacted by the fact that in a growing organisation such as EASA 
management roles must be filled as a first step so that when teams are eventually populated the 
management support structures already exist. When a comparison is made to the HR plan for 
2010 it can be seen that 80 posts were unfilled at 1 September 2010 and of these unfilled posts 
only 4.5 can be classified as management and coordination.  Therefore when the 2010 HR plan 
is fulfilled there will be an average of 7.5 people per manager.  
 
The 2014 HR plan shows 78.5 managers supporting 680 staff. This works out at 10% 
management, 90% staff or 8.7 people per manager. 
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Any current inefficiency in the ratio of management to staff will therefore be corrected as part of 
the planned growth of the agency. However if future budget restrictions cause permanent 
changes to the HR plan then the ratio of staff to managers may become an issue and should be 
monitored. 
 
It is worth noting that in the 73 interviews that were conducted during our work the issue of 
having too few or too many managers was not raised. This suggests that there is not a significant 
problem of lack of management support or over-management in the eyes of the Agency’s staff. 
 
Commentary on headcount analysis table (Annex V): 
 
In the table in Annex V the grand total column shows that there are only 2 managers covering 50 
staff classified as operational support. This is because in the operational directorates over half of 
the operational support staff are coordination assistants who are not grouped together in teams 
but are spread across several departments. Management effort covering these individuals is only 
a small part of their managers’ total time and so does not register in the consolidated analysis. 
 
Furthermore in the F directorate the required management effort is covered in part by team 
leaders whose time is not shown as management and coordination. It was thought that 
management effort for general support staff might be slightly overstated due to the 50:50 splitting 
of certain section managers’ time and that in total these two factors would offset each other. 
 
Therefore the management figure for operational support is marginally understated and the 
management figure for general support is marginally overstated. The impact is not significant 
enough to warrant further adjustments. 

 

3.2.3 Levels of operational support 

C Directorate: 
 
Actual 2010:   4 people, 2% of directorate 

Plan 2014: 8 people, 3% of directorate 

 
Operational support within the C directorate currently relates to one individual responsible for 
applications management and 3 administrative assistants working on the publication of 
airworthiness directives and safety information bulletins.  
 
The applications management role should be highlighted for review to scrutinise the relationship 
with work carried out in the F1 department since there may be scope for rationalising activities. 
[See recommendation HC1.] 
 
For its size the C directorate has comparatively little in the way of internal operational support. A 
possible explanation for this is that routine project management activities are being carried out by 
Project Certification Managers (PCMs) who are recorded in the core technical category. By 
contrast in the S directorate, technical team leaders are able to delegate project management 
tasks to lower grade “Coordination Assistants” to a greater extent (see comments on S 
directorate below).  
 
Some examples of what is meant by routine project management are: 

 Resource planning (i.e. logging, monitoring and confirming the availability of experts); 
 Handling of project documentation; 
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 Gathering of technical documentation needed for the project; 
 Producing analytical reports for project management. 

 
Using PCMs to execute routine project management activities such as these is not the most 
efficient way to handle these tasks. The difference in cost between a PCM who is likely to be AD7 
or higher when compared with an assistant who can be hired at AST4 level is significant. It was 
estimated that PCMs might be able to save 10% of their time if these tasks were delegated. 
 
The plan to 2014 contains provision for 12 new PCM roles in the C directorate. Consideration 
should therefore be given to the possibility of restructuring to include more assistants. If 
assistants were introduced fewer PCMs would be needed, salary costs would be reduced overall 
and existing PCMs would be able to delegate tasks, releasing time for technical work.  
 
A simple calculation can be carried out based on the following assumptions: 

 If sufficient assistants were available a 10% time saving could be applied to all staff 
classifiable as PCMs; 

  A full time project management assistant would be able to provide cover for 12-15 PCMs.  
Therefore, for example, if 4.5 additional project management assistants were to be recruited the 
effort of 5.5 FTE PCMs could be saved.  [See recommendation HC2.] 
 
It was noted during our interviews that PCMs in particular might save time through the automatic 
pre-filling of technical visas with technical data from the SAP system. For further details see 
section 5.1.9. 
 
New roles planned in 2014 include 1 additional support for airworthiness directives, 1 new ATM 
support officer and 2 new junior officers. The 2 FTE junior officers are made up of 4 x 0.5 where 
junior officers’ time has been split between operational support and core technical work. 
 
The additional support for airworthiness directives has been justified through an expected 
increase in workload caused by an increase in the size and age of the fleet of aircraft in 
operation.  The new ATM support officer will be assisting the new head of ATM in setting up a 
new department as part of the expansion in EASA’s remit.  The new trainees will be recruited as 
part of a programme launched due to the increasing difficulties experienced by EASA in recruiting 
the required number of experts in the external labour market. Eventually these individuals will be 
classified as 100% core technical but during their training (graduates will be recruited straight 
from higher education) they are deemed to be providing operational support for 50% of their time. 
 
All of these planned recruitments therefore appear to be appropriate and justifiable in terms of 
meeting support needs. 
 

 
R Directorate: 
 
Actual 2010: 6 people, 6% of directorate 

Plan 2014: 6 people, 5% of directorate 

 
These 6 FTEs are spread across various departments within the directorate. They represent 
people who are involved in project management activities and management of technical 
documents. The figure also includes part of the time of certain secretaries and administrative 
assistants who are directly involved in the drafting of rulemaking documents and supporting core 
activities such as AGNA/SSCC. 
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The core activities of the rulemaking directorate require, amongst others, the formation and 
management of rulemaking groups. Evidence from our interviews suggests that routine project 
administration tasks are being carried out by experienced rulemaking officers. Examples given of 
areas where significant time is being spent were: 

 chasing supporting documentation for the travel claims of external attendees; 
 calculating and amending the financial commitments relating to scheduled rulemaking 

groups; 
 and, most significantly, writing up the minutes of meetings. 

 
The HR plan to 2014 contains provisions for 10 new rulemaking officers. As described above in 
relation to PCMs in the C directorate, we recommend that consideration should be given to the 
need to balance the recruitment of highly paid technical staff with more junior administrators to 
enable routine tasks to be completed more efficiently. It has been estimated that an individual 
rulemaking officer might be able to save 5% of their time if the above listed tasks were taken 
away from them.   
 
Applying a 5% time saving to 49.5 FTE rulemaking officers planned for 2014 produces a possible 
reduction in effort of 2.5 FTE. An additional 2 operational support assistants are likely to be 
needed to carry out the delegated tasks for this many officers, [see recommendation HC3].  
 
Planned changes to operational support posts by 2014 are to introduce a section manager for the 
Management Support section (R6.1).  It seems appropriate to appoint a section head especially if 
more operational support assistants are to be introduced as suggested above. Filling this post 
would also have the benefit of freeing up more time of the Department Head to deal with other 
issues such as improving communication. 
 
 
S Directorate:  
 
Actual 2010: 11 people, 8% of directorate 

Plan 2014: 13 people, 6% of directorate 

 
The operational support that exists within the S directorate consists of 6 coordination assistants, 
3 admin assistants/secretaries and 2 people associated with accreditation (S1.2).  
 
Coordination assistants are involved in project management, maintenance of technical databases 
and management of technical documents. Ostensibly they are present in this directorate and not 
elsewhere because they are needed to organise and coordinate inspections and investigations. 
However, as noted above, there may be similar need for this type of support in the other 
operational directorates. 
 
Representations from management have been received that the 3 admin assistants are “directly 
involved in technical activity”. Their documented tasks include maintenance of technical 
databases and therefore they have been classified as operational support rather than general 
support. 
 
The accreditation roles in S1.2 exist solely to support outsourcing quality checks. Staffing levels 
in this team should be directly proportional to the amount of technical hours outsourced which 
overall are currently forecast to remain steady. The HR plan to 2014 does not include any 
increases in this area and this is in line with expectations. 
 



Page 26 of 85 

The planned changes to operational support posts by 2014 are to add two new 
support/coordination assistants in each of the new areas of remit, ATM/ANS and Aerodromes. 
The additions seem entirely appropriate based on the expected increase in workload. 
 
 
E2 Department: 
 
Actual 2010: 1 person, 6% of department 

Plan 2014: 1 person, 6% of department 

 
The operational support resource here relates to one safety team support officer supporting 14 
core technical staff. The role includes safety analysis work and project management and clearly 
falls into the category of operational support. We believe this is sufficient for the time being and 
note that there are no planned changes to operational support posts by 2014.  
 
 
E Directorate (except E2 Department): 
 
There are no operational support staff in this part of the E directorate. This is as expected since 
there are no operational activities. 
 
 
F Directorate: 
 
Actual 2010: 30 people, 24% of directorate 

Plan 2014: 29 people, 21% of directorate 

 
There are significant amounts of operational support within the F directorate relating to 
applications management, certification outsourcing and processing of certificates and approvals, 
the classification of which is discussed in section 3.1.2 above. 
 
These sections have recently been the subject of a management review and were reorganised in 
July 2010 to provide a better fit with SAP workflows. As part of this reorganisation workflows were 
documented using the ARIS tool, weaknesses were identified and new KPIs were implemented. 
Based on the F1 monthly report and other KPI figures seen it appears that significant 
improvements have been made and continue to be made. 
 
Staff in these sections appear to be working at full capacity but the current picture of the 
efficiency of these support processes is obscured by two factors. Firstly by the fact that the key 
tool used in the processes of the F1 department, SAP, is still in an optimisation phase.  Second 
they have recently been reorganised and need time to establish themselves and realise the 
benefits of this. It is therefore difficult in the current circumstances to come to conclusions with 
regards to the appropriateness of the level of staffing in this particular area of support but, 
generally speaking, as process efficiency improves it would be expected that fewer staff will be 
needed to process the same amount of work. 
 
The planned changes to these support posts by 2014 are the removal of 3 interim posts and the 
addition of 1 further administrative assistant in certification outsourcing (F1.2) and 1 further 
administrative assistant in Certificates/Approvals (F1.3).  The additional staff member in F1.3 
would be at CA level and would effectively replace 2 interim staff. The addition in F1.2 would also 
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be a CA. Overall F1.1 will lose 1 interim, F1.2 will gain 1 CA and F1.3 will see 2 interims replaced 
by 1 CA. 
 
Following the logic set out above and considering the fact that levels of outsourcing are not 
forecast to increase significantly over the next 4 years, it should be possible to reduce or at least 
hold the number of individuals in the F1.2 section at 2010 levels [see recommendation HC4]. 
 
We are also making a recommendation in section 5.1.9 that the 2014 headcount in F1.1 section 
could be reduced through improvements in IT tools.  
 

3.2.4 Level of general support 

C Directorate:  
 
Actual 2010:  22 people, 9% of directorate 

Plan 2014: 29 people, 9% of directorate 

 
General support in the C directorate consists of 14 secretaries and 4 admin assistants (1 for each 
of the 4 departments), plus 3 policy officers and 1 manager in the Certification Planning and 
Policy (C4) department. 
 
The 4 admin assistants are located within each of the 4 departments and are responsible for 
general information management, staff support and communication.  
 
The C4 department exists to provide support to the rest of the directorate and in doing so carries 
out a wide range of activities.  The main tasks can be summarised as: 
 

 Development of quality documentation systems (procedures, working methods, bilateral 
agreements); 

 Internal certification planning and budgeting, including developing reporting tools and 
comparing budgets to actual performance; 

 Acting as coordinators for the working groups and committees that C directorate staff need 
to be involved in. 

 
It is clear that many of these tasks are decentralised extensions of activities that are being 
coordinated from the F and E directorates by the centralised support functions. For example the 
work done by the Quality department (E3) uses policies and procedures developed by C4. 
 
There would not appear to be any significant duplication of effort between C4 and the centralised 
support functions, except in the case of performance measurement (See comments on F2.1 
below) because the centralised services do not act independently but instead rely on the flow of 
information produced by C4. 
 
C directorate has more FTEs engaged in decentralised general support activities because it is 
the largest of the 3 operational directorates. The R directorate has 2 in R6 and the S directorate 
has 2 in S0. 
 
Planned changes to 2014 are to add 7 further secretaries in the C3 department to support 
increased activity following the coming into force of new rules originating from the first extension 
in remit.  
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C3 will grow by 32 core technical staff during this period and so additional support staff are 
clearly needed. There will be a new secretary for every 5.4 new core technical hires. When 
combined with existing resources there will be 5.2 people per secretary. For further comment on 
the distribution of secretaries see 3.2.5 below. 
 
 
R Directorate:  
 
Actual 2010: 14 people, 15% of directorate 

Plan 2014: 16 people, 14% of directorate 

 
After the exclusion of the R7.1 section, general support in the R Directorate consists of 12 
Secretaries and administrative assistants, 1 ‘administrative and budget assistant’ (R6) and 1 
‘Finance and Procurement assistant’ (R6).  
 
The role and responsibilities of the ‘Finance and Procurement assistant’ should be reviewed to 
ensure that the most efficient processes are being adopted. This procurement role does not 
explicitly exist in the C or S directorates although it is likely that these activities would be covered 
by the C4 department (in C) and the General Support Office (in S). This fact raises the question 
of whether the tasks required merit the creation of an entire FTE role. It should be noted that 
procurements below €60,000 are the responsibility of the directorate and that these need to be 
monitored, recorded and coordinated. 
 
It is suggested that this position is reviewed. If it is found to form an effective and efficient part of  
procurement and finance processes which provides sufficient added benefit to warrant an FTE 
role then consideration could be given to creating a similar post in each of the other directorates if 
this is efficient and will allow meaningful resource savings elsewhere [see recommendation HC5]. 
However the general principle followed should be that support services are centralised and for 
this reason we would prefer the procurement officer within R Directorate to transfer to the 
Procurement team F.1.5. 
 
The same exercise should also be carried out with respect to the ‘admin and budget assistant’ 
role [see recommendation HC6]. It has been noted that duplication of effort exists between 
general support in the operational directorates and financial analysis work done in the F2.1 
section (see comments on general support in the F2 department below). 
 
In the C and S directorate a management structure has developed whereby a small team of 
relatively senior staff provide a coordination role for general and operational support in the 
directorate. In the R directorate the headcount analysis appears to show that this does not exist. 
However to a certain extent the R6 “Process Support” department performs a similar role to the 
C4 department and General Support Office in S.  
 
The head of the R6 department carries out a mixture of tasks that include some that are integral 
to core processes. He is also involved in oversight and coordination for operational/general 
support but because that department is larger, consisting of 14 people, and includes individuals 
carrying out core processes (R.6.2), he does not register in the headcount as a general support 
manager.  
 
Planned changes to general support in the R directorate to 2014 are an additional “General 
Support Assistant Officer” in Process Support (R6) and an additional administrative assistant in 
the director’s office (R0). In light of the significant growth of the R directorate planned in this 
period the addition of another administrative assistant and another support officer would seem 
appropriate in terms of coping with additional workload. However this conclusion would be 
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subject to the outcome of the recommended review of the ‘Finance and Procurement assistant’ 
and ‘admin and budget assistant roles’. 
 
The General Legal section (R7.1) is made up of 8 individuals.  The adjustment to headcount in 
Annex V shows 8.5 FTE because an additional 0.5 FTE has included to represent 50% of the 
time of the Head of the R7 department.  The 8 FTE comprises; 5 General Legal Advisers, 1 Legal 
Adviser Specialising in Private Contract Law, 1 Data Protection Officer and 1 Head of Section.   
There are no planned increases to this headcount by 2014.  Staffing levels are intended to meet 
the Agency’s general needs with specialist advice purchased on an ad hoc basis as required.  
Evidence from our interviews indicates that any spare capacity that may exist from time to time in 
this department (since the workload is at least partially defensive/reactive) is absorbed by 
transferring resource to the Technical Legal section (R7.2) which is low on human resource. This 
flexible approach would appear to be a good use of resources. 
 
 
S Directorate:  
 
Actual 2010: 10 people, 7% of the directorate 

Plan 2014: 12 people, 6% of the directorate 

 
General support provision in the S directorate consists of 8 secretaries, a General Support 
Manager and a General Support Officer. 
 
The general support office currently consisting of only 2 FTEs carries out a role similar to that 
described for the C4 department. Staffing levels in this team used to be higher at 4 FTE and in 
recent years has been stripped back to a minimum. These individuals play an important role in 
streamlining the processes of the directorate, improving communication with other directorates 
and avoiding duplication. There would not appear to be scope to reduce this resource any further. 
 
Planned changes to 2014 are the addition of 2 secretaries. 1 currently unfilled post in S1 
department office and 1 additional post in Third Country Operators (S4.2) which is an area of 
growth due to extension in remit. 
 
Although not included in the figures above, the technical training department (S3) will increase by 
3 to fill a post that is currently vacant and add 2 new training posts relating to new areas of remit. 
This appears appropriate in relation to the additional workload expected. 
 
 
E2 Department: 
 
Actual 2010: 1 person, 6% of department 

Plan 2014: 2 people, 11% of department 

 
General support in E2 relates to 1 secretary. 
 
The plan to 2014 includes an additional individual who has been working as a secretary in the F 
directorate but will be transferred here. 
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E Directorate: 
 
Actual 2010: 51 people, 96% of directorate 

Planned 2014: 57 people, 97% of directorate 

 
E1 Communications & External Relations: 
There are currently 9 people in this department covering all aspects of EASA’s internal and 
external communications including 2 individuals dedicated to the EASA website. Plans to 2014 
include the addition of a Graphics and Multimedia Assistant and a Web Interface Designer. As 
noted in section 5.1.1 below, the Agency is currently faced with a need to improve internal 
communications and in particular make better use of existing tools such as MS SharePoint.  
Consideration should be given to changing the focus of the current recruitment plan to help 
resolve issues highlighted by this evaluation [see recommendation HC7]. 
 
E3 Internal Audit and Quality: 
This department currently consists of 9 people with 5 in the Quality section, 2 auditors, 1 
secretary and 1 post described as “Senior Financial Adviser”. This is planned to increase by 1 
through the filling of the currently vacant Head of Internal Audit post.  
 
The main effort of the Quality section in recent months has been towards the achievement of ISO 
accreditation. Once this is achieved the Agency will then enter a 3 year cycle of ISO audits.  
Going forward, activities to maintain ISO standards and to monitor quality against internal 
standards will continue.   
 
Based on the fact that work towards ISO accreditation is heavily front-loaded there may be scope 
to reduce the Quality team by 1 FTE when accreditation is achieved, but depending on strategic 
considerations [see recommendation HC8]. 
 
E4 Policy officers and mail: 
This department is made up of 6 people and is planned to increase by a further 1 in 2014.  There 
are 3 policy officers, 1 assistant to the policy officers and 2 secretaries dealing with mail. The 
planned increase relates to an additional mail secretary. No mail secretaries were interviewed as 
part of this study but it seems unlikely that, even in the context of the predicted size increase, the 
volume of post received will grow to such an extent as to require another full time employee.  
One would rather expect that increasing amount of documentation and correspondence would be 
sent electronically [see recommendation HC9]. 
 
E5 Human Resources: 
Human Resources is divided into 3 sections: E5.1 Recruitment (9 people, of which 2 TA and 7 
CA), E5.2 Administration and Services (6 people, of which 4 TA and 2 CA), E5.3 Management & 
Development (6 people, of which 4 TA and 2 CA). Together with the department office of 3 
people (of which 1 CA assistant to the Staff Committee) this gives a total of 24 staff. 
 
The 2014 HR plan originally received from EASA shows an increase in TA and CA numbers to a 
total of 38 (being 23 TA and 15 CA). However further information received from EASA indicates 
that the plan is misleading and in actuality only 3 CA posts will remain in 2014 with the remainder 
having been replaced by TA posts. Therefore the total planned department headcount in 2014 is 
understood to be 26 and represents only on modest increase of 2. It is worthy of note that the 
Recruitment section is actually planned to reduce in size from a headcount of 9 to a headcount of 
6 to reflect the fact that EASA will no longer be in its growth phase. 
 
Highlighted in 5.1.8 below is an area where improvements to interfaces between IT tools could 
save effort in this section and potentially reduce headcount. 
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The administration and services section is included in the 2014 plan at a total of 8 people (of 
which 1 CA), an increase of 2 FTE on its current size. It is accepted that the increase in staff 
numbers across the Agency will provide an increase in workload for this section and an increase 
of 2 FTEs appears appropriate.  
 
The management and development section consists of 6 individuals with plans to add a further 3 
by 2014, for a total of 9 (of which 1 CA). It is understood that this section is focused on value 
adding HR activities such as training and personal development.   
 
During our study we noted the need to standardise all training activities provided by E5 and S3 in 
order to reduce the instances of duplication of effort. We understand from an update received 
during our interim presentation that steps have recently been taken to combine training 
catalogues and application forms.  
 
It is also worth noting at this point that 12 of the 24 staff in E5 are CA posts. At 50% of the 
department this is an extremely high proportion of staff on short term contracts which to a certain 
extent reflects the nature of the work being carried out. However as noted below in section 5.1.4 
it would be more effective to allocate longer term TA posts based on the level of technical skill 
and knowledge required for the post. This means that consideration should be given to replacing 
less skilled TA posts allocated elsewhere with CA posts and transferring the TA posts made 
available to areas such as HR. 
 
E0 Executive Director’s office: 
General support in the Executive Director’s office comprises of 1 assistant, 1 secretary and 1 
admin assistant. No changes are merited or planned to 2014. 
 
 
F Directorate: 
 
Actual 2010: 93 people, 76% of directorate 

Plan 2014: 109 people, 79% of directorate 

 
Applicant invoicing F1.4:  
The applicant invoicing team is currently made up of 7 people (including 1 interim) handling €66.4 
million of fees and charges revenue. In 2014 revenues are forecast to increase to €94.5 million 
although the HR plan contains only 6 individuals.  
 
The disparity between the increased workload expected and the lack of additional resource in the 
forecast headcount can be explained by two factors. Firstly, as noted above in 3.2.2, steps have 
recently been taken to improve process efficiency in F1 and expected efficiency gains will 
increase the amount of transactions that each individual is able to process. Second, staffing 
levels in this section are already high. It may therefore be possible to transfer some resource out 
of this section in the short term.   
 
Our recommendation, however, is not to take immediate action to reduce the headcount of this 
team but rather to continue to monitor performance following the recent reorganisations. In 6 
months’ time, if the team is found to be easily meeting KPIs then this suggests that resource 
could be better deployed elsewhere in the short term [see recommendation HC10].  
 
Procurement F1.5: 
The procurement team currently consists of 9 people with plans to increase to 11 in 2014. The 
team is required to handle all procurements with a value greater than €60,000 and must monitor 
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all procurements over €25,000. In addition to the fact that the number of relevant purchases is 
likely to increase as the Agency grows, the downturn in the European economy has also 
produced added workload for the procurement team since each ITT attracts a greater number of 
tenders to be assessed and unsuccessful tenders are more likely to be challenged.  
How long these conditions will remain is uncertain but at the current time it is unwise to plan for a 
significant improvement. On this basis current staffing levels and future plans would appear to be 
appropriate. 
 
The structure of procurement activities in EASA with high value purchases handled centrally and 
lower value purchasing carried out in the operational departments as needed is the right one, 
although we suggest that a review should be carried out of the lower value purchasing to identify 
opportunities for securing framework contracts for ‘regular’ low value purchases to better support 
operational departments. As noted in 5.1.7 below we would normally expect the procurement 
function to operate as an independent team with a short and direct reporting line to the Executive 
director. 
 
Business Processes F1.6:  
This small team of 4 people currently plays a vital role in the improvement of processes and ERP 
tools at EASA. Whilst the HR plan shows a headcount of 4 it is understood that one of the team 
members currently works less than full time. The plan to 2014 shows no increase in staffing.   
 
Evidence from our interviews is that this team is facing an extremely high workload around issues 
with CATS and management reporting from SAP. The formal remit of this team is to support 
process improvements within F1 but in actuality the work that they are doing supporting CATS 
and creating reports in the Business Objects (BO) reporting tool benefits the entire Agency. 
 
It is noted that there is a team in F2.1 (see below) with responsibility for supporting reporting 
across the entire agency. However a distinction should be made between the types of reports 
needed to fulfil financial reporting obligations and the operational reports needed for project 
management by users in the operational directorates.  It is in this second area that the F1.6 team 
increasingly spends its time. 
 
The team would appear to be under-resourced at the present time and currently has a backlog of 
82 reports in development for operational directorates, although we would question whether this 
number could be rationalised. Work is needed in this area to better identify (and consolidate 
where necessary) precise report needs.   
 
The development of management reporting tools and providing access to these tools via the 
intranet should be seen as a key component in the optimisation of SAP. It is recommended that 
more short term resource be found and devoted to improving this situation as a matter of urgency 
[see recommendation HC11]. Finding suitable short term resource may however prove difficult 
since to be effective in a short timeframe any individual would need to have knowledge of BO and 
SAP combined with experience in the operations of EASA.  
 
Additional long term resources should not be required because once reports are written the 
workload to maintain them should be significantly reduced. Therefore there is no impact on 2014 
headcount. It is crucial however that some SAP/report writing knowledge should be retained in-
house. 
 
Finance F2:  
There are currently 29 people in the F2 department split into 2 sections. F2.1 covering Planning 
and Performance has 14 people and F2.2 covering Accounting has 12 people. There is a 
department office of 3 people. 
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The F2.1 section has 2 main activities; budget implementation (verifying files and ensuring 
compliance with the Financial Regulation); and planning and performance. The planning and 
performance activities are relatively new and the team is currently still trying to establish its role 
and profile throughout the agency.   
 
About half of the Planning and Performance section works on budget implementation, following 
the verification and reporting procedures set out in the Financial Regulation. The burden of 
administration placed on the Agency by the EC is particularly high in this area and this must be 
seen as ‘fact of life’.  
 
The rest of the section is truly engaged in planning and performance activities. Key annual 
outputs of this team are the business plan, the budget and the annual work programme but they 
are also currently working on KPIs and building up meaningful reporting for EASA using 
scorecards. 
 
With respect to planning and performance there is some work to be done to clearly establish the 
role of the team. Currently it is believed that there is duplication of work occurring within the 
Agency. The management support functions in each operational directorate (C4, R6, S0) monitor 
and control their own performance out of necessity. The team in F2 produce financial and non-
financial analysis but any queries they have must usually be directed to management support in 
the operational directorates who then answer queries by reference to their own analysis. It is 
understood that management are aware of this overlap.  
 
The key principle is that there should only be one instance of analysis/report preparation and one 
instance of verification. If individuals in the operational directorates are preparing management 
accounts and KPI scoreboards of their own, they should be required to produce them to meet the 
standards of the Agency and to submit them for verification. Note that this may require the 
devolution of some resource from the centre, even if this appears to be contrary to recent 
strategy. It is also important to note that improvements in this area are largely dependent upon 
the data quality and reporting options of SAP (for further comment on this see 5.1.3).  
 
Some of the planning and performance team have been drawn from the operational directorates 
and are generally not from financial backgrounds. This means that as a group they will need 
some time establish themselves in their roles and receive training in some areas before they are 
able to achieve maximum efficiency. Evidence from our interviews also calls into question 
whether this team have the necessary SAP and BO support to achieve their goals. 
 
Our recommendation would be to keep resource levels in the F2 team the same and to scrutinise 
and streamline the processes. A crucial part of this would be to identify activities taking place in 
C4, R6 and S0, and to highlight any reorganisation needed to eliminate duplications. A top level 
decision is needed as to how the management reporting and performance measurement process 
should be structured.. It is recommended that roles be more clearly defined and practices be 
standardized across all directorates [see recommendation HC12]. 
 
Overall the F2.1 section is planned to grow by 5 people from its September 2010 staffing level by 
2014. This is largely because there are 4 unfilled posts caused by recent transfers and 
departures. 2 of these posts had been filled at the time of writing and the remaining 2 deferred for 
recruitment in 2011. These unfilled posts all relate to budget implementation work. The new post, 
set for creation in 2012, relates to an additional financial assistant for budget implementation. 
 
As the budget of the Agency grows, the amount of verification work needed will increase. This 
provides a clear justification for a certain level of extra resource and 1 extra FTE would appear 
appropriate to cover the increased workload. However the team is currently functioning to an 
acceptable level with 2 fewer staff than planned. It is questionable in an environment of 
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increasingly restricted resources whether the team needs to be increased by 3 FTE from current 
levels. We would therefore recommend that only 1 post be added in 2011 and 1 further in 2012. 
The effect on 2014 FTE would therefore be to reduce it by 1 [see recommendation HC13].   
 
Accounting Section F2.2 has 12 people and no growth is forecast to 2012.  The main activities 
are those traditionally associated with a finance function, for example accounts receivable, 
treasury management and accounts payable.   
 
Information Technology F3: 
There are currently 23 FTE in the IT department supported by approximately 47 consultants. The 
extent to which these consultants are used as proxies for full time employees is not known. The 
IT department supports the entire Agency’s IT needs based around enquiries routed through the 
service desk. There are 4 small sections forming the core structure of the department with 
consultants used to provide specialist manpower in each as needed. 
 
The 2014 plan contains 31 FTEs in F3. The increase of 8 appears high but includes the filling of 3 
posts that are unfilled at 1st September 2010. The 6 new posts include 3 new service desk 
assistants and 1 service desk manager required to cope with the increased volume of enquiries 
expected as the Agency increases in size. 
 
The remaining 2 posts relate to the provision of SAP support and this is an area where extra 
resource will certainly be useful. In the past the Agency’s IT environment has been in a constant 
state of flux necessitating the reliance on consultants with requisite specialist knowledge. Now 
that the environment of applications is far more certain following the recent investments in SAP, it 
should be possible to achieve better value by bringing a basic level of SAP expertise “in-house”. 
 
These 2 SAP support posts are planned to be filled in 2012. Given some of the issues raised 
elsewhere in the report (see section 5.1.3) we would recommend that there would be significant 
benefits in putting this resource into place as soon as possible [see recommendation HC14]. 
 
Corporate Services F4: 
There are currently 14 people in Corporate Services including one staff member transferred from 
E2. There are 2 unfilled posts made vacant by internal transfers and recruitment procedures and 
plans to 2014 include the creation of 2 new posts: A section manager for facilities management 
section, and a Record Management & Archiving assistant. 
 
The demands placed on this department will be increasing in all of its areas of responsibility in 
the near future. For facilities management we understand that negotiations with the current 
landlords are taking place and there is a possibility the EASA may wish to relocate. For the 
Travel & Conference section the number of missions to administer will be increasing as the 
Agency grows. For the Records Management section attention has only recently fallen on the 
need to improve document management as a consequence of preparations for application for 
ISO accreditation and there is more work to be done in this area.  Therefore the modest increase 
in resources suggested appears to be justifiable in terms of extra workload. 
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3.2.5 Distribution of secretaries 

Actual 2010: 53.5 people (including interims), 1 for every 9.8 other staff 

Plan 2014: 63 people (no planned interims), 1 for every 11.0 other staff 

 
An issue we have identified and one that was raised during our interviews, was that access to 
secretarial support was not equal across all parts of the Agency. Secretaries and administrative 
assistants providing secretarial and general office support have been separately identified in our 
headcount analysis work (See Annex V) in an attempt to provide some information on this. 
 
Within the timeframe of this report it was not possible to carry out a comprehensive review of the 
activities of each secretary and admin assistant at EASA. Therefore it is not possible to produce 
a definitive judgement on their allocation so the commentary below must be seen in this context. 
However, we feel there are some valid issues to address here. 

  

Note that no adjustments to the actual headcount currently present at EASA have been made in 
the section of the analysis sheet that refers to secretaries and admin assistants. For the 
avoidance of doubt this means that outsourced experts have not been included and no transfers 
have been made for R7.1 and S3 (See 3.1.3 above for further explanation of these adjustments). 
 
The headcount analysis sheet shows that secretarial support is not evenly distributed throughout 
the Agency. This fact in itself is not necessarily indicative of an ineffective system of allocation 
since certain activities will have greater or lesser need of secretarial support.   
 
When considering how secretarial support should best be allocated, the guiding principle should 
be that support, of the right variety, should be available to those that need it. Those that have the 
greatest need of secretarial support are, in general, the more senior and more highly technically 
skilled staff members. 
 
The C directorate has 8.5 people per secretary, which is below the Agency average. Secretaries 
in this directorate are clearly and deliberately concentrated in the C1 department where they 
provide support to PCMs booking travel and accommodation, handling the documentation for 
expense claims made by outsourced experts and filing project documentation. There is just over 
1 secretary for each section and 3 extra FTE in the department office.   
 
The contrast with the C2 department is marked, C2 having only 2 secretaries from a total staff 
number of 61. In C2 the Experts book their own travel arrangements directly with travel agencies 
and they have no involvement in handling the expense claims of others. Evidence from our 
interviews suggests that experts do not find booking of travel particularly time consuming.  
However, as noted in section 5.1.5 below, there are other potential sources of inefficiency to be 
considered. 
 
After the planned increase in staff to 2014 the ratio of staff to secretaries in the C3 department 
will be relatively high at 5.2 people per secretary (see 3.2.4 above). Since the personnel of C3 
and of C2 are largely technical experts it might be expected that both departments would require 
a broadly similar level of secretarial support. In fact the level of planned secretarial support is 
much higher in C3. It is recommended that good practices adopted in the C2 department should 
be rolled out where possible and that this might produce a reduction in the number of FTEs 
needed.  
 
The R directorate has the lowest number of staff per secretary of all the operational directorates 
with each secretary covering for 7.4 people. There are no large concentrations of secretarial 
support in the directorate. The relatively high ratio of secretaries is due to a large extent to the 
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fact that the directorate is subdivided into more departments than the other directorates. There 
are 7 departments and a director’s office with each of these having at least one secretary.   
 
Departments R1 to R4 however are particularly well provided with secretaries, having a secretary 
in each of their sections and 1 in each department office. This gives a total of 8 FTE secretaries 
covering the needs of 49 staff.  
 
The S directorate has the fewest secretaries of the operational directorates both in absolute 
terms and in proportion to its size. The contrast with the R directorate is striking, for example the 
S1 department has a headcount of 41 with only 2 secretaries and S2 is made up of 48 FTEs with 
only 4 secretaries.   
 
The number of missions carried out by these departments is high and technical staff use 
secretaries to arrange their missions for them. This said, they seem to be able to process the 
administration of these missions using remarkably few secretarial resources. On the other hand 
individuals from S1 and S2 noted a lack of secretarial support during interviews stating that more 
support was needed to assist with planning of missions and appointments. 
 
When considered as a whole the E directorate has 6.7 staff per secretary and in the same way as 
the R directorate is impacted by having multiple small departments, each with a department head 
and therefore a secretary. It is questionable whether the E1 department needs a secretary and 
an admin assistant since it has only 9 individuals. In the absence of a job description, no detailed 
information was collected on the actual activities of this role. 
 
The type of work carried out in the F directorate means that fewer secretaries would be expected 
and this is indeed the case. Even after the inclusion of interimsthere are 21.4 people to every 
secretary. The fact that managers within the F directorate have had significantly greater recourse 
to the use of interims is indicative of the difficulty they have in being allocated TA (or even CA) 
posts. This theme was picked up during our interviews and is developed further in section 5 
below (see 5.1.4). 
 
The HR plan to 2014 includes the addition of proportionally more technical staff than support staff 
and has the impact of increasing the number of staff per secretary in all directorates. In the case 
of the S directorate the figure goes up to 14.9 compared to an average over the whole Agency of 
11.0. Based on the experiences noted in the current round of interviews and the need to work 
efficiently, ensuring that highly trained individuals do not spend time on routine tasks, it may be 
appropriate to include more secretaries in the plan for the S directorate, particularly in S1  and 
S2.   
 
Therefore we recommend that a detailed review of each secretarial position currently in existence 
at EASA be carried out in order to answer the following questions in respect of each post: 

 What does the individual actually do (in detail)? 
 Is their capacity fully utilised? 
 Are their activities specialised or general? 
 Are their activities appropriate to the role? 
 What are the opportunities for broadening access to the support that they can provide? 

 
[See recommendation HC15]. 
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3.3 Summary of recommendations from headcount analysis 

The table below summarises the impact of our recommendations on 2014 resources as they 
appear in Annex VI (source: Staffing Masterplan Document Aligned to BP 2009-2010).  In certain 
cases the recommendations suggest a course of action that would appear to “worsen” the ratio of 
support functions to core technical functions by taking away from technical headcount and adding 
to support functions. In these cases any perceived negative impact due to increases in the 
proportion of support functions would be exceeded by expected increases in productivity on the 
technical side. 

 Ref Operational 
or General 
Support? 

Recommendation Impact on 2014  resource 

C directorate HC1 Operational Review applications 
management role in C1.7 to 
ensure no overlap with 
work in F1. 

If roles overlap 100% then -1 FTE 
in C1.7 

C directorate HC2 Operational Review plans to hire new 
PCMs and consider the 
options of changing the mix 
to include additional lower 
grade coordination 
assistants to provide more 
operational support 

2014 workload for PCMs is 
currently planned to be met using 
58 FTE. If PCMs are able to save 
10% of their time in the future this 
workload can be covered by 52.5 
PCMs – a reduction of 5.5 FTE. 
In order to achieve this an 
additional 4.5 project 
management assistants will be 
needed. The efficiency gain in 
cash terms is the difference in 
cost between 5.5 PCM grade 
employees and 4.5 AST grade 
employees. 

R directorate HC3 Operational Review plans to hire new 
rulemaking officers and 
consider the options of 
changing the mix to include 
additional lower grade 
coordination assistants to 
provide more operational 
support. 

2014 workload for Rulemaking 
Officers is currently planned to be 
met using 49.5 FTE. If Officers 
are able to save 5% of their time 
in the future this workload can be 
covered by 47 FTEs – a reduction 
of 2.5 FTE. In order to achieve 
this an additional 2 project 
management assistants will be 
needed. The efficiency gain in 
cash terms is the difference in 
cost between 2.5 officer grade 
employees and 2 AST grade 
employees. 
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F directorate – 
F1.2 

HC4 Operational It does not seem 
appropriate to increase the 
headcount in the 
certification outsourcing 
team from its current level 
since the volume of 
outsourcing work will not 
increase significantly and 
any increase can be 
absorbed by improved 
process efficiency. 

- 1 FTE 

 

All 
directorates & 
R6 
Department  

HC5 General With respect to lower value 
procurement each 
directorate should adopt a 
similar structure and be 
given the same resource 
(proportionate to its size). 
Therefore review the role of 
“Finance and Procurement 
assistant” within R6 
department and either 
transfer resource to F1.5 or 
consider the need to have 
extra procurement resource 
in all operational 
directorates. 

No net effect 

R directorate HC6 General Review role of 
“administrative and budget 
assistant” within R6 
department. 

Impact depends on the outcome 
of the review.  Most likely 
outcome is no change in overall 
resource. 

E directorate – 
E1 

HC7 General Consider changing the 
focus of recruitment in this 
section to help resolve 
communication issues 
highlighted in this study. 

There is no additional resource 
requirement. 

E directorate – 
E3 

HC8 General ISO accreditation work is 
front-loaded. Once 
accreditation has been 
achieved there will be 
scope to reduce the size of 
the quality team. 

- 1 FTE (depending on strategic 
priorities) 

E directorate – 
E4 

HC9 General Plan includes additional 
resource to handle post but 
it is doubtful that volumes of 
post will increase so 
significantly to warrant an 
additional FTE 

-1 FTE 

F directorate – 
F1.4 

HC10 General Monitor performance of 
F1.4 section and consider 
temporarily transferring 
resources elsewhere. 

No current impact on headcount 
but would expect productivity to 
increase. 
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F directorate – 
F1.6 

HC11 General Provide additional short 
term resources to assist in 
the creation of operational 
management reports. 

Impact on short term resources 
but no impact on 2014 resources. 

F2.1 and all 
directorates 

HC12 General Scrutinise and streamline 
the processes around 
performance and planning. 
Identify activities taking 
place in C4, R6 and S0, 
and highlight 
reorganisations needed to 
eliminate duplications. 

Impact would be dependent on 
the outcome of the detailed 
review. Any impact on headcount 
would very likely be confined to 
within + / - 2 FTE. No adjustment 
has been made. 

F directorate - 
F2.1 

HC13 General Reduce the number of 
FTEs planned to be added 
to the budget 
implementation team from 3 
to 2 

-1 FTE 

F directorate – 
F3 

HC14 General Prioritise the fulfilment of 
SAP support post currently 
scheduled for 2012. 

No impact on 2014 resources. 
Resource would be deployed 
earlier but would in turn produce 
an improvement in productivity 
through the resolution of SAP 
issues. 

All 
directorates 

HC15 General Carry out a detailed review 
of secretarial / 
administrative assistant 
roles to establish: 

1. Where spare capacity 
exists; 

2. If current resources are 
effectively deployed. 

Unquantifiable pending the 
results of the review but likely to 
produce reorganisation of existing 
resources rather than + / - FTE. 
This in turn would be expected to 
produce improved productivity 
which might result in a resource 
saving  
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4. CATS Analysis  

 
Despite issues with data quality we considered it was desirable to analyse the CATS data for 
several reasons, as follows:- 

 To produce a set of results for comparison to the results of the headcount analysis; 
 To provide a snapshot of the data currently held in CATS for possible use in future 

analyses; 
 To attempt to answer certain questions that the headcount analysis was not able to 

answer. For example, the key question of how much time technical experts and technical 
team leaders are spending on administration and support (as booked).  

 

4.1 Work done 

Data was provided by the CATS officer covering all individuals registering time in the 8 month 
period January 2010 – August 2010.  The data was split into groupings based on type of role as 
follows: 

Group  Group Title  Description 

1  Senior Management  ED, Directors & Department Heads 

2  Section Managers  Section Heads & equivalent 

3  Technical Team leaders  PCMs and Team Leaders 

4  Technical experts/officers  Experts, rulemaking officers and the equivalent 

5  Support function  All support roles of all types 

 

The approved hours were then analysed.  The CATS system automatically splits time into 3 
categories being ‘Absence’, ‘Hours Worked’ and ‘Travel’.  Only hours in the ‘Hours Worked’ and 
‘Travel’ categories were analysed. 
 
A total of 227 codes were used in the period. For a full list of codes used and how they were 
categorised see Annex VIII. The use of so many codes for non-project time is in itself a matter for 
concern.  We would recommend that the available codes be simplified and reduced in number. 
 
All hours booked to “Network Order Keys” and “Receiver Order Keys” were considered as project 
time and therefore core process time. 
 
All hours booked to “Statistical Key Figures” (e.g. General Codes) were reviewed and 
categorised as: 

 Core process 
 Admin & support 
 Absence ( = Air Space Shutdown Delay) 

 
There were a total of 174.5 hours booked to code GC030 ‘Air Space Shutdown Delay’ included 
as ‘Hours Worked’ in CATS. The view was taken that these were unlikely to be productive hours 
(otherwise the time would have been booked to project codes) and so they were classified as 
Absence. These hours have been excluded from the charts and analysis below. 
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An exercise was carried out to validate the categorisations of the codes used by each directorate 
and during this process 3 of the general codes were found to be used for different purposes by 
different directorates. This made categorising these codes between Admin & Support and Core 
Process very difficult and 2 out of the 3 were left as unclassifiable. 
 

4.2 Issues surrounding the use of CATS data 

We encountered varying attitudes to filling in timesheets in each directorate. In directorates 
funded by fees and charges the need to fill in timesheets accurately and on a timely basis is more 
of an immediate priority for staff.  Conversely we interviewed individuals from the R directorate 
who only completed timesheets in large batches about once every 3 months.  
 
The CATS Officer also indicated that impromptu logic tests carried out on some batches of data 
had revealed problems with the quality of data entered. Examples given were time booked to the 
code for “EASA day off” on days when EASA was not in fact on holiday, and time booked to 
“Working hours – Mission” without a corresponding sequence of mission travel time. 
 
Until action is taken to remedy these issues, data from CATS cannot be relied upon to produce 
an Agency wide overview that is 100% accurate and up to date. 
 

4.3 Results of CATS Analysis 

4.3.1 The Agency as a whole 

In order to produce a result that is comparable to that of the headcount analysis outsourced 
technical hours for the period Jan-Aug 2010 totalling 62,589 were added into the calculation for 
the Agency as a whole. This figure is based on the outsourcing data for January – June 2010 
(See table at 3.1.3) and is derived using a simple pro rata calculation to arrive at figures for 8 
months, without special adjustment for holidays in July and August. 
 

The results were as follows: 
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The headcount analysis and the CATS data produce a remarkably similar result.  The headcount 
analysis of Technical/Operational compared to Management, Admin and Support was 55% 
technical and 45% support (See 3.2.1).  The above chart shows a result of 52% technical and 
47% support with 1% unclassifiable. 
 

4.3.2 Staff by Group 

The charts below provide an analysis of the CATS data for the 5 groups as set out in section 4.1 
above. Note that no outsourced hours have been added in the analysis of time by groups. 

Group 1: Senior Management 

 

As might be expected by far the most frequently used code here is the ‘General Management’ 
code. There are also significant amounts of time booked to internal meetings, administration and 
communication which are also in line with expectation. 
 
Some core process hours were booked by senior managers to projects but most were booked 

under specific codes relevant for each directorate. 
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Group 2: Section Managers 

 

During our headcount analysis work we made the assumption that section heads would be 
allocated 50% to their core activity and 50% to management and coordination. The chart above 
provides some validation of this assumption. 
 
A review of job descriptions for section managers in the C, S and R directorates shows that this 
group are only expected to contribute between 15% and 25% of their time to core technical 
activity.  Clearly their time bookings reflect greater involvement in technical activities and this 
could be interpreted in a positive way – indicating that they are not so overwhelmed with 
administrative tasks as to have no time to contribute to technical work.  About one third of the 
time booked as core process time was booked to project codes and the rest mainly to directorate 
specific activities. 
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Group 3: Technical Team Leaders 
 
The chart below relates to technical team leaders from all directorates. 
 

 
 
Anecdotal evidence received during interviews suggested that this split would come out in the 
favour of administration and support with some individuals claiming to spend 80% of their time on 
administration.   
 
The chart above appears to show that the reverse is true but must be handled with a degree of 
scepticism since it is known from our interviews that technical staff frequently charge hours that 
they would classify as project administration to project codes. 
 
The charts below highlight the difference in the time recorded between technical team leads from 
the C and S directorates. NB: the table for the R directorate is not included as only a very few 
individuals from the R directorate fell into this category and therefore the chart was deemed not 
to be sufficiently representative of a group or trend. 
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The variation in the proportion of work recorded as admin and support between the C and S 
directorates is striking.  
 
There could be many reasons behind this, not least being the differing practices and approaches 
taken to booking time in each directorate.   
 
However it is perhaps significant to note that team leaders in the C directorate in general have 
greater access to secretarial support than their colleagues in the S directorate. 
 
Both sets of technical team leaders record time to “General Training Received” (GC015), 
“Internal Staff Meetings” (GC009) and “Technical Training Received” (GC020) in similar 
proportions. 
 
The amount of time recorded under “Administrative and Management Support” (GC007) is much 
higher in the S directorate and overall it is the volume of hours booked to this code that makes 
the split with core processes look so different. 
 
As noted above in section 3.2 the S directorate has comparatively fewer individuals within the 
directorate carrying out general and operational support roles. The analysis of time bookings 
suggests that individuals in the S directorate have an additional burden of admin and support 
work as a result, and this supports the view expressed in section 3.2.5 that additional 
secretarial/administrative resources should be deployed in S1 and S2.  
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Group 4: Technical Experts/Officers 

The chart below relates to experts and officers from all directorates. 

 

Technical experts spend 17% of their time on administration and support activities.  In a 35 hour 
week this represents just under 6 hours – almost a full day’s work.  There is no significant 
variation in this percentage between the directorates as the charts below show. 
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Variation does occur between directorates in the administration codes that are most frequently 
used.   
 
For example, Experts in the C directorate have posted the majority of their administration time to: 

 “Administrative and Management Support” (GC007),  
 “General Training Received” (GC015),  
 “Technical Training Received” (GC020) and, 
 “Communication” (GC019). 

 
In the R directorate most administrative time was booked to: 

 “Administrative and Management Support” (GC007),  
 “Internal Staff Meetings” (GC009) and, 
 “General Management” (GC004). 

 
Whilst in the S directorate the most commonly used administrative codes were: 

 “Mission Administration” (GC013) 
 “IMS Implementation and certification” (GC017). 

 
It is clear that the GC007 code is not being used in the S directorate in the same way that it is 
used in C and R. 
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Group 5: Support Functions 

 

Overall it is expected that nearly all time should be recorded as administration and support. 
 
The 8% time contribution to core processes is made up of numerous small contributions to core 
activities such as “SAFA coordination”.  The single largest contribution is to project time, being 
about 40% of the total time booked by this group as core process time. It seems likely that part of 
this relates to accreditation work which, under the definitions set out in section 3.1. of this 
document, should be considered as a support activity. Due to restrictions on time and the 
availability of data it has not been possible to examine project codes and extract the amount of 
time spent on accreditation activities. 
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4 .4 Conclusions from CATS Analysis 

Due to the limited nature of this evaluation and difficulties experienced in accessing and 
interrogating data caused by data protection issues, it was not possible to make full use of CATS 
data as a basis for in-depth analysis. Nevertheless the CATS data does validate the basis for 
many of the recommendations made following our headcount analysis and in relation to key 
issues. It also provides useful recommendations in some CATS areas as set out below. In 
particular it provides further evidence of a lack of consistency in practices and procedures 
between directorates. 

 Ref Recommendation Impact on 2014  resource 

All 
directorates 

CATS 1 Carry out a review of the 
CATS codes currently 
available for use with the 
aim of simplifying and 
reducing the number of 
codes used. 

This may have a positive impact on 
resources in 2 ways: 

Individuals will spend less time deciding 
which codes to record time to and splitting 
time in very small increments between 
codes. 

The quality of management information 
will be improved. Management 
information will be quicker to produce and 
easier to interpret. 

No attempt has been made to quantify 
this as an impact on resource due to the 
number of variables involved. 

All 
directorates 

CATS 2 General codes should be 
used in the same way by 
all users. 

There would be an improvement in data 
quality. 

All 
directorates 

CATS 3  Steps should be taken to 
ensure that timesheet 
data entered into CATS is 
accurate. 

There may be some extra demands on 
the time of managers and supervisors 
however accurate data would be 
extremely beneficial to the Agency in 
terms of improving its ability to assess the 
utilization of resources. 
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5. Key issues from interviews and analytical review 

 
Our interviews provided an insight into the issues affecting the provision of support functions in 
EASA. In over 50 hours of interviews many issues were raised and it is neither practical nor 
desirable to set them all out here. Therefore only the key issues which impact on our judgements 
as to the appropriateness of the level of support functions in EASA and the effectiveness thereof 
have been summarised below. 
 

5.1  Recommendations and implications on resources 

5.1.1 Improvement of communications between directorates (Ref KI1) 

Communication between directorates is sub-optimal in the following areas: 
There is no internal communication plan (or interviewees were not aware of it); 
Individuals do not understand work that goes on in other directorates; 
Where workflows cross directorate boundaries vertical reporting lines are used; 
Each directorate has been left to develop its own procedures and its own internal structure. 
 
The consequences of this on efficiency are: 

 Individuals have no visibility of tasks taking place in other directorates and so are not 
able to properly consider the interdependency of their tasks with activities taking place 
elsewhere; 

 Tasks may therefore be duplicated within the Agency; 
 Decision making in workflows that cross directorates is slowed down; 
 Information does not reach all the individuals that need it. 

 
Whilst this is an issue affecting all the activities of the Agency its impact on the effectiveness of 
support functions is potentially significant and so it has been considered as an important finding 
of our work. 
 
Examples provided that directly impact on support services were: 

 The External Relations department (E1) receiving first notification of important issues 
from external sources; 

 A change in purchase order workflow instigated in the F1 department that reduced the 
visibility of project managers in C directorate over purchase orders raised; 

 The production of duplicate business planning data by directorates to provide an 
alternative viewpoint to figures used in business planning generated by F2 department; 

 Technical training department (S3) not being kept up to date with developments in 
Rulemaking; 

 Absence (or perceived absence) of agency wide policies and guidance in certain areas 
e.g. use of mobile phones, use of teleconferencing facilities. 

 
The current approach to the promotion of better internal communication has been the 
proliferation of internal working groups and committees.  Evidence from interviews, however,  
suggests that success has been limited.   
 
We understand that the points raised in interviews may already be known to management and 
that in many cases the problems would be solved if the staff concerned made better use of the 
communication resources available to them.  
 
We nevertheless recommend the creation and dissemination of an internal communications plan 
for better horizontal communication which could include: 
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 A plan for better use of existing tools for internal communication e.g. intranet and 
SharePoint. 

 A brief review of the role and effectiveness of internal working groups and committees. 
We suggest there may be scope to reduce the number and/or attendees; 

 A review and update of staff induction training in order to improve awareness of the 
entire organisation; 

 A summary of agency wide policies including new policies where needed. 
 
The expected benefits in relation to support services would be efficiency savings through the 
elimination of duplication of tasks and the improvement in cross directorate workflows. 
 
Problems related to communication contribute to many of the findings and subsequent 
recommendations of this study. Expected benefits expressed in terms of resources have been 
estimated and summarised for each specific issue. 
 

5.1.2 Workflows that cross directorate boundaries (Ref KI2) 

Any workflow that crosses a directorate boundary is likely to be negatively impacted by the issues 
set out in KI1 above. Since the purpose of this study is to focus explicitly on support activities no 
comment is made here on the impact on the efficiency of EASA’s technical activities. 
 
During our review certain interviewees voiced concerns that the separation in certification 
applications processing between the C and F directorates represents an unnecessary interface in 
the core process introduced in order to fit the desired structure of the agency.   
 
Unnecessary interfaces are clearly inefficient and undesirable because of the additional 
communications required and the risks associated with data transfer. However we do not see the 
separation of application management from the C directorate as an unnecessary interface and 
we would not recommend any fundamental changes in the current approach to application 
management.   
 
We understand that a great deal of work has been carried out in recent months to create process 
maps for the Agency using the ARIS tool and that this has been motivated by the need to 
produce documentation to meet ISO standards prior to inspection. We recommend that in certain 
process areas this mapping exercise should be extended to uncover more detail. 
 
We are aware that the processes of application management have been the subject of review 
and were reorganised in July 2010 to provide a better fit with SAP workflows. As a result of this 
focus by management and the detailed examination of activities, improvements are being made 
on a weekly basis. The pace of improvement is such that complaints raised by interviewees in 
second stage interviews regarding the processes around initial technical eligibility checks were 
found to have been acted upon by the time of the interim briefing with the directors on October 
7th. 
 
We have noted areas for possible improvement such as in procurement (see  recommendation 
HC5), performance management (see recommendation HC12), and mission administration (see 
5.1.5 below) where a more detailed end-to-end process mapping exercise would reveal the 
extent to which different procedures and different levels of resources are being used in different 
directorates. The detailed process maps currently in existence portray EASA’s processes as they 
should be, which may not be as they actually are. Attempts should be made to document the true 
“As-is” position. 
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By highlighting exactly who does what, why and when, any duplication of tasks will be identified.  
The resulting documents showing the “As-is” situation can then be taken forward to inform a 
decision on how improvements can be made. 

Expected benefits would be efficiency savings through the elimination of duplicated tasks and the 
streamlining of processes. The specific areas where it is believed efficiency saving can be made 
are highlighted elsewhere in the report as noted. 

By highlighting exactly who does what, why and when, any duplication of tasks will be identified.  
The resulting documents showing the “As-is” situation can then be taken forward to inform a 
decision on how improvements can be made. 

 

5.1.3 Operational reporting from SAP and CATS (Ref KI3) 

Technical project managers and team leaders referred very frequently in our interviews to 
problems with obtaining useful and user friendly project management data from SAP and CATS.  

The main areas noted during interviews where operational management information was said to 
be lacking were: 

 Tracking of applications made and application status; 

 Fees and charges invoicing and payment status; 

 Monitoring actual project hours against budgets – especially with respect to outsourced 
time; 

 Tracking and analysis of external task allocations. 

It also became apparent during our interviews that there is some uncertainty as to how, when and 
by whom these problems will be addressed and resolved. 

In some cases managers are currently relying on the legacy databases that SAP was intended to 
replace. In many cases they meet their day to day information needs by maintaining 
spreadsheets independent of the ERP, thereby duplicating the data entry. 

Further investigation revealed that much of the information that managers thought was not 
available can in reality be accessed. 

 Tracking of applications – a report has been written in Business Objects (BO) by F1.6 and 
is available to anyone with the relevant SAP log-in. This report was originally written to 
meet the needs of the F1 department but the intention is to validate it to ensure it meets 
the needs of users in C and S and then publish it on the intranet. 

 Fees and charges invoicing – reports are being emailed weekly to relevant individuals and 
the data is also available in SAP. 

 Monitoring external time against budget – it is possible in SAP to see the actual hours 
reported by NAAs compared to the amount available to them as per the Purchase Order. 
Currently this is not very easy to use and a BO report is being written to provide a better 
analysis. 

 Monitoring internal time against budget – This is currently difficult and time consuming to 
achieve. The new time tracking system is due to be brought into use on 1st January 2011 
and it will have improved time reporting functions.  

 Tracking external task allocations – A BO report has been written for this and is currently 
available on request. It is scheduled to be tested and published on the intranet in October 
2010. 
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As can be seen from the above there appears to be a gap between what has been made 
available through the work done in F1.6 and what has been communicated to the users in the 
directorates. 

Two genuine issues that were raised remain: 

 The system and processes have been set up for large projects. Project managers faced 
with multiple small projects (sometimes over a hundred) find the administrative burden 
overwhelming. 

 SAP treats each year of a long term project as a discreet project in its own right. If project 
managers wish to see an overview of the entire life of a project they have to construct it 
using spreadsheets. Therefore the work of recording and tracking long term projects is 
duplicated. 

Whether the problems are caused by the absence of reports or the lack of knowledge of their 
existence the impact is the same: 

 Managers are less effective at managing projects, which results in wastage of their own 
time and no effective monitoring of the time of others; 

 Managers are not able to accurately balance costs with income resulting in over and under 
spends; 

 Highly trained and experienced technical managers spend more time on routine project 
management and less time contributing to technical activity. 

Our recommendation therefore is that, following on from themes developed elsewhere in this 
report, steps be taken to ensure that operational users of SAP are aware of the information at 
their disposal and shown how to access it. 

It is understood that a programme of training in SAP has been carried out and that users in the 
business would be expected to have the necessary knowledge to access the reports. It must be 
noted however that concerns over this area of support were very commonly repeated in our 
interviews suggesting that either training has not been effective (poor content, delivery or timing)  
or that the suite of reports available is evolving quickly and users are lagging behind. 

It is also recommended above that extra resources be designated in the short term to assist the 
F1.6 team to work through a backlog of reports listed for development (see recommendation 
HC11) and in particular to help resolve the 2 issues noted above. 

The expected benefits of doing so would be: 

 Efficiency savings as managers will have quicker access to reliable management 
information, reducing the risk of cost overruns and improving planning; 

 Efficiency savings as less time will be spent duplicating data entry and performing 
reconciliations; 

 Improved quality in core processes as managers’ time will be freed up to contribute to 
technical matters. 

 

5.1.4 Procedures for the allocation of TA posts (Ref KI4) 

As might be expected in a growing organisation competition for human resources between 
directorates was found to be fierce.   
 
In a scenario where sufficient resources were available, the Agency would fill all the approved 
permanent posts with Temporary Agents (TAs). However in reality resources are not always 
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available as planned and resource needs must often be met using Contract Agents (CAs) or in 
some cases interims. 
 
Two inefficient practices were noted: 

 The allocation of TA posts to administrative roles in operational directorates that require 
only low levels of technical training and expertise;  

 An over reliance on CAs, interims and consultants in F and E Directorates. 
The latter is to some extent a consequence of the former. 

The impact of this on support services in EASA is that F and E directorates are forced to rely on 
short term posts. This causes some specific problems for them, particularly in the F directorate 
since regulations state that interims can only be hired for a maximum period of 12 months and 
are not permitted to access the SAP ledgers.  

High staff turnover increases the risk of errors, pushes up training costs and increases 
dissatisfaction with the support services provided. There is also a notable impact in IT where 
problems have been encountered by users of SAP due to a lack of continuity in the individuals 
used to provide support. 

At 1 September 2010 there were 13 interim members of staff at EASA. Only 3 of these 
individuals could truly be said to be providing temporary cover for absence. The remaining 10 
were providing extra resource as administrative assistants. Of these, 9 individuals were working 
in the F directorate and 1 in R directorate.  

The table below shows the distribution of CA posts throughout the directorates of EASA which, 
combined with the data on interims above, gives a clear indication that longer term posts have 
historically been allocated in favour of the operational directorates.  

Directorate Number of CA 
posts 01/09/2010 

C 5 

R 6 

S 0 

E 17 

F 30 

Total 58 

 

From a total of 39 secretaries and admin assistants in the C, S and R directorates 36 have been 
allocated TA posts. By contrast there are only 8.5 TA secretarial posts in the E & F directorates. 

We understand that each new post included in the establishment plan must be strategically 
justified but we recommend that a wider review is carried out with action taken to provide a more 
efficient allocation of TA posts. 

We also recommend that in the future ways be found to reduce the usage of interim staff as 
“quasi-employees” particularly in the F directorate where their usage has become particularly 
inefficient as they are not permitted to access the SAP ledgers.  



Page 55 of 85 

Expected benefits would be: 

 Improved strategic planning leading to more effective use of TA posts; 

 Lower staff turnover in support roles requiring technical training;  

Improved efficiency in the provision of support services. The impact on resources of reorganising 
existing posts is neutral.  

The impact on resources of converting interim roles into CA or TA roles would be to add to the 
headcount of the Agency.  

 

5.1.5 Purchasing and reimbursement of mission costs (Ref KI5) 

Much criticism of the administrative burden associated with the purchasing and documenting of 
mission costs was noted during our interviews.  The Agency is bound by the financial regulations 
and many of the problems noted by interviewees were related to the procedures prescribed.   

There is no benefit in focussing on these issues but it may be worth noting that if the regulations 
were to be relaxed or applied with a higher degree of flexibility then significant efficiency savings 
would be possible without a major increase in risk. 

Setting aside issues linked directly to the financial regulations, the following criticisms of the 
current process were raised: 

 Too much of the burden of mission administration falls on technical team leaders; 

 Some checking is being duplicated unnecessarily (i.e. not due to the procedures of the 
financial regulations); 

 There are no standardised procedures for purchasing travel and accommodation and there 
is room for significant improvement; 

 There is no automated link between the Mission Management System (MiMa) and SAP.  

Because of the high volume of transactions this issue has a potentially significant impact on 
agency resources. The impacts can be summarised as: 

 Inefficient use of the time of technical team leaders chasing documentation to support 
claims from NAAs; 

 Wasted resources due to inefficient processing of claims; 

 Decentralised buying means missed opportunity to benefit from corporate rates if handled 
centrally (or using one system); 

 Inefficient use of the time of experts booking their own travel and accommodation; 

 Details of travel and accommodation costs that need to be charged to applicants are 
captured in MiMa and then have to be manually input into SAP for invoicing. This takes 
time (waste resources) and increases the rates of error and duplication. 

Some experts use departmental secretaries to arrange missions but some book their trips 
themselves. An example of good practice was given where one secretary processes the admin 
for 400+ trips per year. 
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With respect to the checking of documentation, an example was given to illustrate the problem of 
the same document being checked by multiple people.  

For each single mission the traveller fills in the necessary forms and carries out a self-check to 
make sure the claim is factually correct and valid (because 99.9% of people do not want to make 
a false claim); the financial initiating agent within their corporate office verifies the claim and 
sends it to F2; In F2.1 the financial verifying agent verifies and sends back for authorisation; the 
authorising officer checks and authorises it for payment and sends to accounting in F2.2; In 
accounting they then re-perform certain checks as well e.g. recalculating mileage claims.   

As noted in KI2 above we recommend that the resources and tasks involved in the end to end 
processes be identified (down to the level of precisely what is being checked in reality), 
documented and critically appraised. 

In addition we recommend that: 

 Standard and efficient buying practices be adopted for the whole agency under the control 
of Corporate Services with input from Procurement; 

 Examples of best practice in mission administration be sought (from inside and outside the 
Agency) and adopted where possible (see also comments on the distribution of 
secretaries in section 3.2.4); 

 Resources be made available to create an automated link between MiMa and SAP. 

The impact on resources of improvements in process efficiency are too difficult to meaningfully 
quantify at this stage. However; 

 There would be a cash saving associated with improved buying practices which could be 
considerable given the high spend in this area and the expectation that the volume of 
business travel undertaken is set to rise by 30% in the period 2010-2014. 

 Resolution of the MiMa/SAP interface issue would increase efficiency in F1.4 and produce 
a small time saving. Since the time savings would not be substantial the resource 
deployed to correct this issue should be commensurately small. 

 

5.1.6 Role and responsibilities of Safety Analysis and Research (Ref KI6) 

As noted above it is the purpose of this study to comment specifically on the appropriateness and 
efficiency of support activities within EASA. Commentary on the activities of the Safety Analysis 
and Research team may therefore be seen as beyond the current remit. However, through the 
course of our interviews it became clear that the activities of this department are not well 
understood by the rest of the Agency and this may be leading to a duplication of activities that 
could be classified as operational support.  

This lack of understanding seems to have arisen because the findings of the department are not 
sufficiently well disseminated internally. The impact of this is felt in 2 ways: 

 Important information may not be reaching those that need it; 

 Resources outside of the E2 department have been devoted to filling a perceived gap in 
information needs. 

It was noted in our interviews that there may be some overlap between activities taking place in 
E2 and activities taking place in the R directorate (with respect to technical rulemaking) and also 
C1.7. Detailed investigation of these issues did not seem appropriate as our team lack the 
technical knowledge required to confirm or deny if activities being carried out were the same. 

Nevertheless we recommend that the role, responsibilities and outputs of the E2 department 
should be communicated clearly to the rest of the agency. The possible areas of overlap noted 
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above should be reviewed in detail to identify any duplication or indeed or opportunities for 
synergies between the teams. 

The expected benefits would be: 

 A qualitative improvement through an improved flow of information contributing to raised 
awareness of important issues; 

 A possible quantifiable efficiency saving between the 3 teams identified. It is not possible 
to attempt to quantify this impact as there are currently too many uncertainties. 

 

5.1.7 Independence of Procurement (Ref KI7) 

The procurement team is currently located as a section within F1 and as such reports to a Head 
of Department and a Director before reporting to the Executive Director. The Executive Director is 
ultimately liable for the consequences of procurement decisions. 

We would normally expect see procurement in a large organisation operating as an independent 
support function free from any vested interests and with a direct reporting line to the Executive 
Director. We therefore recommend that the procurement team should become an independent 
cross Agency function. It should be made into a department in its own right and moved to the 
Executive Directorate. 

Depending on HR policy in these matters (which we are not privy to) there may be a cost 
associated with creating a new Head of Department post where before there was a Head of 
Section but this is likely to be small and manageable. 

The expected benefit would be an improvement in the quality of procurement which would not be 
quantifiable in terms of resources. 

 

5.1.8 Integration and refinement of e-recruitment tool (Ref KI8) 

The e-recruitment tool enables individuals wishing to apply for employment at EASA to fill in an 
application form on-line and submit it for assessment. The software is effective at gathering the 
necessary data but there is no interface between this tool and the E5 department’s main tool the 
Microsoft HR application. This means that time is wasted in manually transferring data from one 
system to the other and increases the instances of errors. 

We recommend that short term resource be invested in providing an automated link between the 
e-recruitment tool and the MS HR application. 

The expected benefits from this have been expressed as a time saving of 3-4 working days per 
month for 3.5 FTEs. The average working days per month at EASA for 2010 are 20, therefore 3.5 
days from a month of 20 days is a saving of 17.5%. Translated into FTE this produces a future 
reduction in effort required of approximately 0.5 FTE.  

 

5.1.9 Handling of Applications data (KI9) 

Applicants are able to make applications by filling in on-line forms via the EASA website.  
Application forms are detailed and contain a great deal of technical information. However, when 
they are received the data must be entered into SAP manually by administrative assistants in 
F1.1. 
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Once an application has been received and successfully entered it is necessary to send an 
application acceptance letter to the applicant. This is also currently done manually by staff in 
F1.1. 

Once the certification work is completed and the PCM is ready to produce a technical visa they 
have to manually enter the data into the technical visa form. It is estimated that approximately 
90% of this data is the same as the data filled in by the applicant in their on-line form.  

It is clear therefore that processes would be more efficient if: 

 An interface was created to automate the transfer of application data into SAP;  

 SAP could be set up to automatically produce application acceptance letters; 

 The data held in SAP from the application forms could be used to pre-fill the relevant 
sections of the technical visa. 

It has been estimated that automating the interface between application forms and SAP would 
save 25% of the time of 5 administrative assistants and automating acceptance letters would 
save a further 5% of their time. Together this represents a possible reduction in effort of 1.5 FTE 
in F1.1. 

Based on figures produced by the F1 department in its August 2010 monthly report, the total 
number of technical visa/closure documents processed in 2010 to the end of August was 2,853. If 
the data entry for each one of these documents absorbed as little as 10 minutes of a PCMs time 
then the total time spent by PCMs on data entry in the 8 month period was 475.5 hrs. If this figure 
is taken pro rata over 12 months it becomes 713 hrs which represents 79% of an FTE. The 
impact could therefore conservatively be estimated as a potential reduction of 1 FTE in C1. 

 

5.1.10 Office space (Ref KI10) 

The issue of limited space on each floor of the current EASA building and the problems 
associated with this are, as we understand it, well known to management. However the volume of 
comments received on this subject during our interviews means that this report would not be 
complete without setting out the main issues raised. 

Interviewees noted that: 

 In most cases departments have to be split over several floors; 

 Colleagues working on similar or the same projects are not close at hand; 

 Journey times in the lifts are often prohibitively long; 

 More communications are therefore carried out by telephone and email consuming more 
time and leading to more misunderstandings; 

 Insufficient resources for training rooms and meeting rooms are available at peak times 
and as the Agency grows the problems will become worse; 

 Suitable training rooms often have to be booked elsewhere at market rates.  

We understand that negotiations with the Agency’s landlord are currently taking place and that 
the above concerns are being taken into account in the Agency’s planning. 
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5.2 Summary of recommendations from interviews 

References to 2014 resources in this table relate to the figures set out in Annex VI whose source 
is the Staffing Masterplan document and therefore includes TAs, CAs and SNEs. Details of 
Interims were provided by the EASA HR Department under separate cover and included in our 
analysis. 
 
 Ref Operational 

or General 
Support? 

Recommendation Impact on 2014  resource 

All directorates KI1 All activities Create and disseminate 
an internal 
communications plan: 

 to enable better use 
of existing tools,  

 to instigate a review 
of working groups and 
committees, 

 to improve/update 
staff inductions, 

 to identify and fill 
gaps in existing 
policies. 

 

The benefits would be 
measurable in terms of 
improved efficiency and 
productivity throughout the 
organisation. Specific benefits 
expressed in resource terms 
are given for each specific 
issue below. 

All directorates KI2 All activities Build upon recent process 
mapping exercises to 
produce detailed “As-is” 
process maps showing 
how tasks are actually 
completed, by whom and 
when. 

It is expected that improved 
productivity would result as 
processes are streamlined and 
duplication eliminated. As with 
KI1 specific areas of resource 
saving are noted elsewhere 
e.g. KI5 below. 

F directorate – 
F1.6 

KI3 

 

General Ensure operational users 
of SAP are aware of the 
information at their 
disposal and have the 
skills required to access 
all relevant information. 

 

Improvements in operational 
project planning and 
management would lead to 
potentially significant efficiency 
savings. This would then also 
have a positive impact on the 
quality of technical work as 
managers would have more 
time to spend on technical 
matters. 

Various 
locations 

KI4 General Move away from the 
practice of using interims 
as “quasi-employees” 

+ 10 FTE (CAs/TAs) 

All directorates KI5 General Standard and efficient 
buying practices for 
mission expenses to be 
adopted for the whole 
agency under the control 
of Corporate Services with 
input from Procurement; 

Cash saving – Unknown but 
potentially significant due to 
volumes of purchases made in 
this area. 



Page 60 of 85 

F directorate – 
F1.4 

KI5 General Resources to be made 
available to create an 
automated link between 
MiMa and SAP 

Small time saving for admin 
assistants in F1.4 (not 
quantified). 

Corporate 
Services 
Department / 
All directorates 

KI5 General Scrutinise and streamline 
the processes around 
mission administration. 
Map processes in detail 
from end-to end, 
identifying where 
variations exist between 
departments. Identify best 
practice and change 
processes to achieve 
greater efficiency. 

The impact will not be known 
until the detailed review is 
carried out but based on 
interviews we would expect 
that some significant gains are 
possible. 

E directorate KI6 Operational Investigate the possibility 
of duplicated effort and 
opportunities for synergies 
between the E2 
department, C1.7 and the 
R directorate. 

Duplicated effort is unlikely to 
be significant (perhaps 0.25 
FTE at the most) but 
possibilities for synergies may 
be greater if similar work is 
being done, similar reference 
materials are needed and 
similar records are being kept. 

F directorate / 
E directorate 

KI7 General Make procurement an 
independent department 
and move it to the E 
directorate. 

Qualitative mainly but some 
impact although unknown  

E directorate – 
E5 

KI8 General Invest in short term 
resource to provide 
automated link between 
recruitment portal and MS 
HR application 

-0.5 FTE admin assistant 

F directorate – 
F1.1 

KI9 Operational Create an interface to 
automate the transfer of 
application data into SAP 
and set up SAP to 
automatically produce 
acceptance letters. 

- 1.5 FTE admin assistants 

C directorate – 
C1 

KI9 Operational Set up interface with 
standard technical 
documents that allows 
data from SAP to be 
automatically pre-filled. 

- 1 FTE PCM 

All directorates KI10 All activities Improve office space Significant efficiency savings 
could be made through 
reductions in 
unnecessary/unproductive 
communications. Delays in 
travelling around the building 
would be eliminated and more 
efficient use of training / 
meeting space could be made. 

No attempt has been made to 
quantify these given the high 
number of variables involved.  
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6. Conclusions  

 
The conclusions and recommendations arising from our work are set out in the relevant sections 
of the report.  These identify a number of specific actions which have identifiable and measurable 
resource implications and a number that have less identifiable and measurable resource 
implications.  We have considered each separately in terms of these conclusions  

 

6.1 Identifiable and measurable recommendations on the Agency’s 
support resources  

The following table incorporates all the adjustments noted in sections 3 and 4 above which are 
specific and measurable. 

Recommendation 
reference 

Department / 
Section 

Impact on future resources (FTE) 

  C R S E2 E F Grand 
total 

Core Technical *         

HC2 C1 -5.5       

HC3 R3-R5  -2.5      

KI9 C1 -1.0       

  -6.5 -2.5 - - - - -9.0 

Operational Support         

HC1 C1.7 -1.0       

HC2 C1 +4.5       

HC3 R3-R5  +2.0      

HC4 F1.2      -1.0  

KI9 F1.1      -1.5  

  +3.5 +2.0 - - - -2.5 +3.0 

General Support         

HC8 E3     -1.0   

HC9 E4     -1.0   

HC13 F2.1      -1.0  

KI8 E5     -0.5   

  - - - - -2.5 -1.0 -3.5 

         

  -3.0 -0.5 - - -2.5 -3.5 -9.5 

 

It should be noted that the adjustment in relation to recommendation KI4, although specific and 
measurable, relates to the conversion of interim roles into CA posts and has not been included in 
the table above since interims have not been taken into account in EASA’s HR Plan for 2014 (so 
there is therefore no figure to adjust).     

It should also be appreciated that adjustments to core technical staff should be interpreted as 
opportunities to do the same or more technical work with fewer technical staff through the 
deployment of additional support resources.  Adjustments to core technical staff should not be 
interpreted as an expression of opinion on the efficiency of core technical processes as these are 
beyond the scope of this evaluation. 
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Applying the adjustments summarised above to our headcount analysis for 2014 to show how 
recommended changes would impact on the overall picture results in the following (for full details 
see Annex VII). 

  2010 Plan 2014 MS 2014 

  FTE % FTE % FTE % 

         

Core technical activities 424.0 62% 570.5 65% 561.5 65% 

Operational support 52.0 8% 57.0 7% 60.0 7% 

General support 208.5 30% 245.5 28% 242.0 28% 

  684.5  873.0  863.5   

       

Technical /Operational Staff 376.0 55% 518.5 58% 518.5 60% 

Management Admin & Support 
staff 308.5 45% 354.5 42% 345.0 40% 

  684.5  873.0  863.5   

       

EASA internal headcount 574.5  749.5  740.0   

Seconded National Experts 5.0  9.0  9.0  

Outsourced headcount 105.0  114.5  114.5   

  684.5  873.0  863.5   

              

 
As can be seen, the recommendations that we were able to quantify specifically and measurably 
in resource terms have the effect of altering the ratios by approximately 1% (9.5 FTEs out of a 
total FTE resource of 873 FTEs, with a general shift towards resource at operational rather than 
general support level, in order to facilitate an increase in the efficiency of core technical staff.  
There is no evidence to suggest any significant lack of proportionality between support and 
operational resource, taking into consideration also the specifics of the Agency’s work, 
responsibilities and environment, in particular the institutional framework, currently and in the 
future. 

We noted during our work that EASA has already taken steps in many areas of support to 
improve efficiency and has made most of a number of “quick wins” already. This process is 
ongoing and we saw evidence of improvements taking place during the time spent on site.  
Accordingly, most of our recommendations are incremental in nature rather than new or radical, 
and we see little scope for significant changes to the structure and content of the support 
directorates.  Indeed we feel that more benefit is to be obtained from fine-tuning of activities 
rather than large changes in view of the significant changes already made in the past – right now 
stability is at a premium in order to have time to embed recent initiatives and to have a strong 
base for expansion of the Agency’s activities. 
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6.2 Less identifiable and measurable recommendations on the Agency’s 
support resources  

 
The following table summarises all the remaining adjustments noted in sections 3, 4 and 5 above 
which are less identifiable and measurable.  In each case, however, we have attempted to 
identify the impact on future resources as either ‘minor’, ‘moderate’ or ‘significant’, although in 
some cases there may be no net effect.   

 
Recommendation 
reference 

Department / Section Impact on future resources (FTE) 

  C R S E2 E F  

All Activities          

KI1  All directorates The benefits would be measurable in terms of 
improved efficiency and productivity throughout 
the organisation and therefore moderate 
savings possible  

KI2  All directorates It is expected that improved productivity would 
result in moderate savings as processes are 
streamlined and duplication eliminated  

KI10  All directorates Significant efficiency savings could be made 
through reductions in 
unnecessary/unproductive communications 
and therefore significant savings possible 

CATS 1, 2, 3  All directorates Moderate savings possible through better use 
of more accurate resource information 

         
Operational Support         

KI6      E.2  Duplicated effort is unlikely to be significant 
and therefore minor savings possible  

         

General Support         

HC5  All directorates & R6 department No net effect 

HC6   R6     Most likely outcome is no change in overall 
resource 

HC7      E1  No additional resource requirement 

HC10       F1.4 No current impact on headcount but would 
expect productivity to increase and therefore 
minor savings possible  

HC11       F1.6 Impact on short term resources but no impact 
on 2014 resources 

HC12   All directorates & F2.1 Any impact on headcount would very likely be 
confined to within + / - 2 FTE and therefore 
minor savings possible   

HC14       F3 No impact on 2014 resources. Resource would 
be deployed earlier but would in turn produce 
an improvement in productivity through the 
resolution of SAP issues 

HC 15  All directorates Likely to produce reorganisation of existing 
resources rather than + / - FTE. This in turn 
would be expected to produce improved 
productivity which might result in a minor 
resource saving 

KI3       F1.6 Improvements in operational project planning 
and management would lead to potentially 
significant efficiencies and therefore 
significant savings possible  

KI5 – buying 
practices  

 All directorates Cash saving - Potentially significant due to 
volumes of purchases made in this area 

KI5 – MiMa-SAP link       F1.4 Small time saving for admin assistants in F1.4 
and therefore minor savings possible  

KI5 – mission 
administration  

 All directorates We would expect that some significant savings 
are possible 

KI7      x x Qualitative mainly but some minor savings 
possible  
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It should be noted that many of these less measurable recommendations, for example on internal 
communication, are difficult to implement, and particularly in the short-term.  Accordingly, the 
degree to which resource reallocations and savings can be achieved is dependent on a wide 
range of factors, not least of which is management’s commitment to the process of further 
analysis and implementation of efficiency improvements Agency-wide. 

 

 

We would like to take this opportunity to thank the management and staff of EASA for their 
application to, and support of, our evaluation work, and for the assistance provided to us 
throughout the engagement, which we have found rewarding.   
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Annex I – Questionnaire – First interview stage with Directors  

First interview stage with Directors  

 

Date: 2 September 2010 

Interviewee:   

‐  In  terms of  the objectives of  this  assignment  and  ideas presented on our work plan, what 
would be most  important  for you  to be addressed as  the outputs/ key  issues; any additional 
suggestions? 

 

‐ Describe operations of your department 

 

‐ Is your department short of HR; is this a structural issue or is it just unfilled post?  

 

‐ Describe interlinks with support departments; which ones are critical for what you do?  

 

‐ How satisfied are you with the support?  

 

‐ Do you feel you get proper support (provide a rating between 1‐10)? 

 

‐ What are your 2 main worries when leaving office for the weekend? 

 

‐ Has  anything  gone wrong/things  you were not with  recently  (last  6 months)  –  explore  the 
reasons why? 

 

‐ Suggest interview partners 
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Annex II – Questionnaire – Second interview stage with Heads of 
Departments   

Questionnaire Support Directorates 

 

 

Second interview stage with Heads of Departments   

Date: … September 2010   Time: … 

Interviewee: Name and function 

1) Introduction including background (need to capture previous experience as helps to 

validate comparisons/opinions). 

 

 

2) Which Operational activities do you (your department) support? 

Are there any operational activities that you (your department) do not regularly 

support? If yes, why? 

Who are the top 5 people that you (your department) communicate with most 

often? 

How efficient and effective are those communications? 

 

 

3) How is your (department’s) time normally split (on % basis) between support 

provided for other directorates? 

 

 

4) How would you rate the support activities that you (your department) provide out of 

10 

By your role  

By your performance?    

(Break down across activities if possible) 

Do you think that staff in operational directorates see you as a valuable part of the 

organisation? If no, why not? If yes, what do they attach value to? 

 

 

5) What are your top 3 problems that lead to inefficiency? Do you have suggestions for 

efficiency improvements?  

Do you think that you (your department) could serve the needs of the Agency 

better? If so how? 

 

 

6) Are you currently running at full capacity to support existing operations? 

 

 

7) How do you think the support needs of the business are going to change in the next 

12 months, 24 months, 36 months (by 2014)? 
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Questionnaire Operational Directorates: 

 

Second interview stage with Heads of Departments   

Date: … September 2010   Time: ……. 

Interviewee: Name and function  

 

1) Introduction including background (need to capture previous experience as helps to 

validate comparisons/opinions) 

 

 

2) Would you describe your (departments) main activities as operational or support? 

If you carry out any support activities, how much of your time is dedicated to 

administrative/support type activities? 

 

 

3) Which support services do you (your department) use within your 

directorate/department? How well do you feel that these are functioning (score out of 

10)? 

 

 

4) Which support services do you (your department) use from other 

directorates/departments? How well do you feel that these are functioning (score out of 

10)? 

 

 

5) What are your top 3 problems that lead to in‐efficiency? 

Do you feel that the structure of the Agency allows you to work efficiently? If not why 

not? 

Are you aware of any other sources of in‐efficiency that you think are relevant? Do you 

have suggestions for efficiency improvements? 

 

 

6) Who are the 5 people (inside and outside the Agency) that you communicate with most 

often?  

How efficient and how effective are those communications? 

 

 

7) How do you see your own support needs changing in the next 12 months, 24 months, 36 

months (by 2014)? 
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Annex III – Questionnaire – Third interview stage with EASA staff    

Interviews with Selected EASA Staff – Secretarial & Administrators  

Week commencing 11 October 2010 

 

Name, title:  

Date: …  October 2010 

Time:  

 

Introduction 

I am working with Moore Stephens, a UK – based  firm of consultants,  to  look at  the ways  in 
which EASA staff are supported in their work.  This week we are having a number of very short 
meetings with  a wide  cross  section  of  EASA  staff  to  gather  views  on  whether  the  support 
provided is what is required and whether it is sufficient to make EASA an effective and efficient 
organisation, so any of your views would be welcomed.   What you tell us  is anonymous and  is 
only  for our ears so please  feel  free to be as honest with us as you want about the degree of 
support you get. 

You  have  been  suggested  as  someone  who  would  give  us  some  honest  and  intelligent 
comments.   

 

1. My first point is just to confirm your role within EASA…what is it? 
 

2. Is your role the same as your job description?  In what way does it differ? 
 

3. Looking at your primary role, do you feel you have enough support or resources? Yes / No 
 

4. In what areas do you think the business processes could be improved…cover 
Communication, management information, training, administration, policies & 
procedures, IT, location & infrastructure. 
 

5. What do you do from day to day that you think wastes your time or is inefficient (and 
why)……what could be improved?  Should someone else be doing this task or should it 
be organised differently? 
 

6. What percentage of your time do you think gets wasted by not having the right structure 
or support?  In other words what time would you save each week or month if things 
were done the way you think they should be? 
 

7. If you had to split that figure (hours per week /month or %) between the reasons you 
mentioned before for your time being wasted, what reasons contribute the most? 
 

8. Do you complete a time sheet each week?  What do you allocate your time to (explore 
which codes and why)? 
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Interviews with Selected EASA Staff – Team Leads & Experts  

Week commencing 11 October 2010 

 

Name, title:  

Date: … October 2010 

Time:  

 

Introduction 

I am working with Moore Stephens, a UK – based  firm of consultants,  to  look at  the ways  in 
which EASA staff are supported in their work.  This week we are having a number of very short 
meetings with  a wide  cross  section  of  EASA  staff  to  gather  views  on  whether  the  support 
provided is what is required and whether it is sufficient to make EASA an effective and efficient 
organisation, so any of your views would be welcomed.   What you tell us  is anonymous and  is 
only  for our ears so please  feel  free to be as honest with us as you want about the degree of 
support you get. 

You  have  been  suggested  as  someone  who  would  give  us  some  honest  and  intelligent 
comments.   

 

1. My first point is just to confirm your role within EASA…what is it? 
 

2. Is your role the same as your job description?  In what way does it differ? 
 

3. Looking at your primary role, do you feel you have enough admin or other support? Yes / 
No 

 

4. In what areas do you think the business processes could be improved…cover 
Communication, management information, training, administration, policies & procedures, 
IT, location & infrastructure. 

 

5. What do you do from day to day that you think wastes your time or is inefficient (and 
why)……what could be improved?  Should someone else be doing this task or should it be 
organised differently? 

 

6. What percentage of your time do you think gets wasted by not having the right structure 
or support?  In other words what time would you save each week or month if things were 
done the way you think they should be? 

 

7. If you had to split that figure (hours per week/month or %) between the reasons you 
mentioned before for your time being wasted, what reasons contribute the most? 

 

8. Do you complete a time sheet each week?  What do you allocate your time to (explore 
which codes and why)? 
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Annex IV – Documents used    
 
 

 
Our evaluation is based on the following documents used: 

 Document    

 

 EASA Business Plan 2010 -2014   

 EASA 2009 Annual General Report – MB Decision 06-2010 Annex 1  

 EASA 2009 Annual Accounts – Annex 1    

 EASA Multiannual Staff Policy Plan 2011-2013  

 Staffing Plan Master Document Aligned to 2009 Business Plan (status 1 September 2010) 

 EASA Job Descriptions (All) 

 EASA CATS Policy Document 

 Commission Regulation (EC) No 593/2007 (EASA fees and charges regulation) 

 EASA Process Map (dated 26/07/2010) 

 EASA organisation charts  
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Annex VIII – Tables of CATS codes 
 
General Codes 
 
Code Description Category 

GC001  Annual leave  Absence 

GC002  EASA day‐off  Absence 

GC003  Other absence  Absence 

GC004  General management  Administration and Support 

GC005  Planning  Administration and Support 

GC006  Reporting  Administration and Support 

GC007  Administrative and Management support  Administration and Support 

GC008  General Advise to Int. and Ext. Parties  Core Process 

GC009  Internal Staff Meetings  Administration and Support 

GC010  High Level External Meeting  Core Process 

GC011  Finance operations  Administration and Support 

GC012  Contracting and Supplier Management  Administration and Support 

GC013  Mission Administration  Administration and Support 

GC014  Recruitment  Administration and Support 

GC015  General Training Received  Administration and Support 

GC016  Audits and Evaluation  Administration and Support 

GC017  IMS implementation and certification  Administration and Support 

GC018  Staff Committee  Administration and Support 

GC019  Communication  Administration and Support 

GC020  Technical Training Received  Administration and Support 

GC021  General Training Provided  Administration and Support 

GC022  Technical Training Provided  Administration and Support 

GC023  Liaison with Institutions  Unclassifiable 

GC024  Internship and Mentoring schemes  Administration and Support 

GC025  Accident Investig., Follow‐up and Coord.  Core Process 

GC026  Prep. & particip. to wkshops/semin./conf  Unclassifiable 

GC027  Preparation and contribution to ISC  Core Process 

GC028  IORS Project  Core Process 

GC029  SC ‐ Electoral committee  Administration and Support 

GC030  Airspace Shut Down Delay  Absence 

GC031  General Procurement Activities  Administration and Support 
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C directorate codes 
 

Code Description Category 

C010  Technical advice/ management  Core Process 

C020  Panel of Experts  Core Process 

C030  PCM Meeting  Core Process 

C040  Pre‐application Consultancy  Core Process 

C050  Strategic Project Involvement  Core Process 

C060  Advice to E  Administration and Support 

C070  AD/SIB General  Core Process 

C080  CAW/General  Core Process 

C090  Certification proj without specific nr  Core Process 

C100  Advice to R ‐ General  Core Process 

C110  Advice to F  Administration and Support 

C120  Advice to S ‐ Accreditation  Administration and Support 

C130  Advice to S ‐ Organisations  Core Process 

C140  Advice to R ‐ International Cooperation  Core Process 

C160  Maintenance Review Board  Core Process 

C200  C1/C2‐Strat.Project Inv. & Techn. Advice  Core Process 

C210  C1/C2‐Technical Coordination  Core Process 

C220  C1/C2‐Projects w/o specific CATS Ref.  Core Process 

C230  C1/C2‐CSV w/o specific CATS Ref.  Core Process 

C240  C1/C2‐Support to Flight Standards  Core Process 

C300  Continuing Airworthiness  Core Process 

C400  C3‐Strat.Project Inv. & Techn. Advice  Core Process 

C410  C3‐Technical Coordination  Core Process 

C420  C3‐Projects w/o specific CATS Ref.  Core Process 

C430  C3‐MRB w/o specific CATS Ref.  Core Process 

C440  C3‐Support to C1/C2  Core Process 

C500  Support to E  Administration and Support 

C510  Support to R‐General  Core Process 

C520  Support to R‐International Cooperation  Core Process 

C530  Support to S‐Accreditation  Administration and Support 

C540  Support to S‐Organisations  Core Process 
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E directorate codes 
 

Code Description Category 

E010  Management Board and EAB Preparation  Administration and Support 

E020  Head of Agencies  Administration and Support 

E030  Mail Registration and Management  Administration and Support 

E040  Adonis Helpdesk  Administration and Support 

E050  Conferences EU/US  Administration and Support 

E060  Yearly Fact Book  Administration and Support 

E070  Payroll  Administration and Support 

E080  Individual entitlements  Administration and Support 

E090  Pension  Administration and Support 

E100  Reloc. Services, ID card, Car  Administration and Support 

E110  Medical  Administration and Support 

E120  Leave and Absences Monitoring  Administration and Support 

E130  General Training Management  Administration and Support 

E140  Perform. Appraisal and Staff Development  Administration and Support 

E150  Job Description  Administration and Support 

E160  Disciplinary Procedures  Administration and Support 

E170  Interim workers Support  Administration and Support 

E180  Follow up of formal HR Complaints  Administration and Support 

E190  Development of IR and HR Policies  Administration and Support 

E200  IAS Coordination  Administration and Support 

E210  ICAO Coordination  Administration and Support 

E220  ECA Coordination  Administration and Support 

E230  Other External Audits Coordination  Administration and Support 

E240  Internal Audit Coordination  Administration and Support 

E250  Methodology and tools  Administration and Support 

E260  Quality policy and manual  Administration and Support 

E270  Process approach  Administration and Support 

E280  Documentation system  Administration and Support 

E290  Stakeholders's feedback  Administration and Support 

E300  Exceptions and actions follow up  Administration and Support 

E310  EASA management standards  Administration and Support 

E320  ISO 9001 Accreditation  Administration and Support 

E330  Management review  Administration and Support 

E340  Risk assessment Monitoring  Administration and Support 

E341  Safety Initiatives  Core Process 

E350  Safety Strategy, planning and policy  Core Process 

E360  Safety Analysis (General)  Core Process 

E370  Saf.Infrastr/Data integr/conv. ‐Operat.  Core Process 

E380  Saf.Infrastr/Data integr/conv ‐Prep/Prog  Core Process 

E390  Saf.Infrastr/Data capture ‐ Request  Core Process 

E400  Saf.Infrastr/Data verif. and valid.  Core Process 

E410  Saf.Infrastr/Taxonomy Dev.  Core Process 

E420  Saf.Infrastr/Infrastructure Dev.  Core Process 
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E430  Saf.Infrastr/MOR Data Admin/Form 44  Core Process 

E440  Reported Occurr/Occurr (General)  Core Process 

E450  Reported Occurr/Accid. (Spec.Invest)  Core Process 

E470  Reported Occurr/Occurr (Spec. Invest)  Core Process 

E480  Reported Occurr/Safety Recomm.  Core Process 

E490  Reported Occurr/Coord. & Tracking (Int.)  Core Process 

E500  Accid. & Incid./Liaison with Organ.  Core Process 

E510  Accid. & Incid/Accid.Debriefs, follow‐up  Core Process 

E520  Accid. & Incid/Int. Accid.Investig. Com.  Core Process 

E530  Accid. & Incid/Policy, Dir., Reg.&Standa  Core Process 

E540  Research Coord/EC&Framework Progr. Activ  Core Process 

E550  Research Coord/Acad., Instit.&Ind. Liais  Core Process 

E560  Pub. ‐ Annual Safety Review&Safety plan  Administration and Support 

E570  Pub ‐ Red Books, Spec. Papers&Fact Sheet  Administration and Support 

E580  Safety Strategy/ESSI ‐ ECAST  Core Process 

E590  Safety Strategy/ESSI ‐ EHEST  Core Process 

E600  Safety Strategy/ESSI ‐ EGAST  Core Process 

E610  Safety Strategy/US CAST / IHST  Core Process 

E630  Human Factors  Core Process 

E640  Quality training and communication  Administration and Support 

E650  Audit Section Certification  Administration and Support 

E660  Research Coord&Management  Core Process 
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F directorate codes 
 

Code Description Category 

F010  No description Administration and Support 

F020  Mgt of Prod. Cert. Applic./Approvals  Administration and Support 

F030  Mgt of Flight Stand. Applic./Approvals  Administration and Support 

F040  Mgt of Organ.  Applic./Approvals  Administration and Support 

F050  Outsourcing ‐ NAA/QE Relation.& Contract  Administration and Support 

F060  Outsourcing ‐ NAA/QE Reports  Administration and Support 

F090  Mgt of any other services  Administration and Support 

F100  Facility Mgt/Building Services  Administration and Support 

F110  Facility Mgt/Security Health & Safety  Administration and Support 

F130  Travel Mgt/Claims Processing  Administration and Support 

F140  Travel Mgt/Administration  Administration and Support 

F150  Records Mgt/ECM  Administration and Support 

F160  1st level support  Administration and Support 

F170  2nd level support  Administration and Support 

F190  Service Desk  Administration and Support 

F200  IS Security  Administration and Support 

F210  Application development  Administration and Support 

F220  F.1. Reorganisation  Administration and Support 

F230  Processing of applications  Administration and Support 

F240  Applicant relationships management  Administration and Support 

F250  Project Assignment & Allocation  Administration and Support 

F260  NAA/QE Relation.& Contract  Administration and Support 

F270  NAA/QE Reports and invoices  Administration and Support 

F280  Processing of certificates and approvals  Administration and Support 

F290  Processing of fees and charges invoices  Administration and Support 
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R directorate codes 
 

Code Description Category 

R010  Advice to C  Core Process 

R011  Advice to E Administration and Support 

R012  Advice to F1 (fees)  Administration and Support 

R013  Advice to F (others)  Administration and Support 

R014  Advice to R  Core Process 

R015  Advice to S (fees)  Core Process 

R016  Advice to S (Subsidies)  Core Process 

R020  Development of rulemaking programme  Core Process 

R030  AGNA and SSCC meetings ‐ do not use  Core Process 

R040  Regulatory Advice to ext. p. ‐do not use  Core Process 

R070  Communic. with stakeholders   Core Process 

R110  State letters ‐ do not use  Core Process 

R120  EASA representation abroad  Core Process 

R130  Research  Core Process 

R150  Imple. of article 14 of BR 216/2008  Core Process 

R160  INTCO‐SL (State letters)  Core Process 

R170  INTCO‐BA (BASA)  Core Process 

R180  INTCO‐WA (Working Arrangements)  Core Process 

R190  INTCO‐USA(EASA repr.abroad # Washington)  Core Process 

R200  INTCO‐CHI(EASA repr. abroad # Beijing)  Core Process 

R210  INTTC‐ENC (for Eur. Neighbouring Countr)  Core Process 

R220  INTTC‐AP (for Asia‐Pacific)  Core Process 

R230  INTTC‐AF (for Sub‐Saharan Africa)  Core Process 

R240  INTTC‐ME (for Middle‐East)  Core Process 

R250  INTTC‐LA (for Latin America)  Core Process 

R260  INTTC‐ICF (for Internat. Cooper. Forum)  Core Process 

R270  New Developments  Core Process 

R280  INTTC‐OB  Core Process 

R290  Whistle blower  Administration and Support 

R300  Public access to documents  Administration and Support 

R310  Data protection  Administration and Support 

R320  Complaints  Administration and Support 

R330  Support to Industry  Core Process 

R340  Support to Member States  Core Process 

R350  Support to European Commission  Core Process 

R360  Support to Third Countries  Core Process 
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S directorate codes 
 

Code Description Category 

S010  Technical Training System  Administration and Support 

S020  Technical library  Administration and Support 

S030  Instructor development  Administration and Support 

S050  ICAO # USOAP  Core Process 

S060  ACCR General  Administration and Support 

S070  DOA General  Core Process 

S080  AP General  Core Process 

S090  DOA F&C Queries  Core Process 

S110  DOA Pre application  Core Process 

S120  AP Pre application  Core Process 

S130  DOA project related  Core Process 

S140  AP project related  Core Process 

S150  DOA drafting papers  Core Process 

S160  LOA General  Core Process 

S170  POA POAP  Core Process 

S180  POA Technical subjects 21G  Core Process 

S190  POA General 21G  Core Process 

S200  POA F&C Queries  Core Process 

S210  POA Pre application  Core Process 

S220  SPOA Pre application  Core Process 

S280  E‐CofA General  Core Process 

S290  E‐CofA SBAII  Core Process 

S300  E‐CofA Airbus  Core Process 

S470  CAO MOAP  Core Process 

S480  CAO MTOAP  Core Process 

S490  CAO CAOP  Core Process 

S510  CAO Panel of Experts 147  Core Process 

S530  CAO General 145  Core Process 

S540  CAO General 147  Core Process 

S550  CAO General CAMO  Core Process 

S560  CAO F&C Queries  Core Process 

S580  SAFA coordination  Core Process 

S600  TCO Preparation  Core Process 

S610  Legislation Learning System  Administration and Support 

S620  FCC  Core Process 

S630  ASC Black List  Core Process 

S640  ASC SAFA  Core Process 

S650  CMA development  Core Process 
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T1 T2

EASA EUROPEAN AVIATION SAFETY AGENCY 61.789.000         13.547.000        

CEDEFOP
European Centre for the Development of 

Vocational Training
11.500.000         1.385.000           

EUROFOUND

EUROPEAN FOUNDATION FOR 

THEIMPROVEMENT OF LIVING AND 

WORKING CONDITIONS

11.330.000         1.550.000           

EEA EUROPEAN ENVIRONMENT AGENCY 23.778.000         3.933.500           

ETF EUROPEAN TRAINING FOUNDATION 12.897.330         1.430.670           

EMA EUROPEAN MEDICINES AGENCY 73.949.000         28.578.000        

EMCDDA
EUROPEAN MONITORING CENTRE FOR 

DRUGSANDDRUGADDICTION
8.914.611           2.303.718           

ECDC
EUROPEAN CENTRE FOR DISEASE 

PREVENTION AND CONTROL
27.430.000         6.735.000           

OSHA
EUROPEAN AGENCY FOR SAFETY AND 

HEALTH AT WORK
5.619.220           1.645.000           

CPVO COMMUNITY PLANT VARIETY OFFICE 5.529.000           1.642.000           

CDT
TRANSLATION CENTRE FOR THEBODIES 

OF THEEUROPEAN UNION
26.942.100         4.822.000           

FRA
EUROPEAN UNION AGENCY FOR 

FUNDAMENTAL RIGHTS
10.190.700         2.549.000           

EFSA EUROPEAN FOOD SAFETY AUTHORITY 39.882.000         11.839.400        

EMSA EUROPEAN MARITIME SAFETY AGENCY 19.748.000         4.105.990           

ENISA
EUROPEAN NETWORK AND 

INFORMATION SECURITY AGENCY
5.334.964           495.000              

ERA EUROPEAN RAILWAY AGENCY 15.645.000         2.500.000           

EUROJUST
The European Union's Judicial 

Cooperation Unit 
16.291.477         7.358.928           

EACEA
EDUCATION, AUDIOVISUAL AND 

CULTUREEXECUTIVE AGENCY
29.710.000         20.243.237        

EACI
EXECUTIVE AGENCY FOR 

COMPETITIVENESS AND INNOVATION
10.664.900         3.215.500           

EAHC
EXECUTIVE AGENCY FOR HEALTH AND 

CONSUMERS
4.080.000           1.156.000           

GSA
EUROPEAN GNSS SUPERVISORY 

AUTHORITY
4.420.000           1.510.000           

CEPOL EUROPEAN POLICE COLLEGE 3.500.000           427.000              

YEAR 2011



FRONTEX

European Agency for the Management 

of Operational Cooperation at the 

External Borders of the Member States

21.761.000         11.310.000        

ECHA European Chemicals Agency 54.508.000         15.587.000        

TEN-T EA
TRANS-EUROPEAN TRANSPORT 

NETWORK EXECUTIVE AGENCY
6.890.000           2.375.000           

EIGE
EUROPEAN INSTITUTE FOR GENDER 

EQUALITY
2.585.000           805.000              

REA Research Executive Agency 26.996.000         9.456.300           

CFCA Community Fisheries Control Agency 6.047.000           1.233.000           

ERCEA European Research Council Executive 24.407.987         11.542.750        

EUROPOL European Police Office 53.090.700         10.339.000        

FCH
Fuel cells and hydrogen joint 

undertaking
2.390.000           1.683.000           

CLEANSKY Clean Sky Joint Undertaking 3.273.810           1.910.000           



TOTAL BUDGET                         

(excluding reserve)

T1 % of total 

budget

T2 % of total 

budget

                      118.187.000 52,28% 11,46%

17.764.190                       64,74% 7,80%

20.450.000                       55,40% 7,58%

41.285.302                       57,59% 9,53%

20.350.000                       63,38% 7,03%

208.863.000                     35,41% 13,68%

15.909.938                       56,03% 14,48%

57.900.000                       47,37% 11,63%

15.080.720                       37,26% 10,91%

13.325.000                       41,49% 12,32%

46.966.800                       57,36% 10,27%

19.880.020                       51,26% 12,82%

77.309.800                       51,59% 15,31%

56.142.719                       35,17% 7,31%

8.102.921                         65,84% 6,11%

25.988.665                       60,20% 9,62%

31.733.739                       51,34% 23,19%

49.953.237                       59,48% 40,52%

16.206.600                       65,81% 19,84%

7.038.040                         57,97% 16,43%

8.200.000                         53,90% 18,41%

8.341.000                         41,96% 5,12%

YEAR 2011



86.384.000                       25,19% 13,09%

99.416.120                       54,83% 15,68%

9.900.000                         69,60% 23,99%

7.530.000                         34,33% 10,69%

39.174.900                       68,91% 24,14%

8.850.000                         68,33% 13,93%

35.950.737                       67,89% 32,11%

83.949.000                       63,24% 12,32%

117.218.257                     2,04% 1,44%

175.055.011                     1,87% 1,09%



European Environment Agency -EEA 

 

ANNEX OUTSTANDING FROM EEA 

 

12. The agency does not usually obtain any documents from beneficiaries to 
substantiate the eligibility for grants. In its response to the ECA, the agency 
stated that an action plan has been drawn up to ensure reasonable 
assurance. What is the state of play for this action plan and does the agency 
intend to reinforce the procedure further? 
 

REPLIES - EEA 
The action plan was implemented in 2013. The procedure of sampling of costs 
related to ETC financial cost claims were implemented (Copy of ETC Cost Statement 
Verification Plan attached - Annex 39). All cost items in all the cost claim categories 
(Personnel, Durable equipment, Subcontracts, Travel and subsistence, Meeting 
costs, other specific costs and overheads) per ETC were checked by desk check, 
including verification of calculations. Furthermore, 20% of certified time sheets were 
sampled as well as 20% of the travel costs including request for documentation. 
100% of meeting, subcontracting and durable equipment costs were sampled by 
asking for documentation. As the initiation of verification visits were still based on risk 
assessment, only one verification visit was made by three EEA staff members: 
Financial Initiating Agent, Financial Verifying Agent, Internal Audit Capability to A 
ETC/SIA partner Alterra in the Netherlands. Documentation can be found in the final 
payment of 2012 grant to ETC/SIA. New checklists were produced for both financial 
and operational checks. In the end of 2013 EEA agreed with the ETC managers to 
implement on standard Action Plan for all ETCs in order to facilitate the follow-up. 
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Grants 2011

Beneficiary Address Purpose

Amount paid out (pre-financing 

and final payment/recovery)

Responsible authorising 

officer

EIT ICT Labs IVZW Aarlenstraat 22000

B-1050 Brussels

Belgium
Annual grant 16.566.414,44

José Manuel Leceta

Association Climate KIC Heidelberglaan 2000

NL-3584 CS Utrecht

Netherlands
Annual grant 9.178.537,67

José Manuel Leceta

KIC InnoEnergy SE High Tech Campus 69 80036

NL-5656 AG Eindhoven

Netherlands
Annual grant 22.866.055,00

José Manuel Leceta

Total 48.611.007,11

Grants 2012

Beneficiary Address Purpose

Amount paid out (pre-financing 

and final payment/recovery)

Responsible authorising 

officer

EIT ICT Labs IVZW Aarlenstraat 22000

B-1050 Brussels

Belgium
Annual grant 24.207.511,05

José Manuel Leceta

Association Climate KIC Heidelberglaan 2000

NL-3584 CS Utrecht

Netherlands
Annual grant 27.118.969,48

José Manuel Leceta

KIC InnoEnergy SE High Tech Campus 69 80036

NL-5656 AG Eindhoven

Netherlands
Annual grant 32.199.585,40

José Manuel Leceta

Total 83.526.065,93
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BL3110 Chapter 31 - BL3110 Titles 1 &2

FTE ACTIVITIES STUDIES
TRANSLATIONS,

 INTERPRETATION

Safety Management System 6.50 93,310.00 210,000.00 25,000.00 0.00 0.00 737,296.97 1,065,606.97 542,640.45 1,608,247.42

Support to accident investigation bodies 5.00 102,127.50 0.00 0.00 0.00 0.00 567,151.52 669,279.02 417,415.73 1,086,694.74

Safety certification & regulation (C&R) 16.00 409,035.00 240,000.00 301,720.00 0.00 0.00 1,814,884.85 2,765,639.85 1,335,730.33 4,101,370.18

Monitoring of railway safety performance - 

processes and outcome
6.20 118,800.00 0.00 0.00 0.00 0.00 703,267.88 822,067.88 517,595.50 1,339,663.38

Facilitation of vehicle authorisation 10.20 175,000.00 50,000.00 30,000.00 0.00 0.00 1,156,989.09 1,411,989.09 851,528.08 2,263,517.18

ERTMS system authority 12.70 371,000.00 400,000.00 0.00 0.00 0.00 1,440,564.85 2,211,564.85 1,060,235.95 3,271,800.80

Technical specifications 26.05 519,000.00 100,000.00 121,500.00 0.00 0.00 2,954,859.39 3,695,359.39 2,174,735.94 5,870,095.34

Railway staff 2.75 84,000.00 0.00 0.00 0.00 0.00 311,933.33 395,933.33 229,578.65 625,511.98

Shared Databases and registers 9.00 55,000.00 0.00 20,000.00 1,145,000.00 0.00 1,020,872.73 2,240,872.73 751,348.31 2,992,221.04

Monitoring Interoperability 2.00 10,000.00 0.00 8,500.00 0.00 0.00 226,860.61 245,360.61 166,966.29 412,326.90

Promoting a common approach to safety and 

economic evaluation
7.70 168,037.50 400,000.00 143,280.00 0.00 0.00 873,413.33 1,584,730.83 642,820.22 2,227,551.05

Support to operations 52.70 0.00 0.00 0.00 1,115,000.00 540,000.00 5,977,776.97 7,632,776.97 -7,632,776.97 0.00

Management 8.20 27,690.00 0.00 0.00 0.00 100,000.00 930,128.48 1,057,818.48 -1,057,818.48 0.00

Total
165.00 2,133,000.00 1,400,000.00 650,000.00 2,260,000.00 640,000.00 18,716,000.00 25,799,000.00 0.00 25,799,000.00

TITLE 1 16,816,000.00

TITLE 2 2,100,000.00

TITLE 3 6,883,000.00

TOTAL 25,799,000.00

TOTAL
CHAP 30

ABB 2012

Activity

Unit Staff

DIRECT COSTS INDIRECT COSTS

SUB-TOTAL
Distributed 

overhead

BUDGET PER TITLE 2012

EXPENDITURE RELATING TO PERSONS WORKING WITH THE ERA

BUILDING, EQUIPMENT AND MISCELLANEOUS OPERATING EXPENDITURE

EXPENSES RELATING TO PERFORMANCE OF SPECIFIC MISSIONS
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