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1. How to use the Guidelines 
The overall aim of the Guidelines is to provide staff and institutions with general information and guidance concerning the use and completion of the SEDs, in paper or electronic environment, as well as of the Portable Documents (PDs). 

While not being exhaustive, the Guidelines form nevertheless a comprehensive foundation on which social security institutions from Member States will be able to base any more detailed instructions they wish to prepare for their staff. 

Each SED is accompanied by a corresponding "Explanatory notes" document, where the main terms used in the SED are explained and instructions for the type of information required are provided. Therefore the guidelines are not to be seen as an exhaustive manual for the completion of the SEDs but only as an additional instrument providing guidance and further information on the completion of certain ”tricky points” from the SEDs. 

In the Guidelines, the use of each Flow and SED is first explained in general terms. By reading this general description, one will be able to acquire an overall picture of the use of each flow and each SED within each flow. 

Following the description of the Flow, there is a short description of each SED. 

These guidelines do not provide an official interpretation of the provisions of the social security regulations (Regulation (EC) no 883/2004 and Regulation (EC) no 987/2009) and any examples of business cases included herewith are solely intended to illustrate the use of the SEDs in certain situations.  
The PDs and the SEDs likely to be associated with their use are also explained. 

The Guidelines also contain a section briefly describing the Horizontal SEDs, which the users of the current guidelines may have to use for obtaining or providing certain types of information. For detailed guidance on the use and completion of the Horizontal SEDs, reference should be made to the "Horizontal SEDs and Flows Guidelines". 

A short glossary of generic terms has also been included in these guidelines. 

NOTE: The current guidelines refer to the first version of the SEDs and flows, as approved by the Administrative Commission for the Coordination of Social Security Systems on the 5th of October 2010. The authorised versions of the paper SEDs to be used during the transitional period are available on the European Commission website in the following location: http://ec.europa.eu/social/main.jsp?langId=en&catId=868.
2. General description of Family Benefit Business Flows and SEDs
In Family Benefits there are 8 Business Flows. Family benefit Flows are called e.g. F-F001 (Flow Family 001) Determining Competence. The SEDs are called e.g. F001 (SED Family 001) Request for determining competence. The Family benefit Flows are following:
● F-F001 Determining Competence
● F-F002 Claim for Reimbursement
● F-F003 Minimum Annual Check for Changes

● F-F004 Request Family Benefit
● F-F005 Additional Family Benefit for Orphans
● F-F006 Request Info for Family Benefits 

● F-F007 Request Medical Examination
● F-F008 Request More Info

Each flow contains a certain subject matter and between two and nine SEDs. In every flow there is at least one SED which a Member State could send to another Member State to get information in order to be able to decide about family benefits. In order to be able to use the SEDs as flexibly as possible there is a tick box option to be used if the information provided is to be confirmed or if information is to be requested.

Flow F001 Determining Competence (F-F001)
F- F001 is the main flow for family benefits. The purpose of the F-F001 for family benefits is to cover 
the majority of the communications necessary in order to implement the provisions concerning family 
benefits in the coordination regulations. This flow is meant to be used for the new claims or situations 
including a change in circumstances and it interacts also in the situations where there is a disagree-
ment about the competency between Member States. This flow includes SEDs F001-F009. The data 
items covered by SEDs F001, F002 and F003, however, cover the majority of the communication be-

tween Member States.
The flow contains 9 SEDs because it is meant to cover the whole procedure of deciding which Member State has primary competence. It also includes the disagreement procedure as well as provisional decision making both where it concerns the provisional decision specific for family benefits article 68 (1) and (2) according to Regulation (EC) No 883/2004) as well as the situation of provisional payment of benefits according to article 6 (2) in Regulation (EC) No 987/2009. 
The use of the SEDs inside the flow is flexible meaning that the only SED that is mandatory is SED F001 which starts the flow in all situations. As will be explained in the more detailed description of each SED the clerk may decide which SED is most suitable in that particular situations, e.g. SED F003 can be used to reply to SED F001. Also the provisional decision according to article 68 (1) and (2) in Regulation (EC) No 883/2004 can be informed either with SED F003 or SED F006. The SED F003 should however mainly be used for informing about the provisional decision when the decision simultaneously includes a decision on primary competence e.g. when the Member State making the decision makes simultaneously a decision covering different periods. 
Family benefits vary from Member State to Member State and the data elements required for providing
these benefits are significant in numbers. It is also typical for family benefits that there can be different 
data requirements for different members of the family, this is especially so in relation to families that 
have joined together. The data which is needed may also vary because some of the information may
already be known by the Member State. This is especially the situation where the order of priority 
changes. The competent Institution may also have received the information from the claimant and 
needs this to be verified by the other Member State. 
The disagreement procedure is also covered with more than one SED. This is in order to give the clerk the tools for continuing the discussion with the counterparty in order to reach a common decision about the priority.

The same SED can also be used several times during the same Flow
. This is the case e.g. for SEDs F004 and F005 (request for and reply to clarification) and e.g. SED F006 which can firstly be used for informing about the provisional decision of secondary competence according to article 68 (1) and (2) of Regulation (EC) No 883/2004 and then later when the counterparties have not been able to come to an agreement about the priority after consultation, to inform about the provisional payment of benefits according to article 6(2) in Regulation(EC) No 987/2009.

As already mentioned the objective of the SEDs within the flow is to reach agreement about the primary competence and to give tools for the clerk to proceed with the matter. 

Flow F002 Claim for Reimbursement (F-F002)

This Flow (F-F002) is meant for reimbursement of family benefits. Even if most of the overpayment 
reimbursement situations are handled with SEDs in F-F001 or F-F003, there still may be situations for
request for overpayment reimbursement at a later stage. This Flow contains the SEDs F012 and 
F013.

Flow F003 Minimum Annual Check for Changes (F- F003)
With F-F003 a minimum annual check for the changes in circumstances can be done. This flow

contains the SEDs F014 and F015. Minimum annual check can affect both the priority rules and the
amount of the differential payment. One of the competent Institution asks at least once a year the 
other competent Institution if there has been any change in circumstances of the family situation or
of the rates of benefits payable. 

This flow is for the determination of the possible changes in the differential amount. The Institutions
are requested according to article 2 of Regulation (EC) No 987/2009 to provide or exchange without 
delay all data necessary for establishing and determining the rights and obligations of persons to
whom the Regulation applies. There is no specific rule in relation to family benefits for the exchange of
information when changes in the circumstances or rates of benefits occur. With this flow a minimum 
annual check for the changes in circumstances can be done. If the Institution has information about 
changes, it should inform the other Member State(s) in the reply.
The difference between F-F003 and the F- F001 is that F-F003 is a request that one of the compe-

tent Institutions makes to the other Institution on regular basis to confirm the situation of the family 
benefit. This is important in order to avoid overpayment. F-F001 will be used generally if one of the 
Institutions have received information of change in circumstances. 
Flow F004 Request Family Benefit (F-F004)

F-F004 is for the situation where the person to whom the family benefits are provided for don't use the benefits for the maintenance of the children. In this situation the competent Institution shall discharge its obligations and provide the benefits to a natural or legal person who in fact is maintaining the children. The request for discharging of benefits comes from the Institution in the Member State where the family resides. This flow (F-F004) contains SEDs F016 and F017.
F-F004 can be used in the situations where the family benefits are paid to the person who is covered by the legislation of a Member State other than where the family members are residing and also in the situation where the family benefits are paid to the person who is living in the same Member State as the child(ren). The person who considers that the person to whom the family benefits are paid does not use the family benefits for the maintenance of the children can contact the Institution of Member State where the child(ren) are residing and ask for the discharge of benefits from the competent Member State.
Flow F005 Additional Family Benefit for Orphans (F-F005)

F-F005 covers the situation where a claim for family benefits is made in a Member State which is competent for family benefits, but this Member State has no additional or special family benefit for orphans. If there is an additional or special family benefit in the Member State( that is competent by virtue of article 67 or 68 of Regulation (EC) No 883/2004 only this Member State will provide for these benefits. According to article 69 of Regulation (EC) No 883/2004 these additional or special benefits for orphans are paid only from one Member State and the benefit is not coordinated with the other type of family benefits covered by Chapter 8 or with supplements to pensions. 
If the Member State finds out that the deceased person has been insured in a Member State which has this type of special or additional family benefit for orphans it will send the application to this Member State. The Member States( that provide for this type of benefits are mentioned in the list of additional or special family benefits for orphans drawn up by the Administrative Commission in accordance with article 61 of Regulation (EC) No 987/2009:
(http://ec.europa.eu/social/BlobServlet?docId=4989&langId=en)
This flow contains the SEDs F018, F019, F020 and F021.

Flows F006 Request Info for Family Benefits (F- F006), F007 Request Medical Examination (F- F007) and F008 Request More Info (F- F008)

The last three flows (F-F006, F-F007, and F-F008) are additional flows in the sense that they are only to be used when it is necessary for the exchange of a more country specific information. These flows contain the SEDs F022- F023, F024- F025 and F026 - F027.They contain information that can be essentially important for some Member States to determine the right to family benefits. The basic situation for using these flows would be that the Member State which is starting the process for determining competence and sends SED F001 to another Member State will attach one or more of the SEDs from flows F006-F008 to that SED in order to obtain additional information that is important for its family benefits. As only some Member States need this data to decide about their family benefits this data has not been incorporated into the basic SEDs of F- F001 in order to make them more user- friendly. 
SED F001 Request for determining competence
General description
SED F001 is a request sent from one Member State to another to verify information in order to make a decision on determination of competence and inform the other Member state of that decision.
SED F001 is used in the following situations

● Commencement of employment (employed person, spouse/partner, and other person)

● Cessation of employment (employed person, spouse/partner, and other persons)

● Change of Member State of the residence for the entire family/spouse/partner/child/children

● Change in the Childs(ren's) family relationship 
That will lead 

● either to change in the exclusive competence with a full transfer of competence if, e.g. the entire family moves from one Member State to an other Member State and it is clear that there is only one competent Member State for family benefits 

● or to a change of priority if, e.g., one parent starts or stops working in the Member State where the child(ren) is residing
In the following circumstances:

1. After the submission of a claim made to Member State, which might be the employment Member State or the new place of residence of the children. This claim might be 

● a first claim made after the birth of a first child or
● a consequence of a change in circumstances (e.g. change of activity or change of residence)

In these situations, the Institution of Member State informs the Institution of the former or current place of residence of the children about the entitlement according to its legislation, including the circumstances justifying the entitlement and the family benefits that will be provided. All relevant information that is available is provided to the other Member State. 

If article 58 of Regulation (EC) No 987/2009 is applicable, SED F001 is also sent to the Institution in the Member State where the child (ren) is residing as well as to the Institution of the second employment Member State. 

The requesting Institution may also ask the receiving Institution to verify the information provided, to provide missing information and to request overpayment reimbursement. 

If no right arises in the Member State where the claim has been submitted, the application has to be sent to the competent Institution of another Member State.

2. If the competent Institution has become aware of a change in circumstances, which would mean a change in competence (e.g. new activity, end of activity), this competent Institution informs the other competent Institution about the change in order to enable it to determine change in exclusive competence, involving new entitlement, or in change of priority. In that case, the request for overpayment reimbursement is made using SED F001. The competent Institution might be the Institution of the employment Member State as well as the Institution of the place of residence of the children.

How to complete the SED F001 

The requesting Institution (or sending Institution of SED F001) fills in all of the available data relevant for the determination of competence. This information should enable the receiving Institution to constitute or to update its own record. The mandatory data is marked by an *.

In order to be able to use this SED as flexibly as possible there is the option to tick which information is being requested or if the provided information is to be confirmed. In addition to the explanatory notes, the following notes aim to be a further help for completing this SED.
Header: 

Number of attachments: The requesting Institution may attach one or more additional SEDs (e.g. F026 in case specific information is needed concerning for example adoption, attending of school, etc.), as well as non-structured documents (e.g. the claim form if it appears that the sending Institution is not competent). When the electronic exchange of information is available it is better not to attach additional SEDs because attached SEDs cannot be answered in the electronic exchange. Within the electronic exchange of information additional SEDs should be sent separately.

Sending Institution

Complete information of sending Institution

Receiving Institution 

Information of the competent Institutions is registered in the Master Directory which is freely accessible on internet (http://ec.europa.eu/social-security-directory). It is aimed to be downloaded at each access point when the electronic exchange of information is available.

When a first claim is submitted after the birth of a first child, the requesting Institution may not know the address of the competent Institution. In that case, the SED is sent to the liaison body of the Member State and transferred by the latter to the competent Institution. Otherwise it is sent directly to the previously or simultaneously competent Institution.

Point 1. Case numbers 

The case number of the requesting Institution is mandatory. The case number of the receiving Institution can only be filled in if it is known by the sending Institution. Otherwise it will be communicated in the reply.

Point 2.1. Date of receipt of application 

Mention the date on which the application of family benefits has been received. This same information is also contained in SED F002 for the case the replying Member State also has received an application either directly by the claimant or by transmission from the requesting Institution. These dates can be important in a conflict situation where a decision about provisional payment of benefits has to be made according to article 6(2) in Regulation (EC) No 987/2009 and the conflict concerns the residence of the child. In this situation the provisional payment should be made by the Member State who first received an application.

Point 2.2. Type of claim

Indicate whether this is a new claim or a change of circumstances.

Point 2.3. Information on application

Both of the tick boxes can be filled in. The requesting Institution shall indicate after the marked tick box “Provide us with information in points” which data is needed from the other Institution and the number(s) of the requested points shall be written after the point at 2.4 (e.g. point 10 - amounts for benefits per child(ren) or point 11 - total amount for entire family). It shall be indicated here if the information provided is confirmed and/or if some missing information is to be provided. 

Point 3. Information about change in circumstances

The requesting Institution shall tick the box referring to the person(s) concerned by the change if the type of claim in point 2.2 is “Change in circumstances”.

Point 4. Additional request for information

Additional information can be asked for here. The requesting Institution can specify in free text any additional information which is either provided, requested or for which verification required. This field can be expanded to include information up to 500 spaces.

Point 5. Claimant

The requesting Institution shall fill in the data concerning the person who is claiming the benefits. This can be the person who e.g. works in Member State and therefore claims benefits from that Member State for his/her child(ren) residing in another Member State. Claimant can also be the spouse/ partner/other person who resides with the children, but who can apply for family benefits directly from Member State of employment.

Fill in the necessary information of the claimant for the counterparty. The mandatory fields to be filled in by the requesting Institution are fields of identification items: family name(s), forename(s), date of birth, sex. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

Point 5.1 Coverage by social security scheme 

Tick the relevant box 

Point 5.2 Entitlement
State if person is entitled to family benefits in sending Member State and mention in this point (if available) the dates of entitlement in format DD/MM/YYYY. If the person is not covered by social security in the sending Member State and the point 5.1 other reason has been ticked, then explain the reason for the entitlement, e.g. entitlement to family benefits because of pension, in point 5.3. This field can be expanded to include additional information up to 65 spaces. In point 5.8 Status of person tick in point 5.8.1 the relevant box of employment status or other and inform the reason for entitlement e.g. one box from employment status or one of other. If the reason for entitlement is pension, tick the relevant box in type of pension. 

In case the claimant has nationality of third country, mention it in point 5.5 and starting date of it if available. 

Points in 5.7 Family Relationship 
Tick relevant box. If you tick other, explain it in point 5.7.2 other relationship e.g. widow to person: add family name(s), forename(s). Mention in point 5.7.4 starting/ending date of latest relationship in format DD/MM/YYYY if available. If in point 5.7.5 the box same household has been ticked, there is no need to repeat the address of that person in points 6 or 7. 
Points 5.8.4 - 5.10 periods
If the person has/has had period(s) in question in sending Member State, verify the period(s) and the starting and ending date of it, if available

Point 5.11 Grounds for residence
If the person has residence period(s) verify it and mention the starting and ending date of it, if available. This point is important in case there will be dispute later on the residence of the person concerned.

Point 5.12 Personal situation elements
Explain the situation, if necessary. Mention relevant details: the nature and the specific characteristics of any activity pursued, in particular the place where such activity is pursued, the stability of the activity, and the duration of any work contract; family status and family ties of the person concerned; the exercise of any non-remunerated activity; in the case of students, the source of their income; housing situation, in particular how permanent it is; the Member State in which the person is deemed to reside for taxation purposes. This field can be expanded to include additional information up to 255 spaces.

Point 6 and 7 and 9 Information on spouse/partner/other person/child(ren)

These datasets are identical to point 5 and shall be filled in the same way if the information is relevant and forthcoming. Fill in the necessary information of the spouse/ partner/other person/ child (ren) for the counterparty. Family name(s), forename(s), date of birth and sex are mandatory fields. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. Point 9 is repeatable for more than one child.

Points 6.12, 7.12 and 9.6 Personal situation elements
Explain the situation, if necessary. Mention relevant details: the nature and the specific characteristics of any activity pursued, in particular the place where such activity is pursued, the stability of the activity, and the duration of any work contract; family status and family ties of the person concerned; the exercise of any non-remunerated activity; in the case of students, the source of their income; housing situation, in particular how permanent it is; the Member State in which the person is deemed to reside for taxation purposes. This field can be expanded to include additional information up to 255 spaces.

If the entire family is living together and it has been confirmed in points 5.7.5, 6.7.5 or 7.7.5 and 9.4.8 / 9.4.9/ 9.4.10, there is no need to repeat the address of the person.
Point 8. Claiming authority

Point 8 is to be completed only if the child(ren) is in care of an Authority, Organisation or Department which is claiming family benefit. Point 8.1 indicate the reason for Authority claim, this point can be expanded to include additional information up to 255 spaces

Points 10- 11. Amount, name and currency for family benefits

Indicate the amount of benefits either per child or entire family. Fields are repeatable for more than one child or different kind of family benefits.

Points 12-13. Request of overpayment reimbursement

If the Member State sending the F001 already knows that it has overpaid its benefits it can indicate this in the corresponding box. This might be the case when it has been aware of a change in competence. State the amount of benefits requested to be reimbursed either per child or the entire family. Fields are repeatable for more than one child or different kind of family benefits. Mention also bank details.

SED F002 Reply for determining competence 

General description
SED F002 is a reply to the request of SED F001; replying Institution confirms the requested in-formation and/or provides further information
SED F002 is used in the following situations

● F002 is a reply to F001, it should not be sent before F001. Otherwise the situations are the same as those described in SED F001.
 ● For example if article 58 of Regulation (EC) No 987/2009 is applicable, SED F001 is sent as well to the Institution where the child(ren) reside as to the Institution of the second employment Member State. Each institution may reply with the SED which is convenient to it, e.g. one Member State may reply with F002 and the other Member State with F003 or F004. 

How to complete the SED F002 
The same points that are explained for SED F001 are relevant also for SED F002. 

Point 1. Case numbers

The replying Institution fills in its own case number which is mandatory in point 1.1 (sending Institution) and repeats the case number of receiving Institutions in point 1.2.

Point 2.1 Date of receipt of application 

The replying Institution states here the date on which it has received the application for family benefits either directly by the claimant or by transmission from the requesting Institution. The date on which the claim was submitted to the first is the same as to the latter Institution. These dates can be important in a conflict situation where a decision about provisional payment of benefits has to be made according to article 6(2) of Regulation (EC) No 987/2009 and the conflict concerns the residence of the child(ren). In this situation the provisional payment should be made by the Member State who first received an application.

Point 2.3 Information on application

If the requesting Institution asked for confirmation, the replying Institution shall tick the box “We confirm the provided information” if this information is correct according to its own record. If it is not correct, the replying Institution shall correct the information. 

Point 4. Additional requests for information

Any special or additional information can be indicated in this point, e.g. extensive reply or information to the point 2.4 by the requesting Institution on SED F001. This field can be expanded to include additional information up to 500 spaces.

 Points 5, 6, 7 and 9 Claimant / spouse or partner / other person/ child(ren)

Fill in the necessary information of the claimant/spouse/ partner/other person/, child(ren) for the counterparty. The mandatory fields to be filled in by the replying Institution in case the information on F001 is otherwise correct are fields of identification items: family name(s), forename(s), date of birth, sex. Fill in the possibly missing PINs, if forthcoming. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

If the entire family is living together and it has been confirmed in points 5.7.5, 6.7.5 or 7.7.5 and 9.4.8 / 9.4.9/ 9.4.10, there is no need to repeat the address of the person.

Points 5.12, 6.12, 7.12 and 9.6 personal situation elements
Explain the situation, if necessary. Mention relevant details: the nature and the specific characteristics of any activity pursued, in particular the place where such activity is habitually pursued, the stability of the activity, and the duration of any work contract; family status and family ties of the person concerned; the exercise of any non-remunerated activity; in the case of students, the source of their income; housing situation, in particular how permanent it is; the Member State in which the person is deemed to reside for taxation purposes. This field can be expanded to include additional information up to 255 spaces.

Point 8. Claiming authority

Point 8 is to be filled in only if the child(ren) is in care of an Authority, Organisation or Department which is claiming and entitled to Family benefit. In point 8.1 state the reason for Authority claim; point can be expanded to include additional information up to 255 spaces

Points 12-13. Reply to request of overpayment reimbursement

The replying Institution can reply here to the request for overpayment reimbursement, i.e. specify the reimbursement if it is able to provide. Mention here the amount of benefits for available to reimburse either per child or entire family. Fields are repeatable for more than one child or different kind of family benefits and your bank details.

Replying Institution may also reply to F001 e.g. with F003 or F006, especially if replying Institution is already able to request of overpayment reimbursement from sending Institution. 

Point 14. Reply to request of overpayment reimbursement

In this point the replying Member State should confirm whether it reimburses. If the replying Member State is not able to reimburse the requested overpayment or if it only is able to reimburse partially the reason for this should be stated. 
SED F003 Decision on competence 
General description
Member State has to take decision on competence on priority rules and make decision on primary competence or secondary competence.

If the competence is clear the replying Member State may give the decision about primary competence after it has received F001 instead of replying with F002 if the replying Institution concludes that its legislation is applicable by priority right in accordance with Article 68(1) and (2) of Regulation (EC) No 883/2004. It shall provide the family benefits according to the legislation it applies, make the decision about primary competence and send this to the other Member State. 

It depends on the information available for the replying Member State whether it will reply to F001 with F002 or whether it considers that it's ready to make a decision and send F003. Before making decision on competence, it is advisable to exchange information with the other or previous competent Member State. 

The decision about primary competence can also be made after communication on SEDs F002 or F004/F005. The decision about secondary competence can be sent on F003 only after communication with another Member State(s) involved. There can be cases, when more than two Member State(s) are involved, in those cases decision on competence must be sent to all Member State(s) concerned.

It is recommended that SED F003 is used for informing secondary competence and about the provisional decision according to article 68 (1) and (2) in Regulation (EC) No 883/2004 in situations where the decision simultaneously contains a decision on primarily competence. 

SED F003 is used in the following situations

● SED F003 is used for informing about the decision on competence according articles 68 of Regulation (EC) No 883/2004 or 58 of Regulation (EC) No 987/2009. 

● If the Member State considers that it can make decision of secondary competence for some period of time and a decision on primary competence for another period. This can be done simultaneously in the same decision.
How to complete the SED F003 

Point 1. Case numbers

The replying Institution fills in its own case number which is mandatory in point 1.1 (sending Institution) and repeats the case number of receiving Institutions in point 1.2

Point 2. Decision

In this point the Institution informs about its decision on competence. The Institution can indicate here whether it considers that it has primary or secondary competence.

Decision on primary competence can be sent after communication with another Member State(s) or if that Institution, where the application is made concludes, that its legislation is applicable by priority right in accordance with Article 68(1) and (2) of the Regulation (EC) No 883/2004, it shall provide the family benefits according to the legislation it applies and make the decision about primary competence immediately and send this to another Member State. 

Decision on secondary competence can be made only after communication between Member State(s).

The Institution in question can at point 2 also inform of both primary and secondary competence. Then the Institution must state the periods of competence: about primary competence in points 2.1.1-2.1.1.2 and about secondary competence in points 2.1.2 - 2.1.2.2.

If the decision is made according to Article 58 of Regulation (EC) No 987/2009 the information about decision must be written in points 2.1.4 -2.1.4.2.

For example this could be the situations when the child(ren) is residing in a Member State where neither of parents is employed and both of the parents are employed in different Member States. That Member State of employment which legislation provides for the highest level of family benefits shall pay the full amount of family benefits and be reimbursed half this sum by the other Member State of employment up to the limit of the amount provided for in the legislation of latter Member State.
In these cases F003 has to be sent to all Member States concerned.
Point 2.2 Content of decision

Here the Institution can state the grounds for its decision and information on benefits provided. This is a free text zone. This point can be expanded to include additional information up to 500 spaces.

Points 3, 4, 5 and 7 Claimant / spouse or partner / other person/ child(ren)

Fill in the necessary information of the claimant/spouse/ partner/other person/, child(ren) for the counterparty. The mandatory fields to be filled in by the replying Institution in case the information on F001 is otherwise correct are fields of identification items: family name(s), forename(s), date of birth, sex. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

 If the entire family is living together and it has been confirmed in points 3.7.5, 4.7.5 or 5.7.5 and 7.4.8 / 7.4.9/ 7.4.10, there is no need to repeat the address of the person.

Points 3.12, 4.12, 5.12 and 7.6 personal situation elements
Explain the situation, if necessary. Mention relevant details: the nature and the specific characteristics of any activity pursued, in particular the place where such activity is habitually pursued, the stability of the activity, and the duration of any work contract; family status and family ties of the person concerned; the exercise of any non-remunerated activity; in the case of students, the source of their income; housing situation, in particular how permanent it is; the Member State in which the person is deemed to reside for taxation purposes This field can be expanded for more information up to 255 spaces.

Point 6. Claiming authority

This point is to be filled in only if the child(ren) is in care of an Authority, Organisation or Department which is claiming and entitled to family benefit. Point 6.1 indicate the reason for Authority claim, this point can be expanded to include additional information up to 255 spaces

Point 8. Amount, name and currency for family benefits per child 

This field is repeatable in case there are several children or there are changes to the amount or periods of family benefit. 

Point 9.Total amount of family benefit(s) for the entire family

This field is repeatable in case there are different types of benefits e.g. parental benefit, other family benefit, number of child(ren) varied or different periods of granted family benefits. 

Point 10. Request of overpayment reimbursement per child

In this point the Institution who is sending the decision on F003 can request the overpayment reimbursement per child. These could be the cases when the Institution has made a decision about secondary competence after communication with another Member State(s). Mention here the name of benefits and after each benefit amount, date for benefits granted and period definition must be mentioned. This field is repeatable e.g. in case there are several family benefits or different periods of family benefit payments. One child could have several different family benefits. 
Point 11. Reply to overpayment reimbursement per child

When the request for reimbursement has been made with SEDs F001, F002, F003 or F006, then in this point is possible to reply to the request. The same rules apply as for point 10. This field is repeatable in case there are several children or different periods of family benefit payments.

Point 12. Request of overpayment reimbursement for the entire family

In this point the Institution who is sending the decision on F003 can request the overpayment reimbursement per family. This field is repeatable in case the information varies there: there are different types of benefits e.g. parental benefit, other family benefit, number of child(ren) varied or different periods of granted family benefits, so these should be mentioned in different fields. Fill in bank details. This field is repeatable in case there is several type of Family of benefits. Point 12.8 can be expanded to include additional information up to 500 spaces.

. 

Point 13. Reply to overpayment reimbursement for the entire family

When the request for reimbursement has been made with SEDs F001, F002, F003 or F006, then in this point it is possible reply to the request. This field is repeatable in case there are different types of benefits (e.g. parental benefit, family benefit) or different periods of payment the benefits. Fill in bank details. Point 13.8 can be expanded to include additional information up to 500 spaces.

Point 14. Additional information 

This is a free text zone, any information about decision, granted benefits, family situation, employment etc can be written here. This point can be expanded to include additional information up to 500 spaces. 

Point 15. Grounds for request of overpayment reimbursement 

State the reason for request of reimbursement. This field can be expanded to include additional information up to 500 spaces. 

Point 16. Competence

Insert date from which you start to pay in format DD/MM/YYYY. 

Point 17. Claim for reimbursement with article 58 of Regulation (EC) No 987/2009

If the claim for reimbursement is made according to Article 58 of Regulation (EC) No 987/2009, then these grounds must be mentioned in this point. This point can be expanded to include additional information up to 500 spaces.

SED F004 Request for clarifications 

SEDs F004 and F005 are used in the following situations

● SEDs F004 and F005 are used as a request/reply for clarification

● SEDs F004/F005 are optional and can be used in different situations when there is a need for clarification, verification or need for more information 

● The basic situation however is when a Member State is not sure if it agrees with the decision on competence which it has received from the other Member State with SED F003 or SED F006. 

● The communication with the help of SEDs F004 and F005 can be done also after issuing F007 (Notification on disagreement on provisional decision) 

● The SEDs F004 and F005 can also be used for communication after issuing of F008 (Decision after communication) and even after issuing of F009 (Contestation to provisional decision on competence and benefits provided). 

● When F004 is used for getting further information about the grounds for the provisional decision, the communication has to take place within a two months time limit. 
● With SED F005 the Member State who had made a decision concerning competence either with SED F003 or SED F006 will give clarification of the points that the requesting Member State indicated in point 2 of the SED F004.

How to complete the SED F004 

Point 1. Case numbers 

The case number of the requesting Institution is mandatory. The case number of the receiving Institution can only be filled in if it is known by the sending Institution. Otherwise it will be communicated in the reply.

Point 2. Clarify the grounds for your decision

Mention date of decision clarification is needed for in format DD/MM/YYYY and tick the box for information or clarification needed and person(s) concerned. Specify the request for clarification in
point 2.8 additional request/information for clarification. This point can be expanded to include additional information up to 500 spaces.

Points 3, 4, 5 and 7 Claimant / spouse or partner / other person/ child(ren)

Fill in the necessary information of the claimant/spouse/ partner/other person/ child(ren) for the counterparty. The mandatory fields to be filled in by the Institution in case the information on the SED you have received is otherwise correct are fields of identification items: family name(s), forename(s), date of birth, sex. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

If the entire family is living together there is no need to repeat the address of the person.

Point 3.2 Entitlement
Mention the starting/ending date of entitlement in format DD/MM/YYYY if available. 
Point 3.3 Other reason
If in point 3.1 box other reason has been ticked, explain reason for that, e.g. entitlement to family benefits because of pension. This point can be expanded to include additional information up to 65 spaces

Point 6. Claiming authority 

Point 6 is to be filled in only if the child(ren) is (are) in care of an Authority, Organisation or Department which is claiming and entitled to family benefit. Point 6.1 indicate the reason for Authority claim, this point can be expanded to include additional information up to 255 spaces

SED F005 Reply to clarifications
SED F004 and F005 are used in the following situations

● Same as for SED F004

How to complete the SED F005 

Point 1. Case numbers

The Institution fills in its own case number which is mandatory in point 1.1 (sending Institution) and repeats the case number of receiving Institutions in point 1.2

Point 2. Reply to requested clarification on the grounds for our decision concerning
State the date of your decision in the format DD/MM/YYYY and tick the relevant box in point 2.2. In point 2.8 Additional information/ reply to requested clarification. This point can be expanded to include additional information up to 500 spaces. 

Points 3, 4, 5 and 7 Claimant / spouse or partner / other person/ child(ren)

Fill in the necessary information of the claimant/spouse/ partner/other person/ child(ren) for the counterparty. The mandatory fields to be filled in by the replying Institution in case the information on the SED you have received is otherwise correct are fields of identification items: family name(s), forename(s), and date of birth, sex and reply to requested clarification, if available. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

If request concerns e.g. point 3.2 Entitlement mention the starting/ending date of entitlement in format DD/MM/YYYY and specify if needed it in point 2.8.

If the entire family is living together, there is no need to repeat the address of the person.
Point 6. Claiming authority

This point is to be filled in only if the child(ren) is in care of an Authority, Organisation or Department which is claiming and entitled to family benefit. Point 6.1 is reply to the authority claim; this point can be expanded to include additional information up to 255 spaces.

SED F006 Information about provisional decision on competence and benefits provided 

General description

Provisional decision means that the decision has been made provisionally and the situation and decision can change. There can be two different types of provisional decisions.

1) Where the Institution to which the application is made concludes that its legislation is applicable, but not by priority right in accordance with Article 68(1) and (2) of Regulation (EC) No 883/2004, it shall take a provisional decision, without delay, on the priority rules to be applied and shall forward the application, in accordance with Article 68(3) of the Regulation (EC) 883/2004.

2) Where there is a difference of views between the Institutions concerned about which legislation is applicable by priority rights Article 6(2) to (5) of Regulation (EC) No 987/2009 shall apply. Where there is a difference of views between the Institutions or authorities of two or more Member States about which Institution should provide the benefits in cash or in kind, the person concerned who could claim benefits if there was no dispute shall be entitled, on a provisional basis, to the benefits provided for by the legislation applied by the Institution of his place of residence or, if that person does not reside on the territory of one of the Member States concerned, to the benefits provided for by the legislation applied by the Institution to which the request was first submitted.

SED F006 is used in the following situations

a) When the Institution to which the application is made concludes that its legislation is applicable, but not by priority right in accordance with Article 68(1) and (2) of Regulation (EC) No 883/2004, it shall take a provisional decision, without delay, on the priority rules to be applied. This means the Member State where the claim is submitted considers that it must pay family benefits, but only differential supplement, if necessary, by secondary competence. The application and all relevant documents and provisional decision must be forwarded to the Member State concerned without delay.

If the Institution of the Member State, where the application was made knows the amount of the benefits provided for in the legislation of the other Member State, the Member State can start to pay differential amount of its benefits and inform other Member State about these benefits. The other Member State will have 2 months to take a position on the provisional decision taken. 

The communication will continue with the relevant SEDs depending whether an agreement is reached or not. If the other Member State does not answer within 2 months then the provisional decision referred to above shall apply and the Institution shall pay the benefits provided for under its legislation and inform the Institution to which the application was made of the amount of benefits paid.

b) If the Member State(s) communicate with each other and they don't come to an agreement about priority, then the Member State where the children reside or if there is disagreement on the residence of the children, Member State where the application was made will have to make a provisional decision according to article 6 (2) of Regulation (EC) No 987/2009 on the payment on benefits and will start paying the benefits provided under its legislation. In this case Member State (s) shall conclude that they have not reached an agreement and will have to communicate on how the case will be taken before the Administrative Commission.

This means that F006 can be used twice during the same flow. Firstly it can be used for informing about the provisional decision of secondary competence according to Article 68 (1) and (2) of Regulation (EC) No 883/2004 and then later if the counterparties have not been able to come to a common understanding about the priority after consultation, to inform about the provisional payment of benefits according to article 6(2) in Regulation (EC) No 987/2009.

How to complete the SED F006 

Point 1. Case numbers 

The replying Institution fills in its own case number which is mandatory in point 1.1 (sending Institution) and repeats the case number of receiving Institutions in point 1.2

Point 2. Inform the reason for provisional decision

In this point the information about the reason for provisional decision must be mentioned. These could be the different situations mentioned above. This is a free text zone and this field can be expanded to include additional information up to 500 spaces

Points 3, 4, 5 and 7 Claimant / spouse or partner / other person/ child(ren)

The mandatory fields to be filled in by the replying Institution are fields of identification items: family name(s), forename(s), date of birth, sex. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. Fill in the possibly missing PINs, if forthcoming in case the information in SED you are replying is otherwise correct. The field in point 7 for child(ren) is repeatable for more than one child. 

If the entire family is living together and this has been confirmed it in points 3.7.5, 4.7.5 or 5.7.5 and 7.4.8 / 7.4.9/ 7.4.10, there is no need to repeat the address of the person. 

Point 3.12, 4.12, 5.12 and 7.6 Personal situation elements

Explain the situation, if necessary. Mention relevant details: the nature and the specific characteristics of any activity pursued, in particular the place where such activity is habitually pursued, the stability of the activity, and the duration of any work contract; family status and family ties of the person concerned; the exercise of any non-remunerated activity; in the case of students, the source of their income; housing situation, in particular how permanent it is; the Member State in which the person is deemed to reside for taxation purposes This field can be expanded to include additional information up to 255 spaces.

Point 6. Claiming authority

Point 6 is to be filled in only if the child(ren) is in care of an Authority, Organisation or Department which is claiming and entitled to family benefit. Point 6.1 is reason for the Authority claim; this point can be expanded to include additional information up to 255 spaces

Point 8. Amount, name and currency for family benefits per child 

This field is repeatable in case there are several children or different periods of family benefit payments.

Point 9. Total amount of family benefit(s) for the entire family

If there are different types of benefits (e.g. parental benefit, family benefit) or different periods of the paid benefits then these should be mentioned in different fields. This field is repeatable in case there are different types of benefits

Point 10. Request of overpayment reimbursement per child

In this point the Institution who is sending the decision on F006 can request the overpayment reimbursement per child. These could be the cases when the Institution has made the decision about secondary competence after communication with another Member State(s). Mention the name of benefits and after each benefit amount, date for granted benefits and period definition. This field is repeatable in case there are several children or different periods of family benefit payments. One child could have several family benefits.
Point 11. Request of overpayment reimbursement for the entire family

In this point the Institution who is sending the decision on F006 can request the overpayment reimbursement per family. These could be the cases when the Institution has made decision about secondary competence after communication with another Member State(s). If there are different types of benefits (e.g. parental benefit, family benefit) or different periods of payment the benefits then these should be mentioned in different fields. Fill in bank details. This field is repeatable in case there is several type of family of benefits.

SED F007 Notification on disagreement on provisional decision
SED F007 is used in the following situations

● SED F007 is used to inform the other Member State that you disagree with the decision received

● When a Member State disagrees with the provisional decision according to article 60(3) in Regulation (EC) No 987/2009 made by another Member State with either SED F003 or F006 this will be informed with SED F007.

● This notification will have to be made within two months of the original decision made by the other Member State. 

● SED F007 can be sent without the consultation with the help of SEDs F004 and F005

● The Member States should however try to resolve the dispute before the F007 is given. The communication preceding F007 should however take place before the two months have elapsed. 

How to complete the SED F007 

Point 1. Case numbers 

The replying Institution fills in its own case number which is mandatory in point 1.1 (sending Institution) and repeats the case number of receiving Institutions in point 1.2.

Point 2. We disagree with provisional decision

Point 2.1 mention date of decision you disagree with in format DD/MM/YYYY Points 2.2-2.7 you may tick the relevant box of disagreement and person(s) in question. In point 2.8 explain carefully the ground(s) for your disagreement. This point can be expanded to include additional information up to 500 spaces.
Point 3. Additional information

Mention any additional information concerning your disagreement if needed. This field can be expanded to include additional information up to 500 spaces.

Points 4, 5, 6 and 7 Claimant / spouse or partner / other person/ child(ren)

Fill in the necessary information of the claimant/spouse/ partner/other person/ child(ren) for the counterparty. The mandatory fields to be filled in by the replying Institution in case the information on the SED you have received is otherwise correct are fields of identification items: family name(s), forename(s), date of birth, sex. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. The field in point 7 for child(ren) is repeatable for more than one child. 

Points 4.12, 5.12, 6.12 and 7.2 personal situation elements
Explain the situation, if necessary. Mention relevant details: the nature and the specific characteristics of any activity pursued, in particular the place where such activity is habitually pursued, the stability of the activity, and the duration of any work contract; family status and family ties of the person concerned; the exercise of any non-remunerated activity; in the case of students, the source of their income; housing situation, in particular how permanent it is; the Member State in which the person is deemed to reside for taxation purposes This field can be expanded to include additional information up to 255 spaces.

SED F008 Decision after communication
SED F008 is used in the following situations

● SED F008 contains information on agreement/disagreement and the reasons for the decision.

● Before sending the F008 the Member State may request clarification with F004 from the other Member state that issued F007. The Member State that issued the F004 will reply with F005. There must always be communication between Member States before a Member State can state with SED F008 that it disagrees.
● When the other Member State has notified with F007 that it disagrees with the provisional decision made by another Member State, the Member State that originally made the provisional decision will have to reply to this either by agreeing or disagreeing with the Member State. 

How to complete the SED F008 

Point 1. Case numbers

The replying Institution fills in its own case number which is mandatory in point 1.1 (sending Institution) and repeats the case number of receiving Institution in point 1.2

Point 2. Information on agreement/disagreement

In points 2.1 or 2.2 mention the date of decision you agree or disagree in format DD/MM/YYYY. Point 2.3 indicates the reasons for your decision of agreement/disagreement. This is particularly important in the case of disagreement. This point can be expanded to include additional information up to 500 spaces.

Point 3. Claimant 

Fill in the necessary information of the claimant for the counterparty. The mandatory fields to be filled in by the replying Institution in case the information on the SED you have received is otherwise correct are fields of identification items: family name(s), forename(s), date of birth, sex. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

SED F009 Contestation to provisional decision on competence and benefits provided
SED F009 is used in the following situations

● With SED F009 the Member State that had disagreed with the provisional decision of the other Member State and has issued F007 informs where it accepts or not the decision that was issued by the other Member State with F008. 
● If necessary SEDs F004 and F005 can be used for further clarification
● the Member States should try to find an agreement also at this stage
● If no agreement is reached the case will finally be taken for the consultation of the Administrative Commission. The disagreeing parties will agree on how to proceed with the consultation with the Administrative Commission. Consultation with Administrative Commission should happen in only very rare cases.

How to complete the SED F009 

Point 1. Case numbers

The replying Institution fills in its own case number which is mandatory in point 1.1 (sending Institution) and repeats the case number of receiving Institutions in point 1.2

Point 2. Reply to provisional decision on

Point 2.1 Date of provisional decision mention date of provisional decision in format DD/MM/YYYY. Point 2.2 Reply: tick the relevant box either you accept or not accepted. Point 2.3.1-2.3.6 Grounds for contestation tick the relevant box. Point 2.4 additional reason for contestation: state your reason for contestation. This is particularly important in the case of disagreement. This point can be expanded to include additional information up to 500 spaces.

Point 3. Claimant

Fill in the necessary information of the claimant for the counterparty. The mandatory fields to be filled in by the replying Institution in case the information on the SED you have received is otherwise correct are fields of identification items: family name(s), forename(s), date of birth, sex. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

SED F012 Request for reimbursement
SED F012 is used in the following situations

● SED F012 can be used for all requests for reimbursement for Family benefits. Most of the overpayment reimbursement situations can be handled with SEDs F001, F002, F003 and F006. But if the need for request for overpayment reimbursement is evident later, SEDs F012 and F013 can be used. 
● The main situations for which SEDs F012 and F013 are used is to request reimbursement of overpayment in situations where there has been provisional payment of benefits by either of the Member States according to article 6(2) of Regulation (EC) No 987/2009. 
How to complete the SED F012 

Point 1. Case numbers

The case number of the sending Institution is mandatory. The case number of the receiving Institution can only be filled in if it is known by the sending Institution. Otherwise it will be communicated in the reply.

Point 2. We request the reimbursement of

State the date of the overpayment decision in format DD/MM/YYYY and the grounds for the overpayment reimbursement request.
Point 3. Additional information

In this point all relevant information should be requested. This point can be expanded to include additional information up to 500 spaces.

.

Point 4. Beneficiary (person)

Fill in the necessary information for the counterparty of person to whom the benefit has been overpaid for. The mandatory fields to be filled in by the Institution are fields of identification items: family name(s), forename(s), date of birth, sex. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

Point 5. Beneficiary (authority)

Point 5 is to be filled in only if the child(ren) is in care of an Authority, Organisation or Department which is claiming and entitled to family benefit.

Point 6. Information of child(ren)

The mandatory fields to be filled in by the Institution are fields of identification items: family name(s), forename(s), date of birth, sex. This field is repeatable for more than one child.

Points 7- 8. Amount, name and currency for family benefits

Mention here the amount of benefits either per child or entire family. Fields are repeatable for more than one child or different kind of family benefits.

Points 9-10. Request of overpayment reimbursement

Mention here the amount of benefits you request to reimbursement either per child or entire family. Fields are repeatable for more than one child or different kind of family benefits and fill in bank details.

SED F013 Reply to reimbursement
SED F013 is used in the following situations

● SED F013 can be used for all replies to requests for reimbursement. Most of overpayment situations can be handled with SEDs F001, F002, F003 and F006. But if the need to request overpayment reimbursement is evident later SEDs F012 and F013 can be used. 
● The main situations for which SEDs F012 and F013 are used is to request reimbursement of overpayment in situations where there has been provisional payment of benefits by either of the Member States according to article 6(2) of Regulation (EC) No 987/2009. 
How to complete the SED F013 

Point 1. Case numbers

The replying Institution fills in its own case number which is mandatory in point 1.1 (sending Institution) and repeats the case number of receiving Institutions in point 1.2.
Point 2. Reply to request for reimbursement 

In your reply mention the date of decision in format DD/MM/YYYY and legal references.

Point 3. Additional information

In this point all relevant information should be explained. This point can be expanded to include additional information up to 500 spaces.

Point 4. Beneficiary (person)
Fill in the necessary information for the counterparty of person to whom the benefit has been overpaid for. The mandatory fields to be filled in by the Institution are fields of identification items: family name(s), forename(s), date of birth, sex. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

Point 5. Beneficiary (authority)

Point 5 is to be filled in only if the child(ren) is in care of an Authority, Organisation or Department which is claiming and entitled to family benefit.

Point 6. Information of child(ren)

The mandatory fields to be filled in by the Institution are fields of identification items: family name(s), forename(s), date of birth, sex. This field is repeatable for more than one child.

Points 7- 8 Amount, name and currency for family benefits

Mention here the amount of benefits either per child or entire family. This field is repeatable in case there are several children or different periods of family benefit payments.

Points 9-10. Reply to request of overpayment reimbursement

Mention here your reply to request of reimbursement either per child or entire family and your bank details. This field is repeatable in case there are several children or different periods of family benefit payments and fill in bank details.

SED F014 Request for annual check of family benefit
SED F014 is used in the following situations

● With SED F014 the competent Member States checks (at minimum) annually with the other competent Member State for any possible changes in the circumstances. It is up to each Member States legislation or procedures whether it makes this check and/or how often this check is made.

● SED F014 can be also used if the competent Member State is paying benefits for family members residing in another Member State and needs to check possible changes in the circumstances (e. g. changes in the employment status of a family member).

● It should be noted that in the basic situations where either of the Member States receives information that may affect the competence or amount of benefits it will be done with SED F001 instead of F014. 

How to complete the SED F014 
Generally speaking same advice is relevant to fill F014 as F001.

Point 1. Case numbers

The case number of the sending Institution is mandatory. The case number of the receiving Institution can only be filled in if it is known by the sending Institution. Otherwise it will be communicated in the reply.

Point 2. Reception of application for family benefits

The requesting Institution types the date if it has received an application for family benefits. This same information is also contained the replying Member State if it has received an application either directly by the claimant or by transmission from the requesting Institution. These dates can be important in a conflict situation where a decision about provisional payment of benefits has to be made according to article 6(2) in Regulation (EC) No 987/2009 and the conflict concerns the residence of the child. In this situation the provisional payment should be made by the Member State who first received an application.
Point 3. Information about change in circumstances

If there has been a change in circumstances, tick the relevant box. If there has been a change previous to the annual check, consider if you should use F001 instead of F014. It is advisable to use SED F001 then. 

Point 4. Additional request or information

Mention here all relevant information regarding the change in circumstances or if there has been no change at all in circumstances mention it here, that way you avoid the need to complete more than the mandatory fields of the identification items of persons in points 5, 6, 7 and 9

Points 5, 6, 7 and 9 Claimant / spouse or partner / other person/ child(ren)

If there has been no change in circumstances fill in the necessary information of the claimant/spouse/ partner/other person/, child(ren) for the counterparty. The mandatory fields to be filled in are fields of identification items: family name(s), forename(s), date of birth, sex. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. The field in point 7 for child(ren) is repeatable for more than one child. 

If the entire family is living together and you have confirmed it in points 5.7.5, 6.7.5 or 7.7.5 and 9.4.8 / 9.4.9/ 9.4.10, there is no need to repeat the address of the person

Points 5.12, 6.12, 7.12 and 9.6 Personal situation elements
Explain the situation, if necessary. Mention relevant details: the nature and the specific characteristics of any activity pursued, in particular the place where such activity is habitually pursued, the stability of the activity, and the duration of any work contract; family status and family ties of the person concerned; the exercise of any non-remunerated activity; in the case of students, the source of their income; housing situation, in particular how permanent it is; the Member State in which the person is deemed to reside for taxation purposes This field can be expanded to include additional information up to 255 spaces.

Point 8. Claiming authority

Point 8 is to be filled in only if the child(ren) is in care of an Authority, Organisation or Department which is claiming and entitled to family benefit. Point 8.1 is reason for the authority claim; this point can be expanded to include additional information up to 255 spaces

Points 10-11. Amount, name and currency for family benefits

Mention here the amount of benefits either per child or entire family. Fields are repeatable for more than one child or different kind of family benefits.

Points 12-13. Request of overpayment reimbursement

Mention request of reimbursement either per child or entire family and bank details. Fields are repeatable for more than one child or different kind of family benefits. 
SED F015 Reply to request for annual check of family benefit
SED F015 is used in the following situations

● With SED F015 the competent Member State replies to the annual request from the other competent Member State of any possible changes in the circumstances. 
How to complete the SED F015 

Point 1. Case numbers

The Institution fills in its own case number which is mandatory in point 1.1 (sending Institution) and repeats the case number of receiving Institution in point 1.2

Point 2. Reception of application for family benefits

If available, type the date of the received application here in format DD/MM/YYYY.

Points 5, 6, 7 and 9 Claimant / spouse or partner / other person/ child(ren)

Fill in the necessary information of the spouse/ partner/other person/child(ren) for the counterparty. The mandatory fields to be filled in by the replying Institution, in case the information in the SED you are replying to is otherwise correct, are fields of identification items family name(s), forename(s), date of birth, sex and the items listed by the requesting institution in point 2.3., if available. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

If the entire family is living together and you have confirmed it in points 5.7.5, 6.7.5 or 7.7.5 and 9.4.8 / 9.4.9/ 9.4.10, there is no need to repeat the address of the person. 

Points 5.12, 6.12, 7.12 and 9.6 Personal situation elements
Explain the situation, if necessary. Mention relevant details: the nature and the specific characteristics of any activity pursued, in particular the place where such activity is habitually pursued, the stability of the activity, and the duration of any work contract; family status and family ties of the person concerned; the exercise of any non-remunerated activity; in the case of students, the source of their income; housing situation, in particular how permanent it is; the Member State in which the person is deemed to reside for taxation purposes. This field can be expanded to include additional information up to 255 spaces.

Point 8. Claiming authority

Point 8 is to be filled in only if the child(ren) is in care of an Authority, Organisation or Department which is claiming and entitled to family benefit. Point 8.1 is reply to the Authority claim. This point can be expanded to include additional information up to 255 spaces

Points 10-11. Amount, name and currency for family benefits

Mention here the amount of benefits either per child or entire family. Fields are repeatable for more than one child or different kind of family benefits.

Points 12-13. Reply to request of overpayment reimbursement

Mention here your reply to request of reimbursement either per child or entire family and your bank details. Fields are repeatable for more than one child or different kind of family benefits. 

SED F016 Request for discharge of benefits
SED F016 is used in the following situations

● SED F016 is used for the situation where the person to whom the family benefits are provided for don't use the benefits for the maintenance of the children. In this situation the competent Institution shall discharge its obligations and provide the benefits to a natural or legal person who is in fact maintaining the child(ren). The request for discharging of benefits comes from the Institution in the Member State where the family resides. 
● SED F016 can be used also in situations where the family benefits are paid to the person who is covered by the Member States legislation other than where the family members are residing and also in the situation where the family benefits are paid to the person who is living in the same Member State as the child(ren). The person who considers that the person to whom the family benefits are paid does not use the family benefits for the maintenance of the child(ren) can contact the Institution of Member State where the child(ren) is residing and ask for the discharge of benefits from the competent Member State. 

How to complete the SED F016 

Point 1. Case numbers

The case number of the sending Institution is mandatory. The case number of the receiving Institution can only be filled in if it is known by the sending Institution. Otherwise it will be communicated in the reply.

Point 2. Reason for request/Legal grounds

Mention reason/legal ground for the request, e.g. the spouse who considers that the employed person to whom the family benefits are paid doesn't use the family benefits for the maintenance of the children, has contacted the Institution of Member State where the child(ren) are residing and asked for the discharge of benefits from the competent Member State.

Point 3. Statement/Legal grounds

This is the statement of the person who states that the present beneficiary doesn't use the family benefits for the maintenance of the child(ren). This can be a summary of the facts that the person concerned has given.

Point 4. Present beneficiary 

This is the person to whom the benefits are paid at the moment. This can be either the person covered by the system of the competent State (the Member State from which the Family benefits in question are paid) or this can also be the spouse or other person who resides with the children in the Member State who is making the request.
The mandatory fields to be filled in by the Institution, in case the information in the SED you are replying is otherwise correct, are fields of identification items family name(s), forename(s), date of birth, sex. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

Point 5. Requested Beneficiary

In this point it should be indicated to which legal or natural person the benefits that are requested to be discharged and should be paid to. Only one box should be ticked. Depending on the choice the identification data is filed in either in points 6, 7, 8 or 9. 

Points 6, 7 and 9 Information on spouse /partner /Information on other person/ child(ren)

The mandatory fields to be filled in by the Institution are fields of identification items family name(s), forename(s), date of birth, sex. Fill in the possibly missing PINs, if forthcoming. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

Point 8. Claiming authority

Point 8 is to be filled in only if the child(ren) is in care of an Authority, Organisation or Department which is claiming and entitled to family benefit, this point can be expanded to include additional information up to 255 spaces

SED F017 Reply to request to discharge of benefits
SED F017 is used in the following situations

● SED F017 is used for the situation where the person to whom the family benefits are provided for don't use the benefits for the maintenance of the children. In this situation the competent Institution shall discharge its obligations and provide the benefits to a natural or legal person who is in fact maintaining the child(ren). The Institution which has received F016 replies with F017 to request for discharging of benefits. 
How to complete the SED F017 

Point 1. Case numbers 

The replying Institution fills in its case number which is mandatory in point 1.1 (sending Institution) and repeats the case number of receiving Institution in point 1.2

Point 2. Reply to request

Type in the date of request accepted or not accepted in format DD/MM/YYYY. Here the Member State which is competent for the benefits puts the date on which it accepts or does not accept the request to pay the benefits to the requesting new beneficiary. The competent Member State writes down the grounds for its decision. Fields in point 2.4 and 2.5 can be expanded for more information up to 500 spaces.

Point 3. Former beneficiary

Here the Member State who replies to the request to discharge its benefits states whether the former beneficiary is covered by the social security scheme by the sending Member State.

Points 4. Approved beneficiary

Points 4 and one of points 5 to 7 is only to be filled in when the requested Member State approves the request to discharge the benefits. If the requested Member State approves the discharging of benefits it will tick one of the boxes in point 4. 

Points 5, 6 and 8 Information on spouse /partner /other person/ child(ren)

The mandatory fields to be filled in by the Institution are fields of identification items: family name(s), forename(s), date of birth, sex. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

Point 7. Claiming authority

Point 7 is to be filled in only if the child(ren) is in care of an Authority, Organisation or Department which is claiming and entitled to family benefit. This point can be expanded to include additional information up to 255 spaces. 

SED F018 Request for insurance length period of additional benefits
SEDs F018 and F019 are used in the following situations

● SEDs F018 and F019 are used when a claim for Family benefits is made in a Member State which is competent for Family benefits, but this Member State has no additional or special Family benefit for orphans. If there is an additional or special Family benefit in the Member State( that is competent by virtue of article 67 or 68 of Regulation (EC) No 883/2004 only this Member State will provide for these benefits. According to article 69 of Regulation (EC) No 883/2004 these additional or special benefits for orphans are paid only from one Member State and the benefit is not coordinated with the other type of Family benefits covered by Chapter 8 or with supplements to pensions. 
● If that Member State which has no additional or special Family benefit for orphans thinks that there are more than one competent Member States which legislation provides additional or special Family benefit for orphans, it sends F018 to each of these Member States.

● The purpose with SEDs F018 and F019 is to find out in which of the Member State the longest period of insurance or residence was completed. 
● Please note that the information concerning the deceased person's coverage in one of the Member States comes up in most cases in connection to the orphan's pension application. Therefore there is a need for communication between clerks working with orphans pensions and clerks working with family benefits.

How to complete the SED F018 

Point 1. Case numbers

The case number of the sending Institution is mandatory. The case number of the receiving Institution can only be filled in if it is known by the sending institution. Otherwise it will be communicated in the reply.

Point 2. Additional information

Add any relevant information; this field can be expanded to include additional information up to 500 spaces

Point 3. Deceased person 

Fill in all the necessary information of the deceased person for the counterparty. The mandatory fields to be filled in by the replying institution are fields of identification items: family name(s), forename(s), date of birth, sex. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

Points 4 and 5 Insurance/ Residence period

Type in these points the requested of the periods of insurance or residence. Dates in format DD/MM/YYYY. 

SED F019 Reply for insurance length period of additional benefits
SED F018 and F019 are used in the following situations

● SED F019 is reply to SED F018

● SEDs F018 and F019 are used when the Member State where the Family benefit matter is handled is not sure if there are insurance periods in one of the Member State( or if it thinks that the deceased person has fulfilled insurance periods in several Member States. In order to find out which Member State is competent for this special benefit it will have to send F018 to one or more Member States. The purpose with SEDs F018 and F019 is to find out in which of the Member States the longest period of insurance or residence was completed.

● Please note that the information concerning the deceased persons coverage in one of the Member States * comes up in most cases in connection to the orphans pension application. Therefore there is a need for communication between clerks working with orphans pensions and clerks working with family benefits.

● Replying Member State confirms the insurance or residence periods completed in that Member State. Fields are repeatable for more than one period

How to complete the SED F019 

Point 1. Case numbers

The replying Institution fills in its own case number which is mandatory in point 1.1 (sending Institution) and repeats the case number of receiving Institutions in point 1.2

Point 2. Additional information

Add any relevant information; this field can be expanded to include additional information up to 500 spaces

Point 3. Deceased person

Fill in all the necessary information of the deceased person for the counterparty. The mandatory fields to be filled in by the replying Institution are fields of identification items: family name(s), forename(s), date of birth, sex. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

Points 4 and 5 Insurance/ Residence period

In these points replying Institution informs its periods of insurance or residence and shall give the information concerning insurance periods in that Member State. The fields are repeatable for more than one period

SED F020 Information on priority for additional benefits
SED F020 is used in the following situations

● With SED F020 the requesting Member State gives information on the priority for additional or special benefits for orphans to all the Member States that it has sent the request with SED F018. F020 can therefore be sent to two or more Member States.

● If the Member State who is competent for family benefits but this Member State has no additional or special family benefit for orphans finds out that the deceased person has been insured only in one of these Member States( it will send SED F020 with F021 directly to the Member State which legislation provides additional or special Family benefit for orphans.
How to complete the SED F020 

Point 1. Case numbers

The Institution fills in its own case number which is mandatory in point 1.1 (sending Institution) and repeats the case number of receiving Institutions in point 1.2

Point 2. Additional information

Add any relevant information; this field can be expanded to include additional information up to 500 spaces. 

Point 3. Deceased person

Fill in all the necessary information of the deceased person for the counterparty. The mandatory fields to be filled in by the replying Institution are fields of identification items: family name(s), forename(s), date of birth, sex. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

Points 4 and 5 Insurance/ Residence period

Sending Institution informs the longest periods of insurance or residence to Member State in question. In these points the requesting Member State shall give the information concerning insurance periods in the Member States involved which it has got with SED F019. In points 4.1 and 5.1 name of Member State should be typed. Points 4 and 5 are repeatable for more than one period and the requesting Member State will inform here all the information regarding insurance/residence periods with the replies received with possibly several F019s received from other Member States.

SED F021 Application for additional benefits
SED F021 is used in the following situations

● With SED F021 the requesting Member State sends the application for the additional or special orphan's benefits to the Member State it considers having priority. SED F021 should be attached to SED F020 which is sent to the Member State responsible for these benefits. In F021 the requesting Member State who has received the application for these additional benefits sends the information to the Member State responsible for these benefits.
● SED F021 can also be used if there is a change of circumstances for the family members.

How to complete the SED F021
Point 1. Case numbers

The case number of the sending Institution is mandatory. The case number of the receiving Institution can only be filled in if it is known by the sending Institution. Otherwise it will be communicated in the reply.

Point 2. Reception of application for additional or special family benefit for orphans 

The requesting Member State gives either the date of application or information about changes in circumstances of the family members concerned. Mention date of application you have received in format DD/MM/YYYY.

Point 3. Additional information

Add any relevant information; this field can be expanded to include additional information up to 500 spaces

Point 4. Deceased person 

Fill in all the necessary information of the deceased person for the counterparty. The mandatory fields to be filled in by the replying Institution are fields of identification items: family name(s), forename(s), date of birth, sex. Add the PIN if it is missing. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

Points 5, 6 and 8. Spouse/partner/other person/ child(ren)

Tick the person who is the claimant. Fill in all the necessary information of the persons for the counterparty. The mandatory fields to be filled in by the Institution are fields of identification items: family name(s), forename(s), date of birth, sex. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

Point 7. Claiming authority

Point 7 is to be filled in only if the child(ren) is in care of an Authority, Organisation or Department which is claiming and entitled to family benefit.

SED F022 Request for information of periods
SED F022 is used in the following situations

● SEDF022 is used in a situation when a person applies for family benefits e.g. type of parental benefit in a Member State, where the granting of the benefits depends on fulfilling certain amount of employment periods in that Member States. The person claims that she/he was employed in another Member State. Member State in question sends F022 to Member State of employment to confirm the periods of employment. 

● This SED can also be used in the situation where a person applies for family benefits in a Member State and both parents /persons treated as such are in receipt of pension from two different Member State and the child is residing in a third Member State. For determining the competence according to article 68(1) (b) (ii) of Regulation (EC) No 883/2004 it is important to find out under which Member State's legislation the person has the longest period of insurance or residence. In this case one Member State sends F022 to both other Member States of paying pension to find out which Member State is primarily competent to grant family benefits. 

● SED F022 should be used when there are two or more Member States paying pension and the child is not residing in any of these.

How to complete the SED F022

Point 1: Case numbers

The case number of the requesting Institution is mandatory. The case number of the receiving Institution can only be filled in if it is known by the sending Institution. 

Point 2. Provide us with information of periods of insurance, employment, self-employment, residence for the following period

Point 2.1 and 2.2 type in the dates from and to for which you request information in format DD/MM/YYYY. Point 2.3 additional information any relevant additional information. This point can be expanded to include additional information up to 500 spaces.

Point 3. Person

Fill in the necessary information of the person for the counterparty. The mandatory fields to be filled in by the requesting Institution are fields of identification items: family name(s), forename(s), date of birth, sex. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

Point 4. Last registered Institution 
Points 4.2.1, 4.2.2, 4.2.3, 4.2.4 are possible to multiply in case person has several periods of insurance, employment, self-employment or residence in last registered Institution

Point 5. Institution place of residence 

Points 5.2.1, 5.2.2, 5.2.3 and 5.2.4 are possible to multiply in case person has several periods of insurance, employment, self-employment or residence in Institution place of residence  
6. Current registered Institution 

Points 6.2.1, 6.2.2, 6.2.3 and 6.2.4 are possible to multiply in case person has several periods of insurance, employment, self-employment or residence in current registered Institution. 

SED F023 Reply to information of periods
SED F023 is used in the following situations

● With SED F023 the requested Member State replies with the relevant insurance periods. 

● In the situation where the requesting Member State tries to find out which of the Member States paying pension has the longest insurance or residence period according to article 68(1) (b) (ii) of Regulation (EC) No 883/2004 when there are two or more Member States paying pension and the child is not residing in any of these and it is the Member State with the longest period of insurance or residence which will have primary competence. The Member State that made the request will send the claim to this Member State.

How to complete the SED F023

Point 1. Case numbers 

The replying Institution fills in its own case number which is mandatory in point 1.1 (sending Institution) and repeats the case number of receiving Institutions in point 1.2.
Point 2. Additional information 

Point 2.1 additional information any relevant additional information. This point can be expanded to include additional information up to 500 spaces. 

Point 3. Person

The only mandatory fields to be filled in by the replying Institution are fields of identification items: family name(s), forename(s), date of birth, sex. Add the PIN if it is missing. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

Point 4. Last registered Institution 

Points 4.2.1, 4.2.2, 4.2.3, 4.2.4 are possible to multiply in case person has several periods of insurance, employment, self-employment or residence in last registered Institution  

Point 5. Institution place of residence 

Points 5.2.1, 5.2.2, 5.2.3 and 5.2.4 are possible to multiply in case person has several periods of insurance, employment, self-employment or residence in Institution place of residence  
Point 6. Current registered Institution

Points 6.2.1, 6.2.2, 6.2.3 and 6.2.4 are possible to multiply in case person has several periods of insurance, employment, self-employment or residence in current registered Institution. 

SED F024 Request for Medical Examination
SED F024 is used in the following situations

● SED F024 must be used only if the entitlement to family benefits requires medical grounds: family benefits for disabled persons (disabled child allowance, special benefits for disabled parents etc) 

● For example if a parent or person treated as such is employed in a Member State and a disabled child is living in another Member State with the other non active parent or person treated as such.

● Member State of primarily competent sends F024 to the other Member State to ask information about medical examination. 

How to complete the SED F024

Point 1. Case numbers 

The case number of the requesting Institution is mandatory. The case number of the receiving Institution can only be filled in if it is known by the sending Institution.

Point 2. Person

Fill in the necessary information of the person for the counterparty. The mandatory fields to be filled in by the requesting Institution are fields of identification items: family name(s), forename(s), date of birth, sex. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

Point 3. The medical report should cover

Tick the box you request the information. This field is repeatable e.g. you request information of more than one person.

Point 4. Additional information/request

If you request medical examination of more than one person, mention in this point family name(s), forename(s), date of birth of the person(s) you require information for.

SED F025 Reply to medical examinations
SED F025 is used in the following situations

● With SED F025 the requested Member state provides all the information it has. 

● The replying Member state sends F025 and fills in point 4 additional information when they cannot provide requested information. 

How to complete the SED F025

Point 1. Case numbers 

The replying Institution fills in its own case number which is mandatory in point 1.1 (sending Institution) and repeat the case number of receiving Institutions in point 1.2.
Point 2. Person

The only mandatory fields to be filled in by the replying institution are fields of identification items: family name(s), forename(s), date of birth, sex in case the information in F024 is otherwise correct. Add the PIN if it is missing. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

Point 3. Reply to medical report

Is repeatable, you are able to reply to request of more than one child(ren) or person with one F026. Points 3.1, 3.2, 3.3, 3.5.1, 3.6 and 3.7 can be expanded for more information up to 500 spaces. If the requested information is about the child(ren), mention in this point the forename(s), family name(s) and date of birth of the child(ren). If your reply concerns more than one child(ren) or person in same point number, repeat the field and mention name(s) and date of birth of that (these) person(s) in your reply. 

Point 4. Additional information

If the reply to the request for medical examination concerns more than one person, family name(s), forename(s), date of birth of person of the person(s) could also be mentioned in this point if you cannot provide the requested information, state it here. Point 4 for additional information can be expanded up to 500 spaces.

SED F026 Request more information
 SED F026 is used in the following situations

● SED F026 can be used for request for more information in all circumstances which are mentioned in F026. F026 must be always used, if these circumstances are not covered in other family benefit SEDs. 

● It can be e.g. in a situation where in some Member States family benefits can continue beyond specified age limits if the child continues to attend school or college or is registered as being unemployed. In this case that Member State sends F026 to ask information about the child. This SED could be attached to SED F001 for determining competence.

● It can also be used in a situation where a Member State needs information about income. That Member State sends F026 to the other Member State because they need information about income, if there are some special income related benefits.

● It can be used when a child is adopted in one Member State and parent or person treated as such and the child had moved to another Member State which is competent to grant family benefits. The Member State of present residence asks Member State of adoption about relevant information and documents.

How to complete the SED F026

Point 1. Case numbers 

The case number of the requesting Institution is mandatory. The case number of the receiving Institution can only be filled in if it is known by the sending Institution.

Point 2. Requested information

Point 2.1 Additional requests if the requested information concerns the child(ren), mention in this point the forename, family name and date of birth of the child or person and the point number for requested information. You are able to request information of more than one child/person with one F026. If you mention in this point family name(s), forename(s), date of birth of person you require information for. That way you avoid filling more than one F026. This point can be expanded to include additional information up to 500 spaces. 

Point 3. Person

Fill in the necessary information of the person for the counterparty. Family name(s), forename(s), date of birth and sex are mandatory fields. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point. 

Points 4- 10 Request of different kind of information 

Tick the box information is requested, these fields are repeatable. In case some other information or request is needed use point 11 

Point 11. Additional request 

Here is space for any additional request; this field can be expanded to include additional information up to 500 spaces.

SED F027 Reply to more information
SED F027 is used in the following situations

● With SED F027 the replying Member State provides the information it has.

● If some Member State has special rules for data protection (e.g. documents about adoption, medical reports), then they should act according to their legislation and rules. They can provide requested information in some other way, if possible, or just answer that they cannot fill in F027 with relevant information according to their data protection etc rules.

● The replying Member State then sends F027 and fills in Additional information also when they cannot provide this kind of information the other Member State has requested. If they cannot provide the requested information they will state the fact in additional information.

How to complete the SED F027 

Point 1. Case numbers 

The replying Institution fills in its own case number which is mandatory in point 1.1 (sending Institution) and repeats the case number of receiving Institutions in point 1.2

Point 2. Reply to requested information

This point is for the reply. The replying Member State sends F027 and fills in reply to additional information also when they can't provide such kind of information the other Member state has requested. If they can't provide the requested information they will state it either in this point or reply to additional request in point 11. These points can be expanded to include additional information up to 500 spaces. 

Point 3. Person

The only mandatory fields to be filled in by the replying Institution are fields of identification items: family name(s), forename(s), date of birth, sex in case the information in F026 is otherwise correct. Add the PIN if it is missing if forthcoming. Place of birth is necessary for several Member States to identify the person without PIN. During electronic exchange of information place of birth is mandatory field, if the person is not identified with PIN of the counterparty. If place of birth is not known, write "unknown" in that point.

Points 4- 10 Replies to requested information 
These fields are repeatable. If your information concerns more than one person in same point number, repeat the field and mention name(s) and date of birth of the person(s) in your reply to request in point 4.2, 5.2, 6.2, 7.2, 8.2, and 10.3 or in point 11. 
Point 11 Reply to additional request

This field is meant for any additional reply, this field can be expanded to include additional information up to 500 spaces
3. HORIZONTAL SEDs

In addition to the SEDs specific to each sector, the Administrative Commission has also approved a series of Horizontal SEDs which have a generic functionality. These SEDs and their associated Business Flows can be used in any sector, whenever there is a business need to do so.

The Horizontal SEDs and associated Business Flows are described in the Horizontal SEDs Guidelines. A brief description of these SEDs is given below for ease of reference:

	SED
	Purpose
	Comment

	H001
	Request for information/additional information 
	

	H002
	Reply to request for information
	

	
	
	

	H003
	Proposal/Notification on state of residence
	

	H004
	Reply to proposal on state of residence/Disagreement with decision on state of residence
	

	H005
	Request for information on residence
	

	H006
	Reply to request for information on residence 
	

	
	
	

	H020
	Claim for reimbursement – Administrative Check/Medical Examination
	

	H021
	Reply to Claim for reimbursement – Administrative Check/Medical Examination
	

	
	
	

	H030
	Claim for Death Grant
	

	
	
	

	H040
	Claim for Pre-retirement Benefit
	

	
	
	

	H061
	Send Personal Identity Number (usage not yet finalised)
	

	H062
	(Confirm Personal Identity Number)
	Not approved at the date of issuing these guidelines

	H063
	(Request for Additional Information on Identification)
	Not approved at the date of issuing these guidelines

	H064
	(Reply to request for Additional Information on Identification)
	Not approved at the date of issuing these guidelines

	
	
	

	H065
	Transmission of claim/document/information
	

	H066
	Reply to transmission of claim/document/information
	


ANNEX I – Flows table 

The flows table is available on Circa in the following location:

http://circa.europa.eu/Members/irc/empl/electronic_data_exchange/library?l=/business_flows_seds/documentation_corrtables/family_benefits&vm=detailed&sb=Title

ANNEX II – Correlation table

The correlation table is available on Circa in the following location:

http://circa.europa.eu/Members/irc/empl/electronic_data_exchange/library?l=/business_flows_seds/documentation_corrtables/family_benefits&vm=detailed&sb=Title

ANNEX III – Glossary of terms

The short glossary list below is complemented by the EESSI Business Glossary, available on the following location of the European Commission's website: http://ec.europa.eu/social/main.jsp?langId=en&catId=869.
	Term
	Short explanation



	AC
	Administrative Commission for the Coordination of Social Security Systems (art.71 Regulation (EC) no 883/2004).

	AP (Access Point)
	National gateway for multiple institutions to the EESSI network. 

	Counterparty 

	The recipient of the query/notification and the sender of the reply within a message exchange. 

	EESSI
	Electronic Exchange of Social Security Information

	Flow (or Business Flow)
	A flow is composed several SEDs and it was defined to serve a specific communication need.

A flow captures a predefined conversation pattern where the SEDs which are included in the flow are the messages that the conversation partners exchange between each other. 

Different SEDs are exchanged in different flows depending on the purpose of the flow.

	Flow owner
	The institution responsible for the flow and which initiates the flow. The flow owner is the one who can close a flow that it has opened. 

	Horizontal flows
	Flows that are not sector specific: they refer to certain information exchanges that are potentially relevant for all social security sectors.

	MD (Master Directory)
	An electronic directory (database) of all institutions registered in EESSI for all EESSI Member States.

	Member State
	EESSI Member State (EU countries and EFTA countries: Iceland, Liechtenstein, Norway and Switzerland )

	Originator
	The institution which opens a flow by sending a SED to another institution(s). The originator is always the owner institution as well.

	PIN
	Personal Identification Number is a number or marking that uniquely identifies the person it refers to in the institution.

	Recovery flows
	Flows that are used to process recovery and offsetting issues.

	SED
	SED stands for: Structured Electronic Data. 

An SED is an electronic message, with predefined data fields, which is exchanged in the EESSI system by the Member States in order to convey information from one to another.

Article 1, point 2 (d) of Regulation (EC) no 987/2009 defines the Structured Electronic Document as "any structured document in a format designed for the electronic exchange of information between Member States". 

During the transitional period, paper version of the SEDs can be used. 

	WEBIC
	WEBIC stands for: Web User Interface.

WEBIC is a software developed by the European Commission and installed in the Member States. This application allows clerks to exchange social security information and therefore send and receive EESSI messages. Member States can use WEBIC to process their cases or they can build a national application for this purpose. National applications should include the same functions as WEBIC. When this guideline refers to WEBIC, it applies also to the national applications.


� By Flow it is meant the ongoing discussion between two or more Member States concerning the primary competence. The concept of flow will however be more evident when the electronic exchange of the SEDs starts.
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