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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. 

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. 

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. 

1. GENERAL DESCRIPTION OF HORIZONTAL BUSINESS FLOWS AND SEDs

There are nine Horizontal Business Flows (F). The Horizontal Business Flows are those which are not sector specific and which would cater for common data exchange needs in more than one sector. 

The Horizontal Flows are named e.g. “F-H001 (Flow Horizontal 001) Exchange of (additional) Information”.

The Horizontal SEDs are transmitted within the Flows, e.g. one or more SEDs can be attributed to one flow. F-H001 for example consists of two SEDs: the H001 (("Request for Information/Additional Information”) and H002 ("Reply to request for information"). 
The Horizontal Flows are the following:

· F-H001 Exchange of (additional) Information

· F-H002 Determination of residence: Disagreement with a decision already taken on residence or Reply to a proposal from F-H003

· F-H003 Determination of residence: Notification of Residence or New Proposal of State of residence in situations of disagreement

· F-H004 Exchange of information on Residence

· F-H005 Reimbursement of Medical Checks

· F-H006 Claim for Death Grant

· F-H007 Claim for Pre-retirement benefit

· F-H008 Exchange of Identification Data -  This Flow and its associated SEDs  will be added to the Guidelines at a later stage pending further consideration,

· F-H009 Transmission of Claim/Document/Information

2. BUSINESS FLOWS 

2.1. Business Flow H001 - Exchange of (additional) information

General description

F-H001 is the flow for request for information and communication of information based on the general cooperation requirement found in Article 76 Regulation (EC) No 883/2004.

Under Article 76, a person concerned must inform the institutions of the competent Member State and of the Member State of residence as soon as possible of any change in their personal or family situation which affects their right to benefits. This flow is used in the case an institution needs more information or communicates additional information concerning a change in the personal or family situation of the person concerned. It is also used for communicating any useful information regarding the case or event that might influence the right to a benefit. 

It can also be used as a reminder to a a request for information that is not covered by sector SEDs.

F-H001 consists of the following SEDs: 

H001 – Request for information/additional information and  

H002 – Reply to request for information.

THE MOST COMMON SCENARIO(S):

1) MS A communicates MS B information about change in circumstances which influences or might influence the right to benefit/amount of the benefit


MS A
MSB

2) MS A requests from MS B any useful information concerning a case or event that was not provided in the initial sector SED because it was not known/available when that SED was originally submitted.


MS A
MS B

MS B replies to request by means of H002 


MS A
MS B

REMARK:
F-H001 can be used in any sector to complement a sector specific SED.
2.2 Business Flows on Residence (H002, H003, H004)
GENERAL DESCRIPTION

There are three business flows on residence, F-H002, F-H003 and F-H004.  The flows are designed to implement Article 11 of Regulation (EC) No 987/2009. This Article provides guidance on how to determine a person's residence under the new regulations in cases where there is a difference of views between the institutions of two or more Member States on the outcome of the national decisions concerning residence.  

The flows can be used to notify an institution in another Member State of the decision which Member State has should be considered as the Member State of residence under Regulation (EC) No 883/2004, to propose the Member State of residence or to agree on the Member State of residence. 

If a MS disagrees with a decision taken on residence in a sector flow the Member State can use Horizontal SEDs in order to determine the State of residence. By using a Horizontal flow designed to determine residence the MS may find it easier to come to a common agreement as to which Member State should be considered as the State of residence.

Flows H002, H003 and H004 consist of the following SEDs:

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 

H003: Proposal/Notification of State of Residence

THE MOST COMMON SCENARIO:
These flows are mostly used in a combination of flows, when there is a need to resolve a difference of views between Member States concerning where a person is resident. Therefore   in the majority of cases the flow will start with SED H004, with which a state expresses its disagreement with a national decision on residence taken by another Member State. Below is described the most common combination.

Example of usage:

· Step 1): MS A has disagreed with a decision by MS B concerning residence and has sent an SED H004 to MS B for that reason (F-H002). 

· Step 2): MS A also sends an SED H005 "Request for Information on Residence" (F-H004) in order to exchange information on details concerning residence. MS B responds with SED H006 "Reply to Request for Information on Residence" (still F-H004). 

· Step 3): Once MS A has enough information of the elements to determine residence, it can propose on SED H003 (F-H003) which country should be considered to be the State of Residence. MS B replies with an SED H004 (still F-H003) on which it accepts the proposal, makes a new proposal or rejects the proposal completely.

· Step 4): The possible new proposal can be accepted or rejected with SED H004 (F-H002).

F-H002 (disagreement with decision):


MS A
MS B

F-H004 (exchange of information):


MS A
MS B

MS B replies to request by means of H006 


MS A
MS B

F-H003 (proposal and reply to proposal):


MS A
MS B

MS B replies to request by means of H004 


MS A
MS B

F-H002 (possible answer to counterproposal):


MS A
MS B

2.2.1 Business Flow H002 – Determination of Residence: disagreement with a decision already taken on residence or reply to a proposal to determine the State of residence made in F-H003

General description

F-H002 is the flow for the notification of disagreement with a decision taken concerning residence. It is based on Article 11 Regulation (EC) 987/2009.

F-H002 is used in situations where a MS has taken a position or decision on residence and another MS disagrees with this determination. In these cases F- H004 can be started either simultaneously by the MS who disagrees or by the MS who receives the notification of the disagreement in H004. If there is a sector specific SED on the basis of which the Member State of residence has been determined, the ID of this SED should be provided, as well as the reason(s) for disagreement.

F-H002 can also be used as a reaction to a proposal to determine the State of residence in F- H003.
2.2.2. Business Flow H003– Determination of Residence: notification of residence or new proposal of state of residence in situations of disagreement

General description

F-H003 is the flow which is used in order to reach an agreement on the State of Residence in situations where there has been a difference of views between the institutions of two or more Member States as referred to in Article 11 Regulation (EC) 987/2009 on which state should be considered as the State of residence.
F-H003 is used after the initial disagreement stated in SED H004 in F-H002 and after the exchange of information using SEDs H005 and H006 in F-H004. In SED H003 one of the Member States concerned proposes the state of residence and the starting date of the proposed residence. Reasons for the proposal should be provided, including information on the starting date, if relevant.

2.2.3. Business Flow H004 – Exchange of information on Residence

General description

F-H004 is the flow for the exchange of information concerning residence. The information to be exchanged based on the elements of residence listed in Article 11 Regulation (EC) 987/2009. The guidance in Article 11(1) of Regulation (EC) No 987/2009 consists of a checklist of issues or criteria that can be used in assessing a person's residence
F-H004 can be used either for gathering information for the national decision on residence or for comparing information concerning elements of residence in order to reach an agreement on residence in cases where the Member States concerned have a difference in views. F-H004 can be used alone or combined with F-H002 (where there more information is needed after an institution has expressed that it disagrees) and F-H003 (a notification or proposal on the State of residence).

When requesting information with SED H005 the institution in the sending MS fills in the information concerning the elements of residence which it has available at national level and states which points it would want the receiving MS to give its details for. In the reply, SED H006, the other MS fills in the requested information regarding elements of residence in its country. The information received can be compared with the information of the sending MS, on the basis of which an institution can determine the Member State of residence, or make a proposal which Member State should be considered as the State of residence.
2.3. Business Flow H005 – Reimbursement of Administrative Check / Medical Examination

GENERAL DESCRIPTION

F-H005 is the flow for reimbursement of expenses related to requested administrative checks or medical examinations between the creditor and debtor institutions in two Member States based on Article 87 Regulation (EC) 987/2009. This flow may follow only after administrative checks / medical exams were requested, confirmed and provided within a sector flow. F-H005 is a purely “financial” flow and its simple aim is to enable money transfers between institutions of two Member States after the medical examination was carried out or administrative assistance was provided. Whenever a specific sector reimbursement flow is defined (e.g. for family benefits), this sector specific flow should generally be used instead of F-H005.
F- H005 consists of the SEDs:

H020 sent by the creditor institution of one MS to the debtor institution of another MS to request reimbursement of an administrative check or medical examination provided, and 

H021 sent always back by the debtor institution to the creditor institution to reply to a request for reimbursement. 

The creditor institution is the institution which was requested to carry out a medical examination / administrative check by the debtor institution. The request will have been made within a sector flow. (Debtor institution may be eventually also another institution appointed by the institution which was requesting the medical examination / administrative check.)

As Article 87(6) Regulation (EC) 987/2009 indicates the direct communication between creditor and debtor institutions, it should be agreed between bilaterally that the creditor or the debtor institution’s role is overtaken by a liaison body. In such a case two scenarios are possible:

· the liaison body is to be indicated in the SED as the sending/ receiving institution,
· the creditor/debtor institution is to be indicated in the SED as the sending/ receiving institution but the SED is in fact sent to the agreed liaison institution.
Both SEDs may refer either to one claim only (where the global claim is an individual claim), or to more individual claims (where the global claim is the sum total of individual claims (concerning one or more persons). In either case, sufficient identification data for both, global and individual claims have to be provided by the creditor as well as the debtor institution within the flow. 

The SEDs enable also rejection of the whole requested claim (global or individual) or rejection of a part of the requested amount of the individual claim. Since time limits for reimbursement are not provided by the Regulations, they may only be mentioned in “Additional information”.

THE MOST COMMON SCENARIOs 

1)  MS A sends MS B a global claim for Reimbursement of e.g. three medical examinations from MS B. These medical examinations were requested by MS B from MS A within three flows for purposes of health assessment of three claimants, and MS A provided the requested medical documentation to the MS B. SED H020 contains global amount for all examinations plus three amounts for three individual claims, always referring to particular flow.


MS A 
MS B

2) MS B sends a Reply to Claim for Reimbursement to MS A by which MS B confirms that the total requested amount was approved and transferred on the MS A´s account. 


MS A 
MS B

OR

2) MS B sends MS A back a Reply to Claim for Reimbursement in which MS B approves only two of the requested payments and in one individual case MS B refuses to reimburse the examination because medical documentation was not provided as requested by MS B (within the sector flow). MS B states this explicitly in part 2.5 and 3.4 of SED H021. 


MS A 
MS B

AND AFTERWARDS NEW F- H005 HAS TO START:

1) MS A sends MS B another Claim for Reimbursement of Medical examination and attaches the requested medical documentation in the individual case. 

MS A
MS B

Remark: Requested Medical documentation may also be sent as attachment to SED H001 or within a sector flow.

2) MS B sends MS A a Reply to Claim for Reimbursement where MS confirms payment requested.


MS A
MS B

REMARK:

Institutions have to provide sufficient specification of any requested amount e.g. individual claim as well as of any transferred payment and bank connections. Stating the reasoning of rejection is required as well.  
2.4. Business Flow H006 - Claim for Death Grant

General description

F-H006 is the flow for claim for death grant based on Articles 42 and 43   Regulation (EC) 883/04 and Article 42 Regulation (EC) 987/2009 and is designed to communicate information from the Member State where the person has died to the competent Member State or the Member State of residence, which shall send it to the competent Member State. The sending institution provides the receiving institution with necessary information, to enable the competent institution to act upon a claim for a death grant. 
F-H006 consists of the following SED:

H 030 – Claim for Death Grant.

THE MOST COMMON SCENARIO(S):

1) MS A sends MS B the necessary information to decide on a claim for a death grant from MS B with all necessary information


      MS A 
MS B

2) MS A sends MS B the necessary information to decide on claim for a death grant from MS B and then MS B needs more information


MS A 
MS B

MS B asks MS A for additional information by means of H001 


MS A
MS B

MS A sends MS B requested information by means of H002 

MS A
MSB

REMARK:
If an exchange of information or communication of additional information is necessary in addition to that provided for by F-H006, use F-H001. 

2.5. Business Flow H007 - Claim for pre-retirement Benefit

General description

F-H007 is the flow for claim for pre-retirement benefit based on Articles 3 (1) (i), 66 Regulation (EC) 883/04 and is used when a person lives in another Member State than the one competent for the payment of a pre-retirement benefit. The sending institution provides the receiving institution with the necessary information, to enable the competent institution to act upon a claim for a pre-retirement benefit. 
F-H007 consists of the following SED:

H 040 – Claim for pre-retirement benefit.

THE MOST COMMON SCENARIO(S):

1) MS A sends MS B claim for pre-retirement benefit from MS B with all necessary information


MS A 
MSB

2) MS A sends MS B claim for pre-retirement benefit from MS B and then MS B needs more information


MS A 


    MSB

MS B asks MS A for additional information by means of H001 


MS A
MS B

MS A sends MS B requested information by means of H002 


MS A
MSB

REMARKS:

If an exchange of information or communication of additional information is necessary in addition to that provided for by F- H007, use F- H001. 

2.6. Business Flow H008

This Flow and its associated SEDs will be added to the Guidelines at a later stage pending further consideration.
2.7. Business Flow H009 - Transmission of claim/document/information

The flow is used if a person has mistakenly submitted a claim, a document or any relevant information to an institution in the territory of a Member State other than that in which the institution designated in accordance with the Regulation (EC) 987/2009 is situated. The claim, document, or information should be resubmitted without delay by the former institution to the institution designated in accordance with the Regulation (EC) 987/2009. This can be done directly to the designated institution, or indirectly via the liaison body. The receiving institution should respond if it accepts, refuses or has forwarded the transmission.
This flow can also be applied in the situation where a claim for benefit is submitted to a MS in which the relevant benefit does not exist. In that case this MS transfers the claim to the insurance institution in the MS which is competent to process a claim under the Regulations.

F-H009 consists of the following SEDs:

H065 – Transmission of claim/document/information, and  

H066 – Reply to transmission of claim/document/information.

F-H009 starts with SED H065 (Transmission of claim/document/information), it ends with H066 (Reply to transmission of claim/document/information). The SED H066 is used for answering on H065.
THE MOST COMMON SCENARIO(S):

1) MS A transfers MS B the claim/document/information by means of H 065


MS A
MS B

MS B replies to request by means of H066 


MS A
MS B

2) MS A transfers MS B mistakenly submitted by the interested person claim/document/information by means of H 065


MS A
MS B

MS B replies to request by means of H066 


MS A
MS B

MS B transfers claim/document/information to the relevant institution in MS C (point 4.1.1 in SED H066)

MS B
MS C

MS C can reply by means of H002 


MS B
MS C

REMARKS:

If an exchange of information or communication of additional information is necessary in addition to that provided for by F-H009, use F-H001 e.g. it also concerns the situation of sending the claim/document/information to the other relevant institution in the next MS. 

3. DESCRIPTION OF SEDS 

horizontal SeDs can be used independent or following a sector sed. the use of horizontal seds is without precedence to the sector sEds in which targeted information is exchanged.
3.1 SED H001 - Request for information/additional information

I. General description  

This SED is optional, generally only to be sent in situations where the information to be communicated is not provided for in the sector specific SEDs, or if additional information is exchanged at a later stage.  It is used in case an institution needs more information (as SED to exchange information) or communicates additional information concerning a change in the circumstances of the person concerned which influences or might influence the right to a benefit or the amount of the benefit and used for communicating any useful information regarding the case or event (as SED to transfer additional information without a request).

The SED can also be used as a reminder to exchange information that is not covered by sector SEDs. The SED H001 is a supplement to other SEDs and it may not be used to replace a SED already available in the sector concerned, and which has been especially designed for that purpose, in particular  a SED for a claim to  benefit.
CORRESPONDING FLOWS:

F-H001, F-H006, F-H007, F-H009, Business Flows in other sector if needed 

II. SED-SPECIFIC DESCRIPTION

The notes below should be read in conjunction with the Explanatory Notes for each SED, and cover only those points where the information in the Explanatory Notes needs to be complemented.

Point 1.2.2 “Status of the person”: 

The point defines status of the person concerned in the sending country. If “Status of the person” in the sending country is different from what it is in the receiving country it should be indicated by the sending institution as additional information in point 5 “Additional information/change in circumstances”.   

Section  4 “Request/reminder”: 

The section needs to be filled in if SED H001 is sent as a request for information.

SED H001 can be used as a reminder only after previous communication with the receiving institution. In that case it is advisable that the sending institution specifies the date of the previous request.
Section 5 “Additional information/change in circumstances” :

Section “Additional information/change in circumstances” includes any useful information concerning the case/event that was not provided in the initial SED because it was not known/available when the SED was originally submitted. 

Information that has already been provided elsewhere in the SED should not be repeated.

In connection with Article 5 Regulation (EC) 883/2004 the communication of information may concern a change of circumstances which influences or might influence the right to benefit/amount of the benefit, plus any useful information regarding the case/event in any sector (about death for example). The competent institution provides the other institutions concerned with the information without a request.

Section 6 “Attachments”:

Documents enclosed to the SED should be scanned. Both boxes – “Documents” and “Other” should be ticked scanned or other documents are enclosed simultaneously. Additional explanation of about the document(s) may be given in the section "Attachments" if necessary.

3.2 SED H002 - Reply to request for information

I. General description   

Reply to request for information which was sent with the H001. This SED is used only for answering an H001.  SED H002 can be used in any sector. 

CORRESPONDING FLOWS:

F-H001, F-H006, F-H007, F-H009, Business Flows in other sector only as reply to H001

II. SED-SPECIFIC DESCRIPTION

Point 2.2.2 “Status of the person”:  

The point defines status of the interested person in the sending institution. If “Status of the person” in the sending country is different from that in the receiving country it should be indicated by the sending institution in “Additional information”. 

Section 4 “Reply to requested information”:

The section to be filled in if SED H001 was sent as a request for information.

Section 5 “In response to request”:

The section to be filled in if SED H001 was sent as a request for information.

Point 5.2.3 - it is possible to reply that the institution is unable to send a specified SED and to explain the reason why. 

Section 7 “Attachments”:

The documents enclosed to the SED should be scanned. Both boxes “Documents” and “Other” should be checked if “Document(s)” and “Other” are enclosed simultaneously additional explanation of about the document(s) may be given in the section "Attachments" if necessary.

3.3 SED H003 Proposal/Notification on State of Residence
I. GENERAL DESCRIPTION:

SED H003 is used to either communicate a proposal on which Member State should be considered as the State of residence or to notify the already determined State of residence. 

SED H003 can be followed by SED H004,(Reply to proposal on State of residence/Disagreement with decision on State of residence) or be sent alone as a notification of state of residence.

CORRESPONDING FLOWS:

F-H003

II. SED-SPECIFIC DESCRIPTION

Section 4 "Type of information":

· Point 4.2. concerning "proposal of the state of residence" is used when there has been disagreement about which MS is the state of residence. The SED H003 is used in these cases usually after previous exchange of information concerning residence by using H005 and H006.  After having received the requested information, either the MS who sent the H005 or the MS who sends the H006 may send  SED H003 together with the “proposal of State of residence”. The proposed state of residence should be indicated in point 4.2.1. The date from which it is proposed to be the state of residence should be indicated in point 4.2.2. Explain the reasoning for the proposal in point 4.2.3.

· Point 4.3. concerning "notification of the state of residence" can be used on its own or combined with previous exchange of information concerning residence. It is an optional way to inform the other MS(s) of the decision concerning residence made in a MS. It is not used in situations where there is disagreement on which Member State should be considered as the State of residence. In H003 the State of residence is stated in point 4.3.1., and the date from which it is considered to be the State of Residence is stated in point 4.3.2. The reasoning of the notification can be explained in point 4.3.3. 

3.4 SED H004 Reply to proposal on state of residence/Disagreement with decision on State of Residence
I. GENERAL DESCRIPTION:

SED H004 is used to disagree with a decision on the State of residence that has already been taken (at national level or in another sector). It is also used to react on a proposal for a State of residence made in SED H003.

SED H004 can be sent on its own or in reply to SED H003. It can be a reaction to a sector specific SED where necessary in order to state disagreement with determination of residence stated in that sector SED.

CORRESPONDING FLOWS:

F-H002, F-H003, Business Flows in other sector if needed

II. SED-SPECIFIC DESCRIPTION

If SED H004 is used as a reply to a proposal for a state of residence in SED H003, you should fill in section 4.

If SED H004 is used to communicate the disagreement with the determination of the State of residence, you should fill in section 5. 

Section 4 "Reply to proposal on state of residence":

· In point 4.1. you should state whether the proposal on the State of residence sent on H003 is accepted or rejected. If it is rejected you should also choose the correct box to tick based on whether or not your rejection also includes a new proposal. 

· If the proposal is accepted, tick the box "Accept proposal" in point 4.1. and fill in point 4.2. Confirm the proposed state of residence by stating it in point 4.2.1. State also the starting date from which a Member State shoud be considered the State of residence  the of residence. 

· If the proposal is not accepted but you wish to propose another solution, tick the box "Reject proposal with new proposal" in point 4.1. and fill in the point 4.3. Fill in the name of the proposed State of residence in point 4.3.1. and the date from which that state is deemed to be the state of residence in point 4.3.2. It is important to inform the reasoning for the rejection as detailed as possible in point 4.3.3.

· If the proposal is rejected without a new proposal, tick the box "Reject proposal and start dialogue or conciliation procedure". 

Section  5 "Disagreement with decision on residence":

This section is used in order to state disagreement with a national or sector decision on residence (as referred to in Article 11(1) of Regulation987/2009. The decision on residence is evident either from an H003 which has been used as a notification or from a sector SED which includes a Member States' position on residence. 

When filling in point 5.1. you should indicate the individual ID number of the SED on which residence is stated and with which you disagree. In point 5.2. you should also mention the date on which this decision was made. In point 5.3. it is important to explain the reason(s) for the disagreement. In case of disagreement with the decision on residence, SED H005 should be followed by F-H004.

III. THE MOST COMMON SCENARIO:
See scenario under description of SED H003

3.5 SED H005 Request for Information on Residence
I.
GENERAL DESCRIPTION:

SED H005 is a request for information to determine or verify the residence ( "centre of the interest") of a person. The guidance in Article 11(1) of Regulation (EC) No 987/2009 consists of a checklist of issues or criteria that can be used in assessing a person's residence.  Depending on the situation, not all the issues in the list may be relevant or need to be assessed.  The list is only indicative and Article 11(1) makes clear that the aim of the institutions should be to reach agreement on "the centre of interests of the person concerned".  Articles 11(1) (a) and (b) then list the various factors ("elements") that the institutions can take into account in their overall assessment of a person's centre of interests.  

SED H005 can be used to initialize flow F-H004 (Exchange of information on residence). It can also be used in connection with the SED H004 with which disagreement on the State of residence is communicated, in case more information is needed to determine the actual State of residence.
CORRESPONDING FLOWS:

F-H004

II. SED-SPECIFIC DESCRIPTION

Section 3 "Request for information":

Mention the points for which additional information is requested and/or describe the kind of information requested. If information concerning all of the points is not required, indicate please indicate the specific points for which information concerning residence is requested. 

Section 4 "Elements to determine residence":

· This point is to be filled out with information the sending institution has available of the person and which is of relevance to determine the State of residence of the person concerned..

· After choosing in point 4.1.1 which type of address, permanent or other, is available, please fill in the details of each address under point 4.1.2. Repeat these points as many times as there are addresses filled in. Explain in point 4.1.3. what is/has been the duration of the presence in the MS(s) mentioned. In point 4.1.4. you should evaluate the continuity of the person's presence in those MS(s).

· Point 4.3. is intended for the description of the nature and specific characteristics of the person's activity. Here you should describe all activity the person has, both gainful and non-gainful, irrespective of where the said activity takes place.

Describe the person's gainful activity in point 4.3.1. Under point 4.3.2. you should describe any non-remunerated activity the person has. The duration of the activity/activities mentioned in points 4.3.1. and 4.3.2. should be mentioned in point 4.3.3., especially the duration of any work contract 

The location, especially the country/countries, where the gainful or non-gainful activity is habitually pursued, should be detailed in point 4.3.4. Describe the nature of the activity/activities in point 4.3.5., especially the stability of the said activity. 

· Point 4.4. relates to students and the source of their income should be stated in this point (when being non-active persons).

· Describe the person's housing situation in point 4.5. and especially evaluate the permanency of the person’s tenure .

If known, the MS in which the person is deemed to reside for taxation purposes should be indicated in point 4.6. Alternatively, you should state whether or not the person is deemed for taxation purposes to reside in the MS of the sending institution. 

· Point 4.7. is for describing the person's family status and family ties. Fill in the spouse's/partner's name and the place of residence, especially the country. Fill in the name/s of the person's children, as well as their place/s of residence and the place/s where the children go to school

· Point 4.8. is for filling in any information concerning the person's intention, as  it appears from the various facts and circumstances set out in Article 11 (1) of Regulation (EC) No 987/2009, especially the reasons that led the person to move.A person's intention does not need to be explicit and can be assessed according to a range of circumstances concerning his move.   Where the person has made an explicit statement of his intention, this statement can only be considered as decisive where it is consistent with the other facts and circumstances concerning his move.  

III. THE MOST COMMON SCENARIO:
This SED and flow F-H004 might be used either on its own in order to find out more information for making a national decision concerning residence (see below) or in order to find out additional information of the elements concerning residence in both Member States so as to find a common view concerning residence in a specific case (See scenario under description of SED H003).

3.6 SED H006 Reply to Request for information on Residence
I GENERAL DESCRIPTION:

This SED is a reply to a request for information in SED H005.

CORRESPONDING FLOWS:

F-H004

II. SED-SPECIFIC DESCRIPTION

Point 3 "Reply to request for information":

· In point 3.1. fill in the date of the request sent on H005. Point 3.2. is for giving information of the person's circumstances in the MS sending the H006. Information can be given also for points that were not specifically requested in the H005. 

· Point 3.2.1. is repeatable and it includes details on the person's address, as well as the duration and the continuity of the person's presence in the country where the address is. After choosing in point 3.2.1.1. which type of address, permanent or other, that are known to you, fill in the details of that address in point 3.2.1.2. Repeat these points as many times as there are addresses filled in.

· Explain in point 3.2.1.3. what is/has been the duration of the presence in the MS mentioned. In point 3.2.1.4. you should evaluate the continuity of the person's presence in that MS.  

· In point 3.2.2. you should tick the relevant box indicating the status of the person in your view
· Point 3.2.3. is intended for the description of the nature and specific characteristics of the person's activity. Here you should describe all activity the person has, both gainful and non-gainful, irrespective of where the said activity takes place. Describe the person's gainful activity in point 3.2.3.1. 

· In point 3.2.3.2. you should describe any non-remunerated activity the person has. The duration of the activity/activities mentioned in points 3.2.3.1. and 3.2.3.2.should be mentioned in point 3.2.3.3., especially the duration of any work contract. The location, especially the country/countries, where the gainful or non-gainful activity is habitually pursued, should be detailed in point 3.2.3.4 Describe the nature of the activity/activities in point 3.2.3.5., especially the stability of the said activity. 

· Point 3.2.4. relates to students and the source of their income should be stated in this point.

· Describe the person's housing situation in point 3.2.5. and especially evaluate the permanency of that housing.

If known, the MS in which the person is deemed to reside for taxation purposes should be indicated in point 3.2.6. Alternatively, you should state whether or not the person is deemed for taxation purposes to reside in the MS of the replying institution.  

· Point 3.2.7. is for describing the person's family status and family ties. Fill in the spouse's/partner's name in point 3.2.7.1. and his/her place of residence, especially the country, in point 3.2.7.2. The name of the person's children should be mentioned under point 3.2.7.3. and the place(s) of their residence in point 3.2.7.4. The place/s where the children go to school should be filled in under point 3.2.7.5.

· Point 3.2.8. is for filling in any information concerning the person's intention, especially the reasons that led the person to move.

III. THE MOST COMMON SCENARIO:

This SED and flow F-H004 might be used either in  their own in order to find out more information for making a national decision concerning residence (see scenario under SED H005) or in order to find out additional information of the elements concerning residence in both Member States so as to find a common view concerning residence in a specific case (See scenario under description of SED H003).

3.7 SED HO20 Claim for – Reimbursement – Administrative Check/Medical Examination, and

3.8 SED H021 Reply to Claim for Reimbursement – Administrative Check/Medical Examination

I. GENERAL DESCRIPTION:

The SED H020 is in effect an electronic invoice and SED H021 is a reply to SED H020.

Both SEDs may refer either to one claim only (where the global claim is an individual claim), or to more individual claims (where the global claim is the sum total of individual claims (concerning one or more persons). In either case, sufficient identification data for both, global and individual claims have to be provided by the creditor as well as the debtor institution within the flow. 

Individual claim refers only to one case (e.g. one person concerned) and to one SED ID (e.g. identification number of a sector SED generated by an AP; by this sector SED the debtor institution requested administrative control / or medical check from the creditor institution).

Payments´ identification has to be provided always to both global and to individual claims. Identification of a payment of the global claim is provided by the payment reference for transfer of creditor institution and this payment reference is provided by the creditor institution. Identification of a payment of the individual claim is an invoice number (plus eventual further data like case number) and is provided by the debtor institution.

Acceptance means that a certain amount will be transferred into a bank account and implies that the debtor institution will be obliged to transfer that amount into the bank account of the creditor institution.

Rejection of the requested payments may refer to:

· the whole requested amount = amount requested by the global claim, or

· a part of the whole requested amount 

· the amount requested by an individual claim

· a part of the amount requested by an individual claim

In case, that only a part of the requested whole amount is rejected, creditor institution has to add a reference to the individual claim (and amount) with a reasoning of the rejection. 

CORRESPONDING FLOW:

F- H005 , F- H001
II. SED-SPECIFIC DESCRIPTION

H021

Point 2.5.1 “Total number of rejected claims”
Insert here the total number of all rejected individual claims as requested by H020

Section 3.4  “Rejection” 

Insert here all data referring to the concrete individual claim only
Example:

Global claim consists of 3 individual claims: A –100 EUR, B –200 EUR, C – 300 EUR. This means that the whole amount requested for the global claim is = 100 EUR + 200 EUR + 300 EUR = 600 EUR. Creditor institution rejects the whole payment for individual claim B. Payment for claim B is rejected because the medical check´s documentation was not readable. Creditor institution will fill SED H021 as follows:

Part on global claim

	2.5 Rejection 13

	2.5.1 Total number of rejected claims
	 1

	2.5.2 Total amount of rejected claims in currency of creditor institution14
	 200


Part on individual claim

	3.4 Rejection20

	3.4.1 Rejection
	

	
	Of the whole amount claimed

	(
	Of a part amount claimed

	3.4.2 Amount not accepted in currency of creditor institution
	 200

	3.4.3 Currency of creditor institution21
	 EUR

	3.4.4 Reasoning22
	

	
	Quality of the medical check

	(
	Reason for reimbursement is not justified

	(
	Other

	
	

	Please fill in the following if "Reasoning" = "Other" : 

	3.4.5 Other
	


3.9  SED H030 - Claim for Death Grant

I. General description   

SED H030 “Claim for Death Grant” is used when a person has died in another Member State than the competent Member State and the claim is made in the Member State where the person has died. The sending institution (institution of place where the person died), sends to the receiving institution (competent institution or the institution of the place of residence a claim (application) for death grant made under the legislation applied by the competent institution. 

The claim should include information required under the legislation applied by the competent institution.

SED H030 can be used in any sector from which entitlement to death grant arises.

CORRESPONDING FLOWS:

F-H001, F-H006, F H009 

II. SED-SPECIFIC DESCRIPTION

Section 2 “Deceased Person”:

One SED for each deceased person should be sent. 

Section 3 “Claimant”:
Section “Claimant” includes identification data of the natural person/legal person/funeral undertaker who claims the death grant. One SED for each claimant should be sent. 

· Point 3.3 “Other type of the Claimant”: 

Show if the claimant who is not a natural person, is:

· legal person who covered some or all of the funeral cost or

· Funeral undertaker or an agent or representative of an undertaker.

· Point 3.3.3 “Name of person entitled to represent legal person/undertaker”:

· Point “Name of person entitled to represent legal person/undertaker” includes family name(s) and forename(s) of the natural person who represents legal person/funeral undertaker.

Section 4 “Additional information on the claim for death grant”
Point 4.2 “Date of claim” includes information on the date when the claim for death grant was submitted in the sending institution.

Section 8 “Please find attached following document(s)”:

The application (claim) for death grant submitted by the claimant in the sending institution in any (written) form (e.g. national application) should be attached to the SED H030. Also include information required under the legislation applied by the receiving institution (competent institution) and other required documents e.g. certificate of death, invoices. These documents, including the claim submitted by the claimant, are attached as scanned documents. 

3.10  SED H040 - Claim for Pre-retirement Benefit

I. General description  

SED H040 ”Claim for Pre-retirement Benefit” is used when a person makes a claim for a pre-retirement benefit in another Member State than the competent one. The sending institution (institution of place of residence of the claimant), sends to the receiving institution (competent institution) a scanned claim (application) for pre-retirement benefit in accordance with legislation applied by the competent institution The claim should include information required under the legislation applied by the competent institution.

SED H040 can be used in any sector from which entitlement to pre-retirement benefit arises.

CORRESPONDING FLOWS:

F- H001, F- H007, F- H009   

II. SED-SPECIFIC DESCRIPTION

Section 2 “Claimant”: 

The section “Claimant” includes identification data of the natural person who submits a claim for a pre-retirement benefit.

Section 3 “Person employment/self-employment details”:

Section 3 includes available information on employment/self-employment of the claimant, in particular in MS of the sending institution but also available information on employment and self-employment in other Member States.

· Point 3.1 “Status of activity”:

It can include information about more than one activity (e.g. two activities in two different MS or two different activities as employed and self-employed in one MS or in one MS person is still employed/self-employed and in other MS employment/self-employment was reduced). 

· Point 3.1.4 “Person reduced Employment/Self-employment” :

The point includes information if the claimant’s activity as employed/self-employed was reduced but this activity is still being run in limited scope and if “yes” there should be information on which date he/she reduced his/her activity.

· Point 3.1.5 “Person suspended Employment/Self-employment”:

The point includes information if the claimant suspended his/her activity as employed/self-employed and if “yes” there should be information on which date he/she suspended the activity.

· Point 3.1.6 “Person intends to retire from Employment /Self-employment ”:

The point includes information if the claimant is going to retire from his/her activity as employed/self-employed and if “yes” there should be information on which future date he/she is going to retire.

· Point 3.1.7 “Person intends to take up Employment/ Self-employment ”:

The point includes information if the claimant is going to take up activity as employed/self-employed and if “yes” there should be information on which future date he/she is going to take up the activity.

· Point 3.2 “If person still pursuing or intends to take up employment or self-employment please state the monthly amount of income”:

The point includes information on amount of income of claimant from activity as employed or self-employed (income before any deductions) and the currency. This information is needed because in some MS legislation provides deduction of pre-retirement benefits due to fact that person is receiving income as employed/self-employed.

· Point 3.4 “Country which legislation was applicable during last employment or self-employment activity”:

The point includes information on country which legislation was applicable according to Title II of Regulation (EC) No 883/2004 when the claimant was lastly employed/self-employed.

· Point 3.5 “Last employer details”:

It includes information on last employer of the claimant (e.g. name of the employer, country where the claimant was employed, address of the employer and its identification data).

· Point 3.6 “Reason for termination of the last employment/self-employment”:

The point includes information on reasons why the claimant stopped his/her activity as employed/self-employed. 

Section 4 “Person benefit details”:

It includes information if  the claimant is receiving/was receiving/is going to receive benefit or not. If he/she is/was applied/granted/denied/provisionally granted some benefits appropriate box is ticked and there should be information about institution which is paying the benefit and starting date and end date of benefits payment.

Section 5 “Period of receiving unemployment benefits”:

It includes information about start date and end date of receiving unemployment benefits and which institution is/was paying the unemployment benefit.

Section 6 “Information on representative/legal guardian”:

Section 6 includes information on representative/legal guardian that represents the claimant.

Section 7 “Information on payment”:

Section 7 includes information to whom the pre-retirement benefit shall be paid (to claimant or to his/her representative/legal guardian) and it includes bank details.

Section 8 “Miscellaneous”:

The section includes information on the date when the claim for pre-retirement benefit was submitted in the sending institution. And point “Remarks” can include information about the claim.

Section 10 “Please find attached following document(s)”:
To SED H040 should be attached the application (claim) for pre-retirement benefit submitted by the claimant in the sending institution in any (written) form (e.g. national application) which includes information required under the legislation applied by the receiving institution (competent institution) and other required documents. These documents, including claim submitted by the claimant, are attached as scanned documents. 

3.11 SED H061

This Flow and its associated SEDs will be added to the Guidelines at a later stage pending further consideration,

3.12 SED H062

This Flow and its associated SEDs will be added to the Guidelines at a later stage pending further consideration,

3.13 SED H063

This Flow and its associated SEDs will be added to the Guidelines at a later stage pending further consideration,

3.14 SED H064

This Flow and its associated SEDs will be added to the Guidelines at a later stage pending further consideration,

3.15  SED H065 - Transmission of claim/document/information

I. General description  

The SED contains a specific set of data, with which a claim, document or other information which has mistakenly been provide to the wrong institution by a person, is transmitted.
SED is optional and only to be sent if needed. It can be sent to liaison body of the receiving Member State too, if the relevant institution is not known.

Possibility to enclose a scanned document or (other) information and the claim for various types of benefits with documents attached to the claim.

CORRESPONDING FLOWS:

F- H001, F-H009, Business Flows in each sector if needed 

II. SED-SPECIFIC DESCRIPTION

Section 4 “Additional information concerning claim/document/information”:

Provide all the necessary information concerning the claim, other documents transmitted. 

This SED is addressed primarily to the institution in other MS and for this reason the sending institution should give as much information as possible accompanying the transmission of the claim, document, or information and to enable acting upon claim among others.

Section 5 “Reasons for transmission:
The reasons for transmission need to be stated by sending institution.  

Section 6 “Please find attached following documents):

The documents enclosed to the SED should be scanned. The listed types of scanned documents can be checked all or more than one if they are enclosed simultaneously. 

3.16 SED H066 - Reply to transmission of claim/document/information

I. GENERAL DESCRIPTION   

Reply to transmission mistakenly submitted claim, document, or information by the person concerned which was sent using H065. The SED is used only for answering on H065.  It is mandatory to answer.
CORRESPONDING FLOWS:

F- H001, F- H009, Business Flows in each sector only as reply to H065

II. SED-SPECIFIC DESCRIPTION

Section 4 “Reply to transmission of claim/document/information”:

Institution which receives the claim, document, or information takes a decision concerning transmission accept/do not accept or forwarded to the other relevant institution and stating the justification of the decision. If the claim, document, or information has been forwarded subsequently, then country code, institution code and institution name - should be given as well.

The institution to which the claim, document, or information was submitted may provide verification when it has established a fact in connection with a claim, document, or information under its own legislation. SEDs H001 and H002 can be used to exchange this documentation. 

The institution may forward a scan of a claim, document, or other information and supporting documents submitted with them.

The interested person should keep a copy of the claim, document orinformation and supporting documents for their records.

Section 5 “Information on the receiving institution”:

The sending institution provides receiving institution with information about type of institution and specification on one of the institutions listed in point 5.1.

Section 6 “Date of the receipt of the claim/document/information”:

Where data are transferred  indirectly via the liaison body of the Member State of destination, time limits for responding to claims shall start from the date when that liaison body received the claim, as if it had been received by the institution in that Member State.

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/horizontal&vm=detailed&sb=Title
ANNEX II – Correlation table

The correlation table (and any possible updates performed to it) 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/horizontal&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 of several SEDs and it is 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 Document. 

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.


H001








H001








H002





H004








H005








H006





H003








H004





H004








H020





H021





H021





H020








H021





H030








H030








H001





H002








H040








H040








H001





H002








H065








H066





H065








H066





H001








H002








6

