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	Sophia-Antipolis, 10 December 2014
Invitation to the mWT#01 meeting
On 14 to 15 January 2015 in Sophia Antipolis
Link to registration & meeting documents http://webapp.etsi.org/MeetingCalendar/MeetingDetails.asp?mid=16216

	Dear Colleague,
On behalf of Mr Renato Lombardi (renato.lombardi@huawei.com) convenor of ISG mWT ETSI has the pleasure of informing you of the arrangements for the above-mentioned meeting.

	ADDRESS OF THE MEETING

	ETSI Main Building 
650 Route des Lucioles
06921 Sophia Antipolis
France
Phone: +33 492 94 42 00 (switchboard)  Fax:+33 493 65 47 16
Check room allocation on display screens.
Building open hours 7.30  am to 8 pm (local French time)

	MEETING SCHEDULE

	The meeting will start on 14 January 2015 at 09:30 
and end on 15 January 2015 at 17:00
Distribution of badges will start ½  hour before the start of the meeting

	REGISTRATION

	Please use this link to REGISTER asap.
Delegates who have not signed the ISG mWT agrement are not permitted to attend this meeting. Please sign the ISG mTW Member or Participant agreement in order to participate:
http://portal.etsi.org/tb.aspx?tbid=833&SubTB=833 
Please collect your badge at the registration desk or (in case of late arrival) at the reception. 

	VISA
	Delegates who require a personal invitation letter for their visa application should fill in the form available at: http://portal.etsi.org/meetings/visa/visa.htm


	INPUT DOCUMENTS
	Should any document be prepared for consideration at this first meeting, please send them to pietro.nava@huawei.com or Nader.Zein@EMEA.NEC.COM
cc renato.lombardi@huawei.com

All documents (inputs and outputs) are numbered on the same list for the whole year 2015 (i.e. documents for all meetings in the year will be numerically consecutive).
Output documents will be identified as Annexes (i.e. ISG mWT(15)01_001aXY) to the ISG mWT(15)01_001Report of meeting #01 January 2015.


	SUBMISSON PROCEDURE
	ISG mWT Members, wishing to submit documents, should have an ETSI EOL account and password or should operate through their company colleagues having it. 

Members not having an EOL UID/PW for the access can ask it at:  http://webapp.etsi.org/createaccount/ 

Before any action, it is suggested to open the ETSI Portal at the ISG mWT page. http://webapp.etsi.org/MeetingCalendar/MeetingDetails.asp?mid=16216 and to make your personal LOGIN on top-right of the page (this will allow all the possible operations).


Clicking the folder “Contributions”, Members are then required to use the automatic document reservation tool in the page by clicking the “new contribution” in the top-left of the “Contribution” window.

Document Reservation could be as well made from the meeting details area at:
http://webapp.etsi.org/MeetingCalendar/MeetingDetails.asp?mid=16216 

Common procedure:

1. Fill-in the required information: Type, Title, Source, ALLOCATION (i.e. mWT#01) and WI number (if known); then click “save”
2. Please use, for the document coversheet, the document template available when reserving a contribution. 
In alternative the system offers the option of producing directly the reserved document coversheet.
3. Write the assigned number on your document as indicated by the system; the file name will be automatically renamed when uploaded.
4. Upload the file by clicking the relevant up-load icon at the end of the number assignment or, later on, clicking the “glasses icon” near the contribution and the “make available” 
In case of problem, ask assistance to isgsupport@etsi.org (Helene Schmidt) 
5. Send an email to ISG_MWT@LIST.ETSI.ORG  announcing you have uploaded it on the server


	DEAD-LINE FOR CONTRIBUTIONS
	It is important that, as usual, the input documents should be made available prior of the meeting, so that delegates may find them in ETSI server at least few days before the meeting.
In particular, you are required to act as follows:

A) Technical inputs (which affect a work item):
- 	Large documents (more than 3 pages) :	
they should be properly numbered and up-loaded in the ETSI server by Wednesday 7 January 2015.
-	Up loading of smaller documents (strictly 3 or less pages) will be exceptionally accepted till 12:00 CET Friday 09 January 2015 and processed in the same way.

NOTE : 	As requested by the template, you are asked to clearly state in the Agenda item field the Work item number, if known, on the cover sheet of the documents.

B) 	Informative documents (which do not affect any Work Item):
-	They may be produced also at the meeting and loaded directly to the server, but you are strongly suggested to act as for the technical ones in order to help delegates understanding of the document and speed-up the first day activity on general issues.

	DOCUMENTS AVAILABILITY DURING THE MEETING
	During the meeting input and output documents will be available only in an electronic format on “ETSI docbox” and accessible via the Internet access at:
http://docbox.etsi.org/ISG/mWT//05-CONTRIBUTIONS/2015/  and
 in the “contribution” folder of the Portal:  
http://portal.etsi.org/Contribution.aspx?MeetingId=16216 

Informal working documents exchanged at the meeting: 
http://docbox.etsi.org/mWT/Inbox/ (uploaded via ftp)

PC projectors will be generally used for document presentation and drafting activity.

	POWER AND PLUGS
	Voltage 220 V  French style plug

	SECURITY & RESPECT RULES 
	Please note that ETSI cannot be held responsible for any loss of or damage to equipment so you should keep your personal belongings with you at all times. Locks for laptops are available at Helpdesk.
Delegates should wear their badges at all times while they are in ETSI.

	LOCAL INFORMATION
	Map of the area, hotels, car rental etc.

	DISABLED PEOPLE
	Contact MeetingsFacilities@etsi.org if you need special care on-site (wheelchair access etc.)

	SUPPORT ON-SITE
	Meeting Support at + 33 (0)4 92 94 42 56 MeetingsFacilities@etsi.org 

	I look forward to seeing you in Sophia Antipolis.
Yours sincerely,
Hermann Brand
Director Innovation
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