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Draft Minutes Preparatory Meeting STF279


STF279 (PC) on R&TTE Steering Committee on ” Review and Revision of ETSI’s Harmonised Standards – Stage 1”

Participants

	Mr. Oliver Wheaton
	OCG R&TTED Chairman
	oliver.wheaton@lineone.net 

	Mr. Nuno Encarnacao
	AT Chairman
	nuno.encarnacao@bakom.admin.ch 

	Mr. Alain Richard
	SES Chairman
	consult.sat@wanadoo.fr 

	Mr. Michael Sharpe
	ETSI Technical Editor
	michael.sharpe@etsi.org 

	Mr. Jacques Sagne
	SES
	jacques.sagne@space.alcatel.fr 

	Mr. Georges de Brito
	ERM
	georges.debrito@francetelecom.com               


Candidates:

	Mr. Chris Cant
	Telegen / NORTEL NW Europe
	chris@telegen.co.uk 

	Mr. Barry Cartman
	Cartman dot ORG Limited / DTI
	barry@cartman.org.uk 

	Mr. Malcolm Gardner
	Finch (UK) Plc / Norwegian P&T
	jp48@dial.pipex.com 

	Mr. Kevin Mylan
	Denka Service (UK) Ltd / A.S.P.
	kevin.mylan@hmgovernment.org.uk 


Copy:

	Pierre de Courcel
	CFO
	pierre.decourcel@etsi.org 

	Mr. Gavin Craik
	ETSI EC/EFTA contract manager
	Gavin.craik@etsi.org 

	Mrs. Pascale Georges
	ETSI Contracts Assistant
	Pascale.georges@etsi.org 

	Mrs. Lucy Navas
	ETSI STFLINK Assistants
	STFLINK@etsi.org 
tel (hot-line): +33 4 9294 4950


Introduction

Mr Wheaton introduced the meeting. The agenda was approved.  The participants made a short “round the table” presentation.

Agenda:

The following agenda was approved:

1. Approval of the agenda

2. Introduction of participants

3. STF concepts

4. ETSI funding

5. Review of the STF Terms of Reference

6. Identification of tasks

7. Interviews and selection of experts

8. Possible requirement for additional experts

9. Nomination of the STF Leader

10. Distribution of tasks

11. Manpower allocation (resource and duration)

12. Steering Group, creation and announcement

13. Liaison with the reference TB and other interested bodies

14. Milestones, deliverables, work plan and sessions schedule

15. Travel plan

16. Software and Hardware requirements, use of Portal facilities

17. Information on the support from the ETSI Secretariat.

18. Administrative requirements and other organisation aspects (travels, time-log, reporting, role of the leader)

19. General information relevant to the establishment of the contracts

20. Practical information to settle in the area of Sophia Antipolis

21. Any other business

STF concept

The ETSI concept is that STF experts normally work together in Sophia Antipolis.  The STF must work according to the ToR approved by the Board.  The draft deliverables produced by the STF will be submitted for approval by the reference TB.  The work within the STF is organized by the STF leader, in co-ordination with the reference TB for technical guidance and the ETSI Secretariat for the management of resources and contracts.

STF funding

The STF is funded from the ETSI budget.  The resources available are 57 000 EUR (90 working days and 3 000 EUR for travels), corresponding to stage 1, as defined in the ToR.
Review of Terms of Reference

The Terms of Reference of this STF are approved by the Board.  These will be reviewed during the R&TTE Steering Committee, tomorrow.  A revised version of the ToR will be agreed by the Steering Group.  The revised ToR will constitute the basis for the STF work.  The STF will produce a revised ETSI Guide and a EG 201 399 and a Special Report (SR) to ERM with the recommendations for updating the ETSI Guide.
Steering Group, liaison with the reference TB and other interested bodies
The R&TT Steering Group will act as guide for the STF activity.

SG documentation is available on docbox: http://portal.etsi.org/docbox/OCG/OCG_RtteD/ 
Selection of the expert and of the STF leader

The experts have been interviewed individually.  Olly Wheaton asked each member of the selection panel to explore the knowledge of the candidates for particular points, e.g.:

· Oliver Wheaton

· Nuno Encarnacao
Wider telecoms

· Alain Richard
Radio topics

· Georges de Brito
R&TTE directives, Article 3.2

· Michael Sharpe
Procedures

· Alberto Berrini
Availability
The selection panel considered that three experts could work efficiently in this STF.  After thorough review of the outcome of the interviews, the selection panel agreed to appoint the following experts and resources:
· Chris Cant
40 days
· Kevin Mylan
40 days
· Barry Cartman
10 days

Kevin Mylan will be the STF leader.
The Chairman expressed his appreciation for the qualification of Malcom Gardner and invited him to apply for Phase 2.
Sessions plan

The following session plan has been agreed.  The initial sessions plan will be transferred by the ETSI Secretariat into the Time Allocation Management WEB application (TAM) and will constitute the reference plan for the STF working sessions.  Any changes must be agreed between the experts, the Leader and the STF Manager, before being recorded in TAM.

	from
	to
	week
	KM
	CC
	BC
	Notes

	03/01
	07/01
	1
	 
	 
	 
	 
	 
	 
	 

	10/01
	14/01
	2
	 
	 
	 
	 
	 
	 
	 

	17/01
	21/01
	3
	E
	1
	E
	1
	 
	 
	Prep. Meet. 19/1 + R&TTE 20/1

	24/01
	28/01
	4
	 
	 
	 
	 
	 
	 
	 

	31/01
	04/02
	5
	H
	3
	H
	3
	 
	 
	 

	07/02
	11/02
	6
	E
	3
	E
	3
	E
	3
	Tue-Thu

	14/02
	18/02
	7
	C
	5
	C
	5
	C
	4
	Co-ordination session in the UK - Progress Report#1

	21/02
	25/02
	8
	 
	 
	 
	 
	 
	 
	 

	28/02
	04/03
	9
	M
	2
	H
	3
	 
	 
	SC meeting 28 Feb - 1 Mar (Geneva) - Milestone A

	07/03
	11/03
	10
	 
	 
	 
	 
	 
	 
	 

	14/03
	18/03
	11
	M
	1
	 
	 
	 
	 
	16 Mar (ETSI): ERM#25 + SC + STF present. afternoon

	21/03
	25/03
	12
	C
	3
	C
	3
	 
	 
	Co-ordination session in the UK

	28/03
	01/04
	13
	C
	3
	C
	3
	 
	 
	 

	04/04
	08/04
	14
	E
	5
	E
	5
	E
	3
	Progress Report#2

	11/04
	15/04
	15
	M
	1
	 
	 
	 
	 
	SC meeting 11 Apr (ETSI tbd) - Milestone B

	18/04
	22/04
	16
	 
	 
	 
	 
	 
	 
	 

	25/04
	29/04
	17
	C
	4
	C
	4
	 
	 
	 

	02/05
	06/05
	18
	M
	1
	M
	1
	 
	 
	ERM/RM#30 (Athens) 1 day tbd

	09/05
	13/05
	19
	C
	4
	C
	4
	 
	 
	 

	16/05
	20/05
	20
	 
	 
	 
	 
	 
	 
	 

	23/05
	27/05
	21
	E
	4
	E
	4
	 
	 
	 

	30/05
	03/06
	22
	 
	 
	 
	 
	 
	 
	 

	06/06
	10/06
	23
	 
	 
	 
	 
	 
	 
	 

	13/06
	17/06
	24
	M
	1
	 
	 
	 
	 
	SC meeting 15 Jun - Milestone C

	20/06
	24/06
	25
	 
	 
	 
	 
	 
	 
	 

	
	
	days
	41
	39
	10
	90


Codes: 1 letter for the location 1 figure for the number of days (e.g. E5 = 5 days in ETSI)

E = work in an ETSI session

C = work in STF co-ordination meeting (sessions) outside ETSI

H = work at home

M = mission travel (with Travel Order)

Contractual milestones

The following milestones represent the STF achievements plan and will be included in the LoEs:

· Milestone A: Progress Report to be approved by the OCG R&TTED SC on 28 February (in Geneva), to be presented to the TCAM meeting 9-10 March in Brussels.  The Progress Report must be provided by the STF leader at the end of the STF session on 18 February.

· Milestone B: Progress Report listing the changes to be introduced in the Harmonized Standards and the EG, to be approved by the OCG R&TTED SC in 11 April 2005.  The Progress Report must be provided by the STF leader at the end of the STF session on 8 April.  

· Milestone C: The Final Report of Stage 1 will be produced by the STF Leader after the last STF session, on 27 May. The Final Report will be approved by OCG R&TTED SC on 15 June 2005 (meeting in ETSI).  The Final Report will refer of the proforma (SR 001 470) approved by and the revised EG 201 399 ready to be submitted for ERM approval.  The achievement of this milestone will trigger the payment of the final invoices for the work actually contracted and done.
After the conclusion of the STF for Stage 1 (milestone C), the document will be submitted to ERM for approval, under the responsibility of the OCG R&TTED SC.  It is expected that the major comments will have been made by the relevant TBs during the preliminary consultation period in May.  The funded support for Stage 1 will not be no more available after the conclusion of the STF.

Before the TB meetings, the STF Manager (representing the ETSI Director-General) will review and approve the Reports so that, if there are no comments, the TB approval will also represent the achievement of the milestone, triggering the payment of invoices for the work done to achieve the milestone.

The ETSI template for the Progress Report and the Final Report can be found on the ETSI Portal.
Travel plan

The travel budget can be used to reimburse travel cost for the experts to attend the TB meetings and other meetings indicated in the ToR.

The initial travel plan includes the following travels:

· 28 Feb - 1 Mar  OCG R&TTED SC in Geneva - Kevin Mylan  and Chris Cant

· 11 April  OCG R&TTED SC in ETSI Sophia Antipolis (to be confirmed) - Kevin Mylan

· 2-6 May (1 day tbd) ERM/RM#30 in Athens - Kevin Mylan and Chris Cant

· 15 June OCG R&TTED SC in ETSI Sophia Antipolis - Kevin Mylan

These travels will be entered by the ETSI Secretariat in the Travel Management WEB application  (Travel Plan).  The expert concerned will prepare a Travel Order for ETSI approval before the travel.  The approval of the Travel Order is done through the TM application, without exchange of signed paper.  The expert will receive a confirmation code by automatic mail, that must be referenced in the reimbursement claim.

Support from the ETSI Secretariat

STF folder on “docbox”
A folder has been created on the ETSI Server (docbox) to exchange documents, at the following address: http://portal.etsi.org/docbox/STF/STF279_OCG_R&TTED_HarmStds/ .  This folder contains a “Public” area, accessible to all ETSI-on-Line users and a “STFworkarea”, with access restricted to the STF experts, the Technical Officer the R&TTE, the STF Manager and his Assistant).  These people can include additional users, as required, using the ETSI Access Rights Management (ARM) application: http://webapp.etsi.org/ARM/ .

STF presentation page on the ETSI Portal 

A presentation page for the STF will be created on the ETSI Portal.  This page can be used as a “hook” to advertise the STF results and share documents for discussion inside and outside ETSI.  The page is accessible from the STF information boxes on the Portal however, its URL can be referred from other WEB pages.   Ms. Fabienne Chastanet (fabienne.chastanet@etsi.org) will create an initial page for the STF and can provide help to improve and publish this page, based upon the information provided by the Leader and the TB.  Support can also be provided for the including organization of events, design of leaflets and WEB pages.  An example is: http://portal.etsi.org/STFs/ESI/STF263.asp 
STFLINK

If you do not know the person who deals with a particular topic, you can address your requests regarding STFs to “STFLINK” (STFLINK@etsi.org, tel. +33 4 9294 4950).  They will dispatch take your requests to the relevant services.
Annex A:  Reference Information on STF process (useful addresses)
The reference information and contact persons concerning the STF management process and requirements can be found at the following addresses:

	ETSI WEB site
	http://www.etsi.org/

	ETSI Portal
	http://portal.etsi.org/

	STF reference Information
	http://portal.etsi.org/Portal_STF/FullSearch.asp?Param

	STF management process
	http://portal.etsi.org/stfs/process/home.asp

	STF working conditions
	http://portal.etsi.org/stfs/process/item6_STFwork/item6_A_STFWork.asp

	STF “contractual” conditions
	http://portal.etsi.org/stfs/process/item5_Contr&Invoice/item5_A_LoEconditions.asp

	STF Travel application
	http://webapp.etsi.org/travel/

	Time Allocation Management (TAM)
	http://webapp.etsi.org/STF_TAM/

	STFLINK (STF support)
	mailto:STFLINK@etsi.org 
tel: +33 4 9294 4950

	EditHelp 
(standards drafting support)
	http://portal/edithelp/home.asp
mailto:edithelp@etsi.org

	HelpDesk 
(IT support)
	http://portal/helpdesk/home.asp
tel: +33 4 9294 4900

	Protocol and Testing Competence Centre (PTCC)
	http://www.etsi.org/technicalfocus/home.htm

	Mr. Alberto Berrini 

(STF Manager)
	mailto:alberto.berrini@etsi.org
tel: +33 4 9294 4264

	Mrs. Pascale Georges 

(LoE)
	mailto:pascale.georges@etsi.org
tel: +33 4 9294 4348

	Ms. Fabienne Chastanet 

(WEB pages, reports, planning)
	mailto:fabienne.chastanet@etsi.org 

tel: +33 4 9294 4345

	Ms. Marithé Carlier 

(Invoicing and travel)
	mailto:marithé.carlier@etsi.org 

tel: +33 4 9294 4325

	Mrs. Christine Voulgre 

(Work Permit)
	mailto:christine.voulgre@etsi.org 

tel: +33 4 9294 4269

	Ms. Lucy Navas (Trainee)


	lucy.navas@etsi.org
tel: +33 4 9294 4268


