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STF 294 (PI) Improving the quality of eEurope wideband speech applications by developing a standardised performance testing and evaluation methodology for background noise transmission
Participants

	Mr. Jean-Yves Monfort
	STQ Chairman
	jeanyves.monfort@francetelecom.com 

	Mr. Alberto Berrini
	STF Manager
	alberto.berrini@etsi.org 


Candidates:

	Dr. Hans W. Gierlich
	Head acoustics GmbH
	h.w.gierlich@head-acoustics.de 

	Ms. Silvia Voll
	Head acoustics GmbH
	silvia.voell@head-acoustics.de 

	Ms. Laetitia Gros
	France Telecom
	laetitia.gros@francetelecom.com 

	Miss Isabel Ordas
	TELEFONICA S.A.
	ioa@tid.es 

	Mr. Javier. M. Aguiar Perez
	Un.Valladolid/Telefonica
	javier.aguiar@tel.uva.es 

	Prof. Jan Holub
	Mesaqin/ NC3A
	jan.holub@mesaqin.com 


Copy
	Mr. Frank Kettler
	Head acoustics GmbH
	frank.kettler@head-acoustics.de 

	Mr. Noël Chateau
	France Telecom
	noel.chateau@francetelecom.com 

	Mr. Vincent Barriac
	France Telecom
	vincent.barriac@rd.francetelecom.com 

	Mr. Gavin Craik
	EC/FTA Mandate Officer
	Gavin.craik@etsi.org 

	Mr. Ted Laverack
	ETSI Technical Officer
	Ted.laverack@etsi.org 

	Ms. Chantal Rihet
	STQ Support
	Chantal.rihet@etsi.org 

	Mr. Pierre de Courcel
	ETSI CFO
	pierre.decourcel@etsi.org 

	STF support
	
	stfsupport@etsi.org


1 Agenda:

1. Approval of the agenda

2. Introduction of participants
3. STF concept

4. Input from STF273

5. Organization of Phases and Tasks
6. Review Tasks STF294 and time constraints

7. Round-the-table to identify which tasks each expert can cover

8. Possible interviews, if required

9. Final decision on the selection of the experts and of the STF Leader

10. EC/EFTA contract requirements
11. EC/EFTA funding and STF resources

12. ETSI co-funding contribution
13. Accounting for STF expenditure under EC/EFTA contribution
14. Accounting for ETSI co-funding contribution 

15. Performance indicators

16. Review of the STF Terms of Reference

17. Steering Group, liaison with TB and other interested bodies
18. STF deliverables schedule
19. STF reporting and milestones schedule
20. Allocation of tasks

21. Work plan and contracts

22. Sessions plan
23. Travel plan

24. Support from the ETSI Secretariat

Document exchange areas, access rights, docbox, ETSI Portal, STF presentation pages
Administrative requirements: travel authorization, time-log, reports
Establishment of the Letter of Engagement, work permit, Social Security certificates
Practical information to settle in the area of Sophia Antipolis
Reimbursement travel cost for Preparatory Meeting
25. Any other business
2 Introduction

The STQ Chairman, Mr Jean-Yves Monfort chaired the meeting for the first part.  He had to leave at the morning, after the selection of the experts.  The chairmanship has been taken over by the STQ vuce-Chairman, Mr. Gierlich.  The meeting was opened at 9:00 and lasted until 16:00.  The agenda in §1 was approved.  The participants made a short “round the table” presentation.
3 STF concept

Mr. Berrini presented the ETSI concept.  The STF must work according to the ToR, which reflect the technical annex and other requirements of the contract between EC/EFTA and ETSI.  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 STQ Steering Group for technical guidance and the ETSI Secretariat for the management of resources.  STF experts normally work together in Sophia Antipolis.  Even if it is recognized that the laboratory work needs to be done in the experts premises, it is mandatory that a minimum number of sessions, corresponding to about 25% of the total time, must be held in ETSI in Sophia Antipolis.
4 Status STF273

Mr. Gierlich made a short introduction of the approach and status of STF273.  STF273 is working on background noise.  For the NW simulation, speech samples are required.  The scope will be limited to the languages processed by the laboratories participating to the project.  The STF presentation page on the ETSI Portal is an excellent example: http://portal.etsi.org/stfs/stq/STF273.asp 
5 Organization in Phases and Tasks, time constraints
Mr. Monfort presented the detailed work plan for the STF work, in an EXCEL sheet (attached).
In order to ensure EC/EFTA funding in 2006, it is essential that Phase 1 is finished by December 2005.  There will be some more flexibility for Phase 2.
The ToRs give the following definition and time scale for the Tasks:
Phase 1 DEG/STQ-00038-1

· Task 1: Transmission network simulation 30 days April to June 2005
A transmission network simulation environment needs to be setup, to provide comparable network characteristics and traffic patterns as found in conditions of the real transmission networks.

· Task 2: Database transmission networks, evaluation/simulation 21 days April to July 05
A database containing the typical and realistic transmission network scenarios and traffic patterns needs to be created. There are no risks expected in this task, the procedures are known by the experts in this field.

· Task 3: Subjective tests 71 days April to December 2005
Subjective test results providing the speech quality parameters in the background noise situation by the individual parameters are to be conducted. This task must be conducted by experts in the field of subjective testing.

Phase 2 DEG/STQ-00038-2

· Task 4: Objective test method background noise evaluation: 126 days August 2005 to May 2006
An objective method for the quantification of background noise transmission performance needs to be developed. This task is the most risky one. None of the existing methods can provide the results required for background noise transmission quality. New methods shall be developed and/or existing methods have to be adapted to the problem. 

· Task 5: Validation of the new method: 24 days April 2005 to June 2006
The validation has to be performed independently from the development of the background noise evaluation method based on unknown data acquired in task 3.

· Task 6: Final standardization of the new methodology: 36 days April to July 2005
The final standard(s) are drafted and adapted to the results of the previous tasks. An STQ workshop is planned and realized.

6 Allocation of tasks

The experts made a short presentation of the STF tasks in which they may be involved.  The responsibility for the STF tasks has been allocated as follows:

Phase 1 (Leader France Telecom)
· Task 1: Transmission network simulation: Telefonica
· Task 2: Database for transmission networks and conditions evaluation/simulation Telefonica
· Task 3: Subjective tests, France Telecom (leader), Mesaqin
Phase 2 (Leader Head Acoustic)
· Task 4: Objective method: Head Acoustics
· Task 5: Validation of the new method: Telefonica
· Task 6: Final standardization of the new method: Head Acoustics (leader) , all participants
· Workshop Mesaqin (leader), all participants
7 Work plan and contracts

The initial plan (EXCEL sheet attached) has been agreed for Phase 1, until end 2005.  The STF will start on 2 May 2005 (work from home).  The STF experts will agree on their first session in ETSI with STFLINK. During this session, STFLINK will organize a meeting to introduce the experts to the ETSI environment and, in particular, for the editing rules.

The Letters of Engagement (LoEs) for Phase 1 will be issued as follows:

Total
Min days

Days
in ETSI
Duration
· France Telecom
48
6
2 May to 31 December
Mr. Vincent Barriac (Phase 1 leader)
Ms. Laetitia Gros
Mr. Noël Chateau
· Head Acoustic
2
none
2 May to 31 December
Dr. Hans W. Gierlich
Ms. Silvia Voll
Mr. Frank Kettler
· Telefonica TID
44
10
2 May to 31 August 
Miss Isabel Ordas


(until Milestone A)
Mr. Javier. M. Aguiar Perez
· Mesaqin
28
5
2 May to 31 December
Prof. Jan Holub
Total Phase 1
122
21
The LoE will include the following contractual milestones 

Pre-conditions:
1)
France Telecom and Mesaqin to provide speech samples to be processed by Head Acoustic in STF273, by end of May 2005.
2)
Head-Acoustic to provide processed speech samples as output of STF273, by end of June 2005.

Databases containing speech samples will be made available for the STF but the owner will keep the copyright.  However, ETSI will have the copyright on the output of the STF work.

Based on the achievement of the pre-conditions mentioned above, the participants to STF294 engage to achieve the following milestones:

· Milestone A: TID to provide revised DEG/STQ-00038-1, completed with network conditions description and processed speech samples over the network simulator and made available for Milestone B, by 31 August 2005.  The acceptance of this deliverable must be confirmed by the STQ Steering Group.
· Milestone B1: France Telecom and Mesaqin to provide listening test results and revised DEG/STQ-00038-1, completed with the description of the test results, based upon speech samples processed by TID (Milestone A) by 15 November.  The acceptance of this deliverable must be confirmed by the STQ Steering Group, mid-December.

· Milestone B2: France Telecom to provide the Interim Report.  The Report will be prepared by the STF Leader and sent to STFLINK after the STQ approval of Milestone B1 and before end December.  The ETSI Secretariat will get confirmation of acceptance by EC/EFTA.  The process may require up to 60 days from reception of the Report.

Milestone A is under the responsibility of TID, Milestone B1 is under the joint responsibility of France Telecom and Mesaqin, Milestone B2 is under the responsibility of France Telecom.  Considering the limited resources allocated to Head Acoustic for this Phase, the remuneration of their contribution is not subject to the achievement of the milestones.
The achievement of the milestone will represent the authorization for the payment of the work done by the company that is responsible for that milestone.  For France Telecom, both milestones B1 and B2 must be achieved.

Considering the tight time scale for the STF deliverables, the Company responsible for a milestone must give early notice to ETSI and to the STQ Steering Group in case of expected delay, so that corrective actions can be taken.  Failure to provide early warning of delay or possible non-compliance of the output and/or to take the necessary corrective actions will be considered as a serious breach of the LoE, which may imply the termination of the engagement by ETSI.

8 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:

· STQ#18
Lannion
25-28 April 2005

· STQ#19
Sophia Antipolis
19-23 September 2005

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

9 STF funding and EC/EFTA contract requirements
This STF is funded from EC/EFTA, under eEurope contract.  A. Berrini explained the principles of the contract between EC/EFTA and ETSI and the obligations that derive from it (more information on the funding principles is available in Annex B on the ETSI Portal).
The STF must produce an Interim Report and a Final Report (these are the EC/EFTA deliverables and the ETSI deliverables required in the ToR.  The Final Report to EC/EFTA Final reports must include the assessment of the “performance indicators”.
10 EC/EFTA funding and STF resources
The total resources funded by EC/EFTA are 205 400 EUR: 308 working days (184 800 EUR), 15 600 EUR for travels and 5 000 EUR for a Workshop, split as follows:

Phase 1: 79 700 EUR
· Manpower:, 73 200 EUR corresponding to 122 working-days 
· Travels: 6 500 EUR.

Phase 2: 125 700 EUR
· Manpower:, 111 600 EUR, corresponding to 186 working-days

· Travels: 9 100 EUR.

· Workshop: 5 000 EUR.

A minimum of 73 working days out of 308 (24%) must be performed in the ETSI premises.  In principle these are split as 21 days out of 122 for Phase 1 (17%) and 52 days out of 186 for Phase 2 (28%)
11 ETSI co-funding contribution

In addition to the EC/EFTA funding, ETSI is engaged to provide a co-funding contribution for an equivalent of 139 650 EUR (85 000 EUR for Phase 1 and 54 650 EUR for Phase 2).
The ETSI contribution consists of two elements: in-kind contribution from ETSI Members and the cost of hosting STF experts’ sessions in ETSI premises.
· The amount of the in-kind contribution is 125 050 EUR (80 800 EUR for Phase 1 and 44 250 EUR for Phase 2), summarized as follows:
· attendance of delegates to TB/WG meetings total 72 000 EUR (120 delegate-days), equally split between Phase 1 and Phase 2:

Phase 1: 60 days (36 000 EUR)
Phase 2: 60 days (36 000 EUR)

The participants must be collected with signed attendance lists (template attached)

· use of network test setup and test tools facilities total 45 250 EUR 

Phase 1:
37 000 EUR

Phase 2:
8 250 EUR

· experts providing support free of charge for the test tool 7 800 EUR (13 working days in Phase 1)

· The equivalent cost for hosting experts’ sessions in ETSI offices is 14 600 EUR: total of 73 days, 21 days (4 200 EUR) in Phase 1 and 52 days (10 400 EUR) in Phase 2.
The management of the ETSI contribution is the responsibility of the TB and the STF leader.  The ETSI Secretariat can provide support to administer this element.  Failure to provide the required amount of ETSI co-funding contribution would lead to an equivalent reduction of the EC/EFTA contribution.
The administrative provisions for the management of the ETSI contribution are provided in Annex C.

12 Accounting for STF expenditure under EC/EFTA contribution

The EC/EFTA will reimburse only the real cost, of which ETSI can provide evidence.  Therefore, ETSI can remunerate the experts’ Companies only for the amounts properly reported, according to the following provisions:

· Time sheets are recorded by the experts and validated by the STF Leader using the ETSI Time Allocation Management (TAM) WEB application.

· Travels are authorized by ETSI with a Travel Order, to be agreed in advance between the STF Leader and the STF Manager (using Travel Management WEB application).  Travel budget is to attend STQ meetings and of its WGs and for liaison with other interested Bodies and stakeholders (§4.6 of the ToR).  For travels to workshops, events and/or meetings other than ETSI TBs, the request must be accompanied by a motivation indicating the scope of the contribution and value for the STF.  Upon his/her return, the expert must provide a report and a signed list of stakeholders attending.

· The cost of the workshop must be proven with invoices for the relevant services or an assessment of the equivalent cost if made available free of charge.

13 Accounting for ETSI co-funding contribution 
The ETSI co-funding contribution (use of test facilities, donated working days, participation of delegates to meetings, office use in ETSI) must be accounted as detailed in Annex C.
14 Performance indicators

The EC/EFTA contract requires ETSI to provide information that will serve as performance indicators against this activity.  This information will be included in the Final Report and will concern the following elements:

· Effectiveness

Details of the number of participants in the activities at all levels, including attendance at Steering Committee meetings, attendance at TB meetings, commenting on drafts throughout the lifetime of the development of the ETSI deliverables will be recorded.

Achieved production schedule in relation to that set down for the work items in the contract, including deliveries on time with requested content and quality (e.g. draft version plus the final version of each deliverable announced and promoted through e-mail and the web page of the STF, publicly available from the ETSI and eEurope standardisation web sites; 80% of the tasks and other milestone-related schedule achieved on time).

· Stakeholders engagement 
This information concerns the stakeholder representation in the activity, liaisons undertaken with other standardization bodies and with industry bodies, support of the work that is underway in these other bodies and companies by keeping them informed and getting them involved in the technology developed within the project.
· Dissemination of results 
Information will be provided that records the actions performed to disseminate information about the work being performed and the output and efforts to further raise the awareness of the activity, build industry consensus and disseminate the work at major events such as conferences, symposia, standardization meetings and industry trade shows. In addition, this will include information on the hits made on the relevant web pages.

Proposed benchmarks:

· Active liaisons with the international bodies ITU-T, 3GPP, IETF and TIA.

· 2 presentations made at conferences, workshops or symposia;

· 2 presentations made at other standardization bodies meetings; 

· 2 press releases on the work, to announce the achievement of important results and milestones;

· 4 steering committee meetings to collect input from various sources and to progress the draft deliverables.

· Impact

Efforts will be made to provide information on the satisfaction of the stakeholders at the activity during the work and at the completion of each task. This will be collected at steering group meetings and plenary meetings of STQ. This will also be carried out at any workshop activity. This also includes inputs received during the drafting of the ETSI Technical Guides and the database. 

Efforts will also be made to provide information on the direct and indirect impact of the work by reporting on related activities based on this work. This could include activities such as further studies and related work in other standards bodies or other organizations.

Technical standards such as those proposed in this project normally take several years to have a measurable impact on industry and other standards bodies. As a result, only a limited assessment of the predicted impact will be possible within the timescale of the project.

15 STF deliverables schedule

· The STF will provide the following ETSI deliverables (a multipart ETSI Guide):
· Revised DEG/STQ-00038-1 Speech Processing, Transmission and Quality aspects (STQ); Speech Quality performance in the presence of background noise; 
Part 1: Background noise simulation technique and background noise database (June 2005)
· Revised DEG/STQ-00038-2 Speech Processing, Transmission and Quality aspects (STQ); Speech Quality performance in the presence of background noise; 
Part 2: Background noise transmission – Objective test methods (June 2006)
Part 1 should be published in June 2005. Part 2 should be published in June 2006, however, an amendment of Part 1 will be prepared if required as a result of completion of tasks 4 to 6.

· and the following EC/EFTA deliverables:
· Interim Report in December 2005, after conclusion of Phase 1
· Final Report in July 2006

16 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/STF294_STQ_BackgroundNoisePhase2/ .  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 AT Chairman, 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 folders in the internal ETSI NW (H and P drives)

The STF will also have two folders in the internal ETSI network, a “Private” area (called H:\STF294) and a “Public area (called P:\STF294).  The write access to these areas is restricted to the STF experts only.  The “P” area is accessible “read only” to all users in the internal ETSI network.  The “P” area is used by to share documents with other STFs.

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/stq/STF273.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.

STFLINK
ETSI - 650, route des Lucioles, 
F-06921 Sophia Antipolis Cedex
France
17 Attachments:

The following documents are attached to e-mail and are integral part of these minutes:

ToR STF294
Detailed Task Organization (Jean-Yves Monfort)
Special Time Constraints (Jean-Yves Monfort)

Annex A: Reference information on STF process (useful addresses)

Annex B: EC/EFTA funding management 

Annex C: ETSI co-funding element accounting
Meeting Attendance list template for in-kind contribution (to be returned to STFLINK)
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.etsi.org/edithelp/home.asp
http://portal.etsi.org/edithelp/ETSI_Packs/Deliverables_pack/index.asp
mailto:edithelp@etsi.org

	HelpDesk 
(IT support)
	http://portal.etsi.org/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:marithe.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)


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


Annex B:  EC/EFTA funding principles

This STF is funded by an EC/EFTA eEurope contract.  The total cost of the action includes the EC/EFTA funding plus a contribution from ETSI as the partner, along with an in-kind contribution based on the days to be spent by ETSI members in reviewing the work at meetings. 

The full EC/EFTA funding share will be paid to ETSI on condition that the level of voluntary contribution defined in the contract is achieved.  ETSI will take the responsibility to engage in contracts with the experts and make payments in anticipation of the availability of the in-kind contribution promised by the Members.  

The EC/EFTA will pay ETSI against the achievement of the contractual milestones of their contract with ETSI. To a certain extent, ETSI will anticipate payments on the experts’ LoEs, however, ETSI will reserve the right to submit the achievement of some milestones (e.g. Interim and Final Report) to the verification of acceptance by the EC/EFTA.

The contract between the EC/EFTA and ETSI also defines the scope of the action, the activity to be performed and the deliverables to be provided, which include an interim and a final report.  The EC/EFTA only owns the reports, not the deliverables. The reports must show how the work has been carried out, how the resources have been spent, and give evidence for voluntary contributions.

The responsibility for the execution of the contract is shared between the Technical Body, the ETSI Secretariat and the STF. In order for the action to be effective, strict co-ordination between the parties involved is required.  

The Terms of Reference define the scope of the STF activity, the deliverables to be provided and the amount of funding available for the experts’ contracts and travels.  However, in view of the complexity of this contract, the STF experts must not limit to the simple execution of the piece of work defined in the ToR but must feel responsible to ensure that their contribution fits the overall objective of the action.  The STF and the TB shall not change the number or type of deliverables, nor make significant changes in the scope, without the explicit agreement of the EC/EFTA, to be confirmed by the EC/EFTA contract manager.

The ETSI Secretariat will co-ordinate the actions for the execution of the contract and is responsible for the management of this contract.  The reference TB is responsible for the technical guidance of the activity and the approval of the technical content of the output.  In order for the action to be effective, strict co-ordination between the parties involved is required. 

The performance indicators include statistical information, for example how many people have seen the drafts.  The Final Report will provide the assessment of the performance indicators, against the benchmarks required by the EC/EFTA contract.

Annex C:  ETSI co-funding element accounting

The following guidelines apply for the management and accounting of the ETSI co-funding element:

· Attendance of delegates to TB/WG meetings

The participation of a delegate to a physical meeting can be accounted as two working days for preparation and review after the meeting plus the duration of the meeting itself (with the “granularity” of half-a-day).  The participation must be proven by signed attendance sheet, to be collected by the STF leader during the meeting and provided to the ETSI Secretariat (STFLINK).  The STF experts, the ETSI Secretariat staff and delegates participating on behalf of projects funded by EC/EFTA are not eligible for this purpose.  This STF Leader is responsible to collect attendance lists during the meeting.  If the Leader does not attend, he/she must ensure that this task is delegated (e.g. the ETSI Technical Officer or the Chairman).

The attendance sheets header must include the title, date and place of the meeting, the STF code, the EC/EFTA contract code.  The attendance list must include the name of the delegate, the Organization/TB/Project they are representing, the e-mail address and the signature.

The ETSI Secretariat (STFLINK) will provide the attendance sheet template.

Delegates may also join the meeting by audio-conference however, for these delegates, only the time actually spent on the phone conference can be accounted (either as half-a-day or full day) and not the time for preparation and review..  Physical signatures will be collected only for the persons actually attending the meeting.  The responsible for the meeting will complete the list of participants with the attendees in audio-conference, sign on their behalf and note their participation in the minutes.  Additional information concerning the audio-conference shall also be provided in the attendance list (e.g. the telephone number of the audio-bridge).

· Attendance of delegates to workshops/events and/or collection of requirements

The same principles apply as for the attendance of delegates to TB/WG meeting; however, it is assumed that the attendance is only for the duration of the workshop and/or the collection of requirements.  If the delegates have been asked to prepare contributions and/or give feedback on results the corresponding additional days can be accounted but this must be mentioned in the signed document.

· Voluntary contribution from external experts (not working as STF experts)

Contribution of experts from external Companies must be documented with a time sheets declaration on head-letter signed by a representative, indicating which experts have worked which days and other cost incurred.

· Cost to organize workshops/events

The cost must be documented with real cost justification (e.g. invoices for room rental, etc.) and/or a declaration of the cost for services, if these are provided by the host (e.g. support staff, security, etc.).

· Support of working sessions in ETSI: 73 days x 200 EUR = 14 600 EUR.  The hosting cost for the experts is represented by the number of days spent in the ETSI premises of Sophia Antipolis, as it results from the time-log records. The work plan shall have a provision for this number of days spent in ETSI, as a minimum.  The minimum number of working days to be performed in the ETSI premises will be specified in the individual LoEs for the experts.  In the course of the activity, it will be possible to swap working days between experts; however, the total number of days spent in the ETSI premises must be achieved.

STF 294 – Improving the quality of eEurope wideband speech applications by developing a standardised performance testing and evaluation methodology for background noise transmission
EC/EFTA contract SA/ETSI/ENTR/000/2004-12

Name of meeting, Place, Dates2 October 2003 IF  <> 2 October 2003 " to 7 October 2003, "." 
.

	Delegate
	Representing organization
	E-mail address
	Signature
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