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Draft Minutes Preparatory Meeting STF 300


STF 300 on Character repertoires ordering and assignments to the 12-key telephone keypad for European languages and languages used in Europe.
Participants
	Mr. Stephen Furner
	TC HF Chairman
	stephen.furner@bt.com

	Mr. Ted Laverack
	TC HF Technical Officer
	ted.laverack@etsi.org

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


Candidates:

	Mr. Martin Boecker
	Schneider-Hufschmuidt & Groh GbR/Siemens
	martin.boecker@benq.com

	Mr. Karl Ivar Larsson
	LWP Consulting
	ki@lwp.se

	Mr. Bruno von Niman
	Vonniman Consulting/ITS
	bruno@vonniman.com

	Mr. Michael Tate
	University of Essex / BT
	mtate@essex.ac.uk


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

	STF support
	
	stfsupport@etsi.org 

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


1 Agenda:

The following agenda was approved:

1. Approval of the agenda

2. Introduction of participants

3. STF concepts

4. STF funding and EC/EFTA contract requirements

5. STF resources

6. ETSI co-funding contribution

7. Review of Terms of Reference and of previous STF activities in the same domain
8. Interview of candidates

9. Selection of experts and STF Leader

10. Allocation of tasks and resources
11. Steering Group and relevant TB meetings schedule
12. STF deliverables
13. STF reporting and milestones schedule

14. Sessions plan 
15. Contracts

16. Travel plan

17. Accounting for STF expenditure under EC/EFTA contribution

18. Accounting for ETSI co-funding contribution 

19. Performance indicators

20. 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
21. Any other business

2 Introduction

The TB Chairman, Mr Furner chaired the meeting.  The meeting was opened at 9:00 and lasted until 15:00.  The agenda was approved.  The participants made a short “round the table” presentation.

3 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 and which are part of the contract (Special Agreement) between ETSI and the EC/EFTA.  The draft ETSI Standard will be submitted for approval by TC HF.  The work within the STF is organized by the STF leader, in co-ordination with TC HF for technical guidance and the ETSI Secretariat for the management of resources.  More details on the STF working methods can be found on the ETSI Portal: http://portal.etsi.org/stfs/process/home.asp 
4 STF funding and EC/EFTA contract requirements
This STF is funded from EC/EFTA, under eEurope contract.  Alberto 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 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 must include the assessment of the “performance indicators”.

Note: the date in the Special Agreement for the delivery of the Final Report is 21 September 2007.
5 STF resources

The total resources funded by EC/EFTA are 116 000 EUR: split as follows:

· Manpower: 102 000 EUR, corresponding to 170 working days
· Travels: 14 000 EUR to attend meetings, according to ToR §4.5.

A minimum of 85 working days (50%) must be performed in the ETSI premises.

6 ETSI co-funding contribution

In addition to the EC/EFTA funding, ETSI is engaged to provide a co-funding contribution for an equivalent of 90 800 EUR.

The ETSI co-funding 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 73 800 EUR, indicatively split as follows:

· 50 man-days (30 000 EUR) from lead experts in Human Factors through dedicated technical sessions, technical body meetings and other events,
· Consultation, consensus building and dissemination workshops and other activities, estimated to a minimum of 60 man-days (36 000 EUR), 

· Up to 13 man-days of contributions received through other consultation, input collection, work and result dissemination activities (7 800 EUR);
· The equivalent cost for hosting experts’ sessions in ETSI offices is 17 000 EUR (85 days to be spent in by the experts working in ETSI).

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.

7 Review of Terms of Reference

The experts and the reference TB will perform the work according to the requirements in the ToR.  If, in the course of the activity, the STF or the TB identify the need to update the ToR, they must inform the ETSI Secretariat, which will take care to negotiate the changes with EC/EFTA.

The Terms of Reference have been reviewed, mainly to update the work plan time scale according to the actual HF plenary meetings schedule.  In particular, the Interim Report will be produced in November 2006, the publication of the ETSI Standard and the Final Report will be achieved before 21 September 2007.
8 Selection of experts and STF leader

The experts have been short-listed from a larger panel of applicants, based upon their CVs and previous knowledge on the subject and previous work with HF.  Interviews have not been necessary.

The participation of the experts has been reviewed also in relation with the requirement of other STFs, to be set-up later in 2006.  Considering the limited availability and the large size of some STFs (e.g. “Spoken Commands”), it has been considered more opportune that experts concentrate on specific STFs to avoid dispersion of resources.

Bruno von Niman has been appointed STF Leader.

Martin Böcker, Karl Ivar Larsson have been selected as experts.

It has been agreed that Mr. Mike Tate will apply for the STF QD on “Spoken Commands”, for which the Preparatory Meeting is scheduled on 16 February.

Bruno von Niman informed that some major manufacturers (e.g. Ericsson, Sony/Ericsson, Nokia, Motorola, Asian manufacturers) have expressed their interest in the outcome of the STF but could not make experts available for short periods, due to their administrative overhead.

9 Contracts

The Letters of Engagement (LoEs) will be established as follows:


Total
Min days
From
To


Days
in ETSI

· Mr. Bruno von Niman
60
30
30 Jan 06 
21 Sep 07

· Mr. Martin Boecker
50
25
30 Jan 06 
21 Sep 07

· Mr. Karl Ivar Larsson
50
25
30 Jan 06 
21 Sep 07

Initial plan
160
80
Remaining to be allocated
10
5
Total STF budget
170
85
10 STF deliverables
The STF will provide the following ETSI deliverables: DES/HF-00082: “Human Factors (HF); User Interfaces; Character repertoires, ordering and assignments to the 12-key telephone keypad (European languages and languages used in Europe).
· and the following EC/EFTA deliverables:
· Interim Report in November 2006

· Final Report before 21 September 2007
11 STF reporting and milestones schedule

The following milestones will be included in the experts’ LoE:

· Milestone A: First draft of Table of Content and Scope: HF#39 20-24 February 2006
· Progress Report #1 submitted directly to the meeting and approved by TC HF#39;

· First draft of Table of Content and Scope of the ETSI Standard;

· Indicators of task 1 having been carried out;

· Indicators of tasks 2, 3 and 4.1- 4.4 must have been initiated.

· Milestone B: Draft Table of Content and Scope of ETSI Standard: HF#40 12-16 June 2006
· Progress Report #2 approved by TC HF #40;
· Draft of Table of Content and Scope of the ETSI Standard;
· Indicators of task 4.1 having been carried out;

· Tasks 2, 3 and 4.1- 4.4 must have been progressed in the committed direction. 

· Milestone C: Initial Draft ETSI Standard: HF#41 18-22 September 2006
· Progress Report #3 approved by TC HF #41;
· Initial drafts of the ETSI Standard must be presented and discussed in detail in dedicated work sessions; 
· Tasks 2, 3 and 4.1- 4.7 must have been progressed considerably;

· Milestone D: Interim Report to EC/EFTA: November 2006

· Further progressed draft ETSI Standard, updated for all input and guidance received from ETSI and other contributors and interested parties, will be provided to ETSI, for provision to the European Commission, together with an 

· Interim Progress Report, covering issues of work management, progress and resources according to plan.

· Milestone E: Stable draft ETSI Standard: HF#42 19-23 February 2007

· Progress Report #4 approved by TC HF #42;

· A Final Draft of the ETSI Standard must have been submitted to the ETSI server for approval at the HF Plenary#42, one week before the meeting, thereby completing tasks 4.1- 4.7;

· Milestone F: Approval of ETSI Standard DES/HF-00082: HF#43 11-15 June 2007

· A Final Draft of the ETSI Standard must have been submitted to the ETSI server for approval at the HF Plenary#43, two weeks before the meeting (28 May 2007 at the latest);

· Submission of Progress Report #5 to TC HF #43, referring of tasks 4.1- 4.7 completed;

· Approval of Progress Report #5 by TC HF #43; 
· Approval of ETSI Standard DES/HF-00082 for Members’ Vote
· All tasks, except task 3, 4.9 and 5, must be concluded;

· Task 4.9 must have been initiated: i.e. the ETSI Standard must be under editorial preparation for the ETSI Membership Voting Procedure (MVP)

· All tasks must be prepared for reporting and inclusion in the Final Report.
· Payment on this Milestone will be limited to 90% of the contractual amount for the STF Leader, who will be responsible for the Final Report.  The balance will be paid upon acceptance of the Final Report by EC/EFTA (milestone G).
· Milestone G: Publication of ETSI Standard and Final report to EC/EFTA: before 21 September 2007

· All tasks must be concluded;

· Final Report must be submitted to ETSI for submission to the EC/EFTA, together with the published ETSI Standard, covering the committed objectives;

· All STF work- and process-related elements will be prepared for the closure of the STF;

The STF leader will send the Report and the draft deliverables associated to STFLINK and upload a copy in the “docbox” area as input documents to the TB meeting (if applicable).  

The STF Manager will review the Progress Reports (on behalf of the ETSI Director-General), in parallel of the TB approval process.  This review may take a maximum of two weeks.  The milestone is achieved when the report is approved by the TB and the STF Manager, triggering the payment of invoices for the work done to achieve this milestone.

The ETSI Secretariat will review the Interim and Final Reports before sending to the EC/EFTA services.  The ETSI Secretariat review should take no more than 2 weeks from reception of the complete report and publication of deliverables for the Final Report.  The EC/EFTA acceptance confirmation process may require up to 45 days from the reception of the Report by their services.

The ETSI template for the Progress Report, the Interim Report and the Final Report can be found on the ETSI Portal.
12 Sessions plan

The STF will start on 30 January 2006 (preparation work from home).   The STF will hold their first session in ETSI from 17 March 2006. No induction meeting to introduce the experts to the ETSI environment is required.

The initial sessions plan is in the attached EXCEL sheet.  It 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.

13 Travel plan

The travel budget can be used to reimburse travel cost for the experts to attend the TB meetings and other meetings.  The scope and purpose of the travels that can be reimbursed under the STF budget is limited to the subjects explicitly mentioned in the ToR.

The preliminary authorization of the EC/EFTA must be obtained by the ETSI Secretariat for mission travels not explicitly listed in the ToR categories and, in any case, for mission travels costing more than 1 500 EUR.  The request for all travels must be made reasonably in advance, to allow for the approval process.

14 Accounting for STF expenditure under EC/EFTA contribution

· 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). 

15 Accounting for ETSI co-funding contribution 
The ETSI co-funding contribution must be properly documented, as required by the EC/EFTA financial services, according to the nature of the contribution:

· Attendance of delegates to TB/WG meetings, workshops/events and/or collection of requirements: signed attendance lists

· Cost for hosting experts in the ETSI premises of Sophia Antipolis: time sheets record in TAM.

16 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 may include quantitatively defined “benchmarks”, as defined in the ToR.  The following indicators will be used to assess the performance of the project:

· Effectiveness

· Stakeholders engagement 

· Dissemination of results 

· Impact

17 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/STF300_HF_EC_Telephone_keypad_assignments/ .  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:\STF300) and a “Public area (called P:\STF300).  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/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.

18 Attachments:

The following documents are integral part of these minutes:

ToR STF300, revised during the Preparatory Meeting (attached to e-mail)

Initial Sessions Plan (attached to e-mail)

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

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


