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Draft Minutes Preparatory Meeting STFPX


STF PX on Extending e-Inclusion for Public Internet Access Points (PIAPs)
Participants
Candidates:
	Mr. Stephen Furner
	TC HF Chairman
	stephen.furner@bt.com 

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

	Mr. Gavin Craik
	ETSI EC/EFTA contr. mng.
	gavin.craik@etsi.org

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


Candidates:

	Mikael Goldstein
	Migoli / TeliaSonera
	Mikael.Goldstein@telia.com

	Francoise Petersen
	Apica IT / TeliaSonera
	francoise.petersen@apica.com

	Valentin Alonso Alvarez
	Telefonica
	vaalva@tid.es

	Mike Pluke
	Castle Consulting Ltd/BT
	Mike.Pluke@CASTLE-CONSULT.COM


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

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

	STF support
	
	stfsupport@etsi.org 


1 Agenda:

The following agenda was approved:

1. Approval of the agenda

2. Introduction of participants

3. STF concepts
4. Status of EC/EFTA contract (Special Agreement not yet signed) and consequences on the STF set-up schedule
5. STF funding and EC/EFTA contract requirements

6. STF resources

7. ETSI co-funding contribution

8. Review of Terms of Reference

9. Interview of candidates

10. Selection of experts and STF Leader

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

15. Sessions plan 
16. Contracts

17. Travel plan

18. Accounting for STF expenditure under EC/EFTA contribution

19. Accounting for ETSI co-funding contribution 

20. Performance indicators

21. 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
22. Any other business

2 Introduction

The TB Chairman, Mr Furner chaired the meeting.  The meeting was opened at 9:00 and lasted until 16:30.  The agenda was approved.  The participants made a short “round the table” presentation.

Alberto Berrini explained that the EC/EFTA has not yet signed the Special Agreement for the funding of this STF.  This purpose of this Preparatory Meeting must, therefore be reduced to a preliminary agreement on the way the STF may be organized when and if the Special Agreement is signed.  However, ETSI is not able to enter any contractual engagement nor any remunerated work can be accounted for, until the SA is signed.  The reasons and the possible outcome of this frustrating situation are explained in Board#54 document 14, from Gavin Craik, which has been presented to the meeting.

Participants took note of this limitation and accepted to pursue the meeting under these conditions.

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.  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.  More details on the STF working methods can be found on the ETSI Portal: http://portal.etsi.org/stfs/process/home.asp 
This STF is funded from EC/EFTA, under eEurope contract.  Alberto Berrini explained the principles of the contract between EC/EFTA and ETSI (whenever it will get signed) and the obligations that derive from it (more information on the funding principles is available on the ETSI Portal).

4 STF resources

The total resources funded by EC/EFTA are 133 000 EUR: split as follows:

· Manpower: 120 000 EUR, corresponding to 200 working-days
· Travels: 13 000 EUR to attend meetings as detailed in ToR §4.4.

A minimum of 160 working days (80%) must be performed in the ETSI premises.

5 ETSI co-funding contribution

In addition to the EC/EFTA funding, ETSI is engaged to provide a co-funding contribution for an equivalent of 89 600 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 57 600 EUR, split as follows:

· attendance of delegates to TB/WG meetings and interviews of stakeholders total 57 600 EUR (96 delegate-days)

· The equivalent cost for hosting experts’ sessions in ETSI offices is 32 000 EUR (160 days 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.

6 Review of Terms of Reference

The Terms of Reference have been reviewed, mainly in relation with the time scale of this STF, under the assumption that the Special Agreement is signed end of March.

Moreover, the STF has considered that the amount of working days to be spent in ETSI is far too high with respect to the internal co-ordination requirements and does not allow for the necessary time to be spent on promotion and consultation activities for consensus building.  The following proposal should be made to EC/EFTA to review the share between the cost for hosting experts and the in-kind contribution, if they have to review the contract:

Note: it has been considered that the STF experts will require significant travelling time, in order to fulfil the consultation and dissemination tasks required by the EC/EFTA contract.  This contrasts the achievement of the required number of days to be performed in ETSI.  On the contrary, it is expected that, as a consequence of the STF promotion and consultation activities, there will be a much larger participation of stakeholders than it could have been predicted when the proposal was first submitted to the EC/EFTA.  In order to optimize the STF efficiency, it is therefore proposed, to move part of the ETSI contribution resources from the experts’ hosting cost to the in-kind contribution share.  We would assume reducing the number of days to be hosted in ETSI by e.g. 60-80 days and increase the in-kind contribution of the equivalent amount (e.g. by 12 000-16 000 EUR).  If this change cannot be achieved, then the consensus building consultation and dissemination activity will be significantly degraded.
If this principle is agreed, then the minimum number of days to be spent in ETSI should be reduced from 160 to 100 or 80 (from 80% to 50% or 40%).  The in-kind contribution would then be increased from 57 600 EUR (96 delegate-days) to 69 600 EUR (116 days) or 73 600 EUR (123 days).

7 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.

Mike Pluke has been appointed STF Leader.

Francoise Petersen, Mikael Goldstein and Valentin Alonso Alvarez have been selected as experts.

8 Contracts

The Letters of Engagement (LoEs) have been agreed as follows (but will be issued only when the EC/EFTA signature will have been granted):


Total
Min days
From
To


Days
in ETSI

· Mr. Mike Pluke
60
45
SA signature
28 Feb 2008

· Mrs. Francoise Petersen
40
35
SA signature
28 Feb 2008

· Mr. Mikael Goldstein
40
32
SA signature
28 Feb 2008

· Mr. Valentin Alonso Alvarez
40
32
SA signature
28 Feb 2008

Initial plan 2006
180
144
Remaining to be allocated
20
16
Total STF budget
200
160
Milestones in the experts’ LoE will be based upon the Work Plan schedule defined in §4.2 of the ToR.
9 Sessions plan

The provisional work plan is in the attached EXCEL sheet.  This 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.  Changes must be agreed between the experts, the Leader and the STF Manager, before being recorded in TAM.

10 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.

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.

11 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).  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 delegates and stakeholders attending.
· 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.
12 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

13 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/STFPX_HF_PIAPS/ (the name will be changed to the final STF number).  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:\STFPX) and a “Public area (called P:\STFPX).  The names will be changed to the final STF number.  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.

14 Attachments:

The following documents are integral part of these minutes:

Provisional ToR STF PX, 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


