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STF RF - Preparatory Meeting - Draft Agenda

2 August 2007, starting at 10:00 CET, Valencia (Spain)
Audio-conference: +33 4 9294 4952

Item co-ordinator
1. Approval of the agenda

2. Introduction of participants

3. STF concepts 
STF Manager
4. STF resources 
STF Manager
5. Review of STF scope and objectives 
TB Chairman
6. Review of STF Terms of Reference 
TB Chairman
7. Work Items status
TB Chairman
8. Interview of candidates
TB delegates + STF Manager
9. Selection of experts and STF Leader
TB delegates + STF Manager
10. Allocation of tasks and resources
TB delegates + STF Manager
11. Set up of the Steering Group and meetings schedule
TB delegates
12. STF deliverables
STF Manager
13. STF reporting and milestones schedule
STF Manager
14. Sessions plan 
Selected experts
15. Travel plan
Selected experts
16. Contracts
STF Manager
17. Support from the ETSI Secretariat
STF Manager
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
18. Any other business

At the end of the meeting, the following objectives should be achieved:

1) Experts and STF Leader appointed

2) Resources allocation between experts and duration of contract

3) Steering Group composition and meeting dates

4) STF reporting schedule and final deliverable (contractual milestones)

5) STF sessions plan in ETSI (at least preliminary)

6) ToR agreed and revised if necessary

7) Administrative information to make LoEs (contracts)

8) STF Secretariat support requirements identified
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