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Preparatory Meeting from 11 March 2013 14:00 CET to 12 March 13:00, Barcelona
Agenda
Common session: (Monday 11, 2 hours)

1. Approval of the agenda, introduction of participants (Alberto Berrini)

2. STF concept, funding and EC/EFTA contract requirements (Alberto Berrini)

3. Review of Mandate M/460 (Riccardo Genghini)

4. Management of the Mandate, role of TC ESI, ETSI, CEN (Riccardo Genghini)

5. Liaison with other Organizations (Riccardo Genghini)

6. Coordination between the three STFs (Riccardo Genghini)

7. Overview deliverables, milestones, work plan (Alberto Berrini)

8. Appointment of STF Leaders, Task Leaders, selection of experts (RG / ETSI Secretariat)

Individual STF sessions: (Monday 11 – 2-3 hours, Tuesday 12 - max 1 hour)

9. Review of Terms of Reference

10. Tasks and resources allocation

11. Organization of the work: coordination sessions: virtual and physical meetings
12. Travel plan (responsibility for liaisons, meeting schedule)
13. Reporting and milestones schedule

Wrap-up common session: (Tuesday 12 – 1 hour)

14. Presentation of Work Plan by each STF Leader

15. Review of coordination requirements

16. Validation Work Plans

Logistics and administrative requirements: (Tuesday 12 – 1 hour)

1 Approval of the agenda, introduction of participants
The ESI Chairman, Riccardo Genghini chaired the meeting.  The participants made a short presentation.

The meeting has been structured with the following sessions:

1. Common session: (Monday 11, 2 hours)
2. Individual STF sessions: (Monday 11 – 2-3 hours, Tuesday 12 - max 1 hour)

3. Wrap-up common session: (Tuesday 12 – 1 hour)

4. Logistics and administrative requirements: (Tuesday 12 – 1 hour)

2 STF concept, funding and EC/EFTA contract requirements
Alberto Berrini made a short presentation of the STF concepts.  More details on the STF working methods can be found on the ETSI Portal: http://portal.etsi.org/stfs/process/home.asp 
3 Review of Mandate M/460

Riccardo Genghini presented the organization of the work to support the Mandate.
4 Management of the Mandate, role of TC ESI, ETSI, CEN

EC decided to commit the Mandate to CEN and ETSI, using the contractual and management mode of ETSI.  The requirements in the EC/EFTA contract with ETSI include the production and publication of ETSI and CEN standards, according to the editing rules and procedures relevant to each Organization.
ETSI and CEN will review the progress of the work in the Coordination Group.

5 Coordination between the three STFs

Coordination will be granted through STF457 (Framework and Coordination).  The Leader of STF457 will produce quarterly reports that will be submitted for approval to TC ESI.  The Leaders of the two other STFs will contribute to these reports.
6 Overview deliverables, milestones, work plan

The ToR contain detailed information on the deliverables, milestones, work plan of each STF.
A summary overview has been consolidated in an EXCEL sheet and will be presented in the Preparatory Meeting reports of each STF.
7 Appointment of STF Leaders, Task Leaders, selection of experts
Olivier Delos, Nick Pope and Juan-Carlos Cruellas have been appointed Leaders of STF457, 458, 459, respectively.  The Leaders will discuss with the candidates in the STF to decide the allocation of the tasks in each STF.
8 Common session to set-up individual STFs
Considering the close relationship between the activities in the three STFs, it has been decided to hold a common session to agree on the allocation of tasks and resources to the experts.

Each STF Leader has presented the tasks to be performed, selected the experts with the necessary competence and agreed with them on the allocation of resources.

9 Administrative requirements

9.1 Establishment of Contracts

Contracts (LoE) will be made according to the conditions agreed in this Preparatory Meeting.  In order to draft the LoE, the ETSI Secretariat must receive the administrative information that has been requested with the invitation to the Preparatory Meeting.

The ETSI Secretariat will send a “pdf” file to the contact person of the expert’s Company indicated in the administrative information form.
A Declaration of accession to specific Grant Agreement (“Accession Form”) will be annexed to the contracts for STFs funded by the EC/EFTA. A detailed explanation is given inside the form.
The contact person should print out and send two signed copies to the ETSI Secretariat, at the postal address STFLINK, 650 route des Lucioles, F-06921 Sophia Antipolis Cedex, France.  One original of the LoE will be returned to the contact person, countersigned by the ETSI Director-General.  One copy of the Accession Form will be kept by ETSI and the other will be sent to the EC/EFTA.

The expert is not be entitled to come to work in the ETSI premises nor to be granted access to the IT services nor to charge working time before the LoE is signed by both parties.
9.2 Social Security and Work Permit

Experts attending sessions in the ETSI premises must provide a certificate to prove that their Company has paid the Social Security contributions for the period of activity in the STF.
Experts from Companies based in an “EU area” country (EU + Iceland, Norway, Liechtenstein, and Switzerland) must provide a "A1" certificate.  Experts from Companies based in France must provide a copy of the Social Security card for an employee or URSSAF declaration for self-employed consultants 

The Social Security certificate must be requested as soon as possible to the competent authorities.  If the certificate cannot be delivered on time for the first session of the STF in ETSI, then the expert must provide a copy of the request.

Experts from countries outside the “EU area” must obtain a Work Permit before they can join an STF session in ETSI.  This procedure requires a minimum of 8 weeks.
9.3 Session plan

The initial session plan is in the attached EXCEL sheet.  The initial plan will be recorded by the ETSI Secretariat in the Time Allocation Management (TAM) WEB application.  Request for new sessions and/or changes of the current plan will be done directly by the experts or by the STF Leader using the TAM interface.
The process is as follows: 
1)
the expert or the Leader requests a new session or to change a session (status REQUESTED)

2)
ETSI Secretariat (STF Support) confirms the session (status PLANNED)
The expert concerned and the Leader are informed by automatic e-mail of all changes of the session plan, when they are requested and when they are confirmed by the ETSI Secretariat. 
The same process applies for sessions in ETSI and for work at home.  However, request for sessions in ETSI should be submitted with reasonable advance, to allow planning of office allocation.
9.4 Declaration of time spent
After the end of each month each expert will confirm the time actually spent in TAM. The STF Leader will validate the experts’ declaration, to confirm that the effort claimed corresponds to the result achieved. STF Support will then accept the time sheets, after checking the contractual conditions.

The process is as follows: 

3)
if the expert has worked according to the plan, he/she confirms the time spent (status DONE)
3a)
if the actual working time is different than planned (typically for home work), the expert will update the time sheet and submit to STF Support, as for an updated “session plan”.  After STF Support has confirmed the change, the expert can confirm the time spent, as in 3)
4)
The STF LEADER validates the time spent (status VALIDATED)
5)
STF Support accepts the registration and the related invoice can be paid (status ACCEPTED)
The declaration of the time spent should be done by each expert after the last session of the current month and before the 7th of the month that follows, based upon the agreed session plan (status “PLANNED”).  When the expert submits the time sheet, status will be changed to “DONE”.  The STF Leader should validate the experts’ time sheets in status “DONE”, before the 14th of the following month (status will be changed to “VALIDATED”).  When the Secretariat confirms acceptance of the time declaration (status “ACCEPTED”), the corresponding working days are “credited” to the contract for the payment of the next invoice.
9.5 Travels
The travel cost to attend the STF working sessions (in ETSI or in any other location) is included in the contractual remuneration.

The STF travel budget can be used to reimburse cost for the experts to attend the TB meetings and other meetings outside the STF working sessions.  These travels must be preliminarily authorized by the ETSI Secretariat, and are 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 and, in any case, for mission travels outside Europe and/or costing more than 1 500 EUR.  The travel request must be made reasonably in advance, to allow for the approval process.
Travel approval is managed with the Travel Management WEB application:

1)
The STF Leader requests as soon as possible a Travel Plan, indicating the general information about reason, duration, number of experts, location, expected cost, etc.
2)
The ETSI Secretariat endorses the travel plan (status “ETSI”)
3)
The expert prepares a Travel Order (TO) with all the details of the proposed travel organization and cost.  The Travel Order must be based upon an approved Travel Plan.

4)
The ETSI Secretariat endorses the proposed travel organization.  The experts receives a confirmation by e-mail with a TO number (e.g. STF/2011/NNNN), which represents the confirmation of the approval and that he/she will refer in the reimbursement claim (status “AGREED”).
5)
The travel cost will be reimbursed on the basis of the travel organization agreed in the TO and within the limits set by the ETSI Travel rules.

ETSI will reimburse the travel and subsistence cost according to the ETSI travel reimbursement rules, with justification bills and for the minimum period necessary to attend the meeting.  Reimbursement will be made according to the minimum cost and duration necessary to present the STF contribution to the meeting.  It is recommended that, if there is the need for special travel arrangement and/or extended duration, the expert provides this information in the Travel Order, so that STF Support can confirm the preliminary agreement.  If this information is not provided in the Travel Order, the reimbursement will be determined by ETSI according to the information available at the time the reimbursement will be requested.  Unexpected extra-cost must be justified in the travel reimbursement claim.
The Travel Expenses Reimbursement form can be sent to STFLINK, with an invoice from the Company and copies of the bills and boarding cards attached.

Reimbursement claims should be submitted to ETSI no later than one month after the travel.  If this is not possible, the expert shall inform ETSI of the amount that will be claimed.
Experts travelling to meetings other than those of ETSI TBs must produce an executive report of their attendance.  The report should provide the necessary information to assess the benefit for the STF from the attendance.  The Mission Report template provides an example of “bullet-points” structure.

If required, the in-kind contribution signatures must be sent to STFLINK before submitting the reimbursement claim.
9.6 Milestones and reporting

The achievement of milestones is normally related to the approval of STF Reports.  In order to ensure liaison with the reference TB, the reporting schedule is linked to the TB/WG meeting calendar.  The objectives to be achieved for each milestone and the target date are indicated in §13 of these minutes and reproduced in the LoE.

If a milestone is not achieved or delayed, payment of invoices may be suspended until the cause and responsibility for the failure is identified.  If the experts are not responsible for the failure, their will work will be normally remunerated, however, the ETSI Secretariat will take the necessary corrective actions to ensure the efficient use of the remaining resources.

Unless differently specified, draft of Progress Reports and intermediate deliverables should be made available by the STF Leader to the ETSI Secretariat (STFLINK) and the TB at least two weeks before the target date for the milestone.  Final draft deliverables for TB approval must be made available by the STF Leader to the TB at least 30 days before the start of the meeting.
The Report and the related documents must be uploaded on the TB contributions area of the ETSI Portal with source “STF XXX”.  The Leader will inform STF Support (STFLINK) by e-mail when the documents have been uploaded.  The milestone will be considered as achieved when all the documents referred will be in status “Accepted” in the TB contribution area.  The STF Leader will inform STF Support (STFLINK) by e-mail when this is achieved.
The ETSI Secretariat will review the Interim and Final Reports before sending to the EC/EFTA services.  The ETSI Secretariat requires a minimum period of 2 weeks from reception of the complete report for review and delivery to EC/EFTA.  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.
9.7 Invoicing

Invoices for the time spent can be sent after the relevant milestone is achieved.  The amount to be invoiced corresponds to the number of working days actually spent until the target date for the Milestone indicated in the LoE and as it results from the time sheets accepted by the ETSI Secretariat.

When the milestone is achieved, STF Support will send to the contact person of the LoE (copy to the expert) an e-mail with the amount that can be invoiced.

In order to comply with the French regulations and the ETSI accounting rules, the invoice must fulfil the following requirements:

· be an original document, preferably on head letter of the Company

· contain the term "INVOICE" or the equivalent term in the national language in the header of the document
and provide the following information:

· Date of issue

· Invoice number (a sequential number, based on one or more series, which uniquely identifies the invoice)
· Full name, legal address and registration number of your Company 

· Company VAT number (the VAT identification number under which your company supplied the services)
· Customer name and address (ETSI, 650 route des Lucioles, F-06921 Sophia Antipolis, cedex France)

· ETSI VAT identification number (FR 14 348 623 562), for companies based in an EU country

· Quantity and nature of the services rendered and, in particular:

· Expert name

· LoE code * or Travel Order number

· Milestone(s) code, as referenced in Annex 2 of the LoE **

· Number of working days claimed and daily rate

· Reference period for the work claimed or date of the travel

· Net amount due (in EUR, exclusive of tax)

· VAT rate amount (VAT must be charged only by Companies based in France) ***

· Total amount of the invoice (in EUR, inclusive of tax)

Notes - 
*  The invoice must refer to a single LoE or Travel Order: if the expert works on different STFs, separate invoices are required
** The invoice must correspond to the amount of work performed to achieve the milestone(s), i.e. not exceeding the total accepted time sheets at the milestone achievement date (delivery date) indicated in the LoE.
*** Application of VAT on travel reimbursement invoices for Companies based in France
Payment will be made within 30 days upon reception of the invoice by ETSI and confirmation of the achievement of the relevant milestone. If the milestone is delayed, the invoice must be kept on hold until the achievement is confirmed.  The final invoice must be sent not later than two months after the conclusion of the contract
9.8 In-kind contribution 

Signatures of participants to meetings/events must be collected on the attendance sheet templates agreed with the EC/EFTA, which are different for meetings with the reference TB and WGs (template for reference TB/WG meetings) and meetings with other TBs or other events (template for other events)

The ORIGINAL with the signatures must be sent to the following postal address, before submitting the Travel Reimbursement claim:

ETSI
STFLINK
650, Route des Lucioles
F-06921 Sophia Antipolis
France

In relation with the potential risk that the paper copy may be lost in the post, it is recommended to send a scanned copy in pdf format by e-mail to STFLINK@etsi.org. 

In addition to the signed attendance sheets, a documentation must be provided, to show evidence that the subject of the meeting/event for which the signatures have been collected is relevant to the scope of the STF and which documents have been submitted by the STF (e.g. presentations, drafts, reports, etc.).

Documents presented to ETSI TB meetings must be uploaded on the TB contributions area of the ETSI Portal with source “STF XXX”.  The STF contribution must also be reported in the minutes of the meeting.

For an external meeting, the Mission Report must be provided, with a copy of the presentation and other documents submitted by the STF, even in case there is no travel reimbursement request.

More information can be found in the STF site on the ETSI Portal.
9.9 Presentation in conferences and articles
ETSI welcome the widest possible dissemination of the standardization achievement in articles conferences and other publications, on condition that the copyright and confidentiality requirements are fulfilled and that the role of ETSI and its brand identity are duly evidenced and acknowledged.  
Therefore, reference to ETSI, the TB, the STF and the funding sources, if different from the ETSI budget (e.g. EC/EFTA, Members), must be explicitly quoted.
In order to avoid confusion, the activity and results achieved on behalf of ETSI must be clearly identified and must appear as distinct from the objectives of any other related initiatives, either commercial or not for profit.
Moreover, it must be considered that the documentation which is being processed by the STF is, by its nature, draft material not yet approved by the ETSI Membership.  Therefore, whenever this material is presented in another context than the STF reference TB, particular care must be taken to ensure that the audience understands that this represents the provisional point of view of the STF and/or the reference TB and that this may not be interpreted as a firm official ETSI position.
More information can be found in the STF site on the ETSI Portal.

9.10 Practical information to settle in the area of Sophia Antipolis

The ETSI Secretariat has negotiated preferential rates for housing, transports and other services in the area of Sophia Antipolis.  More information can be found in the STF site on the ETSI Portal.
9.11 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), postal address STFLINK, 650 route des Lucioles, F-06921 Sophia Antipolis Cedex, France.  They will dispatch take your requests to the relevant services.

10 Reimbursement of travel cost for this meeting

ETSI will reimburse the travel and subsistence cost for the participation to this Preparatory Meeting according to the ETSI travel reimbursement rules i.e. cheapest ticket, 3 star hotel in Sophia Antipolis, 40 EUR per meal, airport bus shuttle (unless taxi required, due to arrival/departure time), with justification bills and for the minimum period necessary to attend the meeting.  The Travel Expenses Reimbursement form can be sent to STFLINK, either with an invoice from the Company and copies of the bills or as direct reimbursement to the experts, with the original bills attached.
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/

	Mailing lists server
	http://list.etsi.org/

	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

	CTI (Conformance Testing and Interoperability Competence Centre)
	http://www.etsi.org/technicalfocus/home.htm

	Helpdesk (IT support)
	http://portal.etsi.org/helpdesk/home.asp  +33 4 9294 4900

	STFLINK (STF support)
	mailto:STFLINK@etsi.org 

	STF Support Unit Director

Alberto Berrini 
	alberto.berrini@etsi.org
+33 4 9294 4264

	STF Support Assistants
Marithé Carlier


	marithe.carlier@etsi.org 
+33 4 9294 4325
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