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Activities carried out by the STF in the period from Date_start to Date_End
The Final Report must be produced after the completion of the STF activity, i.e. after the deliverables have been TB approved for publication and “adopted,” following the ETSI approval process, as applicable to the deliverable type.  It generally corresponds to the achievement of a contractual milestone.  The approval of the Progress Report by EC/EFTA is required to authorize payment.
The purpose of the Interim Report is to provide EC/EFTA or ETSI with an overview of the work performed by the STF from the beginning of the activity to the date the report is produced.

The report must be able to promote the activity performed within the context of the objective set.  In the case of EC/EFTA funded activity, the emphasis should be heavily on the Public Policy objectives (e.g. eEurope, Directive, Mandate, etc.), which the activity is supposed to fulfil.  Specific emphasis needs to be placed on Performance Indicators set at the start of the work, within the associated Roadmap.

A major issue is to ensure that the information is presented in plain English and avoids the use of too many acronyms. Remember that they are not technical people and neither are the people they report to.

The report must provide figures and facts but also a rationale and background information for the STF achievements, working methods and technical approach.  The report shall outline the main difficulties and propose corrective actions to be taken by the STF itself and/or requiring the intervention of EC/EFTA, ETSI or the reference TB

The size of the Report should be a minimum of 5 pages excluding tables.

1 Executive summary

The report should start with a synopsis of the overall content, highlighting the most important and strategic elements that should be noted.  This is due to the fact that the recipients may be of a senior level and this information is all they will read.  This summary should not exceed one page and shall be presented in a concise manner, preferably with bullet-points, with reference to the specific clauses of the report for any greater details.  This is also the place where to request any changes to schedule, resource usage and deliverable type.

2 Introduction

The introduction must give qualitative information and a strategic view of the STF activity and output.  Details will be provided in the following sections.

2.1 Scope, major aims of the STF work

To be presented with reference to the STF ToR/contract/roadmap and EC/EFTA policy objectives (as applicable).

2.2 STF activity and expected output

To be presented with reference to the strategy of the reference TB and the EC/EFTA policy objectives (as applicable), adding information coming from the STF implementation experience.  Indicate any changes from the original objectives and make reference to the agreement obtained from the ETSI TB/Board/EC/EFTA as applicable.  Changes made without preliminary approval (especially in the EC/EFTA contract) may result in the rejection of the report.  Please note that changes requested in the late stages of the STF work are unlikely to be accepted by the EC/EFTA.
2.3 Relation with the reference TB and with other bodies, inside and outside ETSI

Liaisons established with TBs representing stakeholders’ interests within and outside ETSI, proposed approach and contributions expected. Results achieved and how they have been achieved.  This should be quite detailed for the EC/EFTA, as it is important to show the level of transparency and to explain what has been achieved through the liaison with and participation of stakeholders.
3 Overview of the organization of the activity

3.1 Team composition and experts’ qualification 

Provide the list of experts, Company and representing Member, and a short overview of their qualification, with regard to the work to be done

3.2 STF teamwork, distribution of tasks, working methods

Highlight the distribution of tasks and how the experts have co-operated to achieve the overall objectives.

3.3 Liaison with the reference TB and/or the Steering Group 

Organization, working methods, frequency of meetings, attendance of delegates, reporting, outcome.  Direct and indirect voluntary contribution and assistance of TB delegates to the STF work and/or to comment and review the documents should be emphasised.

3.4 Meetings attended on behalf of the STF with the reference TB and other ETSI TBs

List of meetings (to be) attended, indicating title, place, date, experts participating, and an executive summary highlighting in a visible way the results achieved from the participation.  Specific selling/important points should be stated and quotes from the report can be included to strengthen the position.

3.5 STF communications, presentations, promotion, inside and outside ETSI, WEB pages etc

Provide information on the STF communications, presentations, papers and promotion activities, inside and outside ETSI, including the address of WEB pages etc.  eEurope STFs shall have their pages accessible to the eEurope standardization WEB site and drafts are available to all.

4 Final status of the activity

4.1 Overview of the STF work

Provide a summary of the STF achievements with respect to the original plan in the STF ToR (or EC/EFTA Order Voucher).  If some objectives have not been achieved, indicate the reasons and consequences on the final output.  

It is important that the Final Report is very clear and that there is enough qualitative detail to support the achievements stated.

For the EC in particular, a more selling-oriented approach is needed to emphasize the value of the work with respect to the objectives of their policies.  This is to emphasise how important it is to be very clear in this area. It is essential that there is enough detail to support positions taken and a selling approach for the EC in particular.

4.2 Technical risk, difficulties encountered and corrective actions taken

Provide a summary of the difficulties encountered and the way technical risk has been managed and the corrective actions taken.  We do not expect that an STF can work without encountering technical risk and difficulties.  These must be reported or it must be explicitly states that there have been no difficulties.

4.3 Lessons learnt

This paragraph is not mandatory but is open for all comments/suggestions that the STF believes are pertinent for the progress of the work.

4.4 Recommendations for future activities in related domains

This paragraph is not mandatory but is open for all comments/suggestions that the STF believes are pertinent to plan future activities in related domains.

5 ETSI deliverables

Provide the list deliverables produced by the STF, with reference to the Work Items required in the Terms of Reference, indicating the Work Item code, ETSI document number, working title and, if not yet published, the location from where the latest version can be downloaded.
If some deliverables have not been published, indicate the effort spent on these deliverables, the reason why approval failed, the new target date for publication and/or what is still needed to conclude the work.
	Deliverable: Work Item / Number

Current status: 

Working title
	Achieved date

	Creation of WI by WG/TB
	

	TB adoption of WI
	

	Start of work
	

	Early draft
	

	Stable draft
	

	Final draft for approval
	

	TB approval
	

	Draft receipt by ETSI Secretariat
	

	Publication
	

	Deliverable: Work Item / Number

Current status: 

Working title
	Achieved date

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Annex A Performance indicators

A.1. Performance Indicators objectives achieved
Report here the requirements as they result from the ToR, and the objectives actually achieved e.g.:
Effectiveness:

Benchmarks: objectives defined in the ToR and level of achievement

Stakeholder engagement, including dissemination of results:

Benchmarks: objectives defined in the ToR and level of achievement

Impact:

Benchmarks: objectives defined in the ToR and level of achievement
A.2. Performance Indicators objectives not achieved
If one or more Performance Indicators objectives have not been achieved, explain the background, describe the corrective actions that have been taken in the course of the project and the reason why they have failed.
Annex B Resources allocated and spent
Author: 
STF Administration

Period covered:
From: dd-mmm-yyyy
To: dd-mmm-yyyy

Status: 
Draft / Final

Status date: 
dd-mmm-yyyy
Comments:


Annex B EC/EFTA contract conditions

B.1.1 Total action cost

Reproduce here the financial tables in the corresponding section of the STF ToR (typically §8.1 Total action costs).

B.1.2 Travels
Reproduce here the corresponding section of the STF ToR (typically §8.3 Travel costs), including the details of the travel estimate.

Annex B Summary of resources allocated and spent (real cost)

The following tables present the summary of the activities carried out by the STF in the period from dd-mmm-yyyy to  . Status date:

Table 1: Status of EC/EFTA resources funded and spent

	EC/EFTA contribution (funded)

	
	Manpower
	Travel
	Subc.
	Other
	Total

	
	Days
	Rate
	EUR
	EUR
	EUR
	EUR
	EUR

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Total funded
	
	
	
	
	
	
	

	EC/EFTA contribution (spent)

	
	Manpower
	Travel
	Subc.
	Other
	Total

	
	Days
	Rate
	EUR
	EUR
	EUR
	EUR
	EUR

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Total spent
	
	
	
	
	
	
	

	Balance
	
	
	
	
	
	
	


Notes (e.g. if there are provisional figures for some items, indicate the reason)

Table 2a: Time spent by experts (remunerated)

	Company / ETSI Member
	Expert
	Work days
	Rate
	Cost

(EUR)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	
	
	
	


Table 2b: Time spent by ETSI Secretariat / CTI (remunerated)

	CTI contribution
	Expert
	Work days
	Rate
	Cost

(EUR)

	ETSI
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	
	
	
	


Table 3a: Time spent by experts (voluntary)
	Company / ETSI Member
	Expert
	Work days
	Equiv. rate
	Equiv. amount

(EUR)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	
	
	
	


Table 3b: Time spent by ETSI Secretariat / CTI (voluntary)

	CTI contribution
	Expert
	Work days
	Equiv. rate
	Equiv. amount

(EUR)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	
	
	
	


Table 4: Travels
	Expert
	Event
	Place
	Date

from
	Dur. days
	Cost

(EUR)
	Notes

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total
	
	
	
	
	
	


Table 5: Subcontracts
	Subject
	Subcontractor
	Date

from
	Date

to
	Cost

(EUR)
	Notes

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total
	
	
	
	
	


