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The Progress Report must be produced at the time set in the STF Work Plan.  It generally corresponds to the achievement of a contractual milestone.  The approval of the Progress Report by the ETSI Director-General and the reference TB is required to authorize payment.

The purpose of the Progress Report is to provide an overview of the work performed by the STF between two milestones, the results achieved, difficulties encountered, planning, schedule, etc.  

The report is addressed to the reference TB and the ETSI Secretariat, also for STFs funded by EC/EFTA.  Its content is of more technical nature than the Interim and Final Reports.  However, the Progress Reports are an important element to assess the progress of the STF.  The Progress Report may also raise warnings for difficulties that could not be foreseen when the Interim Report was produced and require action from the TB and/or the ETSI Secretariat.

The author shall be conscious that the approval of the Report embodies the authorisation to pay an amount, which may be considerable.  Moreover the correct understanding of the background information and actions requested may affect the outcome of the STF.  The STF Leader should feel responsible to provide complete explanations and give evidence to the items that must be understood by the readers. 

The structure of this template is given as a guideline. Non-relevant sections may be suppressed. Paragraphs may be added as necessary.  These guidelines (in italic) must be deleted in the final document.

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 summary should not exceed half-a-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 since the last milestone.  Details will be provided in the following sections.

In this paragraph, a presentation of the achievements of the STF may be provided, with a concise self-standing announce (max 5 lines) introduction. This information is used to communicate the achievements of the STF to a general audience (e.g. on the ETSI WEB site).

3 Contractual milestone

A statement must be provided to explain how the contractual milestone relevant to this contract has been achieved and whether the target has been fully or partially met.  If the target has been partially met, a rationale must be provided to explain the reasons, consequences on the future STF activity and corrective actions.  Please ensure that the major statements about the achievement of the contractual milestone are highlighted in the Executive Summary.
4 Progress of the work

This paragraph provides information on the progress of the work with respect to the current work plan targets and future contractual milestones.  Indicate here whether the Work Plan associated to the contractual milestones must be revised and provide the updated schedule.  .  Please ensure any changes in the STF work plan and milestone schedule are highlighted in the Executive Summary.
5 Assessment of technical risk, difficulties encountered/expected, unresolved issues

Provide information on the difficulties encountered and the way technical risk will be managed.  We do not expect that an STF can work without facing technical risk and difficulties.  These must be reported or it must be explicitly states that there have been no difficulties.

6 Proposed changes in the STF work plan

Confirm the current STF Work Plan and schedule or provide here the details of the changes, if revised.

Please ensure that these requirements are highlighted in the Executive Summary. 

7 Resources requirements 

Possible requirement for additional resources to complete the work or, alternatively, results that can be achieved with the present resources. For ETSI funded STFs, the extension of resources may be requested to the Board by the reference TB.   Be aware that no extra resource will be forthcoming from the EC/EFTA. 

Possible requirement to switch resources from one budget element to another (e.g. from travels to manpower).  For ETSI funded STFs, this can be agreed by the TB.  For STFs funded by EC/EFTA, switching resources from one budget element to another (e.g. from travels to manpower) require preliminary agreement and must not exceed 10% of the relevant budget element.

Please ensure that these requirements are highlighted in the Executive Summary. 

8 Changes in the STF Team

Please indicate experts that have left and new experts that have joined the Team since the last report and experts that are expected to leave or be recruited before the next Report. Please ensure that this information is highlighted in the Executive Summary.
9 Meetings/events attended on behalf of the STF
This paragraph shall provide an “Executive Summary” of the meetings with the Reference TB or the Steering Committee or other Bodies inside or outside ETSI since the last Report.  Detailed meeting documents need not to be attached but may be referred.

In this Report you must indicate 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.

For the meetings outside ETSI, the expert(s) attending must provide a detailed report and a hyperlink to this report must be included.

10 Meetings/events planned to be attended

This paragraph shall provide the list of meetings/events that are planned to be attended on behalf of the STF (date/place, organizer, description, reason to attend).

	Date
	Place
	TB/Orga
	Event description
	Reason to attend
	Expert(s)

	
	
	
	
	
	

	
	
	
	
	
	


11 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.

12 Technical advice required from the reference Technical Body

This paragraph shall indicate to the Chairman of the reference TB (or the Steering Group), the subjects that need to be discussed and the decisions that need to be taken to optimise the STF activity.

13 Status of the deliverables

The STF leader shall provide information on the status of the deliverables (e.g. level of completion, expected difficulties, etc.).  All the draft deliverables must be available on the ETSI Server, in an area accessible by the TB and the ETSI Secretariat.

The hyperlink to the all the drafts available must be provided in this section.

14 Next report

The next report is scheduled for: planned date for the next report is required.

15 Any other business

