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ETSI
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xx/xx/2018
Part I – Policy relevance and expected market impact
Clause 1 to 4 are of importance as without being able to convince the EC that the action does meet public policy goals then despite how interesting the content of the work is (especially clauses 5 to 7 of the proposal), then it will fail and may not be evaluated further.
1 Policy relevance

This clause needs to set the action being proposed into the public interest/policy aspect. This can be standardisation request related (mandate) but in the ICT domain, where there may be no mandate, it is very important to be able to relate the proposed action as a response to the policy/ies and domains in the Annual Union Work Programme (AUWP) and the EC ICT Rolling Plan (ICT RP) for ICT Standardisation. For 2016 the versions to use for the AUWP and the ICT RP are the ones adopted in January 2016 (see https://portal.etsi.org/TBSiteMap/OCG/ECStandardardizationinformation.aspx). For other awareness/visibility actions this should also be in the AUWP but not necessarily (e.g. SESEI). The ICT RP is normally expected to be published by January of each year so the latest version is to be available from the link given. The AUWP is not published until around July of each year but does tend to cover an 18 month period. It is also very useful if you already have support from an EC service for the proposed action.
The EC Annual Union Work Programme is published by the EC, is addressed to the ESOs (and Annex III organisations) and is to be seen as a planning tool where the EC indicates possible new requests and priorities in the coming 18 months – it also includes the continuation of areas from continuing mandates/standardisation requests which is often longer than 18 months due to the duration of the requested work. For example, some work may still be carried out under quite old mandates where there has been a programming phase. However, if the proposed work was not in the proposed work programme then it is difficult to achieve EC acceptance.

A further EC policy document that can be used to support a technical proposal is the Priority Plan for ICT Standardisation that was adopted and published in April 2016 as a communication in response to the Digital Single Market (DSM) communication (https://ec.europa.eu/digital-single-market/en/news/communication-ict-standardisation-priorities-digital-single-market). This may also be used as a source of support material for a technical proposal. The ICT RP will complement this communication as it is developed further.
The ICT RP complements the AUWP and it exclusively addresses ICT standardisation and identifies in greater detail the topic areas where ICT standards could help achieve policy objectives including through complementary interoperability testing and awareness actions to ensure the effective uptake and implementation of those standards. Recommendations for actions includes requests for standardisation activities (including the development of guidelines, reports and supporting activities). It goes well beyond the items listed in the AUWP and sets out in detail the policy framework with relevance to ICT standardisation. Topic areas that are addressed in the AUWP are also listed in the Rolling Plan if the policy relevance and the suggestions for actions go beyond the work referenced in the AUWP.
Note that for wireless communications, radio, space, rail, etc., these are areas not covered by the ICT RP but these fall under the AUWP. Standardisation requests do not automatically mean financial support but it is definitely an advantage if a proposal is supporting an ETSI accepted or planned standardisation request.

Chapter 3 is the core element of the ICT Rolling Plan. It lists all topic areas identified as EU policy priorities where standardization/standards may play a key role in the implementation/support of the respective policy. Each policy area is listed in a separate sub-section of chapter 3. The table of contents of the ICT RP gives an overview and access to the respective sub-sections. All topic areas listed in the sub-sections of chapter 3 are currently structured in the same way = overview of the rationale for identifying the respective topic as a policy priority, comments coming from stakeholders of the ICT MSP, including Member States, standards activities already underway (all bodies) and a section on requested actions. The recommendations/requests for action reflect the input from the Commission and stakeholders in the ICT MSP.
All proposals for financial support must be able to be linked to a supporting public policy/requested action – failure to achieve this here will generally result in an immediate rejection as the EC cannot finance anything that does not reply to the public interest issue within their standardisation-related documents. 
2 Rationale

This is to provide a concise reasoning and support for the activity proposed – e.g. if there has been something from prior work to result in the outcome of the proposal – e.g. in case where there has been a work programme such as phase 1 in a standardisation request, continuation of SESEI, other, etc.
3 Objective
This is the goal/purpose of the proposed action. It can be as detailed as you want it to be. However, it must have details of what is to be the outcome – especially for ENs (if HS). The proposal may be offering a number of different tasks with different deliverables and this has to be outlined and justified. Always highlight the different outputs – Work Items and titles are necessary.
4 Market impact

This needs to relate on how the outcome will enable/implement issues – also highlighting what will happen/the consequences should this action not take place. This section is often left too short and can lead to rejection as the EC seeks to understand the value for money when investing public money for an action.
Part II – Execution of the work

5 Working method / approach
Clause 5 is a more generic clause and does not contain the detail of the actual work/tasks to be performed but they are more about the methodology e.g. STF, expertise required (very important to be well presented) and deliverables and work items concerned with scopes. If there is no defined work item(s) then this can damage the evaluation of the proposal. It is also important when the draft proposal is reviewed by the OCG and Board consultation procedure.
5.1 Specialist Task Force (STF)

An example is given below but the need to use an STF should be given and how the responsible TB will manage/steer/monitor and approve the outcome. This should describe how the technical content is to be developed, there is always a need to outline how the stakeholders are to be involved/consulted/included as this is a very important issue for the EC and their allocation of public money. All EC/EFTA funded work needs to show how all relevant stakeholders (especially societal stakeholders, SMEs, research/academia, related EC funded R&I projects, other bodies) are to be or can be involved in the action. If responding to a mandate or the ICT RP, there may already be indications of such stakeholders but a good identification here by the TBs will be valuable. However, once in then if the TB/STF fail to achieve/try to achieve this then problems can arise later.
For example: ETSI will perform this work by the creation of an ETSI STF, reporting the milestones to the ETSI XX Technical Committee (TC XX), according to the planned TC and WG meeting agenda (as described in clause 7) and additional dates agreed by the TB Chair. TC XX will lead an active role in steering and contributing to this work.

The technical content will be developed through consultation, workshops, and desk-based research, etc. Consultation with stakeholders from xxx is of major importance as ...... (see section 7 for further details). Obvious candidates as stakeholders are .(use bullets)...... as well as the current market leaders. The STF members will also invite players that have not been involved to date in order to fully address the markets covered.
In particular, the STF members will (bullet points to describe how the STF will carry out the consultative/stakeholder inclusion issues as well as liaisons and necessary coordination work – including with lead TB, CGs, etc):

5.2 Other interested actors
This can be used show how coordination/consultation/liaison with various stakeholders as well as standards organizations and possibly other international and/or research projects will be necessary to achieve the best outcome of the action. This may be where the TBs (ETSI and external) and other structures may be involved beyond the STF’s actions. 

Stakeholders will be encouraged to provide comments on drafts, either as members of an Industry Reference Group, at meetings and events or by e-mails. The drafts will therefore be made publicly available at the STF portal page at a number of stages throughout its development when agreed by TC XX.
Note that this may require the TB to request the Board to have an open area on their portal page.
5.3 Expertise required (qualifications, experience, required, mix of skills)
Here you must outline the proposed size of the STF, then outline the different qualification/expertise/knowledge and combination of things that will be required from the companies/organisations submitting proposals to carry out the tasks. The STF Leader tasks also require expertise that should be stated. The stronger you can be on this the better. Emphasize the technical expertise and experience you need if you need different types of expertise. Do not emphasize the need for knowledge of ETSI work/processes here as this does not impress the EC. Knowledge of standardisation is OK as well as other strengths such as project management, report writing, consensus building, presentation skills, working in an international environment, etc. 
5.4 Previous work

This may not only relate to work in ETSI if there is work from elsewhere to be included or if there is base material from elsewhere. This section can strengthen a proposal if it is clear that the action has elements to make use of. However, do not leave the EC with the impression that what has to be done is not that much. Poor description here can leave them believing that the action you are asking for funding is either not that original, not actually needed or even worse it is basically already done and the action could be done on a voluntary basis!
If linked to a standardisation request (mandate) and an agreed work programme then this can be referred to in some detail as long as it clearly places the task is context. If it is to be work under a mandated work programme then ensure that you keep within this work programme. Work not agreed by the EC/EFTA as being under the mandate will not be supported.
6 Performance indicators

Performance indicators very important to the EC and they are looking for indicators that can be linked to the work they are paying for. This can include issues related to the effectiveness and efficiency of the work carried out with indicators that prove different aspects have been achieved within targets such as development time, proof of inclusiveness of the different stakeholders involved and their acceptance of the work, that coordination has been achieved and feedback and proof that the input has been considered and replied to. This is very important to the EC as it is a basic principle for them in relation to European standardization. Failure here will result in possible rejection at evaluation.
Examples of the sort of KPIs that can be used includes targets for producing the result – e.g. delivery of drafts and publications on schedule (say 90-95% on schedule for progress steps/milestones of different tasks, number of drafts for consultation, analysis of comments received and included as well as a breakdown of the different stakeholders involved). Proving that work has been undertaken to disseminate the work and activity is another way to set targets – e.g. presentations, workshops, numbers of external events/meetings attended, press releases, etc.
Benchmarks need to be defined, set achievable targets and then be clearly reported on – especially at the end of the action in the Final Report – poor indicators and results can reduce the EC willingness to pay but also unwillingness to set real indicators can damage the evaluation process and acceptance of the proposal.
Generally, this clause is split into:
· Effectiveness and efficiency 
· Stakeholder engagement
· Dissemination of results
· Impact

Provide information on the satisfaction of the stakeholders with the work activity. This also includes comments received during the progress of the work, as indicated above. Comments on the impact of the final draft will not be possible as the STF will be closed at approximately the same time as the final deliverable is published. However, if possible link this to the market impact clause (clause 4) of the proposal. If there are dissemination actions – presentations for example – then these have to be provided to the EC/EFTA with the reports (Interim and Final).
7 Work plan, milestones and deliverables
This is an extremely important section as it needs to be given in very strong detail when describing the work to be carried out and to justify the amount you will request in financial terms and for the duration of the action and the complexity of the work involved. This section is to be far more precise and descriptive than the general ETSI funded STF ToRs. Do not expect to be able to get away with being short on content here and to get an OK at evaluation. This section really justifies the amount of resource they will agree to allocate – especially for all lump-sum based actions for standards and specifications.
The lump sum will include the manpower and travel together. It means there is a need for a good estimate of man-days needed over what duration for the tasks along a clear plan of expected travels – and especially if there are to be overseas/international travels – if they are not identified then they are not likely to be allowed if the STF then comes up with requests that were not foreseen. Strong planning is required. If you expect a large travel budget requirement then please discuss this with the ETSI Secretariat.
7.1 Deliverable
What will be drafted/developed under the action – this has to be defined, work items given with titles and scopes (even if done elsewhere). Their schedules need to be defined with the planned duration for all the tasks to complete the action. The formal contractual deliverables will continue to be activity reports to the EC/EFTA – Interim (including latest drafts of the deliverables under WI) and Final Reports with the publication versions of the ENs/ES/TS/EG/TRs promised. We tend to offer the IR after about 60% of the proposed duration unless the activity is top-loaded in planned resource usage– for example:   
“The following reports will be submitted to the EC/EFTA:

· Interim report will be submitted at the latest 14 months after the date of signature.

· Final report will be submitted at the latest 24 months after the date of signature.”
Duration of the action is for the TB to decide – do not be over-ambitious as this can result in requests for amendment if timings go awry and the EC may not agree. Should the action require 30 months then this may be agreed. Be aware that proposed amendments cannot result in extra financing and changes need to have strong justifications (technical).
7.2 Work plan 

Here is where the detail of the different tasks involved to achieve the deliverable(s) needs to be fully described and what is involved (methodology) – from recruiting the STF, starting work and then the different tasks involved for the work (giving durations and manpower requirements for the tasks in units). This will include the technical activity plus the timing of activities to achieve different things – including consultations, stakeholder involvement, liaisons and meetings (the how aspects). 

The basics need to outline the tasks to be undertaken with the schedule with S = date of signature/start of action plus the number of months into the action.
The EC also asks to have a figure/table to illustrate the expected progress of the work in order to illustrate the expected tasks. The table below is an example of this but can be adapted/reworked/use something else.
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Then provide the information on the individual tasks to be carried out in a detailed and descriptive manner. Try not to leave items open so that it/they can be questioned. This section needs to cover from the start to the Final Report delivery and publication of the expected deliverables. Where there are inter-relationships between work on different items please make sure this is clearly indicated and reasoned.
Part III:
Financial part
Note that for STFs and actions to deliver Standards (ENs) and other European Standardisation Deliverables (remaining ETSI deliverable portfolio) as defined under Regulation 1025/2012 then lump sum financing is to be used. For 2018 the ETSI lump sum unit is 630,30 EUR per unit. The unit comprises both manpower and travel.
In-kind contribution is no longer required as EFTA should provide further co-financing with the EC providing 95% and EFTA 5%.
8 Financial provisions in the EC/EFTA contract
8.1 Total action costs
The total action costs will amount to: XXX XXX€ 
Note:
The ETSI unit cost is 630,30 EUR and the total action cost therefore = number of units x 630,30.
8.2 Subcontracting
If you need subcontracting to support the action then a separate costing needs to be provided here.

If there are other costs to be taken into account then discuss this with the ETSI secretariat to define if there is a need to include a further budget line heading.
