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Terms of Reference - Specialist Task Force

STF XXX (TC XXX / WG XXX)
Subject
Summary information
	Approval status
	Approved by TC XX (doc ref: XXXX) 
To be approved by Board#XXX (date)

	Funding
	Maximum budget: XXX XXX € ETSI FWP

	Time scale
	mmm yyyy to mmm yyyy

	Work Items 
	List deliverables to be produced

	Board priority 
	ETSI STF funding criteria


Part I – Reason for proposing the STF

1 Rationale
2 Objective

3 Relation with ETSI strategy and priorities
4 Context of the proposal

4.1 ETSI Members support
	ETSI Member
	Supporting delegate
	Motivation

	
	
	

	
	
	

	
	
	

	
	
	


4.2 Market impact

4.3 Tasks for which the STF support is necessary

4.4 Related voluntary activities in the TB

4.5 Previous funded activities in the same domain

4.6 Consequences if not agreed
Part II - Execution of the work

5 Technical Bodies and other stakeholders
5.1 Reference TB
5.2 Other interested ETSI Technical Bodies

5.3 Other stakeholders
6 Base documents and deliverables
6.1 Base documents
	Document
	Title
	Current Status
	Expected date for stable document

	ETSI TS XXX XXX-X
	
	
	

	
	
	
	

	
	
	
	


6.2 Deliverables

	Deliv.
	Work Item code

Standard number
	Working title

Scope

	D1
	DTS/XXX-XXXXX-XX

TS XXX XXX-X
	Working title: 
Scope: 

	D2
	DTS/XXX-XXXXX-XX

TS XXX XXX-X
	Working title:.

Scope:.

	D3
	
	

	
	
	


6.3 Deliverables schedule:
DTS/XXX-XXXXX-XX
working title
· Start of work
dd-mmm-yyyy

· ToC and scope
dd-mmm-yyyy
· Early draft
dd-mmm-yyyy
· WG approval
dd-mmm-yyyy
· Stable draft
dd-mmm-yyyy
· TB approval
dd-mmm-yyyy
TB#XX

· Publication
dd-mmm-yyyy
7 Work plan, time scale and resources
7.1 Organization of the work 
7.2 Task description
Task 1 – Title
Objectives
Input

Output

Interactions
Resources required
Task 2 – Title
Objectives
Input

Output

Interactions

Resources required

7.3 Milestones

Milestone 1 – Title

Milestone 2 – Title

7.4 Task summary
	N
	Task / Milestone / Deliverable
	Target date
	Estimated cost

	
	
	
	EUR
	Days (optional)

	M0
	Start of work
	date
	
	

	T1
	
	from -to
	
	

	T2
	
	from -to
	
	

	M1
	
	date
	
	

	T3
	
	from -to
	
	

	T4
	
	from -to
	
	

	M2
	Deliverables published, STF closed
	date
	
	

	Total
	TBD
	TBD


	Task Milest.
	Description
	J
	F
	M
	A
	M
	J
	J
	A
	S
	O
	N
	D
	J
	F
	M

	T1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	T2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	M1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	T3
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	T4
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	M2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


7.5 Working methods and travel cost
Travel cost for working sessions will be included in the contract compensation (manpower cost).  Presentation of results to the reference TB and other TBs will be reimbursed as real cost from the travel budget.  For other cases, refer to the travel budget table in Part III.

8 Expertise required
8.1 Team structure

(Up to) X participants to ensure the following mix of competences:

Part III:
Financial conditions
9 Maximum budget
9.1 Manpower cost
9.2 Travel cost
	Expected travels
	Cost estimate

	
	

	
	

	Total cost
	


9.3 Other Costs

Part IV:
STF performance evaluation criteria
10 Key Performance Indicators

Contribution from ETSI Members to STF work
· Direct financial contribution (co-funding)
· Support to the STF work (e.g., provision of test–beds, organization of workshops, events)

· Steering Group meetings (number of meetings / participants / duration)

· Number of delegates directly involved in the review of the deliverables
· Contributions/comments received from the reference TBs

· Contributions/comments received from other TBs

Contribution from the STF to ETSI work

· Contributions to TC/WG meetings (number of documents / meetings / participants)

· Contributions to other TBs

· Presentations in workshops, conferences, stakeholder meetings

Liaison with other stakeholders
· Stakeholder participation in the project (category, business area)

· Cooperation with other standardization bodies

· Potential interest of new members to join ETSI

· Liaison to identify requirements and raise awareness on ETSI deliverables 

· Comments received on drafts (e.g. on WEB site, mailing lists, etc.)

Quality of deliverables

· Approval of deliverables according to schedule

· Respect of time scale, with reference to start/end dates in the approved ToR

· Comments from Quality review by TB

· Comments from Quality review by ETSI Secretariat

Time recording

For reporting purposes the STF experts shall fill in the time sheet provided by ETSI with the days spent for the performance of the services

In the course of the activity, the STF Leader will collect the relevant information, as necessary to measure the performance indicators.  The result will be presented in the Final Report.

11 Document history

	
	Date
	Author
	Status
	Comments

	0.0
	dd-mmm-yyyy
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