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	Sophia-Antipolis, 04 June 2001

Invitation to the SPAN#5 Meeting to be held
from 16 to 20 July 2001 in Sophia-Antipolis

Link to registration & meeting documents handling http://webapp.etsi.org/meetingcalendar/MeetingDetails.asp?mid=20815


	Dear Colleague

On behalf of Michael Briggs [mike.briggs@bt.com], Chairman of , ETSI has the pleasure to inform you of the arrangements for the above-mentioned.


	Address of the meeting
	· etsi / MAIN Building
650 Route des Lucioles
06921 Sophia Antipolis
France

	HOW can YOU be contacted during the meeting
	· Phone: +33 492 94 42 00 (switchboard)

· Fax:
+33 493 65 47 16

	mEETING SCHEDULE
	· The meeting will start on 16 July 2001 at 09.30
· The meeting will end on 20 July 2001 at 16.30.
· Distribution of the badges will start ½ an hour before the start of the meeting

	SECRETARY RESPONSIBLE FOR ADMINISTRATIVE ARRANGEMENTS
	· Sabine Beauvois 
· Tel: +33 (0)4 92 94 43 28
· E‑mail: sabine.beauvois@etsi.fr

	REGISTRAtion
	· Please register before 06 July 2001
· click here to REGISTER 


	IMPORTANT
· Documents are not provided in paper copies (for more details see below). 

· How to submit a document for the meeting (see below).

· How do I get to ETSI, list of hotels at negociated prices, car rental, useful information regarding meetings…
· Electric sockets & plugs in the World


	I look forward to seeing you in Sophia Antipolis.
Yours sincerely
Christian Julien
Christian
Technical Officer




	
IMPORTANT
 Documents are not provided in paper copy


	· Delegates who would rather work with paper documents are advised to bring their own copies of the documents.
· During the meeting the documents will be available in electronic format on “Docbox” and accessible via the meeting network or the Internet.

· Self service PCs with access to the network are available.

· You may log onto the ETSI network if you have an Ethernet card on your portable PC configured to get its IP address from a DHCP server: For assistance see: http://www.etsi.org/helpdesk/meetingsnetwork/home.htm


	
HOW TO SUBMIT A DOCUMENT FOR THIS MEETING

	PRELIMINARY REMARKS
· If your company is not an ETSI member, you are not concerned by the procedure described below. 
Just send your documents to SPANsupport@etsi.fr who will take care of their numbering and uploading. 
· If your company is an ETSI member and you do not have an EOL Account (username + password) yet, you should apply for an account at the following address: http://webapp.etsi.org/CreateAccount/ then follow the procedure described hereafter once you received it.

1. To submit documents for this meeting, follow this link: http://webapp.etsi.org/meetingcalendar/MeetingDetails.asp?mid=20815 and select  “Reserve a document number” (you will be prompted to enter your Username and Password) 

2. Follow the instructions that will be displayed on the screen (by the Automatic Document Numbering application / also called ADN) step by step until successful reservation of your document number.

3. Download the document template from the “Document area (FTP)” link and paste your text in this template.
Then ensure:
- that you typed the document number (given to you by the ADN Application) into the document’s header. 
- that you saved your document under the named given to you by the ADN Application.

NB1: If your contribution contains 2 or more files:
- use the header template for each document
- type the same document number (given to you by the ADN) in each document’s header
- give the same file name (given to you by the ADN) but append a suffix letter (indicating their logical order) to each of the documents.
- then pack them into a single archive file under the file name given to you by the ADN.

NB2: If you can not use the header template (your document is not a word document…):
- ensure that your document presents the same information than those given in the header template.

4. Upload your document on Docbox (http://docbox.etsi.org/tech-org) via FTP, in the directory created for the meeting. For information on how to upload with a web browser, see here.

NOTA BENE

To allow the other delegates to prepare themselves for the meeting, your contribution should be made available well in advance
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