


IMPORTANT 








All the documents available on the FTP/docbox server one full working day before the start of the meeting will not be provided in paper copies.





Delegates who would rather work with paper documents are requested to bring their own paper copies, i.e. download and print.


	Please note that:


During the meeting the documents will be available in electronic format on “docbox” and accessible via the meeting network or the Internet.


Self service PC’s with access to the network are available for delegates.


You may log onto the ETSI network if you have a LAN card on your portable PC. For assistance see:  http://www.etsi.org/helpdesk/FAQMeetingsNetwork.htm





For documents produced during the meeting, you should ask paper copies to the secretary in charge of the meeting.








to SUBMIT Documents for thIS meeting YOU SHOULD DO THE FOLLOWING








IF YOU HAVE AN ACCOUNT ON THE ETSI SERVER





You should go to the following address for Automatic Document Numbering: http://docbox.etsi.org/adn/home.asp 


And look for TB STQ (then choose list related to Workshop on QoS  Event) in order to:


Check which documents have already been submitted by looking through the list of documents.


Obtain a number from the automatic numbering tool.





You will find the meeting header template at the following address: http://docbox.etsi.org/tech-org/STQ/Document/STQ/05-9905-Sophia antipolis account is required).





Insert the meeting header as well as the TD number (that was given by the automatic numbering tool) in your document and rename your file (as indicated by the automatic numbering tool).





If your contribution contains 2 or more files: 


give the same file name to each of them and append a suffix letter (a,b,c…) indicating their logical order (ex: td034a.doc, td034b.ppt…) and pack them into a single archive file (td034.zip).





As soon as possible you should:


Send your document (in shape: see stage 3 above) to: thomas.achenbach@o-tel-o.de who will ensure that your document is placed on the docbox file server.








IF YOU DO NOT HAVE AN ACCOUNT





If your company is an ETSI member you can apply for one at the following address:


 http://www.etsi.org/AccountRequest


If your company is not an ETSI member just send your documents to:


thomas.achenbach@o-tel-o.de who will take care of the numbering and uploading.


