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At      ., CCYY-MM-DD
CEN/TC      NDocument numberE
To the Technical Board members
Information on the first meeting of

CEN/TC       - "TC provisional title and scope"
Dear Member,

By its decision NN/CCYY, the CEN/BT decided to create the following new CEN Technical Committee:

CEN/TC      "TC provisional title and scope”
and to allocate its Secretariat to “ Name of NSB".

I am pleased to inform you that: 

- I have been appointed as Secretary of this CEN/TC:


My name is: Name of TC Secretary;

- the first meeting of CEN/TC (number) is intended to be held:

From ccyy-mm-dd (hh.mm) to ccyy-mm-dd (at approxiamtely hh.mm) 

At  "Name of NSB or other if not" office:

Address of NSB or other if not
Please find enclosed the following forms to be completed:

- composition of the national delegation and name of the head of delegation and of the delegates intending to attend this first meeting;

- information on:

- your existing national standards in the field covered by the provisional scope of the TC;

- International Standards (ISO) in the field covered by the provisional scope of the TC that could be implemented as European Standards;
- International/regional (preferably European) and national deliverables in the field covered by the provisional scope of the TC;
- National legislation potentially conflicting with European practices in this field.
Please find also enclosed a short presentation of the nominated Chairperson.

/…

The notice of meeting and the draft agenda will be circulated as soon as possible together with some working documents based on your contributions.

In relation to the interpretation facilities during the first meeting, the TC secretariat suggests to (choose one of the following options):

· handle the meeting in English only;  or 

· handle the meeting with a full interpretation in English, French and German; or
· handle the meeting with a translation from … and from …to …
Please answer before (Date of this letter plus at least six weeks) to the Secretariat, by completing the enclosed forms.

Yours sincerely,

Name of TC Secretary
Secretary of CEN/TC      
Enclosures: 
- Form - Composition of the delegation of (name and address of the NSB) 

- Form - Information on available (draft) Publications

- Short presentation of the nominated Chairperson.

September 2013
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