	[image: image1.png]



	[image: image2.wmf]

	
	



                                                                                                                
YYYY-MM-DD 
DRAFT
Project Plan for the CEN or CENELEC Workshop on (subject) WS number or WS Acronym: …

Workshop 
(to be approved during the Kick-off meeting on YYYY-MM-DD)
The content of the Project Plan is structured into chapters. These chapters represent the Project Plan’s minimum content. There is no restriction on the addition of further chapters if this is deemed useful.
1. Status of the Project Plan
E.g. 
· Initial draft Project Plan, to be further developed, prior to submission for approval
· Draft Project Plan to be approved at the Kick-off meeting of the Workshop 
· Approved Project Plan
2. Background to the Workshop

This chapter should include information about:
· The market environment

· The legal environment (Directives and relevant national legislation)

· Existing standards and standard related activities and documents

· Motivation for the creation of this Workshop: e.g. dissemination of a research and development project; future certification or other. 
3. Workshop proposers and Workshop participants
The information that is provided in this chapter depends on the purpose of the Project Plan. In case of a proposal for a new Workshop, it is necessary to mention a contact point from the proposer's side. Similar information applies to further milestones in the Workshop's lifetime: who approved the creation of the Workshop at the Kick-off meeting? 
The following information is therefore requested (depending on the Workshop's status, some of the information is not needed):
· Original proposers of the Workshop (if too long: to be put into an Annex) 

· Participants at the Kick-off meeting (preferably through linking to an Annex)
· CEN/CENELEC national member holding the Workshop secretariat
· NOTE: After Kick-off meeting: Registered participants having approved the current Project Plan (preferably through linking to an Annex)
4. Workshop scope and objectives
This section should contain a broad statement of the overall goal of the Workshop, including the justification for the specific projects if there are more than one. It may mention the origin of the proposed activities, where this is important to provide the context of the proposal. This section should include stable information, valid for the lifetime of the Workshop. The presence of detailed timescales in this part of the document should be avoided.

The WS Secretariat may also indicate in this section its intentions as regards the distribution and dissemination of the resulting CWAs.

5. Workshop programme
The CWA shall be drafted and published in English, unless the Project Plan defines otherwise. 

Work plan
This section should list the specific work items with their deliverable and timescale for delivery.
The timescale for the development of work items stated in the Project Plan at the time of its adoption must remain visible in later versions/revisions of the Project Plan. 

General outcomes such as liaison activities or "strategic overviews" in the case of multi-project Workshops, should not be identified as a specific work item. 

Where it is intended to develop a CWA in more than one part, each part must be listed separately as a work item. Where the Workshop is developing several work items, it is recommended that the work programme is limited in this chapter to a bulleted list of the work items with links to an annex where a more detailed explanation of the work items is provided.
In accordance with the CEN and CENELEC rules for the development of a CWA, an open commenting phase is highly recommended for all CWAs, as a means of enhancing the transparency of the Workshop process.. An open commenting phase is mandatory if the CWA deals with safety aspects The Project Plan shall record the intention for such external comment phase together with an explanation how this phase will be organized and how the feedback will be processed. The minimum duration of the comment phase is 60 days.

Work already delivered (to be completed only in case the work has been operational for some time)
Deliverables already produced are to be listed. It is sufficient to provide the CWA (-part) number and title.
6. Workshop structure 
In this section, the Workshop structure and the responsibilities of the main actors (e.g. chairperson, secretariat, project teams, etc.) are to be described.
7. Resource requirements
All costs related to the participation of interested parties in the Workshop’s activities have to be borne by themselves. This principle should be stated in the Project Plan.

The price of the Workshop service offered by CEN or CENELEC is subject to prior negotiation with sponsors or proposers and the CEN or CENELEC Member that will take the Workshop Secretariat, and should not be recorded in the Project Plan. 

But, in case there is a fee for registered participation in the Workshop (as part of the Workshop’s funding process), this fee has to be explained in this section. 

In the resource section, details can be given on the parts of the Workshop’s operation for which EC/EFTA funding is required, as well as the amount of this funding. In case of Project Teams (or paid editors in case of one man Project Teams) that require EC/EFTA funding, there is a requirement to specify the number of expert man-days that require funding.
8. Related activities, liaisons, etc.
This section should specify any requirements for liaison with CEN Technical Committees or other bodies or organizations. 
9. Contact points
Such as Workshop Chairperson, Workshop Secretariat, Editors, CCMC contact, etc. 
	
Proposed Chairperson:
Name
Company
(address)

(tel)

(fax) 

(e-mail)

(web)
	Secretariat:

Name
CEN or CENELEC Member 

(address)

(tel)

(fax) 

(e-mail)

(web)



	CEN-CENELEC Management Centre
Name

Programme Manager 

CCMC
Avenue Marnix, 17
B-1000 Brussels 

Tel.: +32 2 550 xxxx            

Fax: +32 2 550 xxxx 

e-mail: 
(Web)
	


Annexes
Annex A, B, C…

� Here the date of updating should go, updated by the last editor


� Use font Arial 12 bold for headers (header tab stop at number 1), Arial 11 for body text





Draft PP version 1.0                                                                                                                                Page 

[image: image1.png][image: image2.wmf]