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APEC EVENT TIMELINE

*Document for PD/PE to customize where necessary, before sending to PO. (Please delete this portion before sending.)

About this document

This document is provided for information to assist Project Overseers (POs) to plan and prepare an event (eg workshop, seminar, site visit, study tour) under an APEC-funded project. It guides the PO through the steps of the venue and speaker and participant nomination process and suggests the number of business days that should be planned for each step. 
The number of days suggested in this document are in our experience what is required for a typical APEC event organisation process to be completed comfortably. However, no two APEC projects are the same, so please consider the requirements of your individual project when you are planning for your event organisation process.

If your project is urgent and you need to complete the process in significantly less time than what is suggested here, please contact your APEC Secretariat Program Director (PD) as early as possible to ensure that the process can be completed successfully to your timeline.
Project Name:  


Project number:


Completed by (Name): 



Proposed Event Date(s):  DATE
Version date: 


	Step
	Process for APEC-funded Workshop
	Suggested Deadline
	Suggested number business of days
	Proposed dates 

(for bold entries)

	1. 
	Project Overseer (PO) completes this Event Timeline Form and submits to the APEC Secretariat Program Director (PD) and Program Executive (PE). 


	At least 16 weeks before the planned event 
	5
	

	2. 
	The PD and PE provide feedback to the PO on the planned Event Timeline

	
	3
	

	3. 
	Project Overseer (PO) submits the General Information Circular (GI) and makes provisional arrangements with the hosting venue
	At least 12 weeks before the planned event
	
	

	4. 
	Program Director (PD) and Program Executive (PE) review draft GI, including checking hosting costs eligibility, budget availability, per diem rates, sufficient notice to members for nominations (at least 6 weeks for EWG events). If necessary feedback for requested changes provided to PO.
	
	5
	

	5. 
	PO makes any required changes to General Information Circular (GI), Request for Hosting Cost Approval and this Timeline (repeat process as necessary)
	
	6 per iteration
	

	6. 
	PD Approves GI and circulates GI to EWG members, requesting EWG Expert Groups
	At Least 8 weeks before the event 


	
	

	7. 
	PO receives expert speaker and participant nominations from EWG members 
	At least 6 weeks before the event
	
	

	8. 
	PO reviews all workshop nominations and prepares the Proposed Workshop Participant List.  If necessary seeks clarification on the available APEC budget from the PE.
	
	
	

	9. 
	PO sends the proposed Workshop Speakers and Participants List to the PD and PE for Secretariat approval


	At least 6 weeks before the event
	
	

	10. 
	Program Director (PD) and Program Executive (PE) review proposed Workshop Speakers and Participants List.  If necessary feedback for requested changes provided to PO.


	
	
	

	11. 
	PD approves the Workshop Speakers and Participants List (subject to NMP approval)
	At least 6 weeks before the event
	
	

	12. 
	PO confirms final arrangements with the hosting venue.
	Next day
	
	

	13. 
	PE sends out request for travel itinerary and quote to proposed APEC-funded travellers (current) 
	Next Day

	1 day

	

	14. 
	PE sends out request for Non-member Participation (NMP) to the approving APEC forum (EWG) for all non-member workshop speakers and travellers with CC to the PO
	Next Day
	3 days (minimum) 
	

	15. 
	PO sends advice to all self-funded APEC Government speakers and participants to go ahead and arrange travel at their own expense with CC to the PE 
	Next Day
	
	

	16. 
	PE advises PO of NMP approval outcome 
	At least 4 weeks before event
	
	

	17. 
	PO sends advice to all approved Non-member speakers and participants who are self-funded to go ahead and arrange travel at their own expense with CC to the PE

	At least 4 weeks before the event
	
	

	18. 
	PE receives travel quotes (and negotiates travel costs as necessary) from APEC-funded travellers.  PE prepares Travel/Advance Undertakings for APEC-funded travellers based on travel quotes and subject to NMP approval.
	
	10 days
	

	19. 
	PD approves Travel/Advance Undertakings and PE sends out to APEC-funded travellers with CC to the PO.  Undertakings for Non-member participants can only be issued once NMP has been approved.
	At least 4 weeks before the event
	
	

	20. 
	Travellers purchase air tickets, confirm own accommodation booking and arrange any required visas. 
	Before the event
	
	

	21. 
	PO prepares: Final Agenda (and circulates to all participants); ‘Per Diem Form   &   Project Overseer’s Certification’ form including all APEC-funded Speakers and Participants; Workshop Evaluation Forms etc
	Before the event
	
	

	22. 
	Workshop/event is held
	DATE
	
	

	23. 
	PO sends to PE and PD confirmation of actual full workshop attendance by APEC-funded speakers and participants.

PO reports to the PD and PE any non-compliance by APEC-funded workshop speakers or participants in fulfilling their obligations as per the relevant Advance/Travel Undertaking.
 
	Not more than 3 working days after the event
	
	

	24. 
	PE checks workshop attendance by APEC-funded speakers and participants and works with PO and PD as necessary in case of any errors/issues. 


	
	3 days
	

	25. 
	PE approves and arranges reimbursement of speakers/experts/participants travel and per diem in accordance with the workshop attendance form.
PD initiates recovery of any advanced APEC funds from APEC-funded speakers and participants who did not fulfil their undertaking commitments as reported by the PO.

	Not more than 5 working days after the event


	
	

	26. 
	PO sends the PD and PE a digital copy (by dropbox or similar if necessary) of all presentations and documents shared or tabled at the workshop. PD follows up with PO in case of any issues.
	Not more than 10 working days after the event


	
	

	27. 
	PE arranges upload of event documentation to APEC’s Meeting Document Database and sends a link to APEC fora (EWG) members and the PO
	Not more than 15 working days after the event


	
	

	28. 
	PO sends the PE a request for reimbursement of eligible hosting and other event-related costs (if any)

	Not more than one month after the event


	
	

	29. 
	PE clarifies the request as necessary with the PO and PD approves costs for reimbursement. PE notifies the PO of the Approval once granted.
	Not more than six weeks after the event


	
	


NOTES:

Step 1:
Template document:  
Event Timeline (the table above)
Step 2:
In its feedback on the Timeline, the Secretariat would highlight any foreseeable issues (eg insufficient time allocated for required process and approvals, staff absences, event clashes etc) 

Step 3:
In order to ensure that hosting costs are eligible APEC project costs and can be reimbursed by the APEC Secretariat, the PO should review and comply with the hosting cost requirements set out in Chapter 9 of the Guidebook on APEC Projects (available on the APEC website).  The Hosting venue arrangements should only be confirmed by the PO after the date of the event is set and when the PD approves the Workshop Speakers and Participants List. The APEC Secretariat does not pay deposits or advances for hosting venues.  
The Draft Agenda for the workshop/event needs to be consistent with the approved Project Proposal, and should be structured to contain a sequence of sessions and speakers that are designed to deliver the achievement of the workshop’s objectives, and link back to the broader project objectives. Examples of APEC Workshop agendas are available from the Program Director if needed.    

The PO must note any APEC ‘cross-fora collaboration’ with other APEC fora (eg Working Groups) in the GI, and request the APEC Secretariat to share workshop information with other APEC Fora identified for cross-fora collaboration in the Project Proposal.

PO should use their own networks to identify appropriate expert speakers (and participants) from APEC member economies, international organisations, non-member economies, private sector etc in accordance with the ‘Linkages Section’ of the Project Proposal.  Identification of such stakeholders should be commenced as soon as the Project Proposal is approved (or even earlier to inform project design as appropriate).

The PO must ensure that the event complies with APEC Hosting Guidelines eg workshop is conducted in English (materials should be in English too), no flags, APEC nomenclature used for members etc).  Workshop presentations also need to comply with the APEC Publication Guidelines.
(Optional) PO may also request for the APEC Secretariat to send an ‘Advance Notice of APEC Event’ message providing early notice to forum members of the workshop to be sent at this stage. This can assist members to begin identifying appropriate speakers and participants. In this case the APEC Secretariat will send an ‘Advance Notice of APEC Event’ message to the members of the originating forum (and any co-endorsing fora), with a copy to the PO.

Template document:

APEC Workshop General Information Circular (available on the APEC website)
Step 6:
This is a hard deadline and if missed the event may need to be rescheduled.  Low levels of member participation in workshops have repeatedly been reported to have detrimentally affected APEC project outcomes. Insufficient notice to speakers and participants is a cause of such issues.  See also the Note for Step 3 on identification of speakers and participants.
Step 8:
Subject to the available Project budget, up to 6 expert speakers per day of workshop and up to two expert participants from travel eligible economies can be funded by APEC as per the Guidebook on APEC Projects. In case of fewer nominations are received for travel-eligible economy places for some economies, the PO can propose for APEC to fund up to 3 participants from a single travel-eligible economy(ies).

PO seeks clarifications as necessary from nominees at this stage (eg missing information on nomination form, details of proposed topics for nominated speakers etc)
Template document: 
Proposed Workshop Participant List (provided to PO by PE)
Step 10:
The Secretariat check will include Guidebook compliance (numbers of speakers and participants), budget availability and utilisation, gender (gender balance in nominations should be actively sought by the PO and all male/female panels should be avoided). In case of low proposed participation by APEC economies (less than 7 economies) the PD will discuss potential solutions with the PO (including delay of the workshop if necessary) and consult with APEC’s Project Management Unit and the Fora Chair/Lead Shepherd as necessary.

Step 13:
A key role for the PE is to work with the approved APEC-funded speakers and participants to arrange travel on either an advance or reimbursement basis (as per the approved Workshop Speakers and Participants List).
Step 14:
Non-member Participants are defined in APEC as any speakers or participants from APEC economies who are not government employees and all speakers or participants who are not from an APEC economy. Representatives from any International Organisations also fall under this definition.


NMP approval by EWG members is mandatory for attendance at any APEC event, as per SOM guidance. The APEC Secretariat cannot issue a Travel/Advance Undertaking to a Non-member Participant that has not been granted Non-member Participation approval.

Any breaches of APEC Non-member Participation Guidelines need to be noted by the PO in the Project’s reporting (eg Monitoring and Completion reports) and will also be noted by the APEC Secretariat in the Project Completion Report.
Step 19:
The maximum amount payable by the APEC Secretariat for each APEC-funded speaker and participant is as per the Advance Travel Undertaking, regardless of the actual cost of the ticket when purchased by the traveller. 

Step 22:
All experts and participants in attendance need to sign in on a daily basis during the workshop.  If the PO prefers, daily sign-in sheets clearly indicating each speaker’s/participant’s name can be used and submitted along with the Per Diem and Attendance Certification form. 

All Participants and Speakers should complete Workshop Evaluation Forms for submission to the PO before leaving the workshop.  The PO uses the feedback received to inform further project implementation and the project Completion Report.
Template documents:
PO Certification – Per Diem and Attendance Certification (available on the APEC website)
Participant Evaluation Survey form (in the Guidebook on APEC Projects, on the website) 
Step 25:
APEC-funded travellers’ receipt of reimbursement takes about 20 business days after Approval is granted.

Step 27:
The presentations and other documents from the Workshop need to be collated by the Project Overseer (or their delegate) who sends them to the APEC Secretariat, which will make these publicly available through APEC’s Meeting Document Database (unless they are indicated to be for restricted circulation only to APEC members).  Presenters need to be reminded by the PO that all workshop materials must comply with APEC Publication Guidelines.
Step 28:
PO’s receipt of reimbursement of event related costs takes about 20 business days after Approval is granted.
Step 29:
The Secretariat can by arrangement with PO provide payment of eligible hosting costs directly to the hosting venue within 20 days of the Secretariat’s receipt of required service provider invoice and PO certification in good order from the PO.

Template document: 
Project Costs Reimbursement Request Form (internal Secretariat use – prepared by PE to facilitate payments)
1

