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Ref: EO/175/06/07 Chr/LS (7)
14 June 2007

Chairs/Lead Shepherds of APEC Fora

Dear Colleagues
This letter is to advise the APEC Secretariat’s key stakeholders of the establishment of a Project Management Unit (PMU) within the Secretariat with effect from 18 June 2007.  

Since APEC began projects in 1993, projects numbers have increased from 33 per year to around 120 in 2006.  Over the same period, the funds APEC committed to projects increased from just under $1 million to almost $8 million per year.  Around 1200 projects have been undertaken during this period with 251 projects currently active at a value of $18.5 million of APEC funds (i.e. not including self-funded amounts).  This will increase following recent new contributions from several member economies.  
The significant growth in APEC’s project activity, and the Secretariat’s pivotal role in project management, require us to have in place a highly effective and transparent management system throughout the project cycle, including conception and design, implementation, and  final evaluation.

In line with APEC’s reform efforts, the Secretariat is committed to ongoing improvements internally by providing members with a more professional and responsive service.  To assist in improving the quality of APEC projects, a specialised Project Management Unit has been created within the Secretariat.  The PMU will develop further a more professionalised approach to projects within the Secretariat and help build capacity in project management within the Secretariat and the wider APEC community.

The objectives of the PMU are to improve the coordination of project activities and ensure more cost-effective and targeted projects.  The PMU will help capture institutional memory and ensure continuity in future years.

While the PMU’s role will continue to evolve, initially its tasks will include:

· Develop/improve APEC’s project processes from a strategic perspective.

· Provide guidance to Program Directors, Member Economies and Project Overseers in the development, implementation and evaluation of projects.

· Organise and manage the Secretariat Project Assessment Panel, including assessing projects and providing recommendations on funding to the Budget and Management Committee.

· Provide guidance to Program Directors and Program Assistants on the development of contracts and approve contracts prior to signing. 

· Develop and conduct training programs for Program Directors and Member Economies to build capacity in project management.

The PMU will comprise members from within the Secretariat’s existing staff levels with one dedicated Program Director as Coordinator, Mr Derek Taylor, who will be assisted by one full-time Program Assistant, Lucy Phua.  The Unit will also be supported by other specialist program directors and the finance team.
I have attached the revised Secretariat structure incorporating the new unit (Annex A) and a paper outlining the new project process (Annex B), including the PMU.  Your Program Director will continue to be the first port of call for general inquiries and project administration.  The PMU will support your Program Director whenever more detailed advice is needed.  Members are also welcome to contact the PMU directly for any assistance or advice on project development, implementation or evaluation.  
Yours sincerely
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Colin Heseltine

Ambassador and Executive Director

35 Heng Mui Keng Terrace, Singapore 119616 • Tel: (65) 6775 6012 • Fax: (65) 6775 6013• Email: info@apec.org

www.apec.org
APEC Secretariat is ISO 9001:2000 Quality Management Certified
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