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APEC Meeting Documentation Guidelines

The Secretariat is making concerted efforts to urge all APEC fora to adopt APEC documentation guidelines for meeting/workshop/symposia papers. The implementation of these guidelines facilitates the management, identification, and retrieval of APEC documents. It also helps to present a more consistent and professional image to members of the public.
 
The guidelines provide: 
1.       codes for the hard copies of meeting papers;
2.       a file naming convention for the soft copies;
3.       a classification system; and
4.       the use of standard templates for APEC documents.  
 
By adopting this system, the Secretariat working together with the meeting host can ensure a smooth process with regard to managing APEC meeting documents. This in turn will ensure that a complete set of final papers is available in soft copy by the end of the meetings. This is essential to allow for timely dissemination of information through the website and ensures that all final documents are captured for archival. 
 
The following are enclosed for your perusal:
1. APEC Meeting Documentation Guidelines with accompanying templates
2. Document manipulation guidelines - This sets out the style/formatting requirements and provides step-by-step assistance on merging documents etc.
3. The document codes for the TPTWG meetings are indicated below
 

	Meeting
	Hard Copy Code
	Soft Copy Code

	Aviation Experts Group
	2008/TPTWG30/AEG/XXX
	06_tptwg30_aeg_xxx_short title

	Air Services Sub Group
	2008/TPTWG30/AEG/AEG-SRV/XXX
	06_tptwg30_aeg_asg_xxx_short title

	Aviation Safety Sub Group
	2008/TPTWG30/AEG/AEG-SAF/XXX
	06_tptwg30_aeg_avseg_xxx_short title

	Aviation Security Sub Group
	2008/TPTWG30/AEG/AEG-SEC/XXX
	06_tptwg30_aeg_aseg_xxx_short title

	Maritime Experts Group
	2008/TPTWG30/MEG/XXX
	06_tptwg30_meg_xxx_short title

	Maritime Security Sub Group
	2008/TPTWG30/MEG/MEG-SEC/XXX
	06_tptwg30_meg_seg_xxx_short title

	Land Experts Group
	2008/TPTWG30/LEG/XXX
	06_tptwg30_leg_xxx_short title

	Road Safety Sub Group
	2008/TPTWG30/LEG/LEG-SAF/XXX
	06_tptwg30_leg_rsg_xxx_short title

	Vehicle Standards Harmonisation Sub Group
	2008/TPTWG30/LEG/LEG-VSHG/XXX
	06_tptwg30_leg_vhg_xxx_short title

	Intermodal and ITS Experts Group
	2008/TPTWG30/IEG/XXX
	06_tptwg30_ieg_xxx_short title

	GNSS Implementation Team Sub Group 
	2008/TPTWG30/IEG/IEG-GIT/XXX


	06_tptwg30_ieg_gnss_xx_short title



	Head of Delegation
	2008/TPTWG30/HOD/XXX
	06_tptwg30_hod_xxx_short title

	Plenary
	2008/TPTWG30/PLEN/XXX
	06_tptwg30_plen_xxx_short title


 
 Please feel free to contact me or our Information Manager - Ms Gopika Gopalakrishnan (email: gg@apec.org) if you have any queries on the above. This way we can address any doubts or queries well in advance of the meetings.
 
Many thanks and best regards,
Alexander L. Sukhov
Director (Program)

APEC Secretariat

35 Heng Mui Keng Terrace

Singapore 119616

Tel: 65 6772 7615

Fax: 65 6775 0357

Email: als@apec.org
