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APEC Project Proposal
Please provide your answers in point form or as succinctly as possible below each paragraph heading.

A.
Relevance to APEC

1. Briefly describe the project in one or two paragraphs. What are you seeking APEC funding for?

2. Describe the key objectives of the project. (Usually no more than three.)

For shorter-term projects such as workshops or training, describe the objectives for participants: “By the end of the training, participants/trainees will be able to…”

3. In less than half a page, briefly describe how the project directly responds to APEC’s key priorities and your fora’s work plan / medium term plan.
Answers to questions 1 – 3 can be taken from the Concept Note
4. For applications under the TILF Special Account: Briefly describe how the project will contribute to APEC trade and investment liberalization and facilitation with reference to specific parts of the Osaka Action Agenda.

B.
Project Effectiveness
5. Describe the project’s methodology in 1-2 pages. 
This section should include how the project will be monitored and assessed. For each step, include:

a. How it will be carried out

b. How member economies and beneficiaries will be involved

c. Any risks involved and how they will be managed

d. Associated outputs for each step
6. In less than half a page, describe why APEC is the best source of funding for this project. What is APEC’s comparative advantage versus other sources of funds? How does it build on previous APEC activities (if applicable)?

This information may be taken from the Concept Note
C.
Project Efficiency
7. Complete the itemized budget for the project in the format at the end of this form. The budget should illustrate the assumptions adopted (e.g. unit costs) for the computations. Remember to include all self-funding and to consult the list of eligible expenses in the Guidebook to APEC Projects. Advice on budget formulation, including acceptable unit costs, can be sought from the APEC Secretariat.
8. Provide a timetable for the drawdown of APEC funding requested for the project, including details of any requests for waivers or exceptions from the normal APEC financial rules with justifications. 
(Examples are from tendering requirements; for advance payment; payment for translation.)
9. In 2-3 paragraphs, highlight how the project offers APEC maximum value for money. In what ways will the project maximize the cost-efficient use of resources?
D.
Project Impact
10. For longer-term projects, explain who the direct project beneficiaries are and what the intended benefits will be. Include an explanation of how the project outputs from Q.5. will benefit the project beneficiaries. This should be no more than 1 page.
For shorter-term projects such as workshops or training, state who will be invited to participate (both as experts or participants) and why. This should be no more than half a page.
11. In less than half a page, what steps will the project take to ensure that it benefits both men and women and in particular does not disadvantage women? How do the project objectives benefit women?

12. Describe the plan for dissemination of the results and/or outputs of the project, including:

· The target audience;

· The number, form and content of any publications (NOTE: Publications that are merely a collection of power point slides or presentation will not be funded by APEC. APEC encourages electronic publication of project outputs and results, and can assist where appropriate with media releases and development of articles);

· Any intention to sell outputs arising from this project. 
E.
Project Sustainability
13. In less than a page, describe how you will ensure the project will continue to have impact after the APEC funding is finished. How will stakeholders and beneficiaries be supported to carry forward the results and lessons from the project?
14. Please include the names and brief biographies of the main point(s) of contact responsible for this project. Who will oversee the project—including any hiring of contractors—and drive it to success? 
APEC Project Itemized Budget 

(Please tick (.)

This project is:

(
a seminar, symposium or short-term training course

(
a survey or analysis and research project

(
neither the above but involves the provision of equipment

	Items
	No. of Units
	Unit Rate
	APEC Funding (USD)
	Self Financing (USD)

	Direct Labour
	

	Speaker’s Honorarium (government officials ineligible)
	(no. of speakers)
	
	
	

	- Translator’s Fees
	(no. of pages)
	
	
	

	- Short-term clerical and secretarial staff remuneration
	(no. of hours)
	
	
	

	- Consultant (including Researcher) Fees
	(no. of hours)
	
	
	

	- Consultant’s Secretary Cost
	(no. of hours)
	
	
	

	Travel (Speakers/Experts/ Researchers)
	

	- Per Diem (incl. accommodation and “additional payment”)
	(no. of persons and days)
	
	
	

	- Airfare
	(no. of persons and trips)
	
	
	


	Items
	No. of Units
	Unit Rate
	APEC Funding (USD)
	Self Financing (USD)

	Travel (Active participants/ participants/trainees)

(only from travel-eligible economies)
	

	- Per Diem (incl. accommodation and “additional payment”) (active participants)
	(no. of persons and days)
	
	
	

	- Airfare (restricted economy class)
	(no. of persons and trips)
	
	
	

	Other items
	

	Publication of report (including distribution)
	(no. of copies)
	
	
	

	Equipment / Materials (describe briefly what is required and why)


	(no. and type of equipment) 

(no. of days for rental)
	
	
	

	Photocopying
	(no. of copies)
	
	
	

	Communications (Phone/ Fax/ Mail/Courier)
	
	
	
	

	Hosting (pl. briefly describe, e.g., conference room rental, stationery)


	(units as appropriate)

(no. of days for rental)
	
	
	

	Total
	
	
	


