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Appendix B


APEC Concept Note

Please submit through APEC Secretariat Program Director. Concept notes of more than 3 pages 

(including title page) or incomplete submissions will not be considered.

	Project Title:
	[Should clearly indicate the topic of the project.]

	Source of funds (Select one):   FORMCHECKBOX 
 Operational Account     FORMCHECKBOX 
 TILF Special Account      FORMCHECKBOX 
 APEC Support Fund
[Refer to funding source info on pages 7-9 on Guidebook]

	Committee /  

WG / Sub-fora / Task-force:
	     

	Proposing APEC economy:
	[Normally from PP’s own economy]

	Co-sponsoring economies:
	[Must have at least 2 co-sponsors. HRDWG must have at least 6 co-sponsors]

	Expected start date:  
	     

	Expected completion date:
	[Must finish before the end of the next calendar year (i.e. Dec 2011 if applying in 2010]

	Project summary:

Describe the project 

in under 150 words. 

Your summary should include the project topic, planned activities, 

timing and location:

 (Summary must be no longer than the box provided. Cover sheet must fit on one page)
	     
 

	Total cost of proposal: (APEC funding

+ self-funding)

USD       
	Total amount being sought from APEC (USD):  [Check additions!
Make sure numbers are correct.]
By category:   Travel:                      Labour costs:      
    Hosting:                  Publication & distribution:              Other:       


Project Proponent Information and Declaration:

Name:       
Title:        

Organization:       
Postal address:       
Tel:       
Fax:       
E-mail:       
I declare that this submission has been prepared in line with the Guidebook on APEC Projects. If approved, I agree to develop the project in line with APEC project requirements.

Name of Project Proponent

Date:      
Project Synopsis

1. Relevance: Why should APEC undertake this project? What problem or opportunity will the project address and why is it important? 
[A project summary. Be concise and clear on the project basics. Should cover :
· Topic and brief mention of why it’s important

· Think: Who, What, When Where, Why and How.

· Clear mention of location and timing 

Should establish the framework so that the rest of the proposal has a frame of reference.] 
2. Objectives: Describe the 2-3 key objectives of the project. (e.g. to... create a framework...; ensure participants will be able to...; share experiences...; enhance understanding...; develop recommendations...; build interest...; revise strategies... etc.)     
[Explain what you propose to do. Be S.M.A.R.T. Example:

· To create a framework...

· To share experiences...

· To enhance understanding...

· To develop recommendations...

· To build interest...

· To revise strategies…

Note: For ASF fund - show linkage to the needs of developing economy members] 
3. Alignment:  Describe how the project will help achieve APEC’s key priorities and meet your forum’s work-plan or medium-term plan.    
[Refer to current Leader or Ministerial statements (posted on the APEC website). APEC priorities, Committee/fora’s workplan that the project aligns with.]  

4. Methodology: How do you plan to implement the project? In this section, address: 

· Timeline: Project timelines and dates for key activities and deliverables

· Stakeholders: Beneficiaries and stakeholders (APEC & non-APEC) and how they will be engaged

· Previous projects/activities: If and how this proposal builds on the findings or lessons learned from previous projects/activities, while avoiding duplication

· Communication: How you plan to communicate the results or benefits of this project to others
[Project’s workplan - provide a timeline of actions to take to reach the project’s objectives. For each action, include:
· Details on how it will be carried out (what, who, when, where, how)
· Details on involvement in the planning and implementation. 
· Related outputs for that particular step. Most steps have an output of some sort, for example: a contract, a plan, an agenda, the participant list, a workshop, a report, a piece of research etc.]
Remember --

· MUST NOT be more than 3 pages.
· MUST have 2 co-sponsors.
· MUST be ENDORSED by fora.
· MUST ensure BUDGET is correct.
· MUST be submitted to PD before the deadline.
