
APEC Project Proposal
Please submit through relevant APEC Secretariat Program Director. 

Proposals must be no longer than 12 pages, including budget and title page.

	Project title and number:
	Should clearly indicate the topic of the project.

	Source of funds (Select one):   FORMCHECKBOX 
 Operational Account     FORMCHECKBOX 
 TILF Special Account      FORMCHECKBOX 
 APEC Support Fund

	Committee /  

WG / Sub-fora / Task-force:
	     

	Proposing APEC economy:
	     

	Co-sponsoring economies:
	Must have at least 2 co-sponsors (HRDWG - 6 co-sponsors)

	Expected start date:  
	     

	Expected completion date:
	Must finish before end of next calendar year (i.e. Dec 2012 if applying in 2011)

	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       
APEC funding plus any self-funded or co-funded amount
	Total amount being sought from APEC (USD):       
Check your addition! Total must be within the amount approved in-principal at the Concept Note stage 

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:      
Proposal must be endorsed by the relevant forum before submission. It is not necessary to seek committee-level endorsement (unless the Committee is the originating forum). A consolidated QAF must be submitted with the proposal.
Project Details
Please answer each question succinctly. Suggested section lengths are provided as a guide.
Proposals must be no longer than 12 pages, including budget and title page. 

SECTION A:  Relevance to APEC 

[Answers to questions 1–3 may be taken or adapted from the Concept Note]
May need to make adjustments, but answers should reflect what you proposed at the Concept Note stage. If you are making any substantial changes to your Concept Note responses, you need to clearly highlight these in your proposal and explain your reasons.
1. Relevance: Why should APEC undertake this project? What problem or opportunity will the project address and why is it important? [½ page]
     
2. Objectives: Describe the 2-3 key objectives of the project. (e.g. to create a framework for…; help participants to...; share experiences in...; enhance understanding of...; etc.)     [¼ to ½ page]
     
3. Alignment:  Describe how the project will help achieve APEC’s key priorities and meets your forum’s work-plan or medium-term plan.    [less than ½ page] 
     
4. For TILF Special Account applications: 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 (Part 1, Section C and, where appropriate, Part 2). 

For APEC Support Fund applications: Briefly describe how the project will support the capacity building needs of APEC developing economies, and how they will be engaged.     [¼ page]
     
SECTION B:  Project Effectiveness 
5. Work plan: Provide a timeline of actions you will take to reach your objectives. For each, include:
· How it will be carried out and how member economies, beneficiaries & others will be involved
· Related outputs for that particular step (e.g. contract, agenda, participant list, workshop, report) 

[1-2 pages. Answers may be taken or adapted from the Concept Note]
This is the project’s workplan. Provide a timeline of actions to take to reach the project’s objectives. 
Risks: What risks may be involved in implementing the project and how will they be managed?   

[⅛ to 1 page, depending on project nature/complexity]
Common risks (and possible management strategies) include:

· Low interest in participation or in using results  -- Possible risk management strategies: ongoing consultation with economies on speakers, strategies, agendas etc; clear communications and “marketing” strategy
· Duplication of work of other APEC fora or fora outside APEC -- Possible risk management strategies: close consultation with relevant fora; research into similar projects; consultation with overseers of precursor projects

· Delays or untimely preparation 

Possible risk management strategies: ongoing consultation, adequate visa application time; early engagement of stakeholders or contractors, early adoption of agenda; strict internal deadlines
6. Monitoring and Evaluation: What indicators will you use to know if the project is on track (monitoring) and successful in meeting its objectives (evaluation)? What information will you collect (e.g. stakeholder feedback, website hits, participant stats etc.) and how will you collect it (e.g. meetings, surveys, interviews, peer review, records review)?    [½ page]
The plan should include:

· Performance indicators: Goals based on the information to be collected, for example: participant statistics, stakeholder feedback, number of recommendations adopted, number of website hits, number of documents distributed, etc.

· Evaluation method: how will you collect the information to show if the project has been a success? Possible avenues could include through meetings, surveys, interviews, focus group discussions, observation, peer review, records or data review.

APEC requires 6-monthly monitoring reports for all active projects (due 1 February and 1 August each year). APEC also requires a completion report for all APEC funded projects.
7. Linkages: Describe the involvement of other APEC fora, and relevant other organisations. Include:

· Engagement: How are you engaging other relevant fora, within and outside of APEC?

· Previous work: How does this project build on, yet avoid duplication of, previous or ongoing APEC initiatives, or those of other organisations? 

· APEC’s comparative advantage: Why is APEC the best sources of funds for this project?

 [¼ to 1 page. Answers may be taken or adapted from the Concept Note]

     
SECTION C:  Project Efficiency 
8. Budget: Complete the budget and budget notes for the project in the template in SECTION F of this form. The budget should include calculation assumptions (e.g., unit costs) and self-funding contributions. Please consult the Guidebook on APEC Projects for eligible expenses.

Must refer to the Guidebook in developing their project to be compliant with requirements, and facilitate easier implementation. 
9. Cost Efficiency:  Highlight how the project offers APEC maximum value for money. In what ways will the project maximize the cost-efficient use of resources?    [¼ to ½ page]
Indications of efficiency may include (but are definitely not limited to):

· Holding seminars, workshops or symposiums on the margins of other APEC meetings to reduce travel, per diem and/or hosting costs

· A high level of self-financing from supporters contributing to labour, facilities, travel and other budget areas

· Disseminating project outputs electronically, rather than publishing hard copies

· Leveraging the results of previous APEC projects, work or findings, or those of other organizations

· Making the best use of consultant or clerical hours

· Employing consultants with experience and a good reputation working on similar projects

· Using workshop/symposium participants as presenters, enhancing participatory processes

· Combining events into single visits to save travel costs

· Providing capacity and resources for participants to return to their economies and organize similar events (e.g. training the trainers), or support for implementation of outputs (e.g. for best practices or recommendations) in APEC economies 

· Sustainability of outputs and their relevance – demonstrating that reports, websites, research etc. will be used and updated so it remains relevant in the medium to long term

· A strategically chosen event location that leverages local expertise and cuts travel expenses for participants or experts

· Obtaining quotes for contractors and services, even when not required to do so by APEC guidelines

· Demonstrated value of outputs or outcomes to other APEC fora

Descriptions should be as explicit as possible, detailing specific organizations, economies, projects, dollar figures, locations etc., as relevant.
SECTION D:  Project Impact
10. Beneficiaries:  Explain who the direct project beneficiaries are and what the intended benefits will be. Include an explanation of how the project outputs (e.g. workshop, symposium, research paper, best practices etc.) will assist the project beneficiaries.  [less than ½ page]
Focus on benefits that are direct and fall during the span of your project, or that are specifically planned for, as part of your methodology/workplan
11. Gender: What steps will the project take to ensure the participation and engagement of both men and women throughout the project? How do project objectives benefit women?   [less than ½ page]
Steps to support gender equity might include:
· using gender analysis to design project methodologies and inputs (e.g. surveys); 
· including women in the planning, management, allocation of resources and implementation of a project; 
· taking steps to ensure equitable participation by men and women; 
· making special efforts to disseminate project results to women; and 
· using sex-disaggregated data for project assessment.

Benefits might include: 
· increasing the involvement of women in the economy and economic institutions; 
· integrating women into the global economy; 
· strengthening small and medium sized enterprises; and 
· reducing gender inequalities, including through education and training. 

12. Dissemination: Describe plans to disseminate results and/or outputs of the project, including:

· The number, form and content of any publications (Note: APEC will not fund website maintenance or publications that are collections of PowerPoint slides. APEC encourages electronic publication.)

· The target audience

· Any intention to sell outputs arising from this project.        

[less than ½ page]
     
SECTION E:  Project Sustainability 
13. Sustainability: Describe how 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? 

· After project completion, what are the possible next steps to build on its outputs and outcomes? How will you try to ensure these future actions will take place?    [less than 1 page]

After project completion, what are the possible next steps to build on its outputs and outcomes? What methods or actions will you build into your project to ensure these future actions will take place?
Possible next steps may include the following:

· Future availability of any outputs such as reports, manuals, databases or resources (including how they will be kept up-to-date and maintained)

· Follow up workshop / symposium / meeting

· Participants returning home to train colleagues or share information in their home economies

· Creation of cooperative network or means of future exchange of ideas and discussion

· Economies adopting best practices / recommendations

· Use of results or outcomes in expected future projects from your fora or another APEC or non-APEC fora

Indications that sustainability is likely may include: 

· Future funds and/or partnerships that will help carry project objectives forward after project completion

· Future funds and/or partnerships to maintain and update project outputs such as websites, databases and resources after project completion

· Engagement of stakeholders: relationships developed that can carry project objectives forward

· Training modules and resources created and made available

· A highly replicable model or event with resources developed for those who wish to replicate it

· Participation of beneficiaries/stakeholders of appropriate levels, economies, fora, ministries, industries etc.

· Ability to continue with little future financial input

· Inclusion of a stage where participants develop an action plan for future post-project steps

Follow up with beneficiaries through tracer evaluations, progress updates or other post-implementation communication
14. Project Overseers: Who will oversee the project—including any hiring of contractors—and drive it to success?   Please include the names and brief biographies of the PO and any other main point(s) of contact responsible for this project.      [less than ½ page]
     
Biographies of the main points of contact should highlight their experience in the field, as well as demonstrate their interest in acting as “champion” for this project and its goals.  If you intend to directly award a contract to an organisation or individual, also provide information about your preferred contractor. 

SECTION F:  APEC Project Itemized Budget
Please consult the descriptions of eligible expenses in the Guidebook on APEC Projects 
	All Figures in USD
	# of Units
	Unit Rate
	APEC Funding
	Self Funding
	Notes  

	Direct Labour
	

	Speaker’s honorarium (government officials ineligible)
	(# of speakers)
	     
	     
	     
	Max USD1,500 

	Translator’s fees
	(# of pages)
	     
	     
	     
	

	Short-term clerical fees
	(# of hours)
	     
	     
	     
	

	Contractor (including Researcher) fees
	(# of hours)
	     
	     
	     
	

	Contractor’s secretary fees
	(# of hours)
	     
	     
	     
	

	Travel (Speaker, Experts, Researchers)
	Max 6 person per day

	Per Diem (incl. accommodation and “75% additional payment”)
	(# of persons and days)
	     
	     
	     
	(location of event)

	Airfare
	(# of persons and trips)
	     
	     
	     
	Business class if travel >12 hours

	Travel for Participants (from Travel-eligible economies only. Active participants only)
	11 travel eligible economies 

	Per diem (incl. accommodations and “75% additional payment”) 
	(# of persons and days)
	     
	     
	     
	(location of event)
Refer to UN website/US State Dept. Website
Covers hotel, meals, transport, insurance taxes.
Can request for Advance.

	Airfare (restricted economy class)
	(# of persons and trips)
	     
	     
	     
	

	Other items
	

	Publication/distribution of report 
	(# of copies)
	     
	     
	     
	

	Specialized equipment or materials (please describe)
	(type, #, and # of days)
	     
	     
	     
	

	Photocopying 
	(# of copies)
	     
	     
	     
	

	Communications (telephone, fax, mail, courrier)
	
	     
	     
	     
	

	Hosting (provide breakdown, e.g., room rental, stationery) 
	(units as appropriate)
	     
	     
	     
	

	Total
	
	     
	     
	     
	


Budget Note 1: Drawdown timetable: Provide a timetable for the drawdown of APEC funding requested. 

      
Budget Note 2: Direct labour: Provide information for APEC-funded positions including general duties, total hours and who will be contracted, if known. (It is not acceptable to contract staff from your own organisation or government employees.)

      
Budget Note 3: Waivers: Provide details of any requests for waivers from the normal APEC financial rules, with justifications (e.g. from tendering requirements, for advance payment, simultaneous interpretation payment) in the notes column of the budget table, or below if the waiver requires a detailed explanation.

      
Remember:

· Must consult the Guidebook on APEC Projects Edition 7

· Do not adjust the budget template or add your own fields or lines.

· Make sure calculations are clear and budget lines match proposal.

· Develop your proposal in close cooperation with your forum PD.
