FOR DRAFTING AND CONSULTATION ONLY. NOT FOR ENDORSEMENT.
This form is an optional tool. PO will be required draft the Project Proposal on APAS 
(online platform) at a later stage.

	Project Proposal

	Please fill in these sections by copying and pasting the content from your approved Concept Note. This section will be automatically populated on APAS. Please begin drafting from Section B: Project Impact.

	Project Proposal Number	Comment by APECSEC-PMU: Please copy and paste the inputs for these fields on the first page of your submitted Concept Note. The PV Drivers and Objectives can be copied from the Annex in the CN.

On APAS, these fields will automatically be copied over from the submitted Concept Note. 
	

	Project Title 
	

	Fund Source
	 General Project Account, APEC Support Fund (ASF), TILF

	Sub-Fund
	 Indicate ASF Sub-fund, if applicable

	APEC Forum
	

	Co-Proposing Forum 
(if applicable)
	

	Proposing APEC Economy
	

	Co-Proposing APEC Economy
(if applicable)
	

	Co-Sponsoring APEC Economy(ies) 
	

	Expected Start Date 
	

	Project Completion Date
	

	Project Summary
	

	Project Topic(s)
	

	
Project Outputs
	1. 

	Project Alignment to APEC's Putrajaya Vision 2040 and Aotearoa Plan of Action

	Primary Driver
	
	Primary Objective
	

	Secondary Driver 
(Optional)
	
	Secondary Objective (Optional)
	

	
Summary of Proposed Budget
	APEC Funding (USD)
	Self-Funding (USD)
	Total (USD)

	
	
	
	



	Main Project Overseer’s Information

	Name
	

	Job Title
	

	PO Organization
	

	Primary Contact No
(Economy Code/Area Code + Telephone No)
	


	Primary E-mail
	

	
Please provide a brief profile of the PO
	

	Alternate Project Overseer Information (if any)

	SN
	Alternate PO
	Job Title
	PO Organization
	Contact No
	Email

	

	
	
	
	
	



	SECTION A: Project Relevance

	1a. Benefits to Region
	

	1b. Eligibility and Fund Priorities
	

	1c. Capacity Building
	

	2. Objective
	

	3a. APEC
	

	3b. Forum
	



	Please begin drafting from this section onwards.

	SECTION B: Project Impact

	SN
	Output Name 	Comment by APECSEC-PMU: In chronological sequence, name and describe each key product or service that you
will create or produce in support of the Outcomes. This may include workshops, reports, research work, recommendations, best practice guidelines, action plans etc. 

Be brief but describe key parameters, like purpose, duration, location, expected scope and scale, timelines etc.
	Description

	1
	
	

	2
	
	

	3
	
	

	

	SN
	Outcome Description	Comment by APECSEC-PMU: Describe each specific change, impact or benefit the Project is expected to deliver, which directly support the Project Objective. These include changes in policy, processes, or behaviour in the participating institutions, or in APEC more broadly. Be sure that each Outcome is measurable and a direct result of the project outputs.

	1
	

	2
	

	3
	



	6. Beneficiaries	Comment by APECSEC-PMU: Describe the primary project participants and users of the Outputs, detailing their qualifications, level of expertise, roles/level of responsibility, gender, economies represented, government departments,
APEC fora involvement, etc. Explain how they will benefit from the project. 

Who else will indirectly benefit from the project and how (Secondary beneficiaries)?
	Primary Beneficiaries:



Secondary Beneficiaries:

	7. Dissemination	Comment by APECSEC-PMU: Describe plans to disseminate all output documents/reports and other results of the project, including: Whether the document(s) and/or report(s) will be an APEC Publication. The number, form and content of publications (Note: Electronic preferred.)
	



	8. Gender	Comment by APECSEC-PMU: What steps will the project take to ensure the participation and engagement of women in project activities? How do the project outcomes and the project objective benefit women? 

(If your project is focused on the women's economic empowerment themes, consider how you will engage male participants.)

	1. Description of Gender Inclusion in the Project

	
(Mandatory text below, do not remove)
PO is committed to collecting sex disaggregated data for all speakers and participants (not only those funded by APEC) at the project event. This data will be included when submitting a Completion Report to the Secretariat upon completion of the project, as well as providing guidance to future POs on their own gender equality targets.

	Gender Participation Target Goals
	As Participants (%)
	As Speakers/Experts (%)
	Five Pillars of the Gender Criteria 
(tick all that apply)

	Male
	e.g. 50%
	50%
	
	Access to Capital and Assets 

	
	
	
	
	Access to Markets

	Female
	50%
	50%
	
	Skills, Capacity Building, and Health

	
	
	
	
	Leadership, Voice and Agency

	
	Tick here if no event is proposed in the project 
	
	Innovation and Technology 



	Section C: Effectiveness

	9. Work Plan (add rows as needed)	Comment by APECSEC-PMU: List each task to be implemented in the project in chronological order. Refer to the Outputs section and ensure that:

- Tasks should begin after project approval 
- Contracting process (if applicable) is always the first task, taking about 10 weeks 
- All Outputs should be added under Deliverables (same name to be used)
- Other Deliverables such as event agenda, APEC-funded travellers list, Event Attendance List, post-event survey etc. are included
- General Information Circular for the event must be circulated at least 8 weeks prior 
- Engagement with other economies, organizations and APEC fora is included

	SN
	Start From
(Date)
	Finish By
(Date)
	Description of Tasks
	Deliverables

	1
	01-09-2026
	15-11-2026
	Draft Terms of Reference and complete contracting process
	Draft Terms of Reference
Signed contract

	
	
	
	
	

	
	01-10-2026
	01-10-2026
	Submit Monitoring Report	Comment by APECSEC-PMU: Monitoring Report is due once a year either on 1 April or 1 October of the year. Please schedule submission of the MR on one of these dates.
	Monitoring Report

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	Submit Completion Report and supporting documents	Comment by APECSEC-PMU: Completion Report is due 1-2 months after the project completion date. However, PO may schedule submission of Completion Report earlier, i.e. after all project outputs completed.
	Completion Report

	
	
	
	Participate in the Long-Term Evaluation of APEC Projects (LTEAP)	Comment by APECSEC-PMU: LTEAP participation is usually between 6 and 12 months after the Project Completion Date. Please schedule accordingly.
	LTEAP



	10. Risks (add rows as needed)	Comment by APECSEC-PMU: Describe each risk that could impact project implementation and how they will be managed.

	SN
	Describe the Risk
	Mitigation

	1
	
	

	
	
	

	
	
	



	11. Monitoring and Evaluation (add rows as needed)	Comment by APECSEC-PMU: In each row, indicate your project evaluation plans by specifying what will be measured (output or outcome), which indicators will be used, what the target goals are, and how they will be evaluated and reported.

	Outputs

	SN
	Outputs
	Indicators
	Target Goals
	Evaluation Method
	Reporting

	1
	
	e.g. Number of attending economies, policy recommendations produced
	
	e.g. Post-event survey, attendance list etc.
	

	
	
	
	
	
	

	
	
	
	
	
	

	Outcomes

	SN
	Outcomes
	Indicators
	Target Goals
	Evaluation Method
	Reporting

	1
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Others

	SN
	Outcomes
	Indicators
	Target Goals
	Evaluation Method
	Reporting

	1
	
	
	
	
	




	12. Linkages	Comment by APECSEC-PMU: Describe the involvement of other APEC fora, and other relevant organizations. Include:
Engagement: How are you engaging other relevant groups within and outside APEC?
Previous work: How does this project build on, and avoid duplication of, previous or ongoing APEC initiatives, or those of other organizations working in this area?
APEC’s comparative advantage: Why is APEC the best sources of funds for this project?
	



	SECTION D: Project Sustainability

	13. Sustainability	Comment by APECSEC-PMU: Describe how the project will continue to have impact after the APEC Funding is finished. How will the Beneficiaries be supported to carry forward the results and lessons from the project? After the 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? How will next steps be tracked? How will progress on the Outcomes be measured?
	



	SECTION E: Project Efficiency

	14. Budget

	Part A : Project Budget Plan

	This Budget section is for drafting purposes only and is meant to help you break the budget down into categories. Actual calculations (especially per diem) may differ when you input the values on APAS. 

	Number of proposed events
	
	

	Number of event days
	Event 1
	Event 2 (if applicable)
	

	Location (city) of the event
	Event 1
	Event 2 (if applicable)
	

	Speakers’ Honorarium (if applicable)	Comment by APECSEC-PMU: (Optional) Honorarium may be accorded to eligible experts, if preferred. 

Please refer to Section 8-6 and the Honorarium Payment Schedule (Appendix M of the APEC Projects Guidebook) for criteria and the applicable rates.

	Total experts to receive honorarium
	

	Cost Items
	Rate per person (USD)
	X
	No. of persons
	Total APEC funding (USD)
	
Notes

	Honorarium Type 1
	
	X
	
	
	

	Honorarium Type 2
	
	X
	
	
	

	Honorarium Type 3
	
	X
	
	
	

	Total funding for Speakers’ Honorarium (USD)
	



	Travel Funding

	Per diem	Comment by APECSEC-PMU: Per diem rates are updated monthly. The actual per diem rate when you draft your PP on APAS may be different. 
*may differ on APAS
	Rate per day
	X
	No. of event days
	Additional (mandatory)
	Per diem per person
(rate per day x no. of days+1.75)

	
	e.g. 100
	X
	2
	+ 1.75
	 100 x 3.75 = 375

	Experts	Comment by APECSEC-PMU: "Experts" cover trainers, moderators, speakers, and presenters who contribute at an expert level at an APEC event. Experts are not considered as 'participants'. Note that each event is limited to 6 speakers/moderators/panelists per day.

	Total experts to receive travel funding
	

	Cost Items
	Per diem per person (USD)
	X
	No. of persons
	Total APEC funding (USD)
	Notes

	Per diem
	
	X
	Total no. of funded experts
	
	

	Cost Items
	Airfare per person (USD)
	X
	No. of persons
	Total APEC funding (USD)
	Notes

	Airfare Type 1 - International Economy
	
	X
	
	
	

	Airfare Type 2 - International Business
	
	X
	
	
	

	Airfare Type 3 - Domestic or others
	
	X
	
	
	

	Total Travel Funding for Experts (Airfare + per diem) (USD) 
	

	Participants (from 11 travel-eligible economies only)

	Total participants to receive travel funding
	 22 or 11

	Cost Items
	Per diem per person (USD)
	X
	No. of persons
	Total APEC funding (USD)
	Notes

	Per diem
	
	X
	22 or 11
	
	

	Cost Items
	Airfare per person (USD)
	X
	No. of persons
	Total APEC funding (USD)
	Notes

	Airfare Type 1 - International Economy (Short Distance)
	
	X
	
	
	 

	Airfare Type 2 - International
Economy (Long Distance)
	
	X
	
	
	

	Airfare Type 3 - Domestic or others
	
	X
	
	
	

	Total Travel Funding for Participants (Airfare + per diem) (USD)
	



	Event Costs

	Item
	 Cost (USD)
	 Notes (please provide details)

	Hosting 	Comment by APECSEC-PMU: If the event is in-person, hosting would include room rental, stationery/name tags, audiovisual equipment. If virtual or hybrid, it would include meeting platform, audio/visual equipment, etc.
	
	e.g. Rental of room, no. of days, content of rental package and audiovisual equipment etc.

	Specialized equipment or materials
	
	e.g. fees for online meeting platforms etc.

	Communications
	
	

	Photocopying
	
	

	Publication/distribution of report
	
	

	If there is a second event, please copy and paste the two tables above (Travel Funding and Event Costs) under this table, and fill in the relevant information for Event 2.



	Direct Labour

	
	Contractor fee (USD)

	Contractor 1
	

	Contractor 2 (if any)
	



	Total

	Total APEC Funding (USD)	Comment by APECSEC-PMU: Please ensure that the total APEC Funding amount does not exceed the amount in the Concept Note that received in-principle approval.
	

	Total Self-Funding (USD)
	

	Total Project Funding (USD)
	



	Part B : Contractors	Comment by APECSEC-PMU: Please note the APEC Secretariat expects contracted services for projects to be delivered as a single package i.e. under one contract. Permission to issue more than one contract for the same project must be sought via a waiver from the Secretariat under Budget Note 2.

	Direct Labor Contractor 1

	Position to be funded

	(Short-Term Clerical, Consultant, Researcher, Event Logistics Provider, etc.)

	If travel is involved, indicate total airfare cost	Comment by APECSEC-PMU: Airfare and per diem are only provided to the contracted roles of consultants, researcher and event logistics providers to perform duties/activities of technical nature. 
	

	Provide details of the airfare cost
(number of people, where, whether it is included the total contract fee)
	

	If travel is involved, indicate total per diem
	

	Provide details of the per diem total
(number of people, where, number of days)
	

	Contractor Fee (Tasks Table)
	

	Total Contract Cost 
(Tasks Table + Travel)
	

	

	SN
	Specific and Actual Tasks
	Work Hours
	 Hourly Rate
	Notes

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	



	Direct Labor Contractor 2 (if applicable)	Comment by APECSEC-PMU: If a second contractor is needed, please seek for approval via a waiver (Part D below).

	Position to be funded
	(Short-Term Clerical, Consultant, Researcher, Event Logistics Provider, etc.)

	If travel is involved, indicate total airfare cost
	

	Provide details of the airfare cost
(number of people, where, whether it is included the total contract fee)
	

	If travel is involved, indicate total per diem
	

	Provide details of the per diem total
(number of people, where, number of days)
	

	Contractor Fee (Tasks Table)
	

	Total Contract Cost (Tasks Table + Travel)
	

	

	SN
	Specific and Actual Tasks
	Work Hours
	 Hourly Rate
	Notes

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	



	Part C : Self-Funding

	Budget Item
	Subtotal ($)
	Notes

	Experts’ Honorarium
	
	

	Experts’ Per Diem
	
	

	Experts’ Airfare
	
	

	Participants’ Per Diem
	
	

	Participants’ Airfare
	
	

	Hosting
	
	

	Specialized equipment or materials
	
	

	Communications
	
	

	Photocopying
	
	

	Publication/distribution of report
	
	

	Contractor Work
	
	

	Contractor Travel
	
	

	Total Self-Funding Amount:
	



	Part D : Waivers

	Please indicate any waivers from the normal APEC financial rules and provide a detailed explanation for each request. Example of waivers may include funding for project site visits, and for open tendering processes.

	



	Project Overseer Declaration
	

	I agree to the declaration
stated below (tick)
	Date
	


	As Project Overseer and on behalf of the above said Organization, I declare that this submission was prepared in accordance with the Guidebook on APEC Projects (the Guidebook) and any ensuing project will comply with said Guidebook. Failure to do so may result in the BMC denying or revoking funding and/or project approval. I understand that any funds approved are granted on the basis of the information in the document’s budget table, in the case of any inconsistencies within the document. By submitting this APEC Concept Note to the APEC Secretariat, you (each Project Overseer or point of contact) agree that the APEC Secretariat will collect, use, disclose, and transmit the data contained in the APEC Concept Note, which you have provided to the APEC Secretariat, in accordance with the Singapore’s Personal Data Protection Act 2012 and the APEC Secretariat’s data protection policy (https://www.apec.org/PrivacyPolicy). The APEC Secretariat will transfer any data provided in this form, which may contain personal data of Project Overseer(s), to APEC member economies overseas via the APEC Secretariat.























