APEC Multi-Year Project: Concept Note

Please submit through APEC Secretariat Program Director. Concept Notes of more than 6 pages 

(Including title page and budget) or incomplete submissions will not be considered.
	Project Title:
	     

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

	Sponsoring Committee:
	     

	 Associated Working Group / 
Sub-fora / Task-force(s):
	     

	Proponent economy:
	     

	Co-sponsoring economies:
	     

	Other Working Groups / Sub-fora / Task Forces involved:
	     

	Other non-APEC stakeholders involved: 
	     

	Expected start date:  
	     

	Expected completion date:
	     

	Total amount being sought from APEC (USD):  
	     

	Total co-funded amount (USD):   
	     

	Total project cost

(APEC + Co-funding) (USD): 
	     
	% of co-funding to total project cost
	     


	APEC funds: Estimated disbursal schedule
	Year 1 
	Year 2 
	Year 3 
	Year 4 
	Year 5 

	(funds may be drawn down over a maximum of five calendar years)
	     
	     
	     
	     
	     


Project Overseer Information and Declaration:

Name:       
Title:        
Organization:       
Postal address:       
Tel:       
E-mail:       
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 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.

Name of Project Overseer

Date:      
Project Synopsis

Summary: Describe the project in under 200 words. Your summary should include the project topic, planned activities and an outline of possible timing, locations and activities.

Relevance: Why should APEC undertake this project? What problem or opportunity will the project address and why is it important to APEC’s agenda? Describe how the project will help achieve APEC’s key priorities and meet your forum’s work-plan and medium-term plan.
     
Objectives: Describe the 2-3 key objectives of the project. (e.g. to... create and implement a framework...; ensure participants will be able to...; enhance understanding...; influence policies...; build interest...; promote communications... etc.)     

     
Multi-year approach: Describe why this project would be best done as a multi-year project. Does the scope of the project reflect how the different stages of the project build on each other to achieve a specific goal? Why are APEC Multi-Year Project funds the best source of funding for this project?

     
Linkages: Describe the involvement of other APEC fora and other organizations, and linkages with previous APEC work. 

· Other fora: What role will they play in the planning and implementation of the project? How will they share in the benefits?

· Non-APEC stakeholders: What role will external stakeholders play in the planning and implementation of the project? How will they share in the benefits?

· Previous work: How does this project build on, rather than duplicate, previous or ongoing initiatives in APEC or other organizations? 

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

· Preliminary workplan: a summary of key activities and deliverables over the course of the multi-year project, including:

· Estimated timelines and dates for each

· Beneficiaries and how the results or benefits will be shared or communicated with them

· Monitoring and Evaluation: How will you know if the project is on track (monitoring) and successful in meeting its objectives (evaluation)? What information will you collect (e.g. stakeholder feedback, participant stats, policy changes adopted, etc.) and how will you collect it (e.g., meetings, surveys, interviews, peer review, records review)?

     

Budget: Complete the budget below, with the total amounts over the full period of the project (3 to 5 years). Please consult the Guidebook on APEC Projects for eligible expenses and the APEC Multi-Year Project Criteria. Please add any calculations, notes or justifications that might help reviewers better understand the project’s budget. 

	All Figures in USD
	APEC Funding
	Co-Funding
	Notes  / Calculations

	Direct Labour
	     
	     
	Estimate any labour costs here. This might include researchers, contractors, consultants, secretarial staff or translators.

	Speaker’s honorarium (government officials ineligible)
	     
	     
	Estimate the amount of honoraria provided across the project. Note that the honorarium for each eligible expert at each event is capped at USD1,500.

	Travel (Speakers, Experts, Researchers)
	     
	     
	Estimate here the travel costs (airfares and per diem) for experts and contractors to attend the events planned during the project.

	Travel (Participants)
	     
	     
	Provide an estimated breakdown here of the travel costs (airfares and per diem) for participants to attend the events planned during the project.

	Other items

	Project Event costs 
	     
	     
	Estimate here the requirements for hosting the event, including communication costs, room rental and production of materials for the planned project events 

	Publication/distribution
	     
	     
	Note that APEC will not fund website maintenance or publications that are collections of PowerPoint slides. APEC encourages electronic publication.

	Specialized equipment or materials
	     
	     
	Any specialized material costs must be described here

	Total
	     
	     
	


