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This session covers:

» Project Proposals and Proposal Quality
» Budgets

NOTE: Project Proposals are only developed for Concept
Notes that have been approved in principle by the Budget
and Management Committee.
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Approval Stage 2: Project Proposals

Only for ‘approved’ concept notes

Expansion of concept note idea: 12 page maximum

Provides details of the project: how it will work step by
step

Key focus: ensuring project quality
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PO develops approved concept note into project proposal

¢

Project proposal endorsed by Group and submitted to Secretariat

€

Secretariat assesses proposal using agreed quality criteria. If necessary, Secretariat
gives PO feedback to improve proposal.

€

PO revises proposal, taking feedback into account, and re-submits
to Secretariat for re-assessment

€

Secretariat recommends satisfactory proposals to BMC

R IIIRE———
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Project Proposal materials can be found at:
http://www.apec.org/Projects/Forms-and-Resources.aspx

Refer to the:
* Project Proposal Template
* Project Proposal Development Materials
 Guidebook on APEC Projects (check for the latest

version online)
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Appendix B

APEC Project Proposal
Plooss submit through relrm APEC Srcrataciar, Diracwr.
Proposals wourt be no lonper thave 1T pages, icludfing Eudger and dde pope.

Project it and numear: |

[Fund Jcurs [Select and):
IO General Prose: Asseu

I Tt sl ressbriond L erabeation e P balian Sps cial Acssust {TILF)
B APEC Swieos Fusd [ASF) - Garsid Fusd

B APEC Swszon Fusd (ASF) - Sab-Furd”. Pl st g b sysd herg:

APEC forum:

Proposing APEC saonamy:

Co-GRORESIng ssanomiac:

Expeaded ciart duin:

Expeaded sampletion dats:

Frojoot cummary:

[Desaribe the projeot

Lo umder
Your cusmarny should Inoluds
the projact tapin, goals, planned

acthitier,
timing and losation:

(Fummary U &e no loner than
the bow provided, Cover shest must
1t on Gne mage)

Summary of Froposad Eudget APEC funaing spH-funding Total
M
Project Overseer informafion and Declaration:
Hame:
Titie:
Organizatian.
Pastal sadaress:
Tal: (=
Ao Prigincd Chaasianr e b of B s o] Ol o, | el Ll Tocn smarosmece vt prepnial i dccridanci wils
o AT ropec il

e rwciang g i L |k s
ks et e i s, o e o 'y Bt s s ccamrerd

Nemw o Sramet Cewesear Dele

@

Project Details
Fiease answer cach quastion HRpearlded 22 a guide.
repesaly must Se ne bnger duan 12 pages, mammmm
SECTION A: Project Relevance
FAnswRrs fo quESTIoNS T—F may e faken o agamed fom the Conoeet Nere!

Esisyanoe - Bsnefibs bo ragion: What probiam dosc the projeot cess to sddrece? Dosc B have sucisined
benefis far mare than one ancramy?

Balsvanos - EIDIIIL How doss mnru&olntmullunlhonhnumnmlnn prioritac for the
nominsded fund or cub-fund? jpee IF' au.a60x for eliglblity
oriterial

: Hiowr will thee project bulld the oapaoHy of AFEC member s000miod. For
leasa Idantdty the AFEC devaloping member sconomins that will benefit trom this
pr:uunt |Rafer to capantty buliding goals, objsctives snd prinolpiss =t Appandix ¥ of the Guldshook ) 4
oage]

Didegtivag: Dacoribe the 2.5 key objecthees of the projeot. [a.g. 80 sncure workchop partolpands will be zkie
‘to...; o oreabs a framawark...; o develop recommeandatione__; to bulld cupport_; {0 revics srategies..; bo
oreabe an aghion plen; ... /mprove papaciy In; ete.) (34 oage’

Allgnment - APEG: Desoribe coeoifls APEC priorities, gosis, strabigles and! or stabsments that the projest
cupporic, and sxplsin hiow the projest will oonéribute to their aohisvement.

Alignmant - Forum: Heor doas the probead allgn with your forum's work pland sirateglo plan? 5 cage!

SECTION B: Project Impact

‘Dutpuic: Decoribe produstc or carvisss that the projant will srestes. This may Inoluds workshop, reparis,
‘toals, recearoh papers, recommendations, becd praciioas, action plang edo. 2 10 5 oagel

: Decoribe the coeodflo shanges the oudputs g sepeaias to aohleve bn the medium-barm. Wist
ohanges In polloy, prooscoes or baalourwil the projet lead {R7 34 1o % pagey

: Who are the dirsst projest partiolpants and ucars of the outouts? Dasoribe their
qualificatione, level of axpertice, ralesievel of recponsibliiy, gender, sooncebes reprecamied, govarnmeant
departmanc, AREC fora involvement ato., Explain how they will uce and benah fram the cutpuic. Wha sice
will banafs from the propeat and Now? 24 & 5 oage)

Dilgpseinetion: Desarlbe plans to dissaminats recults andiar cartputs of the project, Inckuding:

“The numiber, farm and oontent of any publiostions. (Mote: APEC will not fund publizations that am only
precaniztion siides, or websity maintenance. Electranio pubiication snoouraged.)

The target auclance.

Ay intengian to call oufpuc aricing from éhic projest.

[Fess than 3 page]

‘Dender: What stepc will $he project take to ansure the partiolpation and sngagement of both men and
‘women In projeot aotivities? How do projent objaotves benafit woman? s thar # aepal
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SECTION C: Project EMecHvensss

C Provide a imellne of actions you will kake to roach your objentives. For sach, Include:
* Haw It will be implsmentad: how member sgconomiac, beneflolsrins E others will be Involvad
« [Retated outputs for tnet partioular siep je.0. conéract, agands, participant lct, workohop, reperty (72
peges. Answers may be faken ar sosgded tom the Conceet Nors

Blgiog: What ricke sould Imeagk propect implementation snd how will they be managed?
[ da ! pape, gepanding on profect RatreCo My

Monitoring 2nd Evaluation: How will you knoe wiedner ine project sohieved Fe objectivec?

® 'inat irformation will be ooliecfed o ascece progrecs and imosed (6.0, clakehoidar fesdbaok, webslts
hits, partinipant stafe)? How il OBnALKARARKS. B RARH LT

Haw will you caliect 1 (0.0. curveys, meotinge, Inderdaw, pear review, reoardc review)?

Winat will you uze andicr maature o know i the projeat s on irack imonitoring) and

cuncasshul in mesting Ite chbsothias lavaluation)? 3¢ sege)

s

J.lmimuunmo e Involvement of other APEC fora, and othar ralevant organization. inciede:
Engagement: Haw are you sngaging other relevant groups within and cutside AFECT

Praviaws work: How does thic project bulld on, and 2vold duplioation of, previous or angalng APEC
inttiativec, or thoce of other organizations working In inic sma?

* APECT campdrafve advantaga: Why Ie APEC the bact cowmes of funds for &nls projesd?

[ 0 1 page. Answers may be faimn o sdacfed fom fe Conzagt Hotel

SECTION D: Profec Sus@inaailiy

_Eupiminablitty; Desorizs how the project will ponbimue o have Impact afer the AFEC funding |z inkshac.
= Wow wilbensdolaras besunporied to oarry forwsrd the recusc and lscconc from the projeat?

Afber projest pompletion, what ars the pocoiile nexd cispe {0 busd on tbs cwipuic and outcomec? How
will you try to ensure theca foture 2ctions will take plaos? Hnw
. How ol ooiba, S —

[Pess than 1 sage)

Projagt Oesrgeprg: Whe will mansge the project? Thic inoludes e,
Fiaaxs Inolude brief datalls of the FO and any other mlnbulnl[i]nrnmiwl respancibie for thic projant.
e fhan 35 page]
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15 questions to answer in detail

1. Relevance 9. Work Plan

2. Objectives 10. Risks

3. Alignment 11. Monitoring and Evaluation
4. Outputs 12. Linkages

5. Outcomes 13. Sustainability

6. Beneficiaries 14. Project Overseers

7. Dissemination 15. Budget

8. Gender

*——M
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While Concept Notes are assessed for relevance,
Project Proposals are assessed for quality

APEC’s Quality Criteria (see Guidebook Appendix D)
Relevance - Relevance, Objectives, Alignment
Impact - Outputs, Outcomes, Beneficiaries, Dissemination, Gender
Effectiveness - Work Plan, Risks, Monitoring and Evaluation, Linkages
Sustainability - Support for future change, Project Overseers
Efficiency - Cost efficiency, Budget, Description of labour, Waivers

B ———————
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> New Relevance subsections:

Eligibility:
 Describe how the project fits the eligibility criteria
and funding priorities of the fund/sub-fund you are
applying for.
Capacity Building:
 Describe how the project supports the capacity
building needs of APEC developing economies.
 Guidelines on conducting Capacity Building during
the different stages of project is found in Guidebook
on APEC Projects, Appendix J.

R —
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» Outputs: A clear description of how the
outputs/activities (what the project does or makes)
contribute to the project’s objectives, usually in
bullet points.

» Outcomes: Similarly, the proposal must describe

specific changes that are expected to occur because
of the project

» Logical relationship with Outputs
» Measurable

R TTTIRIS"—
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» Beneficiaries: direct and long-term/indirect
beneficiaries; qualifications, level of expertise,
roles/level of responsibility, gender, economies
represented, government departments, APEC fora
involvement, etc.

» Dissemination: Publications, databases, websites,
etc.
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» Gender: This sections describes how the project will affect
women.

» Itis recommended to think beyond invitation of
women to an event.

» Practical suggestions are listed in the Guide on Gender
Criteria (Guidebook on APEC Projects, Appendix G)
and in the APEC Project Proposal Development
Materials (under Forms and Resources at apec.org)

» Tip: to get ideas try searching the topic + ‘gender’ in
Google to see what research has already been done

R —————————
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» Work Plan: A detailed work plan lays out the specific
steps that will be undertaken to achieve the outputs

Time

Tasks

Deliverable

Aug to Sep
2018

Oct 2018 to
Feb 2019

March 2019

May 2019

June 2019

July to Sep
2019

Nov 2019

Open Tendering for Research
Consultant

Conduct research and analysis

Prepare for Conference: invite
participants and speakers; book
venue

Holding Conference on 2-3 Feb
2019

Conduct post conference
evaluation

Draft and finalize report. Circulate
report to Fora

Submit all outputs and Completion
Report to Secretariat

Consultant selected

Research Report

Participant and Speakers
list
venue secured

Conference held

Evaluation survey report

Project Report

All outputs and
Completion Report

e
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» Monitoring & Evaluation: Describe your plan to measure
the success of your project (survey, statistics, feedback etc.)

» Set indicators that measure progress against outputs. Indicators must
be tailored to your specific project

e Set indicators that are easy and affordable to attain
* For example, in a workshop, how many participants do you expect?

If a baseline is needed, there try to use previously available
information. Commit to collecting this information in your work plan

» Don’t set overly ambitious outcomes or unclear objectives

R ————
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» Risks: What could stop you from successfully
managing the implementation of your project?
How can you manage this?

» Sustainability: Describe plans or strategies to
support project outcomes over the intermediate or
longer term, and beyond completion(e.g. follow-up
plans, training curriculum, long-term evaluation,
partnerships etc.)

R —————————
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Mandatory Reporting

On Progress:

* Projects must be completed within two financial years

* Monitoring Reports are submitted annually on 1 April to PD
signed by Project Overseer/s

* Work with your PD for programming and budget changes

Upon Closing:

A projectis considered completed once all project
activities and monetary disbursement have been
undertaken

e A Completion Report must be submitted to the PD within

2 months after completing the project
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The Longer Term Evaluation of APEC Projects

* Aresults oriented evaluation that collects quantitative and
gualitative data on the performance of APEC projects will be
completed about one year after project completion

* POs and participants will be contacted by the Secretariat

Why Evaluate?

 To improve the design of future projects

* To evaluate the successes or failures of the project

* To generate knowledge or lessons learned, and share successes

R —————————
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Budget materials can be found at:
http://www.apec.org/Projects/Forms-and-Resources.aspx

Refer to the:
* Project Proposal Budget Template
 Guidebook on APEC Projects, Chapter 9

R IIIRE———
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» Project Overseers (PO) need to give high importance to prepare the project
budget at the Concept Note stage.

Project Title: |

Fund Source (Select one):

|:| General Project Account (GPA)

|:| Trade and Investment Liberalization and Facilitation Special Account (TILF)}

|:| APEC Support Fund (ASF) — General Fund

[ APEC Support Fund (ASF) — Sub-Fund. Please nominate the sub-fund here: ... ... ... ... i,

APEC forum:

Proposing APEC economy:

Co-sponsoring economies:
Expected start date:

Expected completion date:

Project summanry:

Describe the project

im, under 150 words.

Your summary should include
the project topic, planned
activities,

timing and location:

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

Total cost of proposal: (AFPEC Total amount being sought from APEC (USD):
funding + self-funding):

By category: Travel: Labor costs:
usp

Hosting: Publication & distnibution: Other:
(See Guwidsbhook on APEC Projscts. Ch. 9 fo ensure all orooosed costs are allowsble. ]

Once approved, the CN budget becomes the ceiling for the proposal budget
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All Flguras n WSO unit APEC Salf-
# of Unit Rat Fundl Fundl Hota

SECTION E- Project Efficiency ortnia ale | Punding | Funding hd

Publicaticn/distibutian of i of coples)

16. Budget: Complete the budget and budget notes for the projact In the template below. The budget should report
Includs calculstion aesumptions (8.g., unlf coets) and seif-funding contributions. Please consult the = —
pecialized equipment ar {ype, # and#

Guldebook on APEC Projecss for eligible expanses. matensls (piease describe) | af daye)
APEC Project lzemized Budger Phatacapying I of coples)

Please consult the eligible expenses in the Guidebook on APEC Projects

Communications (lelephons,

All Flguras in S0 Unit APEC Zall- 13X, Mall, cauner)

# of Unite Rate Funding Funding HNotas

Haosting jprovide breakdown, | (units as

Direct Lanour. 2.9.. room rental, siEtionery) | appropriate)
Speakers honorarum i# of speakers) i
[QOVEMMENT SMCIHE Total:
Inengizie)
Translatar's fees i of pages)
(strang Justiicalien |e Budgst Mote 1: Direct Lahaur: Provida Information for APEC-funded posltions Including general dutlss,
required far approval total hours and who will be contracted, i known. (It s not acceptable to contract staff from your awn
Inmicating that me organization or governmant employasa.)

translatians are of benefit to
mare than one acanamy —
please provide getallsizcope
af work In Sedget Mote 1 -

Direct Lakaur) Budget Mote 2: Walvers: Provide detalls of any requests for walvers from the normal APEC financlal
rubas, with juetifications In the notes column of the budgst tabile, or below If the walver requires 3 defalled
Shaort-term clerical fees {# of houre) gxplanation.

(please pravide detalls of
so0pe of work and
deliverables In Eudget Node
1 - Direct Labaur)

Caontracior fees i of houre)

(ronfracions Secretany’s Tees
10 be Included i cost and
packagen ogetner)

Travel | 3peaker, Experts, Ressanchers]

Perdiem (incl. i o persone {location of event)
accommedation and 75% ard daye)
acditional payment”)

Alrfare " UTFEI"SICI'IE
and frips)

Travel for Participants (from travel-sligibls sconomiss anly. Active participsnta only)

Per dlem (Incl. i of persone {lezation of event)
accommedations and “73% anrd days)
additional payment™)

Alrfare (resticted economy | % of persons
clsss) and trigg)

Other ltems
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Tips for Developing a Budget

» Use the Project Proposal budget template to
calculate your Concept Note budget figures

» Check the Guidebook on APEC Projects on

allowable expenses
http://www.apec.org/Projects/Forms-and-Resources.aspx

Be accurate g
» Research your costs so estimates are realistic = *~
» Match budget lines to the workplan
» Ensure calculations are clear (give units and costs)
» Use the Notes section to explain how figures are
calculated
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Costs are on a reimbursement basis (after the completion of the
project), however:

* Advance travel payments can be requested

* Contractors are contracted by APEC, paid directly, on a
milestone basis
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The following are usual expenses that APEC funds:

Labour
» Honoraria up to $1500 per event for up to 6 experts per day

» Translation of documents into English

» Contractors: researcher, organiser, clerical

* Tasks should be bundled and contracted to a single
contractor unless justified

* Contracts $20,001+ have tendering requirements

R TTTIRIS"—
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The following are usual expenses that APEC funds:

Travel - Experts

» Maximum Per Diem allowed is 100% Current UN Per Diem
Rate x No. of Official Event Days + 1 Arrival Day + One-Off
75% of the UN Per Diem Rate (E.g. 3 day event = 4.75 days,
maximum)

» Maximum of 6 experts / day

> Airfare: most direct economical. Business class for 12 hours
or more

R TTTIRIS"—
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The following are usual expenses that APEC funds:

Travel - Participants

» Per Diem rate is normally same as Speakers/Experts rate

» Up to 2 travelers from each travel-eligible economy only

» Only economy class travel, most direct and economical flight
» Break down each flight by participant/sector

» Estimate costs through travel website

11 travel eligible economies: Chile, China, Indonesia, Malaysia, Mexico, PNG, Philippines,
Peru, Russia, Thailand, Viet Nam

*——M
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The following are usual expenses that APEC funds:
Other

» Publication/distribution: electronic is recommended
» Specialised equipment

» Photocopying, communications

» Hosting: renting venue

* No meals (exception possible if hosting package is cheaper)
* No field trip costs without strong justification

*——M
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Examples of some common expenses that are not allowable:

» Travel expenses for POs
» Honoraria for government or international organisation officials

» Simultaneous interpretation, or translation of final outputs such
as reports

» Promotional items and gifts (such as advertisements,
briefcases, souvenirs, flowers)

** Meals, coffee and tea breaks

R TTTIRIS"—
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Examples of some common expenses that are not allowable :

» Maintenance costs for websites, databases, servers, other on-
line resources

» Conference registration fees

» Local transport costs, including for airport transfers, field trips,
or sightseeing

» Standard office equipment, e.g. desktop/laptop computers,
printers, cameras

IREAAAae——
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Further assistance on projects:

* Through the APEC Secretariat: your Program Director or the PMU.
http://www.apec.org/contactus/APECSecretatriat.aspx

* Inthe Guidebook on APEC Projects and Proposal Development
Materials:

http://www.apec.org/Projects/Forms-and-Resources.aspx

e Onthe AIMP Project Database site:
http://member.aimp.apec.org/pdb sites/default.aspx

* Through your BMC and fora delegate
4_———‘
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