
 

 
 
 
10 October 2022 
 
 
Dr Keng-Tung Wu 
DEPDIR, General Center for Academia-Industry Collaboration 
CEO, Office Industrial Carbon Offset Promotions 
Chung Hsing University 
Chinese Taipei 
Email: wukt@nchu.edu.tw; ktwu@itri.org.tw  
 
 
Dear Dr Wu 
 
Approval of Project Proposal 
EWG 13 2021A - The Legislation Recommendation and Promotion of Multifunctional Ocean Space 
Usage: Combine Floating PV Installations at Offshore Wind Farms 
 
Thank you for your submission of the above Project Proposal for consideration by the APEC Budget and 
Management Committee (BMC). 
 
This letter confirms the approval of your Project Proposal to the value of US$100,000. 

  
When implementing the project please take into consideration the following comments and refer to the 
project Quality Assessment which is enclosed.  In particular, we kindly draw your attention to the 
obligation to submit the Monitoring and Completion Reports on time and we ask that you encourage 
all project participants to participate in the annual Longer Term Evaluation of APEC Projects (LTEAP) 
when contacted (usually within 24 months of project completion). 
 
 
1) Itemised Budget 

The amount proposed for all individual items within an APEC Project Itemized Budget are working 
sub-totals for the purpose of calculating the overall total, which is the subject of approval. During 
project implementation, the Secretariat [Program Director (PD) and/or Project Management Unit] 
will determine, in consultation with the Project Overseer (PO), the actual amount of funds that are 
required to support individual budget items. Examples include fair value for honoraria payments, 
appropriate values in contract procurement documents, and event hosting expenses. The decision 
to spend resources will be based on value for money considerations, including the efficient use of 
APEC funds, and in accordance with prevailing funding guidelines of the Guidebook on APEC 
Projects (Guidebook). 
 

2) Participation of Non-APEC Members in APEC Activities 
Should this project involve the participation/engagement of non-APEC members, private sectors, 
and/or international organisations, please refer to the ‘APEC Guidelines on Managing Cooperation 
with Non-members’ available at Policies and Procedures | APEC. 

 
3) Charging of Registration/Enrollment Fees to Attend an APEC-Funded Event 

It is strictly not allowed for POs to charge delegates from APEC and/or non-APEC economies 
participating in the event as Experts/Speakers and/or Participants the registration or enrolment fees; 
regardless of whether the project itself is fully or partially funded by APEC. 
 

4) Direct Labour 
Please note the advice above relating to the Itemised Budget, which specifies that while BMC has 
given in-principle approval for your project budget, costs for individual items are regarded as working 
sub-totals, and the actual amount of funds required may be revised in order to achieve value for 
money and ensure the efficient use of APEC funds. 
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As per Chapter 11 of the Guidebook, a Contract or Work Undertaking must be in place prior to work 
commencing under direct labour items.  APEC will not be liable for payment for any work undertaken 
prior to an agreed contract or undertaking being in place.  High quality Terms of Reference (ToR) 
and Requests for Proposal (RFP) documentation are essential for good contracting outcomes.  
These documents form the ‘backbone’ of the final contract.  It is essential that ToRs and RFPs are 
detailed and completely clear on the work expected by the Contractor.  Please remember the 
contracts are executed between the Secretariat and the Contractor (not the PO) and accordingly, 
all terms and conditions, including payments, are subject to acceptance by the Secretariat. 
 
All project-related contract procurements need to closely follow APEC guidelines as outlined under 
Chapter 11 and Appendix I of the Guidebook.  This is to ensure that value for money is obtained 
and real or potential risks of conflict of interest issues are managed appropriately.  
 
The process to engage the Contractor must be in line with APEC’s procurement principles.  Where 
possible, contracts should be issued to single entities and multiple contracts should be avoided.  
Terms of Reference (ToRs) must clearly identify the specific tasks to be undertaken and disclose 
the breakdown (hours to be worked, rates of pay, and number of staff hired) of the proposed 
remuneration. Remuneration must be commensurate both with the nature of the duties required, 
and local market rates.   

 
If the contract is proposed to include research-based work (including case-studies, surveys and 
reviews), as a guide, the ToRs should, inter alia, set out the purpose and scope of the proposed 
work; the methodology to be used; and the level of experience and qualifications expected of the 
researcher. Work should be original, of sufficient quality, and be produced for the specific purpose 
of the APEC-funded project.  In regard to surveys, ToRs must be clear on who will be targeted, who 
will actually conduct the survey (PO or Contractor?), what constitutes an acceptable response rate, 
and what will the Contractor do if response rates are unacceptably low. 
 
You must provide the ToRs for review and approval by the PD before the potential Contractor starts 
working, preferably 6 to 8 weeks prior.  This will allow the Secretariat time to review the ToRs, 
provide feedback to you, and to prepare the contract.  The APEC Secretariat reserves the right not 
to contract with parties where ToRs have not been cleared by a PD. 

 
5) Travel Expenses 

a) The following requests have been approved:- 
 

i) to fund airfares and per diems of government officials from travel-eligible APEC economies, 
attending as Participants; 

 
ii) to fund airfares and per diems of government officials from non-travel eligible APEC 

economies, attending as Experts; 
 
iii) subject to item (2) above, to fund the airfares and per diems of officials from non-APEC 

members, and/or from international organisations, attending as Experts.  Please note that 
any funding required will be reliant on your forum’s approval of their participation. 
  

b) Business class travel may be approved for Experts, but only where travel time exceeds 12 hours 
from airport to airport and there are sufficient funds within the approved project budget to support 
this travel class. 
 

c) APEC Project Events held alongside an APEC Meeting: APEC travel-related policies do not 
allow for the payment of airfares for travelers attending project events held in the margins of 
APEC meetings when their attendance at that meeting would normally be supported by their 
economy.   
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d) Experts and Participants are eligible to receive travel-related payments if they reside outside the 
city in which the APEC project event will be held.   
 

e) Per Diem: During actual implementation, the prevailing UN per diem rate for the city (or 
‘Elsewhere’ in the economy, as may apply) in which the APEC project event will be held or the 
rate budgeted in the proposal, whichever is lower, will apply. 
 

6) Publications  
Reporting and other written outputs associated with this project which will be publically available 
must be in English, of sound quality, and presented to the Secretariat without the need for any 
further copy-editing. Consideration should be given to using copy-editing services if the PO is 
uncertain about meeting these requirements.  
 
Project Final Reports and other project outputs which are intended to be APEC Publications must 
be prepared in accordance with the Guidebook on APEC Projects, the APEC Publication Guidelines 
and the APEC Branding Manual. Where contracted labour is used to produce reports or other 
written outputs, contractor ToRs must clearly state the expectation that the submitted work will be 
in English, sound quality, and require no further copy-editing by the Secretariat. Written work which 
fails to meet these thresholds may not secure forum endorsement and in the case of contracted 
work, may fail to meet one or more of the verification criteria for milestone payments.  For further 
guidance on preparing the Project Final Report and other project outputs, please refer to the APEC 
Publications Toolkit at Policies and Procedures | APEC. 
 
Please ensure APEC nomenclature rules are followed in the proposal and during implementation, 
including the approved nomenclature for members’ names, and the use of “economies,” rather than 
“countries.”  The terms “nation” and “national” must also not be used as a synonym for an APEC 
member economy.  
 
For more guidance, please refer to apecpubs_guide_oct-2018.pdf 
 
Please note that APEC does not fund the following:- 
a) Translation Fee for the report.   Member economies should individually bear the cost of, and 

otherwise be responsible for, any such translation and distribution of project documents 
(Chapter 4 of the APEC Publications Policy); and 
 

b) The reproduction of reports that are collections of presentations consisting mainly of the 
speakers’/experts’/contractors’ PowerPoint slides at the APEC event.  The cost for reproducing 
these presentations, whether in hard copy and/or in VCD/DVD format, are to be self-funded. 
 

7) Personal Data in Publications and Project Reports 
Please ensure that the personal data (name, gender, economy, social media handles, name of 
employer, etc) of project participants (including speakers, experts and contractors) does not appear 
in any APEC Publication or APEC project report (such as Summary or Final Reports) produced in 
relation to this project. If a draft publication or report is submitted to the Secretariat containing 
personal data, it will be returned to the PO for removal, which may delay endorsement and any 
associated contractual payments. Please review the Privacy provisions of the Guidebook on APEC 
Projects or ask your Program Director for more information. 
 

8) APEC Project Event Recording Policy 
Any proposal to record the proceedings of an APEC-funded project (e.g. producing videos for 
dissemination) is subject to approval. Please refer to Appendix N of the prevailing Guidebook for 
further guidance about the process. 
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9)  Project Event Costs (Hosting Fee including Audio/Visual Equipment, Photocopying and 

Communication) 
Please submit the quotation from the service provider, listing the specific items to be funded as 
project event costs to the PD for approval before entering into any financial commitment with the  
provider.  APEC will not be liable for any non-allowable expenses incurred. 
 
Payment for project event costs will be made on reimbursement basis, based on actual costs and 
upon submission of receipts. 
 

10) APEC Project Events  
APEC rules forbid the use of flags and emblems at APEC events (seminars, symposia, workshops, 
etc), whether APEC-funded or self-funded.  The APEC nomenclature for economies must be 
followed. 
 

11) Collection of Personal Data from Participants in APEC Project Events 
On behalf of the APEC Secretariat, POs collect personal data from participants, including 
speakers/experts, at their project events, and provide it to the Secretariat to support our project 
administration and evaluation processes. The data (name, email address, economy, gender etc) is 
collected at the participant nomination stage. The General Information Circular (GIC) template on 
the website contains a nomination form template with the following personal data consent clause, 
to make participants aware that the information they provide will be collected and stored: 
 

By completing and returning this form, I consent to the collection, use and disclosure of the 
personal data provided below to the APEC Secretariat, for the purposes of project 
administration and evaluation and to be handled in accordance with the APEC Secretariat 
Personal Data Protection Policy. 

 
Even if POs do not intend to use the nomination form template in the GIC, they must still include 
the above language in their customised form. POs are strongly encouraged to include this 
consent clause at registration stage also, for the information of confirmed participants and 
speakers/experts.   
 
The APEC Secretariat has in place a Personal Data Protection Policy and collects, uses, stores and 
disposes of personal data in accordance with Singapore’s Personal Data Privacy Act 2012. 
 

12) Project Completion Date – June 2023 
The project is to be completed by the Project Completion Date (PCD) of June 2023, as indicated on 
the Project Proposal.  This is the date by which: 
 
a) all project outputs have been delivered and the project work plan fully implemented, including 

any outputs supported by self-funding; and 
 

b) all project and contract-related payments must be paid, and all reimbursement claims must be 
resolved, before the PCD.  Unless you have an authorised extension, any remaining funds will 
be returned to the appropriate APEC account after the PCD. 
 

You must ensure all financial documentary requirements are submitted to the Secretariat no later 
than six (6) weeks before the PCD. 
 

13) Monitoring and Completion Reports 
As PO, you are responsible for submitting Monitoring Reports during the course of the project 
implementation. Your once-yearly Monitoring Report is due on 1 April 2023. The Completion 
Report is due within 2 months of project completion.  Kindly note that penalties are in place for 
late reporting.  As part of our support to POs, the Secretariat actively reviews these reports, and 
may revert where clarification or advice is required.  Report templates are located in Appendices E 
and F of the Guidebook and from the website at Project Overseer Toolkit | APEC. 
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 Participant Lists: Note that the participant contact list is a mandatory requirement for all Project 

completion reports. Please attach the following documentation to the report as required:- 
 

a) Participant contact list (APEC and non-APEC funded) – please provide all information, in English, 
by soft copy, as per the Excel template attached 

b) Experts/consultants list (APEC and non-APEC funded) – please provide all information, in 
English, by soft copy, as per the Excel template attached 

c) Event Agenda 
d) Reports, websites or resources created – links or soft copies 
e) Post activity survey or other evaluation data (raw and/or aggregated) 
f) Other information or resources 

 
14) Penalties for Late Monitoring and Completion Reports 

If your Monitoring Report is not submitted by the due date, you may be suspended from applying 
for future projects or have any Project Proposals approved.  If your Completion Report is not 
submitted by the due date, both you and your forum may be suspended from applying and any 
Project Proposals from you or the forum may not be approved.  Please refer to Chapter 7-13 to 7-
18 of the Guidebook. 
 

15) Changing a Project 
Your approved Project Proposal provides the framework (or design) that will govern the delivery of 
your project. It incorporates the agreed budget, timeline, methodology and overall approach that 
applies to your project. However, should you need to amend any aspect of your project design, 
including minor budget re-programming, or seek end-date extensions, please complete an APEC 
Project Design Amendment and Extension Form, and/or an APEC Project Budget Amendment 
Form where required. You will find copies of these forms on the APEC website at: Project Overseer 
Toolkit | APEC.  Please submit the form/s to your Program Director. 
 

16) Longer-Term Project Evaluation: APEC places a high priority on project evaluation, to support 
project oversight, and to build a clear understanding of what APEC projects are achieving. 
Depending on your completion date, you can expect to receive an evaluation survey from the APEC 
Secretariat about your project around 12 to 18 months after your project is completed.  A survey 
will also be sent to the participants in your project. Please complete the survey and ensure that the 
project participants are made aware (eg through inclusion in any administrative circulars) that 
they will also need to complete the survey. 

 
 
The name and contact details of your Program Director and Program Executive are: 

Mr Takuo Miyazaki 
Program Director 

Ms Dainealya Mohd Abdul Wahab 
Program Executive 

Tel: (+65) 68919 611 Tel: (+65) 68919 627 

Email: tm@apec.org  Email: dmaw@apec.org  
 

The project is to be implemented as per the approved Project Proposal and in accordance with the 
Guidebook on APEC Projects. For your easy reference, an overview of the roles and responsibilities of 
a PO and the Secretariat is included overleaf.  In addition, please note that compliance checks may be 
undertaken for audit and evaluation requirements. 
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Please confirm your acceptance by returning a signed copy of this letter to your Program Executive as 
soon as possible. Funds cannot be disbursed prior to receiving your acceptance. 
  
 
Yours sincerely 

 
 
Averil BESIER (Ms) 
Program Director, Project Management Unit 
APEC Secretariat                                                                  
 
 
 
 
Accepted by:       
 
 
 
 
Keng-Tung Wu       Date: 12 October 2022 
 
 
 
Enc: 
Overview of the Roles & Responsibilities of a Project Overseer & APEC Secretariat 
Project Proposal 
Quality Assessment 



 
 

Overview of the Roles & Responsibilities of a Project Overseer and the APEC Secretariat  
 
 
Roles and Responsibilities 
This is an overview of the roles and responsibilities of parties in relation to project implementation. 
Please refer to the Guidebook on APEC Projects for further details. 
 
Project Overseer  
The Project Overseer (PO) is responsible for ensuring the all aspects of the project’s implementation 
are carried out in line with APEC project requirements.  
 
A PO is responsible for: 

- Managing their project within APEC’s project guidelines, including requirements for financial 
disbursement, contracting and publications. Non-compliance with requirements will lead to 
non-payment; 

- Ensuring all participants, including experts and speakers, are briefed on their roles, 
entitlements and obligations before they are engaged to attend an event or participate in a 
project; 

- Endorsing all claims for payment related to the project; 

- Seeking approval for changes to the project design, including re-allocating funding, changing 
or substituting milestones and seeking deadline extensions 

- Providing information in a timely manner. Providing information or making requests to fora and 
the Secretariat past the stipulated deadlines is likely to result in non-payment or a refused 
request; 

- Collecting and providing all necessary information to APEC fora and the Secretariat to monitor 
the progress and evaluate the results of a project; 

- Informing the Secretariat if the relevant contact person changes over the life of the project; 

- Staying across APEC’s project guidelines over the life of the project. 
 
A PO must not: 

- Misuse or misappropriate APEC funds; 

- Put themselves in a position where they have a conflict of interest: such as contracting or 
paying themselves to undertake elements of a project, or paying themselves an honorarium. 

 

APEC Secretariat 

The Secretariat provides support to implement projects. The Program Director (PD) and Program 
Executive (PE) are a PO’s contact points in the Secretariat and will liaise with APEC’s Finance, 
Communications and Project Management units. 
 
A PD provides: 

- Advice and assistance with understanding and using the APEC project guidelines and tools 
(such as the PDB); 

- Co-ordination of PO requests to amend or extend projects 

- Links to other APEC fora and activities; 

- Assistance with identifying, selecting and engaging contractors. 

 

A PE provides: 

- Advice and support in approving travel bookings and paying travellers; 

- Advice and support to process claims for payment and developing contracts; 

- Advice on meeting periodic reporting requirements.  
 
 

******* 



 

 
 
12 May 2022 
 
 
Professor Ching-Ming Lai 
Chung Hsing University 
Chinese Taipei 
Email: pecmlai@gmail.com  
 
 
Dear Professor Lai 
 
Approval of Project Proposal 
EWG 15 2021A – Best Practices on the Energy Storage System in e-Scooters Development and 
Application in the APEC Region 
 
Thank you for your submission of the above Project Proposal for consideration by the APEC Budget 
and Management Committee (BMC). 
 
This letter confirms the approval of your Project Proposal to the value of US$47,200. 

  
When implementing the project please take into consideration the following comments and refer to the 
project Quality Assessment which is enclosed.  In particular, we kindly draw your attention to the 
obligation to submit the Monitoring and Completion Reports on time and we ask that you encourage 
all project participants to participate in the annual Longer Term Evaluation of APEC Projects 
(LTEAP) when contacted (usually within 24 months of project completion). 
 
 
1) Itemised Budget 

The amount proposed for all individual items within an APEC Project Itemized Budget are working 
sub-totals for the purpose of calculating the overall total, which is the subject of approval. During 
project implementation, the Secretariat [Program Director (PD) and/or Project Management Unit] 
will determine, in consultation with the Project Overseer (PO), the actual amount of funds that are 
required to support individual budget items. Examples include fair value for honoraria payments, 
appropriate values in contract procurement documents, and event hosting expenses. The decision 
to spend resources will be based on value for money considerations, including the efficient use of 
APEC funds, and in accordance with prevailing funding guidelines of the Guidebook on APEC 
Projects (Guidebook). 
 

2) Participation of Non-APEC Members in APEC Activities 
Should this project involve the participation/engagement of non-APEC members, private sectors, 
and/or international organisations, please refer to the ‘APEC Guidelines on Managing Cooperation 
with Non-members’ available at Policies and Procedures | APEC. 

 
3) Charging of Registration/Enrollment Fees to Attend an APEC-Funded Event 

It is strictly not allowed for POs to charge delegates from APEC and/or non-APEC economies 
participating in the event as Experts/Speakers and/or Participants the registration or enrolment 
fees; regardless of whether the project itself is fully or partially funded by APEC. 
 

4) Direct Labour 
Please note the advice above relating to the Itemised Budget, which specifies that while BMC has 
given in-principle approval for your project budget, costs for individual items are regarded as 
working sub-totals, and the actual amount of funds required may be revised in order to achieve 
value for money and ensure the efficient use of APEC funds. 
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As per Chapter 11 of the Guidebook, a Contract or Work Undertaking must be in place prior to 
work commencing under direct labour items.  APEC will not be liable for payment for any work 
undertaken prior to an agreed contract or undertaking being in place.  High quality Terms of 
Reference (ToR) and Requests for Proposal (RFP) documentation are essential for good 
contracting outcomes.  These documents form the ‘backbone’ of the final contract.  It is essential 
that ToRs and RFPs are detailed and completely clear on the work expected by the Contractor.  
Please remember the contracts are executed between the Secretariat and the Contractor (not the 
PO) and accordingly, all terms and conditions, including payments, are subject to acceptance by 
the Secretariat. 
 
The process to engage the Contractor must be in line with APEC’s procurement principles.  Where 
possible, contracts should be issued to single entities and multiple contracts should be avoided.  
Terms of Reference (ToRs) must clearly identify the specific tasks to be undertaken and disclose 
the breakdown (hours to be worked, rates of pay, and number of staff hired) of the proposed 
remuneration. Remuneration must be commensurate both with the nature of the duties required, 
and local market rates.   

 
If the contract is proposed to include research-based work (including case-studies, surveys and 
reviews), as a guide, the ToRs should, inter alia, set out the purpose and scope of the proposed 
work; the methodology to be used; and the level of experience and qualifications expected of the 
researcher. Work should be original, of sufficient quality, and be produced for the specific purpose 
of the APEC-funded project.  In regard to surveys, ToRs must be clear on who will be targeted, 
who will actually conduct the survey (PO or Contractor?), what constitutes an acceptable response 
rate, and what will the Contractor do if response rates are unacceptably low. 
 
You must provide the ToRs for review and approval by the PD before the potential Contractor 
starts working, preferably 6 to 8 weeks prior.  This will allow the Secretariat time to review the 
ToRs, provide feedback to you, and to prepare the contract.  The APEC Secretariat reserves the 
right not to contract with parties where ToRs have not been cleared by a PD. 

 
5) Publications  

Reporting and other written outputs associated with this project which will be publically available 
must be in English, of sound quality, and presented to the Secretariat without the need for any 
further copy-editing. Consideration should be given to using copy-editing services if the PO is 
uncertain about meeting these requirements.  
 
Project Final Reports and other project outputs which are intended to be APEC Publications must 
be prepared in accordance with the Guidebook on APEC Projects, the APEC Publication 
Guidelines and the APEC Branding Manual. Where contracted labour is used to produce reports 
or other written outputs, contractor ToRs must clearly state the expectation that the submitted 
work will be in English, sound quality, and require no further copy-editing by the Secretariat. 
Written work which fails to meet these thresholds may not secure forum endorsement and in the 
case of contracted work, may fail to meet one or more of the verification criteria for milestone 
payments.  For further guidance on preparing the Project Final Report and other project outputs, 
please refer to the APEC Publications Toolkit at Policies and Procedures | APEC. 
 
Please ensure APEC nomenclature rules are followed in the proposal and during implementation, 
including the approved nomenclature for members’ names, and the use of “economies,” rather 
than “countries.”  The terms “nation” and “national” must also not be used as a synonym for an 
APEC member economy.  
 
For more guidance, please refer to apecpubs_guide_oct-2018.pdf 
 
Please note that APEC does not fund the following:- 
a) Translation Fee for the report.   Member economies should individually bear the cost of, and 

otherwise be responsible for, any such translation and distribution of project documents 
(Chapter 4 of the APEC Publications Policy); and 
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b) The reproduction of reports that are collections of presentations consisting mainly of the 
speakers’/experts’/contractors’ PowerPoint slides at the APEC event.  The cost for 
reproducing these presentations, whether in hard copy and/or in VCD/DVD format, are to be 
self-funded. 
 

6) Personal Data in Publications and Project Reports 
Please ensure that the personal data (name, gender, economy, social media handles, name of 
employer, etc) of project participants (including speakers, experts and contractors) does not appear 
in any APEC Publication or APEC project report (such as Summary or Final Reports) produced in 
relation to this project. If a draft publication or report is submitted to the Secretariat containing 
personal data, it will be returned to the PO for removal, which may delay endorsement and any 
associated contractual payments. Please review the Privacy provisions of the Guidebook on APEC 
Projects or ask your Program Director for more information. 
 

7) APEC Project Event Recording Policy 
Any proposal to record the proceedings of an APEC-funded project (e.g. producing videos for 
dissemination) is subject to approval. Please refer to Appendix N of the prevailing Guidebook for 
further guidance about the process. 
 

8)  Project Event Costs (Hosting, including Audio/Visual Equipment) 

Please provide the quotation issued by the service provider listing the items to be funded as 
hosting costs to the PD for approval before entering into any financial commitment with the  
provider.  APEC will not be liable for any non-allowable expenses incurred. 
 
Payment for project event costs will be made on reimbursement basis, based on actual costs and 
upon submission of receipts. 
 

9) APEC Project Events  
APEC rules forbid the use of flags and emblems at APEC events (seminars, symposia, workshops, 
etc), whether APEC-funded or self-funded.  The APEC nomenclature for economies must be 
followed. 
 

10) Collection of Personal Data from Participants in APEC Project Events 
On behalf of the APEC Secretariat, POs collect personal data from participants, including 
speakers/experts, at their project events, and provide it to the Secretariat to support our project 
administration and evaluation processes. The data (name, email address, economy, gender etc) is 
collected at the participant nomination stage. The General Information Circular (GIC) template on 
the website contains a nomination form template with the following personal data consent clause, 
to make participants aware that the information they provide will be collected and stored: 
 

By completing and returning this form, I consent to the collection, use and disclosure of 
the personal data provided below to the APEC Secretariat, for the purposes of project 
administration and evaluation and to be handled in accordance with the APEC 
Secretariat Personal Data Protection Policy. 

 
Even if POs do not intend to use the nomination form template in the GIC, they must still include 
the above language in their customised form. POs are strongly encouraged to include this 
consent clause at registration stage also, for the information of confirmed participants and 
speakers/experts.   
 

11) The APEC Secretariat has in place a Personal Data Protection Policy and collects, uses, stores 
and disposes of personal data in accordance with Singapore’s Personal Data Privacy Act 2012. 
 

12) Project Completion Date – June 2023 
The project is to be completed by the Project Completion Date (PCD) of June 2023, as indicated 
on the Project Proposal.  This is the date by which: 
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a) all project outputs have been delivered and the project work plan fully implemented, including 
any outputs supported by self-funding; and 
 

b) all project and contract-related payments must be paid, and all reimbursement claims must be 
resolved, before the PCD.  Unless you have an authorised extension, any remaining funds will 
be returned to the appropriate APEC account after the PCD. 
 

You must ensure all financial documentary requirements are submitted to the Secretariat no later 
than six (6) weeks before the PCD. 
 

13) Monitoring and Completion Reports 
As PO, you are responsible for submitting Monitoring Reports during the course of the project 
implementation. Your once-yearly Monitoring Report is due on 1 October 2022. The Completion 
Report is due within 2 months of project completion.  Kindly note that penalties are in place for 
late reporting.  As part of our support to POs, the Secretariat actively reviews these reports, and 
may revert where clarification or advice is required.  Report templates are located in Appendices E 
and F of the Guidebook and from the website at Project Overseer Toolkit | APEC. 
 

 Participant Lists: Note that the participant contact list is a mandatory requirement for all Project 
completion reports. Please attach the following documentation to the report as required:- 

 
a) Participant contact list (APEC and non-APEC funded) – please provide all information, in 

English, by soft copy, as per the Excel template attached 
b) Experts/consultants list (APEC and non-APEC funded) – please provide all information, in 

English, by soft copy, as per the Excel template attached 
c) Event Agenda 
d) Reports, websites or resources created – links or soft copies 
e) Post activity survey or other evaluation data (raw and/or aggregated) 
f) Other information or resources 

 
14) Penalties for Late Monitoring and Completion Reports 

If your Monitoring Report is not submitted by the due date, you may be suspended from applying 
for future projects or have any Project Proposals approved.  If your Completion Report is not 
submitted by the due date, both you and your forum may be suspended from applying and any 
Project Proposals from you or the forum may not be approved.  Please refer to Chapter 7-13 to 7-
18 of the Guidebook. 
 

15) Changing a Project 
Your approved Project Proposal provides the framework (or design) that will govern the delivery 
of your project. It incorporates the agreed budget, timeline, methodology and overall approach 
that applies to your project. However, should you need to amend any aspect of your project 
design, including minor budget re-programming, or seek end-date extensions, please complete 
an APEC Project Design Amendment and Extension Form, and/or an APEC Project Budget 
Amendment Form where required. You will find copies of these forms on the APEC website at: 
Project Overseer Toolkit | APEC.  Please submit the form/s to your Program Director. 
 

16) Longer-Term Project Evaluation: APEC places a high priority on project evaluation, to support 
project oversight, and to build a clear understanding of what APEC projects are achieving. 
Depending on your completion date, you can expect to receive an evaluation survey from the 
APEC Secretariat about your project around 12 to 18 months after your project is completed.  A 
survey will also be sent to the participants in your project. Please complete the survey and ensure 
that the project participants are made aware (eg through inclusion in any administrative 
circulars) that they will also need to complete the survey. 
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12 May 2022 
 
 
The name and contact details of your Program Director and Program Executive are: 

Mr Takuo Miyazaki 

Program Director 

Ms Dainealya Mohd Abdul Wahab 

Program Executive 

Tel: (+65) 68919 611 Tel: (+65) 68919 627 

Email: tm@apec.org  Email: dmaw@apec.org  

 

 
The project is to be implemented as per the approved Project Proposal and in accordance with the 
Guidebook on APEC Projects. For your easy reference, an overview of the roles and responsibilities of 
a PO and the Secretariat is included overleaf.  In addition, please note that compliance checks may be 
undertaken for audit and evaluation requirements. 
 
Please confirm your acceptance by returning a signed copy of this letter to your Program Executive as 
soon as possible. Funds cannot be disbursed prior to receiving your acceptance. 
  
 
Yours sincerely 

 
 
Averil BESIER (Ms) 
Program Director, Project Management Unit 
APEC Secretariat                                                                  
 
 
 
 
Accepted by:       
 

 
                                                                    24 May 2022 

___________________________________   _____________________________ 

Ching-Ming Lai       Date: 
 
 
 
Enc: 
Overview of the Roles & Responsibilities of a Project Overseer & APEC Secretariat 
Project Proposal 
Quality Assessment 

mailto:tm@apec.org
mailto:dmaw@apec.org


 

 

Overview of the Roles & Responsibilities of a Project Overseer and the APEC Secretariat  
 
 
Roles and Responsibilities 
This is an overview of the roles and responsibilities of parties in relation to project implementation. 
Please refer to the Guidebook on APEC Projects for further details. 
 
Project Overseer  
The Project Overseer (PO) is responsible for ensuring the all aspects of the project’s implementation 
are carried out in line with APEC project requirements.  
 
A PO is responsible for: 

- Managing their project within APEC’s project guidelines, including requirements for financial 
disbursement, contracting and publications. Non-compliance with requirements will lead to 
non-payment; 

- Ensuring all participants, including experts and speakers, are briefed on their roles, 
entitlements and obligations before they are engaged to attend an event or participate in a 
project; 

- Endorsing all claims for payment related to the project; 

- Seeking approval for changes to the project design, including re-allocating funding, changing 
or substituting milestones and seeking deadline extensions 

- Providing information in a timely manner. Providing information or making requests to fora and 
the Secretariat past the stipulated deadlines is likely to result in non-payment or a refused 
request; 

- Collecting and providing all necessary information to APEC fora and the Secretariat to monitor 
the progress and evaluate the results of a project; 

- Informing the Secretariat if the relevant contact person changes over the life of the project; 

- Staying across APEC’s project guidelines over the life of the project. 
 
A PO must not: 

- Misuse or misappropriate APEC funds; 

- Put themselves in a position where they have a conflict of interest: such as contracting or 
paying themselves to undertake elements of a project, or paying themselves an honorarium. 

 

APEC Secretariat 

The Secretariat provides support to implement projects. The Program Director (PD) and Program 
Executive (PE) are a PO’s contact points in the Secretariat and will liaise with APEC’s Finance, 
Communications and Project Management units. 
 
A PD provides: 

- Advice and assistance with understanding and using the APEC project guidelines and tools 
(such as the PDB); 

- Co-ordination of PO requests to amend or extend projects 

- Links to other APEC fora and activities; 

- Assistance with identifying, selecting and engaging contractors. 

 

A PE provides: 

- Advice and support in approving travel bookings and paying travellers; 

- Advice and support to process claims for payment and developing contracts; 

- Advice on meeting periodic reporting requirements.  

 

 

******* 




