
 

 

Project Overseer Toolkit 

Key Policies and Information Resources 

Guidebook on APEC Projects (Edition 15) - the central APEC Project policy 

document 

Edition 15: Edit Summary - an overview of new content in the current edition of 

the Guidebook 

Applying for APEC Funds Overview - quick reference to the project selection 

process 

Project Development in APEC in a Chart - a quick pictorial guide to project 

selection and development 

Concept Note - the application form to access APEC Project funding 

Concept Note Development Materials - a guide to assist the development of 

Concept Notes 

APEC Scoring Template - used to assess and score APEC Concept Notes 

APEC Concept Notes: Guide for Scoring - a framework to guide Concept Note 

scoring 

Project Proposal - used to develop approved concepts into full project designs 

Project Proposal Development Materials - a guide to assist the development of 

Project Proposals 

APEC Self-Funded Project Proposal Coversheet - project proposal format for 

self-funded APEC Projects 

Guide on Gender Criteria - understanding and applying the APEC Gender 

Criteria in Projects 

Project Session 1, 2018: An Overview of Changes - understanding the revised 

project selection model that was introduced in 2018 

Project Session 1, 2019: An Overview of Changes - understanding how to 

complete the revised Concept Note and Project Proposal templates 

Guidance: Completing the revised Concept Note and Project Proposal 

Templates - mandatory reading for all funding applicants 

APEC SCE Guidelines for Promoting Cross-Fora Collaboration - policy guide to 

cross-fora collaboration in APEC 

2015 SCE Capacity Building Policy - policy on capacity building through 

economic and technical co-operation in APEC 

https://www.apec.org/-/media/Files/Projects/Resources/2020/Nov/Guidebook-on-APEC-Projects-Edition-15.docx?la=en&hash=B102056984EDB11F666E13A67EA9BEB8E43EEF9B
https://www.apec.org/-/media/Files/Projects/Resources/2020/Nov/Summary-of-Edits-in-GB15.docx?la=en&hash=4514CBF3E89F0036846F643EA632BAAA51C87CB9
https://www.apec.org/Projects/-/media/Files/Projects/Resources/Applying-for-APEC-Project-Funding.docx?la=en&hash=5E5D1917DA41B3DD2FCFC2BA3D2FDDAA83B89655&hash=5E5D1917DA41B3DD2FCFC2BA3D2FDDAA83B89655
https://www.apec.org/-/media/Files/Projects/Resources/2018/APEC-Project-Development-Process-Chart.docx?la=en&hash=437B658DFE6667BC0F4E7F3813D2D0CFDD11F3BA
https://www.apec.org/-/media/Files/Projects/Resources/2020/Nov/APEC-Project-Concept-Note-2020.docx?la=en&hash=9E57C016A1ED5721E3CB45D7BC51D20E6037A236
https://www.apec.org/-/media/Files/Projects/Resources/2018/Concept_Note_Development_Materials_Nov2018.doc?la=en&hash=D258BADA0DC8CE727EBCCFCC8E37D51AD4700588
https://www.apec.org/Projects/-/media/Files/Projects/Resources/APEC-Scoring-Template.xls?la=en&hash=A632B0F208BF7919A3A108D418E021B88BDCFDC4&hash=A632B0F208BF7919A3A108D418E021B88BDCFDC4
https://www.apec.org/Projects/-/media/Files/Projects/Resources/2018/Scoring-Guide.docx?la=en&hash=22FD3F24F4D34D4B9097010DEB83C882688C0300&hash=22FD3F24F4D34D4B9097010DEB83C882688C0300
https://www.apec.org/-/media/Files/Projects/Resources/2020/Nov/APEC-Project-Proposal-2020.docx?la=en&hash=3E06E6740E3952A810493E0C0C04E9668A4D4668
https://www.apec.org/-/media/Files/Projects/Resources/2018/Project_Proposal_Development_Materials_Nov-2018.doc?la=en&hash=15245D458E3453A43D5DBD25649BB5E7535320B2
https://www.apec.org/-/media/Files/Projects/Resources/2020/Nov/APEC-Self-Funded-Project-Proposal-Coversheet-2020.docx?la=en&hash=2EE46AEA0AA0A73BE3264FCD2543151C4444DE56
https://www.apec.org/-/media/Files/Projects/Resources/2020/Nov/APEC-Self-Funded-Project-Proposal-Coversheet-2020.docx?la=en&hash=2EE46AEA0AA0A73BE3264FCD2543151C4444DE56
https://www.apec.org/-/media/Files/Projects/Resources/2020/Nov/APEC-Self-Funded-Project-Proposal-Coversheet-2020.docx?la=en&hash=2EE46AEA0AA0A73BE3264FCD2543151C4444DE56
https://www.apec.org/Projects/-/media/Files/Projects/Resources/2016/Project-Forms-and-Resources/Appendix-H_150617-Guide-on-Gender-Criteria-for-APEC-Project-Proposals_final_v3-5-2015.docx?la=en&hash=D6BC756FE0A6C25B37A318FC3272FA5B83A8B789&hash=D6BC756FE0A6C25B37A318FC3272FA5B83A8B789
https://www.apec.org/Projects/-/media/Files/Projects/Resources/2017/Project-Session-1-2018-Overview-of-Changes.docx?la=en&hash=6A248B34079B1D2CF73F0E0D9A000F28B8C34917&hash=6A248B34079B1D2CF73F0E0D9A000F28B8C34917
https://www.apec.org/-/media/Files/Projects/Resources/2018/Nov/Project-Session-1-2019-Overview-of-Changes.docx?la=en&hash=67A6DFC601162A523A014233B1876549C7F80342
https://www.apec.org/-/media/Files/Projects/Resources/2020/Guidance---completing-the-revised-Concept-Note-and-Project-Proposal-templates.docx?la=en&hash=F721EE69BD4A3D709DF6A741A497CBF6A72926D2
https://www.apec.org/-/media/Files/Projects/Resources/2020/Guidance---completing-the-revised-Concept-Note-and-Project-Proposal-templates.docx?la=en&hash=F721EE69BD4A3D709DF6A741A497CBF6A72926D2
https://www.apec.org/Projects/-/media/Files/Projects/Resources/2018/Guidelines-for-promoting-cross-fora-collaboration.docx?la=en&hash=8CD66F091C53EF0E0C723EE0389C16785BC8BBF5&hash=8CD66F091C53EF0E0C723EE0389C16785BC8BBF5
https://www.apec.org/Projects/-/media/Files/Projects/Resources/2015-SCE-Capacity-Building-Policy.pdf?la=en&hash=74DE98370DC80DF17FA7F0F74025421C3150831F&hash=74DE98370DC80DF17FA7F0F74025421C3150831F


 

 

APEC Guidelines on Conducting Capacity Building - a high level approach to 

capacity building in APEC Projects 

Hosting an APEC Project Event 

APEC Event Timeline - guidance on planning and implementing an event 

(workshop, seminar, etc.) 

APEC Workshop General Information Circular Template - template for the 

project event General Information Circular 

APEC Guidelines on Managing Cooperation with Non-Members - policy to 

guide cooperation with non-APEC members 

Correct format: APEC Attendance List for Completion Report - mandatory 

format for collating attendance lists at project events 

Payment Request for Project Event Costs - reimbursement claim for project costs 

Per Diem and Attendance Certification - certify event attendance for funded 

travelers 

Travel Undertaking Template - Reimbursement - undertaking for travelers 

funded on reimbursement basis 

Travel Undertaking Template - Advance Payment - undertaking for travelers 

funded in advance 

Monitoring and Evaluation in APEC Projects 

Monitoring Report (2018 and earlier) - for projects selected in 2018 and earlier 

Monitoring Report (2019) and beyond - for projects selected in 2019 and beyond 

Completion Report (2018 and earlier) - for projects selected in 2018 and earlier 

Completion Report (2019) and beyond - for projects selected in 2019 and beyond 

Completion Report Supporting Document Checklist - to support proper 

development of Completion Reports 

APEC Project Evaluation Survey Template - basic event evaluation framework 

Good Practice: Sample Project Workshop Evaluation Report - a sample 

evaluation report 

Amending Your APEC Project 

APEC Project Design Amendment and Extension Form - mandatory for all 

changes to an approved Project Proposal 

APEC Project Budget Amendment Form - mandatory where changes have a 

budget impact 

Procurement and Contracting in APEC Projects 

https://www.apec.org/Projects/-/media/Files/Projects/Resources/2016/Project-Forms-and-Resources/Appendix-K_APEC_Guidelines_on_Conducting_Capacity_Building_BMC1_2015_05032015.docx?la=en&hash=08121D5A94AA26AB643F0A0E7D17788E9B130CCF&hash=08121D5A94AA26AB643F0A0E7D17788E9B130CCF
https://www.apec.org/-/media/Files/Projects/Resources/2018/projects/APEC-Event-Timeline.doc?la=en&hash=5B82E4A52CA075C8C3C241FFE561641C2D24AD2A
https://www.apec.org/-/media/Files/Projects/Resources/2020/Nov/APEC-Workshop-General-Information-Circular-Template-Nov2020.docx?la=en&hash=B0C2F2D52AEAF8ECBFB76BAD63841C42C2FC5D3B
http://mddb.apec.org/Documents/2015/SOM/SOM3/15_som3_005.pdf
https://www.apec.org/-/media/Files/Projects/Resources/2018/projects/APEC-Event-Attendance-List-for-Completion-Report--correct-format.xlsx?la=en&hash=03AC86BBCEC9C7512B414CF2C670100BA56A1241
https://www.apec.org/-/media/Files/Projects/Resources/2018/projects/Payment-Request-for-Project-Event-Costs_Hosting_Printing_Etc.docx?la=en&hash=1D44F9E11097F9A163502FCD44EC67A1E375F291
https://www.apec.org/-/media/Files/Projects/Resources/2020/Nov/Per-Diem-Form-and-PO-Certification-Nov20.docx?la=en&hash=CCE7962E438F736755F5D67740C062DA48C4BCCC
https://www.apec.org/Projects/-/media/Files/Projects/Resources/2017/Travel-Undertaking-Template_Reimbursement_as-of-18Jan2017.docx?la=en&hash=896F79C4B6FCCF7A338A6229B72383E16F041B0E&hash=896F79C4B6FCCF7A338A6229B72383E16F041B0E
https://www.apec.org/Projects/-/media/Files/Projects/Resources/2017/Travel-Undertaking-Template_Advance-Payment_as-of-18Jan2017.docx?la=en&hash=641587F361DA97D2217587745078018CC642B99A&hash=641587F361DA97D2217587745078018CC642B99A
https://www.apec.org/-/media/Files/Projects/Resources/2018/Nov/Monitoring-Report-Version-2018-and-earlier.docx?la=en&hash=8A886AC7B9159D62347CA5ECCA96A255C24C763D
https://www.apec.org/-/media/Files/Projects/Resources/2020/Nov/APEC-Project-Monitoring-Report-2020.docx?la=en&hash=4541691C38EFFBDE5B7E0B10D95B496C9C7B9C75
https://www.apec.org/-/media/Files/Projects/Resources/2018/Nov/Completion-Report-Version-2018-and-earlier.docx?la=en&hash=C51C99FE3EB050EE8655FB31977BC0DC2E5AF73F
https://www.apec.org/-/media/Files/Projects/Resources/2020/Nov/APEC-Project-Completion-Report-2020.docx?la=en&hash=FE5DFEFF49A1EDD8D1252EB4E463170B8484F4E9
https://www.apec.org/-/media/Files/Projects/Resources/2020/Completion-Report-Supporting-Document-Checklist_Apr2020.docx?la=en&hash=1129071D259DDE3F08F7121B1DADA24046A00019
https://www.apec.org/Projects/-/media/Files/Projects/Resources/2016/Project-Forms-and-Resources/Appendix-I_APEC-Project-Evaluation-Survey-Template_BMC1_2014.docx?la=en&hash=312ECB20241EB039F1A093B422E1ADAB49EE5EBC&hash=312ECB20241EB039F1A093B422E1ADAB49EE5EBC
https://www.apec.org/-/media/Files/Projects/Resources/2018/projects/Sample-Project-Workshop-Evaluation-Report.docx?la=en&hash=B46642BE01142629B3BC59BC4BB807BB899A6D91
https://www.apec.org/Projects/-/media/Files/Projects/Resources/2018/APEC-Project-Design-Amendment-and-Extension-Form-Feb-2018.docx?la=en&hash=6F314B6A5B4195BFD1F4049DFB93C490E84CA8DD&hash=6F314B6A5B4195BFD1F4049DFB93C490E84CA8DD
https://www.apec.org/-/media/Files/Projects/Resources/APEC-Project-Budget-Amendment-Form_Jan2019.xlsx?la=en&hash=FFC75B15F0C93F918C9CB659B735D04CD10806B9


 

 

Work Undertaking Template 

Secretariat’s Approval Checklist for Contracts 

Preparing Terms of Reference: Guidance for POs 

RFP Timeline 

RFP Example 

Request For Proposal (RFP) Template - Standard Projects (for Contracts over 

USD20,000) 

Revision/Addenda to RFP 

Evaluation of Proposals $20,001 - $50,000 Template 

Evaluation of Proposals Above $50,000 Template 

Proposal Compliance Checklist 

Procurement Process Summary and Endorsement Template 

Notice of Acceptance – Conflict of Interest – Notice of Declaration (for Work 

Undertakings and Contracts Up to US$20,000) 

Notice of Declaration (for Contracts over US$20,000) 

Contract Template - Standard Project 

Contractor's Travel Reimbursement Claim Form  

APEC Policy Guidelines - addressing Conflict of Interest Issues (Procurement 

Principles) 

Media and Publication 

APEC Publication Guidelines 

APEC Branding Manual 

APEC Publications Toolkit 

Publication Cover Page Template 

Publication Number and ISBN Request Form 

Training Resources for APEC Projects 

Project Quality Training Materials 

 

Source: https://www.apec.org/Projects/Forms-and-Resources. 

https://www.apec.org/-/media/Files/Projects/Resources/2020/Work-Undertaking-Template-Dec2020.docx?la=en&hash=A11E96478ED9C36AEEAA53917C5EC4D6DF5F83B4
https://www.apec.org/-/media/Files/Projects/Resources/2019/ApprovalChecklistForContracts-15April2019.docx?la=en&hash=3A0922A7B57C0BFF1228A422E2118BB4AE868E97
https://www.apec.org/Projects/-/media/Files/Projects/Resources/2018/Preparing-Terms-of-Reference.docx?la=en&hash=411F04A94D3697E9400DD8D530F3E0CD12E80BC0&hash=411F04A94D3697E9400DD8D530F3E0CD12E80BC0
https://www.apec.org/Projects/-/media/Files/Projects/Resources/RFP-Timeline---Nov-2016.doc?la=en&hash=81BE61E10A7EA48C99C08A8745769B87FB53FDF2&hash=81BE61E10A7EA48C99C08A8745769B87FB53FDF2
https://www.apec.org/Projects/-/media/Files/Projects/Resources/Sample-RFP.doc?la=en&hash=4C1268B1ABBF06D11A904100C13794C6AF76D440&hash=4C1268B1ABBF06D11A904100C13794C6AF76D440
https://www.apec.org/-/media/Files/Projects/Resources/2020/Nov/RFP_Template_Standard-Projects_Over-USD-20000-Nov20.doc?la=en&hash=7499578040FAA294C48F7F7693AC1487A0137CE9
https://www.apec.org/-/media/Files/Projects/Resources/2020/Nov/RFP_Template_Standard-Projects_Over-USD-20000-Nov20.doc?la=en&hash=7499578040FAA294C48F7F7693AC1487A0137CE9
https://www.apec.org/Projects/-/media/Files/Projects/Resources/20120413_3_Revision-AddendaToRFP.doc?la=en&hash=DA056458B769C31FEC2AA3A2B2643BFF7F844C69&hash=DA056458B769C31FEC2AA3A2B2643BFF7F844C69
https://www.apec.org/Projects/-/media/Files/Projects/Resources/2018/Evaluation-of-Proposals-20001--50000-Template.xlsx?la=en&hash=96BF4585D5C2052BB8E3718B1DB4E108E11FC194&hash=96BF4585D5C2052BB8E3718B1DB4E108E11FC194
https://www.apec.org/Projects/-/media/Files/Projects/Resources/2018/Evaluation-of-Proposals-Above-50000-Template.xlsx?la=en&hash=89CB198B75189BE766E21BBAE90268731DEE29B5&hash=89CB198B75189BE766E21BBAE90268731DEE29B5
https://www.apec.org/-/media/Files/Projects/Resources/2019/Proposal-Compliance-Checklist---Jan2019.doc?la=en&hash=8F9229C0C4DB5869F4735ABCDDFC99EDF3A7045B
https://www.apec.org/-/media/Files/Projects/Resources/2016/12/Template-CON5-PO-and-APEC-Sec--Contracting-Procurement-Process-Summar.doc?la=en&hash=C63C2CAD148DF368B7F45CC13D9943AC0C951168
https://www.apec.org/-/media/Files/Projects/Resources/2020/NoticeOfAcceptanceConflictOfInterestNoticeOfDeclarationContractAndWUValueUpToUSD20000-Nov20.docx?la=en&hash=77BCFA1746E19F05B3F0D448AB694E02CBD697C5
https://www.apec.org/-/media/Files/Projects/Resources/2020/NoticeOfAcceptanceConflictOfInterestNoticeOfDeclarationContractAndWUValueUpToUSD20000-Nov20.docx?la=en&hash=77BCFA1746E19F05B3F0D448AB694E02CBD697C5
https://www.apec.org/-/media/Files/Projects/Resources/2019/Notice-of-Declaration_for-Contracts-over-USD20000.docx?la=en&hash=270FF7F07971C4A8870A7EC38CD57284188B1D1B
https://www.apec.org/-/media/Files/Projects/Resources/2020/Nov/APEC-Standard-Project-Contract-Template-November-2020.doc?la=en&hash=450E7EFAD09AFCC64F27CA56A27813367C50F219
https://www.apec.org/Projects/-/media/Files/Projects/Resources/20130816_Contractor-Travel-Reimbursement-Claim-Form-2_revPDlink.docx
https://www.apec.org/Projects/-/media/Files/Projects/Resources/2016/Project-Forms-and-Resources/Appendix-J_APEC-Project-Procurement-Principles.docx?la=en&hash=C2EBDAC078D8408F0748E653C56AFBEC1734D18B&hash=C2EBDAC078D8408F0748E653C56AFBEC1734D18B
https://www.apec.org/Projects/-/media/Files/Projects/Resources/2016/Project-Forms-and-Resources/Appendix-J_APEC-Project-Procurement-Principles.docx?la=en&hash=C2EBDAC078D8408F0748E653C56AFBEC1734D18B&hash=C2EBDAC078D8408F0748E653C56AFBEC1734D18B
https://www.apec.org/-/media/Files/AboutUs/PoliciesandProcedures/Publications/APECPubs_guide_Oct-2018.pdf?la=en&hash=544A2AD8DCB4CF51A97241D0CF6A285A2253A8F3
https://www.apec.org/-/media/Files/AboutUs/LogoUse/APEC-Branding-Manual_05112020.pdf?la=en&hash=FBCCB8659E2E5462FE856B7B956C451FB3F22C7B
https://www.apec.org/Projects/-/media/Files/AboutUs/PoliciesandProcedures/Publications/APEC-Publication-Toolkit_Rev-8-October-2018.pdf
https://www.apec.org/-/media/Files/Projects/Resources/2018/Template_info-on-Cover_projects.doc?la=en&hash=500E8C6078F851EA88727767E6250E83FEDEB9FC
https://www.apec.org/-/media/Files/AboutUs/PoliciesandProcedures/Publications/Publication-Number-and-ISBN-Request-Form-updated-Sept-2020.docx?la=en&hash=E2B9ADE97B2AE9BA686C6469F3B318E19C5F921A&hash=E2B9ADE97B2AE9BA686C6469F3B318E19C5F921A
https://www.apec.org/-/media/Files/Projects/Resources/2020/Nov/Project-Quality-Training-Materials.zip?la=en&hash=777BC4D2434E4C7B7B4434B7A78F90160EB3842F
https://www.apec.org/Projects/Forms-and-Resources

