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#>
J Kim
A Matsumaru

PROJECT NOTIFICATION

I0 April ?018

I. Projeet Code 18-IN-32-GE-TRC-A

2. Title Training of Tiainer-s on Customer Satisfaction L:dex
Development for the Senice Sector

3. Timing and Duration 12-16 November 2018 (five days)

4. \,euue Seoul, Republic of Korea

5. trmplementing Korea Productivity Center (KPC)
Organization .3?- Saemunan-ro 5ga-gil. Jongno-gu, Seoul I10-751

Republic of Kofea
Phone: 82-2-724-1180
Fax: 82-2-737-9740
e-lr4ail: thkang@lqpc.or.kr

6. Number of Overseas Up to 18 qualified participants
Parficipants

7. Number of Local Up to six qualified participants
Farticipants

8. Ctosing Date for 7 Septe,mber 2018 (to FTPI : 24 August 2018)
Norninations

9. Ohjectives

a. To revierv and understand the use of customer satisfaction (CS) rneasurentent systems and
CS indexes for tlre sen.,l'ce sector;

b. To prorride a platfonn for .sharing the status, best practices, and successful models of CS
nleasurement for tlre sen ice sector; and

c. To de','elop national CS measurement systems and CS indexes to assess overall
perfonnance in the sen'ice sector

10" tsackground

Tlte senic.e industrl,plays a r,ital role in a country's economy. Thus, flre promotion of
productivity in the senice sector is crucial to sustain growlh. As pan of the APO's stlategic
direciion of strengihening tire serv'jce sector in men:ber countries, it has been conducting
courses on serr.ic'e-sector innc-rvation and r-'ustoiner relationship rnanagement. ICT. and
knort,ledge ulanagelnelrt in the senice sector tlrrough e-leaming courses and face-to-face

i:roiects. Some membe"r economies have already initiated and promoted CS ::reasures a::d

j -2.1-l Hongo, Bunkl'o-ku, Tok;,.o 113-0033, |apar: Tel: (81-3)38-30-041I Fax: (8I -3)5840-5322 n'u'rv.apo-tokv-o.org



indexes for the sen,ice sector. Others. horvever. are oniy begin:ring to identi! appropriate
inethods for doing so in various indusrries.

There l:as been increasing dernand from participants and NPOs for methods to rneasure CS

Ieveis specifically in the senice industry. This trainirig of frainers rviil enable NPOs to
analyze CS and der:elop nationai CS measurement systems and indexes related to senices.
Developing a measurem€nt S1;5{'s1n is critical to understand current levels of CS and how they
may chan.'e in tlie furure. resulting in increased long-tem: competitiveness and improved
producti vity of servi ce-sector enterpd ses.

Participants in this training course will have opportunities to lea:-n the principles. methods,

and nrodels of CS n'leasurertent ii: APO mernbers as rveli as Canada, Europe, and the USA.
After the course. it is expected that they rvill der,elop CS rneasurement models and indexes

for the sen ice sectors in their orvn national contexts.

II. Scope and hfethodologi

Scope
a- CS measurernent principles, methods, and models;
b. Best examples of CS rreasuremerrt systems; and

c. CS inde.x der.elopme.nt and opportunities for application in the sen'ice sector.

Ir'fethodotrog5,
Prcsertatjons by resource speakers. country paper presentations. group discussion. and actiort
plan development.

The tentative progl:ain of the training course is given belorv:

Date/Tirne

Sunday- 11 November 2018

\,londay'. 12 November

Tuesda1,. 13 Nove,rber

\\/ednesdav; 1 4 November

Actirttl'

Alrival of participauts in SeouJ

Opening session
Pr esentations by resource sireakers: Intentational ovelview
c,f CS rneasurelnent systems and indexes; Benchmarking and

integrating CS indexes for productivity iniprovsnent

Presentations by resource speakers: Global CS measurement

s-v'sterns and CS indexes for the service sector; Best practices of
CS measurement and CS indexes for the sen/ice sector in t]le
ROK (NCSI), Japan (JCSI), the USA (ACSI), etc.

Croup discussion on horv to develop CS measures and indexes
for the sen,ice sec.tor

Countr;r' pap er presentati ons

Field vi-sits fo tibserve trest practices of CS Inc&:^urefilent Ibr the

service sector in the ROK
Thursdali i 5 Nr.ii'ernber

-2-



Health

Fridai., I6 November Individuai action plan development. summing up b-v resource
speakers, program evaluation, and closing session

Saturdali 17 Novernber Departure of participants

12. Qualiflcatioras of Camdidates

Tlie participalts are e.xpected to possess the follorving qual.ifications:

Present Position Trainers or NPO consultants dealing u'ith CS ireasurerrent and
CS inder der.'elopment for the service sector.

Experience At least five years of experierrce in the senice sector.

Education Unirrersity de.gree or equivalent qualification frorn a recognized
uni versityinstitution.

Language A11 proceedings of the project are conducted in English. ald
participants are frequentll, .-Our.* to make olal and rr.ritten
presentafions. They must therefore be proficient in spokeu and
u'riften Engiish. Those u'ho are not proficient in English vvill not be
accepted.

Phl,sically ald mentally fit to attend an intensive project requiring
participants to complete a number of individuai and group
activities and strenuous fieldwork. It is therefore recommer:ded that
meurber countries do not nominate candidates likeh, to suft-er from
ph-vsical and mental stress.

Age Candidates rvho fit the above profile are tlpically betrveen 30 arid
50 years ofage.

Attendance Participants are required to attend the entire program.

13. Financial drrangements

a. Airfare
The A.PO u,ill bear the c.ost of round-trip econom)'-class intemational airfare betn,een ihe
international airporl nearesi to the participants' place ol s'or1i and Seoul. Republic of
Korea, from organizations in any of these categories:

a. SN4Es;

b. Itlonprofit organizations: and
c. ,{n-y organization tionr tire APO list of LDCs.*

*As o{7 July 20(16. rhe.4PO list of LDCs cotnTtrised Bangladeslt. Canthodia, FgL
Laa PDR, l4ongolia, cmd !'iepol.

T'he APO u,i1l only reimi:urse discount air tickets fbr the rnost direct route. Participants
should nole that the arrangelrlents foi the purchase ol air tickets should tbllow the "Guide
on Purcirases of Air Tickets fbr APO Panicipants.'' r.vhich u,ill he senl to the selected

^J'



participanis and is also available on the APO rvebsite and frorn APO Liaison Officers in

member couitries.

b. Fartieipating Country Expeeses (PCEs)
PCEs pa;able to the APO do i:or apply' to orgarizalions in any of these categories:

a. Sh{Es;
b. Nonprofit organizatiot-is: and

c. fu:y organization fi'om theAPO list of LDCs.*
*As o.f 7 Jz.tlv 1006, the APO ti,rt of LDCs contprised Bangladeslt, Cantbodia, FUi,

Lao PDR, A[angolia, atzd NePal-

c.. Insurance Coverage

Participants'insuranc,e premiuls: All parricipants should be ful1y insured against accident

ald iliness (including hospitalization and death) fcrr a principal sum equirralent to

USDI0,000.00 for rhe entire duration of the project and travel and must subrnit to the APO

Secretariat a copy oi the comprehensive travel insurance certificate before participation'

Such insurance shoul,J be valid in the host courrtry. This insurance requilement is in
addition to existing go\iernmeilt insurance co\rerage in sorr:e member countries. If any

parlicipanl is unable ro insure hinrself,'herself as stipulated above. he/she should secure this

inrrr*r". in the host couniry at tlre corrmencement of the project and pay the preiniurn

himself,{rerself, if necessan'. from the per diem allou,ance provided. Neitirer the APO nor

the ii:rplenrenting organization r.vill be responsible for any eventuality arising froln

accident. illness, ac.ts of urar-. forc.e majeure. or any rmexpected e\rents be1'61,6 hurnan

control such as those reiated to naturai disast'ers.

d. Cost Sharing
Subject to ti:.e conditions srated in the Finzrrcial ,{rrangetnents seclion. the follor,virig table

shows the co-st-sharing arrangenrents bet*'een the APO, host country, arid participants or

participating countlies.

Cost item

Cost fo be borne I:.v-.

Participants
or

participating
countries

Host
countr-r

APO

Round-trip economy-class intenrational
airfare (refer to paragiaph 13a for
conditions)

Conditions
apply

No Conditions
appl-v

Participating Country Expenses (PCEs)
(refer to par-a.sraph 13b)

USD50 per
participant

No No

Hotel accornmodation in Seoul No YCS No

Per diem allou'ance in Seoul No Y'es jtio

Transpo:tation cosis to and frorn hotel and i No
i

i

Yes No

Insurance coverage in the ROK (refer tcr

paras'aph l3c)
Yes No l\o

Anlr expenses related to visa f'ees arrd

airpod taxes

Yes No No

-,1 -
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i

I Cost item

Cost to be borne
Participants

or
participating

ccuntries

IIost
country

APO

AII expenses incurred by pafiicipants for
any reason including but not iimited to:
a. Stopovers
b. Extei:sion of stay
c. Earl1, arrival or late deparlure
d. Flight canceliation

\tes No No

Any cancellation charges for expenses
such as airfare and acconunodations
incurred by tlie APO or hosi counfi1, after
issuance of Leffers ofAcceptance

]bs No No

Assigrment costs of ir:temational resource NA No Y-es

Assignrnent costs of local resource NA Yes No
AII local implementation costs including
but not limited to:
a. N4eeting rooms
b. Documentation
c- Preparatory costs

NA Yes No

b.

tr4. Actions b5, Member Counfries

i)". Each participating clruntry is requested to nominate tluee or more candidates in the order
of preference. Please ensure that candidates nominated ureet the qualificalions specified
under secticrn l2 above.

No fcrnn of self-norlination will be accepted. Ail non:inations must be endorsed and

submitted by an APO Director. Alternative Dr'rectori Liaison Officer, or their designated
officer.

Piease note that nomination of a candidate does not nec.essarily guarantee that he/she rvill
be selected. Selection is at the discretion of the selection corulittee of the APO
Secretariat. A basic criterion for selection is the homo-{eneity of the participants in terms
of qualifications and work experience. Nonselection tlrerefore does not rnean that the

candidates concerned are not competent enough. Sorietimes candidates are not se1ected

because the1, are overqualified for a project.

Each nominatioit should be accompanied b1' the necessary documents. A nomination
lackin-q an3; of these documents may not be considered: tu,o copies of the carrdidate's
biodaia on the rtPO biodata fbnn together rvith a passport-sized photograph. The biodala
fonn can be dolnloaded from tire APO r.vebsite (*'ri.u'.apo-tokyo.org). We encourage

sut',nritting tire biodata fon:r tr-r tte APO Secretariat irr electronic fonrr as an attachment to
a cover e-itrail messag€ fror r the APO Director, Altemate Director; or Liaison Of{icer.
The nomination docurnents should be sent 1o the Ildustry Departn:ent. APO Secretariat
( e- m ai I : i nd (aD:apo -tok-v-o. org, fax : 8 I -3 -5 I 40-5 3 24).

d.

-5-



e. The APO h4edical and hisurance Declaration'Certification Form. Every eandidate must
complete and submit a coplr of the APO triledicai and Insurance Declaration'Cerlification
Fonn u'ith his.,,lrer biodata at the time of nomination. Please r:ote that self-declaration is
suftlcient for candidates ''rithout an1,of health conditjor:s or ilinesses listed on the reyerse
side of tire medical fomr. Hoq.'ever fbr all others. medical certificatioii b-v" a iicensed
physician on tire re\rei:se side of tire medical form is required"

i Necessan,docunrents are to be subuiitfed electronically,. hr thaf case, there is no need to
serid a hard ci:p}, by postal mail. Horvever. if the documents are subrnirted b1,' far,
me.mber countfies are requested to mail the originals of ilte dociuaents to the APO
Secretariat as u'e11. If a digital plrotograph of a nominee is not attaci:ed to the e.lectronic
biodata fonr'1, a har:d-cotrr1, photograph sliould be sent to the APO Secretariat bv postal
mail. Please give the candidare's narne and the project code on the rer;erse side of the
photograph

g. Ir.{ember countries are requested to adhere to the nomination deadlirie given on page 1.

The APO Secretariat nlay not consider late nominations as the)'have in the past resulted
in considerable dififrcuities to the impien,enting organization in its preparatory u,ork for
the project.

h. For menrber counti-ies where noininations al'e required to be approved by higher
governrnent authorities a:d require a longer tirne. APO Liaison Officer-slNPos are urged

to send the names of nou:inees on or before tire deadline, indicating that gor;ernment

approval u,ili folloui

i. ff a selecred participant becomes unable to attend, helshe should infonu the AIO Liaison
OfficerNPO in his,rher courtry iinnediately and give the leason for q,itirdrarval. Tire
NPO concerned is requested to tmnsnit that infor:lation to the APO Secretariat aud the

ii ost couutry pronrpt i1,.

j liPO.s are requested to infonn the selected participants that tltey a:'e not to bring farnily
rnembei's oi' to engage ir: a11., prirrate business activities during the entire duratiou of the
project.

k. Each sclcctcd pafiicipa:rt should be instructed to arrive at ihe \.'cnuc one da-y before the
start of the official project. Also. iie/she is expected to retum honre upon completion of
the ofticial prdect because he,'she is visiting the irost country for the specific purpose of
atlending this APO training course.

1. NIPOs should infon:r participants that they must attend all fir,e da1,s 61t1r. project.

m. NPOs should assist tire APO ar:d,or host country in collecting amounts corresponding to
carceliation charges arising frorr withdrau'al or no-shou, of a participant.

tr5. Acticils b3' the AFO Secs'etarxat

a. Ljnder ni:nrial circurnstances. candidates u'ho are selected i.r'ill be infomed of tireir
acceptrnce at least frrur r-.'eel.:s prior 1o the starl of'the pro-fect.

b. If sorre candidates fail to qualifv or be unable to participate a&er selection, or if sonie
iireniber countdes {ail to norninate an1.'candidate, tlleir slots i::ay be frlled by alteniates
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fi'om the sarlte or anotlter melrber country on a n:erit basis.

I 6. Froject Preparation

Participants are required to prepare a short paper prior to deparn:re for the project venue. In
i:reparing the paper. thel' are expected to follorn, tire "Guidelines for the Preparation of
Countrl, Papers" to be prot,ided later.

I 7. Postproject Actions

All participants are required to prepare action plans and share the plans with their NPOs.. Tlle
APO till also reque-st panicipants to submit progress reports six months after compietion of
the training course.

I8. Evatruation of Farticipants

if the conduc#attendancerperfomralce of a participaat is not satisfactory,. these u,ill be
reported to flre APO direetor concerned.

X9. Guide for Farticipants

Other corrditions for participafion are given in fne APO Guide .for Panicipanf.s. u,hich is
available frorn APO Liaison OfficersiNrPOs in memher countries and on &e APO website
(u,rrrv. apo-tokyo. org).

20. Dress Code

Participants ate required to u,ear L'rusiness attire during the project. Otlrer instructions will be
proirided ir: the circular for pailicipants.

Santhi Kanclktanaporn
Secretary-General
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FR O.I E CT x tlTI F'I CAT'ION

JH Kim
M Nojima

3. Timi*g arld tr)uration 10-14 December 2018 (five dalr)

4, Venue Suva, Fiji

5. Ermptrerne*tfurg National Tiaining & Productivity Center Q{TPC)
Crsanization FijiNati;nal LH;;:;-;

lot I, Beaurnont Road. Narerq, 5pv4 Fiji
Tei: 679-3392-000
Fa"x: 679-3340-184
e-l\l[ail : dntpc@fuu.ac.fi

6. Iqumber of Gverseas Up to 18 qualified participa:rts from Bangladesh, Car:rbodia.
Fantic[panfs Republic of China, India, Indonesia, IR Iran, Lao PDR.

N{alaysia, Mongolia, Nepal, Pakistan, Philippines, Sri Lanka,
Thailand, and Vietnam

6 June 2018

I. Project Code

2. Title

7. Nunrher cf, n ocal
nlartieipants

L Closing Date fcr
Nomira$ons

9. Objec€ives

18-t\-8I -GE-TRC-B

Training of ll'ainers on Benchrnarking tc) Enhance
Organizational Excellence iu the Seiwice Sector

Holer,el ctircr men:ber ccruntfes with special interest in this
project may noininate candidates upon consultation u,i1h tl:e
APO Secretariat.

[Jp to six qualified participants

12 Ociober 2018 (to FTPI : 28 September 2018)

a. [b enirance organizatiorral excellence in the service sector through adopting business
excell ence (BE) prin cipl es and frair er.r'ork:

b. 1b pror:rote dre use ol'assessment toois for organizational excellence; and

c. To shar-e and exchange infomration on and experience in best practices in becoming an

excel i ent organizatiorr.

10. Baekgrcund

'Iire BE franrervork is a dynamic tool enabling organizations 1o irlprove conrpetitirreness and

productivity. Usiug the BE fi'amervork, orgalizations oan identify streneths aud opportunities
a:d then alirm management systems all{ urocesses to create an enviromnent for suslainable.
continuous improvement. It is about r;irieving organizational excellen.ce in ail spheres of
activitl,, includir:g leadership, strateg,1., customer serwice. people. processes, and knorvledge
managentent.

Asian Froductivity Organization
1-?4-l Hongo, Bunkyc-ku, 1-ok1,6 f t3-0C)33, Japan Tel: (81-3)3830-0411 Far: (81-3)5840-53?2 lr,ww.apo-tokyo,org



In 2009, SPRING Sitgapore u,as desigJrated as the APO Center of Excellence (COE) on BE
to assist other n:erilber cour:tries in develcrping and streng,theni.ng tireir BE initiatives. The

COE glr BE has conducted a series of activities includingresearch, sharing ofbest practices,

huilding competencies ol BE expeits, and transferring knolt ledge. N4.ore recentli,'. tlre APO
and COE on BE have assig:red BE erperts to member countries to help develop their BE

trainers and corsultants fcrr the servic.e sector.

This course targets BE trainers and consultants rvho deal riitir organizational excellence fcrr

the serwice sector t6 help thein develop greater competencies. The prirnar'1'' objective is to
enable participants, particularly fi'onr the sen ice sector, to undeistand the BE framet'ork and

its tools and techniques to overcorne challenges in their orgarrizatioits. They will develop the

kloruledge, skiils, and experienoe to become competent trainers in BE. Llpon completion of
this course. parricipants are expected to be able to conduc.t training and cor:sultirrg on BE for
enhancing orgauizational excellerrce in the sertice sector. Participalts are reguested to submit

progress reports to tlre APO six nr6lths after completjor: of tile c.ourse.

tr1. Scope *nd $fethodolog1'

The tentatir.e topics fo be covered are:

a- Introduction of the BE nrodel, fratreu'ot*, and criteria;
b. Strategies and ke-y clrallenges for enhancing organizational excellence in ihe sen'ice

sector:
c. Sharing of best practices on ol'ganizationai exceilence; and
d. Develdpment of actiori 1>lans for impiementing the BE frameu,ork in the sewice sector.

This cour:se u,ill consist of themerl presentations, sha:ing o1'nationai best practices. site visits,
group e.xercises, and presenialioils of action pians.

The tentative prog,ranl of tl:e c.ourse is given belorl':

Bate/Tinie

Srinday'. 9 December 20 i 8

I'{onday'. i 0 Decerntrer

Tuesday, 1l Decernber

,{ctivitrr

Arrival of participants in Suva. Fiji

Opening session
Presentations: Adopting
excellence, and The BE
sector.

and sustaining BE lbr organizational
framervork and criteria in the senice

Presentations: Benefits ard challenges in adopting BE in the
senice sector, and The role of BE practitioners" consultants,
and trainers in BE capaciti,'building.
Individual country papel- presentations ol1 experience in
or ganizati onai ex ceil ence.

\\,'ednesda).. l2 Deceiaber Prcsentations: Best practices of BE applications in the ser-r,ice
sector: and \Vorkstrop on strategic planning to become an
ex cellent otgaltizatiort.

Thr:rsday, l3 December T\r,o site visits (Fiji BE ar.r,ardees in the setvice sector)

Presentatior: of gyoup rvork output and individual acticrn plans.
Progranr evaiuation and urt'aP-uP by participarits. resource

-2-
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SaLrrdal,- I 5 Decesrber

pers()lls, and ilnpl er:r en tin g clrgan izati on-
Closing sr.:ion

Depanure of participants

x.2. Quanifieafiops of Candfidates

Tire panicipa*ts are expected to possess the folloivirtg qualifications:

Present Position BE practiiiorrcrs, trainers. or consultants representing goven:ment
agencies and l{POs involved irr orgauizational excellence.

Experience.'1

Education

Lalguage

1{ealth

Age

Atleudance

At leasi fir,e yuars of experience in the positlon described abor,e.

Universit,v de-'^e i-'r equivalent qualification fiion-i a recognized
uni versi t),,/in srituti on.

AII proceedings of ihe project are conducted iii English, and
participants are fi-eque:rtly required to inake oral and written
presental.ions. Tliey t:tust therefore be proficient in spokerr arrd
ivritten Elglish. Those u4ro are nclt proficiertt in English r-r'ill nct be
sscepted.

Ph-v"sically and rnentally fit til attend an intensive pro-iect requiring
participants to complete a number of individuai and goup
actir,ities and strenuous fieldq,ork. It is ther:efore recolnmended rlrat
member counfu'ies do not nor:riirate candidates likeiy to suffer frorn
physical and mental stress.

Caldidates u,ho :neet the qualifications above are generally
betr.teen -10 and 50 years of age.

Participants are required tr: aftenrl flre eirtire lll:ogram.

n *1. Finam cial Arramgemlents

a.:\irtare
The ,{PO ra,ill bear tlte cost of round-trip econoury-class inteurational airl-are betu,een the

inte.niation al aitp<srl nearest to the parlicipants' place of u'ork and Suva, Fiji, fi'om

organizations in any of these citegorie.s:
a. Slr'lEs:
b. Nonprofit organizations; and
c. A:ry organization fi'oi"rt dre APO list of LDCs.*

*As qf 7 fitl:, 2006, th.e.4f'}O tisr oi LDCs comprised Ba.ngladesh, Cambadia, Fiji.
Lao PDR, ll,Iongolia, *nr/ !1ieptal.

'I-fie APO rvili only, rein:burse rJiscount ail tickets for the most direct route. Particiirants

sl:ould note that tiie arralgements for tlie purchase of air tickets should Jbllov' the "Cuide
on Furclrases of Air Tickets for APO Participants," uddclt rvill be sent to the selected

ilafliciparlts a:rd is also ai,ailable oii the APO rrebsite a:rd fiom APO Liaison Ofilcers irl
:lernber countrie*s.

b. trarticipating Coun€ny Expexeses (F -Es)
PCEs pavable to rhe APO cio not appl,v lo organizatjotis in any of these categr:fies:

-.:-



a. SIr4Es;

L'r. No:iprofi t organizaiiotis; and

c. An1, organization from the APO list of LDCs.*
'tAs o.f 7 .luly 2()06. the APO lisr o/'LDCs contprised Bangladesh, Cambodia, I'-ii,
Lao PDR, A'fongolia, atzd Neprtl,

c. nmsuc'a*ce Ccverage

Participants' irisurance prenriums: All paiticipants should be fully insured against accident

and illness (including hospitalizatior: and death) for a principal sum equivalent to
USDI0.000.00 for the entire duration of the project and travel and must subinit to the APO
Secretariat a oopy of the comprehensir,'e travel insurance certificate before participation.

Such insurance should be valid in the host countty. Tlris insurance requirement is in
addition to existing go\:'efi.unent insurance coverage fur some mei:rber countr-ies. lf any
participant is unable to insure himself,herself as stipulated above, he/she should secure this
insurance iri the host couirti.l' at the coirmencement of the project and pay the premiurt
himself/herseJf. if necessary, from the per diem allcirrn'ance provided. Neither the APO nor
the implementing organization will be responsible for ary e\.'entuality arising from
accider:t, illness, ac.ts of war force majeure, or an)' unexpected events be1'ond l:uman

contrc'l suclr as those related to natural disasters.

d. Cost Shariug
Sub-iect to the conditions stated in the Financjal Arrangements section, tlie follor.ving table

shorrys tire cost-sharing an-angements betr,veen the APO, host coultry, and partjcipants or
participatin g countries.

I
i

i Coss ifenr

Cost to be borme bv
Farticipants

or
participating

countries

Fiost
country

AFO

Round -tr-ip econoirlv-cl ass i:rtemat'i onal
airfare (refer to paragraph 13a for
conditior:s)

Conditions
apply'

No Conditions
apply

Participatir:g Country Expenses (PCEs)
(refer to paragraph 13b)

USD50 per
participant

.N\o No

Hotel accorlmodation in Suva No Y'es No
Per diein ailorvarrce in Surra No Yes No
Transponatiorr cosis to ald lrom liotel arrd

airuofi in Suva
No Yes No

Insuiance coverage in Frf i (refer to
.^^---.--^-^1^ 1 1_-\prlr {1,gl apll ! Jv )

l'es No No

Aiil, expenses reJated to visa fees and
airiro( taxes

\les No No

All expc-nses iucurrerl by participants Ibr
a.lJi i-e.lscu including but not limited to:
a. Stopor.'ers
b. Erterrsion of sta.v

c. Earl1.'arirral or late departure
d. FIieht cancellaiitrn

\res No No

4



tr 4.,^dctions b], I\'te*iber Countries

a. Eaclr participating country is requested to nomilrate three or more candidates iu tlre order
of i:rreference. Please ensure that candidates nominated meet the qualifications specified
under section 12 aboi,e-

b. No {cnn of selinon:ination u,iil tre accepieci. AII nordnations must be endorsed and

submiited bl, an APO Direcror. Altetrratirre Director. Liaison Oftlcer. or their desiErated

officer.

L. Please note il:at iromination of a carididate does not necessar-ily guarantee that heishe r,"'ill

be selected. Selection is at the discretion of the selectiort committee of the A,PO

Secretariat. A basic criterion fbr selection is the homogeneity of tlre parlicipants in temx
of guaJificatiols and u,ork cxperience. Nonselection there.fote does not mearl tliat the
candidates concerned are not con'Ipetent enough. Sometimes candidates are not selected

because the-v* are overquaiified lbr a pr:oject.

Eacli nourination should be accompanied by the necessary documents. A nomination

lacking any of tirese documents may not be considered: trvo copies of the candidate's

biodata on the APO biodata fon:r together u,ith a passport-sized photograph. The biodata

fonl can be do."vnloaded frorl the APO rvebsite (r,r,-w-w.apo-tokyo.org). \Ve encourage

suir:nitting tlre biodata fonn to the APO Secretarial in electronic fon:: as an attachnrent to

a c'o\jer e-inail utencsage from lhe APO Direc.tor, Aitenrate Director or Liaisoit Officer.
The nontinatjcu docuir:ents sirould be sent to the htdustry Depafitrtent, APO Secretatiat
(e-maiI: ind(.@apo-toky"o.org. t'ax: 8 I -3-5840-5324).

'i he AIrO trledical anil Insurance DeclarationiCerti{ication Foi':n. Er,erY candidate urust

complete anci submit a copy' of the A?O Medical and Insuralce DeclaratioruCertification
]ror:ttt n'itit l:isrher biodata at the til. -- ,.,-,.,rri,tor,i,-,.,,. i:]"a." iiuic t]rai seif-<ieciaratiott is

sul'Iie'.ient fbr candidates u,ithout anv of'hcaitir conditions or illncsses listed on tbe re\jt:rse

d.

lCr

i Farficipants
Ccst itenn I *.

I particiPatins
i countries

tst to lre born bv

EIost
con.tntr.v

.4 I',q_,

An-1, 6rr,."rJation c)rarges for expenses
such as airfare and accom:lodations
incurred by the APO or host country after
issuance of Letters of Acceptance

Yes No No

AssiErnient costs of irrtemational resource
persons

NA No \es

Assiqnnrent costs of ]ocal resource persoils NA Yes No
All iocal implenrentation costs including
but not limited to:
a. i\4eeting rooilts
b. Docurnentation
c. Pt'eparatory costs

NA Yes No

-i)



side of the inedical fbri:i. Hc\l,ever. for all others, medical ceftification by a licensed
physician on tiie i'e\relse side of tire medical fom is required.

f. Necessary,docurnents ai'e to be submitted eiectronically. In that case, there is no need to
send a hard copy by posral maii. Horvever, if tlie docurnents are subntitted bJ, to".
membel couniries are requested tcr mail tlie originals of the documents to tlie AIO
Secretariat as well. If a digital pirotograpli of a nominee is not attached to the electrodc
biodata fbnn. a liard-cr-rp1, photograph should be sent to &e APO Secretariat b-t, postal
mail. Piease give the candidate's naire ald the project code on the reverse sid6 of the
photograph.

g. \{eilber countries are requested to adhere to the nomination deadline giveu on page 1.

l'Ire ,{PO Secretariat ma!, not consider late norninations as tJ:ey har,'e in the past resulted
in cr:rrrsiderable difficulties to the imprlerrenting organization iir its preparatory r.r,ork for
the project.

h. For'member countfies t,here nominations are required to be approved by higher
govermnent authorities and require a longer time, APO Liaison Officer:s,\POs are urged

to send the nan:es of nominees on or before ti:re deadline. indicatirig that govetnn:ent
appioval u,ill fbJiorv.

i. lf a selected participant becomes unable to atlend, heishe should inform tl're APO Liaisot
Officer,\rPO in his.&er country irnn:ediatelrr.' and gir,,e tle reason for rvitlidraq,al. The
NPO concer:ied is requested to transnrt that information to the APO Secretariat aud the

irost count4, promptl-v

j. NPOs are requested to inform the selected par:ticipants that the,v are not to bling far:ril1,

nrenrbers or to engage in ar:1, priirate business activities during the entire duration of the

praject.

k. Eaoh seiected particil:ant sirould be instructed to arive at the venue cxte day before the

start ol'ihe ofiicial irroject. Also, he,rshe is expected to retum home upolt courpletion of
the official projeci because heishe is visitins the host country for the specific purpose of
attending this APO training course.

l. NPOs should infbnu pariicipants that they must attend all fir,e days of the proiect.

m. NPOs should assist the AIO andlor hosi co'.;airy:a coliecting atnoturts corresponding to
canceliation clrarges arising from the rviil:drail,al or n<l-show of a participarrt.

15. Actloms b1, the AFO Secretariat.

&. Under normal r-:ircru:-istances. candidates rvho are selected

acceptance at least ftrur rveeks prior to the start of tl:e project.

b. If some candidates f?iil to qualill' ur be unable to participate
mernber countries fail to noniinate any candidate. tlieir slots
from the same or anoiher menrber countqr on a merit basis.

u,ili be infor:ned of their

after seiectir-rn, or if sor::e
ma.v be filled by altemates
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I 6" Frejeef Freparatfon

The participants are required to prepare a paper prior to depariure for the project rrenue. In
preparing rhe paper they are expe.cted to follon, tlie "Guideiines for tire Preparation of
Corurtrl,Papers" to be proyided later.

I 7. Posfpra,iect Actiexs

Ali pailicipants are re.quired to prepare action pians and share the plans ri,ith their NPOs. The

.{PO ivr'll also request paricipants to submit progress repoits six n:onihs after completion of
the traiiring course.

n8" Evatu*fio& of' Participanfs

lf the conduciiattendu:.ce.,perfomiance of a participant is not satisfactoD,, tlrese urill be

reported to the APO director conc.emed.

i9. Guiele f'cr Fareicipants

Ot1rer conditians fiir participation a:'e given in tbe APO Guide .fbr Participr:nls. rvhich is

availajrie from .APO Liaison OfficersNPos in nrember counfiies and on the APO rrebsite
('"vrvt,. apo*tok yo. org).

28. Bress Code

Participants ai'e requit'ed to wear bu-.itress attire during the project. Other insfiucticns u'ill be

pr:ovideti jrr rhe circuiar for pariicipants.
,/
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Dr. S anthi Kanoktanapcrn
SecreiaryGeneral
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