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Administrative Circular 
35th APEC Industrial Science and Technology Working Group (ISTWG) Meeting
08-09 September 2008
Ha Noi, Viet Nam
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1.
Date and Venue

1.1 The 35th ISTWG plenary and side meetings will be held on 8‑9 September 2008 in Golden Ballroom of the Hanoi Fortuna Hotel, #6B Lang Ha Street, Ha Noi, Viet Nam;

1.2 The APEC ISTWG Forum on Research and Innovation will be held back-to-back with the 35th ISTWG, on 10‑11 September 2008 in Golden Ballroom of the Hanoi Fortuna Hotel, #6B Lang Ha Street, Ha Noi, Viet Nam;
1.3 A Secretariat room will be set up in front of the meeting room at Hanoi Fortuna Hotel, #6B Lang Ha Street, Ha Noi, Viet Nam.

2.
Registration 

2.1. For registration of the meeting, please complete and return the meeting registration form at the Annex 1 together with a digital photo in JPEG format by e‑mail or by fax to the contact points below not later than 25 August 2008:
· Mr. BUI Quoc Khanh: E-mail: bqkhanh@most.gov.vn and/or quockhanh@hotmail.com;
· Mrs. HA Thi Lam Hong: E-mail:  lhong@most.gov.vn; and/or halamhong@yahoo.com
Tel.: 84-4-943 9192;
Fax:  84-4-943 9987
2.2. A registration desk will be set up outside the meeting room at Hanoi Fortuna Hotel during the registration period. Identification badges for the meeting can be collected upon registration.
3.
Accommodation 

3.1. There are three designated hotels which are located within 5 to 15 minutes walking distance from the meeting venue, Hanoi Fortuna Hotel.  The hotels are well‑connected with public transport to the city centre and its major areas.  The map of hotels location is attached to the Hotel Reservation Form in the Annex 3.
3.2. All delegates are requested to reserve, guarantee and arrange payment of their rooms with their selected hotel directly.  Please submit the completed Hotel Reservation Form at Annex 3 by email or by fax to the indicated address no later than 15 August 2008.  While provisional bookings have been made with the hotels, rooms will be reserved on a first-come-first-serve basis.  Delegates are recommended to reserve hotel rooms and air ticket as early as possible, since the period from September to April is a high season of tourism.
4.
Transport for Delegates
For transfer between airport and the hotel on arrival at the Hanoi’s Noi Bai International Airport, delegates may choose the following transport to the hotel:
· Airport pick-up and transfer to designated hotel by car: Please fill in and send the attached in Annex 3 Pick-up Reservation Form and made your direct payment for it. The travel time is approximately 45-60 minutes, depending on the traffic.
· Airport Taxi: It costs around 250,000 VND (approx. US$15) from the Airport to the designated hotels or other destination in Hanoi’s downtown. The travel time is approximately 45-60 minutes, depending on the traffic. Please check the price and availability of receipt before the trip.

5. Visit Visa / Entry Permit Requirement
5.1. If you are APEC business card holders, citizens of ASEAN member countries or holding a valid diplomatic/official passport of countries in the list below, you will not need a visa/ entry permit for a visa free period of 14 days:
	Nationality of foreign country 
	Types of passport

	Brunei Darussalam
	Diplomatic, Official, Popular

	China, P.R.
	Diplomatic, Official

	Indonesia
	Diplomatic, Official, Popular

	Japan
	Diplomatic, Official

	Republic of Korea
	Diplomatic, Official

	Malaysia
	Diplomatic, Official, Popular

	Philippines
	Diplomatic, Official, Popular

	Russia
	Diplomatic, Official

	Singapore
	Diplomatic, Official, Popular

	Thailand
	Diplomatic, Official, Popular


Please check the visa requirements for your respective economy with respective Vietnam’s Embassy or Consulate abroad for updated information before the travel.
5.2. For holders of all other travel documents not listed/blank above, you will need a visa/ entry permit for visit to Vietnam. ISTWG-Vietnam focal points will apply for your visa/ entry permit to Vietnam upon your application with the following passport details of the applicant: 1) Full name (as in passport); 2) Sex; 3) Date of Birth; 4) Original Nationality; 5) Present Nationality: 6) Current Profession; 7) Type and Number of Passport; and 8) Place for visa collection*. 

* Note: You should indicate a Vietnam’s Embassy or Consulate abroad, such as Washington D.C., San Francisco, Ottawa, Canberra, Taipei, Hong Kong, Macao etc., where you will collect your visa when its availability will be notified to you by ISTWG-Vietnam focal points.
6. Paperless Environment  

In line with current APEC practice, Vietnam will adopt a paperless system for the meeting.  Final documents will be available on the APEC Information Management Portal (AIMP) before the meeting and on the internet during the meeting.  Draft documents once submitted, can also be accessed via the ISTWG ACS site.
6.1 In order to facilitate the preparation of meeting papers for the upcoming meeting, please note your cooperation on the following:

· Please email all documents to be tabled and their accompanying completed Document Reproduction Request Forms (DRRFs) to Mr. Park Yung Suh via pys@apec.org with a copy to Miss Belinda Chok at e-mail bec@apec.org well before the meeting’s date. 

· The information on the DRRF is necessary for the preparation of the cover page and the document classification list.  A blank DRRF can be provided by the APEC Secretariat at your request.

· For documents submitted late, i.e. during the meeting, please also provide a soft copy of the document with the accompanying DRRF. 

· ALL documents must be submitted in soft copy.
6.2 Please print out the meeting documents, if necessary, from the AIMP before the meeting and bring them with you to the meeting.
6.3 Technical facilities: One laptop per economy will be provided on the meeting table with all the documents loaded.  The computer will be equipped with Microsoft Office Professional and broadband internet access.  Delegates can also use their own personal laptops. 
7.
Travel Information 
7.1. Weather
September is beginning of the autumn and fine tourism season in Ha Noi, Viet Nam, except for some late tropical typhoon.  The weather is usually humid with average temperature ranging from 20o C to 25o C and humidity near 85-90%.  Weather forecast can be checked at Yahoo or other media. 
7.2. Currency and Credit Cards
National currency is Vietnamese Dong (VND) which can be convertible at banks or in the market at exchange rate of approximately VND 16,000 to one US dollar, varying in accordance with the government and market rates. 

The amount of US$5,000 or equivalent of foreign currency can be freely brought into or out of Vietnam. Other sums must be declared to the customs upon arrival or departure. 
Internationally recognized credit cards are accepted in all major hotels and some restaurants, department stores and shops. Please check it before transaction. 

7.3. Electricity
Electricity supply in Vietnam operates at 220 volts AC, 50 HZ.  Delegates are reminded to bring their own adaptor for use throughout the meeting.
7.4. Medical Insurance

All participants are advised to get travel insurance before traveling to Vietnam.
7.5. Local Time
Local time is 7 hours ahead of GMT.

7.6. Languages
The official language of the meeting and forum is English.  
8.
Contact Details

If you have any questions, please contact:
· Mr. BUI Quoc Khanh, ISTWG-Vietnam: E-mail: bqkhanh@most.gov.vn or quockhanh@hotmail.com; or
· Mrs. HA Thi Lam Hong: E-mail:  lhong@most.gov.vn; or halamhong@yahoo.com
     Tel.: 84-4-943 9192;
Fax:  84-4-943 9987
Department of International Cooperation,
Ministry of Science and Technology (MOST),
#39, Tran Hung Dao Street, Ha Noi, Viet Nam.
Annex 1
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ASIA-PACIFIC ECONOMIC COOPERATION
35th Industrial Science and Technology Working Group Meeting

8 – 11 September 2008
Fortuna Hotel, Ha Noi, Viet Nam 
REGISTRATION FORM

	Delegate Particulars

	Name
(Mr/ Mrs/ Ms/ Dr)
	

	
	(Please type or write your Family Name in BLOCK letters)

	Economy
	

	Position/Designation
	

	Department/Division
	

	Ministry/Organization
	

	Full Address
	

	Telephone No.

(Please include country and area code)
	
	Fax No.
	

	E-mail:
	

	Arrival Date
	
	Flight No.
	
	Arrival Time
	

	Departure Date
	
	Flight No.
	
	Departure Time
	

	Hotel
	

	Social Events and ISTWG Symposium on Research and Innovation (Please “(” for attendance)

	Date 
	Event 

	□
8 September 2008
	Welcome dinner (details to be announced later)

	□
10-11 September 2008
	ISTWG Symposium on Research and Innovation (Please contact Mr. Tom Wang, of the U.S., for details)

	Special Dietary Requirement:  □ Vegetarian
□ Others (please specify)


Please submit Hotel and Airport Pick-up reservation separately by 15 August 2008 - see Hotel and Pick-up Reservation Forms at Annex 3.
        Annex 2
DOCUMENTATION REPRODUCTION REQUEST FORM

*Please use one DRRF per document.

	Meeting Name 
	35th ISTWG Meeting, Ha Noi, Viet Nam

	Meeting Date
	8 -  9 September 2008

	Contact Person
	

	Organization
	

	Tel No.
	

	E-mail
	


	DOCUMENT DETAILS

	Title


	

	Agenda Item
	

	Purpose - Consideration OR Information
	

	Access - Public OR Restricted 

If restricted, state reason e.g. draft, under consideration, working document, non-paper, informal paper.
	

	Submitted By
{Economy / Forum / Secretariat / Observer}
	

	Forum Doc. No.
{If document was tabled at an earlier forum}
	


No. of Pages: 

Estimated No. of Copies: 
Please send SOFT COPY of document and DRRF to:

Mr Park Yung-suh

Director (Program)

APEC Secretariat

Tel: +66 6775 6012, Fax: +65 6775 6013

Email: pys@apec.org and CC: bec@apec.org
FOR OFFICIAL USE ONLY

Document No. Assigned: 









