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DOCUMENTATION REQUIREMENTS GUIDELINES

I.
Introduction

The APEC Secretariat Library serves as the institutional memory of APEC. It collects meeting documents and ensures that the information is stored, retrievable, and accessible. To achieve its objectives, a systematic approach to document identification and organisation is vital to ensuring that the meeting records kept by the APEC Secretariat Library are accurate and complete.  The Library relies on meeting organisers to provide complete meeting records to the APEC Secretariat for archival and dissemination to all stakeholders. 

This document provides guidance on documentation requirements. Using standard forms of identification and format for meeting papers help to ensure that these papers can be easily identified and retrieved. 

II.
APEC Meeting Documents

1. Complete Set of Papers
 A complete set of papers must include: 

a. Meeting Documents

b. Cover Sheet (Annex1)
c. Document Classification List (Annex 2)

d. List of Participants (Annex 3)

e. Summary Conclusions or Statement (as applicable)

The use of the Document Information Request Form (DIRF) (Annex 4) helps to ensure that the information on the cover sheet and Document Classification List is captured correctly.  The Participant Registration Form (Annex 5) can be used by meeting organisers to help collect data to prepare the Participant List.
2. Document Classification List

The Document Classification List is necessary to classify documents and to list all tabled documents. The APEC Secretariat Director (Program) is responsible for tabling the Document Classification List as a meeting document.   
Some general principles of document numbering and classification:

a. The Document Classification List is to be numbered “000”.
b. The agenda is to be numbered “001”.
c. There is no need to assign a document number to the Participant List. If a number is assigned, please ensure that it is the last document in the series.

d. Any paper submitted must be assigned a document number including informal or non-papers.  
e. All final documents of APEC fora will be accessible by the public. In addition, other documents may be made public on a consensus approval by the originating fora.
f. Other documents including draft documents, membership and non-membership participation-related documents, restricted documents from other organisations, proprietary business information, and personnel and internal financial records, would not be available to outside sources unless the APEC Secretariat is notified by the originating fora. 
g. Where a document is classified as restricted, a clear reason must be stated for the restriction and, where applicable, a date stated for de-restriction or review of restriction.

h. The Document Classification List needs to be finalised by the end of the meeting.
i. The Document Classification List can be reviewed at the subsequent meeting, if necessary, to facilitate de-restriction, where applicable.
3. Numbering of APEC Meeting Documents 

· The APEC Secretariat will assign the documentation code for each meeting.
· Hard copy cover sheet numbering system:

· Year/Meeting/Document Number e.g. 2021/SOM1/001; 2011/AMM/012; 

· Revisions: 2021/SOM1/004rev1

· Soft copy file naming convention:
· Year_Meeting Document Number_Title

· 21_ec1_001_Draft Annotated Agenda.doc
· Revisions: 21_smemm_002rev1_workplan.doc

4. Submission of Papers to the APEC Secretariat Library
The responsible APEC Secretariat Director (Program) and Program Executive are responsible for submitting a full set of the meeting papers after the meeting conclusion, in soft copy, to the APEC Secretariat library. 
ANNEXES

The following are attached as separate files to facilitate their use:

Annex 1:
Cover Page Template
.

Annex 2:
Document Classification List Template

Annex 3:
Participant List Template

Annex 4:
Document Information Request Form (DIRF)
Annex 5:
Participant Registration Form 

