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ADMINISTRATIVE CIRCULAR

APEC Training Course on Response to Human Infections with Avian Influenza H5N1 and Pandemic H1N1 2009 Viruses
Beijing 2009

This circular provides information on administrative and logistical arrangements in addition to general information about The APEC Training Course on Response to Human Infections with Avian Influenza H5N1 and Pandemic H1N1 2009 Viruses to be held in Beijing, China on September 16-18, 2009.
1. DATES AND VENUES 

1.1 Dates: September 16-18, 2009   Please see Program for details.

You are expected to arrive in Beijing on September 15, 2009.
1.2 Venue[image: image1.jpg]





Chang An Grand Hotel

927 Hua Wei Li, Chao Yang District

Beijing 100021, P.R. China

Tel: +86-10-6773 1234-3589

Fax: +86-10-6773 3456

Email: sales@changangh.com
http://www.changangrandhotel.com/en/

2. TRAINING ORGANIZER AND REGISTRATION
2.1. Registration
Participants are asked to register their details using the Form provided in Annex A. The Registration Form should be forwarded by August 15, 2009 to:      
Ms. WANG Xiaoqi

Office of International Cooperation

Chinese Center for Disease Control and Prevention
Tel: 86-10-6022960-105 
Fax: 86-10-63131939

Email: wangxq@chinacdc.cn
Please CC emails to fenglink@126.com, situsj@moh.gov.cn 
3. DOCUMENT REPRODUCTION AND DISTRIBUTION

3.1. Requirements for trainers to submit the training papers:

· Documents, speaking notes and presentations which need to be distributed to the trainees should be submitted in electronic form by August 31, 2009 to Ms. XIANG Nijuan, Email: xiangnj@chinacdc.cn . 

· Each document must be accompanied by a Documentation Reproduction Request Form (Annex B) for verification purposes. 

4. ACCOMMODATION

4.1. We have block-booked rooms at the Chang An Grand Hotel for participants for the period Tuesday September 15, 2006 to Friday September 18, 2009 at the special group rates as follows:
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	Room Type
	Rate (RMB)*

	Standard Room: 2 single beds or 1 double bed
	498

	Superior Room: 2 single beds or 1 double bed
	538

	Deluxe Room: 2 single beds or 1 double bed
	658


* One breakfast and 15% service charge included in the above room rate.
4.2. Please also note:  

· Participants will be responsible for all their room charges, taxes and incidental expenses which should be settled by them upon check-out.

· Please kindly inform us of your arrival and departure flight details and the room type you prefer so that we can confirm the room reservation accordingly. 

· Those who stay for extra nights after the meeting will still enjoy the special rate for accommodation. 

5. ARRIVALS AND ENTRY FORMALITIES

5.1. [image: image3.jpg]


All participants are responsible for arranging necessary travel documents before travelling to Beijing. If you need a Chinese visa, please kindly provide the required information indicated on the Registration Form.
6. TRANSPORTATION

6.1. All training sessions will be held in meeting rooms at the second level at the Chang An Grand Hotel.
6.2. Airport transfers to and from the Chang An Grand Hotel are the responsibility of the individual participants. The location of the Hotel http://www.changangrandhotel.com/images/content/page681.jpg
From Beijing Capital Airport to Chang An Grand Hotel: 35 km, 40 minutes’ drive, metered taxi fare ranges 90~110 RMB Yuan (USD 13-16).
7. Funding Policy

7.1. APEC will fund round trip restricted/discounted economy class airfare and per diem for 22 persons (2 each from 11 eligible economies*) to attend the training course. Eligible economies are expected to identify their trainees and send the funding request to Ms. WANG Xiaoqi before August 17, 2009. Ms. WANG Xiaoqi will then forward the names and requests to APEC Secretariat after they have been agreed by the Project Overseer. After APEC Secretariat receives the names and requests, they will contact the trainees directly on funding procedures. Please note that all APEC Funded travellers are not allowed to purchase air ticket and/or finalizing the travel arrangement without the approval from APEC Secretariat.
        Contact Person: 
Ms. WANG Xiaoqi

Office of International Cooperation

Chinese Center for Disease Control and Prevention
Tel: 86-10-6022960-105  

Fax: 86-10-63131939

Email: wangxq@chinacdc.cn
Please copy emails to fenglink@126.com, situsj@moh.gov.cn 
* the travel-eligible member economies are: Chile, China, Indonesia, Malaysia, Mexico, Papua New Guinea, Philippines, Peru, the Russian Federation, Thailand, and Viet Nam.

7.2. Participants seeking funding for travel through the APEC Secretariat should follow the procedures below:

7.2.1. Obtain an airfare quotation for your intended itinerary based on a round trip restricted/discounted economy class ticket from home economy to Beijing. The itinerary and quotation should be sent to Mr Vincent Liu at jyl@apec.org and copy to Ms. Linnus Teo at ltsy@apec.org at the APEC Secretariat by 17 August 2009 for review and approval.

7.2.2. Once the APEC Secretariat has approved your fare and itinerary, they will send you a travel undertaking for your signature.  The undertaking is a simple contract between you and the APEC Secretariat stating the tasks you have agreed to undertake during the event and the amount to be reimbursed to you.  The travel undertaking must be completed at least 8 days before travel commences. 

7.2.3. Within one month of completing the travel, a claim detailing your expenses (airfare and per diem), along with relevant e-ticket or ticket receipt plus travel agency invoice, should be sent to the APEC Secretariat.  Once the APEC Secretariat has reviewed your claim, they will reimburse your costs

8.  GENERAL INFORMATION

8.1. Currency 

The Chinese Yuan (RMB) is currently valued at 1 USD≈6.8 RMB. Please visit http://www.boc.cn/sourcedb/whpj/enindex.html for exchange rate update. 
8.2. Climate
The weather in September is usually fine and warm, average temperatures range between 15 to 20 degrees Celsius (59-68 F). We recommend you bringing a light jacket in case of showers
8.3. Electricity Supply
Power supply is 220 volts. The plugs and sockets are three pins.  Please ensure you purchase a power adapter before arriving in Beijing.

8.4. Banking Services
Most banks in Beijing’s central business district are open from 0900 to 1700 and provide the full range of financial and banking services, including currency and traveller’s cheque exchange. 
8.5. Time 

Beijing is GMT plus 8 hours. 

8.6. Tourism 
Information on Beijing tourism could be easily found over the internet. However, it is recommended to access the official tourism website, http://www.cnta.gov.cn

8.7. Financial Arrangements

All expenses including hotel room charges, meals and incidental charges will be covered by participants. 
Annex A

APEC Training Course on Response to Human Infections with 

Avian Influenza H5N1 and Pandemic H1N1 2009 Viruses
Beijing 2009

REGISTRATION FORM

	Economy / Organisation:
	

	Mr./Ms./Mrs./Dr.:
	

	Last Name:
	

	First Name:
	

	Gender:
	

	Position/Title:
	

	Department/Institution:
	

	Office address:
	

	Telephone:
	

	Fax:
	

	E-mail Address:
	

	
	

	Arrival Date/flight #:
	

	Departure Date/flight #:
	

	Room type you want to reserve (please check one ( )  

	Standard Room

( 1 bed

( 2 beds

RMB 498
	Superior Room

( 1 bed

( 2 beds

RMB 538
	Deluxe Room

( 1 bed

( 2 beds

RMB 658

	One breakfast and 15% service charge included in the above room rate.

	
	

	Dietary requirements
	

	
	

	Do you need a visa to China? If so, please provide the following information:

	Your full name:
	

	Nationality:
	

	Passport number:
	

	Country where you plan

 to apply a Chinese visa:
	


Please complete and return this Registration Form by Friday 21 August 2009 via e-mail to:
wangxq@chinacdc.cn   Cc: fenglink@126.com

AND by FAX:  +86 10 63131939

ANNEX B

DOCUMENT REPRODUCTION REQUEST FORM

* Please use one DRRF per document
	Training 

Module
	

	Contact Person
	

	Organisation
	

	Tel No.
	

	Email
	


DOCUMENT DETAILS

	Title


	

	Agenda Item
	


No. of Pages:




Estimated No. of Copies:

Please send ELECTRONIC copies of documents, together with the DRRF, to Ms. XIANG Nijuan, Email: xiangnj@chinacdc.cn.

FOR OFFICIAL USE ONLY

Document No. Assigned:
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