
APEC Virtual Project Event Timeline

Post-event 

   Within 3 days after event

     PO submits 
1) PO Certification for Per Diem and 

Honorarium

2) Event Attendance List

3) Event documentation (optional)

PO Certification

Within 4 weeks after event

PD reviews documents for nomenclature, 
highlights issues (if any)

PE submits processed documents to 
Information Manager

PE circulates link to meeting documents to forum members 

APEC Publication 
Guidelines

PO submits reimbursement documents 

• PO Certification

• Contractor’s statement

• Other documents as needed


for hosting or other event costs (if eligible)

PO circulates post-event survey 

to participants

PE reviews and clarifies request as necessary

PD approves reimbursement request, 

PE informs PO and submits supporting 
documents to Finance for processing

Contractor’s 
statement

(Optional, only if event documents are submitted) 

Attendance List 
Template

PO Certification

Official Invoice

https://www.apec.org/docs/default-source/aboutus/policiesandprocedures/publications/apecpubs_guide_oct-2018.pdf
https://www.apec.org/docs/default-source/aboutus/policiesandprocedures/publications/apecpubs_guide_oct-2018.pdf
https://www.apec.org/docs/default-source/projects/resources/2018/projects/apec-event-attendance-list-for-completion-report--correct-format.xlsx
https://www.apec.org/docs/default-source/projects/resources/2018/projects/apec-event-attendance-list-for-completion-report--correct-format.xlsx

