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AGENDA

This presentation covers:

Planning the Project Event Budget 
Budget Items Using APEC Funding
Budget Plan Sample – Physical Event
Budget Plan Sample – Virtual Event
Reminders
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Budget

BUDGET 
in the 

Concept Note 
Template
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Budget

BUDGET 
in the 

Project Proposal
Template
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Budget
APEC funding + Self-Funding = Total Project Value

Be accurate 
• Realistic estimates
• Cost efficient is good project value
• Once approved, CN budget becomes the ceiling

Develop a Budget Plan
• Use the Budget section of Project Proposal template
• Consider location, event time, event days
• Understand the non-allowable expenses (p. 36)

BUDGET Planning
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Match budget line to proposed outputs
• Consider human and financial resources to 

implement or produce research, event, online tools, 
reports

• Research costs

Ensure balanced allocation of budget
• Budget to support capacity building events – travel, 

hosting, platform fees
• Reasonable Direct Labour cost – honoraria and 

contractor fees

BUDGET Planning



Copyright © 2022 APEC Secretariat

Budget Planning
Key Reminders

Capacity Building
Allocate budget to 
event related costs

Expenses
Understand the 
allowable and 
non-allowable

Research
Make sure costs 
are accurate and 
realistic

Honorarium
Follow the Honorarium 

Payment Schedule

Breakdown
Provide 

unit costs as 
much as possible

Direct Labor
Breakdown of 

Contractor’s tasks 
into work hours 
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Project Proposal: the template
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• Honorarium

• Contractor’s Fees

• Short-Term Clerical

• Hosting

• Publications

• Specialized Equipment

All Events Physical Event Virtual Event

Budget
APEC-Funded Items in the Table 

• Speakers Travel

• Participants Travel

• Contractors Travel 

(only as experts and 

not as logistics 

provider)

• Platform Rental

• Internet Access 

Subsidies for 

Participants (only 

travel eligible)

• Video and Audio 

Equipment Rental

• Enhanced Internet
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Budget
Budget Plan Samples

1. Pre-Event Research 

2. Event (2 days)

3. Project Report (20 pages)

Sample APEC Project

A M O U N T  S O U G H T  F R O M  A P E C US$120,000 (physical)

US$50,000 (virtual)

L O C A T I O N  &  D A T E Bangkok, Thailand

October, 2022

O U T P U T S
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Budget
Budget Plan Sample – Physical Event

All Figures in USD
# of Units Unit Rate

APEC 
Funding

Self-
Funding Notes  

Direct Labour

Speaker’s honorarium (government 
officials ineligible) (# of speakers) 6 $800

Short-term clerical fees

(please provide details of scope of work 
and deliverables in Budget Note 1 -
Direct Labour) 

(# of hours) 125 $40

Contractor fees

(contractors Secretary’s fees to be 
included in cost and packaged together)

(# of hours) 250 $80 • Research
• Project Report 

Writing 

Contractor fees

(contractors Secretary’s fees to be 
included in cost and packaged together)

(# of hours) 125 $80 Event 
Management

D I R E C T  L A B O U R

4800

5000

20000

10000
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Budget
Budget Plan Sample – Physical Event

T R A V E L

Travel (Speaker, Experts, Researchers)

Per diem (incl. accommodation and 
“75% additional payment”)

(# of persons and 

days) 6 X 3.75
$232 $5220 2 days

Bangkok
Airfare (# of persons and 

trips) 6 
$5000 $30000

Travel for Participants (from travel-eligible economies only. Active participants only)

Per diem (incl. accommodations and 
“75% additional payment”) 

(# of persons and 

days) 22 X 3.75 
$232 $19140 2 days

Bangkok
Airfare (restricted economy class) (# of persons and 

trips) 6
$2500 $20000 Latin 

America/PNG

All Figures in USD
# of Units Unit Rate

APEC 
Funding Self-Funding Notes  

Airfare (restricted economy class) (# of persons and 

trips) 14
$1000 $14000 The rest
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Budget
Budget Plan Sample – Physical Event

O T H E R  I T E M S

Other items

Publication/distribution of report (# of copies) $2000 Graphic 
design/copy 
editing

Specialized equipment or materials 
(please describe)

(type, #, and # of 
days)

Photocopying (# of copies)

Communications (telephone, fax, mail, 
courier)

Hosting (provide breakdown, e.g., room 
rental, stationery) 

(units as appropriate) $7000 $14000 2 days

Total: $120000 $24160

All Figures in USD
# of Units Unit Rate

APEC 
Funding Self-Funding Notes  
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Budget
Budget Plan Sample – Virtual Event

D I R E C T  L A B O U R

All Figures in USD
# of Units Unit Rate

APEC 
Funding

Self-
Funding Notes  

Direct Labour

Speaker’s honorarium (government 
officials ineligible) (# of speakers) 6 $800 4800

Short-term clerical fees

(please provide details of scope of work 
and deliverables in Budget Note 1 -
Direct Labour) 

(# of hours) 125 $40 5000

Contractor fees

(contractors Secretary’s fees to be 
included in cost and packaged together)

(# of hours) 250 $80 20000 • Research
• Project Report 

Writing 

Contractor fees

(contractors Secretary’s fees to be 
included in cost and packaged together)

(# of hours) 125
+ equipment

$40 10000 Event 
Management 
(may include 
equipment)
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Budget
Budget Plan Sample – Virtual Event

O T H E R  I T E M S

Other items

Publication/distribution of report (# of copies) $2000 Graphic 
design/copy 
editing

Specialized equipment or materials 
(please describe)

(type, #, and # of 
days) $4000 1.Audio/Visual 

equipment

2. Internet 
access 
subsidies

Photocopying (# of copies)

Communications (telephone, fax, mail, 
courier)

Hosting (provide breakdown, e.g., room 
rental, stationery) 

(units as appropriate) $2000 $4000 2 days

Total: $49800

All Figures in USD
# of Units Unit Rate

APEC 
Funding Self-Funding Notes  
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Budget
Final Reminders

• Consider event format change 4 months in advance of the event 

• Make changes through a Budget Amendment Request – contact 

PD or PE

• Budget practical and reasonable spending – the goal should not 

be to expend all funding

• Understanding the allowable and non-allowable expenses 

(Chapter 8 of the Guidebook)

• No honorarium for the government officials or the contractor

• No website maintenance fees
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Thank You!
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