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Note: Please complete this form and return it to the Events & Logistics Coordinator as soon as you can.  Thank you.

APC Events Checklist

1. GENERAL INFORMATION

a) Title of Event:

b) Start date:
End date:

c) Event Focal Point

d) Event fee:

e) Objectives:

f) Partners (funders, donors, other) related to event: 

(   ) Y  (   ) N

g) If yes, inform the Events and Logistics Coordinator about the relationship between APC and partners (specially ‘delicate’ situations)

h) Do you want an Event Registration page on LimeSurvey as well as Logistics Advisory page on apc.org? If yes, please advise the Events and Logistics Coordinator who in your project who she will be working with to set these up.

i)Will you be working with a local partner who is willing to help find suitable requirements like venue and accommodations and also to issue invitations? If yes, please add contact details here and introduce the Events and Logistics Coordinator to the local partner.

j) Do you want a dedicated mailing list for the event? 
(   ) Y  (   ) N

k) Do you want an event email alias(es)? If yes, please state the email alias(es) you want.

2. BUDGET & ONSITE LOGISTICS

a) From which budget line item/s will the budget come from? State whether certain amount/s  of the budget will be drawn  from other sources. Please fill in the following and be as detailed as possible. 

a.1) Programme

a.2) Project

a.3) Activity

a.4) Accounts Allocation 

If you are unsure of the correct allocation codes, please check with the Finance Manager.

b) Do you already have a working budget for the activity? Kindly send a copy to the Events and Logistics Coordinator and to the Finance Assistant. If a budget had not been drawn out at this point, you have to draw one yourself.

c) To whom/which organisation will APC transfer the money for the onsite costs? Note that this should be requested at least 2-3 weeks before the event. 

Kindly supply the following details :

Name of account holder :

Account number :

Address of account holder :

Tel. no : 

Email address :

Name of bank:

Address of bank:

SWIFT Code or ABA Routing number: 

d) Who will be the onsite logistics person for the event who will perform the following tasks:

d.1) Transact with bank as needed

d.2) Disburse of per diems and small travel costs

d.3) Collect receipts, invoices and other supporting documents for APC Finance

d.4) Work with the Finance Assistant in liquidating expenses and providing information for the event finance report

d.5) Liaise with venue staff, assisting events focal point and the participants, do photocopying, printing and other errands

d.6) Purchase supplies and materials 

d.7) Ensure the reserved equipment are available and in good working condition

3. PARTICIPANTS PROFILE

a) Number of participants:

b) Participants profile –view general*:

c) Number of resource people:

d) Language which will be used in the event

* Other relevant information about participants will come from the online events registration page on LimeSurvey, such as:

· Name

· Gender

· Organisation

· Email

· Phone / Fax numbers

· Address / City / Country

· Able to share a room

· Days of stay / Flight information

· Dietary preferences

· Disability

4. ACCOMMODATIONS REQUIRED

a) What is the meeting budget per person for meals and accommodation?

b) Must the participants / resource people stay at the same place as the meeting? 

(   ) Y  (   ) N (This option cut costs considerably since transport to/ from venue is not required.)

c) Room type


Double or twin sharing (   )             Single room (   )

To save on costs, APC encourages participants to share rooms. Except for 
health reasons, participants  
who prefer single rooms would have to pay the supplemental fee.

5. MEALS

a) Morning tea / coffee breaks
(   ) Y  (   ) N

What’s required?

b) Afternoon tea / coffee breaks
(   ) Y  (   ) N

What’s required?

c) Other tea / coffee breaks                    
(   ) Y  (   ) N

What’s required?

d) Cocktail party / Cheese & wine
(   ) Y  (   ) N / How many________

e) Welcome / Farewell dinner
(   ) Y  (   ) N / How many________

Note: Please, include all participants and resource people in your calculations.

6. VENUE

If the venue is already identified, please provide full details, such as name, address, phone number, fax number, email, web site, city, country, etc.

a) Physical Arrangements at the Venue

	Purpose of the Room
	Capacity
	Seating configuration
	Days
	Morning

Afternoon

Evening

	Workshop / formal panel-presentation / prize giving
	no. of pax
	U or L or T or circle, theatre, Chinese dinner style, etc.
	3
	Day1: M/A

Day2: M/A/E

Day3: E

	
	
	
	
	

	
	
	
	
	


b) Other spaces

b.1) Poster / Other exhibition materials
(   ) Y  (   ) N

(If yes, please provide details of the dimension of the space)

b.2) Computer room:

(   ) Training & Communications
(   ) Number of machines

(   ) Communications only
(   ) Number of machines

b.3) Type of and speed of Internet connection: __________________________


b.4) Technical support                     (   ) Y  (   ) N

7. EQUIPMENT / MATERIALS

a) Stationery supplies :

(Please tick the materials needed. The amount of each one can be calculated according to the number of participants.)

· Drawing pins  (   )

· Glue (   )

· Letterhead paper (   )

· Notepads (   )

· Pens, pencils (   )

· Prestik / Blue tak (   )

· Scissors (   )

· Tape (   )

· Stapler(   )

· Paper clips (   )

· Post-it note pad (   )

· Multi-coloured paper (   )

b) Equipment :

· Projector Screen (   )

· LCD Projector (   )

· Flip chart / paper (   )

· Lectern (   )

· Overhead projector (   )

· PA system (   )

· Printers (   )

· Recording system (   )

· Telephone / Fax (   )

· Plasma screen (   )

· White board (   )

c) Materials :

· Advertisements/announcements (   )

· Banners for the event (   )

· Brochure / handouts / flyers / primers (   )

· Folders / Packs (   )

· Invitations (   )

· Name tag / badge (   )

· Posters (   )

· Agenda(   )

· Exhibition Stand (   )

· Table cards (   )

d) Others :

· Cultural attraction (   )

· Decoration (   )

· Souvenirs/Gifts (   )

8. TRANSLATION

a) Simultaneous (requires equipment)

b) Whispered

Please, inform the Events and Logistics Coordinator of the  relevant/required languages.

Can you suggest any specific interpreters that you want to work with? If yes, please provide name, email and phone number.

9. APC BANNERS & PUBLICATIONS

a) Will you need the APC banners onsite? Please specify which ones are needed.

b) Do you need any APC print publications onsite? Please specify:

· Title of publication

· Language

· No. of copies

10. OTHER SERVICES

a) Insurance (venue, equipment, participants)     (   ) Y  (   ) N

b) Lighting
                                         (   ) Y  (   ) N

c) Rapporteur                                                    (   ) Y  (   ) N

d) Note-takers
                                         (   ) Y  (   ) N

e) Photocopiers                                                 (   ) Y  (   ) N

f) Photographer                                                 (   ) Y  (   ) N

If you answered “yes” to any of these, please provide details like criteria, rate, or nominate someone you may have worked with in the past. 

Thank you.

--end--

APC.org – The International Internet Community for Environment, Human Rights, Development and Peace


