




b. Per diem allowances for all mission members and accommodations for additional members (if
there are more than 10) during the official period of the mission.

c. For participants from profit-making organizations, except for SMEs, and those from APO member
countries other than Bangladesh, Cambodia, Fiji, Lao PDR, Mongolia, and Nepal: Participating
Country Expenses (PCEs) at USD50.00 per participant from a profit-making organization will be
payable to the APO in convertible currency. In the case of self-financed participants who meet all
costs, including hotel accommodation and daily subsistence, and those from nonprofit
organizations, the payment of PCEs to the APO will not be applicable.

d. The participants' travel insurance premium against illness or injury, personal risk, and life covering
the countries to be visited for the entire duration of the project and travel.

e. In the case of a cancellation by the requesting NPO after the issuance of Letters of Acceptance
(LA) to mission members, the concerned NPO is requested to meet all the costs associated with
the cancellation.

f. Any other expenses not met by the APO and host country(ies).

To be met/provided by the host country(ies) 

a. Logistic support for organizing the mission.

To be met by the APO 

a. Single-room accommodation expenses for a maximum of 1 O mission members for up to six days.

b. Transportation expenses between the airport and the hotel and for site visits in the host country.

c. Interpretation expenses, if applicable, in the host country. (The APO does not bear the costs
incurred by interpreters, i.e., accommodation, transportation, per diem allowance, etc.)

6. Actions by Member Countries

Appointment of focal NPO staff before and after the mission 

The dispatching NPO must appoint one of its staff members to act as the focal contact point with the 
APO and host NPO, who will be responsible for collecting necessary documents and infonmation and 
making arrangements prior to mission commencement and following up with mission members to 
receive the final report and impact evaluation report upon mission completion. Focal NPO staff must 
brief mission members on the APO's rules and policies and expectations of the I-OSM well before 
submitting applications. 

Preliminary application 

Member countries that intend to send I-OSMs in 2020 must send requests to the APO in writing by 31 
March 2020 (for missions planned between 1 January to 31 July 2020) or by 30 June 2020 (for 
missions planned between 1 August to 31 December 2020). Acceptance depends upon the schedule 
of the host country, and the timing of the I-OSM may not be as initially requested. Therefore, it is 
recommended that applications reach the APO Secretariat as early as possible. Please note that some 
host countries may stop accepting missions early in the year. 

Requests should indicate the following on the Preliminary I-OSM Application Form (Attachment 1, 
preliminary status): 
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a. Title of the I-0SM, suggested host country(ies) (due to difficulties in coordinating programs, the
number of countries to be visited by one mission cannot exceed two), focal NPO staff for contact,
and timing and duration; and

b. Objective(s) of the I-0SM, background, expected output and outcomes, follow-up activities after
completion of the mission, details of the mission, number of mission members and their profiles,
and proposed itinerary, daily schedule, and name of the city(ies) with as many specific details as
possible.

The requesting country must use the application form attached to this PN. Other forms of application 
(e.g., versions of I-0SM applications from previous years) will not be accepted. 

Upon receipt of requests, the APO will liaise with the proposed host country(ies) on the possibility of 
organizing the I-0SM, adhering as closely as possible to the original request. If a country has several 
requests for I-0SMs, their priority should be specified. The Secretariat will then inform the applying 
country of the outcome of the request. The APO will communicate the necessary information through 
the focal NPO staff, and therefore the requesting NPO has full responsibility for coordinating with the 
mission group throughout all phases of organizing an I-0SM. Similarly, all formal communication from 
the requesting country should be through the requesting NPO, not from individual mission members. 

It must be emphasized that the acceptance of a request is subject to the convenience of the proposed 
host country(ies) and the status of completion of follow-up actions of I-0SMs in previous years from 
the requesting country. Please also note that previous last-minute withdrawals/cancellations of 
proposed mission members and late submission of necessary documents from a requesting country 
may negatively affect the acceptance of an application. 

Final application 

After being notified by the APO of the possibility of acceptance by the proposed host country(ies), the 
requesting NPO should then proceed to make a formal application to the APO by submitting the Final 
I-0SM Application Form. The following documents and details must be sent with the application:

a. Completed I-0SM Final Application Form (Attachment 1, final status). Provision of information on a
piecemeal basis will not be accepted as this causes a great deal of inconvenience to the APO and
host country(ies).

b. Completed APO biodata forms (attached) for I-0SM members. Handwritten biodata forms will not
be accepted.

c. Name of the mission leader, names of APO-financed/self-financed mission members, and names
of mission members who must pay PC Es (if any).

d. Medical certificates indicating the physical and mental fitness of each member to attend the I-0SM
for the entire period as stated in section 4e above.

To provide adequate lead time for preparation, the documents above must reach the APO at least 
three months prior to the implementation of the 1-0SM. Without receiving all the documents above, 
LA will not be issued by the APO Secretariat. 

The NPO of the host country(ies) is expected to meet the expenses as indicated in section 5 "To be 
met by the APO" initially, which will be reimbursed later by the APO upon submission of invoices issued 
by third parties along with supporting documents written in English. This arrangement has been made 
for smoother management of overseas payments by the APO, and NPOs are requested to cooperate 
in this. Invoices to the APO should be issued in the local currency, and the APO will reimburse the USO 
equivalent amount based on the APO exchange rate in the month of payment. 



If a selected 1-OSM cannot take place as scheduled, the NPOs concerned are requested to inform the 
APO and NPO of the host country(ies) promptly of the reason for requesting 
postponement/cancellation. Member countries are reminded that last-minute 
postponement/cancellation results in unnecessary expense and waste of resources by the host 
countries and therefore must be avoided. 

7. Acceptance of the Mission

a. LA for the group will be issued by the APO to the sending country only upon receipt of the full
details of all mission members.

b. If mission members require visas to enter the host country(ies), the visas must be obtained at
least two weeks before the 1-0SM commencement date. The APO and host country(ies) must
be notified immediately when all mission members have received confirmation of visa approvals.

c. A request for a change in mission members after LA are issued is to be avoided. Under no
circumstances will such a request be accepted if it fails to reach the Secretariat at least six weeks
prior to the commencement date of the 1-OSM.

d. The sending country must obtain the prior consent of the APO and the host country(ies) if it wants
to change mission members from those previously specified, as recipient organizations may have
finalized the physical arrangements and may be unable to accommodate such changes.

8. Program and Itinerary

a. Upon receipt of the mission details, the host country(ies) will prepare the program and forward the
program itinerary to reach the APO at least six weeks before the 1-OSM commencement date.
Plants/offices/facilities selected for visits should, to the extent possible, be in a similar field of
business as represented by mission members.

b. The APO will send the program details including the itinerary prepared by the host country(ies) six
weeks before the commencement date of the 1-OSM to the sending country for review. The
sending country may suggest changes in the program but these must be made known to the APO
no later than four weeks prior to the start of the 1-OSM, or otherwise the program and itinerary will
be regarded as finalized. Requests to revise the finalized program after the mission's arrival in the
host country(ies) will not be accepted. The above timetable is contingent upon the receipt of
documents specified in section 6 "Final application" above.

c. The timing of the project and program is to be strictly adhered to by all parties concerned. The
sending country must under no circumstances postpone or cancel the 1-OSM without prior
agreement in writing from the APO. In the past, postponement or cancellation in the advanced
stage of preparations caused a great deal of embarrassment on the part of the host countries and
is to be avoided at all costs in the future. In case of a cancellation by the requesting NPO after the
issuance of LA to mission members, the concerned NPO is requested to meet all the costs
associated with the cancellation. In such cases, the LA should be returned to the APO Secretariat.
Please also note that last-minute withdrawal/cancellation of an 1-OSM by the requesting country
may negatively affect the acceptance of its future applications.

d. Mission members are instructed to arrive at the venue one day before the start of the official
project. Also, the members are expected to return home no later than the day after completion of
the official project since they are visiting the host country(ies) for the sole purpose of attending the
APO 1-OSM. Neither the host country(ies) nor the APO will be responsible for any eventuality
arising from early arrival and/or late departure.

9. Predeparture Preparations
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