
Procedural Information on APT Training Course                                                                                      Page 1 of 2 

Annex-1
 

 

Procedural Information on APT Training Course
 

 

 

1.  Nomination 

The nomination form is to be filled-up by your nominee. This form should be sent to the Secretary 

General of APT with endorsement or signature of APT contact person or Head of Organization as 

mentioned in the page 2 of the form. 

Closing date of the nomination is stated in the offering letter. Late or incomplete nominations are 

liable to be rejected. APT Secretariat will select the trainees according to the selection criteria 

mentioned in the offering letter. 

Due to the problems that have been experienced with the reception of incoming 

e-mails, if you send an application to APT and did not received a reply within a week, please 

contact APT Secretariat either by phone (+662-5730044) or facsimile (+662-5737479) to follow 

it up the nomination procedure. 

2.  Support for the trainees 

After APT finalized the selection, the trainees will be provided by the APT Secretariat with the 

following: 

 Travel expenses : The most economical round trip air ticket will be provided after 

its approval. 

 Accommodation : Single room accommodation during the period of the course. 

 Per diem : Allowance to meet the expenses for meals and other personal 

miscellaneous expenses during the period of the course. 

 Training fee : The training fee for the course 

3. Passport and visas 

Trainees are requested to prepare their passport immediately, allowing enough time (at least 2-3 

weeks in general) when applying for visas. Trainees are requested to obtain an entry visa of the 

country where the training course will takes place before commencing their journey plus any visas for 

transit through another country where required. As for details of requirements, trainees are requested 

to contact the Embassy or Consulate of the respective country. 

4. Confirmation of attendance 

After receiving the notification of acceptance from APT, please confirm the attendance of your 

nominee. 

5. Travel insurance 

Due to procedural difficulties and budgetary constraints, neither the local host nor APT Secretariat will 

be able to bear any cost of medical treatment for the participant nor any expense incurred with 

respect to damage or loss of belongings or property of any person or organization. 

The nominating administration is advised to provide medical and travel insurance for the trainee 

covering the whole period of the training and overseas travel.  
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6. Travel to the training course site 

After receiving the confirmation of attendance, APT will inform you the detail of the training site. 

Trainees must not change the itinerary without the permission of APT. 

Trainees are required to arrive in the training course site a day prior to the commencing day of the 

training course. Delayed participation is normally not permitted. 

Please be sure to make all necessary travel documents (ie. passport and entry visas for country of 

destination and (if necessary, countries of transit) available by the departure date. 

7. Feedback 

APT requests your trainee's frank appraisal to evaluate the effectiveness of the training courses for 

further improvement in the following years. 

The evaluation questionnaire will be provided for receiving feedback on the training course from your 

trainees. Trainees are requested to fill up the form at the end of the course and return it to the local 

host for submission to APT Secretariat later. Your trainees' responses will be kept confidential and 

only be revealed to the parties concerned in the form of statistical table or chart. 

8. Note 

APT may use the personal information of trainees provided by APT member countries within the scope of effective 

implementation for the training course including alumni follow-up activities, provision of further knowledge and 

skills and establishment of human networks among trainees. APT may share the information to the extent 

necessary and appropriate, with the sponsor of the training courses, the Ministry of Internal Affairs and 

Communications of Japan and the host of training course. All personal information collected by APT will be 

properly managed and will not be provided to a third party beyond the purpose of the training course. 

9. Others 

Please refer to the "Guidelines for APT Fellowship under HRD Programme" also for more detail 

information. 


