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Guide for Expression of Interest (EOI) to Host 

the 8th Asia Pacific Trade Facilitation Forum 
tentatively planned for September 2017 

 

 

I. Introduction 
 

Hosting the Asia-Pacific Trade Facilitation Forum (APTFF) is a unique opportunity for countries 

to contribute to regional progress in trade facilitation as well as to build capacity of national 

stakeholders.  This Guide is to help countries in the region interested in hosting the APTFF.  The 

Guide provides details on requirements for successfully organizing the APTFF as well as the 

specific procedures for expressing their interest to the Secretariat.   

 

Asia Pacific Trade Facilitation Forum (APTFF) - Overview 

 

The Asia-Pacific Trade Facilitation Forum (APTFF), launched jointly by United Nations 

ESCAP and Asia Development Bank (ADB) in 2009, is an open regional event to 

exchange information, experiences and practices for trade facilitation in Asia-Pacific, 

identify priority areas for regional cooperation and integration, and learn about new tools 

and services which can increase the efficiency of cross-border transactions that will 

ultimately improve the competitiveness of firms in the region.  

 

The Forum aims to promote trade facilitation as an important component of a 

comprehensive strategy for national and regional development. The Forum also intends to 

strengthen regional cooperation and coordination of Aid for Trade and related technical 

assistance and capacity building in trade facilitation. APTFF has become the main 

regional platform for discussion of trade facilitation issues, with nearly 300 participants 

from 40 countries attending the last series of events. Participants to the Forum include 

government officials, traders and public and private service providers from Central Asia, 

South, Southeast and East Asia as well as the South Pacific. 

 

● Format of the Event 

   - APTFF: 2-day main event, usually Tuesday-Wednesday 

   - Exhibition: 2-day event in parallel with the APTFF 

   - Side events: A few trainings and expert groups meetings for 1 - 2 days in connection 

with the APTFF (including one related to WTO TFA implementation) 

   - Study Tour: Half-day or one day study visit to trade facilitation related sites, usually 

the following day after the APTFF  

 

● Event History 

7 APTFFs have been held since 2009, including in Kuala Lumpur, Malaysia; Seoul, 

Republic of Korea; Colombo, Sri Lanka; Beijing, China; Bangkok, Thailand.  

The most recent one was held on 20-21 October 2015 in Wuhan, China. More details at: 

http://unnext.unescap.org/tfforum15.asp  

 

http://unnext.unescap.org/tfforum15.asp
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II. How to express interest in hosting APTFF? 
 

Expression of Interest (EoI) to hosting the APTFF can be made by government agencies or 

organization(s) representing businesses or trading community.  However, in the case of private 

sector associations/federations expressing the interest, such expression should be made in close 

consultation with and agreement of the responsible government agencies. 

 

When candidate organizations become aware of and build enough interest in the APTFF, they 

may approach the APTFF Secretariat
1
 to obtain full details on the requirements and possible 

arrangements.   

 

After informal discussions with the APTFF Secretariat and once the candidate organizations 

have full confidence in hosting the APTFF, an official letter of EOI is prepared by the top 

management and submitted to the APTFF Secretariat (with attention to the Executive Secretary 

of ESCAP). The letter is to be copied to ADB’s resident mission in the host country, the 

country’s embassy in Bangkok as well as ESCAP Sub-Regional Office it belongs to.  

 

Upon receiving the official EOI letter, the APTFF Secretariat reviews it for commitment and 

feasibility.  If the review is favorable, APTFF Secretariat issues an official response letter 

confirming the acceptance of the proposal with the designation of focal point on the Secretariat 

side. The newly approved host organization(s)/Government is announced on the United Nations 

ESCAP website. 

 

As soon as receiving the confirming response letter, the candidate organizations become local 

co-organizers and start the process of preparing the APTFF with the designation of focal point on 

their side.   

 

Until the APTFF is completed, the focal points on both sides (the APTFF Secretariat and the 

local co-organizer) closely coordinate and cooperate throughout the whole process.  

 

 

III. Contact 
 

Should you have any question on the APTFF, you are welcome to contact Dr. Yann Duval, Chief, 

Trade facilitation Unit, Trade, Investment and Innovation Division, United Nations ESCAP at 

duvaly@un.org, with a copy to wangt@un.org, or Mr. Dongxiang Li, Lead Regional 

Cooperation and Integration Specialist, Economic Research and Regional Cooperation 

Department, ADB at dongxiangli@adb.org, with a copy to arosario@adb.org.  

 

 

See Annex 1 for a tentative list of requirements to host the APTFF 2015. Special 

considerations and waivers may be given to Least Developed Countries. 

*****

                                                 
1
 The APTFF Secretariat is provided by ESCAP Trade, Investment and Innovation Division together with ADB 

Economic Research and Regional Cooperation Department. 

mailto:duvaly@un.org
mailto:duvaly@un.org
mailto:wangt@un.org
mailto:dongxiangli@adb.org
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Annex 1. Requirements to Host the APTFF in 2017 
 

The hosting organization is required to provide following services in hosting the APTFF: 

1) Government commitment and support 

o Because the APTFF is an official UN meeting, commitment and necessary support from 

the government agency responsible for trade facilitation are required. 

o Such commitment and support includes official opening of the event, hosting of the 

official reception, moderating a high-level session, etc. 

 

2) Provision of Venues and meeting equipments  for the APTFF and its parallel or back-

to-back events 

o While the APTFF itself is two-day event, the APTFF is accompanied by several related 

events such as technical trainings and expert group meetings, depending on needs, held 

during the same work week as the Forum.  A venue for the APTTF usually needs a 

room accommodating 200 – 300 people.  The room size for related events varies 

depending on the nature of each event, and the level of support to each can be discussed 

with the Secretariat.  

o Meeting equipments include lap-top, LCD projector, microphones, Internet connection, 

equipment for simultaneous interpretation (English, Russian and official language in the 

host country such as Chinese or Bahasa Indonesia), etc.; Banner(s) for the events are 

also provided and arranged by the host. 

 

3) Provision of venue for exhibition and designation of exhibition service provider 

o In connection with the APTFF, an exhibition is organized in parallel to maximize 

information sharing on experiences, good practices, solutions and services from service 

providers, researchers/analysts, as well as development/donor agencies, international 

organizations and government agencies.  

o The exhibition can be organized in the foyer area of the APTFF venue, or in another 

room around the APTFF venue.  

o The local co-organizer is requested to identify and designate a local exhibition service 

provider so that participating exhibitors can arrange commercial exhibition services 

such as booth installation, preparation of exhibition materials, etc.  

 

4) Coffee/tea during breaks for the APTFF and its parallel events 

o During the APTFF and its parallel events, coffee/tea with light snack is served twice a 

day (once in the morning and the other in the afternoon) to participants. 

 

5) One official reception  

o One official reception is organized by the local co-organizer, usually in the evening of 

the first day
2
 of the APTFF to welcome participants.  Organizing a cultural program in 

connection with the reception is welcome. 

 

 

                                                 
2
 The reception can be organized on the second day, depending on preference of the local co-organizer.  Additional 

reception by the hosting organization or other sponsor(s) is welcome.  
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6) Lunches 

o Local co-organizer usually organizes lunch for the participants, at least during the 2-

forum days; this is especially recommended when the venue of the APTFF is remote or 

isolated from main district, causing difficulty for participants to find restaurants around 

the venue.  

 

7) Arrangement of Study Tour  

o To maximize the benefits of participants to the APTFF, the local co-organizer is 

strongly recommended to organize study tour to trade facilitation related sites.  Typical 

examples of such sites include Customs offices, ports, border, etc. that implemented 

trade facilitation measures. 

o The local co-organizer is to make an appointment with the site(s) and arrange 

transportation.  

 

8) Public Relations 

o The local co-organizer is to invite local media so that the event is covered in public 

media. 

o Arranging interview with media and media conference is welcome and recommended. 

 

9) Participation of Domestic Stakeholders 

o The APTFF is an excellent opportunity for trade facilitation stakeholders of the hosting 

countries to build capacity.  The local co-organizer is responsible for facilitating the 

participation of domestic stakeholders through issuance of invitation, arrangement of 

interpretation, etc. 

o The local host needs to cover the costs for simultaneous interpretations between English 

and the official language of the host country such as Chinese or Bahasa Indonesia 

(including hiring the interpreters).  

 

10) Secretariat Services  

o The local co-organizer is to provide human resources and facilities for secretariat 

services during the APTFF and conjunctive events.  The secretariat services include 

registration, secretariat room, photocopying, etc. 

o The local co-organizer is highly recommended to provide a delegate lounge (a space 

with a few PCs, Internet connection, tables with chairs, etc.) to facilitate networking 

among the participants. 

 

11) Social and cultural program 

o The local co-organizer may arrange other social and cultural program such as city tour, 

visit to a historic place, etc. 

 

12) Other support 

o Local transportation from or to hotel or dinner venue if not on the site of the Forum 

 

**** 


