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DOCUMENT REPRODUCTION AND DISTRIBUTION

1. Important requirements for submission of meeting documents:

= Submit all documents in soft copy. No document will be accepted or reproduced
unless it is submitted in soft copy together with a Document Reproduction Request
Form (DRRF) (template attached as Annex C of the Adm. Circular) for each
document. The DRRF is necessary for the Documentation Officer to process the
paper for the right meeting, for the appropriate agenda item, etc.

=  Submit documents by the stipulated deadline. This will allow papers to be uploaded in a
timely manner allowing time for their review before they are discussed, avoiding meeting
disruption.

= Late submission of documents, though strongly discouraged, can be done via the
emails below. Again, only soft copies will be accepted.

» Indicate clearly, in the email subject field, the name of the meeting and the meeting
date(s) for which the papers are being submitted.

= Use separate emails to submit papers for different meetings.

» Please do not password-protect your files (Word, PPT, PDF etc) as the Documentation
Center will need to insert the standard cover page into each document.

2. Submission of TEL Papers:

All documents and Power Point presentation for the any TEL Meeting must be submitted in soft
copy via email to the APEC Secretariat and Documentation liaison of the host economy.

All TEL documents must be accompanied by a soft copy of a one-page Executive Summary
(Annex D of the Adm. Circular), outlining decision points and/or deliberations required from the
TEL. Each document must be submitted with a Documentation Reproduction Request Form-
DRRF.



