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[bookmark: _Hlk13750619]The 4th Meeting of the APT Preparatory Group for PP-22 (APT PP22-4)
1-5 August 2022, Bangkok, Thailand (Hybrid Meeting)



INFORMATION NOTE


[bookmark: _Hlk89330759]We welcome all delegates to the 4th Meeting of the APT Preparatory Group for PP-22 (APT PP22-4) to be held from 1 to 5 August 2022 in Bangkok, Thailand with hybrid format (both physical and virtual/online attendance through APT Zoom meeting). We are pleased to provide below details for your advance information and convenient reference.

1. Meeting Platform

The Introduction to APT Zoom Meeting is attached.



2. Venue
The APT PP22-4 will be held at Le Grand Ballroom and Foyer on the 7th floor of Sofitel Bangkok Sukhumvit. The contact details of the venue are as follows:

	Sofitel Bangkok Sukhumvit
	Address: 189 Sukhumvit Road Soi 13-15, Klongtoey Nua, Wattana, Bangkok 10110
	Tel: +66 (0) 2126 9999
	Website: https://www.sofitel-bangkok-sukhumvit.com/th/

3. Registration

The Registration Counter will be set up in the foyer of Le Grand Ballroom and Foyer, 7th floor of Sofitel Bangkok Sukhumvit. Registration will commence on Monday, 1 August 2022 from 8:30 hours to 09:30 hours. Participants are required to bring their passport or identity card (with photo) to receive their badges. 

4. A Special Arrangement for COVID-19 Rapid Antigen Test:

During the APT PP22-4 (1-5 August 2022), as a preventive measure to safeguard the participants against the COVID-19 and to prevent its spread, the APT Secretariat would like to request for a cooperation from all delegates before attending the meeting physically to present the negative rapid Antigen test result taken within 72 hours prior to the start of the meeting (i.e., after Friday 29 July 09:00 hours) and present it at the registration desk. The result can be Photo of Antigen Test Kit (ATK) with negative result taken with your face or your ID card specifying date and time of test;

Nevertheless, for delegates who do not take the test earlier as outlined above, you could collect Antigen Test Kit (ATK) at the registration desk on Sunday, 31 July 2022 from 15.00 hours to 18:00 hours, and you will be kindly requested to test and present Photo of ATK with negative result to the APT Secretariat on site. The ATK testing or screening section will be arranged before you proceed to the registration. 

5.  Opening of the Meeting
The APT PP22-4 will begin at 09:30 hours on Monday, 1 August 2022. Please be seated on time.

6. APT Secretariat room
APT Secretariat Room is located at Business Center on the 7th floor.

7. Wireless Lan
Internet Access over wireless network will be available during the meeting. Physical participants who wish to utilize wireless facility are kindly requested to bring their own laptop computers with Wi-Fi capability.

8. Meeting Documents
All participants are requested to download the documents from the Website before the meeting starts to avoid congestion of the access of the internet connection.

To access the meeting documents, please visit https://www.apt.int/2022-PP22-4
Username: pp224
Password: pp224@apt

9.   Social Functions
For your information, the following events are planned (as of 27 July). For further information, please contact the relevant administration/organization directly (except the official Welcome Reception Dinner).
Monday, 1 August 2022 
· The official Welcome Reception Dinner, host by Thailand under the theme of “Radiant Retro Night, A Glasshouse Party”, at the Glass House Nai Lert Park. Transportation will be provided for all participants at 18.00 hours at Hotel Lobby.
· The dessert station during Coffee/Tea break hosted by Tunisia at 10:00 – 10:20 hours at Salon 1 on the 7th floor of Sofitel Bangkok Sukhumvit.
· The dessert station during Coffee/Tea break hosted by The United States at 15:00 – 15:15 hours at Salon 1 on the 7th floor of Sofitel Bangkok Sukhumvit.



Tuesday, 2 August 2022
· The Dinner hosted by Republic of Korea at 18:00 - 19:30 hours at Regency Ballroom on the 5th Floor of Hyatt Regency Bangkok Sukhumvit.
· The Dinner hosted by Germany at 20:00 – 21:30 hours at “Spectrum” on the 30th Floor of Hyatt Regency Bangkok Sukhumvit.

Wednesday, 3 August 2022
· The Dinner hosted by Malaysia at 18:00 - 19:30 hours at POOL on the 9th Floor of Sofitel Bangkok Sukhumvit.
· The Dinner hosted by the Republic of India at 20:00 – 21:30 hours at Ballroom I on the 2nd Floor of Sheraton Grande Sukhumvit Hotel. 

Thursday, 4 August 2022
· The Dinner hosted by Japan at 18:00 - 19:30 hours at Grand Ballroom, The Westin Grande Sukhumvit Bangkok.
· The Dinner hosted by the People's Republic of China at 20:00 – 21:30 hours at Regency Ballroom, Hyatt Regency Bangkok Sukhumvit.

Coffee Breaks will be provided during the meeting period at Foyer on the 7th floor. In addition, Lunch will be provided at Voila on the 2nd floor (maximum capacity 150 seats) and Belga on the 32nd floor of Sofitel Bangkok Sukhumvit (maximum capacity 50 seats).  

10. Transportation from the Airport to the hotel

Physical participants are requested to use public transportation facilities of the Suvarnabhumi International Airport, Thailand. For more information, please visit website: http://www.bangkokairportonline.com/. 

For your general information, the following transportations are available from Suvarnabhumi International Airport to the Hotel: 

· Public Meter Taxi, is located on 1st floor of the Arrival Hall, entrance 4 and 7.  Fare shown on meter, plus THB 50 surcharge for boarding at the airport. 

· Airport Limousine Service, the limousine service to various destinations in the city, is located at the arrival floor of the airport.  

· Hotel Limousine Services

· Mercedes Benz E220 CDI: THB 2,500 net per car per way 
[bookmark: _Int_UoHjkEJz](maximum of 3 guests per car)
· Toyota Commuter Van: THB 2,500 net per van per way 
[bookmark: _Int_1LxuGH2I](maximum of 5 guests per van)

It takes about 50 minutes by car from Suvarnabhumi International Airport to the hotel via express way. 

There are good public transportation facilities at the Suvarnabhumi International Airport, Thailand. For more information, please visit website: http://www.bangkokairportonline.com/. 


11. Contact Information

For any further information about APT PP22-4, please contact:

APT Secretariat
12/49 Soi 5, Chaeng Watthana Road
Lak Si, Bangkok 10210
Thailand
Phone:	+66 2 573 0044
Fax:	+ 66 2 573 7479
Email:	aptpp@apt.int

Office of the National Broadcasting Telecommunications Commission (NBTC)
87 Phaholyothin 8 (Soi Sailom), Samsen Nai, Phayathai, Bangkok 10400 
Thailand  
Phone:	+66 2 670 8888
Email:	inter_org@nbtc.go.th
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Introduction to APT  Zoom Meeting


Introduction to APT Zoom Meeting
[Updated version: 29 January 2021]

Introduction to APT Zoom Meeting

A. Registration to the meeting

Participant can register online at https://www.apt.int/content/online-registration with the
log-in provided to APT members.

Non-APT member may register with specific log-in and subject to approval by the
Secretary General of the APT in consultation with the respective APT Member
Administration(s) as appropriate.

In case APT Secretariat requires a confirmation on the registration from APT focal point,
the focal point will be requested to verify the nomination.

Once registration is accepted, APT Secretariat will inform the Zoom meeting link,
password and other relevant information directly to the registered participant.

ONLY registered participants are entitled to join the Zoom meeting.

(NOTE) In case any participant is joining the Zoom meeting with other registered
participant(s) through shared laptop or screen, the participant should inform the APT
Secretariat by Zoom chat message or an email to: aptzoom@apt.int to indicate who else
IS joining with the participant.

B. Technical guidelines for participants

Participants are encouraged to connect the Internet by using LAN cable rather than Wi-
Fi for the stable connection to the Internet, in case it is feasible.

To avoid any Internet interruption during the virtual meeting, it is recommended to
make necessary arrangement for secondary Internet connection, such as mobile hotspot,
in case the primary internet connection does not work properly.

It is recommended to join the meeting using computer audio
—
~ W~ { Join with Computer Audio |

Join Audio Start Video Test Speaker and Microphone

N
Participants are encouraged to use headsets (and not the microphone and speaker of their
machine).
Remote participants should speak from a quiet place without background noise. They

should speak slowly and clearly to allow the other participants to compensate for any
audio problem.

All participants are advised to download and install Zoom application in your personal
computer for better meeting interface and audio-video. All participants are also advised
to download and install any update to Zoom application. To update Zoom application,
log-in to Zoom application and click on your user icon on the top right. From the drop-
down menu click 'Check for Updates. ' If new updates are available, a message will
appear that says 'Update Available'. Click on 'Update’ to install.
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[Updated version: 29 January 2021]

e An alternative way to update the Zoom application is to download directly from the
following link: https://zoom.us/client/latest/ZoomInstaller.exe. Once the file is
downloaded, open the file to install.

C. Time to join the meeting

e Participants are encouraged to log in 30 minutes before starting of the meeting to get
clearance of the attendance of the meeting as well as to test the quality of connection,
especially audio and video. (Note: Please provide your name according to Section D
below.)

e After log-in, all participants will be directed to a waiting room before accepting to join
the meeting. Only duly registered participants will be accepted to the meeting.

e The name of the participants should be the same as that registered for the meeting in
order for APT Secretariat to validate the registration.

D. Setting of participant’s name
e To facilitate recognition of the participant’s name and the member types during a virtual
meeting, the following formats should be used:

Q) For a delegate who represents APT Member or Associate Member:
o Name of the Participant [space] (Country Name), such as XXX (Thailand)

(i) For a delegate who represents APT Affiliate Member:
o Name of the Participant [space] (Name of the Organization in abbreviated
format, Country Name), such as XXX (TOT, Thailand)

e It is recommended to download Zoom application, then Open Zoom application and
type in meeting 1D which will provide a field to set the name in a requested format.

Meeting ID/PWD will be provided to whom registered to the meeting.

Once you open the Zoom application, in case you have not signed in, click “Join a
Meeting”, then enter the meeting ID and set your name as indicated above (as shown
in the example below).

&) Zoom X
@ Zoom Cloud Mestings. - < Join Meeting
200m
Enter meeting ID or personal link name v
Your Name
(0¢ Thaiana) )

Sign In
® Remember my name for future meetings

) Do not connect to audio

Join Cancel

() Turn off my video
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[Updated version: 29 January 2021]

o In case you have already signed in the Zoom application, from the home tab, click
“Join”, then enter the meeting ID and set your name as indicated above (as shown in
the example below.

© zoom 2 zoom =

Join Meeting

Enter meeting ID or personal link name ~

Your Name
[xxx (Thailand) | ]

New Meeting ~ Join

[:] Do not connect to audio

[::\ Turn off my video
19 T

Schedule Share screen

e Once you are accepted into the meeting, you can rename by right click on your video, or
click on (...) in the right top of your video, and select “Rename”

© Rename X

Enter a new screen name:

(00 (70T, Thailand) )

XXX (Thailc

Rename Remember my name for future meetings

E. Screen setting of APT Zoom meeting

o The Zoom will initially show the participant’s name or video when a participant joins a
virtual meeting.

e Once the APT Secretariat starts sharing the document by screen sharing all participants
can see the document and participants side by side. To see the full view of the
document, select View Option (located at the top of the screen) > (uncheck) side-by-
side mode as shown in picture (left) below.

View Options

Zoom Ratio  Fit to Window >
Hide Video Panel
Request Remote Control

Exit Full Screen

Side-by-side mode

XXX (Thailand)
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[Updated version: 29 January 2021]

e The participant’s name or video can also be minimized to get the full view of the
document by selecting “Hide thumbnail video” as shown in picture (right) above.
e The delegates can choose the viewing of the document according to their preferences.

F. Initial setting of audio and video
e At the start of the meeting, all participants will be muted (microphone off) and video
off. Host will unmute (as well as video) when a participant is invited to speak.
Please turn on your video while taking the floor. Thus, before joining the meeting,
please ensure the quality of audio and video in advance.
e Local landline numbers are available for Australia, Japan, Republic of Korea, Malaysia,
and Singapore, in case the Chairman agrees to use this.

G. Requesting floor and concluding intervention.
e Any participant who wants to make an intervention should click “Reactions” (at the

bottom of the Zoom application screen) and select “Raise hand” as shown in picture
below:

W &SSO v i

' Raise Hand

a2 (0 (¢ ] (-}

Participants Share Screen Reactions

e When “Raise Hand” is clicked, an icon of yellow hand is shown beside their name as in
picture (right) or in the top left of their video screen (left) below.

— e
~ Participants (2)
XXX (Thailand) a XXX (Thailand) (Me) OZ g4

m Pubate (APT Secretariat) (Host) O A

e Note: In case you are using an old version of the Zoom application, the raise hand
function can be found at the bottom of the “Participants” tab and the icon of blue hand
is shown besides the name as in the picture below:
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;u :D @
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e After a participant finishes making the intervention, it should be concluded by
“Chairman with this I conclude my intervention. Thank you, Chairman.”

o Then the APT Secretariat will “Lower Hand” after the intervention is concluded by the
participant.

H. Chat window

Chat dialogue box can be opened by clicking D at the bottom of the screen.

Chat function shall be used only to provide suggested text (if any) as requested by
Chairman.

All intervention should be made by “Raise Hand” during a meeting.

Chat messages will not be considered as official communication during the meeting
Chat messages log will be saved by APT Secretariat for internal reference purposes
only.

I. Recording a virtual meeting
e APT Secretariat will record the complete session of the virtual meeting. The record will
only be used for internal purposes of APT Secretariat to prepare a summary record of
the virtual meeting. In case of any concern you may have for the recording, please
contact APT Secretariat.

J. Guidelines for Remote Participation to the APT Meetings
e The 44th Session of the Management Committee of the APT (MC-44) approved the
Guidelines for Remote Participation to the APT Meetings (Guideline 18, MC-44,
Bangkok, 2020)) which set out general procedures on the organization and handling of
meeting under APT Work Programme. The document could be found under the following
link : https://www.apt.int/sites/default/files/Upload-filess GA-MC-DOCS/2020-GA15-
MC44/Guidelines_for_Remote Participation-2020_0.pdf

K. References
e Zoom website provides a series of video tutorials, it is recommended to take a look
before joining the meeting.
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-
Tutorials?_ga=2.97340255.1504422176.1585536999-1975072553.1584413308
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