The Viet Nam-Sweden Research Cooperation Programme

************************

Guidelines for Management of Vietnamese Coordination Funds

Reference is made to the Agreed Minutes of 2004 Annual Planning Meeting between PMU and Sida/SAREC dated 20 November 2004;

With a view to achieving quality assurance of the coordination activities and compensating the extra workload of Vietnamese Sub-programme coordinators in carrying out with the highest accountability the tasks specified in their ToR;

The following terms and conditions are set forth as guidelines for management of the Vietnamese coordination funds:

I. Use of sub-programme coordination fund

Sub-programme coordination funds are used to cover the following activities:

· strategic orientation and planning for the sub-programme

· networking of individual projects within the sub-programme and with other development programmes/projects

· review and sharing experiences through annual workshops

· promotion of regional cooperation

· attracting additional support of other donors for the sub-programme

· management coordination among projects under the sub-programme

II. Role of Sub-programme coordinators
(1) 
The role of the Vietnamese Sub-programme coordinator (VIE):
· To act as a national focal point within each sub-programme for communication and information exchange within the programme as well as for the PMU and Sida/SAREC

· In collaboration with the participating Vietnamese and Swedish researchers formulate objectives and a medium term strategic plan for the sub-programme

· In collaboration with the Swedish Sub-programme coordinator, organize annual workshops to discuss research issues, present findings, and look for linkages between the research projects but also to other development programmes

· To work closely with PMU and Swedish Sub-programme coordinator in establishing, developing and maintaining network/website of the programme

· Organize, when necessary, workshop in Viet Nam with Vietnamese researchers participating in the sub-programme

· To participate in Annual Review Meetings and annual Planning Meetings

(2)
The role of the Swedish Sub-programme coordinator (SWE):

· To act as a national focal point within each sub-programme for communication and information exchange within the programme as well as for the PMU and Sida/SAREC

· In collaboration with the participating Vietnamese and Swedish researchers formulate objectives and a medium term strategic plan for the sub-programme

· Collaborate in planning and participate in annual workshops in Vietnam

· Organize, when necessary, workshops in Sweden with Swedish researchers participating in the sub-programme

· To participate in Annual Review Meetings 

(3)
PMU and Sub-programme coordinators (VIE-SWE)

PMU and Sub-programmes will cooperate closely to facilitate the implementation of the programme.

With regard to reporting schedule, PMU should send reminders to Vietnamese and Swedish Sub-programme coordinators at least one month before deadlines for Annual Progress Report, Annual Financial Report, Project Activity Plan.

Sub-programme coordinators (VIE-SWE) should then remind Vietnamese and Swedish project coordinators to work on reports jointly.

The Vietnamese project coordinators should send the joint report to Vietnamese Sub-programme coordinators who will send the reports to PMU, who will send reports to the Embassy and Sida three weeks before the Annual Review Meeting.

III. Implementation arrangement

· Sub-programme coordinators, in consultation with projects of the sub-programme, prepare and send annual plan and budget for the use of coordination fund to PMU and Sida for further assessment and approval.

· PMU shall inform the result of approval to Sub-programme coordinators accordingly and  sign contract with respective sub-coordinators and then transfer the whole approved fund to the specified bank account as per request by Sub-programme coordinator. 

· Sub-programme coordinators carry out the planned activities and are fully accountable for the use of the fund.

· Sub-programme coordinators make activity performance report and financial report, as required.

· Sub-programme coordinators can make revisions or changes along the fiscal year. 

· PMU prepares and submits to Sida and MoST the annual progress and financial reports of the coordination funds of the programme as a whole.

· Unutilized funds for the year can be carried over to the next fiscal year for coordination activities.

IV. Coordination Plan

1. The plan must be prepared by Sub-programme coordinator in consultation with all projects in the sub-programme and the Swedish Sub-programme coordinator.

2. The coordination activities may consist of the following clusters: 

· Annual workshop: to review the sub-programme performance through the year and discuss the plan for next year. Participants to this workshop can be researchers who report their research activities, and the management who discuss strategic plan for the sub-programme.

· Training: some short specialized courses of common interest of the sub-programme can be planned for people inside and outside the beneficiary institutions.

· Sub-programme coordinator’s monitoring visit to respective project sites and working visit with PMU and Swedish counterpart, if so required.

· Information sharing/networking: interactive dialogue with other development projects, joint publication (brochure…), purchase of documentation relevant to all projects in the sub-programme, inputs to the programme and other website as appropriate.

· Management coordination among projects under the sub-programme (planning, reporting, etc.): as per requirements of the programme.

3. Upon approval of PMU and Sida, the Sub-programme coordinators shall be fully accountable for the use of funds transferred to their bank account.

4. The overhead paid for management of Vietnamese Sub-programme coordinators shall be at a flat rate of 5%. It will be incurred based on the actual performance of the plan. 

	Coordination Activity
	Amount

	Annual meeting
	20%

	Training
	50%

	Monitoring visit
	10%

	Information sharing
	10%

	Unforeseen
	5%

	Management coordination
	5%

	Total
	100%


The above allocation is subject to a review by the Annual Review Meeting.

