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Place, Date Month Year

Ms/Mr. XX

<Position>

<Name of VN Implementing Organization>
<Province/City, Viet Nam>

Subject: Selection result of the JICA Partnership Program regarding <Project Name>
under collaboration between <JP Implementing Organization> and <VN
Implementing Organization>

Dear Mr. / Ms. [ Mrs. XX

On behalf of <JP Implementing Organization>, we are pleased to inform you that the Japan
International Cooperation Agency (JICA) has selected our proposal for <Project Name> with
brief introduction as follows:

- Tentative Project title

- Project purpose

- Target group & sites

- Expected implementing term

- Tentative Project budget
It is highly appreciated if you could show your kind understanding that the above-mentioned
information is only drafted and can be modified after being discussed, decided and agreed by
both organizations.

The project will be composed by several activities such as sending Japanese experts to
Vietnam, training in Japan, organizing seminars / workshops, etc. And we hope that the
process and outputs from this Project will be utilized for .../ Or we hope that our Project will
contribute to improvement/development of .....

The Project will be implemented under the framework of JICA Partnership Program, which
Is a Japanese grassroots technical cooperation project aiming at supporting Japanese NGOs,
universities, local governments, etc to carry out international cooperation activities in order
to directly support the locals in developing countries. (Detail of this Program is attached as
Annex 1)

The enclosed JICA’s letter is to be referred to your necessary procedures at Vietnamese side.
(Detail of JICA’s letter is attached to Annex 2). You are kindly requested for close
cooperation and strong support on doing necessary procedures to smoothly start the project
complying with Vietnamese related laws.

Once again, thank you very much for all of your leadership and we sincerely look forward to
our further collaboration.
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Sincerely yours,

Sign

Name

<Position>

<Name of JP Implementing Organization>

*Enclosed:
1. Letter of selection from JICA
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In principle, JICA's Vietnamese and English MM format must be used. However, it may be
revised or supplemented after consultation and approval of JICA.

THE MINUTES OF MEETING
FOR
TITLE OF THE PROJECT
AMONG
NAME OF JAPANESE IMPLEMENTING ORGANIZATION,
JAPAN,
NAME OF VIETNAMESE IMPLEMENTING ORGANIZATION,
SOCIALIST REPUBLIC OF VIET NAM
AND
JAPAN INTERNATIONAL COOPERATION AGENCY
ON
JAPANESE GRASSROOTS TECHNICAL COOPERATION
UNDER
JICA PARTNERSHIP PROGRAM

Japan International Cooperation Agency (hereinafter referred to as "JICA") exchanged views
and had a series of discussions through Name of JP implementing organization (hereinafter
referred to as "XXX") and Name of VN implementing organization (hereinafter referred to as
"YYY") for the purpose of working out the details of activities and measures to be taken by
JICA, XXX and YYY concerning the “Title of the project” (hereinafter referred to as "the
Project™), which will be implemented under JICA Partnership Program.

As a result of the discussions, Japanese side (XXX, JICA) and Vietnamese side (YYY)
agreed to implement the Project based on the conditions referred to in the documents attached
hereto.

Both sides exchange the Minutes of Meeting in English and Vietnamese and confirm
that the English version will prevail over the Vietnamese version.

date, month, year

Mr./Ms. Mr./Ms.
Title Title
Full name of JP implementing organization Full name of VN implementing organization

Mr./Ms.

Senior Representative

Japan International Cooperation Agency
Vietnam Office
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ATTACHED DOCUMENT

Implementation of the Project

1. JICA, the executing agency of Japan’s Official Development Assistance (ODA), will
implement the Project under JICA Partnership Program in collaboration with XXX and
YYY.

2. The Project will be implemented in accordance with the Project Outline, which is given in
Annex |.

3. The Project budget is non-refundable and will be paid directly by JICA for the Project
activities through XXX. Therefore, YYY will not receive any direct fund from JICA or
XXX. Nonetheless, accounting, payment and financial settlement will comply with the
regulations and other relevant laws of Viet Nam and JICA requirements.

I1. Measures to be taken by JICA

1. JICA will entrust the actual implementation of the Project to XXX based on a Contract to
be signed by JICA and XXX after receiving the Decision Letter on Approval to be issued
by Name of Managing Agency of Viet Nam. To implement the Project efficiently and
effectively, JICA will supervise the overall Project implementation.

2. JICA will bear only those expenses it considers necessary for implementation of the Project.

3. JICA will maintain ownership of the equipment as listed in Annex |1 to be procured through

its funding for implementation of the Project in accordance with the Project Outline, which
is given in Annex | throughout the Project implementation period.

Measures to be taken by XXX

1. The authorities concerned of XXX will cooperate with YYY in assuring the successful
implementation of the Project.

2. XXX will bear responsibility for effective operation and maintenance of the equipment
mentioned in Clause Il. 3. in accordance with the objectives of the Project in cooperation

with YYY during the Project implementation period.

3. When the ownership of the equipment mentioned in Clause I1. 3. is handed over from JICA
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4.

to YYY, XXX will prepare a written document before the completion of the Project under
the guidance of JICA.

XXX will provide main input below:

Example:

V.

Implementing baseline survey in cooperation with YY'Y;

Sending Japanese experts to Viet Nam;

Doing necessary procedures to receive Vietnamese trainees in Japan;

Doing necessary procedures to purchase the equipment mentioned in Clause I1.3. in
cooperation with YYY

Implementing training courses/seminar/workshop for Vietnamese trainees in Japan and
Viet Nam, etc.

Measures to be taken by YYY

The authorities concerned of YYY will cooperate with XXX in assuring the successful
implementation of the Project.

The authorities concerned of YYY will provide XXX and JICA with available information
such as data and documents, etc in accordance with legislation of Viet Nam that will allow
efficient and effective implementation of the Project.

The authorities concerned of YYY will provide XXX and JICA with available information
about details on security and safety conditions.

YYY will bear the responsibility for effective operation, maintenance and management of
the equipment mentioned in Clause 1l. 3. in accordance with the objectives of the Project
in cooperation with XXX during the Project implementation period.

The transfer of ownership of the equipment from JICA to YYY will be considered and
determined between YY'Y and XXX through consultation with JICA before the completion
of the Project. In this case, YYYY will sign the written document mentioned in Clause I11.3.
YYY is expected to instruct the proper management and utilization of the equipment after
the completion of the Project.

YYY will report the progress and/or results of the Project to the related organizations
periodically in cooperation with XXX during the Project implementation period.
YYY will provide main input below:

Example:
- Selecting and assigning appropriate staff for the Project implementation;

3
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- Implementing baseline survey in cooperation with XXX;

- Selecting appropriate staff to participate in training course in Japan;

- Doing necessary procedures to receive Japanese experts in Viet Nam and send
appropriate Vietnamese staff to participate in training course in Japan;

- Providing necessary equipment (such as computer, projector, etc.) and working space
(if necessary) for activities by Japanese experts in Viet Nam

- Doing necessary procedures to receive and install the equipment mentioned in Clause
I1.3. in cooperation with XXX

- Providing counterpart fund (if necessary), etc.

V. Mutual Consultations
Any major issues that may arise from or in connection with the attached documents will

be resolved through mutual consultations by all parties concerned.

VI. Others

The implementation of the Project will be cancelled, if the Decision Letter of Approval is
not issued by Name of Managing Agency of Viet Nam, and the following Contract between
XXX and JICA is not concluded within two (2) years after XXX receives JICA's Notice
Letter on project selection in <month> <year>.

Annex |: The Project Outline
Annex I1: List of Equipment
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ANNEX I: THE PROJECT OUTLINE

1. Country: Socialist Republic of Viet Nam

2. Title of the Project:

3. Background and Necessity of the Project:

4. Project Purpose:

5. Target Area:

6. Target Group:

7. Expected Outcomes and Indicators:

8. Expected Project Term: from yearto year ( years)/ years months  after
receiving the Decision Letter on Approval issued by Name of Managing Agency of Viet Nam

(The Project term could be changed based on the Contract signed between JICA and XXX after
receiving the Decision Letter on Approval issued by Name of Managing Agency of Viet Nam.)

9. Implementing Organizations:
- Japanese side: Name of JP implementing organization
- Vietnamese side: Name of VN implementing organization

10. Main Activities:
(The following main activities can be implemented through both online and offline meetings,
surveys, training and workshops, etc. due to an unexpected pandemic, etc.)

11. Estimated Budget: up to JPY (tentative)

(Actual amount of the Budget for the Project will be changed based on the Contract signed
between JICA and XXX after receiving the Decision Letter on Approval issued by Name of
Managing Agency of Viet Nam.)



(71#%2 - 1) MM

(Minutes of Meeting) Format_EN_202504 (with equipment)

In principle, JICA's Vietnamese and English MM format must be used. However, it may be

revised or supplemented after consultation and approval of JICA.

ANNEX II: LIST OF EQUIPMENT

No.

Name of Equipment | Quantity | Depreciation
period (years)

Purpose/Usage

Above-mentioned equipment is brand-new. The equipment to be listed will be consulted

with JICA.

Item(s) of the equipment may be changed during the Project implementation upon the
actual requirement of the Project activities based on the consultation and agreement
between XXX and YYY. In this case, JICA’s prior approval is required.

In case of renunciation of the ownership of the equipment less than the above-mentioned
depreciation period, prior submission of a written notice and/or report to JICA will be
required. Depreciation period will be determined between XXX and YYY in accordance

with the Viet Nam’s applicable legal regulations.
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BAN GHI NHO
CHO
TEN DU AN
GITA
TEN TO CHUC THUC HIEN PHIA NHAT BAN, NHAT BAN
TEN CO QUAN THUC HIEN PHIA VIET NAM, NUOC CHXHCN VIET NAM
VA
CO QUAN HQP TAC QUOC TE NHAT BAN
VE
HQP TAC KY THUAT CAP CO SO NHAT BAN
TRONG KHUON KHO
CHUONG TRINH POI TAC PHAT TRIEN CUA JICA

Co quan Hop tac Quéc té Nhat Ban (sau ddy goi tit 1a “JICA™) di tién hanh trao doi
va thao luan véi Tén té chire thuc hién phia Nhat Ban (sau day goi tat 1a "XXX") va Tén co
quan thuc hién phia Viét Nam (sau day goi tat 12 "YYY"), dé xay dyng chi tiét vé noi dung hoat
dong va phuong phap thuc hién s& duoc tién hanh bai JICA, XXX va YYY lién quan dén “Tén
du an” (sau day goi tat 1a "Du 4n"), duoc thuc hién trong khudn kho Chuong trinh Déi tac Phat
trién cua JICA.

Thong qua két qua thao luan, phia Nhat Ban (XXX, JICA) va phia Viét Nam (YYY)
da dong y thuc hién Dy an theo cac diéu kién duoc néu trong céc tai liéu dinh kém.

Hai bén trao doi Ban Ghi nhé bang tiéng Anh va tiéng Viét. Tuy nhién, ban tiéng Anh
s& dugc wu tién ap dung néu c6 sy mau thuan giita ban tiéng Anh va tiéng Viét.

Ngay thang nam

Ong/Ba Ong/Ba

Chirc vu Chirc vu

Tén t6 chuc thyuc hién phia Nhat Ban Tén co quan thyc hién phia Viét Nam
Ong/Ba

Pho Truong bai dién
Co quan Hop tac Quéc té Nhat Ban
Van phong Viét Nam
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Tuy nhién, c6 thé thay déi hodc bé sung sau khi ban bac va dwec sw dong y ciia JICA.

TAI LIEU PINH KEM

I. Thuc hién Dy an

JICA, co quan thuc hién HJ tro Phét trién Chinh thirc (ODA) ctia Chinh phi Nhat Ban,
phdi hop véi XXX va YYY thuc hién Du an trong khudn khé Chuong trinh Di tac Phat
trién cua JICA.

Dy an duoc thuc hién theo dung v6i Ban tém tat Du an néu trong Phy luc 1.

Kinh phi cua Du an la nguén vién trg khéng hoan lai, dugc JICA chi tra truc tiép cho cac
hoat dong ciia Du an thdng qua XXX. Do vay, YYY s& khdng tryc tiép nhan bat ky khoan
tién nao tir JICA hoic XXX. Tuy nhién, viéc ké ton, hach todn va quyét toan tai chinh
dugc tuan tha theo dang vai cac quy dinh va phép luat lién quan caa Viét Nam va cac yéu
cau caa JICA.

Trach nhiém caa JICA

JICA 1y théc viéc thuc hién Dy an trén thuc té cho XXX trén co so Hop dong duoc ky két
gitra JICA va XXX, sau khi da nhan dugc Quyét dinh Phé duyét Dy an do Tén Co quan
cha quan Viét Nam ban hanh. Bé Du an duoc thuc hién mot cach hiéu qua va hiéu suat,
JICA s€ giam sat chung viéc thuc hién Dy an.

JICA chi chi tra cac khoan chi phi duoc cho 1 can thiét cho viéc thyc hién Dy én.

JICA duy tri quyén s& hitu ddi véi cac trang thiét bi néu trong Phu luc 11, dugc mua sim
hodc xay dung bang kinh phi cua JICA cho viéc trién khai va thuc hién Dy &n trong sudt
thoi gian thyuc hién Dy an, nhu trong Ban tom tat Dy an & Phu lyc 1.

Trach nhigm ciaa XXX

Cac to chuc lién quan cia XXX hop tac véi YYY dé dam bao viéc thuc hién thanh cong
Du an.

XXX c6 trach nhiém phdi hop véi YYY dam bao viéc van hanh va bao tri mét cach hiéu
qua cac trang thiét bi da néu tai khoan I1. 3 trong suét thoi gian thuc hién Dy én.

Khi quyén s hiru ddi véi céc trang thiét bj di néu tai khoan II. 3 duoc chuyén giao tir JICA
cho YYY, XXX s& chuan bi Bién ban ban giao trudc khi Dy an két thic duéi sy hudng
dan caa JICA.
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Tuy nhién, c6 thé thay déi hodc bé sung sau khi ban bac va dwec sw dong y ciia JICA.
4. XXX s& cung cap cac dau vao nhu sau:
Vi du:
- Phéi hop vé6i YYY dé tién hanh diéu tra co so;
- Cur chuyén gia Nhat Ban dén 1am viéc tai Viét Nam;
- Thuyc hién céc tha tuc can thiét dé tiép nhan hoc vién Viét Nam sang tap huin tai Nhat
Ban;
- Phéi hop véi YYY tién hanh cac thi tuc can thiét dé mua sim va lip dat céc trang thiét
bi da néu tai khoan I1.3;
- T6 chuic cac khoa dao tao/hoi thao/tap huan cho cac hoc vién Viét Nam tai Nhat Ban
hoac Viét Nam, v.v.

IV. Trach nhiém caa YYY

1. Céc co quan/to chic lién quan cua YYYY hop tac vai XXX dé dam bao viéc thuc hién thanh
céng Du an.

2. Céc co quan/td chuc lién quan cua YYYY cung cap cho XXX va JICA nhiing théng tin nhu
dix liéu, cac tai liéu,v.v ¢ thé dugc cung cap theo quy dinh caa phép luat Viét Nam nham
cho phép thuc hién Dy an moét cach hiéu qua.

3. Cac co quan/td chic lién quan caa YYYY cung cap cho XXX va JICA nhitng théng tin cd
thé chia sé vé diéu kién an ninh, an toan.

4. YYY co trach nhiém phéi hop voi XXX dam bao cac trang thiét bi da néu tai khoan I1. 3
dugc van hanh, bao tri va quan ly ¢é hiéu qua phu hop véi muyc tiéu cua Dy &n trong suét
thoi gian thuc hién Dy an.

5. Viéc chuyén giao quyén s hitu di véi cac trang thiét bi tir JICA cho YYY sé& duoc xem
xét va quyét dinh gitra YY'Y va XXX thong qua tu van véi JICA trude khi Du 4n két thic.
Trong truong hop nay, YYY sé ky Bién ban ban giao néu tai khoan I1I. 3.

YYY duoc mong doi s& quan |y va phat huy sir dung mét cach hop Iy trang thiét bi sau khi
Du an két thc.

6. YYY phdi hop véi XXX béo cao dinh ky tién do va’hodc két qua Dy an cho cac co quan
hitu quan trong suét thai gian thuc hién Du an.

7. YYY s&cung cap cac dau vao nhu sau:

Vi du:
- Lua chon va b tri can bo pha hgp tham gia thuc hién Dy an;

3
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Hop tac vai XXX dé tién hanh diéu tra co so;

Lya chon can b pht hop tham gia tap huan tai Nhat Ban;

Thuce hién céc thu tuc can thiét dé tiép nhan chuyén gia Nhat Ban dén 1am viéc tai Viét
Nam va cir can bo Viét Nam phu hop di tap huan tai Nhat Ban;

Cung cap cac trang thiét bi can thiét (nhu may tinh, may chiéu, v.v) va bé tri khong
gian 1am viéc (néu can) cho hoat dong cua chuyén gia Nhat Ban tai Viét Nam;

Phéi hop véi XXX thyc hién cac thu tuc can thiét dé tiép nhan, mua sim va lap dat
trang thiét bi da néu tai khoan 11.3;

Cung cap vén dbi tng (néu can), v.v.

V. Théng nhit y kién

Bat ky van dé nao phat sinh ti/hoic lién quan dén cac tai liéu dinh kém phai duoc giai
quyét trén co s& ban bac théng nhat giira tat ca cac bén lién quan.

V1. Cac quy dinh khac

Trong vong 02 nam ké tir khi XXX nhan duoc Thu thong bao Iya chon du &n caa JICA
vao thang ... nam ..., Dy &n s& bi hay thuc hién néu Du an chua nhan dugc Quyét dinh Phé
duyét do <Tén Co quan chu quan Viét Nam> ban hanh, va XXX chua hoan tit viéc ky két
Hop ddng véi JICA.

Phu luc I: Ban tém tit Dy &4n
Phu luc 11: Danh séach trang thiét bi
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Phu luc I: Ban tom tit Dy an

[EEN

. Quéc gia: Nudc Cong hoa Xa hoi Chu nghia Viét Nam
2. Tén Dy an:

3. Bi canh va tinh cén thiét cia D &n:

4. Muc tiéu Dy an:

5. Pia ban Dy an:

(o2}

. Péi twong muc tiéu:

~

. Két qua mong doi va céc chi so:

8. Thoi gian thuc hién dy kién: tr _ndmt6i _nim (... nam)/ nim  thang ké tir khi
c6 Quyét dinh Phé duyét Dy an tir Co quan chii quan Viét Nam

(Thoi gian thiec hién Dy &n c6 thé thay doi dwa trén Hop dong ky két giiza JICA va XXX, sau
khi da c6 Quyét dinh Phé duyét D an tir Cor quan cha quan Viét Nam.)

9. Co quan thuc hién:
- Phia Nhat Ban: Tén t6 chuc thuc hién phia Nhat Ban
- Phia Viét Nam: Tén co quan thuc hién phia Viét Nam

10. Cac hoat dgng chinh:

(Can cir vao tinh hinh thyc té cua Pai dich khéng mong doi V.., Cac hoat déng chinh duwéi ddy
bao gom cac cugdc hop, khdo sdt, dao tao va héi thao, v.v. c6 thé duroc tién hanh bang hai hinh
thirc: tryc tiép va truc tuyén.)

11. Dw tru kinh phi Dw an: Cho téi JPY (duy kién)
(Kinh phi theec té ciia Dur &n sé thay déi theo Hop dong ky két giiza JICA va XXX, sau khi dé c6
Quyét dinh Phé duyét Du an tir Cor quan chii quan Viét Nam.)
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Phu luc I1: Danh muc cac trang thiét bi

STT | Tén trang thiét bi S6 Thoi gian Muc dich str dung
lwong khau hao
(nam)

Céc trang thiét bi néu ¢ trén déu méi va chua qua st dung. Danh sach trang thiét bi duoc
lap dya trén co so tham van véi JICA.

Trong qué trinh thuc hién Du an, Danh muc céc trang thiét bi c6 thé thay doi tly theo
nhu cau thuc té caa cac hoat dong Du &n, trén co s& ban bac va nhat tri gitra XXX va
YYY. Trong truong hop ndy, phai cé sy chap thuan truéc caa JICA.

Trong truong hop tir bo/cham duat quyén so hitu ddi véi trang thiét bi true khi hét thoi
gian khau hao da duoc ghi rd ¢ trén thi chai s¢ hitu phai thong bao truéc bang vin ban
tgi JICA. Thoi gian khau hao duoc quyét dinh bai XXX va YYY phu hop véi cac quy
dinh phép luat lién quan cuaa Viét Nam.



(742 -1) MM (Minutes of Meeting) Format_EN_202504 (no equipment)
In principle, JICA's Vietnamese and English MM format must be used. However, it may be
revised or supplemented after consultation and approval of JICA.

THE MINUTES OF MEETING
FOR
TITLE OF THE PROJECT
AMONG
NAME OF JAPANESE IMPLEMENTING ORGANIZATION,
JAPAN,
NAME OF VIETNAMESE IMPLEMENTING ORGANIZATION,
SOCIALIST REPUBLIC OF VIET NAM
AND
JAPAN INTERNATIONAL COOPERATION AGENCY
ON
JAPANESE GRASSROOTS TECHNICAL COOPERATION
UNDER
JICA PARTNERSHIP PROGRAM

Japan International Cooperation Agency (hereinafter referred to as "JICA") exchanged
views and had a series of discussions through Name of JP implementing organization (hereinafter
referred to as "XXX") and Name of VN implementing organization (hereinafter referred to as
"YYY") for the purpose of working out the details of activities and measures to be taken by JICA,
XXX and YYY concerning the “Title of the project” (hereinafter referred to as "the Project™),
which will be implemented under JICA Partnership Program.

As a result of the discussions, Japanese side (XXX, JICA) and Vietnamese side (YYY)
agreed to implement the Project based on the conditions referred to in the documents attached
hereto.

Both sides exchange the Minutes of Meeting in English and Vietnamese and confirm
that the English version will prevail over the Vietnamese version.

date, month, year

Mr./Ms. Mr./Ms.
Title Title
Full name of JP implementing organization Full name of VN implementing organization

Mr./Ms.

Senior Representative

Japan International Cooperation Agency
Vietnam Office
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1.

2.

ATTACHED DOCUMENT

Implementation of the Project

JICA, the executing agency of Japan’s Official Development Assistance (ODA), will
implement the Project under JICA Partnership Program in collaboration with XXX and
YYY.

The Project will be implemented in accordance with the Project Outline, which is given in
Annex |.

The Project budget is non-refundable and will be paid directly by JICA for the Project
activities through XXX. Therefore, YY'Y will not receive any direct fund from JICA or XXX.
Nonetheless, accounting, payment and financial settlement will comply with the regulations
and other relevant laws of Viet Nam and JICA requirements.

. Measures to be taken by JICA

JICA will entrust the actual implementation of the Project to XXX based on a Contract to
be signed by JICA and XXX after receiving the Decision Letter on Approval to be issued by
Name of Managing Agency of Viet Nam. To implement the Project efficiently and
effectively, JICA will supervise the overall Project implementation.

JICA will bear only those expenses it considers necessary for implementation of the Project.

Measures to be taken by XXX

The authorities concerned of XXX will cooperate with YYY in assuring the successful
implementation of the Project.

XXX will provide main input below:

Example:

- Implementing baseline survey in cooperation with YYY;;

- Sending Japanese experts to Viet Nam;

- Doing necessary procedures to receive Vietnamese trainees in Japan;

- Implementing training courses/seminar/workshop for Vietnamese trainees in Japan and
Viet Nam, etc.
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IV. Measures to be taken by YYY

1.

VI.

The authorities concerned of YYY will cooperate with XXX in assuring the successful
implementation of the Project.

The authorities concerned of YYY will provide XXX and JICA with available information
such as data and documents, etc in accordance with legislation of Viet Nam that will allow
efficient and effective implementation of the Project.

The authorities concerned of YYY will provide XXX and JICA with available information
about details on security and safety conditions.

YYY will report the progress and/or results of the Project to the related organizations
periodically in cooperation with XXX during the Project implementation period.

YYY will provide main input below:

Example:

- Selecting and assigning appropriate staff for the Project implementation;

- Implementing baseline survey in cooperation with XXX;

- Selecting appropriate staff to participate in training course in Japan;

- Doing necessary procedures to receive Japanese experts in Viet Nam and send
appropriate Vietnamese staff to participate in training course in Japan;

- Providing necessary equipment (such as computer, projector, etc.) and working space (if
necessary) for activities by Japanese experts in Viet Nam

- Providing counterpart fund (if necessary), etc.

Mutual Consultations

Any major issues that may arise from or in connection with the attached documents will be
resolved through mutual consultations by all parties concerned.

Others

The implementation of the Project will be cancelled, if the Decision Letter of Approval is
not issued by Name of Managing Agency of Viet Nam, and the following Contract between
XXX and JICA is not concluded within two (2) years after XXX receives JICA's Notice
Letter on project selection in <month> <year>.

Although the Project has no original plan of purchasing equipment, the equipment will be
selected and installed with consensus of the related organizations and JICA’s prior approval
if the needs of procurement for the equipment is identified by both XXX and YYY during
the Project implementation period.
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Annex |I: The Project Outline
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ANNEX I: THE PROJECT OUTLINE
1. Country: Socialist Republic of Viet Nam
2. Title of the Project:
3. Background and Necessity of the Project:
4. Project Purpose:
5. Target Area:
6. Target Group:
7. Expected Outcomes and Indicators:
8. Expected Project Term: from yearto year ( years)/ years months after
receiving the Decision Letter on Approval issued by Name of Managing Agency of Viet Nam

(The Project term could be changed based on the Contract signed between JICA and XXX after
receiving the Decision Letter on Approval issued by Name of Managing Agency of Viet Nam.)

9. Implementing Organizations:
- Japanese side: Name of JP implementing organization
- Vietnamese side: Name of VN implementing organization

10. Main Activities:
(The following main activities can be implemented through both online and offline meetings,
surveys, training and workshops, etc. due to an unexpected pandemic, etc.)

11. Estimated Budget: up to JPY (tentative)

(Actual amount of the Budget for the Project will be changed based on the Contract signed
between JICA and XXX after receiving the Decision Letter on Approval issued by Name of
Managing Agency of Viet Nam.)
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BAN GHI NHO
CHO
TEN DU AN
GITA
TEN TO CHUC THUC HIEN PHIA NHAT BAN, NHAT BAN
TEN CO QUAN THUC HIEN PHIA VIET NAM, NUOC CHXHCN VIET NAM
VA
CO QUAN HQP TAC QUOC TE NHAT BAN
VE
HQP TAC KY THUAT CAP CO SO NHAT BAN
TRONG KHUON KHO
CHUONG TRINH POI TAC PHAT TRIEN CUA JICA

Co quan Hop tac Quéc té Nhat Ban (sau ddy goi tit 1a “JICA™) di tién hanh trao doi
va thao luan véi Tén té chire thuc hién phia Nhat Ban (sau day goi tat 1a "XXX") va Tén co
quan thuc hién phia Viét Nam (sau day goi tat 12 "YYY"), dé xay dyng chi tiét vé noi dung hoat
dong va phuong phap thuc hién s& duoc tién hanh bai JICA, XXX va YYY lién quan dén “Tén
du an” (sau day goi tat 1a "Du 4n"), duoc thuc hién trong khudn kho Chuong trinh Déi tac Phat
trién cua JICA.

Thong qua két qua thao luan, phia Nhat Ban (XXX, JICA) va phia Viét Nam (YYY)
da dong y thuc hién Dy an theo cac diéu kién duoc néu trong céc tai liéu dinh kém.

Hai bén trao doi Ban Ghi nhé bang tiéng Anh va tiéng Viét. Tuy nhién, ban tiéng Anh
s& dugc wu tién ap dung néu c6 sy mau thuan giita ban tiéng Anh va tiéng Viét.

Ngay thang nam

Ong/Ba Ong/Ba

Chirc vu Chirc vu

Tén t6 chuc thyuc hién phia Nhat Ban Tén co quan thyc hién phia Viét Nam
Ong/Ba

Pho Truong bai dién
Co quan Hop tac Quéc té Nhat Ban
Van phong Viét Nam



(71452 - 2) MM (Minutes of Meeting) Format_VN_202504 (no equipment)
Vé nguyén tic, PHAI dung format MM tiéng Viét va tiéng Anh ciia JICA.

Tuy nhién, c6 thé thay déi hodc bé sung sau khi ban bac va dwec sw dong y ciia JICA.

TAI LIEU PINH KEM

I. Thuc hién Dy an

JICA, co quan thuc hién HJ tro Phét trién Chinh thirc (ODA) ctia Chinh phi Nhat Ban,
phdi hop véi XXX va YYY thuc hién Du an trong khudn khé Chuong trinh Di tac Phat
trién cua JICA.

Dy an duoc thuc hién theo dung v6i Ban tém tat Du an néu trong Phy luc 1.

Kinh phi cua Du an la nguén vién trg khéng hoan lai, dugc JICA chi tra truc tiép cho cac
hoat dong ciia Du an thdng qua XXX. Do vay, YYY s& khdng tryc tiép nhan bat ky khoan
tién nao tir JICA hoic XXX. Tuy nhién, viéc ké ton, hach todn va quyét toan tai chinh
dugc tuan tha theo dang vai cac quy dinh va phép luat lién quan caa Viét Nam va cac yéu
cau caa JICA.

Trach nhiém caa JICA

JICA 1y théc viéc thuc hién Dy an trén thuc té cho XXX trén co so Hop dong duoc ky két
gitra JICA va XXX, sau khi da nhan dugc Quyét dinh Phé duyét Dy an do Tén Co quan
cha quan Viét Nam ban hanh. Bé Du an duoc thuc hién mot cach hiéu qua va hiéu suat,
JICA s€ giam sat chung viéc thuc hién Dy an.

JICA chi chi tra cac khoan chi phi duoc cho 1 can thiét cho viéc thyc hién Dy én.

Trach nhiém caa XXX

Cac to chuc lién quan ciia XXX hop tac véi YYY dé dam bao viéc thuc hién thanh cong
Du an.

XXX s& cung Cap cac dau vao nhu sau:

Vi du:

- Phéi hop vé6i YYY dé tién hanh diéu tra co so;

- Phai cir chuyén gia Nhat Ban dén 1am viéc tai Viét Nam;

- Thuc hién céc thu tuc can thiét dé tiép nhan hoc vién Viét Nam sang tap huan tai Nhat
Ban;

- T4 chirc cac khda dao tao/ hoi thao/ tap huan cho cac hoc vién Viét Nam tai Nhat Ban
hoac Viét Nam, v.v.
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Vé nguyén tic, PHAI dung format MM tiéng Viét va tiéng Anh ciia JICA.
Tuy nhién, c6 thé thay déi hodc bé sung sau khi ban bac va dwec sw dong y ciia JICA.
IV. Trach nhiém caa YYY

1. Cé&c co quan/té chuc lién quan cia YYY hop tac vai XXX dé dam bao viéc thuc hién thanh
cong Du an.

2. CA&c co quan/td chirc lién quan cua YYY cung cip cho XXX va JICA nhimng thong tin nhu
dix liéu, cac tai liéu,v.v c6 thé dugc cung cap theo quy dinh caa phép luat Viét Nam nhim
cho phép thuc hién Dy an mét céch hiéu qua.

3. Cac co quan/td chic lién quan cia YYYY cung cap cho XXX va JICA nhitng thdng tin cd
thé chia sé vé diéu kién an ninh, an toan.

4. YYY phéi hop véi XXX béo cao dinh ky tién do va/hoic két qua Dy an cho cic co quan
hitu quan trong suét thoi gian thyuc hién Du an.

5. YYY s& cung cip cac dau vao nhu sau:

Vi du:

- Lua chon va b tri can bo pht hop tham gia thuc hién Dy an;

- Hop tac voi XXX dé tién hanh diéu tra co s6;

- Luwa chon cén bd phu hop tham gia tap huén tai Nhat Ban;

- Thuc hién cac thu tuc can thiét dé tiép nhan chuyén gia Nhat Ban dén 1am viéc tai Viét
Nam va cir can bo Viét Nam phu hop di tap huan tai Nhat Ban;

- Cung cap cac trang thiét bi can thiét (nhu méy tinh, may chiéu,v.v) va bd tri khdng
gian lam viéc (néu can) cho hoat dong caa chuyén gia Nhat Ban tai Viét Nam;

- Cung cap vén doi tng (néu can), v.v.

V. Thong nhat y kién

Bat ky van dé nao phat sinh tir/ hodc lién quan dén céc tai liéu dinh kém phai dugc giai
quyét trén co s& ban bac théng nhat giira tat ca cac bén lién quan.

V1. Céc quy dinh khac

1. Trong vong 02 nam ké tir khi XXX nhan dugc Thu thong béo luya chon du an cia JICA
vao thang ... nam ..., Du &n s& bi huy thuc hién, néu Du 4n chua nhan dugc Quyét dinh Phé
duyét do Tén Co quan chu quan Viét Nam ban hanh, va XXX chua hoan tat viéc ky két
Hop ddng véi JICA.

2. Ban dau Dy an khong c6 ké hoach mua sam trang thiét bi, song trong qué trinh thuc hién
Dy an néu XXX va YYY déu nhat tri vé sy can thiét phai mua sam trang thiét bi, thi trang
thiét bi nay s& duoc lra chon va lap dat, sau khi dat dwoc sy dong Y cia cac co quan hitu

3
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Vé nguyén tic, PHAI ding format MM tiéng Viét va tiéng Anh ciza JICA.
Tuy nhién, c6 thé thay déi hodc bé sung sau khi ban bac va dwec sw dong y ciia JICA.
quan phia Viét Nam va su chap thuan truée cua JICA.

Phu luc I: Ban tém tit Dy an
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Vé nguyén tic, PHAI dung format MM tiéng Viét va tiéng Anh ciia JICA.
Tuy nhién, c6 thé thay déi hodc bé sung sau khi ban bac va dwec sw dong y ciia JICA.
Phu luc I: Ban tom tit Dy an

[EEN

. Quéc gia: Nudc Cong hoa Xa hoi Chu nghia Viét Nam
2. Tén Dy an:

3. Bi canh va tinh cén thiét cia D &n:

4. Muc tiéu Dy an:

5. Pia ban Dy an:

(o2}

. Péi twong muc tiéu:

~

. Két qua mong doi va céc chi so:

8. Thoi gian thuc hién dy kién: tr _ndmt6i _nim (... nam)/ nim  thang ké tir khi
c6 Quyét dinh Phé duyét Dy an tir Co quan chii quan Viét Nam

(Thoi gian thiec hién Dy &n c6 thé thay doi dwa trén Hop dong ky két giiza JICA va XXX, sau
khi da c6 Quyét dinh Phé duyét Di an tir Cor quan cha quan Viét Nam.)

9. Co quan thuc hién:
- Phia Nhat Ban: Tén t6 chuc thuc hién phia Nhat Ban
- Phia Viét Nam: Tén co quan thuc hién phia Viét Nam

10. Cac hoat dgng chinh:

(Can cir vao tinh hinh thyc té cua Pai dich khéng mong doi V.., Cac hoat déng chinh duwéi ddy
bao gom cac cugdc hop, khdo sdt, dao tao va héi thao, v.v. c6 thé duroc tién hanh bang hai hinh
thirc: tryc tiép va truc tuyén.)

11. Dw tru kinh phi Dw an: Cho téi JPY (duy kién)
(Kinh phi theec té ciia Dur &n sé thay déi theo Hop dong ky két giiza JICA va XXX, sau khi dé c6
Quyét dinh Phé duyét Du an tir Cor quan chii quan Viét Nam.)
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NOTICE ON THE IMPLEMENTATION OF TITLE OF THE PROJECT

To:  Name of the related People’s Committee
CC: Name of Managing Agency

Name of Vietnamese implementing Organization

Name of Japanese implementing organization would like to express its deepest appreciation for the
invaluable support and understanding Name of the related People’s Committee has extended to Name

of Japanese implementing organization.

In close cooperation with Name of Vietnamese implementing organization, we expect to implement
“Title of the project” within the framework of the JICA Partnership Program after receiving the
Decision Letter on Approval issued by Name of Managing Agency of Viet Nam in the near future. The

details of the Project are tentatively written in the attached file No.1.

And we look forward to your continuous guidance and cooperation in order to start the smooth and

effective implementation of the Project.

Name of Japanese implementing organization would like to thank Name of the related People’s

Committee again for your strongsupport and cooperation regarding the Project.

Name of Japanese implementing organization

Name
Representative Director
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NOTICE ON THE IMPLEMENTATION OF TITLE OF THE PROJECT

To:  Name of the related People’s Committee
CC: Name of Managing Agency

Name of Vietnamese implementing Organization

Name of Japanese implementing organization would like to express its deepest appreciation for the
invaluable support and understanding Name of the related People’s Committee has extended to Name
of Japanese implementing organization, and inform you that we have received the Certificate of NGO
Registration issued by Ministry of Foreign Affairs of Viet Nam dated dd/mm/yyyy as attached file
No.I.

In close cooperation with Name of Vietnamese implementing organization, we expect to implement
“Title of the project” within the framework of the JICA Partnership Program after receiving the
Decision Letter on Approval issued by Name of Managing Agency of Viet Nam in the near future. The
details of the Project are tentatively written in the attached file No.2.

And we look forward to your continuous guidance and cooperation in order to start the smooth and

effective implementation of the Project.

Name of Japanese implementing organization would like to thank Name of the related People’s

Committee again for your strongsupport and cooperation regarding the Project.

Name of Japanese implementing organization

Name
Representative Director
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Estimated Project Budget (expected implementing duration)

Total (3 years)

JPY

Content | Amount (JPY)

1. Employment (Japanese staff)

1st year
(JPY)

2nd year
(JPY)

3rd year
(JPY)

1l. Direct Expenses

1. Travel from Japan (Air)

2. Travel (Perdiem + Accomodation)

3. Activities in Viet Nam

(1) Employment (Vietnamese staff)

(2) Transportation fee

(3) Field works, monitoring, seminars, etc

(4) Utility costs (for office)

A (5) Business trip in Viet Nam
(6) Facilities cost
(7) Expenditures for safety measures, etc
4. Equipment
(1) Purchasing cost
(2) Shipping cost
5. Reconsignment fee
11I. Indirect Expenses (44%) *Maximum
Taxes (0%)
Sub Total
B |Training in Japan
TOTAL (A+B)

#* Explanation:
A-l. Employment (Japanese staff)

Co-ordinator (Stationed in Vietnam) and others

A-Il. Direct expenses
1. Travel from Japan (Air): Air ticket
3-1. Employment (Vietnamese staff): Local coordinator (full time), Interpreter (part-time)
3-3. Field works, monitoring, seminars, etc.: Office rental, Per diem for field work, Incountry travel, Meeting, Workshop, Incountry invitation,

Handouts, Interpretation & Translation, etc

A-lIl. Indirect expenses:
The other expenses, such as: equipment maintenance costs, etc.
B. Activities in Japan

Receiving Vietnamese staff to Japan: Air ticket to Japan, Accomodation, Perdiem, Transportation, Interpretation & Translation, etc
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Ngan sach dv an (Kinh phi dv tru, Thei gian thwe hién dy dinh)

Téng cdng (3 nam) JPY

Nam thie | | Nam thir I | Nam thee I

Muc Noi dung Téng s6 tién (JPY) (JPY) (IPY) (JPY)

I. Chi phi nhan sy (ngudi Nhat Ban)

II. Chi phi tryc tiép

1. Chi phi di chuyén tir Nhat Ban (hang khang)

2. Cong tac phi (tre’ cap sinh hoat hang ngay va lwu trad)

3. Kinh phi cho cac hoat dong tai Viét Nam

(1) Chi phi nhan sy (nguoi Viet Nam)

(2) Chi phi di chuyén

(3) Kinh phi cho diéu tra thyc dia, khao sat, hoi nghi,
2%

(4) Chi phi van phong

A (5) Cong tac phi & tai Viet Nam

(6) Chi phi cho co s vat chat va trang thiét bj, v.v

(7) Chi phi trién khai cac bién phap ddm bao an toan
4. May mdc - Trang thiét bj

(1) Chi phi mua sam

(2) Chi phi van chuyén

5. Phi dich vu Gy thac cho Bén thir 3

l1l. Chi phi gian tiép (44%) *T6i da

Céc loai thué, phi (0%)

Téng chi phi

B |Kinh phi cho tap huan tai Nhat Ban

Téng cong (A+B)

» Chu thich:
A-l. Chi phi nhan sw (ngwei Nhat Ban)
Diéu phéi vién (lam viéc tai Viét Nam va céc dia ban khac)
A-ll. Chi phi tryc tiép
1. Chi phi di chuyén tir Nhat Ban (hang khong): vé may bay
3-1. Chi phi nhan sy (ngwoi Viet Nam): nhan vién hé tre thye hién dw an.~ didu phéi vién dia phuong (toan thoi gian), phién dich vién (ban thdi gian)
3-3. Kinh phi cho diéu tra thuc dia, khao sat, hdi nghi, v.v.: thué dia diém, cdng tac phi cho cac chuyén diéu tra thuc dia, di chuyén trong Viét Nam, hoi nghi
tap huén, moi tham dy sw kién/hop trong nwéc Viét Nam, tai liéu phat, bién phién dich v.v.
A-lll. Chi phi gian tiép
Céc chi phi khac (vi du: phi bao dwéng thiét bi, v.v.)
B. Kinh phi cho tap huén tai Nhat Ban
Chi phi tiép nhan hoc vién Viét Nam tham gia tap huén tai Nhat Ban: vé may bay dén Nhat, phi lwu tri, cong tac phi, phi di chuyén, bién - phién dich, v.v.



