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ASEAN-Turkey Sectoral Dialogue Partnership: 
Practical Cooperation Areas (2019-2023)  

 
 
These Practical Cooperation Areas are aimed at implementing the shared commitments 

for an enhanced, deeper, and mutually beneficial ASEAN–Turkey Sectoral Dialogue 

Partnership to further substantiate the cooperation with a focus on practical areas where 

ASEAN and Turkey have expertise and mutual interests:  

 

Political-Security Cooperation  

 

Counter-Terrorism, Violent Extremism, Radicalisation and Transnational Crimes; 

Peace and Reconciliation 

 

1. Explore the possibility of conducting information and intelligence exchange on 

security challenges;   

 

2. Explore the possibility of sharing experiences and best practices in countering 

terrorism, preventing violent extremism and curbing the rise of radicalisation, 

including in anti-money laundering and countering terrorism financing; the 

prosecution, rehabilitation and reintegration of Foreign Terrorist Fighters (FTFs), 

the sharing of intelligence and information on the recruitment and movement of 

FTFs, and in countering the use of internet, including social media, for terrorist 

purposes; 

 

3. Explore the possibility of capacity building cooperation and collaboration 

(ASEAN) and intensify communication, including exchange of visits, to develop 

joint cooperation in countering terrorism and other transnational crimes; 

 

4. Encourage cooperation to promote moderation, tolerance and understanding to 

prevent and to counter terrorism and violent extremism; 

 

5. Explore the possibility of sharing experiences and exchanging best practices in 

the area of preventing and combating transnational crimes including on legal 

matters and law enforcement; 

 

6. Explore the possibility of sharing experiences and best practices in promoting 

peace and reconciliation, including with the ASEAN Institute for Peace and 

Reconciliation (ASEAN-IPR) in accordance with its Terms of Reference;  

 



Adopted at the 2nd AT-JSCC Meeting on 18 July 2019  
 

2 
 

7. Explore the possibility of sharing experiences and best practices in addressing 

humanitarian aspects of landmines and explosive remnants of war in the region, 

including capacity building and support the ASEAN Regional Mine Action Centre 

(ARMAC) to achieve this goal; 

 
8. Explore the possibility to share experiences and best practices in ensuring cyber 

security between the relevant national authorities responsible for cyber security. 

 

 

Economic Cooperation  

 

Trade and Investment  

 

9. Support the promotion of trade and investment relations between ASEAN and 

Turkey;  

 

10. Explore the possibility of cooperation to promote e-commerce between ASEAN 

and Turkey;  

 

11. Promote industrial sectors for mutual cooperation, business-to-business 

contacts, including through exchange of visits of chambers of commerce and 

exchange of visits of investment support offices, technical committees, 

workshops, conferences, seminars, business fora, participation in each other’s 

trade fairs/expositions and other relevant activities.  

 

Public Private Partnership  

 

12. Explore the possibility of sharing experiences and best practices in planning and 

implementing Public Private Partnership projects;  

 

13. Explore the possibility of sharing experiences and best practices on Public 

Private Partnership in the area of infrastructure construction;  

 

Micro, Small and Medium Enterprises  

 

14. Support capacity building in entrepreneurial skills and MSMEs development;  

 

Tourism  

 

15. Support capacity building in the field of hospitality and tourism development;  

 



Adopted at the 2nd AT-JSCC Meeting on 18 July 2019  
 

3 
 

16. Encourage greater flows of tourists between ASEAN and Turkey, such as 

through joint promotional campaigns; cooperation in sharing of data and tourism 

statistics; and support for the development of cultural and heritage resources as 

tourism attractions.  

 

Mining  

 

17. Explore the possibility of sharing experiences and best practices on mining 

investments;  

 

Energy and Renewable Energy  

 

18. Promote cooperation on research and development in the field of energy and 

renewable energy, including support to the implementation of ASEAN Plan of 

Action for Energy Cooperation (APAEC) 2016-2025;  

 

Science and Technology, Innovation, Research and Development  

 

19. Explore the possibility of sharing experiences and best practices on 

standardisation, conformity assessment and metrology;  

 

20. Explore the possibility of sharing experiences and best practices on digital 

transformation of the manufacturing industry;  

 

21. Explore the possibility of sharing experiences and information and explore the 

possibility of developing cooperation concerning the high performance growth of 

ASEAN economies in the Global Innovation Index;  

 

22. Promote cooperation on research and development in the field of Science and 

Technology in the areas of mutual interests and benefits, including support to the 

implementation of ASEAN Plan of Action on Science, Technology and Innovation 

(APASTI) 2016‐2025;  

 

23. Promote cooperation on research and development in the area of information 

and communication technology.  

 

Food and Agriculture  

 

24. Promote the exchange of experts for skills training and other initiatives;  
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25. Explore the possibility of sharing experiences and best practices in sustainable 

agriculture, and food processing and food safety;  

 

26. Explore cooperation on the development of standards and qualifications related 

to agriculture, including through comparability and benchmarking.  

 

 

Socio-Cultural Cooperation  

 

Disaster Management  

 

27. Support capacity building and sharing of best practices and experiences on 

disaster risk reduction and management, namely disaster prevention and 

mitigation, disaster preparedness,  humanitarian assistance and disaster 

relief/response, and disaster recovery, rehabilitation and reconstruction, as well 

as climate change adaptation and mitigation, through the realisation of the 

ASEAN Agreement on Disaster Management and Emergency Response 

(AADMER) Priority Programmes and the One ASEAN One Response; 

 

28. Explore the possibility for cooperation between the Disaster and Emergency 

Management Authority of Turkey and the ASEAN Coordinating Centre for 

Humanitarian Assistance on disaster management (AHA Centre) to strengthen 

ASEAN’s capacity in disaster management, including the implementation of the 

‘ASEAN Declaration on One ASEAN One Response: ASEAN Responding to 

Disasters as One in the Region and Outside the Region’; and collaboration 

among private sectors in ASEAN and Turkey in fostering public-private 

partnerships in support of One ASEAN One Response;  

 

29. Promote the exchange of experts for skills training and other initiatives.  

 

Sustainable Development  

 

30. Support the implementation of the United Nations 2030 Agenda for Sustainable 

Development in ASEAN, and complementarities between the ASEAN Vision 

2025 and the SDGs, through exchange of best practices and capacity building 

initiatives.  
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Culture  

 

31. Promote greater awareness of each other's traditions, arts, heritage and cultures, 

through regularly held cultural festivals, art exhibitions (except for those of 

cultural heritage), film festivals, workshops and other cultural events and 

activities;  

 

32. Promote creative industry cooperation in areas such as, music, craft, cuisine, 

etc.;  

 

33. Encourage assistance and support for the protection, conservation and 

restoration of cultural and historical heritage;  

 

34. Promote human resource development and training in the field of culture, 

including through the exchange of experiences on the hosting of large-scale 

cultural activities;  

 

35. Promote people-to-people contacts, networking and exchange of visits between 

government officials, artists, students, youth, academicians, scholars, librarians, 

media, community representatives, as well as diplomats;  

 

36. Explore possible cooperation in co-production of films, TV shows, and other 

forms of new media to promote inter-cultural awareness and foster people-to-

people interaction, understanding and ties through film festivals and exchanges 

of media personnel;  

 

37. Encourage the translation and publication of literary works from their own 

languages to the others;  

 

38. Encourage the collaboration and direct contacts between public libraries for the 

purpose of exchanging information materials and publications.  

 

Education, Skills Training and Youth Development  

 

39. Promote cooperation on human resource development, in the areas of mutual 

benefits and interests, including through students and youth exchange programs, 

training of teachers and education practitioners, higher education, scholarship 

programmes, research and sharing best practices and experiences; 
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40. Promote cooperation in technical and vocational education and training through 

consultations, information sharing, exchange programmes and capacity building.  

 

ASEAN Smart Cities Network  

 

41. Explore the possibility of supporting ASEAN Smart Cities Network through 

mutually accepted initiatives.  

 

Connectivity  

 

42. Explore the possibility of cooperation to support the implementation of the Master 

Plan on ASEAN Connectivity (MPAC) 2025.  

 

Narrowing Development Gap  

 

43. Explore the possibility of cooperation to support the implementation of the 

Initiative for ASEAN Integration (IAI) Work Plan III.  

 

Follow-Up Mechanism  

 

The implementation of this Practical Cooperation Areas will be reviewed by the ASEAN-

Turkey Joint Sectoral Cooperation Committee (AT-JSCC) Meeting and an annual 

progress report on the implementation of the Practical Cooperation Areas shall be 

submitted to the AT-JSCC.  ASEAN and Turkey may make amendments to this Priority 

Plan as it may find appropriate at any time.  

 

…. 
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INFORMATION NOTE 

ASEAN Project Management Framework (PMF) Documents 

1. ASEAN cooperation projects are proposed and sponsored by ASEAN Committees, Bodies, 
or entities that support ASEAN Community integration efforts and may involve 
collaborations with ASEAN External Partners. It is important that ASEAN cooperation 
projects adhere to the principles of the ASEAN Charter, including the principle of equality 
of treatment of ASEAN Member States. For a project to be considered as an ASEAN 
cooperation project, it must: 

a) address challenges at the regional level and create synergies with other projects that 
address the same issues, 

b) benefit ASEAN and engage all ASEAN Member States,  

c) align with ASEAN Community Blueprints and other relevant ASEAN documents, and 
be endorsed by either the relevant ASEAN Sectoral Committee or ASEAN Body, or the 
Committee of the Permanent Representatives to ASEAN (CPR), or both. 

2. The purpose of this Information Note is to provide general information on the ASEAN 
Project Management Framework Documents, namely the ASEAN Cooperation Projects 
Design and Management Manual, the Standard Operating Procedure for ASEAN Project 
Appraisal and Approval (SOP PAA), the Guidelines on Implementation and Monitoring of 
ASEAN Cooperation Projects and the Guidelines on Closing ASEAN Cooperation Projects. 
The SOP and Guidelines are considered internal ASEAN documents while the Manual and 
templates are available for public at the ASEAN website with the following link 
https://asean.org/resource/asean-project-templates/.  

3. The ASEAN Secretariat regularly improves the the ASEAN Project Management 
Framework (PMF) to enable the ASEAN Secretariat to manage efficient, reliable and 
comprehensive Result Based Management (RBM) processes, procedures, and systems for 
its clients that link project results to higher-level ASEAN objectives. 

I. ASEAN Cooperation Projects Design and Management Manual 

4. The ASEAN Cooperation Projects Design and Management Manual, along with its Annexes 
was developed to promote results-based approaches and provide comprehensive 
guidance to stakeholders.  

5. Whether simple or complex, or single- or multi-year, ASEAN cooperation projects take 
many different formats and cover all three Pillars. These endeavours have important 
similarities. Projects must have clear results and contributions as well as impeccable 
financial management, as they are typically funded by ASEAN, ASEAN Member States, or 
ASEAN’s Dialogue Partners, Sectoral Dialogue Partners, Development Partners, as well as 
other external partners. From the proposal development stage to the completion report, 
projects must be developed and implemented according to ASEAN guidelines or those 
agreed to by ASEAN and its external partners. Most importantly, projects must be 
designed and implemented to realise the maximum benefit to their intended 
beneficiaries, and must also directly support ASEAN’s goals and objectives. Such 
undertakings are never easy. Therefore, the ASEAN Secretariat has developed this 
Manual, which has seven chapters. 

https://asean.org/resource/asean-project-templates/
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6. Chapters One and Two describe the Manual’s purpose, offer an overview of ASEAN 
development cooperation, and describe collaboration with ASEAN External Partners and 
the flow of the ASEAN cooperation project lifecycle. Chapter Three explores how results-
based management principles must be used to guide project design, development, 
planning, implementation, monitoring, reporting, and evaluation. Chapters Four through 
Seven offer a description of the processes, references, and general guidelines for 
developing, implementing, and managing ASEAN cooperation projects according to 
results-based principles. 

7. The Manual will streamline the ASEAN cooperation project management process by 
assembling, in one document, a multitude of rules, regulations, policies and standard 
operating procedures. All the documents contained in the Manual have been harmonised 
and internally referenced in a consistent way. Unfamiliar acronyms and terms have been 
better explained. Complex cross-department requirements have been made clear. Users 
of the Manual can find out–with ease–what they must do, who must approve their ideas 
and the procedures and timeframes involved. The Manual includes information on the 
appraisal and approval process, implementation and monitoring, and completion of 
ASEAN Cooperation Projects. 

8. The Manual will also educate its users. Annex 5 of the Manual, dubbed “The Toolbox” 
contains 13 sections that offer a short course in project design and management in the 
ASEAN context. The subjects covered include conducting stakeholder assessments; 
conducting problem and objective tree analyses; explaining intervention logic; guidance 
on risk analysis; developing indicators and a monitoring framework; and an exploration 
of data collection methods, such as surveys, interviews and focus group discussions. The 
Toolbox is available for public and can accessed through the following link 
https://asean.org/storage/Programming-Manual-Toolbox.pdf 

9. The Toolbox offers users–who will come from a variety of professional, educational, and 
linguistic backgrounds–a basic orientation to the contemporary concepts of project 
management in a development context. It also offers users a foundation to develop 
ASEAN cooperation projects that meet ASEAN’s requirements that they be results based, 
transparent, effective, regional, and serve their beneficiaries. 

10. The Manual also offers templates to streamline the creation of project proposals and 
project completion reports. The templates provide a format, along with examples, to 
ensure that proposals and reports meet ASEAN’s programmatic, financial, and 
management standards. Several chapters of the Manual have been dedicated to step-by-
step explanations of how to complete the templates, with instructions written in clear 
language and several examples have been provided. 

11. Finally, all this information has been presented clearly, with a minimum of bureaucratic 
language, to make processes transparent as well as understandable to its culturally 
diverse users. The Manual is available for public and can be accessed through the 
following link https://asean.org/storage/ASEAN-Cooperation-Projects-Design-and-
Management-Manual.pdf.  

https://asean.org/storage/ASEAN-Cooperation-Projects-Design-and-Management-Manual.pdf
https://asean.org/storage/ASEAN-Cooperation-Projects-Design-and-Management-Manual.pdf
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II. Standard Operating Procedure for ASEAN Project Appraisal and 
Approval (SOP PAA) 

12. The SOP PAA seek to establish a comprehensive, efficient, and effective appraisal and 
approval mechanism for ASEAN cooperation projects. Projects appraised and approved 
through the ASEAN established SOP PAA are automatically recognised as ASEAN 
cooperation projects. In general, the SOP PAA shall apply in full to: 

a) Projects seeking funding support from the ASEAN Development Fund (ADF) and the 
ASEAN Cultural Fund (ACF); 

b) Projects seeking funding support from ASEAN External Partners’ funds that are: 

i. Administered by the ASEAN Secretariat as ASEAN-Dialogue Partner Trust and 
Project Funds (TPF); or 

ii. Administered by the ASEAN Secretariat but outside of the ASEAN-Dialogue 
Partner (DP) TPF. 

c) Projects seeking funding support from Trust or Project Funds established by Sectoral 
Bodies with or without funding support from Dialogue Partners that do not have their 
own established appraisal and approval process.  

13. ASEAN cooperation projects funded by the individual ASEAN Member State (AMS) shall, 
in principle, go through the main elements of the SOP PAA, namely: appraisal by the 
ASEAN Secretariat through the Proposal Appraisal Meeting (PAM) and Project Appraisal 
Committee (PAC) or similar review mechanism, the endorsement of an ASEAN Sponsoring 
Body, and final approval by the relevant approving body or the CPR. 

14. Multi-year programmes funded by Dialogue Partners, Sectoral Dialogue Partners, and 
Development Partners shall, in principle, go through the main elements of the SOP PAA. 
Sub-projects and activities under multi-year programmes shall be approved by the 
established governance mechanism, such as a Project Steering Committee. 

15. Projects and programmes to be funded by Sectoral Dialogue Partners and Development 
Partners whose funds are not managed by the ASEAN Secretariat, shall, in principle, go 
through the SOP PAA, particularly the ASEAN Secretariat’s review and the relevant 
Sectoral Body’s endorsement.  

16. Projects and programmes to be funded by other external partners, including multilateral 
and international organisations such as the Asian Development Bank, the World Bank, 
and United Nations agencies, shall, in principle, go through the project appraisal and 
approval process, particularly the ASEAN Secretariat’s review and the relevant Sectoral 
Body’s endorsement.  

Proposal Development 

17. The Proponent shall refer to the prescribed ASEAN Cooperation Project Proposal 
template (and or the agreed template with the external partner). The Proponent shall 
refer to the ASEAN Cooperation Projects Design and Management Manual, on the general 
guidance on how to fill-up the project proposal template, which is accessible in the 
following link: http://asean.org/resource/asean-project-templates/ 

18. As such, Proponents submitting a project proposal for the ASEAN cooperation project are 
required to: 

http://asean.org/resource/asean-project-templates/
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a. Ensure that the project is aligned with the ASEAN Community Blueprints and 
relevant ASEAN documents; 

b. Identify the sponsoring ASEAN body in the project proposal per consultations with 
the ASEAN Secretariat; 

c. Seek guidance from the relevant ASEAN Sponsoring Body through the concerned 
Desk Officer at the ASEAN Secretariat during the development of the project 
proposal; 

d. Consult and seek inputs from the relevant Programme Management Team (PMT) if 
applicable prior to submitting the project proposal for the ASEAN Secretariat’s 
appraisal and approval process; 

e. Consult and seek input from the ASEAN Secretariat for projects seeking funding from 
the ADF, the ACF, and Sectoral Body TPF; 

f. Attach the interim or completion reports of previous project phases when 
submitting recurring or next-phase project proposals and take into account the 
results, feedback, and inputs from the former during the design of the latter. Next-
phase project proposals shall be processed as regular project proposals through the 
appraisal and approval process; and 

g. Identify the proposed source of funding before submitting the project proposal for 
appraisal. Proponents may coordinate with the ASEAN Secretariat and relevant 
established PMT (if any) or relevant Mission of Dialogue Partners to ASEAN (if 
applicable). 

Figure 1: Main Elements of Project Appraisal and Approval for ASEAN Cooperation 
Projects 

 

The project appraisal and approval process, starting proposal submission up to obtaining 
the approval from CPR as a final approving body, will take up to 88 working days for single 
Sector projects and 96 working days for cross-Sectoral projects. However, if the final 
approving body is a DP, the process will take additional days up to 45 calendar days. 

Proposal Submission 

19. Proponents submitting a proposal for an ASEAN cooperation project are required to 
adhere to the ASEAN project appraisal and approval process (if applicable). 

a. Proponents from AMS may submit proposals through an ASEAN Member State 
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(ASEAN National Secretariats, line agencies, ASEAN bodies), a relevant Sectoral 
Division, Programme Cooperation & Project Management Division (PCPMD), or any 
of the External Relations Divisions (ERD) of the ASEAN Secretariat, or during a 
meeting of an ASEAN Body (committee/working group/expert group). 

b. Proponents from External Partners may submit proposals directly through ERD or a 
relevant Sectoral Division, with a copy provided to the PCPMD. 

c. Project proposals shall be submitted using the ASEAN Project Proposal template, 
electronically, and in Microsoft Word (narrative) and Excel (budget and workplan) 
format. 

d. Proposals shall be submitted to the ASEAN Secretariat at least 88 working days prior 
to the intended project commencement date. 

Project Appraisal and Approval 

ASEAN Secretariat Review 

20. The ASEAN Secretariat review mechanism for project proposals comprises the PAM and 
PAC. PAM shall focus on adherence of the project proposal to the ASEAN Cooperation 
Project Proposal template, as well as on the clarity of each section of the template, 
including benefits and the participation of the AMS, objectives, outputs, indicators, 
means of verification, and also the management of the project. While PAC shall focus on 
the project’s relevance, regionality, attainment of results, cost-efficiency, impact, 
sustainability and other relevant strategic issues pertaining to the project. For project 
with poor quality or incomplete information, the ASEAN Secretariat shall send the 
proposal back to the project proponent for revision. The overall ASEAN Secretariat review 
process shall take a maximum of 14 working days. 

ASEAN Sponsoring Body(s) Endorsement 

21. The ASEAN Secretariat submits the proposal for review and endorsement by the ASEAN 
Sectoral Body(s). For cross-sectoral project, the ASEAN Secretariat shall submit the 
proposal to the Relevant ASEAN Co-Sponsoring Body for support and the Lead ASEAN 
Sponsoring Body for endorsement. The overall ASEAN Sponsoring Body(s) endorsement 
process shall take a maximum of 18 working days for single-sector projects and 26 
working days for cross-sectoral projects. 

22. If the proposal received comments from the ASEAN Secretariat and the ASEAN Sponsoring 
Body, the ASEAN Secretariat shall send the project proposal and the appraiser’s 
comments to the Proponent for revision. The Proponent shall return the revised project 
proposal to the ASEAN Secretariat within 10 working days. Upon request from the 
Proponent, the revision time can be extended up to 30 working days and another 20 
working days, after which the proposal appraisal will be terminated. The Proponent may 
opt to re-submit the reformulated proposal to the ASEAN Secretariat after the deadline, 
but in such cases, the proposal shall be considered as a new submission. 

Final Approving Body(s) Approval 

23. The ASEAN Secretariat shall submit the proposal to the CPR who act on behalf of ASEAN 
as the final approving body. If the proposal received comments from the CPR, the ASEAN 
Secretariat shall send the project proposal and the comments to the Proponent for 
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revision. The overall Final Approving Body(s) approval process shall take a maximum of 
18 working days if there is no revision needed. 

24. For projects seeking funding from ASEAN-Dialogue Partner/Sectoral Dialogue Partner 
Trust Funds, once the CPR approval is secured, the ASEAN Secretariat shall submit the 
approved project proposal to the respective DP/SDP for approval, either through the 
Country Coordinator or directly to the DP/SDP. DP/SDP shall respond to the project 
proposal within 45 calendar days. If the DP/SDP provides inputs to the project proposal, 
the Proponent shall return the amended proposal within 10 working days (2 weeks). If 
the relevant DP/SDP does not respond within 45 calendar days, the project proposal shall 
be considered rejected by the DP/SDP. ERD shall inform the Proponent accordingly. 

Post CPR Approval 

25. If the project proposal is revised by Dialogue Partner/Sectoral Dialogue Partner, and if the 
change(s) to the project proposal fulfil any of the criteria which required resubmission to 
the CPR, then the proposal shall be submitted for the Post CPR Approval process. The 
following are the criteria for post CPR approval: 

a. Upward or downward revision of the total project cost of more than 25 percent from 
the initial funding amount, 

b. Change in the ASEAN Sponsoring Body or Working Group, 

c. Revision to the scope and intended beneficiary(s) of the project, 

d. Revision to the project’s objectives and intended outputs, 

e. Change in management and implementation arrangements, as deemed necessary 
by the ASEAN Secretariat, or a 

f. Change in the funding source. 

For such projects, the ASEAN Secretariat shall inform and submit the revised project 
proposal to the ASEAN Sponsoring Body(s) and the CPR for re-approval. 

III. Guidelines for the Implementation and Monitoring of ASEAN 
Cooperation Projects 

26. Once the final approving body/ies approve an ASEAN cooperation project, it goes to the 
implementation stage, where the Implementing Agency (IA) implements the project 
based on the approved project proposal. The IA is then expected to implement the project 
to reach the intended project results effectively. The guidelines were developed to 
address the common questions received on implementation and monitoring and outline 
the requirements and procedures to implement and monitor projects to ensure 
accountability of implementing agencies/proponents in implementing approved projects 
funded by Trust Project Funds (TPFs) under the custody of the ASEAN Secretariat.  

27. The Guidelines complement the existing PMF documents and apply to all ASEAN 
cooperation projects for which funds were disbursed by the ASEAN Secretariat, and 
appraised and approved through the SOP-PAA. Current and future funds that may or may 
not be managed by the ASEAN Secretariat and do not yet have project implementation 
and monitoring guidelines may also use the Guidelines, provided that it is agreeable to 
both ASEAN and the External Partners. 
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28. The eligibility of Implementing Agencies (IA) in the ASEAN cooperation project as follows:  

• IA is the legal entity nominated by the Proponent that receives project funding 
from the ASEAN Secretariat and which then implements the approved project 
based on the final approved project scope, budget and timeline.  

• IA is responsible for the achievement of the project’s objectives and intended 
results, project monitoring and reporting and the submission of the required 
project reports.  

• IA can be ministries and government-affiliated organisations and entities from 
AMS and External Partners; non-profit making organisations and entities whose 
proposals have been endorsed by or jointly proposed with a relevant ministry 
with both AMS and External Partners; organisations and entities selected 
through a competitive bidding process; the ASEAN Secretariat; & others as 
approved by the final approving body of the funding source. 

29.  The proponent and IA will be notified by the ASEAN Secretariat after the proposal is 
approved by the final approving body. The SOP on Project Financial Disbursement and 
Reporting (PFDR) spells out the requirements and procedures for financial disbursement, 
financial oversight, and financial accountability by all Implementing Agencies/Proponents 
for approved projects funded by Trust/Project Funds under the ASEAN Secretariat’s 
custody from inception to closure of the project. Delay in the commencement of the 
project beyond three months shall be reported to the ASEAN Secretariat Desk Officer (DO) 
facilitating the project. The DO shall coordinate with the ASEAN Sponsoring Body and the 
concerned External Partner or Project Management Team (PMT). The delay should have 
a justifiable reason and shall be subject to the availability of funding as defined by the 
governance mechanism of the funding source.  

Project Implementation and Monitoring  

30. The IA is responsible for managing project implementation. More specifically:  

a. The IA is required to implement the project according to the approved project 
proposal, in terms of scope, budget, time frame and work plan.  

b. IAs are advised to carry out the following activities and mechanisms during the 
implementation of the project:  

1) Governance mechanism. Especially for multi-year projects, it is advised to 
establish a clear governance mechanism for the project. The mechanism should 
be proposed during the project design and further discussed and finalized at the 
inception stage. The governance mechanism, e.g., a steering committee, is tasked 
with overseeing and providing policy guidance during implementation. The 
steering committee can be composed of representatives from the sponsoring 
body, the ASEAN Secretariat and or External Partners and will meet regularly to 
discuss project implementation and provide timely decisions or 
recommendations to the final approving body of the Fund. If the IA and the 
proponent are not the same, the proponent is expected to be part of the 
governance mechanism. Projects with durations less than one year may also 
consider establishing a governance mechanism if relevant.  

2) Inception meeting or workshop. The activity aims to provide basic information to 
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project stakeholders on the objectives, expected results, activities, work plan, and 
monitoring plan. The inception meeting also aims to discuss and clarify the 
governance mechanism of the project, including roles and responsibilities of each 
stakeholder involved in the project. Resource persons from ASEAN Secretariat or 
the relevant Project Management Team (PMT) can be invited to this meeting to 
provide input and technical advice on project implementation. The output of the 
inception meeting is an agreed project implementation arrangement among 
stakeholders and a finalized work plan and monitoring plan based on the 
approved project proposal and budget. Especially in case of a delay in project 
commencement, it is strongly advised to organise an inception meeting, in order 
to confirm, at a minimum, the budget and work plan. 

3) A midterm review meeting or workshop to discuss and share information to 
project stakeholders on the progress of the implementation of the project. The 
output will be a midterm review report, which may include documented project 
performance in terms of effectiveness and efficiency and other relevant key 
findings. If applicable, also include any implementation changes, with or without 
budget and timeline implications. This report should follow Section A of the 
Project Completion Report Template. The report is submitted to the designated 
ASEAN Secretariat DO, with a copy to PCPMD. A midterm review meeting or 
workshop is strongly recommended for projects with a duration of one year or 
more. However, shorter-term projects may also consider holding a midterm 
exercise.  

4) End-of-project-review meeting or workshop. This activity aims to discuss and 
inform project stakeholders on the achievements of the project and to document 
lessons learned and recommendations for a similar project or to help set the 
future direction of a next-phase project. The output is an end-of-project-review 
report that highlights the project achievements, lessons learned, and 
recommendations. This report can follow Section B of the Project Completion 
Report Template. 

5) The IA is responsible for coordinating with the relevant DO on the overall 
implementation of the approved project and to participate in the governance 
mechanism of the project. 

6) The IA is responsible, through the proponent, to secure approval of any change 
requests, and, for changes with budget implications, to seek approval from the 
relevant ASEAN Sponsoring Body (ASB) and the Fund, through the ASEAN 
Secretariat and the concerned PMT. 

7) The IA is required to report to DO when the date of the last activity was 
completed. The IA will send an email to the DO on the completion of the last 
activity of the project within a week after the activity was completed. The same 
information can also be shared in advance by the IA to the DO in the interim report 
of the project (if applicable).  

8) The IA is fully responsible for monitoring and reporting the progress of the project 
and ensuring that the project is implemented as efficiently and effectively as 
possible, and is ultimately able to achieve its objectives and required outputs as 
stated in the approved project proposal. If the IA is the same as the Proponent, 
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then the IA should be held responsible. If the IA is not the Proponent, then both 
the IA, as the entity who received the funding and implemented the project, and 
the Proponent, as the one who nominated the IA, are both responsible. The DO 
shall monitor the achievement of important project milestones (commencement, 
ongoing, implemented, and completed) and report progress to the ASEAN 
Sponsoring Body with copies to the PCPMD and PMT, if applicable. 

9) Projects where ASEAN Secretariat is the Implementing Agency shall follow the 
rules and procedures of the ASEAN Secretariat in establishment of the project 
team, setting up the office, procurement, and implementation. The DO shall have 
supervision of the project and its project activities and liaise with the relevant 
ASEAN Secretariat Divisions in carrying out project implementation, monitoring, 
and reporting. This may include having an approved project charter, project 
management plan, and staffing pattern. 

 

Project Progress and Completion Reporting 

31. The prescribed procedure and reporting requirements shall follow the SOP-PFDR and the 
Guidelines for Closing ASEAN Cooperation Projects.  

32. If the IA is different from the Proponent, the IA shall prepare the progress and completion 
reports and forward to the proponent or the governance mechanism for review and 
feedback. Upon approval and confirmation, the IA will submit the progress and 
completion reports to ASEAN Secretariat through the DO. In that case, progress and 
completion reports shall be accompanied by a confirmation letter from the Proponent.  

33. DOs shall remind proponents and IAs of their responsibilities to submit the relevant 
reports as outlined above. 

Changes during Project Implementation  

34. In case there are changes to be made during the implementation of the project (e.g. 
change in implementation arrangements, activities, workplan and budget) the IA is 
required to seek approval from the relevant approving body through the relevant DO. The 
proposed changes should be intended primarily to ensure effective achievement of the 
project results. The need for change generally transpires from project monitoring, e.g. 
when the monitoring findings highlight that the activities conducted will not optimally 
contribute in achieving the expected project results, as per the project plan. The reasons 
for such deviations can be valid, and review and analysis of the findings (e.g. during a mid-
term review meeting) should lead to proposed changes and improvements in the project 
implementation.  

 

35. The following changes require re-approval of the ASEAN Sponsoring Body, subject to 
consultation with the relevant PMT/ DP Mission: 

1) Changes that have implications on the original approved budget (e.g. budget re-
appropriation, changes in budget line items without budget increase). The re-
approval is mandatory for funds which have guidelines/ manual that states so. 

2) Changes to the timeframe (to a maximum of six months from the original 
completion date) constitute a no-cost extension.  
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3) Changes in management and implementation arrangements (e.g., changes to the 
Proponent or IA, ASEAN Sponsoring Body, or Working Group), as well as revisions 
to the scope and intended beneficiaries of the project.  

4) Properly justified changes in expected key outputs or outcome level results that 
do not have budget implication.  

 

36. The following changes require re-approval of the Committee of the Permanent 
Representatives to ASEAN, and the relevant External Partner: 

 

1) Project changes that exceed the original approved budget.  

 

37. The process for seeking approval of changes under paragraph 35 are as follows:  

1) IA should bring the issue for decision and endorsement by the project governance 
mechanism (if any). 

2) IA shall inform the DO, through the proponent, of the proposed changes, with copy 
to PCPMD. The IA has to submit the revised project proposal, budget, and work 
plan, along with the relevant reasons for the change, at least 30 days prior to the 
proposed changes. 

3) ASEAN Secretariat DO shall inform the relevant PMT of the proposed changes as 
well as PCPMD for ADF and ACF, for their records. In absence of the PMT, the ERD 
shall be informed.  

4) DO shall facilitate seeking approval of the proposed changes from the endorsing 
ASB. 

5) The IA will start implementation of the approved changes.  

 

38. The process for seeking approval of changes as under paragraph 36 will be as follows:  

1) IA should bring the issue for decision and endorsement by the project governance 
mechanism (if any). 

2) IA shall inform the ASEAN Secretariat DO through the proponent of the proposed 
changes with copy to PCPMD. The IA has to submit the revised project proposal, 
budget, and work plan, along with the relevant reasons for the change, at least 60 
days prior to the proposed changes. 

3) DO shall consult the proposed changes with the relevant PMT or ERD, the 
concerned Mission of the External Partner (in the absence of the PMT) and PCPMD 
for ADF and ACF, for their initial review and clearance.  

4) DO shall facilitate seeking the approval of the proposed changes from the 
endorsing ASB 

5) Once approval from ASB has been obtained, the DO requests that the PCPMD 
obtain CPR approval, or Sub-Committee on Development Cooperation (SCDC) for 
ADF and ACF. 

6) For projects funded by External Partners, upon CPR approval, the DO shall seek 
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the approval of the concerned External Partner through the ERD or the concerned 
Mission of the External Partner  

7) After getting approval from the concerned External Partner, the DO shall inform 
the proponent or IA, and send a copy to the PCPMD and Finance and Budget 
Division (FBD) of the ASEAN Secretariat. 

8) The IA will start the implementation of the approved changes.  

Any unspent balance of funds disbursed shall be returned, in accordance with the SOP-
PFDR.  

Early Project Termination  

39. In the case of early project completion, where all project deliverables have been achieved, 
the normal completion process can be followed (see Guidelines for Closing ASEAN 
Cooperation Projects). 

40. In case a project needs to be terminated earlier than the approved completion date 
without having achieved all project deliverables, the process for seeking approval will be 
as follows: 

1) IA should bring the issue for decision and endorsement by the project governance 
mechanism (if any). 

2) IA shall prepare an official letter to request early project termination. The letter 
should state the current status of the project, which key outputs and outcomes 
have been achieved and which have not been achieved (based on monitoring 
results), the justifications for early project termination, budget implication, and 
the proposed early termination date of the project.  

3) IA shall send this official letter to the DO through the proponent of the proposed 
early project termination with copy to the PCPMD and FBD. The IA has to submit 
the official letter together with the project proposal, budget and revised workplan 
at least 60 days prior to the proposed date of the early project termination.  

4) DO shall consult the proposed early project termination with the relevant PMT (if 
available), concerned Mission (through the ERD) or PCPMD (for ADF and ACF) for 
their initial review and clearance.  

5) Upon clearance from relevant PMT/concerned Mission/PCPMD, the DO shall 
facilitate seeking approval of the proposed early project termination from the 
endorsing ASB.  

6) After endorsement from the ASB, the DO shall seek formal approval of the 
concerned External Partner through the concerned Mission or CPR Working Group 
/ SCDC for ADF and ACF.  

7) After getting approval from the External Partner or CPRWG / SCDC, the DO shall 
inform the IA/proponent.  

8) The IA will implement the early project termination.  

41. On evaluation, a project with more than a one-year implementation timeframe or a 
budget of over USD 1 million needs to be evaluated. Such a project proposal should 
include a budget for project evaluation. The key findings and recommendations of the 
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project evaluation are to be reflected in the PCR and the Evaluation Report need to be 
annexed to the PCR. 

IV. Guidelines on Closing ASEAN Cooperation Projects 
 

Figure 2: Closing ASEAN Cooperation Projects 

 
42. The Guidelines on Closing ASEAN Cooperation Projects outline the requirements and 

procedures to close ASEAN cooperation projects to ensure accountability and the good 
governance of funds used. The Guidelines apply to all ASEAN cooperation projects for 
which funds were disbursed by the ASEAN Secretariat and which were appraised and 
approved using the SOP-PAA. 

43. An ASEAN cooperation project shall be considered closed if it fulfils the following 
requirements: 

a. The original signed hard and soft copies, in Microsoft Word format, of the narrative 
component of the Project Completion Report (PCR) have been received and verified 
by the ASEAN Secretariat. The PCR shall include copies of the project outputs or 
deliverables and the evaluation report (if applicable) as stated in the approved 
project proposal; and 

b. The original signed financial component of the Project Completion Report has been 
received and fully accepted by the ASEAN Secretariat, and unexpended funds have 
been returned to the ASEAN Secretariat. 

44. The required ASEAN Cooperation Project Completion Report template, composed of both 
narrative and financial components, shall be completed and submitted by the Proponent 
or Implementing Agency (IA) to the ASEAN Secretariat within 60 days after the project has 
been fully implemented and the outputs or deliverables have been finalised. If the IA is 
different from the Proponent, the IA must first submit the PCR to the Proponent for 
review and approval. If the Proponent or IA does not submit the PCR within 60 days of 
project completion, the ASEAN Secretariat shall remind Proponent and IA of their 
responsibilities to submit the relevant reports. The ASEAN Secretariat shall send regular 
fortnightly reminders to the Proponent or IA.  

45. The ASEAN Secretariat shall review the narrative component of the PCR based on the 
review sheet to ensure the following: 

a. The PCR fulfils all elements required in the ASEAN Cooperation Project Report 
template. 

PCR 
Submission

ASEAN 
Secretariat 

Review

Sponsoring 
Body/ 

Committee 
Review

Return of 
Unspent 
Balance

Project 
Closed
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b. The project’s results are in line with the objectives and expected outputs stated in 
the project proposal, and that the Proponent or IA has reported results based on 
the approved indicators from the project proposal and has provided justification for 
any deviation or variance. 

The ASEAN Secretariat shall also check the financial component of the PCR against the 
approved budget and verify if the utilisation of funds is supported by proper 
documentation.  

46. Comments or inputs from the ASEAN Secretariat, if any, on the PCR shall be conveyed to 
the Proponent or IA. Within 10 working days after receiving the reviewed PCR from the 
ASEAN Secretariat, the Proponent or IA shall revise the PCR, respond to queries by the 
ASEAN Secretariat, and provide additional supporting documents, as requested.  

47. In the event that the proponent or IA does not submit the revised PCR within 10 working 
days, the ASEAN Secretariat shall send weekly reminders to the Proponent or IA. Once 
the Proponent or IA submits the revised PCR, the ASEAN Secretariat shall conduct a final 
check on the revised PCR, as well as on the completeness of supporting documents. 

48. After its final review, the ASEAN Secretariat shall submit the PCR and relevant documents, 
outputs, and deliverables to the relevant ASEAN Sponsoring Body. The ASEAN Sponsoring 
Body shall review the meaningful contributions and relevance of the project results to the 
appropriate Sectoral Work Plan and Blueprint based on the final outputs and outcomes, 
and indicate their approval. If the PCR found to be fully acceptable by the ASEAN 
Sponsoring Body and the ASEAN Secretariat, the ASEAN Secretariat shall inform the 
Proponent or IA of the acceptance of the PCR. 

49. Any unspent balance of disbursed funds shall be returned 90 days after the project 
completion date at the latest. Any interest earned from the funds by the Proponent or IA 
should be included in the financial report and returned to the ASEAN Secretariat with the 
unspent balance.  After the unspent balance, as well as any earned interest, has been 
received, the ASEAN Secretariat will accordingly mark the project as complete. The ASEAN 
Secretariat shall also inform the Proponent/IA that the project has been completed and 
the project account closed. 

50. The ASEAN Secretariat shall distribute the Project Completion Report, relevant document 
outputs and deliverables to the concerned ASEAN Sponsoring Body, and concerned 
External Partners and inform them that the project is considered closed. The ASEAN 
Secretariat shall archive the Project Completion Report and related project output 
documents. 

 

****** 
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ASEAN Cooperation Project 
Proposal

For assistance on how to complete this template, please refer to the “ASEAN 
Cooperation Projects Design and Management Manual”, which can be 

downloaded at
http://asean.org/resource/asean-project-templates/.

1. PROJECT DETAILS

Proposal Identification Code:
(to be completed by the ASEAN Secretariat)

Project Title: 
Brief Project Description – 300 words max:

Recurring Project: Yes No
If Yes, Previous Project Identification Code:

Project Classification: ASEAN Socio-Cultural Community Blueprint
Scope: Single Sector        Cross-Sector
Pillar:

IAI

http://asean.org/resource/asean-project-templates/
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(Main) Blueprint:
A.1. Engaged Stakeholders in 
ASEAN processes
A.2. Empowered People and 
Strengthened Institutions
B.1. Reducing Barriers
B.2. Equitable Access for All
E.1. Towards an Open and 
Adaptive ASEAN
E.2. Towards a Creative, 
Innovative and Responsive 
ASEAN

(Main) Characteristic: ASCC 

Action Line(s):

Action(s):

Connectivity 
Linkage: 
Strategy:
Key Action(s):

Information below to be completed by the ASEAN Secretariat:
Nature of Confidence Building 
Cooperation: Harmonisation

Special Assistance 
Joint Effort
Regional Integration / Expansion

Type of Policy Initiative
Intervention: Establishment of Institutional Mechanisms

Human Capacity Building
Project Duration: < 6 months 6-12 months > 12 months  
Proposed Commencement Date: xx.xx.202x
Proposed Completion Date: xx.xx.202x

Participating ASEAN Member States: All 
If not all (or not all in the same way), please indicate reason:

All Member States are expected to participate in the project as the project will grant scholarship from 
each of the members.

Sponsoring ASEAN Body

Sectoral Committee/Main Body:
Meeting Number/Date: / xx.xx.202x

Working Group/Sub-Committee:
Meeting Number/Date: / xx.xx.202x

yorum [PCPMD1]:  The proposed commencement and 
completion dates here differ from the implementation 
period stated in Annex 2-indicative work plan (2022-
2025). 

If the project intends to commence in September 2022, 
the Proponent to consider adjusting the proposed 
commencement and completion date accordingly with 
a more realistic date. Please consider the 
appraisal/approval process of at least 83 working days 
for a single sector project and at least 88 working days 
for a cross-sectoral project, plus 45 days approval 
period from the funding’s External Partner.

yorum [PCPMD2]:  The meeting number and dates are 
for the date of endorsement from the ASEAN 
Sponsoring Body and Working Group to the proposal, 
which has not happened yet. Propose to remove the 
date for the actual date once the relevant ASB and WG 
endorse the proposal.
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Proponent’s Name and Address: 
Email: 
Mobile: +905xx xxx xxxx

Phone: +90312 xxx xxxx

Implementing Agency’s Name and Address (if different from above): 

Contact Person and Contact Details:

Date of Proposal Submission: 25.04.202xx

Proposed Funding Source(s): ASEAN-Turkey Fund

Proposed Project Budget (total in USD):

Information below to be completed by the PCPMD of the ASEAN Secretariat
Recommendation of the ASEAN Secretariat

Meeting No./Date : / dd.mm.yyyy
Action : Endorsed Not Endorsed

Approval of Committee of Permanent Representatives to ASEAN (CPR)
Meeting No./Date : / dd.mm.yyyy

Action : Endorsed Not Endorsed

2. PROJECT JUSTIFICATION, REGIONALITY AND BENEFICIARIES – 600 words max
Current Problem.

yorum [PCPMD3]:  Please indicate the total proposed 
budget amount as stated in Annex 1-Budget and the 
information if the funding will be a cost-sharing among 
AMS, Proponent, and ATF.
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(a) Project History – yorum [PCPMD4]:  Any previous ASEAN- Türkiye 
projects related to this project? If none, the Proponent 
may explain that this is a first-time scholarship project 
under ASEAN- Türkiye Cooperation. The Proponent 
may also wish to add if there has been any previous 
discussion with ASEAN on the subject. It will help the 
project provide the history from the ASEAN 
regionality’s point of view.
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(b) Beneficiaries –

3. PROJECT RESULTS

Overall Objective (impact)
The intended physical, financial, institutional, social, environmental, or other high-level 
development results, e.g., at the ASEAN Blueprint level, to which a project is expected to 
contribute.

Project Objective 
(outcome)
Results the project 
intends to achieve via 
project output and

Indicators (to 
measure project 
achievements

Sources/Means 
of Verification
How will data be 
collected to support 
indicators? What

Risk/ 
Assumption
Risks: Which
external factors 
might negatively

yorum [PCPMD5]:  Please ensure the project outcome, 
output, and activities mentioned in this section align 
with those stated in the Annex 2-Workplan.
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activities, a.k.a., what 
are the project’s final 
deliverables? What 
changes does the 
project intend to 
generate, e.g. in 
practices, policies, etc.

How will achieving 
project outputs be 
measured?
Indicate realistic and 
measurable 
quantitative or 
qualitative factors.

secondary sources are 
available? Does the 
project need to use 
primary data collection 
tools?

affect the
successful 
achievement of the 
project’s objective?
Assumptions: 
Which conditions 
need to hold true 
for the project 
objective to be 
successfully 
achieved?

Outputs (direct 
project results)
What results will the 
project deliver directly, 
e.g., what products, 
services, or 
improvements of 
knowledge, skills, or 
attitudes for target 
groups will realise 
project objectives.

Indicators (to 
measure project 
achievements)
How will achieving 
project outputs be 
measured? Indicate 
realistic and 
measurable 
quantitative or 
qualitative factors.

Sources/Means 
of Verification
How will data be 
collected to support 
indicators? What 
secondary sources are 
available? Does the 
project need to use 
primary data collection 
tools?

Risk/ 
Assumption
Risks: Which 
external factors 
could negatively 
affect the 
successful 
achievement of the 
project outputs?
Assumptions: 
Which conditions 
need to hold true 
for the project 
outputs to be 
successfully 
achieved?

yorum [PCPMD6]:   Please quantify the indicators, i.e. 
how many (or how many %) students will 
pass/graduate from the Master, Research, and 
Language programme as indicated in the ‘Regionality’ 
section.
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Main Activities:
List the actions or activities that the project will implement to achieve the above results or outputs.

4. PROJECT MANAGEMENT ARRANGEMENTS – 600 words max
(a) Management Arrangements – Briefly describe the project’s management structure, 

including responsibilities, coordination mechanisms, and the project-management 
reporting line. Include a description of the management role of sponsoring ASEAN Bodies 
or Committees, as needed.
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(b) Human Resource Inputs – Specify the type and number of personnel involved in the 
project. Include the terms of reference for each position in the annexes.

(c) Monitoring and Evaluation Arrangements – Outlines must project how monitoring 
and reporting of the project will be done. Note that progress reports will be required for 
projects spanning two financial years, or that last longer than one year.

Please note that project evaluation is required for projects with budget of more than USD 
one million or more than one year duration, project evaluation should be budgeted for 
accordingly. For more details on progress reports and project evaluations as well as 
guidance on developing the monitoring framework, please refer to Chapter 6 of the 
ASEAN Cooperation Projects Design and Management Manual and the Monitoring 
Framework’s Matrix (tool 7 of the Toolbox in Annex 3).

5. PROJECT SUSTAINABILITY – 300 words max
State how the outputs and benefits of a project will be sustained after project is completed.

6. GENDER AND OTHER CROSS CUTTING ISSUES – 300 words max
(a) Gender - Indicate how gender-related issues will be taken into account during project 

implementation, specifically addressing how women and men would equally benefit from

yorum [PCPMD7]:  The project duration spans three 
financial years. Aside from a completion report upon 
completion of the last activity, other reporting 
obligation includes:

1. Interim reports following each financial year of the 
ASEAN Secretariat, including updates on the 
achievement of project outputs, challenges faced 
during implementation and the required adjustment, 
and fund utilisation.
2. A project evaluation report at the end of the project, 
whether the project contributes to the achievement of 
the ASEAN-Turkiye cooperation target, etc. It can be 
assigned to an external evaluator. The budget for 
evaluation should be included in the project’s proposed 
budget.

Please consider including the reporting arrangement 
above in this section.
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the project, and whether the proposed project has allocated resources for this purpose. 
Proposals must ensure that projects ensure equal opportunities for participation where 
appropriate, and how this will be monitored. For more details, please see the “ ASEAN 
Cooperation Projects Design and Management Manual ” section 4.3.6.a

(b) Other Cross Cutting Issues - State how these cross-cutting issues will be addressed 
by the project, as applicable. Other cross-cutting issues include:
1. environmental sustainability;
2. inclusion of marginalised groups such as children, people with disabilities, or elderly 

people, among other things;
3. human rights; and
4. technology or social innovation and ICT issues.

7. POTENTIAL RISKS
Outline all significant potential external risks or threats in the Project Results along with 
corresponding mitigation strategies using the following table:

Risk / threat Mitigation strategy

Annex 1 – Budget Proposal
Using the format provided, outline budget input costs under relevant subheadings. Include a project 
evaluation budget for projects that have an estimated budget of more than USD 1 million or that will last 
longer than one year. For more details on project evaluations, see the “ASEAN Cooperation Projects 
Design and Management Manual”.
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Annex 2 – Indicative Work Plan
Using the format provided, develop a work plan that sets out a timeframe for each of the project’s main 
activities. The work plan must cover the entire period of the project.

Annex 3 – Notation on Additional Supporting Documents
List additional supporting documents that will submitted with the project proposal that will enhance 
understanding of the proposal and its overall strategy, e.g., reports, memoranda of understanding, etc.


