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[bookmark: _Toc216450469]Introduction
[bookmark: _Toc216450470]Use of the IUC management manual
The IUC management manual is an annex to the IUC Phase 1/Phase 2 proposal and is one of the documents that must be submitted when submitting the IUC Fully Fledged proposal. 
The IUC management manual is developed in order to ensure a common understanding of policies, structures and procedures to be used for all actors involved in the project. It is by no means comprehensive, it reflects the current situation and is prepared for a multi-annual project phase, but with the understanding that it will need to be amended and updated further in the course of the project implementation (“a living document, evolving with the project, at agreed upon strategic moments”).
The manual helps people actively involved in the project to find information that is important for the organization of activities, performance of tasks, and the overall implementation of the project. In addition, the management manual also provides an overview of all deviations from the standard DGD and VLIRUOS formal framework.
All institutions and people involved in the IUC programme are expected to adhere to the generic financial guidelines and management principles of VLIRUOS, and additionally to the complementary principles, procedures, and arrangements as described in this manual. The manual is therefore meant to be clear on all the project specific guidelines and procedures, but when it concerns VLIRUOS or institutional guidelines, existing formal documents can be referred to.
This document version is a template with instructions, these can be used when elaborating your own management manual based on an empty template that will also be made available. 
We advise to start the preparation of the IUC management manual before engaging in the formulation activities, so that the participants in the formulation week at the partner institution can, based on a draft version, already be informed on information needed to work out the fully fledged proposals.  

[bookmark: _Toc216450471]Approval procedure by VLIRUOS
A first version of management manual is submitted as part of the IUC Phase 1 (IUC fully fledged) proposal. It is well-understood that not all procedures and details might already be included, but then it is important to clarify sections that will need further development after submission of the proposal, and also indicate by when this will occur. Furthermore, since the concept is one of a ‘living’ document, evolving with the IUC project implementation, it is understood that, preferentially aligned with the reporting timelines, an updated version of the management manual is included as an annex of the Annual Reporting procedure. This updated management manual will by way of the approval of the Annual report be approved by VLIRUOS. In exceptional cases of need for an earlier adaptation, than this procedure can occur via email communication but with post-factum inclusion in the APR. 
The general idea is that a Management Manual is prepared by the IUC coordination team, approved by the Joint Steering Committee, confirmed in the JSC meeting report, and submitted to VLIRUOS. VLIRUOS approves the document which remains available at level of VLIRUOS and at level of the IUC partnership key documents. The document version is registered under section 1 of the manual. 

[bookmark: _Toc216450472]Governance and Management Structure
[bookmark: _Toc216450473]General alignment with and integration in the overall hierarchy/organigramme 


[bookmark: _Toc216450474]The different roles and functions within the IUC
[image: ] Consult the ‘IUC blueprint management structure and mandates, and procedure for IUC 2026 team composition’ for standard VLIRUOS roles and responsibilities and procedure in case of changes in the mandates.





[bookmark: _Toc216450475]The IUC Management Structure
[bookmark: _Toc216450476]Project Support Unit (PSU)


[bookmark: _Toc214953696][bookmark: _Toc216450477]Joint Steering Committee (JSC)


[bookmark: _Toc216450478]Local Steering Committee (LSC)


[bookmark: _Toc216450479]Flemish Steering Committee (FSC)



[bookmark: _Toc216450480]Communication and information management
[image: ] Consult the VLIRUOS Communication Guidelines and art 11 of the IUC tripartite agreement (contract), art 11.15 for standard VLIRUOS procedures.


[bookmark: _Toc216450481]Internal communication and information management 
[bookmark: _Toc216450482]Information & communication flow
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[bookmark: _Toc216450485]External Communication
[bookmark: _Toc216450486]Project website
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[bookmark: _Toc216450497]Financial Management
[image: ] Consult the VLIRUOS Financial framework for standard VLIRUOS procedures.
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[bookmark: _Toc216450499]Governance & Roles & embedding


[bookmark: _Toc216450500]Standardised processes
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[bookmark: _Toc216450505]Scholarships and training
[image: ] Consult the VLIRUOS scholarships framework for standard VLIRUOS procedures.


[bookmark: _Toc216450506]Scholarship types awarded in the project


[bookmark: _Toc216450507]Eligibility and selection criteria
[image: ] Consult the VLIRUOS gender policy for standard VLIRUOS guidelines on selection taking into account gender.



[bookmark: _Toc214953727][bookmark: _Toc214953728][bookmark: _Toc214953729][bookmark: _Toc216450508]Support procedures & regulations
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[bookmark: _Toc216450510]Mobility and travel
[image: ] Consult the VLIRUOS travel policy for standard VLIRUOS procedures.


[bookmark: _Toc216450511]International travel from IUC country to Belgium
[bookmark: _Toc216450512]Travel authorizations and planning


[bookmark: _Toc216450513]Payments, allowances and per diems
[image: ] Consult the VLIRUOS financial framework for standard VLIRUOS procedures.



[bookmark: _Toc216450514]Tickets, insurance and visas
[image: ] Consult the VLIRUOS Environmental Sustainability Policy and (Flemish) Interuniversity agreements for standard procedures.
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[bookmark: _Toc216450519]Local travel


[bookmark: _Toc216450520]Research and publications
[bookmark: _Toc216450521]Research protocol
[bookmark: _Toc216450522]Research design and methodology
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[bookmark: _Toc216450524]Material Transfer Agreements (MTAs)

[bookmark: _Toc216450525]Publications
[bookmark: _Toc214953745][bookmark: _Toc214953746][bookmark: _Toc216450526]Target journals and audiences


[bookmark: _Toc216450527]Visibility and accessibility

[bookmark: _Toc216450528]Authorship policy

[bookmark: _Toc216450529]Acknowledgement of funders


[bookmark: _Toc216450530]Research ethics
[bookmark: _Toc216450531]Plagiarism and referencing
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[bookmark: _Toc214274307][bookmark: _Toc214281677][bookmark: _Toc214281753][bookmark: _Toc214282955][bookmark: _Toc214953755][bookmark: _Toc214274308][bookmark: _Toc214281678][bookmark: _Toc214281754][bookmark: _Toc214282956][bookmark: _Toc214953756][bookmark: _Toc214274309][bookmark: _Toc214281679][bookmark: _Toc214281755][bookmark: _Toc214282957][bookmark: _Toc214953757][bookmark: _Toc214274310][bookmark: _Toc214281680][bookmark: _Toc214281756][bookmark: _Toc214282958][bookmark: _Toc214953758][bookmark: _Toc214274311][bookmark: _Toc214281681][bookmark: _Toc214281757][bookmark: _Toc214282959][bookmark: _Toc214953759][bookmark: _Toc214274312][bookmark: _Toc214281682][bookmark: _Toc214281758][bookmark: _Toc214282960][bookmark: _Toc214953760][bookmark: _Toc214274313][bookmark: _Toc214281683][bookmark: _Toc214281759][bookmark: _Toc214282961][bookmark: _Toc214953761][bookmark: _Toc214274314][bookmark: _Toc214281684][bookmark: _Toc214281760][bookmark: _Toc214282962][bookmark: _Toc214953762][bookmark: _Toc214274315][bookmark: _Toc214281685][bookmark: _Toc214281761][bookmark: _Toc214282963][bookmark: _Toc214953763][bookmark: _Toc214274316][bookmark: _Toc214281686][bookmark: _Toc214281762][bookmark: _Toc214282964][bookmark: _Toc214953764][bookmark: _Toc214274317][bookmark: _Toc214281687][bookmark: _Toc214281763][bookmark: _Toc214282965][bookmark: _Toc214953765][bookmark: _Toc214274318][bookmark: _Toc214281688][bookmark: _Toc214281764][bookmark: _Toc214282966][bookmark: _Toc214953766][bookmark: _Toc214274319][bookmark: _Toc214281689][bookmark: _Toc214281765][bookmark: _Toc214282967][bookmark: _Toc214953767][bookmark: _Toc214274320][bookmark: _Toc214281690][bookmark: _Toc214281766][bookmark: _Toc214282968][bookmark: _Toc214953768][bookmark: _Toc214274321][bookmark: _Toc214281691][bookmark: _Toc214281767][bookmark: _Toc214282969][bookmark: _Toc214953769][bookmark: _Toc214274322][bookmark: _Toc214281692][bookmark: _Toc214281768][bookmark: _Toc214282970][bookmark: _Toc214953770][bookmark: _Toc216450533]Integrity and conflict management
[bookmark: _Toc216450534]Integrity
[image: ] Consult the VLIRUOS integrity policy for standard VLIRUOS procedures.


As a general principle applicable to all projects, VLIRUOS' integrity policy states that the VLIRUOS integrity policy must be accepted and applied in every collaboration. In concrete terms, this means that all forms of integrity must be maintained by acting honestly, transparently, and ethically throughout the entire process, from application to reporting. 
Institutions bear primary responsibility for ensuring these standards and for creating an environment that prevents misconduct. If a problem or concern arises, projects must immediately report it through the appropriate institutional channels, cooperate in clarifying the issue, document all relevant information, and take corrective measures to restore compliance and protect the integrity of the partnership.
As soon as these principles are deviated from, everyone involved in the project as described in the integrity policy must: 
"Anyone directly or indirectly involved in VLIRUOS not only has the right, but also the duty to speak out about what is perceived as a violation of integrity. By violations, we mean both violations of moral integrity (harassment, intimidation, inappropriate behavior, racism, exclusion, physical violence, sexual harassment and abuse, mobbing, extortion, etc.) and financial integrity (fraud, evasion, forgery, money laundering, fraud, etc.). For project partners, there is also a third form: violation of scientific integrity. Anything that is perceived as a violation of integrity must be reported so that it can be dealt with systematically and carefully. This duty to report is clearly stated in the code of ethics.  
VLIRUOS should be contacted when the issue may affect the VLIRUOS-funded project, for example when it has implications for the project’s budget, timing, implementation, reputational risk, collaboration dynamics, or when transparency towards the funder is required. A reporting center for integrity issues is available on the VLIRUOS website.

If no integrity policy is available in the institutions, you are asked to describe your integrity policy. 
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[bookmark: _Annex_Framework_][bookmark: _Toc216112819][bookmark: _Toc216450536]Annex Financial Management 
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[bookmark: _Budget][bookmark: _Toc216112821][bookmark: _Toc216190904][bookmark: _Toc216450538]Budget


[bookmark: _Procurement][bookmark: _Toc216112822][bookmark: _Toc216190905][bookmark: _Toc216450539]Procurement


[bookmark: _Lump_sum][bookmark: _Toc216112823][bookmark: _Toc216190906][bookmark: _Toc216450540]Lump sum


[bookmark: _Accounting][bookmark: _Toc216112824][bookmark: _Toc216190907][bookmark: _Toc216450541]Accounting


[bookmark: _Banking][bookmark: _Toc216112825][bookmark: _Toc216190908][bookmark: _Toc216450542]Banking


[bookmark: _Reporting][bookmark: _Toc216112826][bookmark: _Toc216190909][bookmark: _Toc216450543]Reporting
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[bookmark: _Toc216450546]Annexes to be added to the manual
· Manadatory Annexes
· Roles and functions within the IUC
· Financial Checklist for local partner institution
· Optional Annexes (examples)
· Templates (e.g. scholarship forms, advance request forms)
· Annual Plan (if it exists) 
· Reporting Formats
· Procurement checklists
· Budget templates
· Glossary of abbreviations
· Advance Payment Requisition Form
· Per Diem Settlement Form
· Operational Costs (Purchase) Settlement Application Form
· Mileage Recording Form for Local and Field Activities
· Budget Transfer Sheet
· Mileage Charge Sheet
· Petty Cash Clearance and Request Form
· Service contract
· Daily Worker Attendance Sheet
· Daily Workers Payment Sheet
· Study/training/Short Visit leave of absence permission form
· Vehicle Request and Gate Pass Form
· Clearance Form
· Selection of Candidate for Scholarship
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