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No. 08/QD-SNgV
	SOCIALIST REPUBLIC OF VIETNAM

Independence – Freedom – Happiness


                Thai Binh, January 25th ,2017


DECISION

On issuing Regulation defining functions, responsibilities, powers, organizational structure, principles and working principle of divisions within Department of Foreign Affairs
DIRECTOR OF EXTERNAL RELATIONS DEPARTMENT 
OF THAI BINH PROVINCE

Pursuant to Joint Circular No. 02/2015 / TTLT-BNG-BNV dated 28/6/2015 of the Ministry of Foreign Affairs and the Ministry of Home Affairs guiding the functions, responsibilities, powers and organizational structure of the External Relations Department under People's committees of provinces and cities under central authority;

Pursuant to the Decision No. 3950 / QD-UBND dated 26/12/2016 of the Thai Binh People's Committee on the establishment of the Foreign Affairs Department of Thai Binh province (External Relations Department);

At the proposal of the Deputy Chief of the Office in charge of the Office,

HEREBY DECIDES:

Article 1. To promulgate together with this Decision the Regulation on functions, responsibilities, powers, organizational structure, principles and working ruless of professional divisions under the External Relation Department.

Article 2. This Decision takes effect from the date of its signing.

Article 3. The Deputy Chief of the Office in charge of the Office of the Department, the Head and Deputy Heads of the divisions and all staff of the Department shall have to implement this Decision.

	Recipients: 

-As in Article 3;

- Provincial People's Committees;
- Save: Archive Office.
	DIRECTOR

Tran Huy Hai
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REGULATION
On functions, responsibilities, powers, organizational structure, principles and working principle of divisions under the Department of External Relations

(Issued in conjunction with Decision No. 08/ QD-SNgV dated 25/01/2017 by Director of Thai Binh External Relations Department)
Article 1. Scope and objects of regulation

This document specifies the functions, responsibilities, powers, organizational structure, principles and working regulations of professional sections under the Department of Foreign Affairs of Thai Binh province, including: the Office, Consular- Overseas Vietnamese Affairs Division, International Cooperation Division.

Article 2. Working principles and regimes of specialized sections
a) Working principle

- To comply with the order, procedures and time of settlement according to the provisions of law and agencies; Continuously implementing administrative reform, information technology application to improve the performance of the unit;

- To promote personal responsibility, collective wisdom, capacity, strength and responsibility of cadres and civil servants; To take initiative in coordinating within the rooms, between rooms in handling affairs; avoid overlap, duplicate, delay or omit; Ensure democratic, clear, transparent and effective approaches in all activities according to their assigned functions and tasks.

b) Working principles
- All divisions work under the management of heads; heads and employees under them who directly advise on affairs shall together take responsibility before the provincial leaders and the law.

- Issues to be discussed and agreed upon in the division’s leaders before the head of the department decides:

+ Issues that the department director asked the leaers to discuss, give ideas;

+ Issues related to the organizational structure of the department, planning, appointment and dismissal of the staff of the division.

+ The undertakings, tasks, programs and reports on the performance of annual tasks of the division.
- All divisions hold weekly briefings on Monday morning, quarterly meetings and review and deployment of the year tasks at the end of March, June, September and December. Chief of Office can call for meeting when necessary.

Article 3. Functions, responsibilities, powers and organizational structure of professional sections:

1. Office of the Department

a) Function


The office of the department has the function of advising and summing up and assisting the director of the department in coordinating the activities of the department according to the approved work program and plan; performing the office work; inspecting; administrating, managing finance and public assets; organizing staff; carrying on emulation, reward and punishment, and reception.

b) Responsibilities and powers

- About office work:


+ To formulate long-term, five-year and annual plans, long-term, five-year and annual programs, schemes and schedules of the Department for submission to the Director of the Department for consideration and decision; To monitor, urge and coordinate with specialized sections in implementing approved programs and plans;


+ To summarize, report periodically and unexpectedly the performance of the Department's duties according to regulations; To monitor and check the results of implementation of conclusions made by the Director of the Department, the programs and plans of the Department and the tasks assigned by the provincial People's Committee; to prepare the contents, record the minutes and draft the conclusions of the directors at quarterly and annual regular meetings and other extraordinary meetings.

- Regarding the administration and administration:


+ To advise and assist the leaders of Department in directing and implementing the administrative reform work; To step up the application of information technology in administrative procedure reform in order to gradually raise the efficiency and effectiveness of the State management of the Department; 
· To advise and assist the leaders of the Department in performing the work of security and order, fire and explosion prevention and fighting, organ hygiene;

· To formulate, amend and supplement the working regulations and internal regulations of the agencies and submit them to the directors of the Department for promulgation according to its competence and inspect the implementation.
+ To chair the development of administrative procedures within the duties of the Department; to developing work processes in accordance with the standards of the Department's quality management system;


+ To advise and assist the leaders of the Department in implementing the civilized culture of the working place, building a cultural agency; implementing the movement of the whole people to protect the national security and crime prevention movement…;


+ To inspect and guide cadres, civil servants and laborers in the agency to abide the agency's rules and regulations; To implement regulations on management of public offices and the culture of offices;


+ To act as the focal point in coordinating divisions to help the leaders of the Department in building working relationships with agencies and units inside and outside the province;


+ To advise and organize the implementation of regulations on the work of archives.


- Regarding accounting, financial and public asset management:


To advise and assist the Director of the Department in managing and using the budget, other sources of funds and assets assigned for proper purposes, thrift and efficiency as prescribed by the State.


+ To make annual and quarterly financial revenue and expenditure estimates and settlements in service of the agency's activities; To estimate the budget for regular and unexpected spending to meet the requirements of the Department;


+ To manage the assigned finance and assets; To inspect the financial situation of the attached non-business units (if any) according to their decentralized competence;


+ To advise and be responsible for guiding, appraising and finalizing finances of research programs, schemes, research subjects and operations under the Depatment in accordance with the State's regulations.

- Regarding organization and personnel:


+ Develop and submit to the Director of the Department to approve the apparatus and staff of the Department;


+ Develop and submit to the Director of the Department for approval the regulations on criteria for heads and deputy heads and equivalent positions under the Department;


+ To guide the units of the Department (if any) to implement the regulations on management of organizational apparatus and payroll; To organize the consolidation and reorganization of the apparatus and payroll according to the approved scheme;

+ To advise and assist the Director of the Department in organizing the process of appointment, dismissal, transfer, rotation and planning of cadres according to their competence;


+ To advise and assist the Director of the Department in organizing the implementation of the regulations on recruitment, position transfer, civil servant types, promotion, use and evaluation of cadres and civil servants according to management decentralization;


+ To draw up the annual payroll plan; To organize the implementation, monitor developments, sum up and report on the use of payrolls; To guide the compilation and management of cadres and civil servants of the Department; To directly manage the cadre and civil servant records of the agency;


+ To guide, inspect and implement the policies on labor, salary and social insurance for cadres and civil servants according to regulations;


+ To advise, develop and implement master plans and plans for training and fostering of cadres and civil servants, rotation of civil servants to meet the requirements of working tasks.


- Regarding emulation - commendation and discipline:


+ To disseminate and thoroughly observe regulations and instructions on emulation and commendation work; To launch, register, organize emulation movements of the Department; To guide the implementation of regulations on emulation and commendation work; To sum up emulation movements; To compile and compile dossiers of reward and submit them to competent authorities for decision;


-  To assist leaders of the department in coordinating with the concerned agencies to advise the provincial People's Committee on the receipt of certificates of merit, medals and other honorary titles of foreign organizations or individuals or national organizations; awarding or requesting the competent authorities to award certificates of merit, medals and other honorary titles to foreign organizations and individuals;


+ To advise and implement the procedures for punishing cadres and civil servants according to the decentralization and management competence;


+ To coordinate the settlement of proposals, proposals, complaints and denunciations related to the policies on labor, wages and social insurance; emulation - award and punishment; To train and foster cadres and civil servants

- Regarding reception:


+ To assume the prime responsibility for, and coordinate with the specialized sections under the Department in conducting reception work to help the leaders of the department and leaders receive guests; To carry out the reception and logistics work for the delegations of the provincial leaders on working trips overseas in strict compliance with regulations;


+ To provide professional guidance on the reception of cadres and civil servants in the Department and concerned cadres and civil servants in the province.


- Regarding inspection: While the Department has not set up the Inspectorate, the Office performs the inspection task and helps the head of the Department to deal with the following key tasks:


+ The administrative inspectorate and the specialized inspectorate within the scope of state management of external activities belonging to the responsibilities and powers of the Department;


+ To carry out the legal work, the prevention and combating of corruption, the reception of citizens, the settlement of complaints and denunciations and the thrift practice and waste combat.

- Other jobs:


+ To perform the tasks of translation and interpretation;


 + To carry out other duties when the Director of the Department, Deputy Director of the Department in charge of the Office require.

c) Organizational structure


- The Office has a chief, no more than 02 deputy chiefs, some contracted specialists and employees under Decree No.68 / 2000 / ND-CP of November 17, 2000 of the Government. In the first year of operation, the head of the office, 01 deputy of the office or the accountant and 02 contracted laborers shall be appointed.


- The Chief of the Office is responsible for assigning specific tasks to the Deputy Chief, the specialists and staffs after consulting the director and taking responsibility to the Director of the Department for the performance of the Office.

2. Consular - Overseas Vietnamese Affairs Division

a) Function


The Consular - Overseas Vietnamese Affairs Division has the function of advising and assisting the Director of the Department in performing the function of State management over consular work and overseas Vietnamese. It performs consular work; delegation management; management of foreign journalists, overseas Vietnamese.

b) Duties and powers


- On consular work and citizen protection:


+ To advise and assist the leaders of the Departments of Entry and Exit Management of cadres and civil servants according to the regulations of the provincial Party Committee and People's Committee;


+ To receive dossiers, inspect, manage and propose the granting, extension, amendment and supplementation of diplomatic passports and official passports of officials and employees under the management of the provincial People's Committees;


+ To coordinate with other agencies in the settlement of matters related to visas of foreigners invited by the provincial People's Committee to work;


+ To advise and assist the Department's leaders in coordinating with competent State agencies and Vietnamese diplomatic missions and consulates abroad in settling matters related to protection citizen;


+ To coordinate with functional sections of the provincial police offices and concerned functional agencies in guiding foreign organizations and individuals in the observance of the provisions of Vietnamese law and international treaties on field of entry, exit, residence and other related activities in the province;


+ To advise and assist the leaders of the coordinating agencies in receiving and returning the dossiers of application for consular certification or consular legalization in the provinces, when so authorized by the Ministry of Foreign Affairs;


+ Advise and assist the leaders of the receiving, presiding over the appraisal and returning the dossier requesting the provincial People's Committee to permit the use of APEC business travel cards (ABTC card).

- Regarding the management of delegations, the delegation:


+ To receive the dossier of the delegation, evaluate and submit to the chairman of the provincial People's Committee, the director of the department (when authorized) decide to allow international delegations to come into the province in accordance with the authority and the regulations;

+ To assume the prime responsibility for, and coordinate with the International Cooperation Department in, advising and assisting the provincial  leaders in elaborating, preparing programs and contents and organizing provincial delegations to work overseas; To coordinate with other units in the implementation of work related to procedures of entry and exit for the delegation of the provincial leaders to work abroad;


+ To assume the prime responsibility for, and coordinate with the Office and specialized sections in drawing up plans for reception of international delegations visiting and working in the provinces according to law provisions and decentralization of the provincial People's Committees to the director for approval; To coordinate with other divisions in the implementation of reception work for international delegations visiting and working with the province.


+ To monitor and synthesize the delegations under the management of the provincial People's Committees.


- Regarding the management of foreign journalists:


+ To advise and assist the director of the Department in managing the foreign correspondents in the press in the province;


+ To suggest working programs, coordinate with relevant agencies to prepare contents for interviewing leaders of the province, providing oriented information, monitoring and managing activities of foreign correspondents according to provisions of law.


- On overseas Vietnamese:


+ To advise and assist the leaders of the Department in implementing the programs, plans and policies for overseas Vietnamese in the provinces according to the assignment by the provincial People's Committees and the guidance of the Ministry of Foreign Affairs;


+ To advise and assist the leaders of the Department in coordinating with the departments, branches and the People's Committees of the districts and cities in propagating and introducing to overseas Vietnamese guidelines and policies on the Party, laws of the State, the situation of socio-economic development of the province;


+ To periodically review, evaluate and propose solutions to issues related to overseas Vietnamese and their relatives in the province.


- Other duties:


+ To advise and assist the leaders of the provincial Department in drafting decisions, directives, legal documents, planning, long-term, five-year and annual plans as well as programs and schemes on foreign affairs of the provincial People's Committee according to the area assigned, submit to the People's Committee of the province for promulgation; To regularly monitor, examine, review and detect unreasonable points, make reports, propose amendments and supplements;

+ To guide, monitor and manage the activities of the people’s organizations carrying out external relations activities in the province;

+ To assist leaders of the Department in coordinating with relevant agencies to monitor, synthesize and report to the South China Sea and Island Steering Board and the Ministry of Foreign Affairs on issues arising at sea in the locality;

+ To perform the tasks of translation and interpretation;

+ To produce monthly, quarterly and annual reports, thematic reports and extraordinary reports according to their functions and tasks;

+ To perform the tasks assigned by the director or deputy director in charge of the office.

c) Organizational structure

- The Consular - Overseas Vietnamese Affairs Division has one head, no more than 02 deputy heads and some specialists. In the first year of operation, the head, 01 deputy head and 01 specialist shall be appointed.
- The head is responsible for assigning specific tasks to the deputy heads and specialists after consulting with the director and deputy director in charge of the division and takes responsibility before the director of the department for the work of the division.

3. International Cooperation Department

a) Function

The International Cooperation Department has the function of advising and assisting the Director in performing the function of State management over international conferences and seminars; signing and implementing international agreements; foreign economic integration; mobilizing aid and managing activities of foreign non-governmental organizations in the province; external related information and culture; advising the provincial Party Committee, the provincial People's Committee on foreign affairs.

b) Tasks and powers

- Regarding the international cooperation:

+ To act as a focal point to help the Department’s leaders to advise on work on international cooperation and integration in line with the Party's line and policies as well as the State's law;

+ To research, propose, formulate and implement the plan for international cooperation and integration in the province; establish projects on cooperative friendship between the province and foreign partners;


+ To advise on the establishment and maintenance of relations with foreign diplomatic missions, consular offices, foreign non-governmental organizations and representatives of international organizations in Vietnam.


- On the management of international conferences and seminars:


+ To propose and prepare contents for the provincial leaders and leaders of the office to work with foreign delegations or attend international conferences and seminars held in the province and abroad;


+ To assist the leaders of the provincial People's Committee in managing the activities of organizing international conferences and seminars in the province; To coordinate with concerned departments and branches in evaluating the plans and contents of international conferences and seminars in the province.


- Regarding the signing and implementation of international agreements in the province:


+ To advise and assist the local leaders in preparing contents of international agreements, memoranda of understanding and necessary procedures for the conclusion of international agreements with other countries and international organizations;


+ To monitor and urge the implementation of international agreements, memorandums of understanding and cooperation programs with localities and foreign organizations; To study, propose and implement forms and contents of cooperation with foreign localities, international organizations and diplomatic missions; To report and seek the direction of competent authorities to settle arising issues related to international cooperation;


+ To advise and assist the leaders of the Department in implementing treaties in the province according to the direction of the provincial People's Committees.


- Regarding foreign economic relations:


+ To assist the Director of the Department to act as the focal point of the provincial People's Committee to coordinate with concerned agencies and overseas representative missions in promoting and introducing local potentials and strengths, in selecting foreign partners to invest in the province;


+ To participate in the promotion of economy, trade, investment, tourism, and coordinate in building the investment and business environment in line with the socio-economic development strategy of the province;


+ To advise and assist the leaders of the Department in developing cooperation programs on friendship and cooperation with foreign provinces and cities; to implement international cooperation programs in the province as assigned by the provincial leaders.

- On foreign non-governmental affairs:


+ To assume the prime responsibility for, and coordinate with the concerned sections and divisions in advising the provincial leaders on the elaboration of mechanisms, policies, programs, schemes and lists of projects calling for aids;


+ To advise on the implementation of foreign NGO aid mobilization; to manage the operation of foreign non-governmental organizations and support agencies, units and localities in foreign NGO aid mobilization;


To assist leaders of the Department in coordinating with functional agencies in proposing competent agencies to grant or extend permits and operation registration papers; organize the management and inspection of activities of non-governmental organizations; project offices, project staff of non-governmental organizations in the province in accordance with the law;


+ To assume the prime responsibility for, and coordinate with the concerned sections and sections in appraising non-governmental programs and projects; To monitor and evaluate the operation of foreign non-governmental projects;


+ To support administrative procedures, guide and assist foreign agencies and organizations in the implementation of humanitarian development programs or projects and emergency aid in the province.


- On external information:


+ To advise and assist the Department's leaders in carrying out external information tasks and activities assigned by the Steering Committee for External Information Affairs of the province;


+ To assist the leaders of provincial agencies to provide information related to the province to the Ministry of Foreign Affairs and related agencies for the purpose of external propaganda.


+ To organize the collection, analysis and synthesis of information on the political, security and economic situation of the region in service of socio-economic development of the locality;


+ To play a key role in the planning and compilation of the Department's External Bulletin.


- On foreign culture:


+ To advise on the implementation of the program of cultural activities outside the province after being approved by the provincial People's Committee;


+ To coordinate with relevant agencies to advise the leaders of the Department in organizing external cultural events in the province and the construction and promotion of the image of people and culture of the province abroad.

- Regarding the advisory work for the provincial Party Committee on foreign affairs:


+ To advise and assist the leaders of the Department in elaborating and submitting to the provincial Party Committees the steering documents, resolutions, programs, plans and projects on external activities of the provincial Party Committee;


+ To coordinate with related departments and units to advise the leaders of the grassroots level to fully grasp, monitor, urge and implement the undertakings, policies and regulations related to the external work of the Party and the State;


+ To advise the leaders of the Department to function as the focal point to help the provincial Party Committee to unify the external activities in the province;


- Other duties:


+ To advise and assist the leaders of the Department in drafting decisions, directives, legal documents, planning, long-term, five-year and annual plans as well as programs and schemes on foreign affairs by the provincial People's Committee according to the area assigned, submitting to the People's Committee of the province for promulgation according; To regularly monitor, examine, review and detect unreasonable points, make reports, propose amendments and supplements;


+ To advise and assist the leaders of the provincial departments in providing professional guidance in the field of management to external cadres and civil servants working in departments, committees, branches and People's Committees of districts and cities;


+ To coordinate with concerned agencies in carrying out the people's external relations activities in their respective localities;


+ To perform the tasks of translation and interpretation;


+ Prepare monthly, quarterly and annual reports, thematic reports and extraordinary reports according to their functions and tasks;


+ To perform other tasks when the director and deputy director in charge of the office require.


c) Organizational structure


- The International Cooperation Department has a head, no more than 02 deputy heads and some specialists. In the first year of operation, the head of the department, 01 deputy head and 01 specialist shall be appointed,.


- The head is responsible for assigning specific tasks to the deputy heads and specialists after consulting with the director and deputy director in charge of the department and takes responsibility before the director of the department for work of the division

Article 4. Implementation


Basing on the functions and tasks prescribed in this Regulation, each division shall have to coordinate with one another and advise the Board on the effective implementation of the Department's tasks.


This regulation is the basis for evaluating and classifying cadres and civil servants of the Department annually. Any problems arising in the course of implementation should be promptly reported to the Office of the department for synthesis and report to the leaders for consideration and decision.
	
	DIRECTOR
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