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DECISION

On approving the Regulation on handling administrative procedures under the interconnected one-stop mechanism at the Department of Foreign Affairs of Khanh Hoa province

KHANH HOA PROVINCIAL PEOPLE’S COMMITTEEE


Pursuant to the Law on Organization of Local Government on June 19th 2015;

Pursuant to Decision No 14/2015/QD-UBND dated 30 June 2015 of the provincial People's Committee promulgating the Regulation on the implementation of one-stop mechanism, interconnected one-stop mechanism at the State administrative agencies of Khanh Hoa province;

At the proposal of the Director of Khanh Hoa Department of Foreign Affairs at Official Letter No. 956/SngV-VP dated November 5th 2015 and the proposal of Director of Department of Home Affairs in Official Dispatch No. 60/TTr-SNV dated January 15th 2016,
DECIDES:


Article 1. To approve the Regulation on handling administrative procedures under interconnected one-stop mechanism at Khanh Hoa Department of Foreign Affairs, attached this Decision.
Article 2: The Director of Khanh Hoa Department of Foreign Affairs is responsible for organizing the full and effective implementation of the approved Regulation.

Article 3: Chief of the Office of the Provincial People's Committee, Directors of Departments of Foreign Affairs and Home Affairs; The heads of the concerned agencies and units shall have to implement this Decision from the date of signing.
ON BEHALF OF PROVINCIAL PEOPLE’S COMMITTEE

SIGN ON BEHALF OF CHAIRMAN 

DEPUTY CHAIRMAN
(Signed and seal)

Nguyen Duy Bac 
	KHANH HOA PROVINCIAL 

PEOPLE’S COMMITTEE


	SOCIALIST REPUBLIC OF VIETNAM

   Independence - Freedom - Happiness 



REGULATION

On solving administrative procedures under the interconnected one-stop mechanism at the Department of Foreign Affairs of Khanh Hoa province

(Approved in conjunction with Decision No. 292 / QD-UBND dated January 29th, 2016 of Khanh Hoa People's Committee)


Chapter I

GENERAL PROVISIONS
Article 1. Scope of regulation and subjects of application

1. This Regulation prescribes the order, methods of receiving, handling, settling circulation and returning results of administrative procedures, assigned the Department of Foreign Affairs as the managing agency to receive dossiers and return results; the relationship and responsibilities of concerned agencies and units in the process of settling administrative procedures under interconnected one-contact mechanism.

2. This regulation is applied for the Department of Foreign Affairs, the Office of the People's Committee of the province and agencies and units participating and coordinating in settling the administrative procedures, assigned for the Department of Foreign Affairs to receive dossiers - return results.

Article 2. Time-limit for handling dossiers and methods of coordination

1. The time limit for processing dossiers shall be calculated according to working days, counting from the time that individuals or organizations receive dossier receipt and appointment for results.
- The examination and verification of the completeness and validity of dossiers must be notarized at the Receiving and Returning Section, carried out before receiving dossiers, handing dossier receipt and making appointment for returning results to individuals and organizations
2. The agencies and units defined in Article 1 of this Regulation shall have to closely coordinate in handling dossiers of individuals and organizations.

If coordinating agencies or units fail to reply in time, the Department of Foreign Affairs has the right to decide or submit to competent authorities for decision, and the coordinating agencies or units have to be responsible for the contents of their responsibilities. If coordination results are the result of handling administrative procedures, the coordinating agencies or units shall have to consider, settle and send the results to the Department of Foreign Affairs within the prescribed time limit.

Chapter II

REGULATION ON SOLVING AND RETURNING RESULTS OF ADMINISTRATIVE PROCEDURES UNDER THE ONE-STOP MECHANISM
Article 3. Exit Procedures of officials, civil servants and employees
1. Agencies participating in handling administrative procedures, including: 
· Agency responsible for receiving files - returning results: Department of Foreign Affairs

· Coordinating agency: Office of the provincial People's Committee and related agencies

· The Competent authority for decision: Provincial People's Committee.
2. Component and number of dossiers submitted by agencies or units to the Department of Foreign Affairs
a. Dossier component:

- For officials, civil servants and employees who go on business or study abroad:


+ Written report which requests the settlement for officials, public servants and employees of agencies and units to go abroad (attached with a copy of written approval of the agency’s leader where they are working  if that is the affiliated unit). The report’s contents must clearly specify name, gender, position, rank, code, type, salary coefficient, occupational title, time and place of departure, purpose of the trip, trip plan, funding source.

+ Invitations, notices or other documents related to the trip (If written in a foreign language, they must be attached with Vietnamese versions without authentication)


+ Papers and documents proving source of funding (except for self-sufficiency or paid for).


In case cadres, civil servants  and employees under the control of  the provincial Party Committee  and working at the Party committee, front, union; District, town, city committee; Office of the National Assembly delegation and the Provincial People's Council, in addition to the above documents, the agency or unit shall submit additional written approval to send them to work or study abroad of the Provincial Standing Committee.

- For case cadres, civil servants  and employees under the control of  the provincial Party Committee, State agencies and units and public non-business units, State enterprises and provincial special associations going abroad for private business:


+ Written reports requesting for settlement of cadres ,civil servants and employees going abroad of agencies and units. The report’s contents must clearly specify name, gender, position, rank, code, type, salary coefficient, occupational title, time and place of departure, purpose of the trip, trip plan, funding source.

+ The application for leave of cadres, civil servants and employees sent to the head of the agency where they are currently working or the managing agency

 
+ Invitations, notices or other documents related to the trip (If written in a foreign language, they must be attached  with Vietnamese versions without authentication) (1)


+ Papers and documents proving source of funding (If fund is taken from welfare fund, reward fund or revenue sources of public non-business units, there must be written approval of the agency’s Executive Committee of the trade union and 01 copy of the contents related to the trip as specified in the internal spending regulations or the collective labor agreement of agencies or units)(2)

For individuals who register themselves and arrange to travel abroad as traveling, visiting relatives, or medical treatment, document compositions do not require the document (1) and (2).

b. Number of profile: 01 set

3. Place of dossier’s receipt and returning results:  Agencies and units need to prepare complete and valid dossiers as prescribed and directly send or send by post to the Reception and Release Section of Department of Foreign Affairs (42, Nguyen Thi Minh Khai, Nha Trang, Khanh Hoa).


4. Total time for settling administrative procedures and processing time of each agency:

a. Total time for solving administrative procedures: is 09 days from the date of receiving complete and valid dossiers if the provincial standing committee is not consulted and 12 days if the opinion of the Standing Committee of the Provincial Party is required.

b. Time of handling administrative procedures of each agency
·    Department of Foreign Affairs: 03 days
·    Office of the Provincial People's Committee, leaders of the provincial People's Committee: 05 days if the provincial standing committee is not consulted and 08 days if the opinion of the Standing Committee of the Provincial Party is required.
· Receiving dossiers and returning results: 01 day
5. Profile transfer and getting results:


The Department of Foreign Affairs directly submits dossiers and receives results from the Receiving and Returning Section of the Provincial People's Committee's Office 

Article 4. Procedures for permission to organize international conferences and seminars in the province under the authority of the provincial People's Committee.


1. Agencies participating in handling administrative procedures, including:
· Agency responsible for receiving dossiers - returning results: Department of Foreign Affairs

· Coordinating agency: Office of the provincial People's Committee and related agencies

· The Competent authority for decision: Provincial People's Committee.

2. Component and number of dossiers submitted by agencies or units to the Department of Foreign Affairs:
a) Dossier component

A written document requesting for the organization of the conference or seminar clearly states the followings:
- Reason, the organization personality of the conference, purpose of the conference or seminar;
- Time and venue of the conferences or seminas, places to visit and survey (if any);

- Form and the organization technology (In the case of online conferences or seminars);
- Contents, agenda and activities on the sidelines of conferences or seminars
- Participa;
- Participants: Number and constituent of delegates, including Vietnamese delegates and delegates with foreign nationality.
- Funding source
- Opinions of concerned agencies and localities (if any);

- Passport and visa of foreigners
b) Number of profile: 02 sets
3. Place of dossier’s receipt and returning results: Agencies and units need to prepare complete and valid dossiers as prescribed and directly send or send by post to the Reception and Release Section of Department of Foreign Affairs (42, Nguyen Thi Minh Khai, Nha Trang, Khanh Hoa).

4. Total time for settling administrative procedures and processing time of each agency:

a) Total time for solving administrative procedures: is 15 days from the date of receiving complete and valid dossiers.
b) Time of handling administrative procedures of each agency
- Department of Foreign Affairs: 04 days
- Related agencies: 05 days.
- Office of the Provincial People's Committee, leaders of the provincial People's Committee: 05 days.

- Receiving dossiers and returning results: 01 day
5. Profile transfer and getting results

a) The Transfer of documents between the Department of Foreign Affairs and relevant agencies: Sending directly, sending by post or by mail.

b) The Transfer of documents between the Department of Foreign Affairs and the Office of the Provincial People's Committee: The Department of Foreign Affairs directly submits dossiers and receives results from the Receiving and Returning Section of the Provincial People's Committee's Office.

Article 5: Considering procedures for allowing using APEC business travel cards in Khanh Hoa province.

1. Agencies participating in handling administrative procedures, including:
· Agency responsible for receiving dossiers - returning results: Department of Foreign Affairs.
· Coordinating agency: Office of the provincial People's Committee and related agencies.
· The Competent authority for decision: Provincial People's Committee.

2. Component, form and number of dossiers submitted by agencies or units to the Department of Foreign Affairs.
a) Dossier component and document form:
· Components and forms of dossiers for active Vietnamese business people established or directly managed by provincial People's Committees


+ A written request for authorization to use ABTC card


+ Requesting declaration form for ABTC use (Sample of appendix 01 attached to Decision No. 2060/QĐ-UBND dated August 12th 2010 of Khanh Hoa People's Committee);

+ An authenticated copy of enterprise’s establishment decision (for state-owned enterprises) or Certificate of business registration (Non-state owned enterprises);

+ An authenticated copy of personal passport for ABTC use (still valid for more than 3 years)


+ An authenticated copy of decision for appointment;

+Authenticated copy or translation of business contract, foreign trade contract, invitation letter, import and export documents,…(not more than 01 year up to the time of applying for ABTC use);


+ A Certified copy of labor contract, social insurance number (except for capital contributors).


+ The composition, document form for Civil servants and officials of provincial departments who are responsible for attending meetings, conferences, seminars and other economic activities of APEC.
+ A written request for permission to use ABTC card of  local departments


+ A Certified copy of  competent authority’s decision  to participate in APEC activities


+ An authenticated copy of personal passport for ABTC use (still valid for more than 3 years).


b) Number of profile: 02 sets

3. Place of dossier’s receipt and returning results: Agencies and units need to prepare complete and valid dossiers as prescribed and directly send or send by post to the Reception and Release Section of Department of Foreign Affairs (42, Nguyen Thi Minh Khai, Nha Trang, Khanh Hoa).


4. Total time for settling administrative procedures and processing time of each agency:

a. Total time for solving administrative procedures: is 15 days from the date of receiving complete and valid dossiers.

b. Time of handling administrative procedures of each agency”


- Department of Foreign Affairs: 04 days.


- Related agencies: 05 days.


- Office of the Provincial People's Committee, leaders of the provincial People's Committee: 05 days.


- Receiving dossiers and returning results: 01 day

5. Profile transfer and getting results:

a) The Transfer of documents between the Department of Foreign Affairs and relevant agencies: Sending directly, sending by post or by mail

b) The Transfer of documents between the Department of Foreign Affairs and the Office of the Provincial People's Committee: The Department of Foreign Affairs directly submits dossiers and receives results from the Receiving and Returning Section of the Provincial People's Committee's Office.
CHAPTER III

IMPLEMENTATION

Article 6. Responsibility of local departments:

1. The Foreign Affairs Department’s director, the leaders of agencies participating in and coordinating for the settlement of administrative procedures shall have responsibility to:
- Propagandize and disseminate the contents of the Regulation for organizations and individuals to know and strictly implement.
- Basing on the responsibilities and settlement time which have already delimited in the Regulation, promptly update on the OSS (One-Stop Software) database for synchronous and efficient implementation.
- Resolve the dossiers to ensure timely delineation
2. Any problems arised during the implementation process should be promptly represented by agencies, units, organizations and individuals to the Department of Internal Affairs and The Department of Foreign Affairs for coordinating settlement or report to the provincial People's Committees.
              ON BEHALF OF PROVINCIAL PEOPLE’S COMMITTEE

                  SIGN ON BEHALF OF CHAIRMAN 

                    DEPUTY CHAIRMAN
                       (Signed and seal)

                      Nguyen Duy Bac 
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