	THE PEOPLE’S COMMITTEE 
OF VINH PHUC PROVINCE

No: 2600/QD-CT

	SOCIALIST REPUBLIC OF VIET NAM
Independence – Freedom - Happiness

Vinh Phuc, 15 October 2012


DECISION
Promulgating Regulation on Organization and Operation 
of Vinh Phuc Investment Promotion Agency 

CHAIRMAN OF THE PEOPLE’S COMMITTEE
Pursuant to Law on Organization of People’s Council and People’s Committee dated 26 November 2003;
Pursuant to Decision No. 1889/QD-UBND, dated 8 August 2012 of Vinh Phuc People’s Committee regarding establishment of Vinh Phuc Investment Promotion Agency;

At the proposal of People’s Commitee  Office in the Proposal Letter No. 230/TTr-UBND dated 12 October 2012, regarding promulgating Regulation on Organization and Operation of Vinh Phuc Investment Promotion Agency,       

DECIDES:

Article 1. To issue together with this Decision the “Regulation on Organization and Operation of Vinh Phuc Investment Promotion Agency”.

Article 2. This Decision takes effect as from its signing date.

Head of Vinh Phuc People’s Committee Office, Director of Investment Promotion Agency; heads of relevant organizations and units shall implement this Decision./.

CHAIRMAN
(Signed)
Phung Quang Hung
	THE PEOPLE’S COMMITTEE 
VINH PHUC PROVINCE
       

        
	SOCIALIST REPUBLIC OF VIET NAM
Independence – Freedom - Happiness


REGULATION
Organization and Operation 

of Vinh Phuc Investment Promotion Agency 
 (Enclosed with the Decision No. 2600/QD-CT, dated 15 October 2012 
of the Chairman of Vinh Phuc People’s Committee)

Chapter I

GENERAL REGULATIONS
Article 1.   Scope of regulation
This Regulation stipulates the organization, operation and working relation of Vinh Phuc Investment Promotion Agency (hereinafter referred to as IPA).
Article 2. Principals of organization, operation and working relation
1. Organization and operation of IPA must be streamline, professional, effective; functions and duties of its specialized divisions must be clearly defined, non-overlapping. 
2. Operation of IPA must be consistently directed and managed by Investment Promotion Steering Committee or any organizations and units relating to Director of IPA, the specialized divisions, officials, public servants, public employees and contractual employees of IPA.
3. It is required an effective coordination within IPA and working relationships with the authorities, units, organizations and individuals other than those of IPA or with investors and enterprises in the course of performance of IPA’s function and duties.
Chapter II
 FUNCTIONS, DUTIES, ORGANIZATIONS AND PERSONNEL OF IPA
AND SPECILIZED DIVISIONS OF IPA
Article 3. Functions, duties, organization and personnel of IPA
1. Functions, duties, organization and personnel of IPA are in accordance with the Decision No. 1889/QD-UBND dated 8/8/2012 of Vinh Phuc People’s Committee (hereinafter referred to as VPC) on IPA establishment.

2. Number of officials, public servants, full-and part-time public employees, contractual employees of IPA is decided by VPC in accordance with functions, duties and workloads annually assigned by VPC.  
Article  4. Functions and duties of the specialized divisions
1. General Administration Division
a) To receive, issue and monitor incoming and outgoing documents, internal documents; to fully and timely delivery all documents, papers, letters, parcels to right address and recipient who is in charge of such matter; to be accountable to clerical works, filing and secure the confidentiality of documents or papers as prescribed.
b) To assist Director of IPA in drafting internal rules, supervising and urging the implementation of IPA’s internal rules and building a civilized workplace with officials, civil servants, public employees, contractual employees and visitors working or dealing at IPA.
c) To play main role and coordinate with specialized divisions in order to assist Director of IPA in drafting regular or irregular reports about the assigned works at the request of leaders và competent authorities.
d) To assist Director of IPA in implementation of Regulation on internal expenses, fee and expense management, material condition assurance for IPA’s operation or management and protection of public assets as prescribed.

e) To assist Director of IPA in implementation of the regimes and policies of emulation and commendation or discipline with respect to the officials, civil servants, public employees and contractual employees of IPA.

f) To perform other duties assigned by Director of IPA.
2. Investment Promotion Divison
a) To assist Director of IPA in coordinating with related provincial authorities in order to build and perform the programs or short-, medium- and long term plans on investment promotion. 

b) To assist Director of IPA in holding and attending to the investment promotion convention or conference in Vietnam or oversea; to coordinate with the organizations and units with investment promotion and support function in order to attain a consensus on contents and orientation to lure investment.
c) To coordinate with relevant divisions to research and propose to Director of IPA regading mechanisms and policies of investment enviroment improvement and Vinh Phuc competitiveness capacity enhancement for the purpose of investment attraction.

d) To proactively approach and contact with domestic and foreign potential investors; to propose to the provincial leaders to contact and work with investors; to facilitate apprehendsion of investment climates and opportunities; and to deploy investment projects in Vinh Phuc province. To negotiate directly with investors as authorized by Director of IPA.
đ) To build team of collaborators working for IPA who are excellent investment promotion and support experts trained in and outside of Vietnam. Setting cooperation relationship with legal foreign entities in Vietnam and Vietnamese entities in foreign countries. 
e) To edit and release documents, publications, articles, films ... in 05 languages​​: Vietnamese, English, Japanese, Korean and Chinese to promote and introduce Vinh Phuc’s investment climate and serve for investment promotion and support. Providing such materials to Information and Communication Technologies (hereinafter referred to as ICT) Deparment for regularly updating and uploading news to IPA’s website and Vinh Phuc’s Electronic Communication Portal.
f) To report irregularly and regularly to Director of IPA.

g) To perform other duties assigned by Director of IPA.
3.  One Stop Shop Division
a) To play main role and coordinate with specialized divisions to implement Regulation on coordination of OSS administrative procedure settlement with regard to direct investment projects (FDI, DDI); construction investment projects using State Budget and Official Development Assistance (ODA) in the province.

b) To receive application dossiers, to enter data into computer system and make a record; then to transfer the application dossiers to competent authorities for administrative procedure settlement and receive/return result(s) to investors. To assist Director of IPA in supervising and urging competent authorities to ensure the progress of administrative procedure settlement within the time-limit as prescribed.

c) To list down the composition of application dossiers publicly and transparently, process of administrative procedure settlement, fee regulations at IPA’s office and website in order to make convenience for investors to search and learn.

d) To instruct investors to works with Enterprise Support Service Department if they are in demand of advices on investment application dossiers and administrative procedures at IPA’s office.

dd) To coordinate with the General Administration Divisionto pay an fee advance, to repay payments of fee advance for investors; and receive and manage fees and deduct a ratio% from administrative procedure fee income as prescribed.

To assemble all projects eligible for administrative procedure fee exemption and other incentives as indicated in Resolution of Vinh Phuc Council Committee and submit them to competent authorities for their consideration and decision.

f) To report the status of OSS administrative procedure settlement irregularly and regularly to Director of IPA.

g) To perform other duties assigned by Director of IPA.
4. Enterprise Support Service Division
a) To provide guidance, support and consulting services at the request of investors regarding investment, production and business in the province in compliance with applicable laws.

b) To provide guidance, support and consulting services regarding application dossiers, administrative procedures to investors during the time of investment projects.

c) To assist Director of IPA in deploying national or provincial enterprise support projects and programs or those of local and foreign entities to the enterprises located in Vinh Phuc province as assigned.
d) To assist Director of IPA in chairing or coordinating with relevant authorities in order to propagate investment policies and laws; openning training courses to improve the capacity and soft skills of enterprises investing and operating in the province in accordance with the law;

dd) To coordinate with the General Administration Division in collection and management of service fee as prescribed.

e) To report working results irregularly and regularly to Director of IPA.

f) To perform other duties assigned by Director of IPA.
5. Information and Communication Technology Division
a) To assist Director of IPA in chairing or coordinating with relevant authorities to hold online or direct dialogue between provincial leaders or heads of devisions with investors to solve problems in the course of implementation of investment projects in the province.

b) To create and develop softwares and coordinate with the provincial Department of Information and Communication in settings dialogue information system between enterprises, business entities and individuals in or outside of Vietnam (Hereinafter referred to as Enterprises) with State authorities, political - social organizations in the province.

To organize and implement Regulation on operation and coordination among the organizations, units and individuals involved in Dialogue Portal "Business - Government". To collect opinions and recommendations of the Enterprises in order to propose to the Steering Committee and VPC a request to relevant organizations to consider and give answers to the Enterprises.

 c) At the request of VPC and leadership, to assist Director of IPA in holding referendum with Enterprises in the appropriate form, regarding improvement measures of investment climate and competitiveness capacity of the province.

d) To play main role and coordinate with specialized divisions to collect information, articles, films, photographs, edit and release publications and information technology products regarding investment promotion and support activities in the province which include meetings and conferences between VPC and central authorities or other organizations, in order to update news on IPA's website in 5 languages: Vietnamese, English, Japanese, Korean, China.

dd) To administrate, maintain and operate information technology systems and relevant softwares used in IPA’s office; to propose information technology solutions serving for IPA’s operation.
e) To provide advertising services on IPA’s website and coordinate with the General Administration Department to collect and manage advertising fees as prescribed by laws.
f) To report working results irregularly and regularly to Director of IPA.

g) To perform other duties assigned by Director of IPA.
Chapter III:

INTERNAL WORKING RELATIONSHIP 

 AT IPA
Article 5. Working relationship between Director of IPA and Deputy of IPA
1.  Director of IPA
a) To be Director of the Investment Promotion Agency, in charge of general administration and responsible for entire operations of IPA to the Chairman of VPC cum Chairman of Steering Committee and laws.

b) To assign, adjust and supplement duties of Deputy Director of IPA, professional divisions in accordance with IPA’s functions and duties and actual situation.

c) To control all documents and papers of IPA’s functions and duties directly and submit to competent authorities for approval.

d) To decide on issues relating to labor and social policies and regime with respect to IPA’s officials, civil servants, public employees and contractual employees.

dd) To reward and discipline IPA’s officials, civil servants, public employees and contractual employees in accordance with current regulations.
2. Deputy Director of IPA:
a) To be responsible to Director of IPA and laws for his/her duties and within his/her working scope as assigned and supervised by Director of IPA.
b) To be responsible for organizing and directing the implementation of IPA’s working programs in his/her asigned sectors. Right to use IPA’s human resources, including officials, civil servants, public employees, contractual employees from various of specialized devisions, for facilitate his/her course of task performance.

c) In case of being assigned by Director of IPA to involve in the meetings presided over by IPA,  the Standing Committee shall direct competent authorities to  hold the meetings and be responsible for full attendance and reporting the meeting results to Director of IPA.

d) To take the initiative  in working with Departments, Sub-Departments, Branches, the People’s Committes of districts, cities, towns and relevant authorities to implement the duties assigned and monitored by IPA; and in the same time, to propose solutions to remove difficulties and obstacles for investors and the Enterprises.

dd) As authorized by Director of IPA, to act on behalf of Director of IPA to resolve all works under his/her authority. In case where Deputy Director of IPA is absent from workplace due to being authorized to travel or for other reasons, he/she shall notify of such absence to Director of IPA so that another Deputy Director could be in charge in stead of him/her.
Article 6. Working relationship among Head of Department, Deputy Head of Department, officials, civil servants, public employees, contractual employees and specialized devisions 
1. Head of Department: 
a) To be responsible to Director of IPA and laws for managing, administrating and implementing the Department’s functions and duties. To work with IPA’s leaders directly to process the information serving for IPA’s leaders in work direction and administration.

b) To play main role or coordinate with Heads of other professional departments to perform common works in relation to various of sectors.

c) To assign specific tasks to Deputy Head of Department, civil servants, puiblic employees, contractual employees at his/her department.

d) Head of OSS Department shall assist Director of IPA in management and assignment of certain tasks to officials, civil servants,  part-time public employees in OSS Department during their tennure.
2. Deputy Head of Department: 
a) To be assigned to supervise a number of working sectors  and responsible for his/her assignments to Head of Department  and laws.
b) To be on behalf of Head of Department to resolve the works in charge of his/her department in case of absence of Head of Department.

3. Civil servants,  public employees and contractual employees: 
a) To be assigned by Head of Department to implement a number of duties in the sectors of their department and responsible to Head of Department and laws for their assigned works and tasks.

b) In the course of task performance, in case of nesscessary, to be under direct administration of IPA’s leaders or Deputy Head of Department from time to time.

c) In the event of unexpected work(s) which requires a short dealine to resolve or in the event of absence of department’s leaders, to be entitled to work directly with superior leaders of IPA for timely resolving and later, report the resolved results to Head of Department.

d) To reflect any arising problem and propose the measures to improve the work resolution process in their department and IPA to Head of Department and IPA’s Leadership according to a prescribed order.
4. Specialized devisions: 
To take the initiative in coordination, support, facilitiation and information sharing in order to conduct and complete excellently the duties of IPA and their department together.

Chapter IV:

WORKING RELATIONSHIP BETWEEN IPA AND OTHERS AGENCIES
Article 7. Relationship between IPA and VPC/provincial Steering Commitee/provincial Standing Steering Committee
1. IPA executes comprehensive direction and administration of VPC; the directly and comprehensively direction and administration of the provincial Standing Steering Committee. IPA assits and prepares good condition for provincial Steering Commitee to implement Regulation on Provincial Steering Commitee Operation as stipulated in Chapter I and Chapter III of the Regulation enclosed to Decision No. 1896/QD-UBND dated 08  August 2012 of VPC.
2. To fulfill irregular or regular reporting obligation as prescribed and at the request of VPC and Vinh Phuc Standing Steering Committee.

3. To assist Chairman of  VPC in completing ​​a number of tasks, such as: monitoring, supervising and urging the implementation of investment promotion and support; and implementing Regulation on coordination of OSS administrative procedure settlement and Regulation on coordination among organizations, units and individuals involved in Dialogue Portal "Business - Government".

4. To attend to periodic and extraordinary meetings of VPC meeting of the leaders of VPC,  Vinh Phuc Steering Committee, Vinh Phuc Standing Steering Committee to discuss about investment promotion and support.
5. Director or Deputy of IPA may be authorized to keep contact with Chairman of VPC -  Head of Vinh Phuc Steering Committee, and Standing Steering Committee to receive; to execute their directions; to reflect, report and put forward the issues relating to IPA’s functions and duties.
Article  8. Relationship between IPA and VPC Office 
1. IPA is a standing representative of provincial Steering Committee and subject to administrative management of VPC Office. Regarding professional, IPA is independent from VPC Office and often coordinates with VPC Office to fulfill its functions and duties.

2. Regarding finance regime, IPA is  revenue-raising service delivery unit, entitled to open its own bank account, receive and use funds allocated from State budget and other legal income sources. For initial time when IPA’s apparatus is not stable, VPC shall assist in providing material conditions for its operation.
Article  9. Relationship between IPA and  agencies in the province
1. To coordinate with Departments, Sub-Departments, Branches; the People’s Committes of districts, cities, towns; the People’s Committes of commune, ward and town; political social organizations and a number of other social vocational organizations based in the province to implement IPA’s functions and duties.

2. To contact and directly work with the investors in the province in order to resolve the problems regarding investment promotion and support, administrative procedure settlement through OSS regime; to receive and collect the opinions and recommendations reflected by the Enterprises and report them to Vinh Phuc Standing Steering Committee as prescribed.

3. To attend the meetings of Departments, Sub-Departments, branch and the District People’s Committee relating to investment in order to timely capture information which serves for investment promotion and support.  

Article  10. Relationship between IPA and other agencies 
1. To proactively keep relationships and coordinate with other organizations and units of Central, Ministry and Branch which have State management functions on diplomacy and investment; with diplomatic agencies and external economic authorities of Vietnam in foreign countries; and with international organizations, foreign diplomatic and economic agencies legally based in Vietnam, in order to arrange a number of activities of investment promotion in Vietnam or in foreign countries.

2. To attend in the convention and conferences regarding investment promote and support held by the organizations and units mentioned in Clause 1, Article 10, upon obtaining their approval; to receive help and support from such organizations and units in the implementation course of IPA’s professional works.

3. To contact and work with the investors and enterprises located in other provinces and foreign countries regarding investment promote and support; to resolve OSS administrative procedures; to receive, collect comments and proposals of the enterprises and afterward, to report them to Vinh Phuc Standing Steering Committee as prescribed.     
Chapter V

IMPLEMENTATION
Article  11. Meetings
1. On every Friday, IPA’s leaders and Head or Deputy of Department shall arrange a meeting to brief weekly works and to deploy working plans of the following week.

2. Director of IPA shall, subject to the requirement of duties, convene an exceptional meeting with IPA’s leaders and subordinate leaders or whole officials, civil servants, public employees and contractual employees of IPA.

3. The specialized devisions shall arrange a weekly meeting to brief works; to note the opinion reflected by IPA’s officials, civil servants, public employees and contractual employees regarding work situation and results; and to perform detailed tasks next week.
Article  12. Reporting Regime
1. IPA shall implement regular and irregular reporting regime within the scope of its function and duties to competent authorities in accordance with law.

2. IPA shall assist to Chairman of VPC - Head of Vinh Phuc Steering Committee in supervising and urging relevant organizations and units aiming for completion of the duties of Vinh Phuc Investment Promotion Committee.

3. IPA’s specialized divisions shall monthly report their working results to IPA’s leaders in order to synthesize a general report of IPA.
Article  13. Implementation Term
1. Director of IPA is responsible for organizing, monitoring and supervising the implementation of this Regulation by IPA’s officials, civil sevants, public employees and contractual employees.

2. In case of any difficulty or problem arising in the course of implementation of this Regulation, Director of IPA shall research, synthesize and put forward IPA’s proposal to Chairman of VPC for consideration and decision on amendments and supplements to this Regulation accordingly. /.
ON BEHALF OF VINH PHUC PEOPLE’S COMMITTEE

CHAIRMAN
(Signed)
Phung Quang Hung
-
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