	MINISTRY OF SCIENCE AND TECHNOLOGY

-----------------------------
	THE SOCIALIST REPUBLIC OF VIETNAM

Independence - Freedom – Happiness

----------------------------------
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DECISION 

On issuing the Regulation on Organization and Operation of 

the Office of Ministry of Science and Technology 
MINISTER OF SCIENCE AND TECHNOLOGY 

Pursuant to Decree No. 20/2013/ND-CP dated February 26, 2013 by the Government on defining the functions, tasks, powers and organizational structure of the Ministry of Science and Technology;

At the proposal of the Director of the Department of Organization and Personnel,

DECIDES:

Article 1: The Regulation of Organization and Operation of the Office of Ministry of Science and Technology is issued enclosed with this Decision.

Article 2: This Decision is put into effect as of April 20, 2013 and replaces Decision No. 36/2004/QD-BKHCN dated October 29, 2004 by the Minister of Science and Technology on issuing the Regulation on Organization and Operation of the Office of Ministry of Science and Technology.

Article 3: The Chief of the Office, Director of Department of Organization and Personnel, and leaders of related agencies are responsible for implementing this Decision.

	Cc:

- As in Article 3;

- Archived in the Office, Department of Organization and Personnel 
	THE MINISTER

NGUYEN QUAN


	MINISTRY OF SCIENCE AND TECHNOLOGY
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	THE SOCIALIST REPUBLIC OF VIETNAM

Independence - Freedom – Happiness
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REGULATION

On Organization and Operation of
The Office of Ministry of Science and Technology   
(Issued enclosed herewith Decision No 886/QD-BKHCN dated April 22, 2013 by the Minister of Science and Technology)


Chapter I

FUNCTIONS, TASKS AND POWERS
Article 1. Position and Functions
The Office of Ministry of Science and Technology (hereinafter called the Office) is an agency under the Ministry of Science and Technology, which has functions to advise and consolidate programs and working plans and serve for the Ministry’s activities; support the Minister to coordinate, consolidate,  monitor and follow up with organizations and agencies under the Ministry to implement the Ministry’s working programs and plans; carry out administrative activities, archives, receptions, management, security protection, defense, health, finance, construction investments; manage the technical and material facilities, assets and funds for activities, ensure working means and conditions for the operation of the Office.

The  Office has its own stamp and can bank account at State Treasury and Bank to operate and have transactions as stipulated by laws.  

Article 2. Tasks and powers 
1. Advising the Minister in guidance and management of the Ministry’s activities; developing and supervising the implementation of working programs and plans of the Ministry and the Ministry’s leaders; preparing reports on the regular and urgent basis on the implementation status of the Ministry’s activities; issuing notices, minutes of conferences and meetings of the Ministry’s leaders; receiving, appraising and being responsible for procedures and formality of documents and records to be submitted to the Ministry’s leaders; monitoring, supervising the implementation of decisions, directives, conclusions and tasks assigned by the Ministry’s leaders to agencies under the Ministry; being the focal point for working relations with Ministries, branches at the Central and local level and the Party, National Assembly and Government as assigned by the Minister.

2. Developing and submitting to the Minister for issuing the Ministry’s Working Regulation and other internal regulations  and following up, supervising and consolidating the implementation status of the Regulation after it is issued.

3. Carrying out the Ministry’s administrative and archive work; managing and providing guidance for administrative and archive work in the Ministry and agencies under the Ministry; receiving, handing over, moving incoming and outgoing documents, including confidential documents as stipulated and managing the use of the Ministry’s stamp and the Office’s stamp; providing guidelines on setting up files and submitting for file and document archives; collecting, correcting, identifying values of documents, statistics, maintaining and organizing the use of archived documents; regularly submitting documents for archive as stipulated by laws.

4. Being the focal point to provide information for mass media, organizations and individuals as stipulated by laws and delegated by the Minister.

5.  Coordinating with the Department of Organization and Personnel to fulfill mechanisms and polices for officials, permanent staff and laborers of the Ministry; the Ministry’s officials and permanent staff who are retired according to the Ministry’s delegation of authority on the personnel management; carrying out receptions, compliments, visits, funerals according to the delegation of authority and guided by the Minister;
6. Managing the Ministry’s operating budget; preparing the budget estimation and organizing the implementation of the budget estimation, carrying out the liquidation of the budget income and expenses of the Ministry as regulated; managing other budget sources as assigned by the Minister.

7. Managing and ensuring facilities, assets, means of transportation,  equipment and working conditions of the Ministry’s leaders and the Ministry. 
8. Chairing the management of construction investments for agencies under the Ministry, providing guidelines for agencies under the Ministry to work out plans on construction investments funded by the State budget and other legal budget sources to submit to competent levels for approval; consolidating, allocating and informing the budget for construction investment projects according to annual plans; implement the Ministry’s projects on small construction investment and large renovations as stipulated by laws. 
9. Carrying out reception and logistic activities for the Ministry’s conferences, meeting and working sessions; reception and logistic activities for domestic an international missions who come to work with the Ministry and logistic work for the Ministry’s working mission.

 10. Chairing and organizing the military and defense activities, flood and storm protection, fight and explosion protection, ensuring security, safety, order, labor hygiene; protecting and taking healthcare for the Ministry’s officials, permanent staff; protecting against drugs and social crimes for the Ministry. 
11. Controlling administrative procedures under the Ministry’s management functions.
12. Managing staff, assets and documents of the Office according to the Ministry’s delegation of authority and as stipulated by laws.
13. Carrying out other tasks as assigned by the Minister.

Chapter II
ORGANIZATIONAL STRUCTURE AND WORKING MECHANISM
Article 3. Leaders of the Office

1. Leaders of the Office consist of the Chief of the Office and Vice Chiefs. 
2. The Chief of the Office is appointed, dismissed by the Minister of Science and Technology and responsible to the Minister for the entire organization and operations of the Office.

3. Vice Chiefs of the Office assist the Chief of the Office with the Office’s work, are allowed to make decisions on issues under their assigned management scopes and responsible to the Chief for their assigned tasks. Vice Chiefs are appointed, dismissed by the Minister of Science and Technology based on the Chief’s proposals.

4. In case the Chief of the Office is absent, one Vice Chief is authorized to manage and deal with the Office’s work on behalf of the Chief of the Office. 
Article 4. Organizational structure
1. The Division of General Affairs;
2. The Division of Administration and Organization;
3. The Division of Administrative Procedure Control;

4. The Division of Archive; 
5. The Division of Accounting Affairs;
6. The Division of Governance and Health;
7. The Division of Reception Affairs;
8. The Division of Vehicle Management;
9. The Division of Construction Investment Management 

10. The Management Committee for 2nd Office  
The Chief of the Office coordinates with the Director of Department of Organization and Personnel to stipulate specific functions, tasks and assign officials, experts working in divisions/units based on assigned tasks and number of permanent staff.

The appointment, dismissal of head, deputy head levels of divisions/units follows the Ministry’s regulations on appointment and delegation of authority on personnel.
Article 5. Working mechanism
 1. The Office organizes its work according to a mechanism in which the leadership integrates with collective discussion.

2. The Office follows working regulations and relations with leaders of agencies under the Ministry according to the Ministry's working regulations and other related regulations. 

3. The Office is responsible for closely coordinating with related agencies, organizations and individuals outside the Ministry as stipulated in the implementation of assigned functions and tasks.

Chapter IV
IMPLEMENTATION PROVISIONS
Article 6. The enforceability validity

This Regulation is put into effect as of April 20, 2013.

The Chief of the Office coordinates with the Director of Department of Organization and Personnel to implement this Regulation.

Article 7. The amendment and supplementation of this Regulation 

The amendment and supplementation of this Regulation is carried out by the Chief of the Office in coordination with the Director of Department of Organization and Personnel to submit to the Minister of Science and Technology for review and approval.

	 
	THE MINISTER 

  Nguyen Quan 


