UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM

XA HQP TIEN Djc lap -Tw do - Hanh phuc
S6:1030 /QD-UBND Hop Tién, ngay 07 thang 10ndm 2026
QUYET PINH

Vé viéc ban hanh Quy ché cung cip thdng tin cho cong dan
ciua UBND xa Hop Tién, thanh pho Hai Phong

UY BAN NHAN DAN XA HQP TIEN

Can cir Ludt Té chirc chinh quyén dia phwong ngdy 16 thang 6 nam 2025;

Can cir Ludt Tiép cdn théng tin ngay 23 thang 4 nam 2026;

Can cuw Ludt Bao vé dit liéu cd nhdan ngay 26 thang 6 nam 2025;

Can cir Ludt Bao vé bi mdt nha nudc ngay 10 thang 12 nam 2025;

Can cu Ludt An ninh mang ngay 10 thang 12 nam 2025;

Cdn cit Nghi dinh s6 337/2026/ND-CP ngay 26 thang 8 nam 2026 ciia Chinh
phii quy dinh chi tiét mét sé diéu va bién phdp thi hanh Ludt Tiép cdn thong tin;

Can cir Nghi dinh so 30/2020/NB-CP ngay 05 thang 3 nam 2020 ciia Chinh
phii vé céng tac van thu;

Can civ Nghi dinh s6 356/2025/NP-CP ngay 31 thing 12 ndam 2025 ciia
Chinh phii quy dinh chi tiét mét sé diéu va bién phdp thi hanh Ludt Béao vé dir
lieu ca nhan;

Can cir Théng twr s6 126/2026/TT-BTC ngay 24/8/2026 ciia Bé truéng Bo
Tai chinh quy dinh chi tiét chi phi thuc té dé in, sao, chup va giri théng tin theo
quy dinh tai khodn 2 Piéu 25 Ludt Tiép cdn théng tin s6 01/2026/QH16;

Theo dé nghi ciia Chanh Vin phong HPND va UBND xa.

QUYET DINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché cung cip thong tin cho
cong dan cua UBND xa Hop Tién. ,

Diéu 2. Quy ché nay quy dinh nguyén tac, ndi dung, phuong thic, trinh tu,
thot han va trach nhiém ctia cac co quan, don vi, cadn bg, cong chirc thuoc UBND
xa trong viéc cong khai, tiép nhan, xur 1y va cung cap thong tin cho cong dan theo
quy dinh cua phép luat.

- Giao Vian phong HPND va UBND xi 1a don vi dau méi giup UBND x4 to
chtrc thyc hién viée cung cap thong tin cho cong dan theo Quy ché ban hanh kém
theo Quyét dinh nay.

Piéu 3. Chanh Vin phong HDND va UBND x3; Trudng cac phong, don vi
thudc UBND x3; can bg, cong chure, nguoi hoat dong khong chuyén trach va céc
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t6 chtrc, ca nhan c6 lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

(Quyét dinh nay cé hiéu luc thi hanh ké tir ngay ky va thay thé Quyét dinh
s6 812/0D-UBND ngay 31/12/2025 ciia UBND xa Hop Tién vé viéc ban hanh
Quy ché cung cdp théng tin cho cdng ddn ciia UBND x& Hop Tién).

TM. UY BAN NHAN DAN

Noi nhdn:

- Nhu Diéu 3;

- S& Tu phap (b/c);

- TT Pang uy x4 (b/c);

- TT HDBND, cac Ban HDND xa (b/c);
- Lanh dao UBND x§;

- C4c uyvién UBND x4;

- Céc co quan, don vi trén dia ban x§;

- Trudng cac thon;

- Cong TTDT x4 (ddng tai QD); Vii Xuan D6
- Luu: VT,VP. *




(Ban hanh k&
ngay \(

dinh s01030/0D-UBND
sia UBND x& Hop Tién)

Chuwong |
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi diéu chinh

1. Quy ché nay quy dinh vé viéc cong khai théng tin va cung cap thong tin theo
yéu cau thudc pham vi, trach nhiém cung cip thong tin cia UBND x4 Hop Tién theo
quy dinh ctia Luat Tiép can thong tin nam 2026.

2. Thong tin thudc trach nhiém cung cip cia UBND x3 Hop Tién bao gom:
Thong tin do HDND xa, Thuong triuc HDND x4, cac co quan cuia HDND xa tao ra;
thong tin do UBND x3, Chu tich UBND x4, cic co quan chuy&n mon, t6 chire hanh
chinh cia UBND x4 tao ra (trir trieong hop thong tin cong dan khéng ducoc tiép cdin
quy dinh tai Piéu 15 Ludgt Ti ié:p can thong tin); thong tin do UBND xa nam gift trong
truong hop viée cung cap thong tin 14 can thiét dé bao vé loi ich cong cong, strc khoe
ctia cong dong.

3. Pbi voi thong tin cong dan tiép can c6 diéu kién thi UBND x4 cung cip thong
tin khi cd du diéu kién theo quy dinh.

Piéu 2. Poi twong 4p dung

1. Quy ché nay duogc ap dung dbi v6i yéu cau cung cip thong tin ciia cong dan
cu tra trén dia ban x3; yéu cau cung cap thong tin ctia cong dan khac trong truong
hop lién quan dén quyén, loi ich hop phap caa ho; don vi, ca nhan c6 trach nhiém
cung cap thong tin theo quy dinh ctia Quy ché nay.

2. Ngudi nudc ngoai trong truong hop yéu cau cung cip thong tin lién quan truc
tiép dén quyén va nghia vu ctia ho theo Piéu 29 ctia Luat Tiép cin thong tin.

3. Viéc yéu cau cung cap thong tin ctia cong dan thong qua td chic, doan thé,
doanh nghiép (sau day goi 1a t6 chirc) duogc thyc hién trong trudng hop nhiéu nguoi
trong t6 chirc c6 cting yéu cau tiép can dbi v6i thong tin gidng nhau.

4. Quy ché nay khéng ap dung d6i véi viéc cung cap thong tin cho phéng vién,
béo chi. Viéc cung cip théng tin cho phong vién, bao chi thuc hién theo quy dinh cua
Luat Bao chi ngay 10/12/2025, Nghi dinh s6 244/2026/ND-CP ngay 26/6/2026 cua
Chinh phu vé viéc quy dinh chi tiét viéc phat ngdn va cung cap théng tin cho bao chi
cta cac co quan hanh chinh nha nudc va cac van ban co lién quan.
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Piéu 3. Nguyén tic dam bao quyén tiép cin thong tin

1. Moi cong dan déu binh déng, khong bi phan biét ddi xtr trong viéc thuc hi¢n
quyén tiép can thdng tin.

2. Thong tin duge cung cap phai chinh xéc, day du.

3. Viéc cung cdp thong tin phai dung trinh tu, tha tuc theo quy dinh cua phap
luat; diy manh Gmg dung cong ngh¢ thong tin, chuyen d6i sd, ting cudng cung cp
thong tin trén moi truong sd; bao dam viéc cung cp thong tin kip thoi, minh bach,
thuan loi cho cong dan.

4. Viéc han ché quyén tiép can thong tin phai do luat dinh trong trudng hop can
thiét vi 1y do quéc phong, an ninh quéc gia, trat tu, an toan xa hoi, dao dirc xa hoi,
stcc khoe cua cong dong.

5 Viéc thuc hién quyén tiép can thong tin ctia cong dan khong duoc xam pham
loi ich quéc gia, dan tdc, quyén va loi ich hop phéap cia co quan, to chtic hodc cua
nguoi khac.

Picu 4. Quyén va nghia vu ciia cdng dan trong viée tiép cin thong tin

1. Cong dan c6 cac quyén sau day:

a. Puoc cung cép thong tin chinh xac, dﬁy du, kip thoi, minh bach, thuan loi;

b. Khiéu nai, t6 c&o, khai kién hanh vi vi pham phap luat vé tiép can thong tin
theo quy dinh tai Piéu 13 ctia Luat Tiép can thdng tin.

2. Cong dan co cac nghia vy sau day:

a. Tuan tha quy dinh caa phap luat vé tiép can thong tin;

b. Khong lam sai 1éch noi dung thdng tin da dugc cung cép;

c. Khdng xam pham quyén va loi ich hop phép cia co quan, t6 chiic
hodc ctia nguoi khac khi thuc hién quyén tiép can thdng tin.

Chuong I
PHAN CONG TRACH NHIEM

Piéu 5. Phan cong phu trach cung cap thong tin

1. Chu tich UBND x4 la ngudi chiu trach nhiém vé viéc cung cap thong tin cia
UBND x& Hop Tién.

2. Chu tich UBND xa phan cong cac Pho Chu tich UBND xa giup Chu tich UBND
xa phu trach t6 chiic cung cap thong tin trong linh vic duoc phan cong phu trach.

Phé Chu tich UBND xa phu trach cung cap thong tin ¢d trach nhiém chi dao
viéc cung cap thong tin; dé xuat, bao cao Chu tich UBND x4 cac diéu kién bao dam
thuc hién viéc cung cép thong tin.

Piéu 6. Trachnhiém ciia dau mdi cung cap thong tin

1. Vian phong HDND va UBND x4 1a dau mdi cong khai thong tin va cung cip



thong tin theo yéu cau.

2. Trach nhiém Van phong HBDND va UBND xa

a. B4 tri cong chure lam dau mdi cung cap thong tin dé thyuc hién cung cip thong
tin cho cong dan; B tri ngudi hudng dan, giai thich, gitp d& nguoi khuyét tat gip
kho khin trong viéc dién Phiéu, ky Phiéu yéu cau cung cip thong tin hodc gip kho
khin trong viée tiép can théng tin;

b. Lap, cap nhat Danh muc thong tin phai dugc cong khai theo Piéu 17 cta Luat
Tiép can thong tin.

c. Tiép nhén, xt Iy cac yéu ciu cung cdp thong tin cua cong dan; chu tri, phdi
hop véi cac don vi co lién quan xtr 1y yéu cau cung cip thong tin cua cong dan; thuc
hién cung cap thong tin cho cong dan hoic gia han, tir chdi viéc cung cap thong tin
theo quy dinh;

d. Giai thich, huéng dan, thong bao cho cong dan thyc hién quyén tiép can thong
tin dung trinh tu, tha tuc; huéng dan, hd tro ngudi yéu cau cung cép thong tin xac
dinh 5 tén vin ban hodc tén ho so, tai liéu co chua thong tin can cung cép dé dién
day du, chinh xac vao Phiéu yéu cau cung cap thong tin;

d. Tiép nhan, xir Iy hodc phdi hop véi cac don vi ¢6 lién quan xir Iy phan anh,
kién nghi, khiéu nai, t6 céo cta t6 churc, cong dan vé viéc cung cap théng tincaa co
quan, don vi minh theo quy dinh cta phép luat c6 lién quan; kién nghi, dé xuat véi
nguoi dimg dau co quan, don vi cac van dé phat sinh trong qué trinh giai quyét yéu
cau cung cap thong tin cho cong dan;

e. Chu tri, phdi hop v&i don vi tao ra théng tin xur 1y trong truong hop thong tin
da cong khai khong chinh xac hodc thong tin da cung cap theo yéu cau khong chinh
xéc, khong day du;

f. Theo ddi, d6n dbc viée giai quyét yéu cau cung cip thong tin ciia cong dan;
tong hop tinh hinh, két qua cong tac cung cap thong tin thudc pham vi trach nhiém
cua co quan, don vi;

g. Bao dam cac diéu kién dé cung cap thdng tin theo yéu cau ciia céng dan.

3. Trach nhiém ciia cong chiic dugc phan céng lam dau mdi cung cap thong tin

a. Tiép nhan Phiéu yéu cau cung cip théng tin, vao So theo d&i cung cap
thong tin theo yéu cau va bao cdo Chanh Vin phong HDND va UBND x3;

b. Giai thich, huéng dan, thong bao cho cong dan thyc hién quyén tiép can thong
tin theo quy dinh phap luat; huéng dan, hd trg nguoi yéu cau xac dinh rd ho so, tai
lidu, tén van ban c6 chira thong tin can tim kiém dé dién day du, chinh x4c vao Phiéu
yéu cau cung cap thong tin;

c. Khi nhan dugc yéu cau cung cap thong tin hop 18, thong bao vé thoi han, dia
diém hinh thie cung cap thong tin; chi phi thuc té dé in, sao, chup, giri thong tin qua
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dich vu buu chinh, fax (néu c6) va phuong thirc, thoi han thanh toan theo mau Phiéu
str dung trong cung cip thong tin theo yéu cau tai Phu luc ban hanh kém theo Nghi
dinh sb 337/2026/ND-CP;

d. Cung cip thong tin cho cong dan chinh x4c, ddy du cho cong dan theo dung
hinh thtc, trinh ty, tha tuc, thoi han theo quy dinh phép luat; khong dugc nhiing
nhiéu, gy can trd, kho khin trong khi thyc hién nhiém vu;

d. Kién nghi, d¢ xuat Chanh Van phong HDND va UBND x3 vé cac van dé phat
sinh trong qua trinh giai quyét yéu cau cung cap thong tin cho cong dan; xay dung
bao c4o vé tinh hinh cung cp thong tin cta don vi.

Piéu 7. Trachnhiém ciia cc don vi chi tri tao ra thong tin

1. Pon vi chu tri tao ra théng tin xac dinh thong tin thuéc Danh muc thong tin
phai duoc cong khai theo Piéu 17 ctia Luat Tiép can thong tin va chuyén dén don vi
dau méi cung cap thong tin.

2. Bon vi chu tri tao ra thong tin ¢6 trach nhiém ra soat, kiém tra, xac dinh noi
dung théng tin trong van ban, ho so, tai liéu thudc thong tin cong dan khong dugc
tiép can, thong tin cdng dan duoc tiép can c6 diéu kién theo quy dinh tai Dicu 15 va
Piéu 16 cua Luat Tiép can théng tin; str dung céac bién phap k¥ thuat phii hop véi dic
diém, tinh chat cua van ban, ho so, tai lidu dé loai bo cac thong tin nay trudc khi
chuyén cho don vi dau mdi cung cap thong tin.

3. Pbi voi ho so, tai lidu cd chira ca thdng tin cong dan khong duoc tiép can,
thong tin cong dan duoc tiép can va cac phan thdng tin co thé dugc phan tach hop
ly, don vi chu tri tao ra thong tin c6 trach nhiém ra soat, phan tach mot phan ho so,
tai liéu chira thong tin cong dan duoc tiép can trudc khi chuyén cho don vi dau mbi
cung cap thong tin.

Viéc st dung cac bién phap k¥ thuat dé phan tach thong tin phai bao dam phu
hop véi cac quy dinh vé bao vé bi mat nha nude, an ninh mang, bao vé dit liéu ca
nhan va quy dinh ctia phap lut khic ¢ lién quan, phil hop voi diéu kién va ngudn
Iire thye hién cua co quan, don vi, khong 1am anh huong dén hoat dong binh thudng
cua co quan, don vi.

4. Chju trach nhiém vé két qua ra soat, kiém tra tinh bi mat cta thong tin, phan
loai thong tin, bao dam tinh chinh xé4c ctuia thong tin trudce khi giri Van phong HDND
va UBND xa.

5. T6 chtrc luu trit va chuyén giao thong tin do don vi minh chu tri tao ra téi Van
phong HDND va UBND x4 dé cung cap thong tin theo quy dinh caa Quy ché nay va
cac quy dinh phap luat cé lién quan.

6. Chi dao viéc tim kiém thong tin thudc pham vi, linh vuc do minh phu trach
hodc chi dao tham gia ¥ kién ddi véi viéc cung cap thong tin theo dé nghi ciia Vian



phong HDND va UBND xa.

7. Phi hop v6i Vian phong HPND va UBND x4 tra 10i cac phan anh, kién nghi,
khiéu nai, td cdo cta cong dan vé viéc cung cap thong tin caa UBND x4 theo quy
dinh ctia phap luat c6 lién quan.

Piéu 8. Trach nhiém ciia Phong Vin hoa - Xa hoi

1. Huéng dan cac co quan chuyén mén thugc UBND x3; Trung tAm Phuc vy hanh
chinh cong, cac co quan, don vi cip xd ing dung cong nghé thong tin; s6 hoa, chit ky
s, chimg thu sd; k¥ thuat vé bién phép, quy trinh bao quan thong tin va hé théng quan
Iy thong tin trong hoat dong cung cap thong tin ciia UBND x4.

2. Phdi hop voi cac co quan chuy@n mon hd tro k¥ thuat vé bién phap, quy
trinh bao quan thong tin va hé théng quan 1y thong tin trong hoat dong cung cap
thong tin cia UBND xa.

Pi¢u 9. Trach nhiém ciia Trung tim Dich vu sw nghiép cong

1. Tham muu UBND x4 xay dung, to chtc van hanh Chuyén myc vé tiép can
thong tin trén Cong thong tin dién tr xa gdm: Danh muc thong tin phai duoc cong
khai; Quy ché cung cap thong tin; dia chi tiép nhan yéu cau cung cap thong tin qua
mang Internet va tiép nhan phan anh, kién nghi, khiéu nai, t6 cdo cua cong dan vé
tiép can thong tin; thong tin vé dau moi cung cap thong tin, noi tiép nhan yéu cau
cung cap thong tin; thoi gian, lich tiép nhan yéu cau cung cap thong tin ctia cong dan
tai Tru s& co quan; biéu miu, hudng dan, hd trg nguodi yéu cau cung cap thong tin;
dia chi truy cap dé tai théng tin (néu co).

2. Bao dam cac diéu kién k¥ thuat dé cong khai thong tin trén Cong thong tin
dién tir ciia xa va céc hinh thuc cong khai thong tin khac phu hop véi quy dinh ctia
phap luat.

Chuwong Il1
QUY TRINH CHUYEN GIAO THONG TIN

Picu 10. Ra soat, kiém tra tinh bi mat, phan leai thong tin

1. Cham nhét 01 ngay lam viéc ké tir ngay tao ra thdng tin, cac don vi chu tri tao
ra thong tin c6 trach nhiém ra soat, kiém tra tinh bi mat ctia thong tin, phan loai noi
dung thong tin trong vin ban, ho so, tai liéu thudc thong tin dugc tiép can, thong tin
khong duoc tiép can, thong tin duoc tiép can c6 diéu kién theo quy dinh tai Piéu 14,
Piéu 15, Piéu 16 Luat Tiép can thong tin.

2. Trong qué trinh ra soat, kiém tra tinh bi mat ctia thong tin va phan loai thong
tin, d6i v4i cac thong tin phirc tap, thong tin lién quan dén nhiéu linh vuc, don vi
dugc giao chi tri tao ra thdng tin c6 thé 1ay y kién cia cac phong, nganh ¢ lién quan
va bao cdo Chu tich UBND hodc Pho Chu tich UBND xa phuy trach nganh, linh vuc



quyét dinh.

Piéu 11. Chuyén giao thong tin

1. Cham nhat 02 ngay 1am viéc ké tir ngdy tao ra thong tin, cic phong, ban, don
vi chu tri tao ra thong tin gii ban dién tir hodc ban gidy téi Van phong HDND va
UBND x4 d¢é luu trit theo phén loai thong tin.

2. Vin phong HDND va UBND x3 ¢6 trach nhiém luu trit van ban, hd so, tai
liéu da dugc phan loai do cic co quan quy dinh tai khoan 1 Diéu nay chuyén giao;
bao dam tinh bi mat ctia cac thong tin khong duoc phép tiép can va thong tin ma cong
dan duoc tiép can c6 diéu kién trén Céng Thong tin dién tr xa va hé théng van ban
luu trir.

Chuwong IV
QUY TRINH CONG KHAI THONG TIN

Picu 12. Lap, cap nhat Danh muc thong tin phai dwge cong khai

1. B6i v6i cac thong tin phai duoc cong khai theo Dicu 17 Luat Tiép can thong tin,
Van phong HDND va UBND xa c¢6 trach nhiém 1ap, cap nhat, cong khai Danh muc
théng tin.

2. Danh muc thong tin phai duoc cong khai gom cac ndi dung: Tén, so, ky hiéu
ctia van ban hodc ho so, tai liéu; ngay, thang, nam tao ra van ban hoac ho so, tai lidu;
hinh thtrc cong khai.

Truong hop thong tin dang dugc cong khai tai cac co s¢ dit liéu khac nhau hodc
dang tai trén cong thong tin dién tr thi tai Danh muc thong tin phai dugc cong khai
gém cac ndi dung: Tén van ban hodc tén ho so, tai liéu; chi dan dija chi truy cap ddi
v6i1 thong tin do.

3. Viéc xac dinh théng tin phai duoc cong khai thuc hién theo Diéu 17 Luat
Tiép can thong tin; Hinh thirc cdng khai thdng tin dugc thyc hién theo Diéu 18 Luat
Tiép can thong tin.

4. Thoi diém cong khai thong tin d6i véi timg linh vuc duge thuc hién theo quy
dinh cua phap luat cd lién quan; truong hop phap luat chua cd quy dinh thi
cham nhat 1a 05 ngay lam viéc ké tir ngdy tao ra thong tin, UBND x4 phai cong khai
thong tin.

Piéu 13. Cong khai thong tin trén Cong thong tin dién tir, Cong dir lidu,
cac kénh noi dung, trang cong dong chinh thirc

Viéc cong khai thong tin trén Cong thong tin dién tir xa, Cong dit liéu, cac kénh
nodi dung, trang cong dong chinh thirc thuc hién theo quy dinh tai Diéu 19 Luat Tiép
can thong tin.

Piéu 14. Xir ly thdng tin cdng khai khéng chinh xac
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1. Truong hop phat hién thong tin do minh tao ra va da dugc cong khai khong
chinh xac thi don vi chu tri tao ra thong tin c6 trach nhiém phdi hop Vin phong
HDND va UBND xa kip thoi dinh chinh, cong khai théng tin da dugc dinh chinh.

2. Truong hop phat hién thong tin do co quan, don vi khac tao ra nhung do
minh cdng khai khéng chinh xac thi Van phong HDND va UBND xa c6 trach nhiém
kip thoi dinh chinh, cdng khai thong tin da duoc dinh chinh.

3. Truong hop phat hién thong tin do minh tao ra nhung dugc co quan, don vi
khéac cong khai khong chinh xac thi Van phong HDND va UBND xa c6 trach nhiém
yéu cau co quan, don vi di cong khai thong tin kip thoi dinh chinh, cong khai théng
tin da duoc dinh chinh.

4. Trudng hop cong dan cho rang thong tin cong khai khong chinh xéc thi kién
nghi v6i Van phong HDND va UBND xa. Cham nhat 14 10 ngay ké tir ngay nhan
duogc kién nghi, don vi chu tri tao ra thong tin ¢ trach nhiém phdi hop Vin phong
HDND va UBND kiém tra tinh chinh xdc cua thong tin va tra 10i cho cong dan;
truong hop Xac dinh thong tin cong khai khong chinh xac thi phai kip thoi dinh
chinh, cong khai thong tin da dugc dinh chinh.

5. Thong tin cong khai khong chinh x4c bang hinh thirc ndo thi phai duoc dinh
chinh bang hinh thirc d6, dong thoi cong khai thong tin da dugc dinh chinh trén cong
dir liéu, cong thong tin dién tir xa, kénh noi dung, trang cong dong chinh thic cua co
quan, don vi da cdng khai théng tin khéng chinh xac.

Chwong V
QUY TRINHXU LY CUNG CAP THONG TIN THEO YEU CAU

Pi¢u 15. Trinh tw, thii tuc cung cap thong tin theo yéu cau

1. Nguoi yéu cau cung cap thong tin giri ho so yéu cau cung cap thong tin dén
UBND x4 bang mot trong cac hinh thirc quy dinh tai khoan 1 Diéu 24 cta Luat Tiép
can thong tin.

2. H6 so yéu cau cung cip thong tin gom Phiéu yéu cau cung cap thong tin
theo Mau s6 01a hoic Mau s6 01b ban hanh kém theo Nghi dinh sé 337/2026/NP-
CP. Ddi voi yéu cau cung cip thong tin quy dinh tai khoan 1 va khoan 2 Diéu 16
ctia Luat Tiép can thong tin thi phai kém theo van ban chép thuan cia ca nhan, to
chtrc lién quan theo Mau s6 06 ban hanh kém theo Nghj dinh nay.

Truong hop Phiéu yéu cau cung cip thong tin chua dy du nodi dung theo
Mau s6 01a hodc Mau s6 01b ban hanh kém theo Nghi dinh sé 337/2026/ND-CP thi
Vin phong HPND va UBND x4 c6 trach nhiém huéng din nguoi yéu cau cung cp
thong tin bo sung.
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3. Vin phong HDND va UBND x4 thuc hién khai thac, d6i chiéu thong tin ctia
ngudi yéu cau cung cip thong tin trong Co sd dit liéu qudc gia vé dan cu va cac co
so dit liéu chuyén nganh c6 lién quan theo quy dinh ctia phap lut; cap nhat yéu cau
cung cap thong tin vao s6 theo ddi cung cip thong tin theo yéu cau va 1ap Phiéu tiép
nhan yéu cau cung cap thong tin.

Truong hop khong khai thac dugc thong tin trong co s& dir liéu hodc thong tin
chua diy du, co quan, don vi tiép nhan hd so dé nghi ngudi yéu cau cung cép thong
tin xut trinh gidy to hodc bd sung thong tin can thiét dé dbi chiéu, xac thuc thong
tin theo quy dinh ctia phap luat.

4 Thoi han cung cap thong tin:

a. D6i véi thong tin don gian, c6 sin trong Danh muc thong tin phai dugc cong
khai, Van phong HPND va UBND x4 c6 trach nhiém giai quyét yéu cau cung cap
thong tin cham nhat trong thoi han 03 ngay lam viée ké tir khi nhan dugc ho so hop
1&. Trudng hop ngudi yéu cau dé nghi cung cap thong tin truc tiép tai tru so co quan,
don vi thi Van phong HPND va UBND x4 c6 trach nhiém tao diéu kién dé nguoi
yéu cau truc tiép sao, chup, tai vé van ban, ho so, tai lidu hodc cung cap ngay thong
tin theo yéu cau, phu hop véi diéu kién cta co quan, don vi;

b. Poi v6i thong tin phirc tap, khong c6 sin ma can tip hop tir cic phong, ban,
Trung tdm hodc thong tin can thiét phai 6 y kién ciia co quan, t6 chirc, don vi khac
thi trong thoi han 12 ngay ké tir ngay nhan duoc ho so hop 18, Van phong HDND va
UBND x4 thuc hién viéc cung cip thong tin theo yéu cau hodc thong bao tir chdi
yéu cau cung cip thong tin theo quy dinh tai Piéu 27 ctia Luat Tiép can thong tin;
truong hop can thiét thi xin y kién ctia Chu tich UBND x4 hodc Phé Chu tich UBND
xa phu trach linh vuec.

¢. Trudng hop can thém thoi gian dé xem xét, tim kiém, phan tach, tap hop, sao
chép hodc xtr 1y thong tin duoc yéu cau cung cap thi Van phong HDND va UBND
X& cO thé gia han viéc cung cap thong tin nhung t6i da khong qua 12 ngay va phai
théng bao bing vin ban theo Mau sé 04 Phu lyc ban hanh kém theo Nghi dinh
337/2026/ND-CP cho ngudi yéu cau trude khi hét thoi han cung cap thong tin.

d. Viéc sao, chup, tai vé vin ban, ho so, tai liéu theo quy dinh tai khoan 2 Diéu
24 cua Luat Tiép can thong tin dugc thuc hi¢n dudi sy huong dan, giam sat cua Van
phong HDND va UBND xa.

Piéu 16. Cung cip thong tin theo yéu cau cho cong din thong qua to chirc,
doan thé, doanh nghiép

1. Viéc yéu cau cung cap thong tin cia cong dan thong qua to chirc, doan thé,
doanh nghiép (sau day goi 1a to chirc) duoc thuc hién trong truong hop nhiéu ngudi
trong t6 chirtc €O cing yéu cau tiép can ddi voi thong tin giéng nhau. T chic ¢6
trach nhi€ém ctr nguoi dai dién dé thuc hién viéc yéu cau cung cép thong tin.
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2. Ngudi dai dién c6 trach nhiém lap Danh sach ¢4 nhan c6 yéu cau thong tin,
gt Phiéu yéu cdu cung cip thong tin theo Mau s6 01b ban hanh kém theo Nghi dinh
56 337/2026/ND-CP dén Vin phong HDND va UBND xa.

Piéu 17. Xir 1y thong tin cung céip theo yéu ciu khdng chinh xéc, khéng
diy di

1. Truong hgp Véan phong HDND va UBND x4 phat hién thong tin do minh
cung cip khong chinh xac theo yéu cau cung cip thong tin, chdm nhét 1a 05 ngay
lam viéc ké tir ngay phat hién, Van phong HDND va UBND x4 ¢6 trach nhiém dinh
chinh va cung cép lai thong tin hodc bd sung thdng tin thiéu.

2. Trudng hop ngudi yéu cau cung cap thong tin cho rang thong tin duoc cung
cap la khong chinh xac, khong day du thi c6 quyén yéu cau UBND xi cung cap lai
thong tin chinh xac, cung cap bo sung thong tin thiéu.

Cham nhat 13 10 ngay ké tir ngay nhan duoc yéu cau, Vin phong HDND va
UBND c6 trach nhiém xac dinh tinh chinh x4c, day du cta thong tin va tra 1i cho
nguoi yéu cau; néu thong tin di cung cip khong chinh xéac, khong day du thi phai
cung cép lai théng tin chinh x4c, cung cap bo sung thong tin thiéu.

Picu 18. Thu, quan ly chi phi thuc té @é in, sao, chup va giri thong tin

Viéc thu, quan Iy chi phi thuc té dé in, sao, chup va gui thong tin dugc thuc
hién theo quy dinh tai Thong tu s6 126/2026/TT-BTC.

- Chuong VI
TO CHUC THUC HIEN

Piéu 19. To chirc thwe hién Quy ché

1. Truéng cac Ban, phong chuyén mén, Giam doc Trung tdm Phuc vu hanh
chinh cong c6 trach nhiém phd bién, quan triét ndi dung Quy ché nay dén cén bo,
cong chirc, ngudi lao dong; chi dao xur ly thong tin theo yéu cau. Kip thoi phan anh
nhitng khé khin, vudng mic trong qué trinh to chirc thuc hién vé Vian phong HDND
va UBND xa.

2. Van phong HDND va UBND xa c6 trach nhiém theo doi, don ddc, kiém tra
cac co quan chuyén mdn thuoc UBND x& trong viéc thuc hién Quy ché nay, kip thoi
bao cao lanh dao UBND nhiing van dé vuéng méc phat sinh; truong hop can thiét,
dé xuat UBND x4 stra doi, bo sung Quy ché cho phu hop./.
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Mau s6 01a
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

., ngay.... thang... nam...

PHIEU YEU CAU CUNG CAP THONG TIN
(Danh cho ca nhan yéu cau cung cap thong tin)

Kinh @Ui: oo

1. Ho, tén ¢4 nhan yéu cau cung cAp thONg tin: ........c.ooeveveeeeeeerrrrsersreesnenene,

2. Thé can cudc cong dan/Thé can cu’éc/Giéy chimg nhan can cudc/Tai khoan
dinh danh dién tir (VNeID)/HO chiCu®: SO: ...ooveveeeeeeeeeeeeeeeeeee e

Cép ngay ...... thang ..... ndm ....... Tl

3. SO dien thoai:..eeveeeeeeeeeeeeeeereeens CE-malli

4. Nguoi dugc ty quyén/Ngudi dai dién/Ngudi giam ho%......ovcvveeevveeceeeeanes

7 I 5 (0 I 2 T () s AP

4.2. Mdi quan hé véi ngudi c¢6 yéu cau cung cip thong tin®: .........cc.ccvvevvneen,
4.3. Thé can cudc cong dan/Thé cin cude/Gidy chimg nhan can cude/Tai khoan
dinh danh dién tir (VNeID)/HO chiéu®: S6: ....ovevevveeeeeeeeeeane.
Cép ngay ....... thang .......... NAM ....vveveeeees T e
4.4. Theo van ban uy quyén ky ngély .......... thang .......... NAM .o
5. Tén van ban/hd so/tai heu yéu cau CUNE CAP: v e
6. Ly do, muyc dich yéu cau cung cap thong tin: ..........cccccceveevvireriesrensnnnnn,
7. Yéu cau cung cap thong tin nay lan thu:
o Lan dau
o Khéc: ............ (ghi 18 s6 1an da yéu cau cung cap thong tin c6 ndi dung néu
trén)
8. S6 luong ban in, sao, chup vian ban, hd so, tai Heu:........c..oveveeeeeei,
9. Phuong thirc nhan Van ban, ho sO, tal li€u: ..o
9.1. Nhan tai noi yéu cau cung cap thong tin:............ccoveveeeeeveisresenesesenes

1 Cong dan cung cép sb Thé can cude cong dan/Thé cin cude/Gidy chimg nhan cin cude/Tai khoan dinh danh dién
ttr (VNelD); ngudi nude ngoai cung cap s Ho chibu.

2 Theo quy dinh cua B luat Dan sy vé& ngudi dai dién, ngudi giam ho dbi véi ngudi yéu ciu cung cép thong tin 1a
ngudi bi han ché nang lyc hanh vi dan sy, nguoi c6 kho khan trong nhan thire, 1am chu hanh vi néu Quyét dinh ciia
Toa 4n lién quan dén nang lyc ciia nguoi d6 ¢ quy dinh, ngudi mét ning lyc hanh vi dan sy.

3 Ghi 16 mdi quan hé véi nguoi 6 yéu cau cung cap thong tin, trong trudong hop nguoi duge uy quyén la cha, me, vg,
chdng, con clia nguoi uy quyén thi khong can ¢ van ban y quyén.

4 Cong dan cung cap so Thé cin cudc cong dan/Th¢ can cu6e/Gidy ching nhan cin cude/Tai khoan dinh danh dién
tir (VNelD); ngudi nude ngoai cung cap s6 Ho chiéu.
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9.2. Nhan qua dich vu buu chinh (ghi r6 dia chi nhan): .............cccocoiiiinnnne,
9.3. Nhan qua mang Internet:
0Qua thu dién tir (ghi 6 dia chi nhan): .......ocoviiiiiiiii e,
OTrang thong tin dién tir (ghi 10 dia chi nhan): ...
0Cong dit 1iéu (ghi rd dia chi NHAN): ...
oCéng dich vu cong qudc gia (ghi rd dia chi nhan): ........cocovvvvvvvveveeeeeee,
oUng dung di dong hodc cic nén tang sd khéac (ghi rd dia chi nhan): .............
OHinh thtirc Khac (Ghi 10): ...eeeeeiieieee e
10. Van ban Kem theo®. .........oiviiiii e,

NGUOI YEU CAU

(Ky, ghi 16 ho tén)

5 Vin ban chap thuan trong truong hop yéu cau cung cap thong tin dugc tiép can co diéu kién; van ban iy quyén
(trong truong hop Gy quyen); van ban khac (néu co).
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M4iu s6 01b
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

., ngay... thang... nam...
PHIEU YEU CAU CUNG CAP THONG TIN
(Danh cho truong hop céng déan yéu cau cung cdp théng tin thong qua té
chire, doan thé, doanh nghiép)
Kinh gtri: .....ooooviiinnt .
1. Tén to chtrc, doan thé, doanh Nghigp:. .o,
2. M s6 doanh nghiép/ma sb dlnh danh cua t6 chirc: . e
3. Ho tén ngudi dai dién yéu cau cung cap thong tin thong qua to chu’c doan
the, doanh NERIEPY: ... oveeee e
SO dién thoais.....ovveeeeeeeenee e Eomails oo
4. Danh sach ca nhan c6 yéu cau cung cap thong tin kém theo Phiéu yéu cau
cung cap thong tin (dinh kém)
5.Tén Van ban/hd so/tal liéu yéu cau cung cap:. e
6. Yéu cau cung cap thong tin nay lan thi: o Lan dau o Khac ............
(ghi 5 s6 1an da yéu cau cung cap thong tin c6 ndi dung néu trén)
7. S6 lugng ban in, sao, chup vin ban, hd so, tai e ........ooveveieeeeeennee.
8. Phuong thurc nhén Van ban, ho so, tal li€u:. ..o,
8.1. Nhan tai noi yéu cau cung cap thong tin:..............coeevueeeiuneiinneennn,
8.2. Nhan qua dich vu buu chinh (ghi 16 dia chinhan): .................
8.3. Nhan qua mang Internet:
0Qua thudién tir (ghi 10 dia chinh@n): ........ccoooiiiiiii e
OTrang thong tin dién tir (ghi ro dia chinh@n): ........coooeiviiiiii,
0Cong dir liéu (ghi 18 dia chi NAN): ......c.vvivieeeeeeeeeee e
oCong dich vu céng quoc gia (ghi rd dia chi NhAN): ...,
oUng dung di dong hodc cac nén tang s6 khac (ghi & dia chinhan): ...........
OHinh thirc khac (ghi 10): ..voovvvvveiieeiieiieeeeee
9. Vin ban kém theo?: ........ccooveiveiecreeeeeereene,
NGUOI PAI DIEN
TO CHUC/POAN THE/DOANH NGHIEP
(Ky, ghi ré ho tén, déng dau (néu c6)

! Theo quy dinh ctia B6 luat Dan su vé nguoi dai dién cta td chire, doan thé, doanh nghiép.
2 Vin ban chap thuan trong trudng hop yéu cau cung cap thdng tin duoc tiép can c6 diéu kién; vin ban iy quyén
(trong truong hop Gy quyéen); van ban khac (néu co).
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DANH SACH CA NHAN CO YEU CAU CUNG CAP THONG TIN
(Kém theo Phiéu yéu cau cung cdp théng tin danh cho triong hop cong
ddn yéu cau cung cdp thong tin thong qua t6 chire, doan thé, doanh

nghiép)
Sb Ho va tén S6 thé ciin cudc cong Ly do, muc | Ky tén
TT dan/thé cin cwéc/gidy | dich yéu ciu
chirng nhan can cung cip
cwdc/tai khoan dinh thong tin
danh dién tir
(VneID)/hd chiéu
1
2
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Mau s6 02
UBND XA HQOP TIEN  CONG HOA XA HOQI CHU NGHIA VIET NAM
DON VI PAU MOI' Doc 14p - Tw do - Hanh phiic
SH ... [eeiin. Hop Tién, ngay...thang.....ndm

THONG BAO
TIEP NHAN YEU CAU CUNG CAP THONG TIN?

Tén don vi dau m01 cung cap thOng tin:.......oooviii e
Tiép nhan yéu cau cung cip thong tin cia Ong/Bas: ...........................
Thé cin cudc cong dan/Thé cin cude/Gidy ching nhan can cude/Tai khoan
dinh danh dién tir (VNeID)/Ho chiéu:
0. e
Cép ngay.... thang .... nam....... Tl
So dlen thoat @ ..., sE-mails. .o
Yéu cau cung cap van ban/ho so/tai Heu:..........ooooviiiiieeiiieie e,
Hinh thtrc cung cap thong 1310 P
Vin ban kém theo yéu cau cung cap thong tin®:..............coeieiveieein...
NGUOI TIEP NHAN
(Ky va ghi ro ho tén)

! Truong hop co quan, don vi cung cap thong tin phan cong don vi ddu méi.

2 Théng bao tiép nhan yéu cdu cung cap thong tin duoc lap thanh 2 ban; mét ban luu tai co quan/don vi dau mbi
cung cap thong tin, mét ban giao cho nguoi yéu cdu cung cap thong tin.

3 Tén clia ngudi yéu cau cung cap thong tin; nguoi dai dién trong truong hop cung cép thong tin cho cong dan
thong qua ngudi duge uy quyén/ngudi dai dién/ngudi giam ho; t6 chirc, doan thé, doanh nghiép.

4 Vian ban chip thuan trong truong hop yéu cau cung cap thong tin duge tiép can co6 diéu kién; van ban uy quyén
(trong truong hop iy quyén); van ban khac (néu co).



17

M4u s6 03
UBND XA HQOP TIEN  CONG HOA XA HOQI CHU NGHIA VIET NAM
DON VI PAU MOI' Doc 14p - Tw do - Hanh phiic
SH ... [ocii.. Hop Tién, ngay...thang.....ndm

THONG BAO
GIAI QUYET YEU CAU CUNG CAP THONG TIN

Kinh gui:..........

Tén don vi dau moi cung CAP thONE tiN:...... et
Nhén yéu cau cung cap thong tin ctia Ong/Ba% .............cceevvneii,

Thé can cudc cong dan/Thé cin cudc/Gidy chimg nhan cin cude/Tai khoan
dinh danh dién tir (VNeID)/Ho chiéu:

Cép ngay.... thang .... ndm....... Tl
So dlen thoal :........coiinnnn, cE-mail:..ooooo
Yéu cdu cung cap van ban/ho so/tal li€u:......ooooi
Pon vi ddu mdi cung cép thong tin thong bao vé viéc gidi quyét yéu cau
cung cap thong tin nhu’ sau:
- Hinh thirc cung cap thOng tin:. ..o
- Pia diém cung CAP thONE tIN:. . ...e ettt e,
- Chi phi tiép can thong tin (NEU CO):....vvereneeee e,
- Phuong thirc thanh todn (08U €O):.....ovueeie e
- Thoi han thanh LOAN (EU COY. vt
- Ngay cung cap thOng tin:............ooiiueeie e
THU TRUONG PON VI PAU MOI
CUNG CAP THONG TIN
(Ky, ghi ré ho tén, déng dau®)

! Truong hop co quan, don vi cung cAp thong tin phan cong don vi dau méi.

2 Tén clia ngudi yéu cau cung cap thong tin; nguoi dai dién trong truong hop cung cép thong tin cho cong dan
thong qua ngudi duge ty quyen/ngum dai dién/ngudi giam ho; t6 chirc, doan thé, doanh nghiép.

3 Truong hop don vi dau mdi cung cap thong tin khong c6 con dAu riéng thi str dung con dau cua co quan, don vi
cung cap thong tin.
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Miu s6 04
UBND XA HQOP TIEN  CONG HOA XA HOQI CHU NGHIA VIET NAM
DON VI PAU MOI' Doc 14p - Tw do - Hanh phiic
SH ... [ocii.. Hop Tién, ngay...thang.....ndm
THONG BAO
GIA HAN VIEC CUNG CAP THONG TIN
Kinh gui:..........
Tén don vi dau moi cung CAP thONE tiN:...... et
Nhén yéu cau cung cap thong tin ciia Ong/Ba% .............coeeivueiii,
Thé cin cudc cong dan/Thé cin cude/Gidy ching nhan can cude/Tai khoan
dinh danh dién tir (VNeID)/Ho chiéu:
S0 e
Cép ngay.... thang .... nam....... Tl
So dlen thoal :........coiinnnn, cE-mail:..ooooo
Yéu cau cung cap vin ban/ho so/tai HeU:.......coueee e
Ngay/thang/nam nhan yeu CALL . e

Pon vi ddu mbi cung cap thong tin thong bao gia han viéc cung cap thong
tin nhu sau: -

Ly do gia
07 1 s AR
- Th01 gian gia han cung cAp thONG tin:............oouveiieeiiie e
- Thoi gian cung cap thong tin sau khi gla han:............oo
THU TRUONG PON VI PAU MOI
CUNG CAP THONG TIN

(Ky, ghi 16 ho tén, dong dau®)

! Truong hop co quan, don vi cung cAp thong tin phan cong don vi dau méi.

2 Tén clia ngudi yéu cau cung cap thong tin; nguoi dai dién trong truong hop cung cép thong tin cho cong dan
thong qua ngudi duge ty quyen/ngum dai dién/ngudi giam ho; t6 chirc, doan thé, doanh nghiép.

3 Truong hop don vi dau mdi cung cap thong tin khong c6 con dau riéng thi st dung con déu cua co quan, don vi
cung cap thong tin.
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Miu s6 05
UBND XA HQOP TIEN  CONG HOA XA HOQI CHU NGHIA VIET NAM
DON VI PAU MOI' Doc 14p - Tw do - Hanh phiic
SH ... [ocii.. Hop Tién, ngay...thang.....ndm
THONG BAO
TU CHOI YEU CAU CUNG CAP THONG TIN
Kinh gui:..........
Tén don vi dau moi cung CAP thONE tiN:...... et
Nhén yéu cau cung cip thong tin cia Ong/Ba% ...........ccceeeveeiin... The
can cudc cong dan/Thé can cu’é‘c/Giéy chirng nhan can cudce/Tai khoan dinh
danh dién tir (VNeID)/HO ChidU: SO:....vveeeeeeeeeeeeeeeeeeeeeeeeeeee e,
Cap ngay.... thdng .... nam....... TaL e
So dlen thoal :........coiinnnn, cE-mail:..ooooo
Yéu cau cung cap vin ban/ho so/Mai HeU:.......coueee e
Ngay/thang/nam nhan yeu CALL . e
Pon vi ddu mbi cung cap thong tin tir chdi yéu cau cung cap thong tin vi Iy
do nhu
T 1

..........................................................................................

THU TRUONG PON VI PAU MOI
CUNG CAP THONG TIN
(Ky, ghi 16 ho tén, déng dau®)

! Truong hop co quan, don vi cung cAp thong tin phan cong don vi dau méi.

2 Tén clia ngudi yéu cau cung cap thong tin; nguoi dai dién trong truong hop cung cép thong tin cho cong dan
thong qua ngudi duge ty quyen/ngum dai dién/ngudi giam ho; t6 chirc, doan thé, doanh nghiép.

3 Truong hop don vi dau mdi cung cap thong tin khong c6 con dAu riéng thi sir dung con dau cua co quan, don vi
cung cap thong tin.
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SO THEO DOI CUNG CAP THONG TIN THEO YEU CAU

CONG HOA XA HOQI CHU NGHIA NGHIiA VIET NAM
Poc 1ap — Tw do — Hanh phic

(Tw ngay.... thang.... nam........ dén ngay.... thang.... nam... ...... )
SO TT | Ngay, | Tén Pia S6 The | Tén, | Hinh | Chi Tén | Thong | Théng
thang, | nguwoi chi dién dién | so,ky | thirc phi nguwoi | bao tr | bao
nam yéu ngwoi | thoai tir hiéu cung tiép tiép chdi, gia
nhan cau yéu (néu van cap can nhin | lydo | han,ly
yéu ciu co) ban, | thong | thong | yéu tr | dogia
cau tai li€u | tin tin ciu chdi han
dwoc yéu
yéu ciu
ciu
01
02
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