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86:812 /QD-UBND Hop Tién, ngay 31 thang 12 nam 2025
QUYET PINH

Vé viéc ban hanh Quy ché cung cap thong tin cho cong dén cia
Uy ban nhan dan xa Hop Tién

UY BAN NHAN DAN XA HQP TIEN

Can cir Ludt Té chirc Chinh quyén dia phirong ngay 16/6/2025;

Can cir Ludt Tiép cdn théng tin ngay 06/4/2016;

Can cir Nghi dinh s6 13/2018/NP-CP ngay 23/01/2018 ciia Chinh phii quy
dinh chi tiét va bién phdp thi hanh Ludt tiép cin thong tin;

Can cir Nghi dinh s6 42/2022/NP-CP ngay 24/6/2022 cia Chinh phi quy
dinh vé viéc cung cdp théng tin va dich vu céng triee tuyén cia co quan nha nudc
trén moi truong mang;

Can cir Théng tw s6 46/2018/TT-BTC ngay 14/5/2018 ciia Bé Tai chinh quy
dinh chi tiét chi phi thuc té dé in, sao, chup va giri thong tin theo quy dinh tai
khodn 2 Diéu 12 Ludt Tiép cdn théng tin;

Theo dé nghi ciia Chanh Vin phong HDND va UBND XA.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché cung cap thong tin cho
cong dan ctia Uy ban nhan dan xa Hop Tién.

Piéu 2. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky.

Piéu 3. Chanh Vin phong HDND va UBND x&; Thi trudng C4c co quan, don
vi thuoc UBND x4 va cac t6 chirc ¢ lién quan chiu trach nhiém thi hanh Quyét
dinh nay./.

Noi nhin: ) TM. UY BAN NHAN DAN
- UBND thanh phd; 1

- S¢ Tu phap thanh phd; , CHU TICH
- Thuong truc Pang uy X§;

- Thuong truc HDND x&;

- Lanh dao UBND x3;

- Nhu Diéu 3 (dé thuc hién);
- Luu: VT.

Vil Xuan Do



CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

QUY CHE

(Ban hanh kém theo Quyét dinh s®12 /0P-UBND ngay 31 thang 12 nam 2025
cua Uy ban nhan dan xa Hop Tién)

Chuwong I
NHUNG QUY PINH CHUNG

Pi¢u 1. Pham vi va doi tuwgng diéu chinh

l. Quy ché nay quy dinh vé viéc cong khai thong tin va cung cap thong tin
theo yéu cau cta cong dan thudc pham vi, trach nhiém cung cap thong tin cua Uy
ban nhan dan x4 theo quy dinh cta Luét Tiép can thong tin.

2. Théng tin thudc trach nhiém cung cdp ctia Uy ban nhan dan xa Hop Tién
bao gém: thong tin do HDND, Thuong truc HPDND, cac co quan cia HDND,
UBND, Chu tich UBND, c&c phong chuyén mén, don vi thugc UBND x4 tao ra;
thong tin do Uy ban nhan dan Xa nhan dugc dé truc tiép thuc hién chirc nang,
nhiém vu, quyén han, trir trudng hop cac thong tin nguoi dan khong duogce tiép can
theo quy dinh ctia Luat Tiép can thong tin.

3. Quy ché nay ciing duoc ap dung ddi véi yéu cau cung cip thong tin cta
nguoi nudc ngoai cu tra hop phap trén dia ban xa; yéu cau cung cap thong tin cta
cong dan thong qua to chirc, doan thé, doanh nghiép.

4. Quy ché nay khong ap dung d6i véi viée cung cap thong tin cho phéng
vién, bao chi. Viéc cung cap thong tin cho phong vién, bao chi thuc hién theo Nghi
dinh s6 09/2017/ND-CP ngay 09/02/2017.

Piéu 2. Nguyén tiic cung cap thong tin

1. Thyc hién ding va day du cac quy dinh cta Luat Tiép can thong tin va cac
van ban huéng dan thi hanh trong qua trinh cung cap thong tin.

2. Viéc cung cip thong tin phai kip thoi, day du, chinh x4c, minh bach, thuan
lg1 cho cong dan; ding trinh tu, tha tuc theo quy dinh cua phap luat.

3. Bao dam su phdi hop chit chg, hiéu qua cua cac phong, ban, don vi trong
qué trinh cung cép thong tin.

4. Bao dam kinh phi va cac diéu kién vat chat lién quan cho cong tac cung cap
thong tin pht hop véi quy dinh cta phap luat va dic diém, diéu kién, yéu cau thuc
té cua Uy ban nhan dan xa.

Chuong I1
PHAN CONG TRACH NHIEM

Piéu 3. Lanh dao Uy ban nhén dan x3 phu trach cung cap thong tin

1. Chu tich UBND x4 chiu trach nhiém Ianh dao, chi dao viéc cung cép thong
tin cho cong dan cia UBND xa. Chu tich UBND Xa phan cong cac Pho Chu tich



UBND x4 giap Cha tich UBND x4 phu trach t6 chiic cung cép thong tin trong linh
vuc dugc phan cong phu trach.

2. Pho Chu tich UBND x3 phu trach cung cap thong tin c6 trach nhiém:

- Chi dao viéc cung cip thong tin; dé xuat, bao cao Chu tich UBND x& cac
diéu kién bao dam thuc hién viéc cung cép thong tin.

- Xem xét, quyét dinh hoic xin ¥ kién ciia Chii tich UBND x4 néu thiy can thiét
vé cac truong hop quy dinh tai Khoan 2 Piéu 6, Khoan 3 Piéu 7, Khoan 2 Piéu 17,
Piém e Khoan 1 Diéu 18, Khoan 5 Piéu 19, Khoan 4 Diéu 23 va Diém d Khoan 1
Diéu 28 Luat Tiép can thong tin thudc linh vuc dugc phan cong phu trach.

Pi¢u 4. Pau moi cung cap thong tin ciia UBND xa Hop Tién

1. Van phong HDND va UBND x4 1a dau mdi cung cdp thong tin theo yéu
cdu cua cong dan.

2. Cac phong chuy&n mon, co quan, don vi c6 lién quan c6 trach nhiém cung
cap thong tin do minh tao ra; phan céng dau mdi cung cip théng tin thudc trach
nhiém cung cap thong tin ctia don vi minh.

Piéu 5. Trach nhiém ciia Vin phong HPND va UBND x4

1. T6 chirc thuc hién cung cap thong tin theo yéu cau cua céng dan, dam bao
tuan tha nguyén tic cung cdp thong tin, hinh thirc, trinh ty, thu tuc va thoi han
cung cap thong tin theo quy dinh cua phap luat; t6 chtc luu trit va bao dam tinh
chinh x4c ctia thong tin dugc cung cap theo yéu cau.

2. B4 tri nguoi 1am dau mbi cung cip thong tin dé thuc hién cung cip théng
tin theo yéu cau; tiy theo khdi luong cong viée, sb luong yéu cau cung cip thong
tin ctia cong dan dé bé tri nhan lyc phi hop cho viéc cung cap thong tin.

3. Cong khai ho tén, chtc vu cta ngudi lam dau mdi cung cip thong tin; dia
chi, s6 dién thoai, sd fax, dia chi thu dién tir dé tiép nhan yéu cau cung cép thong
tin trén Cong thong tin dién tir XA.

3. T6 chirc giai thich, huéng dan, thong béo cho cong dan thuc hién quyén
tiép can thong tin theo trinh ty, thu tuc quy dinh; giai quyét cac phan anh, kién
nghi, khiéu nai, t6 cdo ctia cong dan vé viéc cung cip thong tin ciia Uy ban nhan
dan xa theo dung quy dinh cta phap luat c6 lién quan.

4. Quyét dinh tir chdi cung cép thong tin theo quy dinh ctia Luat Tiép can
thong tin trén co s dé xuét cua cong chic dugce phan cong phu trach cung cip
thong tin trir trudng hop quy dinh tai Diém d Khoan 1 Diéu 28 Luat Tiép cin thong
tin; quyét dinh viéc gia han cung cap thong tin theo yéu cau.

5. Phdi hop v6i Trung tdm Dich vu sy nghiép cong xay dung va to chirc van
hanh chuyén muc vé tiép can thong tin trén Cong thong tin dién tir cia UBND X4,
gém: Danh muc thong tin phai duogc cong khai, danh muc thong tin cong dan dugc
tiép can c6 diéu kién; thong tin vé dau mdi cung cip thong tin, noi tiép nhan yéu
cau cung cap thong tin; thoi gian, lich tiép nhan yéu cau cung cip thong tin cua



cong dan tai Tru sd co quan; biéu mau, huéng dan, hd trg ngudi yéu cau cung cp
thong tin.

6. Pam bao co s& vat chit, trang bi phuong tién k¥ thuat can thiét cho viéc
cung cap thong tin.

7. Theo ddi, don ddc, kiem tra va bao cdo Chu tich UBND X4 vé tinh hinh, két
qué thyc hién cong khai thong tin va cung cap thong tin cia x4.

8. Chu tri, phéi hop v6i cac don vi tham muu tao ra thong tin xtr Iy thong tin
d3 cong khai, thong tin dd cung cp theo yéu cau khong chinh xac.

Piéu 6. Trach nhiém ciia phong Vin héa - Xa hdi

1. Huéng din ung dung cong nghé thong tin; sd hoa, chit ky sb, chimg thu sé;
k¥ thuét vé bién phap, quy trinh bao quan thong tin va hé thdng quan 1y thong tin
trong hoat dong cung cap thong tin cia UBND X4 cho céc phong ban, don vi.

2. Phéi hop véi cac co quan chuyén mén (S& Khoa hoc va Cong nghé, VNPT
thanh phd) hd tro k¥ thuat vé bién phap, quy trinh bao quan thong tin va hé thong
quan 1y thong tin trong hoat dong cung cap thong tin ctia UBND x4.

3. Xay dung, t6 chirc van hanh Chuyén muc vé tiép can thong tin trén Cong
thong tin dién tir X3 gdm: Danh muc thong tin phai dugc cong khai, danh muc thong
tin cong dan duoc tiép can co diéu kién; thong tin vé dau mdi cung cép thong tin, noi
tiép nhan yéu cau cung cap thong tin; thoi gian, lich tiép nhan yéu cau cung cap
thong tin cta cong dan tai Try s& co quan; biéu mau, huéng dan, hd trg ngudi yéu
cau cung cap thong tin; dia chi truy cap dé tai thong tin (néu co).

4. Thuong xuyén cap nhat thong tin Chuyén muc vé tiép can thong tin trén
Cé)ng thong tin dién tr X, dac biét 1a cac Danh muc thong tin phai dugc cong khai,
Danh muc thong tin cong dan dugc tiép can co diéu kién.

5. Bao dam céc diéu kién dé cong khai thong tin trén Cong thong tin dién tir
ctiia X& va cac hinh thirc cong khai thong tin khac phu hop voi quy dinh cua phép
luat.

Piéu 7. Trach nhiém ciia cac phong chuyén mén, don vi thudc Uy ban
nhan dan xa

1. Chiu trach nhiém vé két qua ra soat, kiém tra tinh bi mat cua thong tin,
phan loai thong tin, bao dam tinh chinh x4c ctia thong tin thudc pham vi, linh vuc
quan ly trude khi giri Van phong HDND va UBND x&.

2. T6 chirc luu trit va chuyén giao thong tin do don vi minh chu tri tao ra téi Van
phong HDND va UBND x4 dé cung cép thong tin theo quy dinh ctia Quy ché nay.

3. Chi dao viéc tim kiém thong tin thudc pham vi, linh vuc do minh phu trach
hodc chi dao tham gia y kién dbi véi viéc cung cap thong tin theo dé nghi cia Vian
phong HDND va UBND xa.



4. Phéi hop v6i Vian phong HDND va UBND X4 tra 1oi cac phan anh, kién
nghi, khiéu nai, t6 cdo ctia cong dan vé viéc cung cip thong tin ciia Uy ban nhan
dan xa theo quy dinh cua phap luat c6 lién quan.

Pi¢u 8. Trach nhiém ciia nguwoi dwoe phan cong lam diu moi cung cap
thong tin

1. Tryc tiép giai thich, huéng dan, thong bao cho cong dan thuc hién quyén tiép
can thong tin theo quy dinh ctia phép luat; huéng dan, hd tro nguoi yéu cau xac dinh
10 hd so, tai liéu, tén van ban co chua thong tin can tim kiém dé dién dﬁy du, chinh
xac vao Phiéu yéu cu cung cdp thong tin theo Mau s6 01 Phu luc ban hanh kém
theo Nghi dinh s6 13/2018/ND-CP.

2. Truc tiép cung cép thong tin cho cong dan theo yéu cau.

3. Kién nghi, dé xuat v6i Chanh Vin phong HDND va UBND x4 vé cac van dé
phat sinh trong qua trinh giai quyét yéu cau cung cip thong tin cho cong dan; cac
truong hop tir chéi cung cép thong tin theo yéu cau.

Chwong I11
RA SOAT, KIEM TRA, PHAN LOAI, LAP, CAP NHAT
DANH MUC THONG TIN

Piéu 9. Ra soat, kiém tra tinh bi mét, phén loai thong tin

1. Cham nhét 01 ngay lam viéc ké tir ngay tao ra thong tin, c&c don vi tao ra
thong tin c6 trach nhiém ra soat, kiém tra tinh bi mat cta thong tin, phan loai ni
dung thong tin trong van ban, hd so, tai liéu thudc thong tin duoc tiép can, thong
tin khong duogc tiép can, thong tin dugc tiép can c¢6 diéu kién theo quy dinh tai
Piéu 5, Diéu 6, Piéu 7 Luat Tiép can thong tin dé 1ap Phiéu xac nhan két qua ra
soat theo Phu luc 01 kém theo Quy ché nay.

2. Trong qué trinh ra soat, kiém tra tinh bi mét cua thong tin va phan loai thong
tin, dbi v4i cac thong tin phtrc tap, thong tin lién quan dén nhiéu linh vuc, don vi duoc
giao chil tri tao ra thong tin co thé 13y ¥ kién cua cac don vi ¢ lién quan va béo cdo
Chii tich UBND hogc Pho Chu tich UBND x4 phu trach quyét dinh.

Pi¢u 10. Chuyén giao thong tin cho Vin phong HPDND va UBND

1. Cham nhét 02 ngay lam viéc ké tir khi tao ra thong tin, don vi chu tri tao ra
thong tin giri ban gidy (ddu do), ban dién tir va Phiéu x4c nhan vé két qua ra soat,
kiém tra tinh bi mat cta thong tin, phan loai thong tin theo Phu luc s6 01 t&i Van
phong HDND va UBND x4 dé luu trit vin ban va luu trir dién to.

2. Van phong HDND va UBND x& thuc hién luu trit van ban, tai li€u da duoc
phan loai; bao dam tinh bi mét cta cac thong tin khong duoc tiép can va thong tin
ma cong dan duoc tiép can c6 diéu kién luu trir ban gidy; kiém tra, loai bo cac noi
dung thong tin cong dan khong duoc tiép can, thong tin cong dan duoc tiép can cd
diéu kién trude khi cung cap.

3. Quy trinh chuyén giao thong tin cho Vin phong HDND va UBND x4 dugc
thuc hién theo Phuy luc sd 02 kém theo Quy ché nay.



Piéu 11. Lap, cAp nhit Danh muc théng tin phai dwgc cong khai

1. Béi v6i cac thong tin phai dwogc cong khai theo Diéu 17 Luat Tiép can
thong tin, chAm nhat 01 ngay 1am viéc ké tir ngay nhan phiéu xac nhan vé két qua
ra soat, kiém tra tinh bi mat ciia thong tin, phan loai thong tin, Van phong HDND
va UBND xa c6 trach nhiém cap nhat Danh muc thong tin phai dugc cong khai.

2. Danh muc thong tin phai duoc cong khai gdm cac nodi dung: Tén, sd, ky
hi¢u van ban, tai li¢u; ngay, thang, nam tao ra van ban, tai li¢u; hinh thirc cong khai
thong tin; thoi diém, thoi han cong khai thong tin (néu c6).

Piéu 12. Lap, cip nhit Danh muc théng tin cong din dwoe tiép cin c6
diéu kién

1. Pbi véi cac thong tin duoc tiép can c6 diéu kién theo Piéu 7 Luat Tiép can
thong tin, cham nhat 01 ngay lam viéc ké tir ngay nhan Phiéu x4c nhan két qua ra
soat, kiém tra tinh bi mat ctia thong tin, phan loai thong tin, Vin phong HDND va
UBND x4 c6 trach nhiém tong hop va cap nhat Danh muyc thong tin cong dan duoc
tiép can co dicu kién.

2. Danh muc thong tin cong dan dugc tiép can c6 diéu kién gém cac ndi dung:
tén, s, ky hi¢u van ban, tai li¢u va ngay, thang, nam tao ra thong tin.

CHUONG IV
CONG KHAI THONG TIN

Picu 13. Cong khai thong tin trén Cong thong tin dién tir ciia Uy ban
nhan dan xa

1. Cac hoat dong vé cong khai thong tin trén Chuyén muc tiép cén thong tin
tai Céng thong tin dién tir cta Uy ban nhan dan X4 dugc thuc hién theo quy dinh
tai Diéu 19 Luat Tiép can thong tin va Nghi dinh sb 42/2022/ND-CP.

2. Truong hop thong tin dang duoc cong khai tai cac co s¢ dir liéu khac nhau
hodc dang tai tai cac chuyén muc khéc trén Cong thong tin dién tir thi tai danh muc
thong tin phai dugc cong khai kém theo chi dan dija chi truy cap dé tai thong tin.
Truong hop thong tin chua duge cong khai trén Cong thong tin dién tir ma da duoc
s6 hoa thi phai duoc dinh kém theo Danh muc thong tin phai dugc cong khai.

Piéu 14. Cong khai niém yét thong tin tai tru sé co’ quan

1. Cac phong, ban, don vi thuoc UBND xa thuc hién cong khai thong tin dudi
hinh thirc niém yét thong tin tai tru so co quan (Trung tam phuc vu hanh chinh
cong cua ﬁy ban nhan dan xa) va thoi han niém yét duoc thuc hién theo quy dinh
ctia phéap ludt trong timg linh vuc cu thé.

2. Di v6i nhitng thong tin duoc cong khai bang hinh thirc niém yét ma phap
luat chua quy dinh vé dia diém, thoi han niém yét thi phai duoc niém yét tai Trung
tam phuc vy hanh chinh cong ciia Uy ban nhan dan xa trong thoi han it nhat 30
ngay, ké tlr ngay niém yét.

Piéu 15. Cong khai thong tin thong qua viéc tiép cong dan

Viéc cong khai thong tin thong qua viéc tiép cong dan duoc thuc hién theo
Luat Tiép cong dan, cac vin ban huéng dan thi hanh Luat Tiép cong dan va Quy
ché tiép cong dan cua Uy ban nhan dan X4.



Piéu 16. Xir Iy thong tin cong khai khong chinh xac

1. Truong hop phat hién thong tin do UBND x4 tao ra va da dugc cong khai
khong chinh xac, thong tin do co quan khac tao ra nhung do UBND x& cong khai
nhung khong chinh xac thi Van phong HDND va UBND xa c6 trach nhiém kip thoi
dinh chinh, cong khai thong tin da dugc dinh chinh.

2. Truong hop phat hi¢n thong tin do UBND x4 tao ra nhung dugc co quan
khac cong khai thong tin khéng chinh xac thi Van phong HDND va UBND xa yéu
cdu co quan dd cong khai thong tin kip thdi dinh chinh, cong khai théng tin da
duoc dinh chinh.

3. Truong hop tiép nhan phan anh, kién nghi tir co quan, cong dan vé thong
tin cong khai khdng chinh xac, Van phong HDND va UBND x4 phdi hop véi don
vi tao ra thong tin kiém tra, kip thoi dinh chinh, cong khai thong tin da dugc dinh
chinh trong thoi han cham nhét 1a 15 ngay ké tir ngay nhan dugc kién nghi.

Chuong V
CUNG CAP THONG TIN THEO YEU CAU

Pi¢u 17. Tiép nhan Phiéu yéu ciu cung cip thong tin

1. Vian phong HDND va UBND x4 c6 trach nhiém tiép nhan Phiéu yéu cau
cung cép théng tin tryc tiép tai tru so xa, qua dudng cong vin hoic qua dich vu
buu chinh. Trong trudng hop thong tin trén Phiéu yéu cau cung cap thong tin
khong cu thé, 1d rang, Vin phong HPND va UBND xa huéng dan ngudi yéu cau
cung cap thong tin bo sung theo quy dinh.

Phiéu yéu cau cung cép thong tin thyc hi¢n theo Mau s 01a/01b Phy luc ban
hanh kém theo Nghi dinh s6 13/2018/ND-CP.

2. Van phong HDND Va UBND x4 tién hanh cap nhat yeu cau cung cap thong
tin Vao S6 theo ddi cung cap thong tin theo yéu cau va lap Phiéu tiép nhan yéu cau
cung cap thong tin.

Phiéu tiép nhan yéu cu cung cap thong tin duoc 1ap thanh 2 ban theo Mau s6
02 Phu luc ban hanh kém theo Nghi dinh s6 13/2018/ND-CP; mét ban luu tai Van
phong HDND - UBND x&; mét ban giao cho ca nhén, to chirc yéu ciu cung cip
thong tin.

Picu 18. Lap So theo ddi cung cap thong tin theo yéu cau

1. Van phong HDND va UBND x4 1ap So theo ddi cung cap thong tin theo
yéu cau bang gidy va bang phan mém dién tir (néu c6) hang nam.

2. S6 theo ddi cung cdp thong tin theo yéu cau bang gidy cd nodi dung quy
dinh tai Phu luc s6 03 ban hanh kém theo Quy ché nay.

3. Ngoai cac ndi dung nhu Sb theo ddi cung cap thong tin theo yéu cau bang
gidy, SO theo ddi cung cap thong tin theo yéu cau bang phan mém dién tir (néu co)
c6 nodi dung vé tinh trang khiéu nai, khoi kién (néu co).

Piéu 19. Thong bio Vé viéc cung cap thong tin, tir choi cung cap thﬁng tin

1. Truong hop yéu cau cung cap thong tm tai Phiéu yéu cau cung cap thong
tin hop 1€, Van phong HDND va UBND x4 cip Phiéu giai quyét yeu ciu cung cap
thong tin theo Mau s6 03 Phu luc ban hanh kém theo Nghi dinh s6 13/2018/ND-CP



thong bao 18 vé thoi han, dia diém, hinh thitc cung cip thong tin; chi phi tiép can
thong tin va phuong thire, thoi han thanh toén...

Thong bao duge gl t6i nguoi yéu cau cung cip thong tin tai tru s& co quan
hodc qua mang dién tir, dich vu buu chinh (néu co).

2. D6i voi thong tin don gian, ¢6 sdn ma ¢ thé cung cip ngay qua mang dién
tr hodc ¢ thé bd tri ngudi yéu cau doc, xem, nghe, ghi chép ngay tai tru so co
quan ma khong mat chi phi tiép can théng thi Vin phong HDND va UBND x4
khong can cap Phiéu giai quyét yéu cau cung cap thong tin.

3. Thoi han thong bao vé viéc cung cap thong tin, tir chdi cung cap thong tin
duoc thyc hién theo quy dinh cta Luat Tiép can thong tin.

Piéu 20. Tap hop, xir Iy thong tin dé cung cap theo yéu ciu

1. Ngudi duoc phan cong 1am dau mdi cung cap thong tin ddi chiéu thong tin
dugc yéu cau cung cdp v6i Danh muc thong tin phai dugc cong khai, Danh muc
thong tin cong dan duogc tiép can co6 diéu kién va co sé dir liéu thong tin cua Uy
ban nhan dan xa.

2. P6i voi thong tin c6 sin trong Danh myc thong tin phai dugce cong khai,
Danh muc thong tin cong dan duoc tiép cén c6 diéu kién ngudi 1am dau mdi cung
cap thong tin co trach nhiém dbi véi yéu cau cung cap thong tin va cac diéu kién
theo quy dinh cung cap thong tin cho ngudi yéu cau.

3. Dbi voi thong tin phtc tap, thong tin khong c6 tai co so dir liéu thong tin
ctia Uy ban nhan din x4 ma can tap hop tir cac co quan chuyén mén thuoc UBND
x4 thi Van phong HDND va UBND x4 lay ¥ kién cta cac phong, ban, don vi co
lién quan dé giai quyét yéu cau cung cap thong tin, truong hop can thiét thi xin ¥
kién ctia Pho Chu tich UBND x& phu trach linh vuc.

4. Khi phat hién thong tin dugc yéu cau cung cp thudc cac truong hop tir
chéi cung cap thong tin quy dinh tai Diéu 28 Luat Tiép can thong tin tham muu, dé
xuat Chu tich UBND x4 ra thong béo tir chdi cung cap thong tin bang vin ban theo
Mau s6 05 Phu luc ban hanh kém theo Nghi dinh 13/2018/ND-CP, néu rd ly do.
Truong hop cong dan da ndp chi phi tiép can thong tin thi Van phong HDND va
UBND x4 c6 trach nhiém hoan lai chi phi cho cong dan.

Piéu 21. Cung cap th6ng tin theo yéu ciu

1. Truong hop cung cip thong tin theo yéu cau truc tiép tai tru s& co quan,
cdn ctr yéu cau clia ngudi yéu cau cung cp thong tin va bang hinh thic chia dung
thong tin, Van phong HDND va UBND x& bd tri thiét bi doc, nghe, xem, ghi chép,
sao chép, chup thong tin tai phong tiép cong dan phu hop véi hinh thirc cung cap
thong tin duoc yéu cau va phu hop voi dbi tuong yéu cau cung cép thong tin, tao
thuan loi cho nguoi khuyét tat duoc tiép can thong tin theo quy dinh cua Nghi dinh
s6 13/2018/ND-CP ngay 23/01/2018 caa Chinh phil quy dinh chi tiét va bién phap
thi hanh Luat Tiép cén thong tin.



2. Tru’ong hO’p cung cap thong tin theo yéu céu qua mang dién tu, ngudi lam
dau méi cung cap thong tin co trach nhiém cung cép thong tin qua hop thu dién
tir cong vu cua xa néu viéc cung cap thong tin dap tng du cac diéu kién quy dinh
tai khoan 1 Piéu 30 Luat Tiép can thong tin.

3. Trudong hop cung cap thong tin theo yéu cau qua dich vu buu chlnh fax,
Van phong HDND va UBND xa cung cap thong tin theo yeu cau cung cap thong
tin qua dich vu buu chinh, fax theo dé nghi ctia ngudi yéu cau tai Phiéu yéu cau
cung cap thong tin.

4. Thoi han cung cép thong tin theo yéu cau thuc hién theo quy dinh cua Luét
Tiép can thong tin.

5. Quy trinh cung cip thong tin theo yéu cau dugc thuc hién theo Phu luc s6
04 kém theo Quy ché nay.

Picu 22. Gia han cung cp thong tin theo yéu cau

1. Chanh Vin phong HDND va UBND xa quyét dinh viéc gia han cung cap
thong tin trong trudng hop can thém thoi gian dé xem xét, tim kiém, tap hop, sao
chép, giai quyét yéu cau cung cap thong tin.

2. Thong bao gia han cung cp thong tin phai bang van ban theo Mau s 04
Phy lyc ban hanh kém theo Nghi dinh s6 13/2018/ND-CP dugc giri trudc khi hét
thoi han cung cip thong tin theo quy dinh cua Luat tiép can thong tin.

Piéu 23. Xir ly thong tin cung cap theo yéu ciu khong chinh xac

1. Truong hop Van phong HDND va UBND xa phat hién thong tin do minh
cung cap khong chinh xac theo yéu cau cung cip thong tin, chdm nhat 1a 05 ngay
lam viéc ké tir ngay phat hién, Van phong HDND va UBND X4 c6 trach nhiém
dinh chinh va cung cap lai thong tin.

2. Truong hop nhan duoc phan 4nh, kién nghi ctia ngudi yéu cau cung cap
thong tin vé viéc thong tin dugc cung cap 1a khong chinh xac theo yéu cau cung
cap thong tin, Van phong HDND va UBND x4 c¢6 trach nhiém kiém tra tinh chinh
xac cua thong tm va tra 101 kién nghi cta cong dan. Néu phat hién thong tin cung
cap theo yéu cau khong chinh xac theo yéu ciu cung cap thong t1n Vian phong
HDND va UBND x& c6 trach nhiém kip thoi dinh chinh, cung cdp thong tin da
dugc dinh chinh trong thoi han cham nhat 1a 15 ngay ké tir ngay nhan dugc kién
nghi theo dung hinh thirc cung cap nhu lan dau.

Piéu 24. Thu, quan 1y chi phi tiép cin thong tin

1. Viéc thu, ndp chi phi tiép can thong tin dugc thuc hién theo quy dinh tai
Thong tu s6 46/2018/TT-BTC ngay 14/5/2018 ciia B Tai chinh.

2. Van phong HDND va UBND xa thuc hién thu, ndp, quan ly, st dung chi
phi tiép can thong tin theo dung quy dinh tai Thong tu s6 46/2018/TT-BTC.

CHUONG VI
TO CHUC THUC HIEN

Piéu 25. T6 chitc thwe hién Quy ché

1. Trudng cac phong, ban, don vi thuoc UBND xa c6 trach nhiém phé bién,
quan triét ndi dung Quy ché nay dén can bo, cong chirc, vién chirc, nguoi lao dong;



chi dao xir Iy thong tin theo yéu cau. Kip thoi phan anh nhiing khé khan, vudng mac
trong qua trinh to chtrc thuc hién vé Van phong HDND va UBND X,

2. Vin phong HDND va UBND x4 c6 trach nhiém theo doi, don ddc, kiém tra
cac phong, ban, don vi thuoc UBND xa trong viéc thyuc hién Quy ché nay, kip thoi
bao céo lanh dao UBND x& nhiing vin dé vudéng mac phat sinh; truong hop can
thiét, dé xuat Chu tich UBND stra doi, bo sung Quy ché cho phu hop.

Piéu 26. Khen thwéng va xir Iy ky luat

1. Tap thé, ca nhan, cac phong chuyén mén, don vi thuoc UBND x4 c6 thanh
tich trong hoat dong cung cép thong tin duoc Chu tich UBND x4 khen thuong hodc
dé nghi cip c6 thAm quyén khen thuong theo quy dinh cta Luat Thi dua khen
thudng.

2. Tap thé, ca nhan, cic phong chuyén mon, don vi thuoc UBND X4 vi pham
quy dinh tai Quy ché nay, tiy theo tinh chat, mirc d6 vi pham ma bj xt 1y theo quy
dinh cua phap luat./.
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PHU LUC I
UY BAN NHAN DAN  CONG HOA XA HOQI CHU NGHIA VIET NAM
XA HQP TIEN Poc 1ap - Twdo - Hanh phuc
Hop Tién,ngdy  thang  ndm
PHIEU XAC NHAN
Keét qua ra soat, kiém tra tinh bi méat cia thong tin, phéin loai thong tin
TT| Tén | Soky | Ngay Loai thong tin Hinh thirc cung cép
trich | hiéu | taora bPuge | Khong | Tiep | Cong Cung cap Ghi
yeu | VB VB | ti€p | dugc | cén khai thong tin cha
VB can tiép co théng theo yéu
can diéu tin cau
kién
1

TM. UY BAN NHAN DAN
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Phu luc 02
Quy trinh chuyén giao thong tin ciia UBND xi Hop Tién
Don vi tao ra thong
tin
Ra soat, kiém Chuyén giao théng tin (ban
tra tinh bi mat, gidy vaban diéntl)
phén loai théng
VanPhong

tin (Lap phiéu
theoPhuluc01)

Y

HDND va UBND xa

Cap nhat vao Cap nhat thong Cap nhat vao Danh
Kho théng tin tin vao Danh muc muc théng tin phai
chung thong tin duoc dugccongkhai

F ¥

ti€p can co diéu [*

kién

\
Pang tai, cap nhat

théng tin trén Chuyén
mucTCTT trén Céng
TTOT
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Phu luc 03

UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM
XA HOP TIEN Poc 1ap — Tw do — Hanh phiic

SO THEO DOI CUNG CAP THONG TIN THEO YEU CAU
(tir ngay ... thang.... nam...... dén ngay ... thang.... nam ...... )

Tén, sb, ky Thong béo | Thang

Ngay, o O N A . |Ngay,thang| ~  ITen L
. < Chi phi % chdi 19
SE thang, nam Tén ngudi r?lj(‘;hléu S6 dién Tti“(g;in hi¢u van ban, iﬁzh i}l“c namcung |7 Eén nguoi [ choi, Iy EZE gl',a
YU bhanyeu peuciu SV YY lhoai U o so, tai ligu [ P cAn thong 1P " kidp nhan|do tir chéi | oY
cau | 5 cau co) . [fthéng tin |, théng tin | . % . do gia
cau duoc yéu cau tin yeucan lveucau  |han
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’ PHU LUC
(Kem theo Nghi dinh so 13/2018/ND-CP ngay 23 thang 01 nam 2018 cua Chinh phu)

Mau s6 0la Phiéu yéu cau cung cip thong tin cia cong dan

Miu s6 01b Phﬂiéu yéu cau cung cap thong tin ciia cong dan thong qua td chirc, doan
thé, doanh nghiép

Mau s6 02 Phicu tiép nhan yéu céu cung cép thong tin

Mau s6 03 Phiéu gidi quyet yéu cau cung cap thong tin

Mau s 04 Thong bio gia han yéu cau cung cap thong tin

Mau s6 05 Thong bao tir chdi yéu cau cung cap thong tin

Mau s6 06 Vin ban chap thuin

MAu s6 01a
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic
........... , ngay.. thang.....ndm......
PHIEU YEU CAU CUNG CAP THONG TIN
(Danh cho cdng dan)
Kinh Ui, ..o e

1. Ho, tén c4 nhan yéu cau cung cap thong tin:..........oooiiiiiiii,
2. Nguoi dai dién/Nguoi giam O
3. S6 CMTND/Thé cin cudc cong dan/Ho chiéu ...............c...ooeeiin...
cp ngay....... [eeinn.. [eeein.. 1
A NOT CU U2, e e
5.80 diénthoai®........covvveveiinn., sFax.oooooo ; E-mail:.........
6. Tén van ban/hd so/tai liéu yéu CAU CUNE CAP: .o,
7. Muc dich yéu cau cung cap thong tin:..................
8. Yéu cau cung cip thong tin ndy lan thi:
a) Lan dau b) Khac: ........... (ghi 16 s6 1an d3 yéu cau cung

cép thong tin c6 ndi dung néu trén)
9. S6 luong ban in, sao, chup vin ban, hd so, tai lidu:.....................
10. Phuong thirc nhan van ban, o $0, ta1 U . ..eeveee e
0 Nhan tai noi yéu cau cung cp thong tin
0 Nhén qua buu dién (ghi 16 dia chinhén):..................
0 Fax (ghi 18 8O FAX): «..vueie e,
o Nhéan qua mang dién tur (ghi ro dia chinhan): ........................
0 Hinh thirc khac (ghir8):......ccooieii i
11. Van ban kém theo (trong trudng hop tiép can thong tin c6 diéu kién):...

NGUOI YEU CAU
(Ky, ghi ro ho tén)

I Theo quy dinh cua bd luat dan su vé ngudi dai dién, ngudi giam ho dbi voi ngudi yéu
cau cung cap thong tin 1a nguoi chua thanh nién, ngudi han ché niang lyc hanh vi dan sy,
nguoi mat nang luc hanh vi dan sy, nguoi c6 khé khan trong nhan thure va lam cha hanh
vi...

2 Ghi noi cu tri cua nguoi dai dién/ngudi giam ho.

3 Ghi sb dién thoai, fax, email cta nguodi dai dién/giam ho.


https://thuvienphapluat.vn/van-ban/Quyen-dan-su/Bo-luat-dan-su-2015-296215.aspx
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MAiu s6 01b

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic
........... , ngay....thang.....nam... ...
PHIEU YEU CAU CUNG CAP THONG TIN
(Danh cho céng dén yéu cau cung cdp thong tin théng qua té chire, doan thé, doanh
nghi¢p)
Kinh Ui ...
1. Tén t6 chirc, doan the doanh nghi€p:............ ...
2. Nguoi dai dién cua t6 chtrc, doan the, doanh nghiép®: ..........................
3. S6 CMTND/Thé cin cudc cong dan/Ho chibu..........................

CAp NGAY ........... [ [oviiiinnn. 1 1
4. Pia chi try so ciia to chire, doan thé, doanh nghiép: ........................
5.S6 dién thoai?................. ; Fax ................... ;E-mail: ...

6. Tén van ban/hd so/tai ligu yéu CAU CUNE CAP .o

7. Muc dich yéu cau cung cap thong tin: ...

8. Yéu cau cung cip thong tin nay lan thu:

a) Lan dau b) Khac: ........... (ghi 5 s6 1an d3 yéu cau cung cap
thong tin c¢6 ndi dung néu trén)

9. S6 lugng ban in, sao, chup van ban, ho so, tai lidu: ..................

10. Phuong thirc nhan van ban, O S0, tA1 U . ..oevee e e

0 Nhan tai noi yéu cdu cung cp thong tin

0 Nhén qua buu dién (ghi 16 dia chi nhén):.............oo

0 Fax (ghi 18 8O FAX): «..vuiieee e,

0 Nhén qua mang dién tir (ghi 1o diachinhén): ...,

0 Hinh thirc khdc (ghi r0): . ...ooiii e,

11. Van ban kém theo (trong trudng hop tiép can thong tin c6 diéu

NGUOI YEU CAU?
(Ky, ghi ro ho tén)

! Theo quy dinh cta B6 luat dan su vé nguoi dai di¢n cua td chure, doan thé, doanh
nghiép.

2 Ghi s6 dién thoai, fax, email cia ngudi dai dién yéu cau cung cap thong tin.

3 Nguoi dai dién ky, ghi 18 ho tén va dong diu cua td chirc, doan thé, doanh nghiép do.


https://thuvienphapluat.vn/van-ban/Quyen-dan-su/Bo-luat-dan-su-2015-296215.aspx
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MAiu s6 02

TEN CO QUAN CONG HOA XA HOQI CHU NGHIA VIET NAM
DON VI DAU MOI' Doc 1ap - Tu do - Hanh phiic
Sh:........ [veiiinin ceeieen, NEAY thang .nam... ... ...
PHIEU TIEP NHAN YEU CAU CUNG CAP THONG TIN 2
Tén co quan/don vi dau mdi cung CAp thONg tin:.......oeveeeieees e
Tiép nhan Phiéu yéu ciu cung cap thong tin ciia Ong/Ba%: ......................
S6 CMTND/Thé cin cude cong dan/Ho chiéu ............oooveeiiiiiinii....
cip ngay......... [oviiinnnn. ¥ ¥
NOTCU T e e
S6 dién thoai: .....c......... Fax: ..................l. Email: ...................
Yéu cau cung cép van ban/hd so/tai Heu: ..........ooeeieeeeiie e,
Hinh thirc cung cap thong tin: ...
Vin ban kém theo Phiéu yéu cau cung cap thong tin gom®*:

Vao S6 theo ddi cung cap thong tin theo yéu cau, Quyén sd:.../nam.........
SO thr tu............
NGUOI TIEP NHAN PHIEU
(Ky va ghi ro ho tén)

1 Truong hop co quan cung cap thong tin phan cong don vi dau mbi

2 Phiéu tiép nhan yéu cau cung cap thong tin duoc 1ap thanh 2 ban; mot ban luu tai co
quan/don vi dau moi cung cp thong tin, mot ban giao cho ca nhan, to chirc yéu cau cung
cap thong tin.

3 Tén ctia nguoi dai dién trong trudng hop cung cap thong tin cho cong dan thong qua to
chirc, doan thé, doanh nghiép.

4 La nhirg vin ban kém theo trong trudng hop cung cp thong tin c¢6 diéu kién.
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MAiu s6 03

TEN CO QUAN CONG HOA XA HQI CHU NGHIA VIET NAM
DON VI DAU MOI' Doc 1ap - Tw do - Hanh phic
Sh:........ [veiiinin ceenen e, NEAY thang..... nam... ...
PHIEU GIAI QUYET YEU CAU CUNG CAP THONG TIN
Kinh gl oo e

Tén co quan/don vi ddu moi cung cAp thong tin: .............cceeuueeevenn....
Nhan duoc dé nghi ctia Ong/Ba%: ...t
S6 CMTND/Thé cin cude cong dan/Ho chiéu...............ccoeeeieiiini.
cap ngay...... [viiinn. ¥ ) B
NOT CU T e e
S6 dién thoai:......... ........ Fax.......ooooo Email: ..................
Yéu cau cung cAp van ban/hd so/tai liéu: ............coeeiueiiiiieiiin..l.

Co quan/Pon vi ddu mdi cung cap thong tin thong bao vé viéc cung cap thong tin do
Ong/Ba yéu cau nhu sau:
Hinh thirc cung cap thong tin: .............cooeiiieeiiiee e
Dia diém cung cap thong tin (trong trudng hop cung cap thong tin tai tru sd co quan cung
CAP thONE tIN): <.ttt
Chi phi cung cap thong tin (Néu €O): ......uveiveeeiie e
Phuong thirc thanh toan (N CO): ........vvveeiie e
Thot han thanh toan (NEU COY: e
Ngay cung cap thong tin:.......coooiiii i
THU TRUO'N G CO QUAN/DON VI
PAU MOI CUNG CAP THONG TIN
(Ky, ghi 16 ho tén, dong ddu co quan/don
vi dau méi cung cdp théng tin®)

I Trudng hop co quan cung cap thong tin phan cong don vi dau mbi.

2 Tén ctia nguoi dai dién trong trudng hop cung cap thong tin cho cong dan thong qua to
chire, doan thé, doanh nghiép.

3 Trudng hop don vi ddu mdi cung cép thong tin khong c6 con dau riéng thi sir dung con
dau ciia co quan cung cap thong tin.
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MAiu s6 04

TEN CO QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
PON VI PAU MOI! Poc 1ap - Tw do - Hanh phic
Sh:........ [ovevie , ngay... ... thang........ nam.........
THONG BAO
GIA HAN CUNG CAP THONG TIN
Kinh grii....oooovvniiin v

Tén co quan/don vi dau mbi cung cap thong 111 P
Nhén duoc Phiéu yéu cau ctia Ong/BaZ: .........oviiiieiiieeiiieeei

S6 CMTND/Thé cin cude cong dan/Ho chiu.............ocoooveiieiiini.. cap
ngay......../ ...o.ooo.... S 7§

Noi cu tru .................................................................................
S6 dién thoai:... ........... Fax....oooooooiiiiiii, Email: ..................

Yéu cau cung cip van ban/hd softai liGu:..........
Ngay/thang/nam nhan Phiu yéu cau: .............ccocoveeiiineii....
Co quan/Pon vi ddu mdi cung cip thong tin théng bao vé viéc gia han cung cap thong tin
do Ong/Ba yéu cau vi ly do...iii
Thot gian gia han cung CAP thONE N .. eeee e e
Thoi gian cung cp thong tin sau khi gia han: ...............ccooeeiiiiiiiiiiiil,
THU TRUONG CO QUAN/PON VI
PAU MOI CUNG CAP THONG TIN
(Ky, ghi ro ho tén, dong dau co
quan/don vi dau moi cung cdp thong
tin®)

! Trudng hop co quan cung cap thong tin phan cong don vi dau méi.

2 Tén cua nguoi dai dién trong truong hop cung cap thong tin cho cong dan thong qua t6
chirc, doan thé, doanh nghiép.

3 Truong hop don vi diu mdi cung cip thong tin khong c6 con dau riéng thi sir dung con
dau ctia co quan cung cap thong tin.
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MAiu s6 05

TEN CO QUAN CONG HOA XA HQI CHU NGHIA VIET NAM
DON VI DAU MOI' Doc 1ap - Tu do - Hanh phiic
So:........ [ovevie ngay... ... thang........ nam.........

THONG BAO
TU CHOI YEU CAU CUNG CAP THONG TIN
Kinh grit....oooovviniin
Tén co quan/don vi dau mbi cung cap thong 151 1 A
Nhan dugc Phleu yeu cau cua Ong/Ba Ty

S6 dién th0a1 .................. Fax................ Email:.....................
Yéu cau cung cip van ban/hd softal liGu:..........oo
Ngay/thang/nam nhan Phiéu yéu cu: ............ccoeivuieiiiiiiiieiiiiiii,
Co quan/Pon vi ddu mdi cung cip thong tin théng bao vé viée tir chdi cung cap thong tin
do Ong/Ba yéu cau vi 1y do .......ooovvniiieiiiieiiee

THU TRUONG CO QUAN/PON VI

PAU MOI CUNG CAP THONG TIN

(Ky, ghi ro ho tén, dong dau co
quan/don vi dau moi cung cdp théng
tin®)

! Trudng hop co quan cung cap thong tin phan cong don vi dau méi.

2 Tén ctia nguoi dai dién trong trudng hop cung cap thong tin cho cong dan thong qua to
chire, doan thé, doanh nghiép.

3 Trudng hop don vi ddu mdi cung cap thong tin khong c6 con dau riéng thi sir dung con
dau clia co quan cung cap thong tin.
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MAiu s6 06

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

........... , ngay....thang.....nam... ...
VAN BAN CHAP THUAN !
TN tO1 1a: o
S6 CMTND/Thé cin cude cong dAn/HoO chidu ..........ooooveeviiieiiieei cap ngay
.......... U S ¢ | B
NOT CU Tt e
S6 dién thoai:......... ..... Fax................. Email:............ ..............

La chi s¢ hitu bi mat kinh doanh/La chii s¢ hitu thong tin lién quan dén bi mat doi song
riéng tu, bi mat ca nhan/La thanh vién cta gia dinh ¢ thong tin lién quan tai vin ban/hd
so/tai ligu:.........
Bong Y A8 ONG/BAL. ..o e
S6 CMTND/Thé can cude cong dan/Ho chiéu.............cooeeeeiiiiiiiiin, cap
ngay......... [oviiiinnnn ¥
NOT CU T e e e
S6 dién thoais......ooovvniiiiinnnns. Email: ...
DPuoc tlep cAn thONG tin......ooeviii e, tai van ban/hd so/tai
liéu néu trén.
XAC NHAN CUA UBND CAP XA NGUOI CHAP THUAN
(Xdc nhdn chir ky ciia nguoi chdp (Ky va ghi ro ho tén)
thudn)

Ghi chu:

1. Truong hop van ban chap thuan ciia to chue, doanh nghiép thi nguoi dai dién ky, dong
dau cia to chuc, doanh nghiép d6 ma khong can xac nhan cua Uy ban nhéan dén cap xa.

2. Co quan cung cap thong tin c6 thé tach thanh 03 mAu vin ban chap thuan tuong tng
v6i timg trudng hop tiép can thong tin c6 diéu kién.
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