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

PHUONG THACH KHOI Poc 1ap -Tw do - Hanh phiic
$6:30/Qb-UBND Thach Khéi, ngay 15 thang 7 ndm 2025
QUYET PINH

vé viéc ban hanh Quy ché cung cip théng tin cho cong din
ciia Uy ban nhan din phuong

UY BAN NHAN DAN PHUONG THACH KHOI

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

Can cu Ludt Cong nghé thong tin ngay 29 thang 6 nam 20006,

Can cu Ludt An toan thong tin mang ngay 19 thang 11 nam 2015,

Can cir Ludt Tiép cdn théng tin nam 2016;

Can cu Nghi dinh sé 13/2018/ND-CP ngay 23 thang 01 nam 2018 cua Chinh
phii quy dinh chi tiét va bién phdp thi hanh Ludt Tiép cdn théng tin;

Can cir Nghi dinh sé 42/2022/NP-CP ngay 24/6/2022 cua Chinh phu quy dinh
vé viéc cung cdp théng tin va dich vu cong truc tuyén ciia co quan nha nwéc trén

moi truong mang;

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

Theo dé nghi ciia Chénh Vin phong Hji déng nhdn ddn va Uy ban nhan dan
phuwong; Truéng phong Vin héa va Xa héi; Truwong phong Kinh té, Ha tang va Dé
thi phuong.

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 phuong .

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

Piéu 3. Van phong Hoi déng nhan dan va iy ban nhan dan phuong, Trudng cac
phong chuyén mon, don vi thudc phuong chiu trach nhi€m thi hanh Quyét dinh nay./.

Noi nign: TM. UY BAN NHAN DAN
: IS\I(?;? ;er:lé;;(bc)' KT, CHU TICH
- TT bang uy; TT1 HDND phuong; P E)HO CHU TICH

Chu tich, PCT UBND phuong;
VP HDND&UBND phuong;
- Luu: VT.




UY BAN NHANDAN  CONG HOA XA HOI CHU NGHIA VIET NAM

PHUONG THACH KHOI Poc lap -Tu do - Hanh phiic
E Sz
N > 27 QUY CHE

Cung cép thong tin cho cong din ciia iy ban nhin dian phuwong
(Ban hanh kém theo Quyét dinh s6 90/0D-UBND ngay 01/7/2025
cua wy ban nhan dan phuong )

Chuwong I
NHUNG QUY PINH CHUNG

Pi¢u 1. Pham vi diéu chinh

1. Quy ché nay quy dinh vé viéc cong khai thong tin va cung cp thong tin
theo yéu ciu cta cong dan thudc pham vi, trach nhiém cung cap thong tin cua ty
ban nhan dan phuong theo quy dinh ctia Luat Tiép can thong tin.

2. Théng tin thudc trach nhiém cung cip cua uy ban nhan dan phudng bao
gom thong tin do Hoi dong nhan dan, Thuong tryc Hoi dong nhan dan, oy ban nhan
dan phudng, Chi tich Gy ban nhin dan phudng, cac phong chuyén mon, don vi thude
iy ban nhan dan phudng tao ra dugc cung cdp theo quy dinh ctia phap luat co lién
quan trong turng linh vuec.

Picu 2. Poi twong ap dung

1. Quy ché nay duoc ap dung dbi voi yéu ciu cung cap thong tin cua cong
dan Viét Nam va ngudi nudc ngoai cu tra trén dia ban phudng ; yéu ciu cung cap
thong tin ctia cong din thong qua t6 chirc, doan thé, doanh nghiép; ngudi co trach

nhiém cung cip thong tin theo quy dinh ctia Quy ché nay.

2. Quy ché nay khong ap dung dbi voi viéc cung cip thong tin cho phong
vién, bao chi. Viéc cung cép thong tin cho phong vién, bao chi dugc thuc hién theo
quy dinh cta Luat Bao chi ngay 05/4/2016, Nghi dinh s 09/2017/ND-CP ngay
09/02/2017 cta Chinh phu quy dinh chi tiét viéc phat ngon va cung cap thong tin
cho béo chi cua cac co quan hanh chinh Nha nudc va cac van ban co6 li€én quan khac.

Pi¢u 3. Nguyén tic dam bao quyén tiép cin thong tin

1. Viéc cung cép thong tin phai kip tho1, déy du, chinh xac, minh bach, thuan
loi cho cong dan, ding trinh ty, thi tuc theo quy dinh cua Luat tiép can thong tin va
cac van ban hudng din thi hanh trong qua trinh cung cap thong tin.



2. Bao dam su phéi hop chit ché, hiéu qua cua cac co quan, don vi trong qua
trinh cung cp thong tin.

3. Pam bao kinh phi va cac diéu kién vat chat lién quan cong tac cung cip thong
tin phit hop véi quy dinh ctia phap luat va dic diém, diéu kién, yéu cau thyc té cua uy
ban nhan dan phuong.

Chuong 11
PHAN CONG TRACH NHIEM

Picu 4. Phan cong phu trach cung cap thong tin

1. Chu tich ty ban nhan dan phuong 14 nguoi chiu trach nhiém vé viéc cung
cap thong tin cho cong dan cua Gy ban nhan dan phudng. Chu tich Gy ban nhan din
phuong phan cong cac Phé Chi tich iy ban nhin dan phudng phu trach to chirc cung
cap thong tin trong linh vuc dugc phan cong phu trach.

2. Pho chi tich Gy ban nhan dan quan phu trach cung cap thong tin ¢6 trach
nhiém:

- Chi dao vi¢c cung cép thong tin; dé xuét, bao cao Chu tich uy ban nhan dan
phuong cac diéu kién bao dam thyc hién viée cung cap thong tin.

- Xem xét, quyét dinh hodc xin ¥ kién ctia Cha tich Gy ban nhan dan phudng
néu thay can thiét vé cac trudng hop quy dinh tai Khoan 2 Piéu 6, Khoan 3 Diéu 7,
Khoan 2 Diéu 17, Diém e Khoan 1 Dicu 18, Khoan 5 Diéu 19, Khodn 4 Diéu 23 va
Piém d, Khoan 1 Diéu 28 Luat tiép can thong tin thudc linh vuc dugc phan cong
phu trach.

Piéu 5. Pau moi cung cip thong tin ciia iy ban nhin din phwong

1. Vin phong Hoi ddng nhan dan va ty ban nhan dan phuong (sau ddy viét
tat 13 Van phong HDND&UBND) 1a dau méi cong khai thong tin va cung cap thong
tin theo yéu cau.

2. Céc phong chuyén moén, don vi thudc uy ban nhan dan phuong cé lién
quan ¢ trach nhiém cung cip thong tin do minh tao ra; phan cong dau méi cung cap
thong in thudc trach nhiém cung cap thong tin ctia co quan minh.

Piéu 6. Trach nhiém Vin phong HDPND&UBND phuong

1. Xay dung, t6 chirc van hanh Chuyén myc vé tiép can thong tin trén cong
thong tin dién tir cua phuong gém: Danh muc thong tin phai dugc cong khai, Danh

muc thong tin cong dan dugc ti€p can co di€u ki¢n; 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, huéng dan, hd tro
ngudi yéu cau cung cap thong tin; dia chi truy cap dé tai thong tin (néu cb).

2. Thudng xuyén cap nhat thong tin Chuyén muc vé tiép can thong tin trén
Cong thong tin dién tir ctia phudng, dic biét 1a cac Danh muc thong tin phai duoc
cdng khai, Danh muc thong tin cong dan duoc tiép can co diéu kién.

3. Té chirc thuc hién cung cip thong tin theo yéu cdu cta cong dan, dam
béo tuan thu nguyén tic cung cap thong tin, hinh thirc, trinh tu, tha tuc va thoi gian
cung cap thong tin theo quy dinh ctia phap luat; t6 chirc luu trit va bao dam tinh
chinh xac ctia thong tin dugc cung cip theo yéu cau.

4. Cong khai ho tén, chtc vu ciia nguoi lam dau mdi cung cap thong tin;
dia chi, sd dién thoai, so fax, dia chi thu dién tir dé tiép nhan yéu cau cung cép
thong tin trén cong thong tin dién tir phuong .

5. B tri nguoi lam dau moi cung cap thong tin dé thuc hién cung cap théng
tin theo yéu cau; tiiy theo khdi luong cong viée, sd luong yéu cau cung cap thong
tin ctia cong dan dé b tri nhan lyc phu hop cho viée cung cap thong tin.

6. T chirc giai thich, huéng din, théng bao cho cong dan thuc hién quyén
tiép can thong tin theo trinh tu, thi tuc quy dinh; gidi quyét cac phan anh, kién
nghi, khiéu nai, t6 cdo cua céng din vé viéc cung cip thong tin ctia Gy ban nhan
dan phuong theo quy dinh cua phap luat c¢6 lién quan.

7. Quyét dinh tir chdi cung cip thong tin theo quy dinh cua Luat Tiép cin
thong tin trir trudng hop quy dinh tai Diém d Khoan 1 Diéu 28 Luat tiép can thong
tin; quyét dinh viéc gia han cung cap thong tin theo yéu cau.

8. Theo ddi, don déc, kiém tra viéc cong khai thong tin bang hinh thirc niém
yét, cong khai trén phuong tién thong tin dai ching, thong qua viéc tiép cong dan,
hoat dong ctia ngudi phat ngdn cua iy ban nhan dan phuong.

9. Theo doi, danh gia tinh hinh, két qua thuc hién cung cép thong tin cua uy
ban nhan dan phuong.

10. Chu tri, phéi hop véi cac don vi tao ra thong tin xir 1y thong tin d3 cong
khai, thong tin da cung cap theo yéu cau khong chinh xac.

11. Bao dam cac diéu kién dé cong khai thong tin trén cong thong tin dién

tr cua phuong va cac hinh thirc cong khai thong tin khac phu hop vé1 quy dinh cua



phép luat.

Piéu 7. Trach nhiém ciia Phong Vin héa va Xa hoi

1. Cung cip quy dinh, quy trinh, thi tuc cho cac phong chuyén mén, don vi
thudc phuong; tmg dung cong nghé thong tin; s6 hoa, chit ky sb, ching thu sd.

2. Phéi hop véi cac co quan chuyén mon (S& Thong tin - truyén thong thanh
phd, VNPT thanh phd) 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 ctia iy ban nhan
dan phuong.

Picu 8. Trach nhiém ciia cac phong chuyén mén, don vi thudc iy ban
nhin dan phuong

1. Chju trach nhiém vé két qua ra soat, kiém tra tinh bi mét cua thong tin,
phan loai thong tin, bao dam tinh chinh x4c cua thong tin trudc khi giri Van phong
HDBND&UBND phuong.

2. T6 chirc luu trit va chuyén giao thong tin do don vi minh chu tri tao ra
t5i Van phong HDND&UBND phuong dé cung cap thong tin theo quy dinh cua
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 ¥ kién d6i véi viéc cung cap thong tin theo dé nghi cua
Vién phong HOND&UBND phuong.

4. Phdi hop voi Vian phong HDND&UBND phuong tra 10i cac phan anh,
kién nghi, khiéu nai, t6 co cua céng dan vé viéc cung cap thong tin cua Gy ban
nhan dan phuong theo quy dinh ctia phap luat c6 1ién quan.

Pi¢u 9. Trach nhiém ciia nguwoi dwgce phan cong lam diu mdi cung cap
thong tin

1. Tryc tiép cung cp thong tin cho cong dan theo yéu cau.

2. Tryc tiép giai thich, huéng dan, thong bao cho cong dan thuc hién quyén
tiép can thong tin theo quy dinh cta phap luat; huéng din, hd trg ngudi yéu ciu
xac dinh 13 tén vin ban, hd so, tai liéu c6 chira théng tin can tim dé dién day du,
chinh x4c vao Phiéu yéu cau cung cap thong tin theo Mau s6 01 Phuy luc ban hanh
kém theo Nghi dinh 13/2018/ND-CP.

3. Kién nghi, d& xuat Chanh Van phong HDND&UBND phudng vé cic

van dé phat sinh trong qua trinh giai quyét yéu cau cung cip thong tin cho cong



dan; cac trudng hop tir chdi cung cip thong tin theo yéu cau.
Chuong I11
PHAN LOAI THONG TIN

Piéu 10. Ra soat, kiém tra tinh bi mat, phan loai thong tin

1. Cham nhat 01 ngay lam viéc ké tir ngay tao ra thong tin, cac phong, ban,
nganh, don vi chu tri tao ra thong tin ¢6 trach nhiém ra soat, kiém tra tinh bi mat
cua thong tin, phan loai ndi dung thong tin trong van ban, hd so, tai liéu thude
thong tin duoc tiép can, thong tin khong duogc tiép can, thong tin duoc tiép can co
diéu kién theo quy dinh tai diéu 5, Piéu 6, Piéu 7 Luat tiép can thong tin dé 1ap
Phiéu x4c nhan két qua ra soat theo Phuy luc 04 kém theo Quy ché nay.

2. Trong qué trinh ra soat, kiém tra tinh bi mat cta thong tin va phan loai
thong tin, di voi cac thong tin phirc tap, thong tin lién quan dén nhiéu linh vuc,
don vi dugc giao chu tri tao ra thong tin c6 thé ldy ¥ kién cua cac phong, nganh
c6 lién quan va bdo cido Chu tich hoac Pho chu tich uy ban nhan dan phudng phu
trach quyét dinh.

Piéu 11. Chuyén giao thong tin

1. Cham nhit 01 ngay lam viéc ké tir ngay tao ra thong tin, cic phong,
ban, nganh, don vi chu tri tao ra thong tin gri ban di¢n tir hodc ban giéy té1 Van
phong HDND&UBND phudng dé luu trit theo phan loai thong tin duge xac dinh
tai Phiéu x4c nhan két qua ra soat, kiém tra tinh bi mét cua thong tin, phan loai
thong tin theo Phu luc s6 04.

2. Van phong HDND&UBND phuong c6 trach nhiém luu trit vin ban, ho
s0, tai liéu da duoc phan loai; bdo ddm tinh bi mat cua cac thong tin khong dugc
phép tiép can va thong tin ma cong dan duogc tiép can co didu kién trén cong
thong tin dién tir ctia phudng va hé thong vin ban luu trit; kiém tra, loai bo cac
noi dung thong tin cong dan khong duoc tiép can, thong tin cong dan dugc tiép
can c6 diéu kién trude khi cung cép.

3. Quy trinh chuyén giao théng tin duoc thuc hién theo Phy lyc s6 01
ban hanh kém theo Quy ché nay.

Pi¢u 12. Lap, cip nhat Danh muc thong tin phai dwoc cong khai

1. Ddi v6i cac thong tin phai dugc cong khai theo Pidu 17 Luat Tiép can

thong tin, chAm nhat 01 ngay 1am viéc ké tir ngay nhan Phiéu x4c nhan vé két



qua ra soat, kiém tra tinh bi mat cta thong tin, Vin phong HDPND&UBND
phuong c6 trach nhi€ém cdp nhat Danh muc thong tin, va phai dugc cong khai
trén cong thong tin dién tir ctia phudng.

2. Danh muc thong tin phai duoc cong khai gdm cac ndi dung: Tén, s, ky
hiéu van ban, hd so, tai liéu; 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 co).

Piéu 13. Lap, cap nhit Danh muc théng tin cong dan dwore tiép cin c6
diéu kién

1. Pbi v6i cac thong tin dugce tiép can c6 dicu kién theo Piéu 7 Luat Tiép
can thong tin, chdm nhét 01 ngay lam viéc ké tur ngay nhan Phiéu x4c nhan két
qua ra soat, kiém tra tinh bi mat cua thong tin, Van phong Hoi dong nhan dan va
lly ban nhan dan phuong c6 trach nhiém tong hop va cap nhat Danh muc thong
tin cong dan dugc tiép can co diéu kién.

2. Danh muyc thong tin cong dan duogc tiép can c6 diéu kién gém cac ndi
dung: Tén, s, ky hi¢u van ban, ho so, tai liéu va ngay, thang, ndm tao ra thong
tin,

Chuong IV
CONG KHAI THONG TIN

Picu 14. Cong khai thong tin trén cong thong tin dién tir cia phwong
va Trang mang xa hi

Viéc cong khai thong tin trén cong thong tin dién tir phudng va Trang mang
x3 hoi thuc hién theo quy dinh tai Diéu 19 Luat Tiép can théng tin va Nghi dinh
50 42/2022/ND-CP.

Pi¢u 15. Niém yét thong tin tai tru s¢ Co quan

1. Cac phong chuyén mon, don vi thudc iy ban nhan dan phuong thuc hién
cong khai théng tin dudi hinh thic niém yét thong tin tai Tru so tiép cong dan cua
phudng. Thoi han niém yét duge thuc hién theo quy dinh ctia phap luit trong timng

linh vuc cu thé.

2. Bdi v6i nhitng thong tin duoc cong khai bang hinh thirc niém yét ma
phap luat chua quy dinh cu thé vé dia diém, thoi han niém yét thi phai dugc niém
yét tai Tru s& tiép cong dan ciia phudng trong thoi han it nhat 30 ngay, ke tir ngay

niém yét.



Pi¢u 16. Cong khai thong tin théng qua phwong tién théng tin dai
chiing, thong qua viéc tiép cong dan, hoat dong ciia ngwdi phat ngdn cia iy
ban nhin dan phudng

1. Viéc cong khai théng tin thong qua viéc tiép cong dan duoc thuc hién
theo Luat tiép cong dan, cac van ban huéng din thi hanh Luat tiép cong dan va

Quy ché tiép cong dan cua Gy ban nhan dan phudng.

2. Viéc cong khai thong tin thong qua hoat dong phat ngdn va cung cip
thong tin cho bao chi; qua phuong ti€n thong tin dai chiing thuc hién theo cac quy
dinh cua Luat bao chi va cac van ban c6 li€n quan.

Piéu 17. Xir ly thong tin cong khai khong chinh xac

1. Truong hop phat hién thong tin do iy ban nhan dan phudng tao ra va da
duoc cong khai khong chinh xac, thong tin do co quan khac tao ra nhung do Uy
ban nhan dan phuong cong khai nhung khong chinh xac thi thi Van phong
HDND&UBND phuong ¢6 trach nhiém kip thoi dinh chinh, cong khai thong tin
da duoc dinh chinh.

2. Trudng hop phat hi¢n thong tin do uy ban nhan dan phudng tao ra nhung
duoc co quan khac cong khai khong chinh xac thi Van phong HDND& UBND
phuong co trach nhi€ém yéu cau co quan da cong khai thong tin kip thdi dinh chinh,
cong khai thong tin da dugc dinh chinh.

3. Truong hop tiép nhan phan anh, kién nghi tir co quan, to chirc, cong
dan vé thong tin cong khai khong chinh xac, Van phong HDND&UBND phuong
phéi hop vé6i cac phong chuyén mén di tao ra thong tin kiém tra, kip thoi dinh
chinh, cong khai thong tin da dugc dinh chinh trong thoi han cham nhat 13 15
ngay ké tir ngdy nhan dugc kién nghi.

Chuong V
CUNG CAP THONG TIN THEO YEU CAU

Pi¢u 18. Tiép nhan Phiéu yéu ciu cung cap thong tin
1. Vin phong HDND&UBND phudng cé trach nhiém tiép nhan Phiéu
yéu cau cung cap thong tin truc tiép tai iy ban nhan dan phuong, qua email hodc
qua dich vu buu chinh dén iy ban nhan dan phuong. Truong hop thong tin trén

Phiéu yéu cdu cung cip théng tin khong cu thé, rd rang, Vin phong



HDPND&UBND phudng hudng din ngudi yéu cau cung cap thong tin bd sung
theo quy dinh. Phiéu yéu cu cung cap thong tin thuc hién theo Mau sé 01a/01b
Phuy lyc ban hanh kém theo Nghi dinh 13/2018/ND-CP.

2. Vian phong HDND&UBND phuong tién hanh cip nhat yéu cau cung
cap thong tin vao so theo dbi cung cap thong tin theo yéu cau va lap Phiéu tiép
nhan yéu ciu cung cdp thong tin. Phiéu tiép nhin yéu cdu cung cip thong tin
duoc 1ap thanh 2 ban theo Mau s6 02 Phu luc ban hanh kém theo Nghi dinh
13/2018/ND- CP; mot ban Iuu tai Van phong HDND&UBND phuong; mdt ban
giao cho ¢4 nhan, t6 chirc yéu cau cung cip thong tin.

Picu 19. Lap so6 theo ddi cung cap thong tin theo yéu ciu

1. Vin phong HDPND&UBND phudng 1ap s6 theo dbi cung cap thong tin
theo yéu cau bang gidy va bang phin mém dién tr hang nam.

2. S6 theo ddi cung cip thong tin theo yéu cdu bang gidy c6 ndi dung
quy dinh tai Phy luc 03 ban hanh kém theo Quy ché nay.

3. Ngoai cac ndi dung nhu s6 theo ddi cung cp thong tin theo yéu cau
bang gidy, SO theo ddi cung cip thong tin theo yéu cau bang phin mém dién tir
c6 no1 dung vé tinh trang khiéu nai, khai kién (néu o).

Picu 20. Thong bao vé viéc cung cap thong tin, tir chdi cung cip thong

tin

1. Truong hop yéu cdu cung cip thong tin tai Phiéu yéu ciu cung cép
thong tin hop 1¢, Van phong HDND&UBND cép Phiéu giai quyét yéu cau cung
cép thong tin theo MaAu s6 03 Phu luc ban hanh kém theo Nghi dinh 13/2018/ND-
CP thong bao 16 vé thoi han, dia diém, hinh thirc cung cap thong tin; chi phi tiép
can thong tin va phuong thtc, thoi han thanh todn... Thong bio dugc guri toi
ngudi yéu cau cung cap thong tin tai tru s¢ co quan hodc qua mang dién tir, dich
vu buu chinh.

2. Bdi voi thong tin don gian, c6 sin ma co thé cung cap ngay qua mang
dién tr hodic ¢ thé bd tri nguoi yéu cau doc, xem, nghe, ghi chép ngay tai tru s&
co quan ma khong mét chi phi tiép can thong tin thi Van phong Hoi dong nhan dan
va Uy ban nhan phuong khong can cap Phiéu giai quyét yéu cau cung cdp thong
tin.

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

Piéu 21. Tap hop, xir Iy thong tin d€ cung cap theo yéu ciu

1. Nguoi duoc phin cong lam ddi mébi cung cap thong tin d6i chiéu thong
tin dugc yéu cau cung cip véi Danh muc thong tin phai duoc cong khai, Danh muc
thong tin cong dan dugc tiép can ¢ diéu kién va co s¢ dir lidu thong tin cua uy
ban nhian dan phuong.

2. B6i v6i thong tin ¢6 san trong Danh muc thong tin phai dugc cong khai,
Danh muyc thong tin cong dan dugc tiép can co diéu kién, nguoi lam dau mbi co
trach nhiém d6i chiéu v6i yéu cau cung cp thong tin va cac diéu kién theo quy
dinh ctia phap luat va cung cap thong tin cho ngudi yéu cau.

3. Péi voi thong tin phirc tap, thong tin khong co tai co sé dit liéu thong tin
clia iy ban nhan dan phudng ma can tap hop tir cac co quan chuyén mén thudc iy
ban nhan dan phudng thi Van phong HDPND&UBND phuong 1y ¥ kién ciia cac
phong chuyén mon c6 lién quan dé giai quyét yéu cau cung cip thong tin, truong
hop can thiét thi xin ¥ kién cta Pho chu tich Gy ban nhian dan phuong phu trach
linh vuec.

4. Khi phat hién thong tin dugc yéu ciu cung cip thudc cic trudng hop tir
chbi cung cap thong tin quy dinh tai Piéu 28 Luat Tiép can thong tin va Khoan 2
Diéu 4, Khoan 4 Piéu 6 Quy ché ndy tham muu, dé xuat Chu tich Gy ban nhan dan
phuong ra thong bao tir chdi cung cip thong tin bang van ban theo Mau s6 05 Phu
luc ban hanh kém theo Nghi dinh 13/2018/ND-CP, néu 10 ly do. Truong hgp cong
dan da ndp chi phi tiép can thong tin thi Vin phong HDPND&UBND phudng ¢
trach nhi¢m hoan lai chi phi cho cong dan.

Pi¢u 22. Cung cap thong tin theo yéu cau

1. Trudng hop cung cip thong tin theo yéu cau truc tiép tai tru sé co quan,
cin clr yéu cAu ciia ngudi yéu cau cung cap thong tin va hinh thirc chira dung théng
tin, Van phong HDND&UBND phuong bd tri thiét bi doc, nghe, xem, ghi chép,
sao chép, chup thong tin tai Van phong phu hop véi hinh thitc cung cap thong tin
duoc yéu cau va phu hop véi ddi tuong yéu ciu cung cip thong tin, tao thuan loi
cho nguoi khuyét tat dugc tiép can thong tin theo quy dinh ctia Nghi dinh s
13/2018/ND-CP ngay 23/01/2018 cua Chinh phu quy dinh chi tiét va bién phap thi
hanh Luat tiép can thong tin.
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2. Truong hop cung cap thong tin theo yéu cau qua mang dién tir, Vin
phong HDND&UBND phudng trach nhiém cung cp thong tin qua hop thu dién
tir cong vu cta phudng néu viée cung cap thong tin dap ung du cac diéu kién quy
dinh tai Khoan 1 DPiéu 30 Lut tiép cn thong tin.

3. Trudng hop cung cap thong tin theo yéu cau qua dich vu buu chinh,
fax, Van phong HDND va UBND phuong cung cip thong tin theo yéu cau cung
cap thong tin qua dich vu buu chinh, fax theo dé nghi ctia nguoi yéu cau tai Phiéu
yéu cau cung cap thong tin.

4. Thoi han cung cip thong tin theo yéu cau thuc hién theo quy dinh cta
Luat tiép can thong tin.

5. Quy trinh cung cép thong tin theo yéu cau duoc thue hién theo Phu luc
s6 02 kém theo Quy ché nay.

Picu 23. Gia han cung cap thong tin theo yéu cau

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

2. Théng bao gia han cung cap thong tin phai bang vin ban theo Mau sb
04Phu luc ban hanh kém theo Nghi dinh 13/2018/ND-CP dugc gui trudc khi
hét thoi han cung cip thong tin theo quy dinh ctia Luat tiép cin thong tin.

Picu 24. Xir Iy thong tin cung cip theo yéu cau khong chinh xac

1. Truong hop Van phong HDND&UBND phudng phat hién thong tin do
minh cung cip khong chinh xac theo yéu cau cung cip thong tin, chdm nhat 13
05 ngay lam viéc ké tir ngdy phat hién, Vin phong PIDND&UBND phuong c6

trach nhiém dinh chinh va cung cap lai thong tin.

2. Trudng hop nhin duoc phan anh, kién nghi ctia nguoi yéu cau cung cip
thong tin vé& viéc thong tin dugc cung cap 1a khong chinh xac theo yéu cau cung
cap thong tin, Van phong HDPND&UBND phudng c6 trach nhiém kiém tra tinh
chinh xac ctia thong tin va tra 101 kién nghi cua céng dan. Néu phat hién thong
tin cung cap theo yéu cau khong chinh xac theo yéu cau cung cap thong tin, Vin
phong HDND&UBND phudng c6 trach nhiém kip thoi dinh chinh, cung cip
thong tin da duoc dinh chinh trong thoi han cham nhét 1a 15 ngay ké to’ ngay

nhan dugc kién nghi theo ding hinh thirc cung cép nhu lan dau.
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Pic¢u 25. Thu, quan 1y chi phi tiép cin thong tin
1. Viéc thu, ndp chi phi tiép can thong tin dugc thyc hién theo quy dinh
tai Thong tu s6 46/2018/TT-BTC ngay 14/5/2018 ciia Bo Tai chinh.

2. Van phong HDND&UBND phuong thuc hi¢n thu, ndp, quan 1y, st
dung chi phi tiép can thong tin theo ding quy dinh tai Thong tu s6 46/2018/TT-
BTC.

Chuong VI
TO CHUC THUC HIEN

Picu 26. T6 chirc thwe hién Quy ché

1. Truong cac phong chuyén moén, don vi thudc ity ban nhan dan phuong
co trach nhiém phé bién, quan tri¢t no1 dung Quy ché nay dén can bo, cong chtc,
vién chirc, nguoi lao dong; chi dao xir 1y thong tin theo yéu cau. Kip thoi phan anh
nhirng khé khin, vudng méc trong qua trinh to chirc thuc hién vé Vin phong
HDND&UBND phuong.

2. Vian phong HDND&UBND phuong cé trach nhiém theo ddi, don déc,
kiém tra cac co quan chuyén moén va don vi thudc iy ban nhan dian phudng trong
viéc thuc hién Quy ché nay, kip thoi bao céo lanh dao uy ban nhin din phuong
nhirng van dé vuéng mac phat sinh; truong hop can thiét, dé xuat Cha tich ty ban
nhan din phudng stra d6i, bd sung Quy ché cho phu hop.

Picu 27. Khen thwéng va xir Iy ky luat

1. Tap thé, ca nhin, cdc phong chuyén mon va don vi thudc Gy ban nhan
dan phuong cé thanh tich trong hoat dong cung cap thong tin duge Chu tich ay
ban nhan dan phuoug khen thudng hodc dé nghi cip c6 tham quyén khen thudng
theo quy dinh cua Luat thi dua khen thudng.

2. Tap thé, ca nhan, cac phong chuyén moén va don vi thudc ty ban nhan
dan phudng vi pham quy dinh tai Quy ché nay, tuy theo tinh chat, mirc d6 vi pham
ma bi xtr Iy theo quy dinh cua phap luat./.



Mau sé 0la

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Twdo - Hanh phuc

............... , hgay....thang.... nam.......
PHIEU YEU CAU CUNG CAP THONG TIN
(Danh cho cong dan)
KINN GUPI e

1. Ho, tén ca nhan yéu cau cung CAp thANG tiN: .........ccccvevivevivirerieeicrce s

2. Nguoi dai din/Nguoi Giam RO ...

3. S8 CMTND/Thé cén cwdc cong dAn/HO ChidU...........ccoveveveeceeeeeceeeeeeeeeeeeeeeee e

cép ngay........ [ [, 17 OO

4. NOT CU U2, ottt ettt ettt ettt et te et e te et e te et e reeteereereereereaaea

5. SO BN thO@i® ....ooveeeeeeeeeeeeeeeeeee e CFEAX it CE-mailiein,

6. Tén van ban/hd so/tai iU YEU CAU CUNG CAP:.....ooveeiiieeeeeeeeeeee e,

7. Muc dich yéu cu cung CAP thONG TN ........ccoviiiiiiiieieeeceee e,

8. Yéu cau cung cép théng tin nay lan thi:

a) Lan dau b) Khac: .............. (ghi ré sé 1an da yéu cau cung cap thong tin

€6 ndi dung néu trén)

9. S lwong ban in, sao, chup van ban, hd SO, tai BU:...........ccceveveeiieeeeeeeeeeee e
10. Phwong thirc nhan van ban, RO SO, LA TIBU vttt ettt ettt ettt

o Nhan tai noi yéu cau cung cép thong tin

o Nhan qua buwu dién (ghi rd dia chi NhAN): ...
O FAX (GRI T8 SO FAX): vveveeeieieeeiee ettt ettt ettt sttt ettt et et e e et eae e e st et e e s etans
o Nhan qua mang dién t& (ghi ro dia chi NhAN): ....cevee e
O HINh thiC KNAC (Ghi 18): e e e e e e e e e et aeee s

11. Vé&n ban kém theo (trong trwdng hop tiép can théng tin cé didu kién):...

NGU'®'| YEU CAU
(Ky, ghi rd ho tén)

! Theo quy dinh ctia bo luat dén sw v& ngwoi dai dién, ngudi giam hd déi voi nguwei yéu ciu cung cap thong tin 1a nguoi
chwa thanh nién, ngwoi han ché nang lywc hanh vi dan sy, nguoi mét nang lyc hanh vi dan sw, ngwd'i cé khé khan trong
nhéan thirc va lam cha hanh vi...

2 Ghi noi cw tra clia nguei dai dién/nguwdi giam hé.

3 Ghi sé dién thoai, fax, email cGia ngudi dai dién/giam ho.



Mau sé 01 b

CONG HOA XA HOQI CHU NGHIA VIET NAM
boc lap - Twdo - Hanh phuc

PHIEU YEU CAU CUNG CAP THONG TIN
(Danh cho céng dan yéu cdu cung cép théng tin théng qua té chire, doan thé, doanh nghiép)

KNI GUPI ettt

1. Téntd chirc, doan thé, doanh NGRIEP: .......cccvcveveeeeeeeeceee et

2. Nguoi dai dién cua td chirc, doan thé, doanh nghi@p®: ..........c.ccceveveveieeieeeeeeee,

3. S8 CMTND/Thé can cwdc cong dan/HO ChidU...........cccvoveueveveeeeeieeeeeeeeeeeeeeeeeen

cap Ngay.............. AR A 17 TR

4. Diachitry s& cta td chirc, doan thé, doanh NGhIEP:............cveeeveveeeeeeeeeeeeeeee e,

5. SO diEn thoai® ..ccooceeeveeeeeeeeeen, © FAX e © U ErMAIL e

6. Tén van ban/hd so/tai liéu yeU CAU CUNG CAP:.......cocveveveveicieeeeeeeeeeeeeeeee e,

7. Muc dich yéu cu cung CAp thONG tiN:.........c.coveviiiiiieieieeieeeeeeee e,

8. Yéu cau cung cap thong tin nay Ian th:

a) Lan dau b) Khac:.............. (ghi ré sé 1an da yéu cau cung cép thong tin cé

ndi dung néu trén)
9. Sbélwong ban in, sao, chup van ban, hd so, tai BU: ........cceeveviieieeeeeeeeeeeeee e
10. Phuwong thirc nhan van ban, RO SO, LA TIBU .ottt

o Nhan tai noi yéu cau cung cép théng tin

o Nhan qua bwu dién (ghi ré dia chi NNAN): . .....eie e
eI =V (s A TR o =TT 1= Y4 TP
o Nhan qua mang dién t& (ghi rd dia chi NNAN); .......oeoiiieeee e
I 1 0 I g T ol g = Vol (o[ TN 0 ) SRR
11. Vé&n ban kém theo (trong trwéng hop tiép can thong tin ¢ didu Kién):..........cocoeveveveeeen.n.

NGUO'l YEU CAUS
(Ky, ghi rd ho tén)

* Theo quy dinh clia B luét dan sw vé nguoi dai dién cla t6 chirc, doan th&, doanh nghiép.
5 Ghi s6 dién thoai, fax, email cia nguoi dai dién yéu cau cung cap thong tin.
5 Nguwoi dai dién ky, ghi rd ho tén va déng dau cua tb chire, doan thé, doanh nghiép do.



Mau sé 2

TEN CO’ QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
DON VI DAU MOI* Pac lap - Tw do - Hanh phic
Sbi. Lottt N (Yo T \V AR thang ........ nam ..........

PHIEU TIEP NHAN YEU CAU CUNG CAP THONG TIN 7

Tén co quan/don vi dau Méi cuNg CAP thONG tiN:........c.cviviviveiiecieiceccecec s
Tiép nhan Phiéu yéu cAu cung cap thong tin cia ONg/Ba®: ............cccoveveveeeeereeeeeeeeeeeeeen
S& CMTND/Thé cén cudc cONg dAN/HO ChIBU ........c.cvviviviiieieiciceeeeeeeeeee s
clp ngay........... [, JEBI co ettt
INOT CU BTUL ettt e e oottt e e e e e st b et e e e e e e bbbt e e e e e a bbb e e e e an
S6 dién thoai: .....eeeveeeeeeeeeeeeen FaX: toveireeeeeeeeeeeenanns EMAL et
Yéu cau cung cAp VAN bAN/NG SO/AI IBU: .......c.cvevivevevivevcieicieieee s
HINh thic cUNG CAP thONG tiN:.....eeeoveeeecee ettt e e

Vao Sb theo dbi cung cép thong tin theo yéu cau, Quyén sé:.../ndm................

SHthrtw..............

NGUO'| TIEP NHAN PHIEU
(Ky va ghi ré ho tén)

7 Phiéu ti&p nhan yéu cau cung cép thong tin dwoc lap thanh 2 ban; mét ban lwu tai co quan/don vi dadu méi cung cap
théng tin, mot ban giao cho c& nhan, td chirc yéu cau cung cép théng tin.

8 Tén ctia nguwdi dai dién trong trweéng ho'p cung cap théng tin cho cdng dan théng qua tb chirc, doan thé, doanh nghiép.
9 L& nhirng van ban kém theo trong trwerng hop cung cép thong tin ¢ diéu kién.



Mau sé 3

TEN Co QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
DON VI DAU MO1: Péc lap - Twdo - Hanh phac
STo NN L e e e Ngay ....c.c..... thang ........ nam............

PHIEU GIAI QUYET YEU CAU CUNG CAP THONG TIN

KN GUPI: ettt

Nhan dwec d& nghi cla ONG/BAI: ........c.oveieeeceeeeeeeee ettt
S6 CMTND/Thé can cudc cong dAn/HO ChIU...........coovoveeeeeeeceeeeeeeee e
cdp ngay....../ oo JERU .ottt ettt
N (oI eTU R [ (U PO P PP PP PP PPPPPPPPP
SO dién tho@i: .cveeeeeeeeeeeeeeeeen FaXt et eeeeeeee e, EMAIL et
Yéu cau cung CAp VAN BAN/NG SOMAI IBU: ......c.eveveeiececeiecececeeeeee e
Co quan/Don vi dau méi cung cép thong tin thong bao vé viéc cung cép théng tin do Ong/Ba yéu cdu nhw sau: Hinh thic
LR LaTo oz oL 1o 1o [ RO

Dia diém cung cap thong tin (trong trwéng hop cung cap théng tin tai tru s& co’ quan cung cap théng tin):

Phuong thic thanh t0AN (NEU COY: .........evevieeeeeieeeeeeeeeee ettt ee et n et ee et e s eee e

Thoi han thanh t0AN (NEU CO): ......cveveereeeeeeceeeeeeeeeet ettt ettt ettt en et ee e e teeeeeas

THU TRUONG Co QUAN/DON VI DAU MOI CUNG
CAP THONG TIN
(Ky, ghi & ho tén, déng dau co quan/don vi ddu méi
cung cdp thong tintt)

10 Tén cta ngudi dai dién trong trwerng hop cung cép théng tin cho cong dan théng qua td chire, doan thé, doanh nghiép.
1 Trwong hop don vi ddu méi cung cap thong tin khdng cé con d4u riéng thi st dung con d&u clia co' quan cung cép
thong tin.



Mau sé 04

TEN Co QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
PON VI PAU MO Poc lap - Twdo - Hanh phuc
SO: e L e , o NQAY e, thang........ nam..............

THONG BAO
GIA HAN CUNG CAP THONG TIN

[T I VPP U PO UPPPPUPPTPPRN

Tén co quan/don vi dau méi cung CAP thONG LiN: .......c.cvevivirieieeiciciceeccc s

S6 CMTND/Thé cén cudc cOng dAN/HO ChIBU ............ovviiiiiiiieeee e cdp ngay..../

Yéu cau cung cAp VAN bAN/NG SO/AI IBU: .......cvcvevvvercicveveicececeeeeece s
Ngay/thang/nam NhAN PhidU YU CAU: ...........cooveveieieieicieeeeeeeeeeee e,
Co quan/Don vi dadu méi cung cép thong tin thong bao vé viéc gia han cung cép théng tin do Ong/Ba yéu cau vi ly do
Thoi gian gia han cung cAp thONG tiN: .........c.ceviviviieieieeeeeic s
Thoi gian cung cép thong tin sau khi gia han:.............cccceviviviiccccccccc s
THU TRUGONG Co QUAN/DON VI BAU MOI
CUNG CAP THONG TIN

(Ky, ghi rd ho tén, déng déu co quan/don vi dau méi
cung cdp thong tin3)

12 Tan clia ngwdi dai dién trong tredng hop cung cép thdng tin cho céng dan thdng qua td chire, doan thé, doanh nghiép.
13 Trworng hop don vi ddu méi cung cép thdng tin khdng cé con d4u riéng thi st dung con diu clia co' quan cung cép
thong tin.



Mau sé 05
TEN Co QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
DON VI DAU MOI Pac lap - Tw do - Hanh phic

THONG BAO
TU CHOI YEU CAU CUNG CAP THONG TIN

Yéu cau cung cAp VAN bAN/NG SO/AI IBU: .......cvcvvvveviecieeciccecc e

Ngay/thang/nam NhAN PhidU YU CAU: ...........cooveviviieicicieieeeee e,
Co quan/Don vi dau méi cung cép thong tin théng bao vé viéc tir chéi cung cép thong tin do Ong/Ba yéu céu vi ly do

THU TRUO'NG Co QUAN/DON V| DAU MO
CUNG CAP THONG TIN
(Ky, ghi & ho tén, déng dau co quan/don vi ddu méi
cung cép théng tins)

14

Tén cta ngudi dai dién trong trwerng hop cung cép théng tin cho cong dan thdng qua td chire, doan thé, doanh nghiép.
15

Trwdng hop don vi ddu méi cung cép thdng tin khdng cé con du riéng thi si dung con dau ctia co quan cung cap
thong tin.



Mau sé 06

CONG HOA XA HOQI CHU NGHIA VIET NAM
POC lap - Tw do - Hanh phlc

LT I (oL = S OO PRSP PUPRROPUPRON
S& CMTND/Thé can cudc cOng dAN/HO ChIBU............ovviiiiiiiieeeee et cdp ngay
........... T T <- | OSSOSO PSP OUPROP
N (o I o0 (PP PPPPPPPRPPPPPRt
S6 dién thoai: ...oeeveeeeeeeenn. FaX..vioooreeraenann EMAIL oo
La cha sé& hiru bi mat kinh doanh/La chi sé hiru théng tin lién quan dén bi mat d&i séng riéng tw, bi mat ca nhan/La thanh
vién cla gia dinh c6 théng tin lién quan tai van ban/hd so/tai lieu: ...............ccceveveveiererenaan,
DONG Y A8 ONG/BA: .....cveeeeeeeeeeeeeeeeeeee ettt ettt ettt
SE CMTND/ThE c&n cwdc cONG dAN/HO ChIBU ..........c.oviiiiiiieeeeeee e, cap ngay......
[ TR et
N Lo I o1 U R (PP PPPPPPPPPPPPPPPRt
S6 dien thoai: v..ovveeveeeceeeeeeeeeeeenn EMAIL ettt ettt ettt ettt
DUC tidp CAN ThONG TN ... en e tai  van ban/hd so/tai lidu néu trén.

XAC NHAN CUA UBND CAP XA NGU'®'| CHAP THUAN

(Xac nhan chi# ky ctia ngudi chap thudn) (Ky va ghi ré ho tén)

Ghi cha:

1. Trwdng hop van ban chap thuan cla té chirc, doanh nghiép thi ngwdi dai dién ky, déng dau cia td chire, doanh
nghiép d6 ma khéng can xac nhan cla Gy ban nhan dan cép xa. ©

16 Co quan cung cap thong tin cé thé tach thanh 03 mau van ban chap thuan twong (rng véi tirng trwéng hop tiép can
thong tin cé diéu kién.
1 Danh cho trwéng hop tiép can thong tin c6 didu kién theo quy dinh tai Diéu 7 Luat tiép can thdng tin.




UY BAN NHAN DAN PHUONG

SO THEO DOI CUNG CAP THONG TIN
THEO YEU CAU CUA CONG DAN

Ngay mé sé:v ........... [..... /.
Ngay khoa so:......... [..... /.



Phu luc 03

SO THEO DOI CUNG CAP THONG TIN THEO YEU CAU

Tén, ha
SO | |Ngay, Thong
Ngay The ky (" fthang D A L
. Hova |.. s in " thirc . |ChiphiTan choi, ly | , = °
thang, |.° Dia clii|_; ... |[dién |hiéu, nam A A -,” [bao gia
9 tén .. |SO dién| , o cung tiép canpgyroi (do tu
TT |nam .. |nguwoi . [t van £ cung - > £ han, ly
n ngwoi | . x [thoai £ ., cap X thong |tiép nha/choi .
nhan du chy VeU cau (néu |ban, thong <P iin s 2 loune cA do gia
yéii cAu Y co) |hoso, |. g théng YEIl cdu [CUNS Capy
v [tIN . thong ‘
tai liéu tin )
* tin
dugc
yéu
ciu
1
2




UY BAN NHAN DAN
PHUONG

CONG CONG HOA XA HQI CHU NGHIA VIET NAM

Phu luc 04

Doc 1ap -Tw do - Hanh phuc

PHIEU XAC NHAN

Két qua ra soat, kiém tra tinh bi mat ciia thong tin, phan loai thong tin

STT | Tén,trich | sdo,ky | Ngay, Hinh thirc cong

yéu vin ban,| hiéu thang, Loai thong tin khai/cung cap thong
ho SO’, tai | viin ban, | nim tin

liéu hé SO’, | taora | Thong | Thong tin Cong khai| Cung cap
tai  [thong tin tin dwoe| khong thong tin | thong tin
liéu tiép can | dwoc tiép | Thong theo yéu

can tin tiép ciu

can co
diéu kién

CHU TICH
(Ky tén, déng dau)

21 Panh dau “X” vao cot thich hop, ddng thoi néu rd cin cr theo Piéu/Khoan cua Luat tiép cin thong
tin.

22 Néu rd dia diém, thdi han cong khai thong tin (néu co).

23 Néu rd cac hanh thirc cung cap thong tin theo yéu cau c6 thé ap dung.

L Trwdng hop co quan cung cap théng tin phan cong don vi dau méi
! Trwérng hop co quan cung cap thong tin phan céng don vi dau méi.

I Truwdng hwp co quan cung cap théng tin phan cong don vi dau méi.
! Trwérng hop co quan cung cap thong tin phan céng don vi dau méi.
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