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

XA THONG NHAT Poc 1ap -Tu do - Hanh phiic
Sb: 490 /QD-UBND Thong Nhat, ngay /#thdng 0ndam 2026
QUYET PINH

Vé viéc ban hanh Quy ché cung cap théng tin cho cong din
ciia Uy ban nhan din xd Thong Nhat

UY BAN NHAN DAN XA THONG NHAT

Can cir Ludt Té chite chinh quyén dia phirong sé 72/2025/QH15;

Can cir Ludt Tiép cdn théng tin nam 2016;

Can cu Nghl dinh s6 13/2018/ND-CP ngay 23 thang 01 nam 2018 cua Chinh phi
quy dinh chi tiét va bién phdp thi hanh Ludt Tiép cdn thong tin;

‘Can cir Thong tw sg 46/2018/TT-BTC ngay 14/5/2018 cua By Tai chinh quy dinh
chi tiet chi phi thyc te dé in, sao, chup va guri thong tin theo quy dinh tai khoan 2 diéu
12 Ludt tiép cdn thong tin,

Theo dé nghi ciia Vin phong HDND — UBND xd tai To trinh s6 42/TTr-VP
ngay 11 thang 02 nam 2026.

QUYET PINH:

Piéu 1. Ban hanh kem theo ,Quyé’t dinh nay Quy ché cung cip thong tin cho
cong dan cua UBND xa Thong Nhat.

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

Piéu 3. Chanh Vian phong HDND - UBND x4, Truong cac phong ban, don vi
thuoc UBND xa chiu trach nhi€m thi hanh Quyét dinh nay./.

Noi nhgn: TM. UY BAN NHAN DAN
- Nhu biéu 3;

- Thuong truc Bang Uy x3;

- Thuong tryc HDND x4;

- Uy ban MTTQ Viét Nam x3;

- Chu tich, cac PCT UBND xa;

- Cac phong ban, don vi thudc xa;

- Chanh, Phé chanh VP HDND — UBND x3;
- Luu: VT.



https://thuvienphapluat.vn/van-ban/bo-may-hanh-chinh/nghi-dinh-13-2018-nd-cp-huong-dan-luat-tiep-can-thong-tin-348639.aspx
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phic

QUY CHE
Cung cép thong tin cho cong din cia UBND xi Théng Nhit

(Ban hanh kém theo Quyét dinh s6490QD-UBND ngay 14/02/2026 cia Uy ban
nhén dan xd Thong Nhdt)

Chuong I
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi diéu chinh

1. Quy ché nay quy dinh vé viéc cong khai thong tin va cung cip thong tin
theo y€u cau cua cong dan thudc pham vi, trach nhiém cung cap thong tin cita UBND
xa Thong Nhat theo quy dinh ctia Luat Ti€p can thong tin.

2. Théng tin thudc trach nhiém cung cap ciia UBND x4 bao gém thong tin
do HPND xa, Thuong truc¢ HDND xa; UBND xa, Chu tich UBND xa, cac Phong
ban, don vi thuoc UBND xa tao ra dugc cung cép theo quy dinh cua phép luat cé
lién quan trong tirng linh vuec.

Picu 2. Poi twong ap dung

1. Quy ché nay duoc ap dung dbi véi yéu ciu cung cap thong tin cua cong
dan Viét Nam va nguoi nude ngoai cu tri trén dia ban xa Thong Nhét; yéu cau cung
cap thong tin ciia cong dan thong qua to chic, doan thé, doanh nghiép; ngudi cé
trach nhiém cung cap thong tin theo quy dinh cta Quy ché nay.

2. Quy ché nay khong 4p dung d6i vé6i viéc cung cap thong tin cho phong
vién, bao chi. Viéc cung cap thong tin cho phong vién, bao chi thyc hién theo quy
dinh cua Luat Béo chi va cac van ban hudng dan thi hanh Luét Bao chi quy dinh chi
ti€t viéc phat ngdn va cung cap thong tin cho bao chi ctia cac co quan hanh chinh
nha nudc.

Piéu 3. Nguyén tic diam bao quyén tiép cin thong tin

1. Viéc cung cép thong tin phai kip thoi, dﬁy du, chinh xac, minh bach, thuan
lo1 cho cong dan, ding trinh tu, thu tuc theo quy dinh ctia Luat ti€p can thong tin va
cac van ban hudng dan thi hanh trong qué trinh cung cap thong tin.

2. Bao dam su phdi hop chit ché, hiéu qua cta cc co quan, don vi trong qua
trinh cung cap thong tin.

3. Pam béo kinh phi va cac diéu kién vat chat lién quan cong tac cung cap

thong tin phu hop vo6i quy dinh cua phap luat va dac diém, diéu kién, yéu cau thuc
té ciia UBND xa.
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Chuong 11
PHAN CONG TRACH NHIEM
Diéu 4. Phan cong phu trach cung cap théng tin

1. Chu tich UBND x4 14 ngudi chiu trach nhiém vé viéc cung cap thong tin
cho cong dan cia UBND xa. Chu tich UBND xa phan cong cac Pho Chu tich UBND
x4 giup Chu tich UBND x4 phu trach t6 chtrc cung cap thong tin trong linh vuc duoc
phéan cong phu trach.

2. Pho chu tich UBND x3 phu trach cung cp thong tin ¢ trach nhiém:

- Chi dao viéc cung cip thong tin; dé xuét, bao cdo Chu tich UBND x4 cac
diéu kién bao dam thyuc hién viéc cung cap thong tin.

- Xem xét, quyét dinh hodc xin y kién ctia Chu tich UBND x3 néu thdy can
thiét vé cac truong hop quy dinh tai Khoan 2 Piéu 6, Khoan 3 Diéu 7, Khoan 2 Piéu
17, Diém e Khoan 1 Diéu 18, Khoan 5 Diéu 19, Khoan 4 Diéu 23 va Diém d Khoan
1 Diéu 28 Luat tiép can thong tin thudc linh vire duge phan cong phu trach.

Piéu 5. Pau mdi cung cap thong tin cia UBND xa

1. Van phong HDND va UBND xd la dau méi cong khai thong tin va cung cip
thong tin theo yéu cau

2. Cac phong ban, don vi thugc UBND xa c6 trach nhiém cung cap thong tin
do minh tao ra; phan cong dau méi cung cp thong tin thudc trach nhiém cung cap
thong tin cua co quan minh.

Piéu 6. Trach nhiém Vin phong HPND va UBND xi

1. T6 chirc thue hién cung cép thong tin theo yéu cau cia cong dan, dam bao
tuan thi nguyén tic cung cip thong tin, hinh thirc, trinh ty, thu tuc va thoi gian cung
cap thong tin theo quy dinh cua phap luat; t6 chic luu trit va bao dam tinh chinh xéac
cta thong tin duoc cung cap theo yéu cau.

2. Cong khai ho tén, chirc vu cua nguoi lam dau moi cung cap thong tin; dia
chi, s6 dién thoai, s6 fax, dia chi thu dién ttr dé tiép nhan yéu cau cung cap thong tin
trén Trang thong tin di¢n tur xa.

3.B6 tri nguoi lam dau moi cung cap thong tin dé thuc hién cung cap thong
tin theo yéu cau; tuy theo khéi lugng cong viée, s luong yéu cau cung cap thong tin
ctia cong dan dé bd tri nhan luc phi hop cho viée cung cap thong tin.

4. T6 chirc giai thich, huéng din, thong bao cho cong dan thuc hién quyén
tiép can thong tin theo trinh ty, thi tuc quy dinh; giai quyét cac phan anh, kién nghi,
khiéu nai, t6 céo ctia cong dan vé viéc cung cip thong tin cia UBND x4 theo quy
dinh caa phap luat cé lién quan.

, 5. Theo ddi, don dbc, kiém tra viéc cong khai thong tin bang hinh thirc niém
yét, thong qua viéc ti€p cong dan, hoat dong ctia ngudi phat ngéon cua UBND xa.
6. Theo doi, danh gia tinh hinh, két qua thuc hién cung cép thong tin cia
UBND xa.
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7. Chu tri, phdi hop véi cac don vi tao ra thong tin xtr 1y thong tin di cong
khai, thong tin da cung cap theo yéu cau khong chinh xac.

8. Phdi hop voi Phong Vin héa — X4 hoi xi xdy dung va to chirc van hanh
chuyén muc vé tiép can thong tin trén Trang thong tin dién tir xa gém Danh muc
thong tin phai dugc cong khai, Danh muc thong tin céng dan dugc tiép can co diéu
kién; 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 cua cong dan tai Tru so co
quan; biéu mau, hudng dan, hd tro ngudi yéu cau cung cap thong tin.Bao dam cac
diéu kién dé cung cip thong tin theo yéu cau cta cong dan.

Piéu 7. Trach nhiém Phong Van héa — Xa hoi xa

1. Tham muu UBND x3a xay dung, td chtrc van hanh Chuyén muc vé tiép can
thong tin trén Trang thong tin dién tir xi gdm: Danh muc thong tin phai dugc cong
khai, Danh muc thong tin céng dan dugc tiép can co diéu kién; thong tin vé dau méi
cung cip thong tin, noi tiép nhan yéu cau cung cip thong tin; thoi gian, lich tiép
nhan yéu cau cung cap thong tin cua 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
c0).

2. Huéng dan cac phong, ban, don vi thudc xi vé img dung cong nghé thong
tin, k¥ thudt vé bién phap, quy trinh bao quan thong tin va hé thong quan 1y thong
tin trong hoat dong cung cap thong tin cia UBND x4.

3. Bao dam cac diéu kién k§y thuat dé cong khai thong tin trén Trang thong
tin dién tr cia xa va cac hinh thirc cong khai thong tin khac phu hop vé1 quy dinh
cua phéap luat.

Piéu 8. Trach nhiém ciia Thi truéng cac don vi thugc UBND xi chii tri
tao ra thong tin

1. Chiu trach nhiém vé két qua ra soat, kiém tra tinh bi mat cua thong tin,
phan loai thong tin, bdo dam tinh chinh xac cua thong tin trudc khi gui Van phong
HDND va UBND xa.

2. To chirc luu trit va chuyén giao thong tin do don vi minh chu tri tao ra toi
Van phong HDND va UBND xa dé€ cung cap thong tin theo quy dinh cua Quy ché
nay.

3. Chi dao viéc tim lgiém thong tin thudc pl}am v1, linh vuc do minh phu trach
hodc chi dao tham gia y kién d61 vo1 viée cung cap thong tin theo dé nghi ciia Van
phong HDND va UBND xa.

4. Phéi hop voi Van phong HDND va UBND xa tra 1oi cac phan anh, kién

nghi, khiéu nai, td céo cta céng dan vé viéc cung cip thong tin cia UBND x4 theo
quy dinh cua phap luat ¢ lién quan.

Picu 9. Trach nhiém ciia ngudi dwoe phan cong 1am dau moi cung cip
thong tin

1. Truc tiép cung cip thong tin cho cong dan theo yéu cau.
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2. Truyc tiép giai thich, huéng dan, thong béo cho cong dan thyc hién quyen
tiép can thong tin theo quy dinh cta phap luét; huéng dan ho trg nguoi yéu cau xac
dinh 10 tén van ban, ho 50, tai liéu c6 chura thong tin can tim dé dién day du, chinh
xé4c vao Phiéu yéu cau cung cap thong tin theo Mau sé 01 Phuy luc ban hanh kém
theo Nghi dinh 13/2018/ND-CP.

3. Kién nghi, dé xuét Chanh Van phong HDND va UBND xa vé cac van dé
phat sinh trong qua trinh giai quyét yéu cau cung cap thong tin cho céng déan; cac
truong hop tir chdi cung cap thong tin theo yéu cau.

Chuwong 111
CONG KHAI THONG TIN
Piéu 10. Thong tin phai dwec cong khai
1. Cac thong tin sau day phai dugc cong khai rong rai:

- Vian ban quy pham phép luat cia Hoi dong nhan dan xa, Uy ban nhan déan x4
sau khi ban hanh theo quy dinh phap luét.

- Thong tin phd bién, huéng dan thyuc hién phap luat, ché do, chinh sach d6i véi
nhitng linh vyuc thudoc pham vi quan 1y cuia UBND xa.

- Dy thao vian ban quy pham phap luat theo quy dinh ctia phap luat vé ban hanh
van ban quy pham phép luat.

- Chuong trinh, du 4n, dé an, ké hoach, quy hoach phat trién kinh té - xa hoi,
ke hoach cong tac hang ndm cia UBND xa.

- Thong tin Vé du toan ngan sach nha nudc; bao cao tinh hinh thyc hién ngan
sach nha nude; quyét toan ngan sach nha nudce; du toan, tinh hinh thyc hién, quyet toan
ngan sach dbi véi cac chuong trinh, du 4n dau tu xay dung co ban sir dung von ngan
sach nha nudc trén dia ban xa.

- Théng tin vé phan bd, quan 1y, sir dung ngudn von hd tro phét trién chinh thirc
va nguon vién trg phi chinh phu theo quy dinh; thong tin vé quan 1y, sir dung cac khoan
clru trg, trg cap xa hoi; quan 1y, sir dung cac khoan dong gop cua Nhan dan, cac loai
quy.

- Thong tin vé danh myc du an, chuong trinh dau tu cong, mua sam cong va
quan 1y, sir dung vén dau tu cong, tinh hinh va két qua thuc hién ké hoach, chuong
trinh, du 4n dau tu cong; thong tin vé ddu thau; théng tin vé quy hoach, ké hoach str
dung dat; gia dat; thu hoi dat; phuong an bodi thuong, giai phong mit bang, tai dinh cu
lién quan dén dy an, cong trinh trén dia ban xa.

- Théng tin vé chirc nang, nhiém vy, quyén han, co cau t6 chic cua UBND xa
va ctia don vi thudc xa; nhiém vy, quyén han ctia can b, cong chire truc tiép giai quyét
cac cong viéc cua Nhan dan; ndi quy, quy ché do UBND x4, cac phong ban, don vi
thuoc UBND xa ban hanh.

- Bao cdo cong tac dinh ky; bao cdo tai chinh nam; thong tin vé tuyén dung, sir
dung, quan 1y can b, cong churc, vién chirc thuoc UBND xa.
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- Danh muc thong tin phai cong khai theo quy dinh tai diém b khoan 1 Diéu 34
cua Luat ti€p can thong tin; té€n, dia chi, s6 dién thoai, sO fax, dia chi thu dién tir cua
UBND xa hoac nguoi lam dau maéi tiép nhén yéu cau cung cap thong tin.

- Thong tin lién quan dén g1 ich cong cdng, stc khode cua cong dong.

- Thong tin vé phi, 1& phi vé linh vuc thudc thim quyén giai quyét caa UBND

- Thong tin khac phai dugc cong khai theo quy dinh cua phép luat.
Pi¢u 11. Lap Danh muc, phin loai, cip nhit thong tin

1. Van phong HDND — UBND xa 1ap, cdp nhat Danh muyc thong tin phai duoc
cong khai theo Diéu 17 Luat ti€p can thong tin va Danh muc thong tin cong dan duoc
ti€p can co6 di€u kién theo Diéu 7 Luat ti€p can thong tin.

2. Phong ban, don vi thudc xa chu tri tao ra thong tin cia UBND xa xé&c dinh
thong tin thudc Danh muc thong tin phai dugc cong khai theo Picu 17 Luat tiép can
thong tin, Danh muc thong tin cong dan duoc tiép cin co diéu kién theo Piéu 7 Lut
tiép can thong tin va chuyén dén Vin phong HDND — UBND xa.

3. Danh muc thong tin phai dugc cong khai gdm cac ndi dung: Tén, sb, ky hiéu
van ban, ho so, tai liéu; ngay, thang, ndm tao ra van ban, ho so, tai liéu kém theo hinh
thirc cong khai thong tin, thoi diém, thoi han cong khai thong tin (néu c6). Danh muc
thong tin phai dugc cong khai duoc thudng xuyén cap nhat theo Quy ché nay.

Truong hop thong tin dang dugc cong khai tai cac co s¢ dit li¢u khac nhau hoac
dang tai trén Trang thong tin dién tir xa thi tai Danh muc thong tin phai dugc cong khai
phai kém theo chi din dia chi truy cap dé tai thong tin. Truong hop thong tin chwa dugc
cong khai trén Trang thong tin dién tir xd ma di duoc s6 hoa thi phai dugc dinh kém
theo Danh muc thong tin phai duoc cong khai.

Danh muc thong tin phai dugc cong khai dugc dang tai trén Chuyén muc vé
tiép can thong tin tai Trang thong tin dién tur cua xa.

Picu 12. Ra soat, kiém tra va bao dam tinh bi mit ciia thong tin trude khi
cung cap

1. Phong ban, don vi thudc xa chu tri tao ra thong tin cia UBND xa cung cép
thong tin ra soat, kiém tra, xac dinh noi dung thong tin trong ho so, tai liéu thudc thong
tin cong dan khong duoc tiép can, thong tin cong dan dugc tiép can c6 diéu kién theo
quy dinh tai Diéu 6 va Piéu 7 Luat tiép can thong tin, trudce khi chuyén cho Van phong
HDND - UBND xa.

2. Van phong HDND — UBND x4 kiém tra, loai bo cac noi dung thong tin quy
dinh khoan 1 Diéu 7 Luat ti€p can thong tin trude khi cung cap.

Diéu 13. Hinh thirc, thoi diém cong khai thong tin
1. Céc hinh thirc cong khai thong tin bao gom:
- Béang tai trén trang thong tin di¢n tr ctia xa.

- Niém yét tai tru s& co quan nha nudc va céac dia diém khac.
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- Thong qua viéc tiép cong dan, hoat dong clia ngudi phat ngén cia UBND
xa theo quy dinh cua phép luat.

- Céc hinh thuc khac thuan 1gi cho cong dan do UBND xa x4c dinh.

2. Truong hop phap ludt ¢6 quy dinh v& hinh thirc cong khai d6i véi thong tin
cu thé thi ap dung quy dinh do.

3. Thoi diém cong khai thong tin ddi véi tung linh vuc dugc thyc hién theo quy
dinh cta phép ludt ¢ lién quan; trudng hop phap luat chua c6 quy dinh thi chdm nhat
12 05 ngay 1am viéc ké tir ngdy tao ra thong tin, UBND x4 c6 trach nhiém phai cong
khai thong tin.

Piéu 14. Cong khai thong tin trén Trang thong tin dién tir ciia xa va
Trang mang xa hoi

Vi€c cong khai thong tin trén Trang thong tin dién tir x& va Trang mang xa
hoi thuc hién theo quy dinh tai Piéu 19 Luat Tiép can thong tin va Nghi dinh s6
42/2022/ND-CP.

Piéu 15. Niém yét thong tin tai tru sé co' quan

1. Cac Phg‘)ng ban, don vi thuoc UBND xa thyc hién cong khai thong tin duoi
hinh thic ni€m yét thong tin tai Tru sé UBND xa. Th(‘)ji han niém yét dugc thuc hién
theo quy dinh ctia phép luat trong tung linh vuc cu the.

2. bdi v6i nhiing thong tin dugc cong khai bang hinh thrc niém yét ma phap
luat chua quy dinh cu thé vé dia diém, thoi han niém yét thi phai dugc niém yét tai
Tru s6 UBND x4 trong thoi han it nhat 30 ngay, ké tir ngdy niém yét.

Pi¢u 16. Cong khai thong tin thong qua viéc tiép cong dan, hoat dong
cia nguwoi phat ngon cia UBND xa

1. Viéc cong khai thong tin thong qua viée tiép cong dan duge thuc hién theo
Luat tiép cong dan, cadc van ban hudng dan thi hanh Luat ti€ép cong dan va Quy ché
tiép cong dan cia UBND xa.

2. Viéc cong khai thong tin thong qua hoat dong phat ngon va cung cap thong
tin cho bdo chi; qua phuong tién thong tin dai ching thuc hi¢n theo cac quy dinh cua
Luat bao chi va cac van ban c6 lién quan.

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

1. Truong hop phat hién thong tin do UBND xa tao ra va da dugc cong khai
khong chinh xéc, thong tin do co quan khéc tao ra nhung do UBND x3a cong khai
nhung khong chinh xéc thi thi Van phong HDND va UBND xa c6 trach nhiém kip
thot dinh chinh, cong khai thong tin da dugce dinh chinh.

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

3. Trudong hop tiép nhan phan anh, kién nghi tir co quan, t6 chuc, cong dan
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vé thong tin cong khai khong chinh xac, Van phong HDND va UBND x3 phdi hop
v6i cac phong, ban, don vi di tao ra thong tin kiém tra, kip thoi dinh chinh, cong
khai thong tin d4 dugc dinh chinh trong thdi han cham nhét 1a 15 ngay ké tir ngay
nhén duoc kién nghi.

Chuong IV
CUNG CAP THONG TIN THEO YEU CAU
Piéu 18. Tiép nhan Phiéu yéu ciu cung cip thong tin

1. Van phong HPND va UBND x4 c6 trach nhiém tiép nhan Phiéu yéu cau
cung céap thong tin truc tiép tai UBND x4, qua email hodc qua dich vu buu chinh dén
UBND x&. Trudng hop thong tin trén Phiéu yéu cau cung cap thong tin khong cu
thé, 1 rang, Van phong HDND va UBND x& hudng dan ngudi yéu cau cung cap
thong tin bo sung quy dinh.

Phiéu yéu cau cung cip thong tin thuc hién theo Mau s6 01a/01b Phy luc ban
hanh kém theo Nghi dinh 13/2018/ND-CP.

2. Van phong HDND va UBND x@ tién hanh cép nhat yéu cau cung cap thong
tin vao s0 theo ddi cung cap thong tin theo yéu cau va lap Phiéu tiép nhan yéu cau
cung cip thong tin.

Phiéu tiép nhan yéu cau cung cap thong tin dugc 1ap thanh 2 ban theo Mau
s6 02 Phu luc ban hanh kém theo Nghi dinh 13/2018/ND-CP; mot ban luu tai Van
phong HDND va UBND x4; mdt ban giao cho ca nhén, to chtic yéu cau cung cip
thong tin.

Piéu 19. Lap s theo ddi cung cip thong tin theo yéu ciu

Vién phong HDND va UBND x4 lap So theo ddi cung cip thong tin theo yéu
cau bang gidy hang nam. S6 theo ddi cung cip thong tin theo yéu cau bang gidy c6
ndi dung quy dinh tai Phu luc ban hanh kém theo Quy ché nay.

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

1. Truong hop yéu cau cung cap thong tin tai Phiéu yéu cau cung cap thong
tin hop 1¢, Van phong HDND va UBND xa cap Phiéu giai quyét yéu cau cung cip
thong tin theo Mau s6 03 Phy luc ban hanh kém theo Nghi dinh 13/2018/ND-CP
thong bao 1d vé thoi han, dia diém, hinh thirc cung cap thong tin; chi phi tiép can
thong tin va phuong thirc, thoi han thanh toan...

Thong bao duogc giri toi ngudi yéu ciu cung cap thong tin tai tru sd co quan
hodc qua mang di¢n tir, dich vu buu chinh.

2. Déi véi thong tin don gian, co san ma co6 thé cung cp ngay qua mang dién
tir hoac co the bd tri nguoi yéu cau doc, xem, nghe, ghi chép ngay tai tru s6 co quan
ma khong mat chi phi tiép can thong thi Van phong HDND va UBND xa khong can
cap Phiéu giai quyet yéu cau cung cap thong tin.

3. Thoi han thong bao vé viéc cung cap thong tin, tir chdi cung cap thong tin
duoc thuc hién theo quy dinh ctia Luat Ti€p can thong tin.
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Piéu 21. Tap hop, xir Iy thong tin dé cung cap theo yéu cau

1. Nguoi duoc phan cong lam d6i mbi cung cap thong tin ddi chiéu thong tin
duoc yéu ciu cung cap véi Danh muc thong tin phai dugc cong khai, Danh muyc
thong tin cong dan dugc tiép can co6 diéu kién va co s¢ dit liéu thong tin cia UBND
xa.

Pbi vai thong tin co san trong Danh muyc thong tin phai dugc cong khai,
Danh myc thong tin cong dan dugc tlep can c6 diéu kién, nguoi lam dau mbi co trach
nhiém déi chiéu voi yéu cau cung cip thong tin va cac diéu kién theo quy dinh cua
phap luat va cung cap thong tin cho nguoi yéu cau.

Déi voi thong tin phurc tap, thong tin khong co tai co so dir liéu thong tin cua
UBND x&@ ma can tap hop tir cac Phong ban, don vi thugc UBND xa thi Van phong
HDND va UBND xa lay y kién cua cac phong ban, don vi ¢ lién quan dé giai quyét
yéu cau cung cap thong tin, truong hop can thiét thi xin ¥ kién ctia Pho chu tich
UBND xa phu trach linh vuec.

2. Khi phat hién théng tin dugc yéu cau cung cip thudc cac truong hop tir
chdi cung cép thong tin quy dinh tai Piéu 28 Luat Tiép can thong tin thi Vin Phong
HDND — UBND x3 tham muu, dé xuat Chu tich UBND x4 ra thong bao tir chbi cung
cép thong tin bﬁng van ban theo Mau s6 05 Phu luc ban hanh kém theo Nghi dinh
13/2018/ND-CP va néu 10 ly do.

Piéu 22. Cung cép thong tin theo yéu ciu

1. Trudng hop cung cp thong tin theo yéu cau truc tiép tai tru s6 UBND x4,
can ¢t yéu cdu cua ngudi yéu cau cung cip thong tin va hinh thirc chtra dung thong
tin, Van phong HDND va UBND xa b tri thiét bi doc, nghe, xem, ghi chep, sao
chep, chup thong tin tai Phong t1ep cong dan phu hop véi hinh thirc cung cap thong
tin dugc yéu cau va phu hop vai dbi tuong yéu cau cung cap thong tin, tao thun loi
cho ngudi khuyét tat dugc tiép can thong tin theo quy dinh ctia Nghi dinh so
13/2018/ND-CP ngay 23/01/2018 ciia Chinh phu quy dinh chi tiét va bién phap thi
hanh Luat tiép can thong tin.

2. Truong hop cung cap thong tin theo yéu cau qua mang dién tir, Van phong
HDND va UBND xa trach nhiém cung cap thong tin qua hop thu dién tir cong vu clia
xd néu viéc cung cap thong tin dap tng du cac diéu kién quy dinh tai Khoan 1 Diéu
30 Luat tlep can thong tin.

3. Truong hop cung cip thong tin theo yéu cdu qua dich vu buu chinh, fax,
Vin phong HDND va UBND xi cung cap thong tin theo yéu cau cung cap thong tin
qua dich vu buu chinh, fax theo dé nghi cua ngudi yéu cau tai Phiéu yéu cau cung
cap thong tin.

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

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

1. Van phong HDND va UBND x& tham muu Chu tich UBND xa quyét dinh
viéc gia han cung cap thong tin trong truong hop can thém thoi gian dé xem xét, tim
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kiém, tap hop, sao chép, giai quyét yéu cau cung cap thong tin.

2. Thong béo gia han cung cép thong tin phai bang van ban theo Mﬁu’sé 04
Phu luc bar} hanh kém theo Nghi dinh 13/2018/ND—CP duoc gui trudc khi hét thoi
han cung cap thong tin theo quy dinh cta Luat ti€p can thong tin.

Picéu 24. Xir ly thong tin cung cip theo yéu ciu khong chinh xac

1. Truong hop UBND xa phat hién thong tin do minh cung cap khong chinh
xéc theo yéu cau cung cap thong tin, cham nhat 1a 05 ngay lam viéc ké tir ngay phat
hién, Van phong HDND va UBND x4 c6 trach nhi¢ém tham muu UBND x3 dinh
chinh va cung cap lai théng tin.

2. Truong hop nhén dugc phan anh, kién nghi cua ngudi yéu cau cung cap
thong tin vé viéc thong tin duogc cung cép 1a khong chinh xac theo yéu cau cung cip
thong tin, Van phong HDND va UBND x4 c6 trach nhiém phdi hop phong ban, don
vi thuoc UBND x4 kiém tra tinh chinh xé4c cta thong tin da dugc cung cap. Sau do
tham muu UBND xa tra loi kién nghi cua cong dan. Néu phat hién thong tin cung
cap theo yéu cau khong chinh xac theo yéu cdu cung cap thong tin, Van phong
HDND va UBND xa c6 trach nhi¢ém tham muu UBND xa kip thoi dinh chinh, cung
cap thong tin da duoc dinh chinh trong thdi han cham nhat 1a 15 ngay ké tir ngay
nhan duoc kién nghi theo dung hinh thitrc cung cap nhu lan dau.

Pic¢u 25. Thu, quan Iy chi phi tiép cin thong tin

Viéc thu, nop chi phi tiép can thong tin dugc thuc hi¢n theo quy dinh tai
Thong tu s6 46/2018/TT-BTC ngay 14/5/2018 ctia B6 Tai chinh quy dinh chi tiét
chi phi thuc té dé in, sao, chup va guri thong tin theo quy dinh tai khoan 2 diéu 12
Luit tiép can thong tin.

Chuong V
TO CHUC THUC HIEN
Piéu 26. To chirc thue hién Quy ché

1. Truong cac phong ban, don vi thugc UBND xa c6 trach nhiém phd bién,
quan triét ndi dung Quy ché nay dén can bo, cong chirc, vién chirc ctia co quan minh.
Chi dao phéi hop thuong xuyén cap nhat viéc cong khai thong tin theo Danh muc va
phéi hop giai quyét yéu cau cung cap thong tin theo theo linh vyc phu trach. Kip
thoi phan anh nhimg khé khan, vudng mic trong qua trinh t6 chtc thuc hién vé
UBND xa (qua Van phong HDND va UBND xa).

2. Van phong HDND va UBND x3 c¢6 trach nhiém tham muu UBND xa theo
ddi, don ddc cac phong ban, don vi thudc UBND x4 trong vi¢c thuc hién Quy ché
nay, kip thoi bao cao Chu tich UBND xa nhimg van dé vuong mac phat sinh; truong
hop can thiét, d& xuat stra d6i, b6 sung Quy ché cho phu hop.

Picu 27. Khen thuwéng va xir Iy ky luit

1. Tap thé, ca nhan, cac phong ban, don vi thugc UBND xa c6 thanh tich
trong hoat dong cung cap thong tin dugc Chu tich UBD x4 khen thudng hodc dé
nghi cap c6 thim quyén khen thudng theo quy dinh ctia Luat thi dua khen thuong.
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2. "[ép thé, c4 nhan, cac phfmg ban, don vi thugc UBND xa vi pham quy dinh
tai Quy ché nay, tuy theo tinh chat, mirc d§ vi pham ma bi xur Iy theo quy dinh cua
phap luat./.
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MAiu s6 01a
CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

PHIEU YEU CAU CUNG CAP THONG TIN
(Danh cho cong dan)

Kinh guic ..o

3. S6 CMTND/Thé cin cude cong dan/Ho chiéu.............oooeveevean,
CAP NEAY ..o/ oo BB e

8. Yéu cau cung cip thong tin nay l1an thu:

a) Lan dau b) Khac:......... (ghi 13 s6 1an d3 yéu ciu cung cap
thong tin cé ndi dung néu trén)

10. Phuong thirc nhan van ban, ho so, tai liéu:

0 Nhan tai noi yéu cau cung cap thong tin

NGUOI YEU CAU
(Ky, ghi ro ho tén)

I Theo quy dinh ciia Bo luat dan su vé nguoi dai dién, nguoi giam ho d6i véi ngudi yéu cau cung cap thong tin
1 nguoi chua thanh nién, ngudi han ché nang lyc hanh vi dan sy, ngudi mat nang lyc hanh vi dan sy, nguoi c6 kho khan
trong nhan thirc va lam chi hanh vi. ..

2 Ghi noi cu trl ciia nguoi dai dién/ngudi giam ho.

3 Ghi sb dién thoai, fax, email cua ngudi dai dién/giam ho.
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MAu s6 01b
CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

e eees, REAY thang........ nam ......

PHIEU YEU CAU CUNG CAP THONG TIN
(Danh cho céng ddn yéu cau cung cdp théng tin théng qua t6 chire, dodn thé, doanh nghiép)

Kinh glri: ..o

3. S6 CMTND/Thé cin cudc cong dan/Ho chibu.............ccoeeeiveeeeeean,
CAP NEAY ..o/ eoe e BB e

8. Yéu cdu cung cap thong tin nay lan th:
a) Lan dau b) Khéac:......... (ghi 13 s6 1an d3 yéu cau cung cap

thong tin c6 ndi dung néu trén)

10. Phuong thirc nhén van ban, hd so, tai liéu:

0 Nhén tai noi yéu cau cung cip thong tin

0 Nhan qua buu dién (ghi 10 dia chi nhan):.........ccoccoeviiienieiiiiee,
0 FaX (Z01 18 SO FAX) .. vrveeeeeeeeee e
O Nhéan qua mang dién tir (ghi 6 dia chi nhan):.........ccccovveviviiieieiene.
0 Hinh thirc Khac (ghi 10):....ecvieiieieeeeeeeeeeee e
11. Vin ban kém theo (trong truong hop tiép can thong tin ¢6 diéu kién):....
NGUOI YEU CAU¢
(Ky, ghi ro ho tén)

4 Theo quy dinh cua Bo luat dan sy vé ngudi dai dién cua td chl'Iq, doan thé, doanh nghiép.
> Ghi s6 di¢n thoai, fax, email clia nguoi dai dign yéu cau cung cap thong tin.
6 Ngudi dai dién ky, ghi 16 ho tén va dong dau cua t6 chire, doan thé, doanh nghiép do.



14

TEN CO QUAN CONG HOA XA HQI CHU NGHIA VIET NAM
DPON VI PAU MOY’ Poc lap - Tu do - Hanh phiic
N oo ngay ...... thang ...... nam......

PHIEU TIEP NHAN YEU CAU CUNG CAP THONG TIN®

Tén co quan/don vi ddu mdi cung cip théng tin:.................cooeeiuunn,
Tiép nhan Phiéu yéu cau cung cap thong tin ctia Ong/Ba%:..........ccoccoveu.....

S5 CMTND/Thé cin cudc cong dan/HO Chibu ....ooocooooooooiieeeeeeeeeen, cdp ngiy
..... T O 3 PR

NOT CU UL ettt e e
S6 dién thoai: .......cevveen.... Fax:.............. Emaili......ccoovvvviiiiiiiiiin,
Yéu cau cung cip van ban/hd so/tai HeU:.........ooeveeeeiie e,
Hinh thitc cung cAp thONg t:..........oveeeeeeeeeeeeeeeeeeeeee e

Vin ban kém theo Phiéu yéu cau cung cép thong tin gdm!©:

NGUOI TIEP NHAN PHIEU
(Ky va ghi ro ho tén)

7 Trudng hop co quan cung cp thong tin phan cong don vi dau moi.

8 Phiéu tiép nhan yéu cau cung cp thong tin duoc lap thanh 2 ban; mét ban luu tai co quan/don vi dau moéi
cung cép thong tin; mot ban giao cho ¢4 nhan, t6 chic yéu cau cung cép thong tin.

9 Tén cua ngudi dai dién trong truong hop cung cip thong tin cho cong dan thong qua té chire, doan thé, doanh
nghi¢p.

10 3 nhitng van ban kém theo trong truong hop cung cap thong tin ¢6 diéu kién.
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TEN CO QUAN CONG HOA XA HQI CHU NGHIA VIET NAM
DON VI PAU MOI'! Poc lap - Tu do - Hanh phiic
Sb:...... 2 PPPR , ngay ...... thang ...... nam......

PHIEU GIAI QUYET YEU CAU CUNG CAP THONG TIN

Kinh gui: .o
Tén co quan/don vi ddu mdi cung cap thong tin:........................cco....
Nhén duoc dé nghi ctia Ong/Ba!2:...........oeveieeeeeeeeeeeeeeeeeeeeeeeeeeeeee s
S6 CMTND/Thé can cudc cong dan/HO chibu oo, cap ngay
..... O O - PP
NOT CU T e
Sé dién thoai: ............ Fax............. Emaili....ccccooovvviiiiiiiii,
Yéu ciu cung cip vin ban/hd so/tai liéu:...........cooeeeeiiiiieeeiiin,

Co quan/Pon vi diu mdi cung cép thong tin thong bao vé viéc cung cap thong tin do Ong/Ba
yéu cau nhu sau:

THU TRUONG CO QUAN/DPON VI PAU MOI
CUNG CAP THONG TIN
(Ky, ghi 16 ho tén, dong ddu co quan/don vi dau méi cung cdp
thong tin'3)

11 Trudng hop co quan cung cap thong tin phan cong don vi dau mdi.

12 Tén cta nguoi dai dién trong truong hop cung cép thong tin cho cong dan théng qua to chirc, doan thé,
doanh nghiép.

13 Trudng hop don vi ddu mbi cung cap thong tin khong cé con diu riéng thi sir dung con déu ctia co quan cung
cép thong tin.
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TEN CO QUAN CONG HOA XA HQI CHU NGHIA VIET NAM
PON VI DPAU MOI* Péc 1ap - Tu do - Hanh phiic

SH:...... /P , ngay ...... thang ...... nam... ...

THONG BAO
GIA HAN CUNG CAP THONG TIN

S6 CMTND/Thé can cudc cong dAn/HO chidu .........oooveeveeeeeeeeeceeeeenn. CAp ngay............
B S < | P

Ngay/thang/ndm nhan Phiéu yéu cau: .............cooveiieeeeiiieeeeii,

Co quan/Pon vi dau mdi cung cip thong tin théng bao vé viéc gia han cung cép thong tin do
Ong/Bayéucau vily do.......cccoovvviiniiciiiiieeiieeeeee

THU TRUONG CO QUAN/DPON VI
PAU MOI CUNG CAP THONG TIN
(Ky, ghi ré ho tén, déng dau co quan/don vi dau moi
cung cdp thong tin'®)

14 Truong hop co quan cung cap thong tin phan cong don vi diu méi.

15 Tén cua nguoi dai dién trong trudng hop cung cép thong tin cho cong dan théng qua td chirc, doan thé,
doanh nghiép.

16 Trudng hop don vi diu mbi cung cip thong tin khong cé con diu riéng thi st dung con déu ctia co quan cung
cép thong tin.
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TEN CO QUAN CONG HOA XA HQI CHU NGHIA VIET NAM
DON VI DPAU MOI" Poc 1ap - Tw do - Hanh phic

Sb:...... o , ngay ...... thang ...... nam......

, THONG BAO
TU CHOI YEU CAU CUNG CAP THONG TIN

S6 CMTND/Thé can cudc cong dan/HoO chibu.........c..ovoeveeeieeeeeeeeeeeeeen. cap
1172 | S Jovoad el AL o

Ngay/thang/ndm nhan Phiéu y&u cAu: ............c.coveeiiieeiiiiie e,

Co quan/DPon vi dau mdi cung cip thong tin théng bao vé viée tir chdi cung cap thong tin do
Ong/Bayéu cau vily do.......ccoovvviiniieiieieeiieeeeee

THU TRUONG CO QUAN/DON VI PAU
MOI CUNG CAP THONG TIN
(Ky, ghi 16 ho tén, dong ddu co quan/don vi dau moi
cung cdp théng tin'®)

17 Truong hop co quan cung cap thong tin phan cong don vi dau méi.

18 Tén cua nguoi dai dién trong trudng hop cung cip thong tin cho cong dan théng qua té chirc, doan thé,
doanh nghiép.

19 Trudng hop don vi ddu mbi cung cip thong tin khong cé con diu riéng thi st dung con déu ctia co quan cung
cép thong tin.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

....... ngay ...... thang ...... nam......
VAN BAN CHAP THUAN?
TN 01 LAz ettt et
S6 CMTND/Thé can cudc cong dAn/HoO chibu............oooeveveeeeeeeeeeeeeeeen. cAp ngay
..... [oviid i BAL L e e
B Lo T 5 g
S6 dién thoai: ............ Fax.......... Email....ooovviiiiiiiiiiieiee e,

La chu s& hitu bi mat kinh doanh/La chu s hitu thong tin 1ién quan dén bi mat doi séng riéng
tu, bi mat ca nhan/La thanh vién ctua gia dinh cé thong tin lién quan tai van ban/hd so/tai li¢u

Pong y dé Ong/Ba:

S6 CMTND/Thé cin cuéc cong dan/Ho chiéu
NEAY ..o/ vcid it TAL i

NOT G T oot e,

S6 dién thoai: «...vvvneeeeeenen.. Email: ..o
Puoc tiép can thong tin.........cccceeeeeee. tai van ban/hd so/tai liéu néu trén.
XAC NHAN CUA UBND CAP XA NGUOI CHAP THUAN
(Xdc nhan chir ky ciia nguoi chap thudn) (Ky va ghi ro ho tén)
Ghi chu:

1. Trudong hop van ban chép thuan cta to chtrc, doanh nghiég thi nguoi dai dién ky,
dong dau cua t6 chuc, doanh nghiép d6 ma khong can xac nhan cia Uy ban nhan dan cap xa.

2. Co quan cung cap théng tin co thé tach thanh 03 mau vin ban chip thuin twong
g v6i timg truong hop tiép can thong tin co diéu kién.

20 Danh cho truong hop tiép can thong tin ¢ diéu kién theo quy dinh tai Diéu 7 Luét tiép can t
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