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

XA NGOC LAC Péc lap - Tw do - Hanh phiic
$6:136 /QP-UBND Ngoc Lic, ngay 03 thang 02 nam 2026
QUYET PINH

Ban hanh Quy ché cung cép théng tin cho cong din
cua Uy ban nhan dan xa Ngoc Lac

UY BAN NHAN DAN XA NGOQC LAC

Can cir Ludt T6 chire 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/ND-CP ngay 23/01/2018 ciia Chinh phii quy
dinh chi tiét va bién phdp thi hanh Ludt Tiép cdn théng tin;

Theo dé nghi ciia Chanh Van phong Hoi dong Nhén dén va Uy ban nhén ddn xd.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché cung cip thong tin cho
cong dan ciia Uy ban nhan dan xa Ngoc Lic.

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

Chanh Van phong HDND va UBND xa, Truéng cac phong chuyén mon,
Trung tam thudéc UBND xa va cac to chirc, ca nhan cé lién quan chiu trach nhiém
thi hanh Quyét dinh nay./.

Noi nhgn: TM. UY BAN NHAN DAN
- S¢ Tu phap (de bao céo); — _ CHUTICH

- Thuong truc Pang uy xa (d€ bao cao); 5C L4 : r
- Chu tich, cac PCT UBND x&;

- Cac phong, don vi, trung tam thuéc UBND x4;
- Cac thon trén dia ban xa;

- Luu: VT.
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UY BAN NHAN DAN  CONG HOA XA HOQI CHU NGHIA VIET NAM
XA NGOC LAC Péc lap - Tu do - Hanh phiic

QUY CHE
Cung cép thong tin cho cong din ciia Uy ban nhan dan xa Ngoc Lic
(Ban hanh kém theo Quyét dinh s6 ~ /OP-UBND ngay  thang 02 ndm 2026
ciia Uy ban nhén ddn xd Ngoc Lic)

Chuwong I
QUY DINH CHUNG

Pi¢u 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 thudoc pham vi trach nhi€ém cung cap thong tin cua
UBND x3a Ngoc Lac theo quy dinh cua Luat Tiép can thong tin.

2. Théng tin thudc trach nhiém cung cap cia UBND xi Ngoc Lic bao gom
thong tin do UBND xa Ngoc Lac tao ra.

Piéu 2. Nguyén tic thue hién cung cip thong tin

1. Viéc cung cap thong tin phai kip thoi, day da, chinh xac, minh bach, thuan
lgi cho cong dan; ding trinh ty, tha tuc theo quy dinh cua phéap luat; khong vi
pham quy dinh vé bao mat.

2. Bao dam sy phdi hop chat ché, hiéu qua cta cac co quan, don vi trong qua
trinh cung céap thong tin.

3. Bao dam kinh phi va cac diéu kién vat chat lién quan cho cong tic cung
cap thong tin phu hop voi quy dinh ctia phap luat va dic diém, diéu kién, yéu cau
thuc té cia UBND x4 Ngoc Lac.

Chuong I1
PHAN CONG TRACH NHIEM

Piéu 3. Phan cong phu trach cong tic cung cap thong tin

1. Chu tich UBND xi Ngoc Lic chju trach nhiém vé cong tac cung cap
thong tin cia UBND x&. Vian phong Hoi dong nhan dan va Uy ban nhan dan gitp
Chu tich UBND lam dau méi t6 chic cung cap thong tin.

2. Van phong Hoi dong nhan dan va Uy ban nha dan thyc hién cung cép
thong tin; dé xuit, bao cao Chu tich UBND cac diéu kién bao dam thuc hién cung
cap thong tin; xin ¥ Kién Chi tich khi thay can thiét vé cac truong hop quy dinh tai
khoan 2 Diéu 6, khoan 3 Diéu 7, khoan 2 Dicu 17, diém 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.



Piéu 4. Trach nhiém cia Vin phong Hoi ddong nhan din va Uy ban
nhén dan

1. Thuc hién viéc tiép nhan va xtr Iy yéu cau cung cip thong tin; bao dam tudn
thi nguyén tac, hinh thirc, trinh tu, thi tuc va thot han cung cap thong tin theo quy dinh.

2. Giai thich, hudng dan, théng bao cho cong dan thuc hién quyén tiép can
thong tin; tiép nhan, giai quyét hodac phdi hop véi cac don vi giai quyét cac phan
anh, kién nghi, khiéu nai, t6 céo lién quan dén viée cung cép thong tin caia UBND
xa Ngoc Lac theo quy dinh cta phép luat.

3. Quyét dinh hoic phdi hop véi cac don vi quyét dinh tir chdi, gia han viéc
cung cap thong tin theo yéu cau.

4. To chirc thuc hién viéc dang tai, cAp nhat thong tin trén Trang thong tin
dién t&r cia don vi; cap nhat thuong xuyén danh muc thong tin phai dugc cong
khai, danh muc thong tin cong dan dugc ti€p can co di€u kién.

5. Chu tri, phéi hop véi cac don vi tao ra thdng tin xur Iy thong tin da céng
khai, thong tin da cung cap theo yéu cau khong chinh xac.

6. T6 chirc viéc theo ddi, dén dbc, kiém tra va bao céo tinh hinh, két qua
thue hién cong khai thdng tin va cung cap thong tin theo yéu cau cia UBND X&.

Piéu 5. Trach nhiém ciia c4c phong, cac trung tdm va can b, cong chirc
chuy&n mon chi tri tao ra thong tin

1. Chiju trach nhiém vé két qua ra soat, kiém tra tinh bi mit cta thong tin,
phan loai thong tin, bado dam tinh chinh x4c cta thong tin trude khi gt Van phong
Hoi dong nhan dan va Uy ban nhan dan xa.

3. Luu trir va chuyén giao thong tin do minh chu tri tao ra téi Van phong Hoi
dong Nhan dan va Uy ban nhan dan x& d¢ cung cap thong tin theo quy dinh cia
Quy ché nay.

4. Chu dong tim kiém thong tin thudc pham vi, linh vuc do minh phuy trach
hodc phoi hgp tham gia y kién doi véi viéc cung cap thong tin theo dé nghi cua
Vin phong Hoi dong Nhan dan va Uy ban nhan dan XA.

5. Phdi hop vé&i Van phong Hoi dong Nhan dan va Uy ban nhan dan xa tra

101 cac phan anh, kién nghi, khiéu nai, t6 cdo cta co quan, to chirc, cong dan vé
viéc cung cap thong tin ctia xa Ngoc Lic theo quy dinh cua phap luat.

CHUONG III
RA SOAT, KIEM TRA, PHAN LOAI, CAP NHAT
DANH MUC THONG TIN

Piéu 6. Ra soat, kiém tra tinh bi mat, phan loai thong tin
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1. Cham nhét 01 ngay 1am viéc ké tir ngdy tao ra thdng tin, cac phong, trung
tam, can bd, cong chirc tao ra thong tin c6 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 thudc
thong tin duoc tiép can, thong tin khong duoc tiép can, thong tin duoc tiép can co
diéu kién theo quy dinh tai Piéu 5, Piéu 6, Diéu 7 Luat Tiép can thong tin dé lap
phiéu xac nhan két qua ra soat, kiém tra tinh bi mat ciia thong tin, phan loai thong
tin theo MAu sé 05 kém theo quy ché nay.

2. Trong qua trinh ra soat, kiém tra tinh bi mat ctia thong tin va phan loai thong
tin d6i voi cac thong tin phuc tap, théng tin lién quan dén nhiéu linh vyc thi don vi
chi tri tao ra thong tin phdi hop lay ¥ kién chung bao cao Chu tich UBND quyét dinh.

Piéu 7. Chuyén giao thong tin cho don vi dau moi

1. Cham nhéat 01 ngay lam vi¢c ké tur ngay tao ra thong tin, don vi tao ra
thong tin giri ban gidy va ban dién tir t6i Van phong Hoi ddng nhan dan va Uy ban
nhan dan ké dé luu trir van ban va luu trir ban dién tir theo phan loai thong tin dugc
xac dinh tai phiéu x4c nhan vé két qua ra soat, kiém tra tinh bi mat cua thong tin,
phan loai thong tin theo Mau sd 05 kém theo quy ché nay.

2. Van phong Hoi dong Nhan dan va Uy ban nhan dan c6 trach nhiém luu
trit van ban, ho so, tai liéu da duoc phan loai; bao dam tinh bi mat cua cac thong
tin khong duoc tiép can va thong tin ma cong dan duoc tiép can co diéu kién trén
hé théng Trang thong tin dién tir cia don vi va hé théng Iuu trir ban giéy, kiém tra,
loai bo cac ndi dung thong tin cong dan khong duoc tiép can, thong tin cong dan
dugc tiép can co diéu kién trudc khi cung cép.

3. Quy trinh chuyén giao théng tin cho Van phong Hoi déng Nhan dan va
Uy ban nhan dan lam dau mdi duge thuc hién theo Luat Tiép can thong tin va cac
van ban huéng dan thi hanh.

Piéu 8. Lap, cap nhat danh muc thong tin phai dwoc cong khai

1. B6i véi cac thong tin phai duoc cong khai theo Diéu 17 Luét Tiép can thong
tin, chdm nhat 01 ngay lam viéc ké tir ngdy nhan dugc Phiéu xac nhan vé két qua ra
soat, kiém tra tinh bi mat cta thong tin, phan loai thong tin ctia don vi chu tri tao ra
théng tin, Van phong Hoi déng Nhan dan va Uy ban nhén dan c6 trach nhiém cap
nhat Danh muc thong tin phéai dugc cong khai trén Trang thong tin dién tir ciia don vi.

2. Danh muc thong tin phai dugc cong khai gdm cac ndi dung: Tén, sd, ky
hiéu van ban, hd so, tai liéu; ngay, thang, nam tao ra van ban, ho so, tai liéu; hinh
thire cong khai thong tin thoi diém, thoi han cong khai thong tin (néu co).

Piéu 9. Lap, cip nhit danh muc thong tin cong din dwoc tiép cin cé
diéu kién
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1. Pbi véi cac thong tin phai dugc cong khai theo Piéu 7 Luét Tiép can
thong tin, cham nhét 01 ngay lam vi¢c ké tir ngay nhan duoc Phiéu x4c nhén vé két
quad ra soat, kiém tra tinh bi mat cua thong tin, phan loai thong tin ctia don vi chu
tri tao ra thong tin, Van phong Hoi dong Nhan dan va Uy ban nhan dan c6 trach
nhiém cdp nhat Danh muc thong tin cong dan dugc tiép can c¢6 diéu kién.

2. Danh muc thong tin phai dugc cong khai gdm cac ndi dung: Tén, sd, ky
hiéu van ban, hd so, tai liéu; ngay, thang, nam tao thong tin.

Chuwong IV
CONG KHAI THONG TIN

Piéu 10. Xir Iy thong tin truée khi cong khai

1. D6i véi cac thong tin phai duge cong khai theo Diéu 17 Luat Tiép can
thong tin, sau khi ra soat, kiém tra tinh bi mat ctia thdng tin, don vi chu tri tao ra
thong tin c¢6 trach nhiém loai bo cac ndi dung thong tin cong dan khong dugce tiép
can, thong tin cong dan dugc tiép can c6 diéu kién trudce khi cong khai.

2. Viéc loai bo cac ndi dung thong tin cong dan khong dugce tiép can, tiép
can c6 diéu kién duoc thuc hién thi céng hodc sir dung cac bién phap ki thuat phu
hop v6i dic diém, tinh chat cia van ban, ho so, tai lidu.

Piéu 11. Cong khai thdng tin trén Trang thong tin dién tir ctia don vi

1. DBbi vé6i cac thong tin phai duoc cong khai theo quy dinh tai Diéu 19 Luat
Tiép can thong tin, don vi chu tri tao ra thong tin ¢6 trach nhi¢m dang tai ban dién tr
vao Danh muc thong tin phai dugc cong khai trén Trang thong tin dién tir ciia don vi.

Truong hgp thong tin dang dugce cong khai tai cac co s¢ dit lieu khac nhau
hodc dang tai tai cac chuyén muc khac trén Trang thong tin dién tr thi tai danh
muc thong tin phai dugc cong khai phai kém theo dudng dan truy cap thong tin.

2. Bdi véi cac théng tin ¢éng dan duge tiép can co diéu kién theo Piéu 7
Luat tiép can thong tin, don vi chu tri tao ra thong tin ¢6 trach nhiém cap nhat
thong tin vao danh muc thong tin cong dan duoc tiép can co diéu kién trén Trang
thong tin dién tir cua don vi.

Piéu 12. Xir Iy thong tin cong khai khong chinh xac

1. Truong hop phat hién thong tin do UBND xa Ngoc Lic tao ra va da dugc
cong khai khong chinh xac, thong tin do co quan khac tao ra nhung do xa Ngoc
Lic cong khai khdng chinh xéac, thi Van phong Hoi ddng Nhan dan va Uy ban nhan
dan chu tri, phdi hop véi co quan, don vi tao ra thong tin kiém tra va bao cio Chu
tich UBND kip thoi dinh chinh, cong khai thong tin d2 dugce dinh chinh.

2. Truong hop phat hién thong tin do UBND xa Ngoc Lac tao ra nhung duoc
co quan khac cong khai khong chinh x4c thi Vin phong Hoi dong Nhan dan va Uy
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ban Nhan dan co trach nhiém bao cdo Chil tich UBND yéu ciu co quan da cong
khai thong tin kip thoi dinh chinh, cong khai thong tin da dugc dinh chinh.

3. Truong hop tiép nhan phan anh, kién nghi tir co quan, t6 chirc, cong dan
vé thong tin cong khai khong chinh x4c. Van phong Hoi dong Nhan dan va Uy ban
nhan dan phéi hop véi don vi tao ra thong tin kiém tra va tham muu Chu tich
UBND kip thoi dinh chinh, cong khai thong tin da@ dugc dinh chinh trong thot han
cham nhét 12 15 ngay ké tir ngay nhan dugc kién nghi.

Chuong V
CUNG CAP THONG TIN THEO YEU CAU

Piéu 13. Tiép nhin phiéu yéu ciu cung cip thong tin

1. Van phong Hoi dong Nhan dan va Uy ban nhan dan c6 trach nhiém tiép
nhan Phiéu yéu ciu cung cap thong tin truc tiép tai Tru s¢ UBND x3 Ngoc Lic,
qua mang dién tu, dich vu buu chinh, fax dén UBND xi Ngoc Lac. Truong hop
thong tin trén phiéu yéu cau cung cap thong tin khong cu thé, ré rang, Vian phong
Hoi dong Nhan dan va Uy ban nhan dan huéng din nguoi yéu cau cung cap thong
tin bo sung theo quy dinh.

2. Van phong Hoi dong Nhan dan va Uy ban nhan dan tién hanh cap nhat
yéu cdu cung cap thong tin vao s6 theo ddi cung cap thong tin theo yéu cau.

Picu 14. Lap S6 theo doi cung cip thong tin theo yéu ciu

1. Van phong Hoi dong Nhan dan va Uy ban nhan dan c6 trach nhiém giao
nhiém vu cho cong chirc chuyén mén lap s6 theo ddi cung cap thong tin theo yéu cau.
S6 theo ddi cung cap thong tin theo yéu cau duogce 1ap va thuc hién theo nam.

2. Trudong hop sir dung s6 theo ddi cung cip thong tin theo yéu cau phién
ban gidy thi noi dung s6 theo quy dinh tai mau s 06 kém theo Quy ché nay.

Piéu 15. Thong bao vé viéc gidi quyét yéu cau cung cap thong tin

1. Sau khi tiép nhan phiéu yéu cau cung cap thong tin hop 1¢, Van phong Hoi
d6ng nhan dan va Uy Ban nhan dan c6 trach nhiém xir Iy yéu cau cung cp thong
tin, thong bdo cho nguoi yéu cau vé viée giai quyét yéu cdu cung cip thong tin
hoic tir chdi cung cép thong tin.

Thong bao vé viée giai quyét yéu cau cung cip thong tin theo mau s6 03 ban
hanh kém theo Nghi dinh s6 13/2018/ND-CP ngay 23/01/2018 ctia Chinh phu quy
dinh chi tiét va bién phap thi hanh Luat Tiép cén thong tin. Théng bao duoc gui tSi
ngudi yeu cau cung cap thong tin tai tru s& co quan hodc qua mang dién ttr, dich vu
buu chinh, fax.

2. Dbi voi thong tin don gian, co sin ma co thé cung cdp ngay qua mang
dién tir hodc c6 thé bd tri dé nguoi yéu cau doc, xem, nghe, ghi chép ngay tai tru so
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co quan ma khong mat chi phi tiép can thong tin thi Van phong Hoi dong Nhan
dan va Uy ban nhan dan khong can ra thong bao vé viée giai quyét yéu cau cung
cap thong tin quy dinh tai khoan 1 Piéu nay.

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

Piéu 16. Cung cip thong tin theo yéu ciu

1. Trudng hop cung cap thong tin theo yéu cau truc tiép tai tru s co quan,
can ctr yéu cau va hinh thic chira dung thong tin, Van phong Hoi dong Nhan dan
va Uy ban nhéan dan bd tri thiét bi doc, nghe, xem, ghi chép, sao chép, chup thong
tin tai Tru so tiép cong dan phu hop véi hinh thirc chira dung thong tin, hinh thic
cung cip thong tin duoc yéu cau va dbi tuong tiép can thong tin, tao diéu kién
thuan loi dé nguoi khuyét tat duoc tiép can thong tin theo quy dinh tai Nghi dinh
s6 13/2018/ND-CP ngay 23/01/2018 cua Chinh pha quy dinh chi tiét va bién phap
thi hanh Luat tiép can théng tin.

2. Truong hop cung cip théng tin theo yéu cau théng qua mang dién tor
nguoi lam dau mbi cung cip thong tin cé trach nhiém cung cap thong tin qua hop
thu dién tir ciia x4 Ngoc Lic néu viéc cung cap thong tin dap ung du cac diéu kién
quy dinh tai Khoan 1 Piéu 30 Luat Tiép can thong tin

3. Truong hop cung cap thong tin theo yéu cau qua dich vu buu chinh, fax
ngudi 1am dau méi cung cap thong tin theo yéu ciu 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 cap thoéng tin theo yéu cau thuc hién theo quy dinh cua
Luat Tiép can thong tin.

5. Quy trinh cung cép thong tin theo yéu cau duoc thuc hién theo Phy luc sb
04 kém theo Quy ché nay.

Piéu 17. Gia han cung cap thong tin theo yéu cau

1. Trén co s& dé xuét cua cac don vi hodc theo yéu cu, Chu tich UBND x&
Ngoc Lic quyét dinh viéc gia han cung cip thong tin trong trudong hop can thém
thoi gian dé xem xét, tim kiém, tap hop, sao chép, giai quyét yéu cau cung cip
thong tin.

2. Thoi han gia han cung cap thong tin theo quy dinh cua Luat tiép can thong tin.

Piéu 18. Xir 1y thong tin cung cip theo yéu ciu khong chinh xac

1. Truong hop phat hién thong tin duoc cung cap khong chinh xac, chim
nhat 14 05 ngay 1am viéc ké tir ngdy phat hién, Van phong Hoi dong nhan dan va
Uy ban nhén dan c¢6 trach nhiém béo cdo Chu tich UBND va phdi hop véi phong,
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ban hodc ¢4 nhan can bd, cong chirc chi tri tao ra thong tin dinh chinh va cung cap
lai thong tin.

2. Trudong hop nhan dugce phan anh, kién nghi ctia ngudi yéu ciu cung cap
thong tin vé viéc thong tin dugc cung cap 1a khong chinh xac,Van phong Hoi dong
Nhan dan va Uy ban nhan déan cha tri, phdi hop véi can bd, cong chie ¢6 lién quan
kiém tra tinh chinh xac ctia théng tin va tra 10i kién nghi ctia nguoi yéu cau. Néu
phat hién théng tin cung cap theo yéu cau khong chinh xac, Van phong Hoi dong
Nhan dan va Uy ban nhan dan c6 trach nhiém bao cdo Chu tich UBND kip thoi
dinh chinh, cung cép thong tin da dugc dinh chinh trong thoi han chdm nhat 14 15
ngay ké tir ngay nhan duoc kién nghi theo ding hinh thtrc cung cép nhu 1an dau.

Piéu 19. Thu, quén 1y chi phi tiép cin thong tin
Mirc thu, cach thire thu chi phi tiép can théng tin dugc thuc hién theo hudng
dan ctia B Tai chinh.
Chuwong VI
TO CHUC THUC HIEN

Piéu 20. T6 chirc thuc hién Quy ché

1. Chu tich UBND X4 c6 trach nhiém phd bién, quan triét ndi dung Quy ché
t6i can bo, cong chirc; chi dao xir Iy thong tin theo yéu cau; cac phong, trung tam,
can bg, cong churc chuyén méon UBND xad Ngoc Lic kip thoi phdn anh nhitng kho
khan, vudéng méc trong qua trinh thyc hién vé UBND xi Ngoc Lac (qua Van
phong Hoi dong Nhan dan va Uy ban nhan dan).

2. Van phong Hoi dong Nhan dan va Uy ban nhan déan c6 trach nhiém theo
ddi, dén dbc cac phong, trung tam, can bo, cong chire trong thuc hién quy ché nay;
kip thoi bao cao chu tich UBND x& Ngoc Lic nhitng van dé phat sinh; trudng hop
can thiét, bao cao chu tich UBND x4 stra d6i, b6 sung quy ché cho phu hop.

3. Phong Kinh té c6 trach nhiém tham muu cho UBND x& bd tri kinh phi
cho viéc cung cip thong tin va hudng dan thu, quan 1y, sit dung chi phi tiép can
thong tin theo quy dinh cta phap luat./.



Maiu s6 01
UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
XA NGQC LAC Doc 1ap - Tu do - Hanh phic
Sb:........ [ieaainn, e eeeeeeey NOAY............ thANg... ... nam 202....

PHIEU TIEP NHAN YEU CAU CUNG CAP THONG TIN 2

A UBND xi Ngoc Lic ..... tiép nhan Phiéu yéu cau cung cip thong tin cia
ONG B ..

S6 CMTND/Thé cin cudc cong dan/Ho chiéu ...cap ngay...... [oo..... /
............ 1721 R

I [T 11 4

SO dién thoai: ............ Fax: ..ooovveien, Email: ......................

Yéu cau cung cAp van ban/hd so/tai Heu: ..........oevveeeiieiie i

Hinh thirc cung cAp thOng tin: .............ueeeeeiiee e

Vin ban kém theo Phiéu yéu cau cung cap thong tin gom*:

L

e

O

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

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

2 Phiéu tiép nhan yéu cau cung cap thong tin dugc 1ap thanh 2 ban; mét ban luu tai
co quan/don vi dau moi cung cap thong tin, mot ban giao cho ca nhan, t6 chiic yéu
cau cung cap thong tin.

3 Tén cua ngudi dai dién trong truong hop cung cap thong tin cho cong dan thong
qua t6 chtrc, doan thé, doanh nghiép.

4 La nhiing vin ban kém theo trong trudng hop cung cap thong tin cé dicu kién
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Mau s6 02
UY BAN NHAN DAN  CONG HOA XA HOQI CHU NGHIA VIET NAM
XA NGOC LAC Péc lap - Tw do - Hanh phiic
SO e, ceeveeey NOAY.............. thang... ..... nam 202...

PHIEU GIAI QUYET YEU CAU CUNG CAP THONG TIN

UBND xa Ngoc Lic ...... nhan dugc dé nghi cia Ong/BaZ: ............
S6 CMTND/CCCD/Hb chiéu.... cip ngdy... [.../...../ t2i ccoevrrrrennnn,

Yéu cau cung cAp van ban/hd so/tai Heu: .........cooovveeiiiiiiieiieiii

_UBND xa Ngoc Léc ..... thong bao vé viéc cung cap thong tin do Ong/Ba
yéu cau nhu sau:

Hinh thirc cung cap thong tin: ...,

Pia diém cung cip thong tin (trong truong hop cung cap thong tin tai tru s
co quan cung cap thong tin): ............

Chi phi cung cap thong tin (néu co): ...............
Phuong thitc thanh todn (NEU CO): .. .ovveeee et
Thoi han thanh t0dn (MU CO): v.vvvveeeee e,

Ngay cung cap thOng tin:......oooi
CHU TICH

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

2 Tén cua nguoi dai di¢n trong truong hop cung cap thong tin cho cong dan thong
qua to chirc, doan thé, doanh nghi¢p.

3 Truong hop don vi dau mbi cung cap thong tin khong c6 con dau riéng thi str
dung con ddu clia co quan cung cap thong tin.



11

Mau s6 03
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA NGOQC LAC Poc lap - Tu do - Hanh phiic
Sb:........ /TB-UBND et eeeeeee, NQAY... ......... thang... ..... nam 202...
THONG BAO
GIA HAN CUNG CAP THONG TIN
Kinh guic. ..o
UBND xa Ngoc Lic ...... nhan dugc Phiéu yéu cau caa Ong/Bal: ...
S6 CMTND/CCCD/H9 chiéu............. capngay..../ ... tai ...
NOT CU T o et
S6 dién thoai:......... ........ FaX......oooovnnn. Email: ..........oooooevnnei,
Yéu cau cung cap van ban/hd so/tai lidu:............coveieeiiiieiiniin,
Ngay/thang/nam nhan Phiu YU CAU: ......coovvieieeeieieseeeees e s

UBND x3a Ngoc Lic ... thong bao vé viéc gia han cung cap thong tin do
Ong/Bayeu cau Vi Iy do.....oooiiiiii e

Thoi gian cung cap thong tin sau khi giahan: .................ccooiiiiinn...

CHU TICH

1 Tén ciia ngudi dai dién trong truong hop cung cap thong tin cho cong dan thong
qua to chure, doan thé, doanh nghiép.
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Mau s6 04
UY BANNHAN DAN  CONG HOA XA HQI CHU NGHIA VIET NAM
XA NGOC LAC Doc 1ap - Tu do - Hanh phiic
SO e, et eeeeeee, NQAY... ......... thang... ..... nam 202...

‘ ' THONG BAO
TU CHOI YEU CAU CUNG CAP THONG TIN

UBND x3 Ngoc Lic ... nhian dugc Phiéu yéu cau cua Ong/Bal: ...

S6 CMTND/CCCD/H® chiéu............. capngdy... /... .tai......
D101 5 4

S6 dién thoai:......... ........ FaX.......oeeenne. Email: ...ooooee,
Yéu ciu cung cap vin ban/hd so/tai Heu:..........coeeveeeieiiin....
Ngay/thang/nam nhan Phiu YU CAU: ......coovvieieeeieieseeeees e s

A UBND xa Ngoc Léc ... thong bao vé viée tir chdi cung cap thong tin do
Ong/Bayéucauvilydo ...........ooooviiiiiiiiii.,

CHU TICH

1 Tén ciia nguoi dai dién trong truong hop cung cap thong tin cho cong dan thong
qua to chue, doan thé, doanh nghiép.
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MAu s6 05
UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
XA NGOQC LAC Poc lap - Tw do - Hanh phuc
e, NQAy... ... thEng.. nam 20...
PHIEU XAC NHAN
Keét qua kiém tra, ra soat tinh bi méat ctia thong tin, phin loai thong tin
C LA e Hinh thirc cong
Loai thong tin khai/Cung cép théng tin
Tén trich yéu S6 ky hi¢u vin \ . < Thé )
STT | vin ban, hé so, ban, ho so, tai Ngay, tha{‘ g nam - . h-o ng A . Cung cap
e 1A on tao ra thong tin Thong tin tin Thong tin R . N2
tai liéu liu : . A .+~ . | Congkhai | thong tin
: J dwgc tiep | khong tiep can co O "
n A théng tin theo yéu
can c;lu’(_rc diéu kién cAu
tiép can
1
2
3

PON VI TAO RA THONG TIN
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MAu s6 06
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA NGOC LAC Déc 14p - Tw do - Hanh phic
SO THEO DOI CUNG CAP THONG TIN THEO YEU CAU
Tén, 50 Tén 12: 23

Ngay, Dia chi kVy hle{u, le,]h Ngay, Ch.';phl ngudi | chéi, ly T,hon_g
[ < A " £ aen Thuw van ban, thire thang, tiep Y \ bao gia
thang, nam Ho va tén nguwoi | SO dién A oo P\ £ < A tiep do twr ,
TT A A ‘e A A n A dién twr ho so, | cung cap | nam cung can n e han, ly

nhan yéu | nguoiyéu cau yeu thoai £ xspea ~ £ a A nha choi .
A X (n€u co) | taili¢u théng | cap thong | thdng A £ do gia

cau cau - . . yéu cung cap
dugc tin tin tin X A han
A A cau thong :
Ye€u cau tin
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PHU LUC
Quy trinh cung cip thong tin theo yéu ciu ciia UBND xi Ngoc Lic
Cac n L Ngwoi thuc | Ghi
buéc Noi dung Thot gian hign chi
- Tiép nhan va kiém tra yéu | 01 ngay lam viéc ké| Chuyén vién
cau cung cap thong tin. ter ngay nhan dugc|Van phong
- Ra thong bdo bé sung hd so | YEU cau cung cap | Hoi  dong
Buéc 1 | (trwong hop phii bd sung hé | thong tinhop le nhan dan va
50) Uy ban nhan
' dan

- Vao So theo dbi cung cap

théng tin theo yéu cau

Doi véi thong tin cac thong tin quy dinh tai diém b, diém ¢, khoan 1 va khoin 2 Diéu
23 Luat Tiep can thong tin, thong tin da tirng duc cung cap theo yéu cau hoac thong
tin don gian, c6 san trong Luu trir co quan

Budc 2

- Ra théng bao vé viéc giai
quyét yéu cau cung cap théng
tin theo Mau 03 ban hanh kém
theo Nghi dinh 13/2018/ND-
CP nga 23/01/2018 cua Chinh
phi quy dinh chi tiétt va bién
phap thi hanh Luat Tiép can
thong tin (troe truong hop
thong tin don gian, co san ma
c6 thé cung cap ngay qua
mang dién tr hoic cd thé bd
tri dé nguoi yéu cau doc, xem,
nghe, ghi chép ngay tai tru so
co quan khéng mait chi phi
tiép can thong tin theo quy
dinh tai Khoan 2 Biéu 16 Quy
ché).

- Thu phi tiép can théng tin.

- Cung cap thong tin (theo cac
hir]h thac quy dinh tai Luat
Tiep can thong tin).

- Vao S6 theo ddi cung cap
thong tin theo yéu cau

01 ngay lam viéc ké
tr ngay nhan duoc
yéu Ccau cung Ccap
thong tin hop Ié theo
Luat dinh

Chuyén vién
Van phong
Hoi  dong
nhan dan va
Uy ban nhan
dan

Poi véi thong tin khong cé sin theo quy dinh tai khoan 1 Piéu 17 Quy ché hoic xét
thay can thiet co y kien cia don vi tao ra thong tin
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lfl:r E:i(’:c Noi dung Thot gian Ngur’](}’lért]hl,rc Shhljl
- Bé nghi don vi chu tri tao ra | - 01 ngay lam viéc ké | - Chuyén
thong tin phdi hop giai quyét | tir ngdy nhan dwgc | vién VP
y&u cau cung cap thong tin; yéu cau CCTT hop 1¢ | HDND va
UBND
_ Ra thdng béo V& thai han gidi | - 03 ngay 1am viac ké | - Chuyen
quyét yéu ciu cung cip thong | tr ngay nhan dugc | VIEN VP
tin theo Phu luc 03 kém theo | yéu ciu CCTT hop I¢ | HPND va
Quy ché nay UBND
- T\im k-iém,o).(emAXét,.quI |¥ - 05 ngay 1am ViéC ké . 7
thong tin, gt ‘Fhong tin (da tr ngay nhan duoc - Pon vi chu
duoc xtr ly) toi Van phong Bo y&U cAu cung cip trIAtaO ra
hodc dé nghi Vian phong B tur théng tin do Vin thong tin
chbi hodc gia han cung cip phong Bo giri dén
thong tin ] ,
-15 ngay lamviéc ké | - Chuyén
Busc3 |- Ra thdng bao giai quyét yéu tir ngay nhan dugc vién VP
CAuU cung cap thdng tin hoac y&U cAU cung cip HPND va
thong béo tir chdi cung Cap théng tin hop 18 UBND
théng tin/ gia han cung cap
thong tin
- Thu chi phi tiép can thong - Chuyeén
tin (néu co) vien VP
HDND va
UBND
- Cung cap thdng tin (theo céac _ Chuyén
phuong thirc quy dinh tai Luat vién VP
TCTT) HDND va
- Vao So6 theo ddi cung cap UBND
théng tin theo yéu cau - Chuyén
vién VP
HDND va

UBND
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