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QUYETDlNH
Ban hanh Quy ch~ cung c~p thong tin cho cong dan ella Van phong Doan

d~i bi~u QuAc hQiva HQi dAng nhan dan tinh Son La

CHANH VAN PHONG DOAN DBQH VA HDND TiNH SON LA

Can cir Ludt T6 chuc chinh quyen dia phuong ngay 19 thong 6 nam 2015:

Can etc Ludt Sua d6i, b6 sung mot s6 dilu cua Ludt T6 chuc Chinh phu va
Ludt T6 chuc chinh quyen dia phuong ngay 22 thang 1 j ndm 2019;

Can cu Ludt nip can thong tin ngay 06 thang 4 ndm 20 I 6,'

Can CLl' Nghi dinh s6 13120181ND-CP ngay 23 thang 01 nam 2018 cua
Chinh phu quy dinh chi tiet va bien phap thi hanh Ludt nip can thong tin,'

Can CU' Quyet dinh s6 401QD- VP ngay 03 thang 3 ndm 2021 cua Van
phong Doan DBQH va HDND tinh Son La v~ viec ban hanh Quy chi lam vice
cua Van phong Doan dai biiu Qu6c hoi va H9i dong nhdn dan tlnh Son La;

Xet To' trinh s6 22ITTr-TTDN ngay 28 thang 9 nam 2021 cua Tnrcmg
phang Thong tin - Dan nguy¢l1.

QUYETD!NH:

Di~u 1. Ban hanh kem theo Quy~t ojnh nay Quy eh~ cung dp thong tin
.), ...

cho eong dan eua Van phong £)oan o,?-ibieu Quoc hQi va HQi dong nhan d2111tinh
San La.

Di~u 2. Quy~t d,n11 nay co hi~u I~JCk~ tlr ngay kyo
Di~u 3. Lanh d,?-o Van phong, cong ehCre d.c phong ehuyen mon Van

phong £)oan G,?-ibi~u Qu6c hQi va Hi)i dAng nhan dan tinh, dc cO' quan, to ehCre,
ea nhan co lien quan theo traeh nhi~m thi hanh Quy~t djnh.l ~

~
No'i I1M,n: ~ CHANH VAN PH()NG
- Doan DBQH tinh (tid hie);
- Tlmcmg lIVC I-IDND linh ((1(/ hie);
- Ph6 tnrong ball dc Ban CLIiI HDND tinh:
- Uy lWIl nhiln cliln I illh;
- NllLI' D i0u 3:
- BilO Son Lil:
- D:ii Pilat Ihanh - Trlly0n hinh linh:
- Cong theillg till dicn tlr tillh ((1c/n,t; I(/i):
- l~lIll:VT. TTDN-t.lu\l1ll.



C(>NG HOA xA H(>I em:NGHiA ~T NAM
DQc l~p - Tl}' do - H~nh phuc

QUYCHE
Cung c~p thong tin cho cong dan

cua Van phong Doan d~i bi~u Qu&c hQi va HQi d6ng nhan dan tinh SO'n La
(Ban hanh kern thea Quyit dinh s6 4831QD-VP ngay 12 thang J 0 nom 202 J

cua Chanh Vanphong Doan DBQH va HDND tinh Son La)

Chirong I
QUY DJNH CHUNG

Di~u 1. Pharn vi di~u chinh va d&i tm.mg up dung

1. Quy ch~ nay quy dinh v~ viec cong khai va cung cap thong tin thea yeu
cau cua cong dan thuoc pham vi trach nhiem cung cap thong tin cua Van phong
Doan dai bieu Quoc hoi va HQi dong nhan dan tinh (sau day gri tat La Van
phong) thea quy dinh cua Luat Ti~p can thong tin.

2. Van phong co trach nhiem cung cap thong tin bao gorn thong tin do
Doan dai biSu Quoc hoi, HQi dong nhan dan, Thirong true HQi d6ng nhan dan,
cac Ban cua HQi dong nhan dan tinh va thong tin do Van phong tao ra.

3. 86i tUQng ap dVng cua Quy ch~ nay la Einh dC;lOVan phong, cong Chll'e
cac phong chuyen mon thuQc Van phong; eac t6 ChlIC, ca nhan co lien quan
trong vi~c cung c~p thong tin thuQc ph~l1l vi, trach nhi~m eua Van phong.

Di~u 2. Nguyen t~c th\l'c hi~n cung c~p thong tin
1. Thong tin dUQ'c cong k11ai,cung c~p thea yeu ciu pllai chinh X8C,dlly au.

2. Vi~c cung c~p thong tin phai kip tho'i, minh bC;leh,thu~n lqi cho cong
dan; dung trinh tv, thll tvc thea quy dinh Clla phap lu~t va tuan thll ca.e quy oinh
clla phap lu~t v~ bao v~ bf l11~tnha nuO-c.

3. Bao dam SI,f phbi hqp ch~t che, hi~u qua giu'a cae cO"quail, dO'n vi trong
qua trinh cung c~p thong tin.

Di~u 3. D5u m6i cling cfip thong tin cua Van phong .
1. Ph6ng Thong tin - Dan ngLly¢n Ii a5L11ll6i cung c;~p thong tin ClJa \Inn

phong; cong chll'e lam d§u m6i cLing c~p thong tin la lanh oC;lOPhong Thong tin -
Dan ngLly~n dUQ'ephan cong XLI" Iy yell c5u cLingdp thong ti n cho cong cl511.

2. Trach nhi~Jl1 cua Phong Thong tin - Dan nguy~n
a) Tham lllU'U thong tin v~ tho'i gian, din oi~Jl1 ti~p nhQ_nyell cEiu cLing

c§p thong tin eho cong dan va cong ehLl'Clalll dflLl1116icung dp thong tin eLla
Van phong.
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b) Chu tri, phoi hop voi cac phong chuyen mon tham muu t6 chuc tiep
nhan, xu ly va tra k~t qua cac yeu c~u cung c~p thong tin cua cong dan; t6 chirc
quan ly, sao hru dfr lieu va bao dam tinh chinh xac cua thong tin duoc cung d.p
thea yeu c~u cua cong dan.

c) Giai thich, huang d~n, thong bao cho cong dan thuc hien quyen tiep
can thong tin thea trinh tu, thu tuc quy dinh,

d) Ti~p nhan va chu tri, phoi hop voi cac phong chuyen mon tham rmru
tra loi phan anh, ki~n nghi, khi~u nai, t6 cao cua t6 clnrc, cong dan lien quan d~n
viec cung c~p thong tin cua Van phong.

d) Tham muu viec lap, c~p nhat Danh muc thong tin phai duoc cong khai
thea quy dinh tai Di~u 17 Lu~t Ti~p c~n thong tin; Danh m\lc thong tin cong dan
duQ'c tiSp c~n co di~u ki~n thea quy dinh tC;liDi~u 7 Lu~t Ti~p c?n thong tin va
Danh m\lc thong tin cong dan khong dUQ'cti~p c~n thea quy dinh tC;liDi@u 6 Lu~t
Ti~p c~n thong tin.

e) Chu tri, ph6i hqp vai cac phong chuyen mon co lien quan xu' ly thong
tin da: cung c~p thea yeu e~u khong chfnh xac.

g) Tham muu trinh Chanh Van phong trong vi~c thvc hi~n cong kha1
thong tin b~ng hinh thuc dang eong khai tren phuang ti~n thong tin dC;lichung
thea quy dinh; thvc hi~n cung c~p thong tin thong qua vi~c ti~p cong dan t(;11Tr~l
sa Ti~p cong dan cua tinh, hOC;ltdQng cua Nguo'i phM ngoll cua HQi d6ng nha11
dan tinh; tham muu thvc hi~n Chuyen m\lc v~ ti~p c~n thong tin tren Trang
thong tin dC;libi~u dan cli t1nh.

h) T6 Chll'Cthea d5i, don d6c, ki~l11tra va bao cao tlnh hinh, k§t qua th~rc
hi~n cong khai thong tin va cung c~p thong tin thea yeu c~u.

Chu'o'ng II
PHAN LO~I, L~P' vA C~P NH_~T DANA Ml)C THONG TIN

f)i~u 4. Phan lo~i thong tin

1. Thong tin duQ'c phan 10(;1inhu sau:

a) Thong tin phai oUQ'c cong khai n@u thuQc Kbung danh l11\lCthong tin
phai duQ'c cong khai oU'Q'cban hanh kem thea Quy ch~ nay ma trong Vall hall, h6
sO', tai li~u chu'a ol,rng tin, di}' li~u do khong co IlQi dung thuQc di~1l cong dan
dlJQ'Cti~p c?n co cli~u ki~n thea quy dinh tC;lioi~1l1 b kha;ln nay ho~c nQi clung
thuQc di~n cong dan khong OLl'Q'Cti~p c~n thea quy dinh 1C;liOi~lll c kho~lI1nay.

b) Thong tin oUQ'c cung dp co oi~u ki~n n~u thong tin lien quan cI~n bi
m?t oo-i s6ng rieng tLI",bi lll?t ca nhan, bi m~t gia oinh.

, c) Thong tin cong clan khong c1uQ'cti~p c~n thea guy dinh t~li Di~u 6 LlI~(

Tiep c~n thong tin.
2. Trang qun trinh xay dVng van ball, Ph6ng chuyen mon Chll tri lhelIll

lllUU t90 ra thong tin clla Doan o<;libi~u Qu6c hQi, HQi c16ng nhall dan. Thu(mg
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true HQi dong nhan dan, cac Ban cua HQi dong nhan dan tinh, Van phong co
trach nhiem tharn 111UU d~ chu th~ ban hanh van ban hoac t9.0 ra thong tin quyet
dinh viec phan 109.ithong tin thea cac tnrong hop quy dinh tai khoan 1 £)i€u nay.

Di~u 5. Chuyen giao thong tin

1. Truong hop thong tin thuoc di~m a va di~m b khoan 1 £)i~u 4 cua Quy
chS nay, Phong chuyen mon chu tri tham 111UU t9.0 ra thong tin co trach nhiem
ghi r6 noi nhan van ban la Phong Thong tin - Dan nguyen va kSt qua phan 109.i
thong tin theo 111Qttrong cac tnrong hop: (1) Thong tin phai duoc cong khai (ghi
ttit la "ad cong khai TT"); (2) Thong tin cong dan duoc tiep can co di~u kien (ghi
ttit la "ad cung cdp co DK").

2. Truong hQ'Pthong tin thuoc di~m c khoan 1 Di~u 4 cua Quy chS nay thi
Phong chuyen mon chu tri tham rmru t9.0 ra thong tin gui PhiSu xac nhan tinh bi
mat cua thong tin (mdu s6 01) kern thea Quy chS nay dSn Phong Thong tin -
Dan nguy~n ch~rn nh~t 01 ngay lam vi~c k~ til ngay thong tin QUQ'cnguo'i co
th~rn quy~n ky phat hanb.

Di~u 6. L~p, c~p nh~t cac Danh ml,lc thong tin
1. Trong thai h9.n khong qua 03 ngay lam vi~c k~ ttl' ngay nb~n ctuQ'c

thong tin cbuy~n giao ho~c PhiSu xae nh~n thong tin cong dan khong oUQ'ctiSp
c~n, Phong Thong tin - Dan nguy~n co trach nhi~m 1'a soat, ki~111tra, t6ng hQ'P
va tiSn hanh l~p, c~p nh~t dv thiiO cac danh 111l,lC thong tin sau day:

a) Danh lTIl,lC thong tin pha.i dUQ'c cong khai thea quy dinb to.i 8i@u 17
Lu~t TiSp c~n thong tin g6111cac nQi dung: Ten, s6, ky hi~u van bim, h6 sa, tai
li~u; ngay, thang, nam t9.0 ra thong tin; hinh thLl'c, oia chi, thai di~111,tbo'i lwn
cong khai thong tin (ndu co).

b) Danh 111l,lC thong tin cong dan duQ'c tiSp c~n co di~u ki~n thea quy ojnh
to.i Di~u 7 Luftt TiSp c~n thong tin ho~c oUQ'c cung dtp theo yeu diu thea quy
dinh to.i khoan 4 8i~u 23 Luftt TiSp c~n thong tin g6m cac nQi dung: Ten, so, ky
hi~u van ban, h6 So', tai li~u; ngay, thang, nam t9.0 ra thong tin; oi~u ki~n d~ cong
dan duQ'c tiSp cftn thong tin (ndu co),

c) Danb ITIl,lC thong tin cong dan khong oUQ'c ti~p c~n theo quy dinh l;;li
8i~u 6 Lu~t Ti~p e~n thong tin g6m cac nQi dung: Ten, s6, ky hi~Llvan ban, h6
sO', tai li~u; ngay, thang, nam t9.0 ra thong tin; ly do cong dan khong duQ'c phcp
tiSp e~n thong tin; phong ehu trl thal11mUll t,:'IO1'athong tin,

Trong qua trlnh ra soat, ki~m t1'a, t6ng hQ'p, Phong Thong tin - Dan
nguy~n co th~ trao c16i, l§y y kiSn eua cae phang chuyen mon co lien quan d~
dam bao vi~e l~p, C?P nh?t cI~r thao cac Oanh nwc thea dung quy dinh clla Lu~t
Ti&p c~n thong tin.

,.._, . ....., ,
Cac danh l1WC thong tin cluQ'c l~p thea cae (177611 so 02 (k:11 177(17/ SC] (4)

kem theo Quy ch~ nay.
]., Phong Thong tin - Dall nguyen C(S trilCh 11hi¢m trinh Chsllh V511phallg

phe duy~t de Oanh nwc thong tin khi co nQi clung thong tin thuQc quy c1inh l0i
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khoan 2 DiSu 6, khoan 3 DiSu 7, khoan 2 DiSu 17, khoan 5 DiSu 19 Luat TiSp
can thong tin.

3. Dinh ky hang tuan, Phong Thong tin - Dan nguyen co trach nhiem cap
nhat Danh muc thong tin phai diroc cong khai tren Chuyen muc vS tiep can
thong tin tai Trang thong tin dai biSu dan ClYtinh.

ChU'O'ngIII
CONG KHAI THONG TIN

Di~u 7. XU- Iy thong tin trmrc khi cong khai

1. Dbi voi cac thong tin phai duoc cong khai thea guy dinh tai Di~u 17
Luat TiSp can thong tin, sau khi ra scat, kiSm tra tinh bi mat cua thong tin,
Phong chu tri tham muu tao ra thong tin co trach nhiern phan loai cac noi dung
thong tin cong dan khong duoc tiep can, thong tin cong dan duoc tiep can co
diSu kien truce khi cong khai.

2. Viec phan loai cac noi dung thong tin cong dan khong duoc tiep can,
tiep can co diSu kien phai phu hop voi di)icdiSm, tinh ch~t cua van ban, h6 So', tai
li~u, dam bao dung guy dinh.

Di~u 8. Cong khai thong tin t~i Chuyen m1)c v~ ti~p c~n thong tin tren
Trang thong tin d~i bi~u dan cu' dnh

1. Dbi vai d.c thong tin phai dUQ'c cong khai thea guy dinh t;;ti DiSu 19
Lu~t Ti~p c~n thong tin, tren cO'sa xu' Iy thong tin cua Phong chu tri tham lllUU

t;;tOra thong tin, Phong Thong tin - Dan nguy~n co tn1ch nhi~m t~p hQ'p va dang
tai ban di~n tu' van Danh m\lc thong tin phai duQ'c cong khai t;;tiChuyen m\lc tiSp
c~n thong tin tren Trang thong tin d~i biSu dan Cll' tlnh ch~m nh~t Ii01 ngay lam
vi~c k~ tu' ngay thong tin duQ'c dang tai tren H~ thbng van ban quan Jy di~u hanh
clla £)oan d~i bi~u Qubc hQi va HQi dbng nhan dan tinh.

2, Truo'ng hQ'p thong tin dang duQ'c cong khai t~i cae Co' so' dll' Ji~u khac
nhau hoi)ic dang tai t~i cac chuyen I11l,lCkhac tren Trang thong tin d~i biSu dan Cll'
tinh thi danh I11l,lCthong tin phai duQ'c cong khai kem thea duang dfrn truy c~p
thong tin.

3, Vi~c clang tai thong tin tren Chuyen I11l,lCv~ ti~p e~n thong tin cluQ'c
thl,l'c hi~n thea guy dinh t~i khoan 1 Di~u 11 Nghi clinh sb 13/20 18/ND-CP ngay
23/01/2018 cua Chinh phu guy clinh chi ti~t va bi~n phap thi hanh Lu~t Ti~p c~n
thong tin va Quy trinh t9i (plnl hIe s6 OJ) kem thea Quy ch~ nay.

Di~u 9. Dang cong bao, niem y~t thong tin t~i trl} so' co' quan
1. Can ell' cac guy cljnh clla phap lu?t v~ vi~c cong khai thong tin b~ng

hlnh tht'l'e clang Cong bao, niem y~t, Phong ehu tri tham muu tslO ra thong tin
thl,l'c hj~n clang ky noi nh?n thong tin la Trung tal11 thong tin - Van phong UBND
tlnh SO'll La va yeu du niem y~t thong tin,

Phong I-Ianh chil1h - T6 ehLre - QU~1ntrj eo traeh nhi~Jll t6 ehlfc th~fChi~n
trlnh t~l',thel t~le eong khai thong tin b~ng hlnh t.hlfC clang Cbng b30 va niell1 y~l
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tai tru sa cc quan Van phong; thai han dang Cong bao, niem y~t duoc thuc hien
theo quy dinh ella phap luat co lien quan.

Phong Thong tin - Dan nguyen co trach nhiem ki~m tra, giam sat viec
thuc hien dang Cong bao, niem y~t thong tin tai tru sa co quan theo quy dinh.

2. 86i voi nhirng thong tin duoc cong khai bang hinh thirc niern y~t rna
phap luat chua quy dinh cu th~ v~ dia diem, thai h,;111niem y~t thi phai diroc
niem y~t tai tru sa Van phong trong thoi han it nh~t la 30 ngay.

Di~u 10. Cong khai thong tin tren phurrng ti~n thong tin dl;li cluing,
thong qua hoat dQng ciia NglfOi phat ngfm ella HQi dang nhan dfin tinh

Phong Thong tin - Dan nguyen co trach nhiem tham muu cung c~p thong
tin cho cac co quan thong tin dai chung theo quy dinh ella phap luat phai duoc
cong khai tren phuong tien thong tin d(;1ichung; tha111muu cho NguO'i phat ng6n
clla H<)i d6ng nhan dan tinh cung c£p thong tin cho bao chi theo quy dinh.

Di~u 11. XU' If thong tin eong khai khong ehinh xae
1. TruO'ng hQ'Pphit hi~n thong tin do 80an d(;1ibi~u Qu6c h<)i, H<)i d6ng

nhan dan, ThuOng trgc H<)i d6ng nhan dan, cac Ban clla HQi d6ng nhan dan,
Van phong t(;10ra oil duQ'c c6ng khai khong chinh xac, Phong Thong tin - Dan
nguy~n Chll tri, ph6i hQ'P v6i cac Phong chuyen mon tham muu tslO ra thong tin
ki~m tra va kip thai dinh chinh, cong khai thong tin dil dUQ'c dinh chinh trong
thai h~111ch~m nh£t Ia 03 ngay kS tu ngay phit hi~n thong tin dUQ'c cong khai
khong chinh xac.

2. TruOng hQ'P phit hi~n thong tin do 80an d(;1ibiSu Qu6c h9i, H<)i o6ng
nhan dan, Thuong tll,rC H<)i d6ng nhan dan, cac Ban clla H<)i ohng nhan dan,
Van pbong t(;101'a nhung ou<)'c cO' quan khac cong khai khong chinh xac thi
Phong Thong tin - Dan nguy~n co tracb nhi~m tham muu v6i Lilnh OSloVan
phong yeu c~u cO' quan oil cong khai thong tin kip tho'i oinh chil1h, cong khai
thong tin dil oUQ'cdinh chinh trong tho'i h(;1nch~m nh~t lao02 ngay 1{~tll' ngay phM
hi~n thong tin duQ'c cong khai khong chinh xac.

3, Truo'ng hQ'p ti~p nh~n phan anh, ki~n nghi tll' co quan, t6 ChlfC, cong daJl
v~ thong tin cong khai khong chinh xac, Phong Thong tin - Dan nguy~n chtl tri,
ph6i hQ'P v6i cac Phong chuyen mon tham muu t(;10ra thong tin ki~1l1 tra tinh
chinh xac cua thong tin va tham mUll van ban tra 10'icho co qU3n, t6 chlrc, cong
dan; truang hQ'p xac ojnh thong tin cong khai IJ10ng chinh X3Cthl phili kip th6i
dinh chinh, cong k.hai thong tin oil oUQ'cdinh chinh trong tho'i l1<;1nchQI1lJlh~t 18 03
ngay k~ tll' ngay nh~n oUQ'cphan anh, ki~n ngh!.

Chu'o'ng IV
ClING CAP THONG TIN THEO YEU CAU

Di~u 12. Ti~p nh~n Phi~uyell diu cling e5p thong tin

1. Cong ChlfCtht,Jc hi~n nhi~111 V~I ti~p nh?11 va cLIng c5p thong tin co trcich
nhi~m ti~p nh,;ln Phi&u yell du cung dp thong tin (rhea 1Il6l1 sc5 (J/o hoec ()/!J roi
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Phu luc kem thea Nghi dinh s613120181ND-CP ngay 2310112018cua Chinh phu
quy dinh chi tdt va bien phap thi hanh Ludt Tiip cdn thong tin) true ti~p tai tru
sa lam viec cua Van phong, tru sa ti~p cong dan cua drill, qua mang dien tir,
dich vu biru chinh chuyen d~n Van phong; l~p Phi~u tiep nhan yeu cau cung cap
thong tin thea quy dinh (mdu s6 02 tai Phu luc kern thea Nghi dinh s6
13120181ND-CPngay 2310112018cua Chinh phii).

2. Truong hQ'P Phi~u yeu cau cung c~p thong tin chua dap ung duoc cac
noi dung thea quy dinh tai khoan 2, khoan 3 DiSu 24 Luat Ti~p can thong tin,
cong chirc tiep nhan yeu cau co trach nhiem huong d~n hoac tham muu Lanh
dao Van phong co van ban huong d~n ngiroi yeu c~u b6 sung cac thong tin.

Truong hop nguoi yeu c~u cung c~p thong tin khong bi~t chu' ho~c bi
khuy~t t~t kh6ng th~ vi~t yeu c~u thi cong chuc tiSp nh~n yeu c~u cung c~p
thong tin co trach nhi~l11 giup diSn cac nQi dung vao PhiSu yeu c~u cung d.p
thong tin.

3. Truong hQ'P thong tin duQ'c yeu c~u khong thuQc trach nhi~m cung c~p
th1 cong ch11'cti~p nh~n yeu c~u, Phong Thong tin - Dan nguy~n tham m uu v6'i
Hinh d?-o Van phong co van ban thong bao va hu6'ng d~n nguoi yeu c~u d~n cO'
quan co trach nhi~m cung c~p thong tin.

f)i~u 13. Sa theo doi cung cfip thong tin theo yeu c~u

1. Truong hQ'p thong tin duQ'c yeu c~u thuQc trach nhi~m cung c~p thong
tin clla Van phong thi cong chu'c ti~p nh~n co trach nhi~m c~p nh~t VaG S6 thea
d6i cung cc1pthong tin thea yeu c~u.

2. S6 thea d6i cung cc1pthong tin thea yeu c~u co nQi dung thea m~u s6 05
kem thea Quy ch~ nay va duQ'C l~p b~ng cong C\l cong ngh~ thong tin d~ bao
d~l1nk~t n6i, d6ng bQ giu-a cac hinh th1rc tiSp nh~n yeu c~u cung cc1pthong tin;
khoa s6 thea nam va t6 chu'c luu trt}"thea quy ainh.

f)i~u 14. Thong bao v~ vi~c giai quy~t yeu c~u cung c§p thong tin

1. Sau khi tiSp nh~n Phi§u yeu c~u cung cc1pthong tin hQ'p l~, cong chtl'c
thvc hi~n nhi~m V\l tiSp nh~n yeu c~u, Phong Thong tin - Dan nguy~n co trach
nhi~111tham muu v6'i Janh a?-o Van phong XLI'Jy yeu c~u cung cc1p thong tin,
thong bao cho nguo'i yeu c~u v~ vi~c giiti quy~t yeu du cung dp thong tin ho~c
tu' ch6i yeu c~u cung c§p thong tin (17162.1s6 03, 05 lC;Zi Phu hic kim? thea Nghi
dinh s6 13120/8/ND-CP ngay 2310112018cua Chinh phu). Thong bao auQ'cgLri
t6'i nguo'i yeu du cung dp thong tin t?-i tr~l sc)'cO' quan ho~c qua I1wng di~n tLf',
dich Vl,lbuu chinh,

2. D6i v6i thong tin dun gian, co s~n co th~ cung dp ngay qua l11~ll1gdi~n
tLt' ho?c co th~ b6 tri d~ nguo-i yeu du dqc, xel11, nghe, ghi chep ngay t~li tr~1sO­
cO' quan ma khong ll1~t chi phi ti~p c~n tbong tin thi Van phong khong c~n ra
thong bao v~ vi~c giai quy~t yeu du cung c5p thong tin quy dinh t0i kborin 1
Di~u nay.
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f)i~u 15.T~p hop,Xlf Iy thong tin d~ cung c~P theo yeu C~1U

1. Truong hop thong tin diroc yeu d.u cung cap thea cac thong tin quy
dinh tai khoan 1 va khoan 2 BiSu 23 Luat TiSp can thong tin, thong tin d8: tung
duoc cung cap thea yeu c~u hoac thong tin don gian, co s~n trong luu tni co
quan thi cong chirc lam dau m6i cung c~p thong tin co trach nhiern xem xet cac
diSu kien thea quy dinh cua phap luat va cung c~p cho nguoi yeu cau cham nhat
02 ngay lam viec k§ til ngay nhan duoc yeu c~u cung cftp thong tin hQ'P l~.

2. Truong hop thong tin khong co s£n thea quy dinh tai khoan 1 BiSu nay
hoac xet thay can thiet phai co y kiSn cua lanh dao Van phong hoac lanh dao
Doan dai bi§u Quoc hoi, Thucng true HQi dong nhan dan, cac Ban cua HQi d6ng
nhan dan tinh, ch?m nh~t 03 ngay lam vi~c k~ til ngay nh?n duQ'c yeu c~u hQ'p
I~, Phong Thong tin - Dan nguy~n dS nghi Phong chu trl tham mUll t(;10ra thong
tin ph6i hQ'Pgiai quy~t yeu cau cung c~p thong tin.

Ch?m nh~t Ii 03 ngay lam vi~c k~ tll' ngay nh?n duQ'c yeu cau hQ'P I~ do
Phong Thong tin - Dan nguy~n chuy~n dSn, Phong chu tri tha111muu tC;l-O1'a
thong tin co trach nhi~m xem xet, phan lo~i cac nQi dung thong tin cong dan
khong duQ'c tiSp c?n, thong tin cong dan duQ'c tiSp c?n co diSu ki~n (ruiu co
trong h6 sa, tiIi li¢u) gui Phong Thong tin - Dan nguy~n dS tham muu vai 18:nh
d~o Van phong ra thong bao vS giai quySt yeu cau cung cftp thong tin, ttl' ch6i
cung cftp thong tin ho~c gia h~n cung c~p thong tin trong t1'uong hQ'P can them
thai gian d~ xem xet, tim kiSm, t?P hQ'P, sao chep, giai quySt yeu cau cung c~p
thong tin (rndu s6 04 tt;li Ph1;i11:lckern theo Nghi ajnh s6 131201811VD-CP ngay
2310 112018 cua Chinh phu).

f)i~u 16. Cung c~p thong tin theo yeu c§u

1. Truang hQ'p cung c~p thong tin thee yell c~u tn,rc tiSp t(;1itn,1sa cO'quan,
Phong Thong tin - Dan nguy~n cbu trl, ph6i hqp vai Phong Himh chinh - T6 chue
- Quan tri tham muu b6 trf thiSt bi oQc, nghe, xem, ghi chep, sao chep, chl.lP thong
tin t~i t11,1sa tiSp dan phu hQ'p v6i hinh therc chu'a ol.l·ngthong tin, h1nh thCrc cung
c~p thong tin duqc yeu cau va d6i tUQ'ngtiSp c?n thong tin.

2. Truo'ng hQ'pcung dp thong tin qua lll~ng di~n tU·duQ'c thl;rc hi~n khi co
au cac diSu ki~n thea quy ainh t(;11khoan ] BiSu 30 Lu?t TiSp c~m thong tin.
Phong Thong tin - Dan nguy~n thvc hi~n cung c~p thong tin b~ng cach thLrc gU'j
t?P tin ofnh kem thu di~n tel' cong Vl.lcua Viin phong ha~c chi dfrn aja chi' truy
C?P o~ tai thong tin,

3, Truo'ng hQ'P cung cftp thong tin qua djch Vl.lbuu chinh QUQ'cth~rc hi~J1
thea oS ngh! clla nguo'i yeu du t~i Phi~u yeu c5u cung dp thong tin, Phollg
Thong tin - Dan nguy~n Cllli tr1, ph6i hQ'p v6i Pllong Hanh chinh - T6 chCrc -
Quail trj thl.l'Chi~n.

4, QLly trin!, cLingdp thong tin thea yell du tlwc hj~n thea (phu Ille sd (2)
kem thea Quy che nay.
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l)i~u 17. Xu' ly thong tin cung c~p theo yeu cfiu khong chinh X3C

I, Truong hop phat hien thong tin duoc cung cap khong chinh xac, cham
nh~t la 03 ngay lam viec k~ til ngay phat hien, Phong Thong tin - Dan nguyen
chu t1'1,phoi hop voi cac Phong chuyen mon c6 lien quan tham muu lanh dao
Van phong thirc hien dinh chinh va cung c~p lai thong tin,

2, Truong hop nhan duoc phan anh, ki~n nghi cua nguoi yeu cau cung cap
thong tin vS viec thong tin duoc cung cap la khong chinh xac, Phong Thong tin -
Dan nguyen chu tri, phoi hop voi cac Phong chuyen rnon c6 lien quan ki~m tra
tinh chinh xac cua thong tin va tra IO'iki~n nghi cua nguoi yeu cau; neu thong tin
da cung c~p khong chinh xac thi Phong Thong tin - Dan nguyen chu tri, phoi
hop v6i cac Phong chuyen mon c6 lien quan tham muu lanh d':;lO Van phong
th\1'c hi~n dinh chinh va cung c~p thong tin da duQ'c dinh chinh trong thai gian
ch~m nh~t Ii 03 ngay lam vi~c k~ tll' ngay nh~n dU'Qcphan anh, ki~n nghi cua
nguai yeu c~u cung c~p thong tin.

l)i~u 18. Thu, quan Iy chi phi ti~p c~n thong tin

1. Muc thu, cach thuc thu chi phi ti~p c~n thong tin duQ'c thtle hi~n thea
Thong tll' sb 46/2018/TT-BTC ngay 14/5/2018 clla BQ truang BQ Tai chinh quy
dinh chi ti~t chi phi th\]'c t~ d~ in, sao, ch\1p va gui thong tin thea khoan 2 f)i~u
12 Lu~t Ti~p c~n thong tin.

2. Phong Hanh ch1nh - T6 chtl'c - Quan tri tham muu qwin ly, suod\1ng chi
phi ti~p c~n thong tin thea quy dinh cua phap lu~t.

l)i~u 19. Di~u khoan ap dl,lOg

Truang hQ'p cae van bft11quy ph?l11 phap lu~t trfch d§n tQ,iQuy ch~ nny
duve sU'a d6i, b6 sung ho?e thay th~ b~ng van ban quy phQ,l11phap lu~t khac thi
ap dt,mg quy dinh t~i van ban sCrad6i, b6 sung ho?c thay th~,

l)i~u 20. Tf. chll'c thl,rC hi~n Quy ch~

1. Chanh Van phong c6 trach nhi~111v~ vi¢c t6 ehtrc cong Leic eung dlp
tbong tin eho c6ng dan cCIaVan phong.

2. Cac rh6 Chanh Van phong c6 trach nhi¢m don dbe, ki~1l1tra, giam sat
vi~e tht/e hi~n cae nJ1i~m VI,1 dUQ'egiao coa c3.e phong ehuyen mon thuQe Van
phong thea Ill1h v~rcGUQ'cphall cong.

Ph6 Chanh Van phong GLlve phan eong ph~1 traeh eong Lae thong tin -
dan ngLly~n c6 trach nhi~m chi d?o vi~c t6 chtrc cLIng c5p thong tin eho cong
d~n; d~ xLl~t, bao cao Chanh Van phong v~ di~L1ki~n bao Gam th~rc hi~n cLIng
dip thong tin. .

3. Cong ehLl'CVan phong theo trach nhi~1l1tht/c hi~n Quy ch~ nay.
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4. Trach nhiern cua cac Phong chuyen mon thuoc Van phong

a) Ph6i hop voi Phong Thong tin - Dan nguyen d~ t6 chirc thuc hien cung
e~p thong tin thea quy dinh cua Quy ch~ nay.

b) Co trach nhiem ph6 bien, quan triet Quy ch~ nay toi cdng chirc, nguoi
lao dong thuoc Phong; t6 chirc thuc hien cac nhiern V1,ltheo quy dinh ella Quy
eh~ nay va phan cong cua lanh dao Van phong; kip thai phan anh nhimg kho
khan, vuong m~e trong qua trinh t6 chirc thuc hien v~ Phong Thong tin - Dan
nguyen d~ tong hop, bao cao 13.11hdao Van phong.

5. Phong Thong tin - Dan nguyen co trach nhiem

a) Dinh ky hang quy bao cao v~ viec thirc hien quyen tiep can thong tin,
trong do neu ro: (1) Tinh hinh cong khai thong tin va cung cap thong tin theo yeu
e~u tai co quan Van phong; (2) S6 luong yeu c~u cung c~p thong tin da ti~p nh?n;
s6 1ugng yeu c~u cung c~p thong tin da duQ'cgiai quy~t; s6 lugng yeu c~u cung
e~p thong tin bi tu ch6i; s6 lugng cac V1,lkhi~u n?-i,cac Vl,lkho-iki~n (niu co) da
dUQ'egiai quy~t; (3) Nhu'ng kho khan, vuong m~c trong vi~c eung c~p thong tin
ella co quan; (4) Ki~n nghi cae bi~n phap c~n thj~t gop ph~n biw dam thgc hi~n
quy~n ti~p e?n thong tin Clla cong dan.

b) Chll tri, ph6i hQ'pvoi cac ph6ng ehuyen mon t6 chuc xay d1,lngco sO­
dfr li~u va ilng dl,lng cong ngh~ thong tin v~ ti~p c?n thong tin dS phl,lcVl,lvi~c
cung c~p thong tin cho eong dan.

c) Tham muu theo doi, ki~m tra, don d6c cong chuc va nguai lao dQng co
quan Van ph6ng trong vi~c th1,1"chi~n Quy ch~; d~ xu~t cac di~u ki~n c~n thj~t
eho ho?-tdQng cung c~p thong tin; kip thai bao cao 1anh d;,loVan ph6ng nhu'ng
v~n d~ vuong m~e, phM sinh; trU'cmghgp c~n thi~t, d~ xu~t sll'a d6i, b6 sung Quy
eh~ cho phu hQ'p.i.



VAN PHONG DoAN DBQI-l vA HDND
TINH SON LA

CQNG BOA xA HOI CHU NGHIA VI~T NAM
DQc l~p - T\r do - H~nh phuc

PHON'G: . Son La, ngay ... thong ... nL'7l11 ...

PHIEU xAc NH~N
K~t qua ra soat, ki~m tra tinh bi m~t cua thong tin, phan loai thong tin

Loai thong tin 1 Hinh thLI'Ccona khai/ cuns cAp'" ,..,

S6, ky hieu Ngay, thang,
thong tin

Ten, trich y~u van "S1'T ban, ha so, tai li~u
van ban, ho SO', Dam tao ra Thong tin Thong tin ti~p

tai li~lI thong tin Thon!? tin Cong khai Cung dp thilng
duo'c tiep c~n kho?g dm?,c c~n co di~Ll thong tin2 tin theo yell du"

tiep C~1l ki~n

1

2 I
...

x-,c NH~N eVA LANH D~O PHONG
(K);' ten va ghi /'0 ho vel ten)

I Danh dAu x V30 cot thich hop, d5ng thoi neu 1'5can ctr theo diern/khoan cua LLI~tTi~p can thong tin,
2 Nell 1'5thai diem, thoi han cong khai thong tin (n~L1 c6).
3 Nell 1'5Ci:1C hinh thuc cling cap thong tin theo yell du c6 th€ ap dung.



lVI5u s6 02

DoANDBQH vA HDND
TINH SONLA
VANPHONG

CONG HOA XA HOI CHU NGHIA VIeT NAM
DQC I~p - Tl.f do - H~nh phuc

DANH Ml)C THONG TIN
Phai dU'Q'ccong khai theo quy djnh tai l>i~lLI17 LlI~t ti~p c~n thong tin

STT Ten, s6, ky hi~u van ban, Ngay, thang, nam Di&u ki~n d~ cong dan durrc ti~p c~n thong tin (Hill co)
hi> so', tai li~u tao ra thong tin



DoAN DBQH vA HDND
TfNH SON LA
VANPHONG

CONG HOA XA HOI CHU NGHiA VI~T NAM
DQc I~p - Tl)' do - H~nh phllC

DANH Ml)C THONG TIN
Cong dan dU'Q'cti~p c~n co di~lI ki~n theo quy djnh tai f)i~ll 7 Luat Ti~p c~n thong tin ho~c

dUQ'ccung cap theo yell diu theo quy dinh tai khoan 4 f)i~u 23 Lufit ti~p c~n thong tin

STT Ten, sa, kY hi~u van ban, Ngay, thang, narn Hinh thirc, dja chi, thoi di~m, tho'i gian cong khai
hc3 so', tai li~u tao ra thong tin thong tin (niu co)



M5u s6 04

DoANDBQI-I vA HDND
TINH SON LA
VANPHONG

CONG HOA xA HOT CHU NGHiA VI~T NAM
D<)cI~p - T\l' do - H~nh phuc

DANH Ml}C THONG TIN
Cong dan khfmg diroc ti~p c~n theo quy dinh tai Di~u 6 Luat ti~p c~n thong tin

STT
Ten, sa, ky hieu van ban, Ngay, thang, nam Ly do cong dan khong duo'c Phung chii tri tham

hB so', tai Ii~u tao loa thong tin phep ti&p c~n thong tin (niu co) rmru tao ra thong tin



M§us605

DoANDBQH vA HDND
TfNH SON LA
VANPHONG

CONG HOA xA HOI CHi) NGHIA vrsr NA!Vl
DQC I~p - T~I'do - H~nh phuc

SO THEO DOl CUNG CAP THONG TIN THEO YEU CAU

(tir ngay thang... nam iJdn ngay thong ndm .)

--
STT Ngay, Ten Dia S6 dien TIm Ten, s6, 1-linh Ngay, thang, Chi phi tiep Ten nguoi Thong Thon!) Thong bao'"
yeu thang, nguoi chi thoai dien ttl: ky hieu thuc nam cung can thong tin tiep nhan bao v~ bao ttl' uia hall. 1\>'" . ,.

cau nam yell cau nguoi (neu co) van ban, cLIng cap thong tin yell cau thai han choi, l~' do gia han
nhan yell yell h6 sa, tai cap giai quyet do nr

call cau lieu diroc thong yell cau ch5iyeu
yell cau tin cau

I

-

I I



PHl) Ll)C 01

Quy trinh cong khai thong tin t~i Chuyen muc ti~p c~n thong tin tren
Trang thong tin d~i bi~u dan CIT tinh

Oic
burrc

NQi dung

Buoc 1

Ra soat, kiem tra tinh bi mat cua
thong tin, phan loai thong tin

Xu ly thong tin tnroc khi cong khai

Biroc 2

- Dinh dang thong tin (da duoc ky,
dong d~u) duoi cac d~ng van ban
dien nr.

- D6i voi thong tin phai duoc cong
khai, phan loai cac noi dung thong
tin cong dan khong duoc tiep can,
thong tin cong dan duoc ti~p can co
di~u kien (neu co).

Buac 3

- Dang tai thong tin:

+ D6i voi thong tin phai duoc cong
khai (Didu 19 Ludt Tiep can thong
tin), dang tai vao Danh I1WC thong
tin phai duoc cong khai tai Chuyen
rnuc v~ ti~p c?n thong tin tren Trang
thong tin d:;li bi~L1dan cLr tinh.

+ D6i v6i cac thong tin cong dan
du"Q'cti~p c?n co di~u ki~n (Di~u 7
Lu(tl Lupl ridp cpn thong lin), C?P
nh?t thong tin vao Danh ITII,lC thong
tin cong dan oUQ'c ti~p c?n co oi~u
ki~n t~i Chuyen nwc ve ticp c?n
thong lin tren Trang thong tin (.1\li bi6u
dan cLr tlnh.

Thiri gian

01 ngay lam
viec k@ ttl' ngay
tao ra thong tin

0] ngay lam
viec k@ nr ngay
tao ra thong tin

01 ngay la111
vi~c k~ tLl"ngay
t~o ra thong tin

NUU'()'i thu'c hien"" . .

Phong chu tri tao
ra thong tin

Phong chu tri tao
ra thong tin

Phong Thong ti 11 -

Dan ngLly~n

Ghi
chil



PHl} Ll}C 02
Quy trinh cling cfip thong tin theo yell cAu

Cac Nsuoi thuc
N~i dung Thoi gian b • Ghi chu

btro'c hi~n
- Ti6p nhan va kiSm tra h6 so yeu du 01 ngay lam
cung dp thong tin viec k~ tu

ngay nh~n
- Tham muu cho lanh dao Van phong dLI'Q'Cyeu call Phong Thongra thong bao b6 sung h6 so' (tneong cung cap

Buoc 1 hop phai bo' sung h6 so). thong tin hQ'P tin - Dan

Nhan h6 so b6 sung (n~u co)
I~ nguy~n

DBi v6i cac thong tin quy djnh t~i ai~m b, ai~m C khoan 1 va khoan 2 Di~u 23 Luat Ti~p C~ll

thong tin, thong tin ali tirng duoc cung dp theo yeu eftll hoac thong tin dun gian, co s~n trong
LU'u trii' coo quan

- Vao s6 thea doi cung d.p thong tin
thea yeu du

Phong Thong
tin - Dan
nguyyll

Phong Thong
tin - Dan
nguy~n

OBi vo'i thong tin khong cil slin theo qlly (l1nh t:)i kho~in 2 Di~lI 15 QIIY ch~ ho(tc xci thn} dn
thi6t c(J y ki~n cila dO'1) vi t:~o ra thong lin

BLroc 2

yeu cau doc, xem, I1ghe, ghi chep ngay
tqi tn,! so cO' quan /110kh6ng m61 chi
phi tidp c{lI7 th6ng tin thea quy dinh
fqi KhaDI12 DiJu J 4 Quy chi)

- Tham Ilmu cho lallh d().o Van phong
Thu phi ti~p C?1l thong tin (nJII u.J)

- Cungdp thong tin (thco cac phu'(mg Theo Lu?t
(Inle quy (tinh t(li LU(I( theo cae dinh
plnrong (hzl'c quy dinh tqi Lu(il Tidp
c(ln (h()l1g fin)

- Vao s6 thee doi cLing dp thong tin
theo yell cAli

- Tham muu cho lanh dao Van phong 02 ngay lam
ra thong bao ve viec giai quyet yeu viec k~ tll
cau cling dp thong tin thea Milu so ngay nhan
03, Nghi oinh s6 13/2018/Nf)-CP (tnt oUQ'cyeu du
tru'('mghOp thong tin don gic'lI7, c6 sgn cLIngcap
mo c6 thi cung c6p ngay qua mqng thong tin hQ'p
di?l1 hi· hoi;ic co {hd hfJ trf ad ngLt:r}i I~

- D~ nghi 00'11 vi chll Ir! l~iO ra thong 03 ngclY lill11
tin pl1(~ih(rp gicli quy6t yeu dLi cung vicc ,,6 tLI ngiJy
cftp thong tin: nh~n cill(),C yell

cflu Cllllg cap
th6ng tin ilQ'p
I¢

Phong Thong
tin - D[1I1

ngllyen



- Tham rnuu cho lall11 dao Van phong
r~ thong ba~ ve thoi han giai quyet yeu
diu cung dip thong tin theo M~u s6
04, Nghi ojnh s6 13/20181N8-CP,

- Tim kiern, xern xet, XLl'Iy thong tin,
gll'i thong tin (da duoc XLt' /y) toi
Phong Thong tin - Dan nguyen oS
tham muu vo: lanh dao Van phong ra
thong bao v~ giai quyet yeu du cung
dp thong tin hoac o~ nghi lanh dao
Van phong nr ch6i cung cAp thong tin

- Tham muu cho lanh O!;lO Van phong
ra thong bao giai quyet yeu dLl cung
cAp thong tin hoac thong bao nr cho:
cung dp thong tin/ gia han cung dp
thong tin

- Tharn rnuu cho lanh O!;lO Viin phong
ra thL! phi ti~p c~n thong tin (n~u c6)

- Cung cAp thong tin (thea cae phU'm1g
{!nic quy dinh tqi Lu(a Tiip crjn (hong
lin)

- Vao s6 thea d5i cling cAp thong tin
tlleo yeu du

2

03 ngay lam
viec kS tLI'
ngay nhan
duoc yeu cau
CCTT hQ'P I~

03 ngay lam
viec kS nr
ngay nhan
duoc yeu cau
cung cap
thong tin do
Phong Thong
tin Dan
nguy~n
chuyen o6n

03 ngay lam
vi~c kS tLl'
ngay nh~n
oU'Q'cyeu d.u
cling cap
thong tin hQ'p
I~

Phong Thong
tin - Dan
nguy~n

Phong chu trl
tao ra thong tin

Phong Thong
tin - Dan
nguy~n

Phong Thong
tin - Dan
ngLly~n

Phong Thong
tin - Dan
nguy~n


