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

XA PONG XUAN Péc lap - Tu do - Hanh phiic
S6: 1298 /QB-UBND Pong Xudn, ngay 02 thdng 10 nam 2026
QUYET PINH

Ban hanh Quy ché cung cip thong tin cho cong dan
ciia Uy ban nhan dan xi Pong Xuin

UY BAN NHAN DAN XA PONG XUAN

Can cir Ludt Té chitc chinh quyén dia phwong ngay 16 thang 6 nam 2025;

Can cir Ludt Tiép cdn thong tin ngay 23 thang 4 nam 2026;

Can cir Nghi dinh s6 337/2026/NP-CP ngay 26 thang 8 niam 2026 ciia Chinh
phii quy dinh chi tiét mot sé diéu va bién phdp thi hanh Ludt Tiép cdn théng tin;

Can cir Nghi dinh s6 224/2026/NP-CP ngay 24 thang 6 nam 2026 ciia Chinh
phii quy dinh chi tiét mét s6 diéu va bién phép thi hanh Ludt Chuyén doi sé;

Can cir Théng tw s6 126/2026/TT-BTC ngay 24 thang 8 nam 2026 ciia Bé
trucng Bé Tai chinh quy dinh chi tiét chi phi thuc té dé in, sao, chup va giri thong
tin theo quy dinh tai khodn 2 Piéu 25 Ludt Tiép cdn thong tin so 01/2026/0HI6;

Can cit Nghi quyét s6 85/NQ-UBND, ngay 30/9/2026 ciia UBND xd vé viéc
théng qua cdc ndi dung theo quy ché lam viéc,

Theo dé nghi cua Chanh Van phong HPDND va UBND xd DPong Xudn tai To
trinh s6 41/TTr-VP ngay 23/9/2026.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché cung cap thong tin cho
cong dan ciia Uy ban nhan dan xa Pong Xuan.

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

Piéu 3. Chanh Vin phong HDND va UBND x4; Thu trudng cac co quan,
don vi thudc UBND x& va céc t6 chire, ca nhan co lién quan chiu trach nhi¢m thi
hanh Quyét dinh nay./.

Noi nhan:

- Nhu Dicu 3;

- S& Tu phap;

- TT Pang ity, TT HDND x3;

- CT, cac PCT UBND xa;
- Uy ban MTTQ Viét Nam x3;

- Luu: VT'W(M//
//
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

QUY CHE

Cung cap thong tin cho cong din cia Uy ban nhin dan xa Pong Xuin
(Ban hanh kém theo Quyét dinh sd2980D-UBND ngay 02thangl9 nam 2026 cia
UBND xd Dong Xudn)

Chuong I
QUY DINH CHUNG

Piéu 1. Pham vi diéu chinh

1. Quy ché nay quy dinh vé viéc cong khai thong tin va cung cap thong tin
theo yéu cau cua cong dan thudc pham vi, trach nhiém cung cap thong tin cua
UBND x4 Pong Xuan theo quy dinh ctia Luat Tiép can thong tin.

2. Thong tin thudc trach nhiém cung cip cuia UBND x3 Pong Xuan gdm
thong tin do HDND, Thuong tryc HDND, cac co quan cia HDND, UBND, Chu
tich UBND, céic co quan chuyén mon, td chirc hanh chinh khéc cta x3 va Van
phong HDND va UBND x4 tao ra. UBND x4 con cung cap thong tin do minh nim
giit trong trudng hop viéc cung cap thong tin 1a can thiét dé bao vé loi ich cong
cong, stc khoe cia cong dong theo khoan 3 Piéu 10 Luét Tiép can thong tin.
Cong dan duoc ty do tiép can thong tin di duoc cong khai theo khoan 1 Diéu 9
Luat Tiép can thong tin.

3. Nhirng van d&, noi dung khac khong dé cap tai Quy ché nay thyc hién theo
cac quy dinh cua phép luat hién hanh.

Piéu 2. Pdi twong ap dung

1. Quy ché nay ap dung ddi véi cac co quan chuyén mén, to chitc hanh chinh
khac, don vi sy nghiép cong 1ap thudc pham vi quan 1y cia UBND x3&; nguoi co
trach nhiém cung cip thong tin; cong dan Viét Nam cu tra trén dia ban xa Pong
Xuan; cong dan khac co yéu cau cung cap thong tin lién quan tryc tiép dén quyén
va loi ich hop phap ctia ho; céng dan yéu cau cung cap théng tin théng qua nguoi
duoc ty quyén, nguoi dai dién, ngudi giam ho hodc thong qua td chirc, doan thé,
doanh nghié¢p theo quy dinh cua phép luat.

2. Quy ché nay khong ap dung ddi voi viéc cung cip thong tin cho phong
vién, bao chi. Viéc phat ngon va cung cap thong tin cho bao chi thuc hién theo
Luat Bao chi va cac van ban c6 lién quan.
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3. Viéc cung cép thong tin cho ngudi nudce ngoai cu tri tai Viét Nam duoc
thue hién ddi v6i thong tin lién quan truc tiép dén quyén va nghia vu cta ho theo
khoan 1 Diéu 29 Luat Tiép can thong tin.

Piéu 3. Nguyén tic cung cap thong tin

1. Viéc cung cép thong tin phai kip thoi, dﬁy du, chinh xac, minh bach, thuan
lg1 cho cong dan, dung trinh ty, thu tuc theo quy dinh cua Luét Tiép can thong tin
va c4c vin ban huéng dan thi hanh.

2. Bao dam su phdi hop chit ché, hidu qua cua cac co quan, don vi trong qué
trinh cung cap thong tin.

3. Bao dam kinh phi va cac diéu kién vat chat lién quan dén cong tac cung
cap thong tin phu hop v6i quy dinh ctia phéap luat va diéu kién thuc té cia UBND
xa.

4. Viéc cong khai, cung cap thong tin trén moi trudng sé phai bao dam tinh
chinh xéc, day du, toan ven, xac thuc; tuan thi phap luat vé bao vé bi mat nha
nudc, an ninh mang, bao v¢ dir liéu ¢4 nhan va phap luat c6 lién quan.

Chuong 11
PHAN CONG TRACH NHIEM

Piéu 4. Phan cong phu trach cung cip thong tin

1. Chu tich UBND xa chiu trach nhi¢m bao dam thuc hién nhiém vu cung
cép thong tin thude trach nhiém ctiia UBND xa; phan cong Phé Chu tich UBND
x3 phu trach cong tic cung cip thong tin theo linh vire dugce giao.

2. Phé Chii tich UBND xa phu trach chi dao cong tac cung cip thong tin
trong pham vi linh vuc dugc Chu tich UBND xa phan cong; dé xuét cac diéu kién
bao dam thyc hién; chi dao don vi ddu mdi tham muu, bao cdo Chu tich UBND
xd xem xét, quyét dinh ddi véi truong hop thudc thdm quyén cua nguoi ding dau
theo quy dinh ctia Luat Tiép cin thong tin va phap luat c6 lién quan.

Diéu 5. PAu moi cung cap thong tin cia UBND xi

1. Van phong HDND va UBND x4 1a ¢au méi cong khai thong tin va cung
cap thong tin theo yéu cau.

2. Céc co quan, don vi thuoc UBND x4 cé trach nhiém chuyén giao thong
tin do minh tao ra; d6i véi thong tin do minh nam gifr, viéc chuyén giao thyc hién
trong trudng hop quy dinh tai khoan 3 Diéu 10 Luat Tiép can thong tin; phan cong
ngudi phéi hop véi don vi ddu mbi cung cdp thong tin. Vin phong HDND va
UBND x4 phdi hop v6i Thuong truc HDND va cac Ban cia HDND x4 tiép nhan,
ra soat, cong khai va cung cip thong tin do cac chu thé nay tao ra theo diém e
khoan 2 Piéu 10 Luat Tiép can thong tin.



4

Pi¢u 6. Trach nhiém ciia Vin phong HPND va UBND xa

1. Phan cong cong chic lam dau mdi tiép nhan, xir Iy va cung cap thong tin;
b tri nhan lyc phu hop véi khéi lugng cong viée va sb luong yéu ciu cua cong
dan.

2. Cong khai ho tén, chirc vu ctiia nguoi lam dau mbi; dia chi tru s, sb dién
thoai, dia chi thu dién tir va cac kénh tiép nhan yéu cau trén Chuyén muc vé tiép
can thong tin thudc Trang thong tin dién tur xa.

3. T chtrc cung cap thong tin theo yéu cau dung nguyén tic, hinh thic, trinh
tu, thii tuc va thoi han; quan 1y, luu trit théng tin duoc chuyén giao; phdi hop véi
co quan, don vi tao ra thong tin kiém tra, bao dam tinh chinh xé4c cta thong tin
trude khi cung cap.

4. Giai thich, huéng dan, théng bao cho cong dan thuc hién quyén tiép can
thong tin; tiép nhan, xu ly hoac phéi hop xtr 1y phan anh, kién nghi, khiéu nai, to
cao theo quy dinh.

5. Chu tri, phbi hop vé6i co quan, don vi tao ra thong tin xir Iy yéu cau; thuc
hién viéc cung cip, gia han hoic tir chdi cung cip thong tin theo tham quyén; tham
muu Chi tich UBND x4 quyét dinh cac truong hop thudc tham quyén cia nguoi
dung dau theo quy dinh cua phap luat.

6. Theo ddi, d6n dbc, kiém tra viéc cong khai thong tin bang hinh thirc niém
yét, trén phuong tién thong tin dai chung, Trang thong tin dién tir, cac kénh ndi
dung, trang cong dong chinh thic, thong qua viée tiép cong dan va hoat dong cua
nguoi phat ngon.

7. Theo ddi, danh gia, tong hop tinh hinh va két qua thuc hién cung cap thong
tin cia UBND x3; bao c4o co quan c¢6 tham quyén khi duoc yéu cau.

8. Chu trl, phdi hop véi don vi tao ra thong tin xur Iy théng tin di cong khai
khong chinh xac hozc thong tin da cung cap theo yéu cau khong chinh xéc, khong
day du.

9. Phéi hop voi Phong Van hoa - Xa hdi dang tai, cap nhat Chuyén muc vé
tiép can thong tin trén Trang thong tin dién tr xd; thudng xuyén cdp nhat Danh
muc thong tin phai dugc cong khai, Quy ché, thong tin vé diu mdi, biéu mAu, tai
liéu hudng dan va dia chi truy cap dé tai thong tin.

10. Bao dam céc diéu kién dé cung cap thong tin theo yéu ciu cua cong dan.
Chu tri, phdi hop voi Phong Vian hoa - X4 hoi va cac don vi lién quan tham muu
UBND xa 1ap, cong khai danh muc don vi su nghiép cong 1ap c6 nhi€ém vu cung
tng dich vu su nghiép cong co ban, thiét yéu thudc pham vi quan 1y.
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Piéu 7. Trach nhiém ciia Phong Vin hoéa - Xa hoi

1. Quan ly, van hanh Trang thong tin dién tir xa; bao dam Chuyén muc vé
tiép can thong tin thuan tién, dé tim kiém; duy tri kha nang truy cap, tra ctru, tai
vé va luu giir thong tin theo quy dinh vé cung cp thong tin trén méi trudng sd.

2. Phéi hop véi cac co quan, don vi dang tai, cap nhat, dinh chinh thong tin
trén trang thong tin dién tr va cac kénh so chinh thirc cta xa theo ndi dung d
duogc co quan, don vi ¢c6 tham quyén kiém tra, x4c nhan; huéng dan, hd tro ky
thuét vé sd hoa, st dung chir ky s0; phéi hop thuc hién céac bién phap bao ddm an
ninh mang, bao vé dir liéu c& nhan, tinh toan ven va xac thuc cua thong tin theo
quy dinh cua phap luat.

3. Trong pham vi nhiém vu dugc giao, phéi hop tham muu thuc hién cac yéu
cau vé cung cdp thong tin trén méi trudng s, théng ké, do luong, giam sat, danh
gia va thong bao tam nging cung cip thong tin theo Nghi dinh s 224/2026/ND-
CP va huéng dan ctia co quan c6 tham quyén.

Picu 8. Trach nhiém ciia cac co quan, don vi thugc UBND xi chi tri
tham muu tao ra thong tin

1. Cung cip, chuyén giao thong tin do minh tao ra va thong tin do minh nim
giit thudc trudng hop quy dinh tai khoan 3 Diéu 10 Luat Tiép can thong tin; phan
cong nguoi phdi hop thyce hién trach nhiém cung cap thong tin thude linh vire phu
trach.

2. Chiu trach nhiém ra soat, phan loai, kiém tra va bao dam tinh bi mat; xéac
dinh thong tin khéng dugc tiép can, thong tin duoc tiép can c6 diéu kién; phan
tach phan thong tin duoc tiép can va bao dam tinh chinh xac, ddy du trudc khi
chuyén giao.

3. T chtrc luu trit va chuyén giao théng tin do don vi minh chu tri tao ra dén
Vin phong HDND va UBND x4 theo Quy ché nay.

4. Chju trach nhiém tim kiém thong tin thugc pham vi, linh vuc phu trach
hodc tham gia ¥ kién d6i véi viéc cung cap thong tin theo dé nghi ciia Van phong
HDND va UBND xa.

5. Phdi hop v6i Vian phong HDND va UBND x4 xir Iy phan anh, kién nghi,
khiéu nai, t6 cdo ctia cong dan vé viéc cung cap thong tin theo quy dinh.

Picu 9. Trach nhiém quan tri Chuyén muc vé tiép cin thong tin trén
Trang thong tin dién tir xa

1. Phong Van hoa - Xa hoi chu tri vé k¥ thuat, xay dung, van hanh Chuyén
muc vé tiép cin thong tin, gdbm: Danh muc thong tin phai duoc céng khai; Quy
ché nay; thong tin vé dau mdi, noi va kénh tiép nhan yéu cau, phan anh, kién nghi,
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khiéu nai, t6 cdo; cAc mau van ban; tai liéu huéng dan, hd tro va dia chi truy cap
dé tai thong tin (néu co).

2. Thuong xuyén cap nhat ndéi dung Chuyén muc, dac biét la Danh muc thong
tin phai dugc cong khai; bao dam thong tin c6 h¢ théng, dﬁy du, dé tra clru, tai vé
va su dung.

3. Bao dam diéu kién k¥ thuat dé cong khai thong tin trén Trang thong tin
dién tir x va cac kénh sb chinh thuc; khong tu y dang tai, stra doi hodc g0 bd ndi
dung khi chua c6 dé nghi cua co quan, don vi c6 thim quyén.

Piéu 10. Trach nhiém ciia ngwoi dwoc phin cong 1am dau moi cung cip
thong tin

1. Tiép nhan, tra két qua va vao So6 theo ddi cung cap thong tin theo yéu cau.

2. Giai thich, huéng dan, hd tro nguoi yéu cau xac dinh rd tén vin ban, hd
s0, tai liéu; ho trg ngudi khuyét tat va nguoi gap kho khan trong viée 1ap, ky Phiéu
yéu cau; huéng dan sir dung Mau sb 0la hodc Mau s6 01b ban hanh kém theo
Nghi dinh s6 337/2026/ND-CP.

3. Khai thac, ddi chiéu thong tin cia ngudi yéu cau trong Co sé dit liéu qubc
gia vé din cu va co so dit liéu chuyén nganh; chi dé nghi xuét trinh gidy to hoic
bd sung thong tin khi khong khai thac dugc hodc dir liéu chua day du.

4. B4o c4o, kién nghi véi Chanh Vian phong HPND va UBND x3a vé van dé
phat sinh hodc vuot thAm quyén dé xem xét, giai quyét.

Chuwong III
PHAN LOAI THONG TIN

Diéu 11. Ra soat, phén loai, kiém tra va bao dam tinh bi mat cia thong
tin

1. Cham nhat 01 ngay 1am viéc ké tir ngdy tao ra thong tin, co quan, don vi
chu tri tao ra thong tin c6 trach nhiém ra soat, xac dinh ndi dung thudc thong tin
cong dan khong duogc tiép can, thong tin cong dan duge tiép can co didu kién theo
Piéu 15 va Piéu 16 Luat Tiép can thong tin; phan tach, loai bo phan thong tin
khong duogc tiép can hodc chua du diéu kién trude khi chuyén giao; 1ap Phiéu xéc
nhan theo Phuy luc 03 kém theo Quy ché nay.

2. Pbi vai thong tin phuc tap, lién quan nhiéu linh vuc, don vi ch tri ¢6 thé
liy ¥ kién co quan, don vi lién quan; truong hop phap luat quy dinh thudc tham
quyén cta ngudi ding du thi tham muu, bao cao Cha tich UBND x3 xem xét,
quyét dinh.
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3. Bién phap phan tach, loai bo thong tin phai tudn thii phap luat vé bao vé
bi mat nha nudc, an ninh mang, bao v¢ dit li¢u ca nhan va phap luat c6 lién quan;
khong lam sai 1éch nodi dung phan thong tin dugc cung cap.

Piéu 12. Chuyén giao thong tin

1. Cham nhat 01 ngay lam viéc ké tir ngdy tao ra thong tin, co quan, don vi
chu tri gui ban dién tir hodc ban giéy da duoc ra soat, phan tach, loai bé ndi dung
khong duoc tiép can hodc chua du diéu kién tiép can cung Phiéu x4c nhan két qua
ra soat, phan loai dén Vian phong HPND va UBND xa dé quan 1y, cong khai hodc
cung cap theo yéu cau. Ban gdc duoc luu gitt, bao vé theo quy dinh. Di véi thong
tin phai cong khai ngay hodc trong thoi han ngan hon theo phap luat chuyén
nganh, phai chuyén giao kip thoi dé bao dam thoi han do.

2. Van phong HDND va UBND x4 luu trit van ban, ho so, tai liéu di duoc
ra soat; bao vé hd so quan ly, két qua ra soat va thong tin can bao vé thudc pham
vi dugc giao; kiém tra viéc phan tach, loai bo ndi1 dung khong duogc tiép can hoac
chura du diéu kién trude khi cong khai, cung cép.

Piéu 13. Lap, cap nhit Danh muc thong tin phai dwoc cong khai

1. Pbi vé6i thong tin phai duge cong khai theo Piéu 17 Luat Tiép can thong
tin, cham nhét 01 ngay lam viéc ké tir ngay nhan di théng tin va Phiéu xac nhan,
Van phong HDND va UBND xa cép nhat Danh muc thong tin phai dugc cong
khai.

2. Danh muc gém: tén, s, ky hi¢éu ctia van ban hodc ho so, tai lidu; ngay,
thang, nam tao ra; hinh thirc cong khai. Truong hop thong tin dang dugc cong
khai tai co s¢ dir li¢u hodc trén Trang thong tin di€n tir thi Danh muc ghi tén van
ban hodc ho so, tai liéu va chi dan dia chi truy cap.

3. Danh myc duogc dang tai trén Chuyén muc vé tiép can thong tin thudc
Trang thong tin dién tir xa; truong hop kénh nay bi gian doan thi cong khai trén
kénh ndi dung, trang cong ddng chinh thirc hodc bang hinh thirc thich hop khac.
Phong Van hoa - Xa hoi phéi hop khic phuc su cd va cap nhat dﬁy du Danh muc
trén Trang thong tin dién tr xa ngay khi khoi phuc hoat dong.

Picu 14. Quin ly thong tin khong dwoc tiép cin va thong tin duoc tiép
can c6 diéu kién

1. Thong tin thudc Piéu 15 va Diéu 16 Luat Tiép can thong tin dugc xac
dinh, quan ly trong ho so ndi bd va Phiéu xac nhan két qua ra soat; khong dua noi
dung thudc céc loai thong tin nay vao Danh muc thong tin phai dugc cong khai.

2. Thong tin dugc tiép cin c6 didu kién duoc cung cap khi dap tmg day du
diéu kién theo Diéu 16 Luat Tiép can thong tin, phap luat vé bao vé dir liéu ca
nhan, phap lut vé so hiru tri tug, luu trit va phap ludt co lién quan.
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3. Trudng hop ho so, tai liéu co ca phan duoc tiép can va phan khong duoc
tiép can hodc chua du diéu kién, co quan, don vi phai xem xét cung cép phﬁn
thong tin c6 thé phan tach hop 1y.

4. Truong hop can thiét vi loi ich cong cong, sitc khoe cta cong ddng, Vin
phong HDND va UBND xa tham muu Chu tich UBND x3 xem xé&t, quyét dinh
cung cap thong tin theo khoan 4 Piéu 16 Luat Tiép can thong tin va luat co lién
quan ma khong can c6 su dong ¥ quy dinh tai khoan 1, khoan 2 Piéu 16 ctia Luat.

Chuong IV
CONG KHAI THONG TIN

Piéu 15. Cong khai thong tin trén Trang thong tin dién tir xi va trén moi
trueong sé

1. Viéc cong khai thong tin trén Trang thong tin dién tir xa va cac kénh sd
chinh thtrc thuc hién theo Diéu 18, Piéu 19 Luat Tiép can thong tin, Nghi dinh sb
337/2026/ND-CP, Nghi dinh s6 224/2026/ND-CP va phap luat c6 lién quan.

2. Truong hop phép lut chua quy dinh thoi diém coéng khai cu thé, thong tin
phai duogc cong khai cham nhét 05 ngay lam viéc ké tir ngay dugc tao ra; vi¢c cap
nhat, dinh chinh phai bao dam chinh xac, dﬁy du, kip thot va co thé tra clru, tai vé.

Piéu 16. Niém yét thong tin tai tru sé co quan

1. Co quan, don vi thuoc UBND xa thuc hién niém yét thong tin tai try so
UBND x4, dia diém tiép cong dan hodc dia diém sinh hoat cong dong phu hop.
Thoi han niém yét thyc hién theo quy dinh cua phép luét trong timg linh vuc.

2. Déi v6i thong tin cong khai bang hinh thirc niém yét ma phéap luat chua
quy dinh cu thé vé dja diém, thoi han thi phai niém yét tai tru s& co quan, don vi
hoic dia diém sinh hoat cong dong trong thoi han it nhat 30 ngay.

Piéu 17. Cong khai thong tin théng qua phwong tién thong tin dai ching,
tiép cong din va hoat dong clia ngwoi phat ngon

1. Viéc cong khai thong tin thong qua tiép cong dan dugc thyuc hién theo Luat
Tiép cong dan, vin ban hudng dan thi hanh va Quy ché tiép cong dan cia UBND
Xa.

2. Viéc cong khai thong tin thong qua hoat dong phat ngon, cung cép thong
tin cho bdo chi va qua phuong tién thong tin dai ching thuc hién theo Luat Bao
chi va cac van ban c6 lién quan.

Piéu 18. Xir Iy thong tin cong khai khong chinh xac

1. Truong hop phat hién thong tin do UBND xa tao ra va da dugc cong khai
khong chinh xac hodc thong tin do co quan khéc tao ra nhung do UBND xa cong
khai khong chinh xac thi Van phong HPND va UBND xa chu tri, phdi hop véi
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co quan, don vi tao ra thong tin kiém tra, kip thoi dinh chinh va cong khai thong
tin da duoc dinh chinh.

2. Truong hop phat hi¢n thong tin do UBND xa tao ra nhung dugc co quan,
don vi khac cong khai khong chinh xac thi Van phong HDND va UBND xa yéu
cau co quan, don vi dd cong khai kip thoi dinh chinh va cong khai thong tin da
duoc dinh chinh.

3. Truong hop cong dan cho rang thong tin cong khai khong chinh xac thi
kién nghi v6i co quan, don vi dd cong khai thong tin ¢6. Cham nhat 1a 10 ngay ké
tor ngay nhan dugc kién nghi, co quan, don vi co6 trach nhi¢m kiém tra tinh chinh
xac cua thong tin va tra 101 cho cong dan; truong hop xac dinh thong tin cong khai
khong chinh xéc thi phai kip thoi dinh chinh. Thong tin cong khai khong chinh
xéac bang hinh thirc ndo thi phai dugc dinh chinh bang hinh thic d6, dong thoi
cong khai thong tin da dugc dinh chinh trén Trang thong tin di€n tir xa hodc cac
kénh thong tin chinh thirc tuong tng.

Chuong V
CUNG CAP THONG TIN THEO YEU CAU

Piéu 19. Tiép nhén yéu cau cung cip thong tin

1. Van phong HDND va UBND xa tiép nhan yéu cAu tai tru so, qua dich vu
buu chinh hodc qua mang Internet, gém thu dién ti, Trang thong tin dién tur, céng
dir liéu, Cong Dich vu coéng quéc gia, tmg dung di dong hodc nén tang s6 chinh
thirc duoc cong bd. HO so st dung Mau s6 01a hodc Mau sd 01b ban hanh kém
theo Nghi dinh s6 337/2026/ND-CP; trudng hop yéu cau thong tin tai khoan 1,
khoan 2 Piéu 16 Luat Tiép can thong tin phai kém Mau s 06. Truong hop ap
dung khoan 4 Diéu 16 Luat Tiép can thong tin thuc hién theo khoan 4 Diéu 14
Quy ché nay.

2. Truong hop Phiéu yéu cau chua day du, rd rang, nguoi tiép nhan hudng
dan bd sung. Khi hd so hop 18, Vin phong cip nhét vao S6 theo ddi va 1ap Thong
bao tiép nhan theo Mau s6 02 ban hanh kém theo Nghi dinh s6 337/2026/ND-CP.
Thong bao tiép nhan dugc 1ap thanh 02 ban, mdt ban luu tai don vi dau mdi, mot
ban giao hodc giri cho ngudi yéu cau.

3. Co quan tiép nhan khai thac, d6i chiéu thong tin ctia ngudi yéu ciu trong
Co so dir liéu quéc gia vé dan cu va co s6 dir liéu chuyén nganh; chi dé nghi Xuét
trinh gidy to hodc b sung thong tin can thiét khi khong khai thac dugc hodc dir
lidu chua day du.
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Piéu 20. Lap So theo déi cung cap thong tin theo yéu ciu

1. Vin phong HDND va UBND x4 1ap S6 theo ddi cung cap thong tin theo
yéu cau bang gidy hoic dién tir hing nam.

2. S6 theo ddi bang gidy co cac ndi dung tai Phu luc 02 ban hanh kém theo
Quy ché nay.

3. S6 theo ddi bang gidy va S6 theo ddi dién tir déu theo dbi thoi diém nhan
ho so hop 18, han giai quyét, két qua giai quyét va tinh trang phan anh, kién nghi,
khiéu nai, t6 cdo, khai kién (néu co); SO dién tir phai luu dau vét xir 1y.

Picu 21. Thong bio vé viéc giai quyét, gia han hoic tir chdi yéu cau cung
cap thong tin

1. Pbi véi yéu cau hop 1¢, Van phong HPND va UBND xa 1ap Thong bao
giai quyét yéu cau theo Mau sd 03, néu rd hinh thuc, dia diém, chi phi, phuong
thirc, thoi han thanh toan va ngay cung cap thong tin; gui truc tiép, qua dich vu
buu chinh hodc qua mang Internet.

2. Béi vé6i thong tin don gian, c6 san co thé cung cap ngay qua mang Internet
hodc dé nguoi yéu cau doc, xem, nghe, ghi chép, sao, chup, tai vé tai try s& ma
khong phat sinh chi phi thi to chirc cung cap ngay va cap nhat két qua vao So theo
ddi; viéc 1ap Thong béo giai quyét khong duoc 1am cham viée cung cap thong tin.

3. Trudng hop gia han, sir dung MAu s6 04 va giri thong bao trudc khi hét
thoi han cung cip thong tin; truong hop tir chdi, st dung Mau sé 05 va guri thong
béo bang vin ban trong thoi han giai quyét theo quy dinh ctia Luat Tiép can thong
tin va Nghi dinh s6 337/2026/ND-CP.

Diéu 22. Tap hop, xir Iy thong tin dé cung cip theo yéu ciu

1. Nguoi 1am ddu mdi ddi chiéu thong tin duoc yéu cau v6i pham vi trach
nhiém cung cép, Danh muc thong tin phai dugc cong khai, co s¢ dir ligu va Phiéu
xéac nhan két qua ra soat, phan loai.

2. Béi voi thong tin phai duge cong khai nhung chwa cong khai, dd hét thoi
han cong khai hodc dang cong khai ma do su kién bat kha khang nguoi yéu cau
khong thé tiép can, Van phong t6 chirc cung cép theo khoan 1 Diéu 23 Luat Tiép
can thong tin. P4i v6i thong tin dang duoc cong khai va c6 thé tiép can binh
thuong, hudng dan ngudi yéu cau dén dia chi cong khai. Trudng hop giai quyét
yéu cau bang viéc tir chdi theo khoan 2 Diéu 27 Luat Tiép can thong tin, phai
thong béo bang van ban, néu rd 1y do va dia chi cong khai thong tin.

3. Pi vai thong tin phirc tap, khong ¢ san hodc can y kién co quan, don vi
khac, Vin phong ldy ¥ kién co quan, don vi lién quan; truong hop can thiét bao
cao Pho Chu tich UBND xa phu trach hoac Chu tich UBND xa.
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4. Khi thudc truong hop tur chdi tai Diéu 27 Luat Tiép can thong tin, Van
phong 1ap Thong bao theo Mau sb 05, néu rd cin ci, Iy do; néu da thu chi phi thi
phdi hop hoan tra theo quy dinh.

Piéu 23. Cung cip thong tin theo yéu ciu

1. Khi cung cap truc tiép tai tru sé, Van phong bd tri diéu kién dé nguoi yéu
cau doc, xem, nghe, ghi chép, sao, chup, tai vé; nguoi yéu cau dugce su dung dién
thoai di dong va phuong tién ky thuat c4 nhan theo quy dinh; tao diéu kién phu
hop dé nguoi khuyét tat tiép can thong tin.

2. Khi cung cip qua mang Internet, sir dung thu dién tir cong vy, Trang thong
tin dién tu, céng dir liéu, Céng Dich vu cong quéc gia, ing dung di dong hodc nén
tang sb chinh thtrc; bao dam tinh chinh x4c, toan ven, xac thuc va an toan thong
tin.

3. Khi cung cép qua dich vu buu chinh, viéc gui thong tin thuc hién theo dia
chi va phuong thitc ngudi yéu cau di dang ky; chi phi giri thuc hién theo quy dinh.

4. Thong tin don gian, c6 sin dugc giai quyét cham nhat 03 ngay lam viéc
ké tir khi nhan hd so hop 18. Thong tin phirc tap, khong c6 sin hodc can y kién co
quan, don vi khac dugc cung cap hodc thong bao tir chdi trong 12 ngay ké tir ngay
nhan hd so hop 18.

5. Quy trinh cung cip thong tin theo yéu cau thuc hién theo Phu luc 01 kém
theo Quy ché nay.

Picu 24. Gia han cung cép thong tin theo yéu cau

1. Khi can thém thoi gian dé xem xét, tim kiém, phan tach, tap hop, sao chép
hozc xur Iy thong tin, Vin phong HDND va UBND x4 tham muu quyét dinh gia
han viéc cung cip thong tin theo khoan 3 Piéu 26 Luat Tiép can thong tin va Diéu
10 Nghi dinh s6 337/2026/ND-CP.

2. Thong bao gia han phai 1ap theo Mau s6 04 ban hanh kém theo Nghi dinh
s6 337/2026/ND-CP, gui trude khi hét thoi han cung cip; thoi gian gia han t6i da
khong qua 12 ngay.

Diéu 25. Xir Iy thong tin cung cip theo yéu ciu khong chinh xac, khong
day di

1. Trudng hop phat hién théng tin di cung cip khong chinh xac, khong day
da, cham nhéat 05 ngay lam viéc ké tir ngay phat hién, Van phong HDND va
UBND x3 phdi hop vé6i don vi tao ra thong tin dinh chinh, cung cip lai hodc bd
sung phan thong tin thiéu.

2. Trudng hop nguoi yéu cau cho riang thong tin dugc cung cip khong chinh
xéc, khong day di, cham nhét 10 ngay ké tir ngdy nhan duoc yéu cau kiém tra,
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Vin phong phéi hop xéc dinh tinh chinh xac, day du va tra 10i; néu c6 sai sot thi
phai cung cap lai thong tin chinh x4c hodc bd sung thong tin thiéu.

Picu 26. Thu, ndp va quan ly chi phi tiép cin thong tin

1. Nguoi yéu cau khong phai tra phi, 18 phi; chi thanh toan chi phi thuc té dé
in, sao, chup, giri thong tin theo quy dinh cua Luat Tiép can thong tin va Thong
tur s6 126/2026/TT-BTC, trir truong hop phap luat ¢6 lién quan quy dinh khéc.

2. Khong thu chi phi di véi yéu cau cung cap thong tin quy dinh tai diém a
va diém ¢ khoan 1 Diéu 23 Luat Tiép can thong tin.

3. Vian phong HDND va UBND x4 phéi hop v6i Phong Kinh té thong bao,
thu va ndp chi phi vao ngan sach nha nudc theo Nghi dinh sé 337/2026/ND-CP,
Thong tu s6 126/2026/TT-BTC va phap luat vé ngan sach nha nudc. Chi phi phai
duoc thanh toan trude khi cung cip thong tin, trir truong hop khong phai tra.

Chuong VI
TO CHUC THUC HIEN

Piéu 27. T6 chirc thwe hién Quy ché

1. Thu trudéng cac co quan, don vi ¢6 trach nhiém phé bién, quan triét Quy
ché dén céan bo, cong chuc, vién chire, ngudi lao dong; chi dao xur Iy thong tin
theo yéu cau; kip thoi phan anh kho khin, vuéng mac vé UBND xi (qua Vin
phong HDND va UBND xa).

2. Van phong HDND va UBND x4 theo doi, don ddc, kiém tra viéc thuc
hién; kip thoi bao céo lanh dao UBND xa van dé phat sinh; trudng hop can thiét,
dé xut stra d6i, bo sung Quy ché.

Piéu 28. Khen thwéng va xir 1y vi pham

1. Tap thé, c4 nhan c6 thanh tich trong hoat dong cung cip thong tin dugc
xem xét khen thudng hodc dé nghi cip c6 thim quyén khen thuong theo quy dinh
ctia phap luat vé thi dua, khen thudng.

2. Tap thé, c4 nhan vi pham Quy ché nay, tuy tinh chit, mirc do vi pham, bi
xur ly theo quy dinh cta phap luat./.
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MAiu s6 01a
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

..... , ngay ..... thang ..... nam .....

PHIEU YEU CAU CUNG CAP THONG TIN
(Danh cho cd nhdn yéu cdau cung cdp thong tin)

Kinh UL oo

1. Ho, tén ¢4 nhan yéu cau cung cAp thong tin: .........ccovevveeeeeeeeeeeeereenenn.
2. Thé cin cudc cong dan/Thé cin cude/Gidy ching nhan cin cude/Tai
khoan dinh danh dién tir (VNeID)/H6 chiéu!: Sé:
CAp ngdy ..... thang ..... NAM ... TAL coveeeeeeeeeeeeeeeeee e
3. SO dEN thOAL: «vveeeeeeeeeeeeeeeeeeeeen, s E-mail:
4. Nguoi duge ty quyén/Nguoi dai dién/Ngudi giam ho?: ...o.oeeeeeeeene..
T R 5 (o I (<) s TR
4.2. Mdi quan hé véi ngudi c6 yéu cau cung cip thong tin: ...........c..........
4.3. Thé can cudc cong dan/Thé cin cudce/Gidy chimg nhan cin cude/Tai
khoan dinh danh dién tir (VNeID)/Ho chiéu*:
SO: e, CAp ngay ..... thang ..... nAm ..... Tai: veoveeveeeieeeeeeeeennns
4.4. Theo vin ban ty quyén ky ngay ..... thang ..... nm ........
5. Tén van ban/hd so/tai 1iéu yéu CAu CUNE CAP: «.vveeveveeeeeeeeeeeeeeeeeeene

........................................................................................

6. Ly do, myc dich yéu cau cung cap thong tin: ............ccooceeeeuveeeereeennnnn.
7. Yéu cau cung cp thong tin nay lan thu:

1 Lan dau [1 Khac: ............. (ghi 13 s6 1an d3 yéu cau cung

cap thong tin c6 ndi dung néu trén)

8. SO lugng ban in, sao, chup van ban, ho so, tai liéu: .........ccceeeeeneeeennnn..
9. Phuong thirc nhan vin ban, ho so, tai lidu:
9.1. Nhan tai noi yéu cau cung cap thong tin: ..........cooeeeeueeeeuereeeerennns
9.2. Nhan qua dich vu buu chinh (ghi r6 dia chi nhan): ............c.ccceeenee
9.3. Nhan qua mang Internet:

[J Qua thu dién tir (ghi ro dia chi nhan): ........coooiiiiiiie e,
[0 Cong thong tin dién tir (ghi r6 dia chi NhAN): ..o,
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[] Trang thong tin dién tir (ghi ro dia chi nhan): ........ccccooeiiiiiiiii,

[0 Cong dit liéu (ghi 18 dia chi NhAN): «..veieeeeeeeeee e

[0 Cong Dich vu cong qubc gia (ghi & dia chi nhan): .......o.oeeveveeeeeeeeeeens

[0 Ung dung di dong hoidc cac nén tang s khac (ghi rd dia chi nhan): .........

[J Hinh thirc Khac (8hi 10): .oeovvieiiieeeeee e

10. Van ban Ke€m theo: ......coooiiiiiieiecieceeee e
NGUOI YEU CAU

(Ky, ghi vo ho tén)

I Cong déan cung cip sb Thé can cude cong dan/Thé cian cude/Gidy chirng nhan cin cude/Tai khoan dinh danh
dién tir (VNelD); ngudi nudc ngoai cung cap sé HO chiéu.

2 Theo quy dinh ctua Bo luat Dan su vé ngudi dai dién, ngudi giam ho d6i véi ngudi yéu cdu cung cap thong tin
la nguoi bi han ché nang lyc hanh vi dan sy, nguoi cé kho khan trong nhan thire, lam chu hanh vi néu quyét dinh
ctia Toa 4n ¢6 quy dinh, ngudi mat ning luc hanh vi dan sy.

3 Ghi 16 mbi quan hé v&i nguoi ¢6 yéu cau cung cap thong tin; trudng hop ngudi duge iy quyén la cha, me, vo,
chdng, con ctia ngudi iy quyén thi khéng can ¢ vin ban uy quyén.

4 Cong déan cung cap sb Thé cin cude cong dan/Thé cin cude/Gidy ching nhan cin cude/Tai khoan dinh danh
dién tir (VNelD); ngudi nudce ngoai cung cép s6 HO chiéu.

5 Vian ban chap thuan trong truong hop yéu cau cung cip thong tin duoc tiép can c6 didu kién; van ban uy quyén
(trong trudong hop ty quyén); van ban khac (néu co).



Maiu s6 01b
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

..... , ngay ..... thang ..... nam .....

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

KiInh @UIL: oo

1. Tén t6 chire, doan thé, doanh NGhIEP: .......c.eeeveveeeeeeeeeeeeeeeeee e,

2. M4 sb doanh nghiép/ma s6 dinh danh ctia td Chlirc: ......c.ovevevvveeeeeeeeeeenne.

3. Ho tén nguoi dai dién yéu cau cung cap thong tin thong qua td chirc, doan
the, dOANN NERIEPT: ...t

SO AIEN thOAL: v, s E-mail:

4. Danh sach c4 nhan c6 yéu cau cung cip thong tin kém theo Phiéu yéu cau
cung cip thong tin (dinh kém).

5. Tén van ban/ho so/tai liéu y8u cau cung CAP: ..........eveeeeeeeeeeeeeeeeeenae

6. Yéu cu cung cp thong tin ndy 1an thu:

[0 Lan dau L1 Khéc: ............. (ghi 15 sb 1an di yéu cau cung
cap thong tin c6 ndi dung néu trén)

7. 86 luong ban in, sao, chup van ban, ho SO, tA1 HU: weoveeeeeeeeeeen,

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

8.1. Nhan tai noi yéu cau cung cap thOng tin: ...........cooceeeveeeeeereeeeeereeeereennns

8.2. Nhan qua dich vu buu chinh (ghi o dia chi nhan): ..........cccccceeeenenne

8.3. Nhan qua mang Internet:

[J Qua thu dién tir (ghi r0 dia chi nhan): ........ccooeeeiiiieie,

[] Cong thong tin dién tir (ghi & dia chi nhan): .........oocoooovvvvveean.

[] Trang thong tin dién tur (ghi 10 dia chi nhan): ...

[0 Cong dir 1iéu (ghi rd dia chi nhaN): ...c.oveveeeeeeeeeeeeeeeeeee.

[0 Cong Dich vu cong qudc gia (ghi rd dia chi nhan): .....................

[0 Ung dung di dong hodc cac nén tang s khac (ghi rd dia chi nhan):

L1 Hinh thirc khac (ghi 10): .oevveeiieeieeeeeeee e,
0. Van ban KEm theo?: .. ..oooiiiieeeeee e
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NGUOI PAI DIEN
TO CHUC/POAN THE/DOANH NGHIEP
(Ky, ghi 16 ho tén, déng ddu (néu c6))

I Theo quy dinh ctia B6 luat Dan su vé ngudi dai dién cta td chirc, doan thé, doanh nghiép.
2 Vin ban chap thudn trong truong hop yéu cau cung cap thong tin dugc tiép can c6 diéu kién; vin ban ay quyén
(trong trueong hop Gy quyén); van ban khac (néu co).
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DANH SACH CA NHAN CO YEU CAU CUNG CAP THONG TIN
(Kém theo Phiéu yéu cau cung cdp théng tin danh cho trirong hop cong dan yéu
cau cung cdp théng tin théng qua t6 chirc, doan thé, doanh nghiép)

S6 Thé ciin cwée cong
dan/Thé ciin cwée/Gidy | Ly do, muc

o chirng nhan can dich yéu ciu .
STT| Hovatén o L. i . Ky tén
cwdc/Tai khoan dinh | cung cap thong

danh dién ti tin
(VNeID)/Hd chiéu




Mau sb 02
TEN CO QUAN/PON VI  CONG HOA XA HOI CHU NGHIA VIET NAM

PON VI PAU MOI! Péc 1ap - Tu do - Hanh phiic
So: ...... [ovouueee L , ngay ..... thang ..... nam .....
THONG BAO

TIEP NHAN YEU CAU CUNG CAP THONG TIN?

Tén don vi dau mbi cung CAp thONE tiN: .........c.ovveveeeeeeeeeeeeeeee e,
Tiép nhdn yéu cau cung cap thong tin ctia Ong/Ba3: .........co.ovveueeeeeeeeeeeeeeeeeeeeeees
Thé cin cudc cong dan/Thé cin cude/Gidy ching nhan cian cude/Tai khoan dinh
danh dién tr (VNeID)/Ho chiéu: S&: ....oecvvee. CAp ngay ..... thang ..... ndm .....
Tai: ..........

SO dien thOai: .veveeeeeeeeeeeeeeeeeeann, sE-mail oo
Yéu cau cung cap van ban/hd SO/AT THEU: .......vevveeeeeeeeeeeeeee e
Hinh thirc cung cAp thONE tiN: ........ovvvveeeeeeeeeeeeeeeeeeeeee e
Vin ban kém theo yéu cau cung cap thong tin: ...........occovveveeereeeeeeeeeeeeeeeans

.................................................................................................

NGUOI TIEP NHAN
(Ky va ghi ro ho tén)

I Truong hop co quan, don vi cung cép thong tin phan cong don vi ddu moi.

2 Thong bao tiép nhan yéu cau cung cép thong tin dugc 1ap thanh 02 ban; mot ban luu tai co quan, don vi dau
mdi cung cap thong tin, mot ban giao cho ngudi yéu cau cung cép thong tin.

3 Tén nguoi yéu cau; nguoi dai dién trong truong hop cung cap thong tin cho cong dan thong qua ngudi duoc iy
quyen/nguoi dai dién/ngudi gidm h; t6 chuc, doan the, doanh nghiép.

4 Van ban chap thuan trong truong hop yéu cau cung cap thong tin duge tiép can c6 diéu kién; van ban iy quyén
(n€u co); van ban khac (néu co).



Mau sb 03
TEN CO QUAN/PON VI  CONG HOA XA HQI CHU NGHIA VIET NAM

PON VI PAU MOI! Péc l1ap - Tu do - Hanh phiic
S6: i , ngay ..... thang ..... nam .....
THONG BAO

GIAI QUYET YEU CAU CUNG CAP THONG TIN

KANN GULL oot ettt et e e baeenaae s
Tén don vi dau mbi cung CAp thONE tIN: ....c..v.eveeeeeeeeeeeeeeee et
Nhén duoc yéu cau cung cip thong tin cia Ong/Ba%: ..........cooveeeeeeeeeeeeeeeeenen.
Thé can cudc cong dan/Thé cin cude/Gidy chimg nhan can cude/Tai khoan dinh
danh dién tir (VNeID)/Ho chiéu: Sé: ................... Céap ngdy ..... thang ..... nam ....
Tai: ...ouueeeee.

SO A1EN thOGL: v sE-mail:
Yéu cau cung cAp van ban/ho SO/AT HHEU: .....ovveeeeeeeeeeeeeeee e

Pon vi dau mbi cung cap thong tin thong bao vé viéc giai quyét yéu cau nhu
sau:

- Hinh thirc cung cap thONE t: .......o.oviveeeeeeeeeeeeeeeeeeeee e
- Dia diém cung cAp thONE tIN: ..........ovovieeeeeeeeeeeeeeeee el
- Chi phi tiép cAn thong tin (NEU CO): ...veveeeeeieeeeeeeeeeeeeeee e,
- Phuong thirc thanh t04n (N8U CO): .....vuvvveeeeeeeeeeeeeeee e
- Thoi han thanh t0AN (NEU CO): ..veeeeeeeeeeeeeeeeeeeee e
- Ngay cung CAP thONE tIN: ......eveeieeeeeeeeeeee oo

THU TRUONG PON VI PAU MOI
CUNG CAP THONG TIN
(Ky, ghi 16 ho tén, dong dau?)

I Truong hop co quan, don vi cung cip thong tin phan cong don vi dau mbi.

2 Tén nguoi yéu cau; nguoi dai dién trong truong hop cung cap thong tin cho cong dan thong qua ngudi duoc iy
quyén/nguoi dai dién/nguoi giam hg; to churc, doan the, doanh nghiép.

3 Truong hop don vi d4u mdi cung cép thong tin khong c6 con diu riéng thi sir dung con déu cia co quan, don vi
cung cap thong tin.



MAiu s6 04
TEN CO QUAN/PON VI  CONG HOA XA HQI CHU NGHIA VIET NAM

PON VI PAU MOI! Péc lap - Tu do - Hanh phiic
S6: v L , ngay ..... thang ..... nam .....
THONG BAO

GIA HAN VIEC CUNG CAP THONG TIN

ST 0 0 o 6 SRS
Tén don vi dau mbi cung CAp thONE tIN: .........cvoveeeeeeeeeeeeeeeeeee e
Nhén duogc yéu cau cung cip thong tin ciia Ong/Ba%: .........cvveveeeeeeeeeeeeeeenen.
Thé cin cudc cong dan/Thé cin cude/Gidy ching nhan cin cude/Tai khoan dinh
danh dién tir (VNeID)/Ho chiéu: Sé: ................. CAp ngdy ..... thang ..... nam .....
Tai: .............

SO dien thOAL: «.vveeeeeeeeeeeeeeeeeeeenn, sE-mail:
Yéu cau cung cap van ban/hd SO/AT THEU: .......veevveeeeeeeeeeeeeeeeeeee e,
Ngay/thdng/NAm NhAN YEU CAUL .....veveeeeeeeeeeeeeeeeeee e
Don vi dau mdi cung cip thong tin thong bao gia han viéc cung cip thong tin nhu
sau:

o B e (o T o T 1 T 3 E OSSR
- Thoi gian gia han cung cAp thONE tN: .......ov.oveveeeieeeeeeeeeeeee e
- Thoi gian cung cAp thong tin sau khi gia han: ..........ccoeeevveeeereereeeeeeeeeeeeeeeans

THU TRUONG PON VI PAU MOI
CUNG CAP THONG TIN
(Ky, ghi ré ho tén, déng ddu?)

I Truong hop co quan, don vi cung cip thong tin phan cong don vi dau mbi.

2 Tén nguoi yéu cau; nguoi dai dién trong truong hop cung cap thong tin cho cong dan thong qua ngudi duoc iy
quyén/nguoi dai dién/nguoi giam hg; to churc, doan the, doanh nghiép.

3 Truong hop don vi d4u mdi cung cép thong tin khong c6 con diu riéng thi sir dung con déu cia co quan, don vi
cung cap thong tin.



Miu s6 05
TEN CO QUAN/PON VI  CONG HOA XA HOQI CHU NGHIA VIET NAM

PON VI PAU MOI! Péc lap - Tu do - Hanh phiic
So: ...... [ovoueee , ngay ..... thang ..... nam .....
THONG BAO

TU CHOI YEU CAU CUNG CAP THONG TIN

ST 0 0 o 6 SRS
Tén don vi dau mbi cung CAp thONE tIN: .........cvoveeeeeeeeeeeeeeeeeee e
Nhén duogc yéu cau cung cip thong tin ciia Ong/Ba%: .........cvveveeeeeeeeeeeeeeenen.
Thé cin cudc cong dan/Thé cin cude/Gidy chimg nhan cin cude/Tai khoan dinh
danh dién tir (VNeID)/Ho chiéu: S6: ................. Cép ngdy ..... thang ..... nim .....
Tai: .............

SO AEN thOAL: weveveeeeeeeeeeeeeeeeeeeeeeeeees sE-mail: o,
Yéu cau cung cap van ban/ho SO/AT THEU: ........veveeeeeeeeeeeeeeee e
Ngay/thdng/NAm NhAN YEU CAUL .....veveeeeeceeeeeeeeeeeee e
Pon vi dau mbi cung cap thong tin thong bao tir chdi yéu cau cung cip théng tin
VI LY O SAUL oot et et e e et e e e e earaeeea

THU TRUONG PON VI PAU MOI
CUNG CAP THONG TIN
(Ky, ghi ré ho tén, déng ddu?)

I Truong hop co quan, don vi cung cép thong tin phan cong don vi dau mbi.

2 Tén nguoi yéu cau; nguoi dai dién trong truong hop cung cép thong tin cho cong dan thong qua ngudi duoc iy
quyén/nguoi dai dién/nguoi gidm hd; to chire, doan thé, doanh nghiép.

3 Truong hop don vi d4u médi cung cép thong tin khong c6 con diu riéng thi sir dung con ddu cta co quan, don vi
cung cap thong tin.



MAiu s6 06
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

VAN BAN CHAP THUAN

Tén ci nhan/td chirc ChAP thUAN «.......oveveeeeeeeeeeeeeeeeee e,
Thé cin cudc cong dan/Thé can cude/Gidy ching nhan cian cude/Tai khoan dinh
danh dién tir (VNeID)/Ho chiéu/Ma sé doanh nghiép/Ma s6 dinh danh cia t6

chuc!:
S8 e, Cap ngdy ..... thang ..... nam ..... Tai: w.coevevveeeeeeeennee.
SO A1EN thOQL: v sE-mail:

La cht s¢ hiru bi mat kinh doanh/La chu s& hitu thong tin lién quan dén bi mat
doi séng riéng tu, bi mat ca nhan/La thanh vién cta gia dinh c6 théng tin lién
quan tai van bAn/K0 SO/AT LEU: .......veeeeeeeeee et

DONG T A8 ONG/BA: ...
Thé can cudc cong dan/Thé cin cude/Gidy chimg nhan can cude/Tai khoan dinh
danh dién tir (VNeID)/Ho chiéu: S6: .........co......... Cap ngay ..... thang ..... nim
..... Tai: ....ooueee.

Puoc tiép can thong tin .......cccceeeevieiicieeeeee e, tai van ban/ho so/tai

liéu néu trén.

XAC NHAN CUA CO QUAN/TO CHUC? , . . , ) X
. Q CA NHAN/TO CHUC CHAP THUANS3

(Ky, ghi v6 ho tén, déng dau (néu cd))

I Cong dan cung cip sb Thé can cude cong dan/Thé can cude/Gidy chirng nhan cin cude/Tai khoan dinh danh
dién tir (VNelD); ngudi nudce ngoai cung cap sé Ho chiéu; t6 chirc cung cdp mi s6 doanh nghiép/ma sé dinh
danh cua to chec.

2 Trudng hop van ban chip thudn ciia c4 nhan thi phai c¢6 x4c nhan chir ky caa Uy ban nhan dan cip x4 hodc Vin
phong cong chimg. Trudng hop van ban chip thuan cta to chire thi khong can xac nhan ciia co quan/td chir.

3 Trudng hop vin ban chip thuin cua ca nhén thi ca nhan ky, ghi rd ho tén. Truong hop van ban chap thudn cta
td chirc thi nguoi dai dién cia t chirc d6 ky, ghi o ho tén, dong du.
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Phu luc 01

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

QUY TRINH CUNG CAP THONG TIN THEO YEU CAU

CONG DAN HOAC NGUOI PAI DIEN YEU
CAU CUNG CAP THONG TIN
Mau sb 01a hodc 01b; kém Mau s6 06 néu thudc
khoan 1, khoan 2 Piéu 16 Luat Tiép can thong tin.
Trudng hop khoan 4 Diéu 16: thyc hién theo quyét
dinh cua Chu tich UBND xa.

| Buu chinh hoac Internet

l

| Truec tiép

QUA DICH VU BUU CHINH HOAC MANG
INTERNET

Gri Phiéu va tai liéu kém theo dén UBND xA.

TAI TRU SO UBND XA
Nop truc tiép hodc thong qua ngudi dai dién hop
phap.

!

HO SO CHUA PAY PU
Huoéng d?}n bd sung; sau khi hoan
thién, tiép nhan va kiém tra lai.

TIEP NHAN, KIEM TRA VA XAC THU'C

Vian phong HDND va UBND xa kiém tra Phiéu; déi chiéu dit li¢u ngudi
yéu cau. Néu khong khai thac dugce dir 1i€u thi dé nghi xuat trinh giay to

hodc bd sung thong tin dé xac thye.

!

HO SO HQP LE
Vao S6 theo ddi; 1ap Mau s6 02 thanh 02 ban, 01 ban luu va 01 ban giao
nguoi yéu cau.

!

KIEM TRA TRACH NHIEM CUNG CAP VA PIEU KIEN TIEP CAN
Dbi chiéu loai thong tin dugc yéu cau, djéu kién tiép cén va cac truong hop tir chdi theo
Luét Tiép can thong tin.

l

!

TU CHOI YEU CAU
Lap Mau sb 05, néu rd 1y do; néu xac dinh duoc co
quan c6 trach nhiém thi huéng dan nguoi yéu cau giri
dung co quan. Cap nhat S6, luu hd so va két thuc xir
Iy yéu cau.

TAP HQP VA XU LY THONG TIN
Vin phong chi tri, phdi hop don vi tao ra hodc nim
giit thong tin: tim kiém, kiém tra tinh chinh xac, day
du; phan tach phan khong duoc tiép can hodc chua du
diéu kién; xac dinh chi phi.

\




24

Phu luc 01 (tiép theo)

THONG BAO GIAI QUYET MAU SO 03
Déi véi yéu cau hop 18 khong thudc truong hop dugc cung cap ngay theo khoan 2 Piéu 21
Quy ché nay, 1ap Thong bao giai quyet theo Mau s6 03, néu rd hinh thirc, dia diém, chi phi,
thot han thanh toan va ngay cung cép. Truong hop thong tin don gian, c6 san, khong phat
sinh chi phi va c6 thé cung cap ngay thi cung cip ngay, cap nhat két qua vao SO theo doi;
viéc 1ap Thong bao khong duge 1am cham viée cung cép thong tin. Nguoi yéu cau thanh
toan chi phi truge khi nhan thong tin; hét thoi han thanh toan da thong biao ma khong thanh
toan chi phi phai tra thi 1ap Mau s6 05 va két thac. Khong thu chi phi ddi véi truong hop

tai diém a, diém c khoan 1 Piéu 23 Luat Tiép can thong tin.

!

GIAI QUYET TRONG THOI HAN

| PON GIAN | PHUC TAP | KHI CAN THEM THOI
GIAN
CUNG CAP CHAM NHAT 03 . X
NGAY LAM VIEC GIAI QUYET CHAM NHAT 12 GIA HAN TOT DA 12 NGAY

Thong tin don gian, c6 sin; yéu
cAu truc tiép tai tru s& co thé duoc
cung cip ngay hoic tu sao, chup,

tai vé dudi sy huéng dan, giam

sat.

NGAY
Thong tin phirc tap, khong c6 san:
cung cip thong tin hoic théng bao
tir chdi bang Mau s6 05.

Lap Mau sb 04 va giri cho ngudi
yéu cau trude khi hét thoi han
cung cap thong tin. Sau gia han:
cung cép thong tin hodc thong bao
tir chdi 6 can ctr.

l

CUNG CAP VA HOAN TAT HO SO

Cung cép theo hinh thirc nguoi yéu cau dé nghi néu phtt hop; giao hodc gui thong tin, xac
nhan két qua, cap nhat S6 theo ddi va luu hd so.

!

XU LY THONG TIN KHC)NG CHINH XAC HOAC KHONG PAY PU

Co quan ty phat hién: dinh chinh, cung cép lai hodc bo sung trong 05 ngay lam viéc. Ngudi yéu caucoy
kién: kiém tra, tra 10i trong 10 ngdy; néu thong tin sai hodc th1eu thi cung cap lai, bd sung. H6 so da bj tir
chéi khong di vao budc cung cip thong tin.

Ghi chu: Mc;u 56 03, 04 va 05 do Thii truéng don vi dau moi cung cdp thong tin ky theo mau. Noi dung thugc
tham quyén cua nguoi dirng dau co quan, don vi dugc tham muru Chu tich UBND xd xem xét, quyét dinh theo quy
dinh. Cac mbc 03 ngay lam viéc va 12 ngay giai quyét dugc tinh tir ngay nhan hd so hop 1&; thoi gian gia han t6i
da 12 ngay. “12 ngay” va “10 ngay” khong doi thanh “ngay lam viéc”.




UY BAN NHAN DAN
XA PONG XUAN

25

Doc lap - Tu do - Hanh phic

SO THEO DOI CUNG CAP THONG TIN THEO YEU CAU
Nam: ....ocovvneenenn..

Phu luc 02

CONG HOA XA HOI CHU NGHIA VIET NAM

Ngay nhén/
ngay ho so
hop 1€

Ho tén nguwoi
yéu cau

Thong tin
lién hé

Tén/s6 ky hiéu hd
$0, tai liéu

Hinh thirc
yéu cu /
hinh thirc

nhan két qua

Don vi xir
ly

Ngay/hinh
thirc cung cap

Chi phi

Théong béo tir
chéi/ly do

Théng bao gia
han/ly do

Phén anh, kién
nghi, khiéu nai, to
cdo, khéi kién

Ghi chu /
han giai
quyét

10
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Phu luc 03

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

PHIEU XAC NHAN
Keét qua ra soat, kiém tra tinh bi mat cua thong tin va phan loai thong tin

Ngay lap: .../ ccc/one.

' Loai thong tin! Hinh thirc gl?(l‘)lr%gktlil:i’ cung cf'lp
n , Koo S0, ky hiéy | Ngay, thang, - - - :
S]:l“ [1;2:11: fll%‘)lcslll)’,y fi:li ﬁ%ﬁ Vs{g: ?;}I}iél:lﬁ n%ill:‘)llfg (t)ifla gll}glclgﬁ%in Tlli?llil‘)% . g?rg’ggtign Cong khai Cung cép thon
) can P dwgc tiep | cdn c6 dieu | thong tin? | tin theo yéu cau
. can kién

1
2
3
4
5

THU TRUONG CO QUAN, PON VI TAO RA

THONG TIN

(Ky, ghi ré ho tén, déng ddiu)

! Danh dau “X” vao cot thich hop va ghi rd can cir tai Dicu 14, Diéu 15 hoac Diéu 16 Luat Tiép can thong tin s6 01/2026/QH16 va phap luat ¢6 lién quan. Trudng hop van bén, ho so,

tai li€u c6 phan thong tin phai loai bo hodc phan tg’lch theo Di€u 8 Nghi dinh s6 337/2026/ND-CP, ghi 6 vi tri va loai thong tin dugc loai bo hoac phan tach; khong ghi lai ndi dung thude
bi mat nha nudc, dir liu ca nhan hodc thong tin can bao v¢.
2 Néu rd hinh thirc, dia diém, thoi diém va thoi han cong khai thong tin (néu co).
3 Néu 13 hinh thirc cung cip thong tin theo yéu cau c6 thé ap dung.
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