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

XA TRA GIANG Doc 1ap — Tu do — Hanh phic
S6: 137/QP-UBND Tra Giang, ngay 01 thang 7 nam 2024
QUYET PINH

Ban hanh Quy ché ndi bd vé to chirc cung cap thong tin cho cong din
cua UBND xa Tra Giang

UY BAN NHAN DAN XA TRA GIANG

~ Can i Lugt Té chic chinh quyén dia phwong ngay 19/6/2015; Lugt Sira doi,
bo sung mét so diéeu cua Lugt To chic Chinh phu va Ludt To churc chinh quyén dia
phwong ngay 22/11/2019;

Can cir Ludt Tiép can théng tin ngay 06 thang 4 nam 2016;

Can cir Nghi dinh s6 13/2018/ND-CP ngay 23 thang 01 nam 2018 cua
Chinh phii quy dinh chi tiét va bién phdp thi hanh Ludt Tiép cdn théng tin;

Can cir Quyét dinh s6 1080/0P- UBND ngay 23/7/2021 cua Chu tich UBND
tinh ban hanh Quy ché phdt ngén, cung cdp théng tin ciia cdc co qyuan hdanh
chinh nha nuoc trén dia ban tinh Quang Ngdi,

Xét dé nghi ciia Van phong - Thong ké xa.
QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché cung cap thong tin cho
cong dan cua UBND xa Tra Giang.

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

Picu 3. Van phong — Thong ké x4, cac bo phan: Vian hoa - X hoi, Tu phap -
Ho tich, cac ban, nganh, don vi ¢6 lién quan chiu trach nhiém thi hanh Quyét dinh
nay./.

Noi nhan:

- UBND huyén;

- Phong Vian h6a-TT huyén;

- Phong Tu phap huyén;

- Pang tiy, TT HDND x4;

- M3t tran va cac doan thé xa;
- Thon trudong cac thon;
-Luu VT.



https://vanbanphapluat.co/nghi-dinh-huong-dan-luat-tiep-can-thong-tin
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CONG HOA XA HOQI CHU NGHIA VIET NAM
DPoc lap — Tu do — Hanh phic

QUY CHE NOI BO

& to chirc cung cap thong tin tai UBND x& Tra Giang
(Kém theo Quyét dinh sé 137 /OD-UBND ngay 01/7/2024
cua UBND x& Tra Giang)

CHUONG 1. QUY PINH 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 nhi€ém cung cap thong tin cua
UBND x& Tra Giang theo quy dinh ctia Luat Tiép can thong tin.

2. Théng tin thudc trach nhiém cung cap cua UBND xa Tra Giang bao gom
thong tin do UBND xd& Tra Giang tao ra dugc cung cap theo quy dinh cua phap
luat.

3. Quy ché nay duoc ap dung ddi v6i yéu cau cung cap thong tin cho cong
dan cu tra trén dia ban xa Tra Giang thong tin do UBND xa Tra Giang tao ra.

4. Quy ché nay kh()ng ap dung d6i voi viéc cung cap thong tin cho phong
vién, bao chi; Viéc cung cap thong tin cho phong vién, bao chi thuc hién theo
Cong vin s6 745/STTTT-BCXB ngay 3/6/2022 cua S¢ Thong tin va Truyen thong

tinh Quang Ngai vé viéc thuc hién quy dinh hop bao va phat ngdn, cung cap thong
tin cho béo chi.

Piéu 2. Nguyén tic dam bao quyén tiép cin thong tin

1. Thuc hién ding va day du cac quy dinh cua Luat tiép can thong tin va cac
van ban huéng dan thi hanh trong qua trinh cung cap thong tin.

2. Viéc cung cap thong tin phai kip thoi, day du, chinh xac, minh bach, thuan
lgi cho cong dan, dung trinh ty, thu tuc theo quy dinh cua phép luét.

3. Pam béo kinh phi va cac diéu kién vat chat lién quan cho cong tac cung
cap thong tin phu hop voi quy dinh cua phap luat va dac diém, diéu kién, yéu cau
thue té cia UBND x4 Tra Giang.

CHUONG II. PHAN CONG TRACH NHIEM
Piéu 3. Phu trach cung cip thong tin tai UBND x& Tra Giang
1. Chu tich UBND xa Tra Giang chiu trach nhiém lanh dao, chi dao viéc
cung cap thong tin tai UBND Xxa.
2. Can b, cong chue xa Tra Giang dugc Chu tich UBND phan cong t6 chirc
thue hién viéc cung cap thong tin; d€ xuét, bao cao Chu tich UBND quyét dinh cac
dieu kién bao dam thuc hién viéc cung cap thong tin.
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Piéu 4. Pau moi cung cap thong tin tai UBND xa Tra Giang

1. Chu tich UBND 14 dau mbi cong khai thong tin va cung cap thong tin theo
yéu cau cua cong déq, hoac can bg, cong chuc khi dugc Chu tich UBND phan
cong phu trach cung cap thong tin theo ting vu viéc.

2. Can b9, cong chae UBND xa duoc Chu tich UBND xa giao t6 chirc thuc
hién viéc cung cap thong tin ddi voi cac trudong hop quy dinh tai Piéu 5 va Khoan
1 Piéu 17 Luat Tiép c4n thong tin; dinh ky hang thang téng hop bao cao Chu tich
UBND x4 céc thong tin di cung cip trude ngay 05 cua thang ké tiép.

Bo phan Vin phong — Théng ké x& dé xuat, bao cao Chii tich UBND quyét
dinh ddi véi cac truong hop quy dinh tai Khoan 2 Piéu 6, Khoan 3 DPiéu 7, Khoan
2 Piéu 17, Piém e Khoan 1 Piéu 18, Khoan 5 Diéu 19, Khoan 4 Diéu 23 va Diéu
28 Luat tiép can thong tin.

Piéu 5. Trach nhiém ciia cian bd, cong chirc khi dwoe giao cung cép
thong tin

1. T6 chtrc thuc hién cung cap thong tin theo yéu cau cua cong dan, dam bao
tuan thu nguyén tic cung cap thong tin, hinh thuc, trinh tu, thu tuc va thoi gian
cung cip thong tin theo quy dinh cua phép luét; t6 chtc luu trit va bao dam tinh
chinh x4c ctia thong tin duoc cung cp theo yéu cau.

2. Chu tich UBND x4 phéan cong can bo, cong chirc; bd tri lich tiép nhan yéu
cau cung cap thong tin ciia cong dan tai Bo phan "Mot cura" ciia UBND Xa.

3. T6 chic giai thich, hudng dan, thong bao cho cong dan thyc hién quyén
tiép can thong tin theo trinh ty, thu tuc quy dinh; giai quyét cac phan anh, kién
nghi, khiéu nai, td céo cua cong dan vé viéc cung cap thong tin cia UBND x4 theo
quy dinh cua phép luat co6 lién quan.

4. Tir chéi cung cap thong tin theo quy dinh cua Luat Tiép can thong tin sau
khi cé y klen ctia Chu tich UBND x&; quyét dinh viéc gia han cung cap thong tin
theo yéu cau.

5. T6 chuc thuc hién viée dang tai, cap nhat thong tin trén chuyén muc vé
tiép cén thong tin thudc Trang thong tin dién tir ciia X&; cap nhat thuong xuyén
danh myc thong tin phai dugc cong khai, danh myc théng tin cong dan duoc tiép
can co6 diéu kién.

CHUONG III. PHAN LOAI THONG TIN
Picu 6. Ra soat, kiém tra tinh bi mat, phan loai thong tin

1. Pon vi cha tri tao ra thong tin c6 trach nhiém ra soat, kiém tra tinh bi mat
cua thong tin, phan loai ndi dung thong tin trong vén ban, ho so, tai liu thudc
thong tin dugc tiép can, thong tin khong dugc tlep can, thong tin dugc tiép can co
diéu kién theo quy dinh tai Diéu 5, Diéu 6, Diéu 7 Luat tiép can thong tin dé 1ap
Phiéu x4c nhan két qua ra soat, kiém tra tinh bi mat cta thong tin, phan loai thong
tin theo Phu luc 02 kém theo Quy ché nay.
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2. Trong qua trinh ra soat, kiém tra tinh bi mat cia thong tin va phén loai
thong tin, d6i voi cac thong tin phuc tap, thong tin lién quan dén nhiéu linh vuc,

don vi ch tri tao ra théng tin c6 thé 1dy ¥ kién cta cac bd phin chuyén mén thudc
UBND xa.

Diéu 7. Lap, cAp nhiat Danh muc théng tin phai dwoc cong khai

1. Déi v6i cac thong tin phai duoc cong khai theo Diéu 17 Luat Tiép can
thong tin, chdm nhat 01 ngay lam viéc ké tir ngay nhan Phiéu x4c nhan vé két qua
ra soat, kiém tra tinh bi mat cta thong tin, Van phong - Thong ké x& c6 trach
nhiém cdp nhat Danh muc thong tin phai dugc cong khai trén Trang thong tin dién
tur cia X& Tra Giang.

2. Danh myc thong tin phai dugc cong khai gdm cac nodi dung: Tén, sd, ky
hi€u van ban, tai li€u; ngay, thang, ndm tao ra van ban, tai liéu; hinh thurc cong khai
thong tin; thoi diém, thoi han cong khai thong tin (néu co).

Picu 8. Lap, cAp nhat Danh muc théng tin cong dan dwoc tiép cin cé
diéu kién

1. Béi véi cac thong tin dugce tiép can co dicu kién theo Piéu 7 Luat Tiép
can thong tin, chdm nhat 01 ngay lam viéc ké tir ngay nhan Phi€u xdc nhéan két qua
ra soat, kiém tra tinh bi mt cua thong tin, Van phong - Thong ké Xa co trach
nhiém phdi hop va cdp nhat Danh muc thong tin cong dan dugc tiép can co dicu
kién.

2. Danh muc thong tin cong dan duoc tiép can co diéu kién gdm cac ndi
dung: Tén, so, ky hi€u van ban, tai li¢u va ngay, thang, nam tao ra thong tin.

CHUONG IV. CONG KHAI THONG TIN

Piéu 9. Cong khai thong tin trén Trang thong tin dién tir x& Tra Giang

Viéc cong khai thong tin trén Trang thong tin dién tir xa Tra Giang theo quy
dinh tai Diéu 19 Luat Tiép can thong tin.

Picu 10. Niém yét thong tin tai tru sé' co quan

1. Van phong — Théng ké xa thuc hién cong khai thong tin dudi hinh thirc
niém y¢t thong tin tai bd phan "Mot cira" cuia UBND x&. Thoi han niém yét duoc
thuc hién theo quy dinh cua phap luat trong tirng linh vuc.

2. Péi voi nhiing thong tin dugc cong khai bang hinh thirc niém yét ma phap
luat chua quy dinh cu thé vé dia diém, thoi han niém yet thi phai dugc niém yét tai
bo phan "Mot cira" ciia UBND x4 trong thdi han it nhat 30 ngay, ké tir ngdy niém
yét.

Piéu 11. Cong khai thong tin thong qua viéc tiép cong dan, hoat dong
cua nguoi phat ngon cia UBND xa Tra Giang

1. Viéc cong khai thong tin thong qua viée tiép cong dan dugc phan thuc
hién theo Quy ché tiép cong dan cia UBND xa.
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2. Viéc cong khai thong tin thong qua hoat dong phat ngdn va cung cap
thong tin cho bdo chi thuc hién theo cac quy dinh c6 lién quan vé phat ngdn va
cung cap thong tin cho bao chi.

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

1. Truong hop phat hién thdng tin do UBND Xa tao ra va da dugc cong khai
khong chinh xéac thi Van phong -Thong k& xa c6 trach nhiém bao cao Chu tich
UBND xa d¢ kip thoi dinh chinh, cong khai thong tin da dugc dinh chinh.

2. Truong hop phat hién thong tin do UBND X4 tao ra nhung dugc co quan
khéc cong khai khéng chinh xac thi Vian phong -Thong ké Xa bao cao Chu tich
UBND x4 yéu cau co quan da cong khai thong tin kip thoi dinh chinh, cong khai
thong tin da duoc 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 xac, Van phong -Thong ké x& phdi hop véi
don vi tao ra thong tin kiém tra, kip thoi dinh chinh, cong khai théng tin da duoc
dinh chinh trong thoi han cham nhat 1a 15 ngay ké tir ngdy nhan duogc kién nghi.

CHUONG V. CUNG CAP THONG TIN THEO YEU CAU
Picu 13. Tiép nhin Phiéu yéu ciu cung cap thong tin

1. Vin phong -Théng ké x4 c6 trach nhiém tiép nhan Phiéu yéu cau cung cap
théng tin (mau 0la, 02) truc tiép tai UBND x4, qua dia chi mail: vttragiang-
trabong@quangngai.gov.vn den UBND Xx& hodc qua dich vu buu chinh. Truong
hop thong tin trén Phiéu yéu ciu cung cap thong tin khong cu thé, rd rang, Vian
phong - Théng ké x4 hudng dan ngudi yéu cau cung cp thong tin bd sung quy
dinh.

2. Vian phong -Thong ké x4 tién hanh cap nhat yéu cau cung cap thong tin
vao sO theo dodi cung cap thong tin theo yéu cau..

Piéu 14. Lap s6 theo ddi cung cip thong tin theo yéu ciu

1. Van phong -Théqg ké x& 1ap So theo ddi cung cap thong tin theo yéu cau
bang gidy va bang phan mém di¢n tir hang nam.

2. S6 theo doi cung cap thong tin theo yéu cau bang gidy c6 ndi dung quy
dinh tai Phu luc s6 03 kem theo quy ché nay.

3. Ngoai cac Noi dung nhu S6 theo doi cung cap thong tin theo yéu cau bang
gidy, So theo ddi cung cap thong tin theo yéu cau bang phan mém dién tir c6 noi
dung vé tinh trang khiéu nai, khoi kién (néu co).

Piéu 15. Thong bio vé viéc cung cip théng tin, tir chdi cung cip thong
tin

1. Truong hop yéu ciu cung cip thong tin tai Phiéu yéu ciu cung cap thong
tin hop 18, Van phong - Théng ké x& tham muu, trinh Chu tich UBND x4 ra thong
bao vé thoi han, dia diém, hinh thirc cung cap thong tin; chi phi tiép can thong tin
va phuong thirc, thoi han thanh toan (mau 03).
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Thong bao duoc giri toi ngudi yéu cu cung cap thong tin tai tru s co quan
hoac qua mang di¢n tur, dich vu buu chinh.

2. PBéi véi thong tin don gian, co sin ma c6 thé cung cip ngay qua mang
dién tir hodc cé the bd tri nguoi yéu cau doc, xem, nghe, ghi chép ngay tai tru s co
quan ma khong mat chi phi tiép can thong thi cong can ra thong bao vé viéc cung
cap thong tin.

3. Thoi han thong bao vé viée cung’cép thong tin, tir chdi cung cap thong tin
duoc thyc hién theo quy dinh ctia Luat Ti€p can thong tin (mau 04, 05).

Piéu 16. Tap hop, xirly thong tin dé cung cap theo yéu ciu

1. Nguoi 1am ddu méi cung cip thong tin ddi chiéu thong tin duoc yéu cau
cung cap voi Danh muc thong tin phai dugc cong khai, Danh muc thong tin cong
dan dugc ti€p céan co6 dieu kién va co sé dir liéu thong tin cia UBND xa.

2. Déi voi thong tin ¢ san trong Danh muc thong tin phai duoc cong khai,
Danh muc thong tin cong dan dugc tlep can co dleu kién, nguoi lam dau mbi cung
cap thong tin co trach nhiém dbi chiéu véi yéu cau cung cap thong tin va cac diéu
kién theo quy dinh cung cap thong tin cho ngudi yéu cau.

3. Déi véi thong tin phirc tap, thong tin khong co tai co s¢ dir liéu thong tin
cia UBND xa ma can tap hop tur cac bo phan chuyén mon thi xin y kién Chu tich
UBND xa.

4. Khi phat hién thong tin dugc yéu cau cung cap thudc cac truong hop tu
chéi cung cap thong tin quy dinh tai Piéu 28 Luat Tlep can thong tin, theo quy
dinh tai Khoan 2 Diéu 4 Quy ché nay, Vin phong -Théng ké x4 tham muu, dé xuat
Chu tich UBND x4 ra thong bao tir chdi cung cap thong tin bang van ban, néu 1o 1y
do. Truong hop cong dan da ndp chi phi tiép can thong tin thi Vian phong -Théng
ké x4 c6 trach nhiém hoan lai chi phi cho cong dan (mau 05).

Piéu 17. Cung cap thong tin theo yéu cau

1. Truong hop cung cap thong tin theo yéu cau truc tiép tai tru s& co quan,
can cir yéu cau cua nguoi yéu cau cung cap thong tin va hinh thirc chira dung
thong tin, Van phong -Thong ké xa bé tri thiét bi doc, nghe, xem, ghi cheo, sao
chep, chup thong tin tai Van phong phu hgp vo1 hinh thie cung cap thong tin dugc
yéu cau va phu hop vai 601 twong yéu cdu cung cip thong tin, tao thuin loi cho
nguoi khuyét tat dugc tiép can thong tin theo quy dinh cua Nghi dinh s
13/2018/ND-CP ngay 23/01/2018 ctia Chinh phu quy dinh chi tiét va bién phap thi
hanh Luat tiép can thong tin.

2. Truong hop cung cap thong tin theo yéu cau qua mang dién tur, nguoi lam
dau mdi cung cap thong tin co trach nhiém cung cap thong tin

3. Truong hop cung cap thong tin theo yéu cau qua dich vu buu chinh, nguoi
lam dau mdi cung cap thong tin theo yéu cau cung cap thong tin qua dich vy buu
chinh theo d& nghi ctia ngudi yéu ciu tai Phiéu yéu ciu cung cip thong tin.
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4. Thoi han cung cap thong tin theo yéu cau thyuc hién theo quy dinh cua
Luat tiép can thong tin.

5. Quy trinh cung cap thdng tin theo yéu cau dugc thuc hién theo Phu luc sb
04 kém theo Quy ché nay.

Piéu 18. Gia han cung cip thong tin theo yéu ciu

1. Van phong -Thong ké x& bao cdo Chu tich UBND xa quyét dinh viéc gia
han cung cap thong tin trong truong hop can thém thoi gian dé xem xét, tim ki€m,
tap hop, sao chép, giai quyét yéu cau cung cap thong tin.

2. Van ban gia han cung cap thong tin phai duge gui truge khi hét thoi han
cung cip thong tin theo quy dinh ctia Luat tiép can thong tin (mau 04).

Piéu 19. Xir Iy thong tin cung cap theo yéu cau khong chinh xac

1. Truong hop Van phong -Théng k€ xa phat hién thong tin do minh cung
cap khong chinh xac theo yéu cau cung cap thong tin, chdm nhat 14 05 ngay lam
viéc ké tir ngay phat hién, Vian phong -Thong ké xa bao cao Chua tich UBND x4 va
thuc hién dinh chinh, cung cap lai théng tin.

2. Truong hop nhén dugc phan anh, kién nghi ctia nguoi yéu cau cung cap
thong tin vé viéc thong tin dugc cung cap 1a khong chinh xac theo yéu cau cung
cap thong tin, Van phong -Théng ké xa c6 trach nhiém kiém tra tinh chinh Xac cua
thong tin va tra loi kién nghi cta cong dan. Neu phat hién thong tin cung cap theo
y€u cau khong chinh x4c theo yéu cau cung cap thong tin, Vin phong -Théng ké x&
co trach nhiém kip thoi dinh chinh, cung cap thong tin da dugc dinh chinh trong
thoi han cham nhét 1a 15 ngay ké tir ngdy nhan duoc kién nghi theo diing hinh thirc
cung cap nhu lan dau.

Piéu 20. Thu, quén 1y chi phi tiép cin thong tin
1. Cach thtrc thu chi phi tiép can théng tin dugc thuc hién theo huéng din
cua B0 Tai chinh.
2. Van phong Van phong -Théng ké xa quan 1y, sit dung chi phi tiép can
thong tin theo hudng dan cia B§ Tai chinh
CHUONG V. TO CHUC THUC HIEN
Pi¢u 21. Trach nhiém ciia UBND x& Tra Giang

1. Cac b6 phan chuyén mén thuoc UBND c6 trach nhiém thyc hién Quy che
nay, xur ly thong tin theo yéu cau; kip thot phan anh nhiing kho khén, vuong mac
trong qua trinh to chirc thuc hién vé Vian phong -Théng ké Xa.

2. Can b9, cong chirc, ngudi hoat dong khong chuyén trach, cong dan co
thanh tich trong hoat dong cung cap thong tin duge UBND xa khen thuong hoac dé
nghi cac co quan nha nudc cd thim quyén khen thudng theo quy dinh ctia Luat Thi
dua, khen thudng.
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3. Cén bg, cong churc, ngu’c‘ri hoat dong khéng chuyén trach, cong dan xa vi
pham cac quy dinh tai Quy ché nay, tuy theo tinh chat, mirc d6 vi pham thi bi xtr Iy
theo quy dinh cua phap luat./.



PHU LUC 01

(Kém theo Quyérdinhs6  /OP-UBND ngay / /2024

cua UBND x& Tra Giang)

Mau sb 01a

Phiéu y&u cau cung cap thdng tin caa cong dan

MAu s6 01b

Phiéu y&u cau cung cap thdng tin caa cong dan thdng qua té chc,
doan thé, doanh nghiép

Mau sé 02

Phiéu tiép nhan yéu cau cung cép théng tin

MAu s6 03

Phiéu giai quyét yéu cau cung cip thdng tin

MAu s6 04

Thong béo gia han y&u cau cung cap thdng tin

MAu s6 05

Thong béo tir chdi yéu cau cung cap théng tin

Mau s6 06

Vin ban chap thuan




UBND XA TRA GIANG
VAN PHONG
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PHU LUC 02

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

SO THEO DOI CUNG CAP THONG TIN THEO YEU CAU
(Tir ngay...thang...ndm... dén ngay...thang...nam...)

STT

yéu
cau

Ngay,
thang,
nam
nhan
yéu cau

Tén nguoi
yéu cau

Dia chi
nguoi
yéu
chu

S6
dién
thoai

Thw
dién tr
(néu
cd)

Tén,
50, Ky
hi€¢u
van
ban,
ho S0,
tai liéu
dugc
yéu
ciu

Hinh
thire
cung
cﬁp
théng
tin

Ngay,
thang,
nam
cung
cﬁp
théng
tin

Chi
phi
tiép
can
théng
tin

Tén
nguoi
tiép
nhan

yéu
cau

Thong
bao tir
chdi, ly
do twr
chbi
yéu
cﬁu

Théng
bao gia
han, ly
do gia
han
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PHU LUC 03

UBND XA TRA GIANG CONG HOA XA HOI CHU NGHIA VIET NAM
VAN PHONG - THONG KE Doc 1ap — Tw do — Hanh phuc

' ~ PHIEU XAC NHAN
Ket qua ra soat, kiem tra tinh bi mat caa théng tin, phan loai théng tin

Loai thong tin! Hinh thirc cong
$6, ky hiéu Ngay, : khai/cung cap thong tin

Tén, trich yéu viin
ban, ho ¢, tai li¢u

thang, nam
tao ra Thongtin | Thongtin | Thong tin
thong tin | dugc tiép khéng dugc | tiép can co
can tiep can dieu kién

Cung cap
Cong khai thong tin
thong tin? theo yéu
cau®

TT vin ban, hd

S0, tai liéu

1 Panh dau X vao cot thich hgp, ddng thoi néu 15 cin ctr theo diéu/khoan cua Luat tiép can théng tin.
2Néu r6 thoi diém, thoi han cong khai thong tin (néu co)

3Néu rd cac hinh thirc cung cap théng tin theo yéu cau c6 thé &p dung.
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Phu luc 04
Quy trinh cung cp thong tin theo yéu ciu
cua UBND xa Tra Giang

Céc ne N Nguoi thue Ghi
buée Noi dung Thoi gian hi¢n chi

- Tiép nhan va kiém tra hd so yéu
cau cung cap thong tin 1 ngay lam

- Ra thong bao bo sung hd so vigc ké tu

(trudng hop phai bo sung hd so). ngay nhan Van phong —
. , , dugc yéu Thong ké
Nhéan ho so bd sung (néu co) cAu CCTT

Budéc 1 |- Vao s6 theo ddi cung cap thong tin hop 1€
theo yéu cau

Poi véi cac thong tin quy dinh tai diém b, diém c khoan 1 va khoan 2 Diéu 23
Luit Tiép can thong tin, thong tin da tung dwgc cung cap theo yéu cau hodc thong
tin don gidn, c6 san trong Luu trit co quan

- Ra théng bao Ve viée giai quyét
yéu cau cung cap thong tin theo
Mau sb 03 ban hanh kém theo Nghi
dinh s6 13/2018/ND-CP ngay 23
thang 01 nam 2018 cua Chinh phu
quy dinh chi tiét va bién phap thi
hanh Luét Tiép can thong tin (trir
truong hop thong tin don gian, co

01 ngay lam
viéc ké tir
ngay nhan Vian phong —

duogc yéu Thong ké
sin ma cé thé cung cap ngay qua|

cau CCTT
mail dién tir hodc c6 thé bo tri dé hop 1¢

ngudi yéu cau doc, xem, nghe, ghi
chép ngay tai try s& co quan ma
) khong mét chi phi tiép can thong tin
Buéc 2 |iheo quy dinh tai Khoan 2 Diéu 15
Quy ché)

- Thu chi phi tiép can thong tin
- Cung cép thong tin (theo cic| Theo Luét
phuong thitc quy dinh tai Luat dinh
TCTT)

- Vao s theo doi cung cap thong tin
theo yé€u cau

Poi voi thong tin khong co siin theo quy dinh tai khoan 1 Diéu 17 Quy ché
hodc xét thay can thiét c6 y kién ctia don vi tao ra thong tin
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Buwéc 3

- bé nghi don vi chu tri tao ra thong
tin phoi hop gidi quyét yéu cau cung
cap thong tin;

-Ra thong bao vé thoi han giai quyét
yéu cau cung cap thong tin theo Mau
s0 01a,01b kém theo Quy ché nay

- Tim kiém, xem xét, x 1y thong
tin, gtri thong tin (da dugc xur 1y) toi
Vin phong — Thong ké hoic dé nghi
Vin phong — Théng ké tir chdi
(Phiéu tir chdi) hodc gia han cung
cap thong tin (Phiéu gia han)

- Ra thong bao giai quyét yéu cau
cung cdp théng tin hodc théng bao
tir chdi cung cip thong tin/ gia han
cung cép thong tin

- Thu chi phi tiép can thdng tin (néuco)

- Cung cip théng tin (theo cac
phuong thic quy dinh tai Luat
TCTT)

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

01 ngay lam
viéc ké tir
ngay nhan

dugc yéu cau

CCTT hop 1€

03 ngay lam
viéc ké tir
ngay nhan

dugc yéu cau

CCTT hop 1€

05 ngay lam
viéc ké tir
ngay nhan

dugc yéu cau

cung cap théng
tin do Van
phong S¢& gui
dén

15 ngay lam
viée ké tir
ngady nhan

duoc yéu cau
cung cip thdng
tin hop 1€

Van phong —
Thong ké

Van phong —
Thong ké

- BO phan chu tri
tao ra thong tin

- Van phong —
Thong ké

Van phong —
Thong ké

Van phong —
Thong ké

Van phong —
Thong ké
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M4Au s6 0la

CONG HOA XA HQI CHU NGHIA VIET NAM
Pgc l1ap - Tw do - Hanh phuc

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

KiNh g,
1. Ho, tén ca nhan y&u cau cung cap thBng tin:..............oveiieeieiiieeieei,
2. Nguoi dai dién/Nguoi giam
O e
3. S6 CMTND/Thé can cudc cong dan/Ho Chiéu ............cocoveeeiiieeieieiieeii,
cap ngay....... [...... [.......
15:1 PP
4. Noi cu
2
5.S6diénthoaid...........coeeiiii A e cE-maili............
6. Tén van ban/hd so/tai LieU YU CAU CUNG CAP:. . eevneee e,
7. Muc dich y8u cau cung cap thONg tiN:.........eeeee e
8. Y&u cau cung cap thong tin nay lan thi:
a) Lan dau b) Khac: ........... (ghi rd sb lan da yéu cau

cung cap théng tin ¢6 ndi dung néu trén)

9. S6 lugng ban in, sao, chup vian ban, ho so, tai HU:...........oveveeiie e,
10. Phuong thirc nhan van ban, o so, ta1 U . ......veeeeee e
0 Nhan tai noi yéu cau cung cap théng tin
0 Nhén qua buu dién (ghirdo diachinhan):...............oo
0 Fax (8hi 18 8O TaX) ... oeie et

o Nhan qua mang dién tdr (ghi r6 dia chi  nhan):

m Hinh thirc khac (ghi

11. Van ban kém theo (trong trudng hop tiép can thong tin co diéu kign):...
NGUOI YEU CAU
(Ky, ghi r6 ho tén)
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! Theo quy dinh cua b¢ lut dan sy vé nguoi dai dién, ngudi gidm ho ddi véi ngudi yéu cau cung cap thong tin 1a
ngudi chua thanh nién, nguoi han ché nang lyc hanh vi dan sy, ngudi mat nang lyc hanh vi dan sy, nguoi ¢6 khé
khan trong nhan thac va lam chi hanh vi...

2 Ghi noi cu trii ciia nguoi dai dién/ngudi giam he.
3 Ghi s6 dién thoai, fax, email ctia nguoi dai dién/giam ho.

M4Au s6 01b

CONG HOA XA HQI CHU NGHIA VIET NAM
Pgc l1ap - Tw do - Hanh phuc

PHIEU YEU CAU CUNG CAP THONG TIN 7
(Danh cho cong dan yéu cau cung cap thdng tin théng qua to chire, doan the,
doanh nghiép)

KN QU

1. Tén t6 chirc, doan the, doanh NGNIBP:. ... ...vee e,
2. Nguoi dai dién cua t0 chac, doan thé, doanh nghiép:
3. S6 CMTND/Th¢ cin cuée cong dan/Ho
ChiU.......oi

cap ngay ........... [ovvini... [oceiini... Al
4, Pbia chi tru s6 cua to chic, doan thé, doanh nghiép:
5.S6 diénthoai?..........coveiee, cFaX. oo, CE-mail:
0. Tén van ban/ho so/tai liéu yéu cau cung
CAP . ettt et e

7. Muc dich yéu cau cung cap thong tin: ...... ..o
8. Yéu cau cung cap thdéng tin nay lan tha:

a) Lan dau b) Khac: ........... (ghi rd so lan da yéu cau cung

cap théng tin c6 noi dung néu trén)
9. SO0 luwong ban in, sao, chuyp van ban, ho so, tai liéu:

10. Phuong thuc nhan van ban, hd 50, tai

0 Fax (8hi 18 SO FAX) < .n et
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0 Nhan qua mang dién tir (ghird diachinhan): ...,
0 Hinh thac Khac (ghi ro): ... FETTRTI
11. Van ban kém theo (trong truong hop tiép can thong tin co dieu kign):
NGUOI YEU CAU3
(Ky, ghi rd ho tén)

! Theo quy dinh ciia B9 luat dan sy vé nguoi dai dién ciia to chirc, doan thé, doanh nghigp.
2 Ghi s6 dién thoai, fax, email ciia nguoi dai dién yéu cau cung cap thong tin.
3 Nguoi dai dién Ky, ghi rd ho tén va dong dau cua to chire, doan thé, doanh nghiép do.
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MAu sé 02

TEN CO QUAN CONG HOA XA HQI CHU NGHIA VIET NAM
PON VI PAU MOI! Poc 1ap - Tw do - Hanh phtc
S6:........ [ovennn... oo, NQAY............ thang........ nam..... ...

PHIEU TIEP NHAN YEU CAU CUNG CAP THONG TIN 2
Tén co quan/don vi dau méi cung cap thong

Tiép nhan Phiéu yéu cau cung cap thong tin ciia Ong/Ba®: ...............cccoeeeenn....
S6 CMTND/Thé can cudc ¢ong dan/HO ChidU .......ooveeiee e,
CAp NQAy......... T FRAE e
I e Bl 4 L
So diénthoai: .....oovvvveeiein, Fax: .ooooovvein, Email: .........................
Yéu cau cung cap van ban/hd so/tai lidu:
Hinh thiac cung CAp thONG N .......oieeee e
Vin ban kém theo Phiéu yéu cau cung cap thong tin gom®:

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

! Trudng hop co quan cung cap thong tin phan céng don vi dau moi

2 Phiéu tlep nhan yéu cau cung céap thong tin dugc lap thanh 2 ban; mot ban luu tai co quan/don
vi dau méi cung cip thong tin, mot ban giao cho ca nhan, té chtrc y8u cau cung cap thong tin.

8 Tén cuia nguoi dai dién trong trudng hop cung cap thdng tin cho cong dan théng qua to chic,
doan thé, doanh nghiép.

4 La nhimg van ban kém theo trong truong hop cung cap thong tin ¢ diéu kién.
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M42u s6 03

TEN CO QUAN CONG HOA XA HQI CHU NGHIA VIET NAM
PON VI PAU MOI! Poc lap - Tw do - Hanh phuc
S, [ieaiinn, ceeveey NOAY............ thang... ..... nam.........

PHIEU GIAI QUYET YEU CAU CUNG CAP THONG TIN

KINh QUi

Nhan duoc de nghi cua Ong/Ba?

S6 CMTND/Thé cin cudc cong dan/Ho chiu....................oooooiii,
cap ngay...... [o...... R v | P
Noi cu
P
So dién thoal:....................... =) G Email

Yéu cau cung cap van ban/hd so/tai lidu:

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

Co quan/Pon vi giéu mbi cung cap thong tin thdng bao vé viéc cung cap thdng tin
do Ong/Ba yéu cau nhu sau:

Hinh thac cung cap 0N LN L,
Dija diém cung cap thong tin (trong treong hop cung cap thong tin tai tru s& co
quan cung cap théng tin):
Chi phi cung cap thong tin (néu co):
Phuong thirc thanh toan (néu co)
Thoi han thanh todn (N€U CO): ...........oooiiiiiii i,
NGAY CUNG CAP thONG LN ...t

THU TRUONG CO QUAN/PON VI PAU
MOI CUNG CAP THONG TIN
(Ky, ghi rd ho tén, dong ddu co quan/don vi
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dau mai cung cap thong tind)

L Truong hop co quan cung cip thong tin phan cong don vi dau mai.

2 Tén cua nguoi dai dién trong truong hop cung cap thong tin cho cong dan théng qua to chic,
doan thé, doanh nghiép.

8 Truong hop don vi ddu méi cung cap thong tin khdng ¢ con dau riéng thi sir dung con diu cua
co quan cung cap théng tin.
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MAu sb 04

TEN CO QUAN CONG HOA XA HQI CHU NGHIA VIET NAM
PON VI bAU MOI! Poc lap - Tw do - Hanh phac
SO:........ [eeiuninn. ceveNQay............thang... ..... nam.........

THONG BAO
GIA HAN CUNG CAP THONG TIN

Kinh gui: ..o

Tén co quan/don vi dau méi cung CAp thANg tin: .........oooovieiiiiiieeieeeeee,
Nhan duoc Phiéu YBU cau ciia ONG/BAZ: . ....ee e,
S6 CMTND/Thé cin cudc cong dan/Ho chiéu...............oooeue.. cap ngay...../
...... Lo dal oo

I e el 4 | P

Ngay/thang/nam nhan PRiU YEU CAU ...........oiiueiii i)
Co quan/DPon vi dau moi cung cap thong tin thdng bao vé viéc gia han cung cap

A 7

théng tin do Ong/Ba yéu cau vi ly

Thai gian gia han cung Cap thONG tiNT..........eieen it
Thoi gian cung cap thong tinsau kKhigiahan: ...,

THU TRUONG CO QUAN/PON VI PAU
MOI CUNG CAP THONG TIN
(Ky, ghi rd ho tén, déng dau co quan/don vi
dau maéi cung cap thdng tind)

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

2 Tén cta nguoi dai dién trong truong hop cung cap thdng tin cho cong dan théng qua to chic,
doan thé, doanh nghiép.

3 Trudong hop don vi dau mdi cung cap théng tin khdng c6 con dau riéng thi sir dung con dau cia
co quan cung cap thong tin.
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M4Au sb 05

TEN CO QUAN CONG HOA XA HQI CHU NGHIA VIET NAM
PON VI PAU MOI! Poc 1ap - Tw do - Hanh phuc
SO:........ [eeiuninn. , hgay .. thang........ nam.........

~_ THONG BAO X
TU CHOI YEU CAU CUNG CAP THONG TIN

Tén co quan/don vi dau  mdi  cung cap  thong  tin:

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

Nhan dugc Phiéu yeu cau caa ONg/Ba%: ........oiveeiiee e
S6 CMTND/Thé can cude cong dan/Ho chiéu
............................................. CAD NQAY....oevvvevee Lovveees 1o tai
I e Rl 4 |
S dién thoais....oeveeeee, FaX.. o ieeieiann.,
Email:...........ccoooii

Y&u cau cung cap van ban/hd so/tai TEU: . ........oovueiee e
Ngay/thang/nam nhan PhiU YBU CAU ...........oiiuiii i)

Co quan/Pon vi dau méi cung cap thong tin thong béo vé viéc tir chéi cung cap
thong tin do Ong/Bayéu cau Vi Iy do ...

THU TRUONG CO QUAN/PON VI PAU
MOI CUNG CAP THONG TIN

(Ky, ghi rd ho tén, déng dau co quan/don
Vi dau méi cung cap théng tin%)

! Truong hop co quan cung cip théng tin phan cong don vi dau mdi.

2 Tén cia nguoi dai dién trong truong hop cung cp théng tin cho cong dan théng qua to chuc,
doan thé, doanh nghiép.

% Trudng hop don vi dau mdi cung cap thdng tin khdng c6 con dau riéng thi st dung con diu cua
co quan cung cap thong tin.
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MAu s6 06

CONG HOA XA HQI CHU NGHIA VIET NAM
Pgc l1ap - Tw do - Hanh phuc

Tén toi la
So CMTND/Thé cin cudc cong dan/Ho ChidU .........oeueeeneiie i,
CApNQAY .......... [ [oeiin.... tal o

B Lo el i 5§ ST
S dién thoal:................. Fax..............
Email:.......oo

La chu so hitu bi mat kinh doanh/La chu s¢ hiru thong tin lién quan dén bi mat doi
séng riéng tu, bi mat ca nhan/La thanh vién cua gia dinh c6 thong tin lién quan tai
van ban/ho so/tai liéu:. ........

Dong Y A8 ONGIBAL. ..o
S6 CMTND/Thé can cudc cOng dan/HoO ChidU.........oveu e,
CAp NQay......... R FRAE e

2 2D 5
Sédienthoaic.............cooeeiinn. Email: ...
DuoC tidp CaN thAONG tiN...eee e, tai van ban/hd
so/tai liéu néu trén.

XAC NHAN CUA UBND CAP XA NGUOI CHAP THUAN
(Xac nhan ch ky ciia nguoi chap (Ky va ghi r6 ho tén)
thugn)
Ghi chu:

= "Truong hop vén ban chap thuan cua t6 chuc, doanh nghiép thi nguoi dai dién ky, dong dau cua
t6 chirc, doanh nghiép d6 ma khong can xac nhan cua Uy ban nhan dan cap xa.

2 Co quan cung cap thdng tin c6 thé tach thanh 03 mau vin ban chap thuan twong ang veéi ting
truong hop tiép can thong tin c6 diéu kién.
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! Danh cho trudng hop tiép can thong tin c6 diéu kién theo quy dinh tai Didu 7 Luat tiép can
thong tin.
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