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

XA HAI LANG Poc 1ap - Tw do - Hanh phiic
S6: 671 /QD-UBND Hai Léing, ngay 16 thang 70 nam 2026
QUYET PINH

Vé viéc ban hanh Quy ché cung cap thong tin cho cong dan
cua UBND xa Hai Lang, tinh Quang Tri

UY BAN NHAN DAN XA HAI LANG

Can cir Ludt Té chitc chinh quyén dia phirong ngay 16 thang 6 ndm 2025;

Can cu Ludt An ninh mang ngay 10 thang 12 nam 2025;

Can cit Ludt Tiép cdn thong tin ngay 23 thang 4 ndm 2026;

Can cit Nghi dinh s6 337/2026/NP-CP ngay 26/8/2026 cua Chinh phii quy
dinh chi tiét mét s6 diéu va bién phap thi hanh Ludt T ié}) cdn thong tin;

Can cit Théng tw s6 126/2026/TT-BTC ngay 24/8/2026 ciia Bé treong Bé Tai
chinh quy dinh chi tiét chi phi thuc té dé in, sao, chup va giri théng tin theo quy
dinh tai khodn 2 Diéu 25 Ludt Tiép cdn théng tin sé 01/2026/QHI16;

Theo dé nghi ciia Chanh Vin phong HPND va UBND xd Hai Lang tai To
trinh s6 154/TTr-VP ngay 12 thang 10 nam 2026.

QUYET PINH:
Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché cung cip thong tin cho
cong dan cia UBND xa Hai Lang.
Piéu 2. Quyét dinh nay co hiéu luc thi hanh ké tir ngay ky.
Diéu 3. Chanh Van phong HDND va UBND xa; Truong cac phong chuyén
mon; Giam doc Trung tam Phuc vy hanh chinh cong; Thu truong cac co quan, don
vi va céc t0 chirc, canhan cd lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

No’ihnhélg: 3 TM. UY BAN NHAN DAN
- Nhu Diéu 3; 3 i

- S& Tu phap (b/cao); " HU TICH

- BTV bang uy x4 (b/cao);

- TT HDND (b/céo), cac Ban HDND x3;
- Chu tich, cac Pho Chu tich UBND x3;
- Cac co quan, don vi trén dia ban x4;

- Céac thon trén dia ban x4;

- Trang TTDT xa (dang tai QD);

- Luu: VT,VP.

guyén Dirc Phong
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UY BAN NHAN DAN  CONG HOA XA HQI CHU NGHIA VIET NAM
XA HAT'LANG Poclap -Tw do - Hanh phic

QUY CHE
Cung cap thong tin cho cong din ciia UBND xa Hai Ling, tinh Quang Tri
(Ban hanh kém theo Quyét dinh s6  /OD-UBND
ngay /10/2026 cua UBND xa Hai Lang)

N Chuong I
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi diéu chinh

1. Quy ché nay quy dinh vé viéc cong khai thong tin va cung cdp thong tin
theo yéu cau thudc pham vi, trach nhiém cung cap thong tin cia UBND xi Hai
Lang theo quy dinh ctia Luat Tiép can thong tin nim 2026.

2. Thong tin thudc trach nhiém cung cdp cia UBND xa Hai Ling bao gdm:
Thong tin do HDND xa, Thuong truc HDND xa, cac co quan cia HPDND xa tao ra;
thong tin do UBND xa, Chu tich UBND x4, cac co quan chuyén mon, t6 chtrc hanh
chinh cia UBND x4 tao ra (trir truong hop thong tin céng dan khéong dwoc tiép can
quy dinh tai Piéu 15 Ludt Tiép cdn théng tin) ; thong tin do UBND xi nim giir
trong trudng hop viée cung cp thong tin 14 can thiét dé bao vé loi ich cong cong,
strc khoe cua cong dong.

3. Pbi véi hd so, tai lidu co chira ca thong tin cong dan khong duoc tiép can,
thong tin cong dan dugc ti€p can va cac phan thong tin c6 thé dugc phan tach hop
Iy, UBND xi xem xét, quyét dinh cung cap mot phan ho so, tai liéu chira thong tin
cong dan dugc tiép can.

4. D6i véi thong tin cong dan tiép can co diu kién thi UBND x4 cung cap
thong tin khi c¢6 du di€u kién theo quy dinh.

Pi¢u 2. Poi twong ap dung

1. Quy ché nay duoc ap dung ddi v6i yéu cau cung cip thong tin cla cong
dan cu tra trén dia ban xa Hai Lang; yéu cau cung cap thong tin cua cong dan khac
trong truong hop lién quan dén quyén, loi ich hop phap ctia ho; don vi, ca nhan ¢
trach nhiém cung cp thong tin theo quy dinh ctia Quy ché nay.

2. Nguoi nude ngoai trong truong hop yéu cau cung cip thong tin lién quan
tryc tiép dén quyén va nghia vu cta ho.

3. Viéc yéu cau cung cip thong tin cua cong dan thong qua to chic, doan
thé, doanh nghi€p (sau day goi la t6 chirc) dugc thuc hién trong truong hop nhicu
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ngudi trong to chitc ¢6 cling yéu cau tiép can ddi v4i thong tin gidng nhau.

4. Quy ché nay khong ap dung d6i voi viéc cung cip thong tin cho phong
vién, bao chi. Viéc cung cap thong tin cho phong vién, béo chi thuc hién theo quy
dinh cua Luat Bao chi ngay 10/12/2025, Nghi dinh sb 244/2026/ND-CP ngay
26/6/2026 ctua Chinh pha vé viéc quy dinh chi tiét viéc phat ngén va cung cip

thong tin cho bao chi cua cac co quan hanh chinh nha nudc va cac van ban c6 lién
quan.

Pi¢u 3. Nguyén tic dam bio quyén tiép cin thong tin

1. Moi cong dan déu binh déng, khong bi phan biét dbi xur trong viéc thuc
hién quyén tiép can thong tin.

2. Théng tin dugc cung cp phai chinh xac, diy du.

3. Viéc cung cip thong tin phai ding trinh ty, thu tuc theo quy dinh cua phap
luat; ddy manh tng dung cong ngh¢ thong tin, chuyen d6i sd, ting cudng cung cip

thong tin trén moi trudng sd; bao dam viéc cung cap thong tin kip thoi, minh bach,
thuan loi cho cong dan.

4. Viéc han ché quyén tiép can thong tin phai do luat dinh trong trudng hop
can thiét vi Iy do qudc phong, an ninh quoc gia, trat tu, an toan xa hoi, dao duc xa
hoi, strc khoe cia cong dong.

5. Viéc thuc hién quyén tiép can thong tin cta cong dian khong duge xdm
pham lgi ich quodc gia, dan tdc, quyén va loi ich hgp phap ctua co quan, to chuc
hodc cua nguoi khéc.

Piéu 4. Quyén va nghia vu ciia cong dan trong viéc tiép cin thong tin
1. Cong dan c6 cac quyén sau day:
a) Dugc cung cép thong tin chinh xac, dﬁy du, kip thoi, minh bach, thuan loi;

b) Khiéu nai, té cdo, khoi kién hanh vi vi pham phap luat vé tiép can thong
tin theo quy dinh tai Di€u 13 ctua Luat Tiép can thong tin.

2. Cong dan co6 cac nghia vu sau day:
a) Tuan thu quy dinh cta phap ludt vé tiép can thong tin;
b) Khong 1am sai léch ndi dung théng tin di duoc cung cap;

¢) Khong xam pham quyén va loi ich hop phap cua co quan, t6 chirc hoic
cua nguoi khac khi thuc hién quyén ti€p can thong tin.
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Chuong I1
PHAN CONG TRACH NHIEM

Pi¢u 5. Phin cong phu trach cung cip thong tin

1. Chu tich UBND x4 1a nguoi chiu trach nhiém vé viéc cung cap thong tin
cua UBND xa Hai Lang.

2. Chu tich UBND xa phan cong cac Phd Chu tich UBND xa giup Chu tich
UBND xi phu trach to chtic cung cdp thong tin trong linh vire duge phan cong phu
trach.

Pho Chu tich UBND xa phu trach cung cép thong tin c6 trach nhiém chi dao
viéc cung cap thong tin; dé xuit, bio cdo Chu tich UBND x3 céac diéu kién bao
dam thuc hién viéc cung cp thong tin.

Di€u 6. Trach nhiém cia dau moi cung cap thong tin

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

2. Trach nhiém Van phong HDND va UBND xa

a) B4 tri cong chirc 1am dau mdi cung cdp thong tin dé thyc hién cung cap
thong tin cho cong dan; BS tri ngudi hudng dan, giai thich, gitip d& ngudi khuyét
tat gap khé khin trong viée dién Phiéu, ky Phiéu yéu cdu cung cip thong tin hoic
gip kho khin trong viéce tiép cén thong tin;

b) Lap, cap nhat Danh muc thong tin phai duoc cong khai theo Piéu 17 cia
Luat Tiép can thong tin.

Danh muc thong tin phai dugc cong khai gom cac ndi dung: Tén, s0, ky hi¢u
cua van ban hodc ho so, tai li¢u; ngay, thang, nam tao ra van ban hoac ho so, tai
li¢u; hinh thirc cong khai.

Truong hgp thong tin dang duge cong khai tai cac co s¢ dit liéu khac nhau
hodc dang tai trén Cong thong tin dién tir xa thi tai Danh muc thong tin phai dugc
cong khai gém cac ndi dung: Tén van ban hodc tén hd so, tai lidu; chi dan dia chi
truy cap ddi véi thong tin do.

¢) Tiép nhén, xt 1y cac yéu cau cung cap théng tin cﬁa cong dan; chu tri,
phdi hop véi cac dorn vi ¢6 lién quan xtr Iy yéu cau cung cap thong tin cua cong
dan; thuc hién cung cip thong tin cho cong dan hodc gia han, tir chdi viée cung cip
thong tin theo quy dinh;

d) Giai thich, huéng dan, thong bao cho cong dan thuc hlen quyén tlep can
thong tin dang trinh tu, thu tuc; hu’O’ng dan, hd trg ngudi yéu cau cung cap thong
tin xac dinh rd tén van ban hodc tén hd so, tai liéu c6 chira thong tin can cung cip
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deé dién day du, chinh xac vao Phiéu yéu cau cung cap thong tin;

d) Ti€p nhan, xu Iy hoac phodi hop vdi cac don vi co lién quan xtr ly phan
anh, kién nghi, khiéu nai, t0 cdo cua t6 chuc, cong dan vé€ viéc cung cap thong tin
cua co quan, don vi minh theo quy dinh ctua phap ludt c6 lién quan; kién nghi, dé
xuat voi nguodi dimg dau co quan, don vi cdc van dé phat sinh trong qué trinh giai
quyét yéu cau cung cap thong tin cho cong dan;

e) Chul tri, phbi hop v6i don vi tao ra thong tin xir 1y trong trudng hop thong
tin da cong khai khong chinh x4c hodc thong tin da cung cap theo yéu cau khong
chinh x4c, khong day du;

g) Theo ddi, d6n dbc viéc giai quyét yéu cau cung cap thong tin ciia cong
dan; tong hop tinh hinh, két qua cong tac cung cap thong tin thudc pham vi trach
nhi€ém cua co quan, don vi;

h) Bao dam cac diéu kién dé cung cip thong tin theo yéu cau ctia cong dan.

3. Trach nhiém ciia cong chirc dugc phan cong lam dau mdi cung cap thong tin

a) Tiép nhan Phiéu yéu cau cung cp thong tin, vao SO theo ddi cung cép
thong tin theo yéu cau va bao cao Chanh Van phong HBDND va UBND xa;

b) Giai thich, hudéng dan, thong bao cho cong dan thuc hién quyén tiép can
thong tin theo quy dinh phap luat; huéng dan, hd trg nguoi yéu cau xac dinh rd hd
s0, tai liéu, tén van ban c6 chira thong tin can tim kiém dé dién day du, chinh xac
vao Phiéu yéu cau cung cip thong tin;

¢) Khi nhan duoc yéu ciu cung cap théng tin hop 18, thong bao vé thoi han,
dia diém hinh thtc cung cip thong tin; chi phi thuc té dé in, sao, chup, giri thong
tin qua dich vu buu chinh, fax (néu c6) va phuong thirc, thoi han thanh toan theo
mau Phiéu str dung trong cung cip thong tin theo yéu cau tai Phy lyc ban hanh kém
theo Nghi dinh s6 337/2026/ND-CP;

d) Cung cap thong tin cho cong dan chinh xac, ddy du cho céng dan theo
ding hinh thue, trinh tu, tha tuc, thoi han theo quy dinh phap luat; khong duogc
nhiing nhiéu, giy can trd, kho khin trong khi thuc hién nhiém vy;

d) Kién nghi, d¢ xuat Chanh Van phong HDND va UBND x4 vé cic van dé

phat sinh trong qua trinh giai quyet yéu cau cung cip thong tin cho cong dan; xay
dung bao c4o vé tinh hinh cung cap thong tin ctia don vi.

Piéu 7. Trach nhiém ciia cac don vi chii tri tao ra thong tin

1. Bon vi chu tri tao ra thong tin xac dinh thong tin thuoc Danh muc thong
tin phai dugc cong khai theo Diéu 17 cuia Luat Ti€p can thong tin va chuyén dén
don vi dau moi cung cap thong tin.



6

2. Pon vi chu tri tao ra thong tin c6 trach nhi€m ra soat, kiém tra, xac dinh
ndi dung thong tin trong van ban, hd so, tai liéu thudc thong tin cong dan khong
duoc tiép can, thong tin cong dan dugc tiép can c¢6 diéu kién theo quy dinh tai biéu
15 va Piéu 16 cia Luat Tiép can thong tin; st dung cac bién phéap ki thuat phu hop
voi dic diém, tinh chat cta van ban, ho so, tai liéu dé loai bo céc thong tin nay
truée khi chuyén cho don vi ddu mbi cung cép thong tin.

3. Déi voi ho so, tai lidu c6 chira ca thong tin cong dan khong duge tiép can,
thong tin cong dan dugc tiép cdn va cac phan thong tin c6 thé duoc phan tach hop
1y, don vi chu tri tao ra thong tin ¢ trach nhiém ra soat, phan tach mot phan ho so,
tai liéu chta thong tin cong dan duoc tiép can trude khi chuyén cho don vi dau mdi
cung cap thong tin.

Viéc sir dung cac bién phap k¥ thuat dé phan tach thong tin phai bao dam
phu hop véi cac quy dinh vé bao vé bi mat nha nudc, an ninh mang, bio v¢ dir licu
c4 nhan va quy dinh cta phap luat khac c6 lién quan, phu hop voi diéu kién va
nguén lyc thyc hién ctua co quan, don vi, khong lam dnh hudng dén hoat dong binh
thuong ctia co quan, don vi.

4. Chiju trach nhiém vé két qua ra soat, kiém tra tinh bi mat cua thong tin,
phan loai thong tin, bao dam tinh chinh xac cua thong tin trudc khi giri Van phong
HDND va UBND xa.

5. T chirc luu trit va chuyén giao thong tin do don vi minh chi tri tao ra t6i
Vién phong HDND va UBND xa dé€ cung cap thong tin theo quy dinh ctia Quy ché
nay va cac quy dinh phép luét co lién quan.

6. Chi dao viéc tim kiém thong tin thudc pham vi, linh vuc do minh phu
trach hoac chi dao tham gia ¥ kién d61 véi viée cung cap thong tin theo dé nghi ctia
Van phong HDND va UBND xa.

7. Phéi hop vo1 Van phong HDND va UBND xa tra 101 cac phan anh, kién

nghi, khiéu nai, t6 céo ctia cong dan vé viéc cung cdp thong tin cia UBND x4 theo
quy dinh cua phép luat c6 lién quan.

Pi¢u 8. Trach nhiém ciia Trung tAm Dich vu tong hop

1. Huéng dan cac co quan chuyén mon thuoc UBND x3; Trung tim Phuc vu
hanh chinh cong, cac co quan, don vi cap xa ting dung cong nghé thong tin; s6 hoa,
chit ky sd, ching thu sb; k§ thuat vé bién phép, quy trinh bao quan thong tin va hé
théng quan 1y thong tin trong hoat dong cung cap thong tin cia UBND xa.

2. Phéi hop véi cac co quan chuyén mén hd trg k§ thuat vé bién phéap, quy
trinh bao quéan thong tin va hé théng quan 1y thong tin trong hoat déng cung cap thong
tin cua UBND xa.
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Chuong 111
QUY TRINH CHUYEN GIAO THONG TIN
Piéu 9. Ra soat, kiém tra tinh bi mat, phan loai théng tin
1. Cham nhét 01 ngay lam viéc ké tir ngay tao ra thong tin, cdc don vi chi tri
tao ra thong tin ¢6 trach nhiém ra soat, kiém tra tinh bi mat cta thong tin, phan loai
ndi dung thong tin trong van ban, hd so, tai liéu thudc thong tin duogc tiép can,
thong tin khong duogc tiép can, thong tin duoc tiép can co diéu kién theo quy dinh
tai Didu 14, Didu 15, Didu 16 Luat Tiép can thong tin.

2. Trong qua trinh ra soat, kiém tra tinh bi mat cia thong tin va phan loai
thong tin, d6i voi cac thong tin phuc tap, thong tin lién quan dén nhiéu linh vuc,
don vi dugc giao chu tri tao ra thong tin co thé 1y ¥ kién cua cac phong, nganh c
lién quan va bao cdo Chu tich UBND hoac Pho Chu tich UBND xa phu trach
nganh, linh vuc quyét dinh.

Pi¢u 10. Chuyén giao thong tin

1. Cham nhat 02 ngay lam viéc ké tir ngdy tao ra thong tin, cac phong, ban,
don vi chi tri tao ra thong tin giri ban dién tir hodc ban gidy t6i Van phong HDND
va UBND x4 dé luu trit theo phén loai thong tin.

2. Van phong HDND va UBND xa c6 trach nhiém luu trir van ban, ho so, tai
li¢u da duoc phan loai do cac co quan quy dinh tai khoan 1 biéu nay chuyén giao;
bao dam tinh bi mat ctia cac thong tin khong duoc phép tiép can va thong tin ma
cong dan duge tiép can co diéu kién trén Cong Thong tin dién tir x4 va hé thong
van ban luu tri.

. Chuong IV
QUY TRINH CONG KHAI THONG TIN

Piéu 11. Lap, ciAp nhat Danh muc thong tin phai dwogc cong khai

1. Dbi véi cac thong tin phai dugc cong khai theo Diéu 17 Luét Tiép can
thong tin, Van phong HDND va UBND xa c6 trach nhiém lap, cap nhat, cong khai
Danh muc thong tin.

2. Danh muc thong tin phai dugc cong khai gom cac noi dung: Tén, s6, ky
hiéu cua van ban hodc ho so, tai liéu; ngay, thang, ndm tao ra van ban hoac ho so,
tai liéu; hinh thirc cong khai.

Truong hop thong tin dang dugc cong khai tai cac co s& dit liéu khac nhau
hodc dang tai trén cong thong tin dién tir thi tai Danh muc thong tin phai duoc cong
khai gém cac ndi dung: Tén van ban hodc tén hd so, tai liéu; chi dan dia chi truy
cap d6i voi thong tin do.
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3. Viéc xac dinh thong tin phai dugc cong khai thuc hién theo Diéu 17 Luat
Tiép can thong tin; Hinh thic cong khai thong tin duoc thuc hién theo Piéu 18
Luat Tiép can thong tin.

4. Thoi diém cong khai thong tin d6i voi timg linh vuc dugc thyc hién theo
quy dinh cua phap luét co li€n quan; truong hop phap luat chua c6 quy dinh thi
cham nhit 1a 05 ngay lam viéc ké tir ngdy tao ra thong tin, UBND x4 phai cong
khai thong tin.

Piéu 12. Cong khai thong tin trén Cong thong tin dién tir, Trang thong
tin dién tir, Cong dir liéu, cac kénh ndi dung, trang cong dong chinh thirc

Viéc cong khai thong tin trén Trang thong tin dién tir xd, Cong dit lidu, cac
kénh noi dung, trang cong dong chinh thuc thyc hién theo quy dinh tai Diéu 19
Luat Tiép can thong tin.

Piéu 13. Xir Iy thong tin cong khai khong chinh xéc

1. Truong hop phat hién thong tin do minh tao ra va da dugc cong khai
khong chinh x4c thi don vi chu tri tao ra thong tin c6 trach nhiém phdi hgp Van
phong HDND va UBND xa kip thoi dinh chinh, cong khai thong tin da dugc dinh
chinh.

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

3. Truong hop phat hién thong tin do minh tao ra nhung dugc co quan, don
vi khéac cong khai khong chinh xac thi Van phong HDND va UBND xa c¢6 trach
nhiém yéu cdu co quan, don vi da cong khai thong tin kip thoi dinh chinh, cong
khai thong tin da dugc dinh chinh.

4. Truong hop cong dan cho rang thong tin cong khai khong chinh xéc thi
kién nghi v6i Van phong HDND va UBND xi. Cham nhat 1a 10 ngay ké tir ngay
nhan dugc kién nghi, don vi chu tri tao ra thong tin ¢6 trach nhiém phéi hop Van
phong HDND va UBND kiém tra tinh chinh x4c cua thong tin va tra 10i cho cong
dan; truong hop xac dinh thong tin cong khai khong chinh xac thi phai kip thoi
dinh chinh, cong khai thong tin da dugc dinh chinh.

5. Thong tin cong khai khong chinh x4c bang hinh thirc nao thi phai duoc
dinh chinh bang hinh thirc d6, dong thoi cong khai thong tin da duoc dinh chinh
trén cong dir liéu, cong thong tin dién tir xa, kénh noi dung, trang cong dong chinh
thirc cua co quan, don vi da cong khai thong tin khong chinh xac.
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Chuong V )
QUY TRINH XU LY CUNG CAP THONG TIN THEO YEU CAU

Pi¢u 14. Trinh ty, thii tuc cung cip thong tin theo yéu ciu

1. Nguoi yéu cdu cung cap thong tin giri hd so yéu cau cung cap thong tin
dén UBND x4 bing mét trong cac hinh thirc quy dinh tai khoan 1 Diéu 24 cta Luat
Tiép can thong tin.

2. Ho6 so yéu cau cung cip thong tin gdm Phiéu yéu cau cung cip thong tin
theo Mau s 01a hoic Mau sb 01b ban hanh kém theo Nghi dinh s6 337/2026/ND-
CP. Ddi voi yéu cau cung cap thong tin quy dinh tai khoan 1 va khoan 2 Diéu 16
ctia Luat Tiép can thong tin thi phai kém theo van ban chip thuin cua c4 nhan, to
chtrc lién quan theo MAu s6 06 ban hanh kém theo Nghi dinh nay.

Truong hop Phiéu yéu ciu cung cip thong tin chua ddy du ndi dung
theo MAu s6 01a hodc Miu s 01b ban hanh kém theo Nghi dinh sé 337/2026/ND-
CP thi Van phong HDND va UBND x4 c6 trach nhiém huéng din ngudi yéu cau
cung cip thong tin bo sung.

3. Van phong HDND va UBND x4 thyc hién khai thac, d6i chiéu thong tin
ciia ngudi yéu cau cung cip thong tin trong Co sé dit lidu qudc gia vé dan cu va
cac co s¢ dir liéu chuyén nganh c6 lién quan theo quy dinh cua phap luat; cap nhat
yéu cdu cung cap thong tin vao sb theo ddi cung cip thong tin theo yéu cau va lap
Phiéu tiép nhan yéu cau cung cap thong tin.

Tru:0’ng hop khong khai thac dugc thong tin trong co s¢ dir heu hodc thong
tin chua day da, co quan, don vi tlep nhan ho so dé ngh1 ngu:cn yéu ciu cung cap
thong tin xuat trinh gidy t& hodc bd sung thong tin can thiét dé ddi chiéu, xac thuc
thong tin theo quy dinh cua phép luat.

4. Thoi han cung cap thong tin:

a) Dbi vai thong tin don gian, c¢6 san trong Danh muc thong tin phai duoc
cong khai, Van phong HDND va UBND x4 c6 trach nhiém giai quyét yéu cau cung
cap thong tin cham nhét trong thoi han 03 ngay lam viéc ké tir khi nhan duoc hd so
hop 18. Truong hop nguoi yéu cau dé nghi cung cap thong tin truc tiép tai try s& co
quan, don Vl thi Van phong HDND va UBND xd ¢o trach nhiém tao diéu kién de
ngudi yéu cau truc tiép sao, chup, tai vé& vin ban, hd so, tai liu hodc cung cap
ngay thong tin theo yéu cau, phu hop véi diéu kién cia co quan, don vi;

b) Ddi v6i thong tin phuc tap, khong c6 sin ma can tdp hop tir cac phong,
ban, Trung tdm hodc thong tin can thiét phai co ¥ kién cua co quan, t6 chirc, don vi
khac thi trong thoi han 12 ngay ké tir ngay nhan duoc hd so hop 1¢, Vian phong
HDND va UBND x4 thuc hién viéc cung cip thong tin theo yéu cau hodc thong
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béo tir chdi yéu cau cung cip thong tin theo quy dinh tai Diéu 27 cua Luat Tiép can
thong tin; truong hop can thiét thi xin y kién ctia Chu tich UBND x4 hodc Pho Chu
tich UBND xa phu trach linh vuec.

¢) Truong hop can thém thdi gian dé xem xét, tim kiém, phan tach, tap hop,
sao chép hodc xir Iy thong tin dugc yéu cau cung cdp thi Vin phong HDND va
UBND xi c6 thé gia han viéc cung cap thong tin nhung t6i da khong qua 12 ngay va
phai thong bao bang vin ban theo Mau s6 04 Phu luc ban hanh kém theo Nghi dinh
337/2026/ND-CP cho nguoi yéu cau trude khi hét thoi han cung cép thong tin.

5. Viéc sao, chup, tai vé van ban, ho so, tai liéu theo quy dinh tai khoan 2
Diéu 24 cua Luat Tiép can thong tin duoc thyc hién dudi sy huéng dan, gidm sat
cua Van phong HDND va UBND xa.

Pi¢u 15. Cung cip thong tin theo yéu cau cho cong din théng qua to
chire, doan thé, doanh nghiép

1. Viéc yéu ciu cung cp thong tin cta céng dan théng qua to chirc, doan
thé, doanh nghiép (sau day goi 1a to chl'J:c) dugc thuc hién trong tru()'ng hop nhiéu
nguoi trong to chiic co cung yéu cau tlep can d6i voi thong t1n giong nhau T6
chtc ¢o trach nhiém cir nguoi dai dién dé thyc hién viéc yéu cau cung cép thong
tin.

2. Nguoi dai dién c6 trach nhiém 1ap Danh sach ca nhan c6 yéu cau thong
tin, giri Phiéu yéu cau cung cap thong tin theo Mau s6 01b ban hanh kém theo Nghi
dinh s6 337/2026/ND-CP dén Vian phong HPND va UBND xa.

Pi¢u 16. Xir Iy thong tin cung cip theo yéu ciu khong chinh xac, khong
day da

1. Truong hop Van phong HPDND va UBND x3 phat hién thong tin do minh
cung cép khong chinh xac theo yéu cau cung cdp thong tin, cham nhét 13 05 ngay
lam viéc ké tir ngay phat hi¢én, Van phong HDND va UBND x& c6 trach nhiém
dinh chinh va cung cép lai thong tin hodc bd sung thong tin thiéu.

2. Truong hop nguoi yéu cau cung cap thong tin cho rang thong tin duoc
cung cap 1a khong chinh xac, khong day dua thi co quyen yéu cau UBND xa cung
cap lai thong tin chinh xé4c, cung cip bo sung théng tin thiéu.

Cham nhat 13 10 ngay ké tir ngdy nhan dugc yéu cau, Van phong HDND va
UBND c6 trach nhiém xac dinh tinh chinh xac, day di cia thong tin va tra 10i cho
ngudi yéu cau; néu thong tin da cung cip khong chinh xac, khong day du thi phai
cung cap lai théng tin chinh x4c, cung cip bo sung thong tin thiéu.
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Pi¢u 17. Thu, quén Iy chi phi thwe té dé in, sao, chup va giri théng tin

Viéc thu, quan 1y chi phi thuc té dé in, sao, chup va gui thong tin duogc thuc
hién theo quy dinh tai Thong tu s6 126/2026/TT-BTC.

_ Chuong VI
TO CHUC THUC HIEN

Piéu 18. T6 chirc thue hién Quy ché

1. Truéng cac phong, ban chuyén moén, Giam déc Trung tim Phuc vu hanh
chinh cong cé trach nhi€ém phé) bién, quan triét ndi dung Quy ché nay dén can bo,
cong chirc, ngudi lao dong; chi dao xir 1y thong tin theo yéu cau. Kip thoi phan anh
nhimg kho khin, vuéng mic trong qua trinh to chirc thuc hién vé Van phong
HDND va UBND xa.

2. Van phong HDND va UBND xa c6 trach nhiém theo do6i, don dbe, kiém
tra cac co quan chuyén moén thudéc UBND x4 trong viéc thuc hién Quy ché nay, kip
thdi béo cdo lanh dao UBND nhiing van dé vudng mac phat sinh; trudng hop can
thiét, dé xuat UBND x4 stra d6i, b6 sung Quy ché cho phu hop./.
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Miu s6 01a
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc
., ngay.... thang... nam...
PHIEU YEU CAU CUNG CAP THONG TIN
(Danh cho cd nhdn yéu cdu cung cdp théng tin)
Kinh guri: ...coooveiieene.

1. Ho, tén c4 nhan yéu cau cung cAp thONg tN: ........o.eveeueveeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeen.
2. Thé can cudc cong dan/Thé can cu’oc/Gléy chirng nhan can cudc/Tai khoan dinh
danh dién tir (VNeID)/HO chiéu': S&: ....coveeeeeeeeeeene.
Cap ngay ...... thang ..... nam ....... S S U UUPPRRURSRN
3. SO dién thoais.....oeeeeeeeeeeeenn. sE-mailii.,
4. Nguoi duoc ty quyen/Nguoi dai dién/Nguoi gidm ho2:......o.ovveeeveveeeeeeenee.
4.1 HO VATEN: wevveiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee
4.2. Mbi quan hé v&i ngudi co yéu cau cung cap thong tin®: .........ooveeeeeveeeeeeeveveennn,
4.3. Thé can cudc cong dan/Thé cin cude/Gidy ching nhan can cude/Tai khoan
dinh danh dién tir (VNeID)/Ho chiéu*:
SO e, Cap ngdy ....... thang ....... nam ....... Tai: .........................
4.4. Theo vin ban uy quyén ky ngay ..... thang ... nam .......
5. Tén van ban/hd so/tai liéu y€u cau cung Cap: .......oocvvciniciniiininens
6. Ly do, myc dich yéu cau cung cap thOng tin: ....ccoeeveiieeeeiieeeee e,
7. Yéu cau cung cp thong tin nay lan thu:
o Lan dau o Khéc: ............ (ghi 3 s6 14n d3 yéu cau cung

cap thong tin c6 ndi dung néu trén)
8. S6 luong ban in, sao, chup van ban, ho so, tai liéu:.....
9. Phuong thirc nhén vén ban, h6 so, tai liéu:
9.1. Nhan tai noi yéu cau cung cAp thong tin:.........coeveeueereeeereeeereens
9.2. Nhan qua dich vu buu chinh (ghi 0 dia chi nhan): .....................
9.3. Nhan qua mang Internet:
0 Quathudiéntir (ghird diachinhan): ...,
0 Cong thong tin dién tir (ghi rd dia chi nhan): ...........oooeiiiiii e,
0 Trang thong tin dién tir (ghi ro dia chi nhén): ...
DCongdu:heu(ghlrodlachlnhan) e
m Cong dich vu cong quéc gia (ghi rd d1a ch1 nhan) :
0 Ung dung di dong hodc cac nén tang sb khac (ghi 1d dla ch1 nhan)
0 Hinh thirc Khac (ghi 10): ....ooii e
10. Van ban K€m theo .. ... e

NGUOI YEU CAU
(Ky, ghi ro ho tén)
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1 Cong dan cung cdp sb Thé cin cude cong dan/Thé cin cude/Gidy chimg nhan cin cude/Tai khoan dinh danh dién tir (VNelD);
ngudi nude ngoai cung cép s Ho chiéu.

2Theo quy dinh ciia Bo ludt Dan su v& nguoi dai dién, ngudi giam ho ddi véi ngudi yéu cdu cung cip thong tin 13 ngudi bi han
ché ning lyc hanh vi dan sy, ngudi c6 khé khin trong nhén thire, 1am chit hanh vi néu Quyét dinh cua Toa 4n lién quan dén ning
Iire ctia ngudi d6 co quy dinh, ngudi mit nang lyc hanh vi dan suy.

3 Ghi 16 mbi quan hé véi ngudi c6 yéu ciu cung cip thong tin, trong trudng hop ngudi duoc ity quyén 14 cha, me, vo, chdng, con
ctia ngudi Gy quyén thi khong can c6 van ban ty quyén.

4Cong déan cung cip sb Thé can cude cong dan/Thé can cude/Gidy chung nhén cin cude/Tai khoan dinh danh dién tir (VNelD);
ngudi nude ngoai cung cap sé Ho chibu.

5Vin ban chip thudn trong trudng hop yéu ciu cung cép théng tin duoc tiép can c6 didu kién; van ban uy quyén (trong trudng
hop 1y quyén); van ban khéc (néu cb).
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Miu s6 01b
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc
., ngay... thang... nam..
PHIEU YEU CAU CUNG CAP THONG TIN
(Danh cho truong hop c¢éng déan yéu cau cung cdp thong tin théng qua té chirc,
doan thé, doanh nghiép)
Kinh gtri: ...,
1. Tén to chtc, doan thé, doanh nghiép:..
2. Mi s6 doanh nghiép/ma sb dinh danh cua to chuc
3. Ho tén nguoi dai dién yéu cau cung cap thong tin thong qua to chu’c doan the
doanh nghi€pl: ... ...
S6 dién thoai:. ; E-mail: oo
4. Danh sach ca nhan co yeu cau cung cap thong t1n kem theo Phiéu yéu cau cung
cap thong tin (dinh kém)
5. Tén van ban/hd so/tai liéu YU CAU CUNG CAP:. .. evvneeeeie e,
6. Yéu cu cung cp thong tin ndy 1an thu:
o Lan dau o Khéac: ............ (ghi 15 s6 1an d3 yéu cau
cung cip thong tin c6 ndi dung néu trén)
7.8 luong ban in, sao, chup van ban, ho SO, ta1 HBU: ovveeee e
8. Phuong thirc nhan van ban, ho so, tai liéu:.
8.1. Nhén tai noi yéu cau cung cép thong tin:. ..
8.2. Nhan qua dich vu buu chinh (ghi 10 dia ch1 nhan)
8.3. Nhan qua mang Internet:
0 Qua thu dién tir (ghi rd diachinhan): ...,
0 Cong thong tin dién tir (ghi rd dia chi nhan): ..............cooveiiiiiii,
0 Trang thong tin dién tr (ghi ro dia chinhén): ...,
) Cong dir liu (ghi rd dia chi nhén): ...
m Cong dich vu cong qudc gia (ghi 16 dia chi nhén): .
o Ung dung di dong hoic cic nén tang sb khac (ghi rd dla chi nhan) ......................
0 Hinh thirc khac (ghi 10): ........coiiii
9. Véan ban kém theo?:................cooi
NGUOI PAI DIEN TO CHUC/POAN
THE/DOANH NGHIEP
(Ky, ghi 16 ho tén, déng ddu (néu c6))

I Theo quy dinh ctia Bo luat Dan sy vé ngudi dai dién cua tb chire, doan thé, doanh nghiép.
2Vin ban chp thuén trong truong hop yéu ciu cung cép thong tin dugc tiép cin ¢6 diéu kién; vin ban iy quyén (trong trudng
hop ty quyén); vin ban khac (néu co).
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DANH SACH CA NHAN C(’) YEU CAU CUNG CAP THONG TIN

(Kém theo Phiéu yeéu cau cung cdp théng tin danh cho truong hop cong dan yéu

cau cung cdp thong tin théng qua té chire, doan thé, doanh nghiép)

So thé can cwée cong dan/ thé
can cwdc/giay chirng nhan can

Ly do, muc
dich yéu cau

STT Ho va tén cudc/tai khoan dinh danh dién cune cAp thén Ky tén
tir (VnelD)/ g cap thong
Y tin
ho chiéu
1
2
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MAiu s6 02

TEN CO QUAN/DPON VI CONG HOA XA HOI CHU NGHiA VIET
PON VI PAU MOI! NAM
------- Doc 1ap - Tu do - Hanh phuc

N [eveiuaaes , ngay... thang... nam..

’ THONG BAO
TIEP NHAN YEU CAU CUNG CAP THONG TIN?

Tén don vi dau mbi cung cAp thONg tin:........c...veiee et
Tiép nhan yéu cau cung cip thong tin ctia Ong/Ba3: ...........cooiiiiiiiie i,

Thé can cudc cong dan/Thé can cu:oc/Glay ching nhén can CIIOC/Tal khoan dinh
danh dién tir (VNeID)/Ho chiéu: Sé: ..... Cip ngay .... thang ... ... Taii......

SO dién thoais.....ovveee e, ; E-mail:

Yéu cau cung cap van ban/ho so/tai liéu: ....

Hinh thitc cung cip thong tin:

Vin ban kém theo yéu cau cung cap thong
1811

NGUOI TIEP NHAN
(Ky va ghi ro ho tén)

! Trudng hop co quan, don vi cung cép théng tin phan cong don vi diu mébi.

2 Théng béo tiép nhan yéu ciu cung chp thong tin dwoc 1ap thanh 2 ban; mot ban luu tai co quan/don vi dau mdi cung cap thong
tin, mot ban giao cho ngudi yéu ciu cung cép thong tin.

3 Tén ciia ngudi yéu cau cung cip thong tin; ngudi dai dién trong truong hop cung cdp thong tin cho cong dan thong qua nguoi
dugc Gy quyén/ngudi dai dién/ngudi giam ho; td chire, doan thé, doanh nghiép.

4 Vin ban chip thun trong truong hop yéu ciu cung cap thong tin duoc tiép can c6 diéu kién; vin ban iy quyén (trong trudng

hop tly quyén); van ban khéc (néu cb).
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Miu sb 03
TEN CO QUAN/DON VI CONG HOA XA HOQI CHU NGHIA VIET
PON VI PAU MOI' NAM
------- Poc 1ap - Tu do - Hanh phuc
Sb: ... [veiinee L , ngay... thang... nam..
’ THONG BAO
GIAI QUYET YEU CAU CUNG CAP THONG TIN
Kinh gui: ...............
Tén don vi dau mbi cung cap thOng tin: ...........cooueeee e,
Nhén duogc yéu cau cung cip thong tin ciia Ong/Ba%: ...........coviveeeiieeiiil
Thé cin cudc cong dan/Thé cin cude/Gidy ching nhén can cudce/ Ta1 khoan dinh
danh dién tir (VNeID)/Ho chiéu: Sé: ....... Céap ngdy ..... thang ... ... Tai:...
SO dién thoais.....ooveeeeeeeeeieeiei, cE-mail: oo
Yéu cau cung cAp van ban/hd So/A1 LEU: ....oevnie e,

Pon vi dau moi cung cap thong tin thong bao veé viée gidi quyét yéu cau cung cap
thong tin nhu sau:

- Hinh thirc cung cap thong tin: .............couveeuueeiineeennn....
- Pia diém cung cAp thong tin: ............c.couvvevueeiieeinn...
- Chi phi tiép can thong tin (N cO): .........ovivvueeiieeiiie e,
- Phuong thitc thanh toan (DU CO): ........iiiee e,
- Thoi han thanh toAn (NEU CO): ....vveien et
- Ngay cung cap thong tin: ...........co.oveeeueeieieeiieeieeei....

THU TRUONG PON VI PAU MOI

CUNG CAP THONG TIN
(Ky, ghi ré ho tén, dong dau’)

! Truomg hop co quan, don vi cung cip thong tin phan cong don vi dau méi.
2 Tén cua ngudi yéu cau cung cp thong tin; nguoi dai dién trong trudng hop cung cép thoéng tin cho cong dan thong qua ngudi
dugce Gy quyén/ngudi dai dién/ngudi giam ho; td chire, doan thé, doanh nghiép.

3 Truong hop don vi dau mdi cung cap thong tin khong co con déu riéng thi sir dung con dau ciia co quan, don vi cung cip thong
tin.
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Miu s6 04
TEN CO QUAN/DON VI CONG HOA XA HOQI CHU NGHIA VIET
PON VI PAU MOI' NAM
------- Poc 1ap - Tu do - Hanh phuc
Sb: ... [veiinee L , ngay... thang... nam..
THONG BAO
GIA HAN VIEC CUNG CAP THONG TIN
Kinh gtri: ..................

Tén don vi dau mbi cung cAp thONg tin: .........coovvneeiee e,
Nhan duoc yéu cau cung cip thong tin ciia Ong/Ba%: ..........................
Thé can cudce cong dan/Thé can cuoc/Glay ching nhén can cuoc/ Tal khoan dinh
danh dién tir (VNeID)/H6 chiéu: So: ...... Cip ngay ..... thang .... nam ..... Tai:...
S6 dién thoais........................ s E-mail: oo,
Yéu cau cung cap van ban/hd so/tai HeU:.........oovveeiieiiie i,
Ngay/thdng/nam Nhan yeU CAUS ........oevueeie ettt

Pon vi ddu mdi cung cap thong tin thong bao gia han viéc cung cip thong tin nhu
sau:

-Lydogiahan:. ..o,
- Thoi gian gia han cung cAp thOng tin: ...........ccooueeiiieeiie e,

- Thoi gian cung cap thong tin sau khi gia han: ...................cooiiiiiiin,

THU TRUONG DON VI DPAU MOI
CUNG CAP THONG TIN
(Ky, ghi ré ho tén, dong dau’)

! Truomg hop co quan, don vi cung cip thong tin phan cong don vi dau méi.
2 Tén cua ngudi yéu cau cung cp thong tin; nguoi dai dién trong trudng hop cung cip théng tin cho cong dan thong qua ngudi
dugce Gy quyén/ngudi dai dién/ngudi giam ho; td chire, doan thé, doanh nghiép.

3 Truong hop don vi dau méi cung cap thong tin khéng co con déu riéng thi sir dung con ddu ciia co quan, don vi cung cip thong
tin.
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Mau sb 05
TEN CO QUAN/DON VI CONG HOA XA HOQI CHU NGHIA VIET
PON VI PAU MOI' NAM
------- Poc 1ap - Tu do - Hanh phuc
Sb: ... [veiinee L , ngay... thang... nam..
’ THONG BAO
TU CHOI YEU CAU CUNG CAP THONG TIN
Kinh gtri: ...,
Tén don vi dau mbi cung cap thong tin: ............coueeeiueeeieeeiieeeieeei
Nhan duoc yéu cau cung cap thong tin cia Ong/Ba: ........................
Thé can cudce cong dan/Thé can cuoc/Glay ching nhén can cuoc/ Tal khoan dinh
danh dién tir (VNeID)/H6 chiéu: So: ...... Cip ngay .... thang ... ... Tati......
S6 dién thoais...........ooeevveeiiiieeeiinnn, ; E-mail: oo
Yéu cau cung cAp van ban/hd so/tai liéu: ..........cooeiueeiiieiiieeiii,
Ngay/thdng/nam nhan yeU CAU: ........oeeuuneiieeei e

Pon vi ddu mdi cung cap thong tin thong béao tir chdi yéu cau cung cap thong tin vi
1y do sau day:

THU TRUONG DPON VI DPAU MOI
CUNG CAP THONG TIN
(Ky, ghi ro ho tén, dong dau’)

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

2 Tén ciia ngudi yéu ciu cung cép théng tin; ngudi dai dién trong trudng hop cung cip théng tin cho cong dén théng qua ngudi
dugc iy quyén/ngudi dai dién/ngudi giam ho; t6 chire, doan thé, doanh nghiép.

3 Truong hop don vi du méi cung cip thong tin khong co con déu riéng thi sit dung con ddu cia co quan, don vi cung cip thong
tin
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MAu s6 06

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

..... , ngay....thang.....nam...
VAN BAN CHAP THUAN
Tén ca nhan/td chirc chAp thUAN: ............oiiii i
Thé can cudc cong dan/The can cuéc/giéy ching nhén can cudce/Tai khoan dinh
dar}hldién tor (VNelID)/HO chiéu/Ma s6 doanh nghi¢p/Ma s6 dinh danh cua to
churc!:

/4

SO: i Cap ngdy ... thang ...... nam ......... Tai: oo

La chu s¢ hiru bi mat kinh doanh/La chu sé& hitu thong tin lién quan dén bi mat doi
song riéng tu, bi mat cd nhan/La thanh vién cua gia dinh c6 thong tin lién quan tai
van ban/ho so/tal LICU: ... o

PONG ¥ A8 ONG/BAL ..o

Thé cin cudc cong dan/Thé cin cude/Gidy chimg nhan can cude/Tai khoan dinh
danh di¢n tir (VNeID)/HO chiéu: SO: .......cceovvvennnnn.. Cap ngay ....... thang
...... nam ....... Tat: ..............

DPuoc tiép canthong tin........................... tai van ban/hd so/tai liéu néu trén.

o

XAC NHAN CUA CO QUAN/T CA NHAN/TO CHUC CHAP
CHUC? THUAN®
(Ky, ghi ro ho tén, dong dau (néu co))

I Cong déan cung cip sb thé can cude cong dan, thé cin cude, gidy chung nhén cin cude hodc tai khoan dinh danh dién tir
(VNelD); ngudi nude ngoai cung cép s6 Ho chiéu; t chire cung cp ma s6 doanh nghiép/mi sé dinh danh cua t chirc.

2 Truong hop van ban chép thuan ctia ca nhén thi phai ¢6 xac nhan chit ky ciia Uy ban nhan dan cdp xa hodc Vin phong cong
chung.

Trudng hop vin ban chip thuan ciia t6 chire thi khong cin xac nhén cia co quan/td chirc.

3 Truong hop vin ban chip thuén cta ca nhan thi c4 nhan ky, ghi rd ho tén. Trudng hop vin ban chip thuan ciia t6 chirc thi ngudi
dai dién cua tb chuc d6 ky, ghi 16 ho tén, dong du.
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