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

XA SON GIANG Poc lap - Tw do - Hanh phtc
S0:848 /QD-UBND Son Giang, ngay 29  thang 9 nam 2026
QUYET PINH

Ban hanh Quy ché cung cap théng tin
cho cong déan caa Uy ban nhan dan xa Son Giang

UY BAN NHAN DAN XA

Can cit Ludt T6 chirc chinh quyén dia phwong s6 72/2025/QHI15 ngay 16
thang 6 nam 2025;

Can cir Ludt Bdo vé dir liéu cd nhdn sé 91/2025/QHI15 ngay 26 thing 6
nam 2025;

Can cir Ludt Bdao vé bi mdt nha mude sé6 117/2025/QHIS5 ngay 10 thing
12 nam 2025;

Can civ Ludt Tiép cdn thong tin s6 01/2026/QHI6 ngay 23 thing 4 nam
2026;

Cdan cit Nghi dinh s6 337/2026/NP-CP ngdy 26 thing 8 niam 2026 ciia
Chinh phii quy dinh chi tiét mét sé diéu va bién phdp thi hanh Ludt Tiép cdn
thong tin;

Can cir Théng tw s6 126/2026/TT-BTC ngay 24 thang 8 nam 2026 cua Bo
trwcéng Bo Tai chinh quy dinh chi tiét chi phi thye té dé in, sao, chup va giri
théng tin theo quy dinh tai khodan 2 Diéu 25 Ludt Tiép cdn théng tin sO
01/2026/QH16;

Theo dé ngh; ciia Chanh Van phong HPNDva UBND x& Son Giang.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché cung cip thdng tin cho
cong dan ctia Uy ban nhan dan xi Son Giang.

Piéu 2. Quyét dinh nay c6 hiéu lyc thi hanh ké tir ngay ky va thay thé Quyét
dinh s6 622/QD-UBND ngay 21/7/2026 ban hanh Quy ché cung cap thong tin cho
cong dan cua Uy ban nhan dan x4 Son Giang.

Piéu 3. Chanh Vin phong Hoi dong nhan dan va Uy ban nhan dan xa;
Trudng cac phong chuyén moén, Trung tdm thugc UBND xa, Thu truéng cac co
quan, don vi trén dia ban xa chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhn: TM. UY BAN NHAN DAN
- Nhu diéu 3; CHﬁ TICH
- S& Tu phap; :

- TT Dang uy, TT HDND xa;

- Chu tich, cac PCT UBND x3;
- Trang thong tin dién tr x3.

- Luu: VT.

Nguyén Truong Giang
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA SON GIANG Poc lap - Tw do - Hanh phuc
QUY CHE

Cung cép thong tin cho cong dan cua Uy ban nhin dan xa Son Giang
(Ban hanh kém theo Quyet dinh so 848/OD-UBND ngay 29 /9/2026
cua Uy ban nhan dan xd Son Giang)

Chwong I
QUY DPINH CHUNG

Pi¢u 1. Pham vi diéu chinh

1. Quy ché nay quy dinh vé nguyén tac, trach nhiém, trinh ty va phuong
thirc cung cap thong tin cho cong dan; viéc cong khai thong tin; tiép nhan, xir Iy
va giai quyét yéu cau cung cap thong tin; quan 1y, luu trit, bao vé thong tin va
theo ddi, thong ké, bao cio vé viéc cung cap thong tin ciia Uy ban nhin dan x3
Son Giang.

2. Quy ché nay ap dung ddi v6i thong tin do Uy ban nhan dan xa Son
Giang, Chu tich ny ban nhan dan xa, cac phong chuyén mon, don vi thudc
UBND x4 tao ra hodc dang quan 1y trong pham vi chtic ning, nhiém vy, quyén
han dugc giao va thudc trach nhiém cung cap thong tin theo quy dinh cta phap
luat.

3. Pbi voi thong tin do co quan, t6 chic khac tao ra nhung dugc UBND
x4 quan 1y, viéc cung cap thong tin dugc thuc hién theo quy dinh cta phap luat
vé tiép can thong tin va quy dinh phap luat chuyén nganh c6 lién quan; truong
hop thudc trach nhiém cta co quan khac thi huéng dan cong dan lién hé dung co
quan c6 tham quyén.

4. Viéc xac dinh Van phong HDND va UBND x4 13 don vi ddu mdi cung
cap thong tin khong 1am thay d6i trach nhiém cta co quan, don vi, ca nhan tao
ra hodc dang quan 1y thong tin ddi véi tinh chinh xac, day du, tinh phap 1y va
viéc bdo v¢ thong tin thudoc pham vi quan 1y.

Picu 2. Poi twong ap dung

1. Uy ban nhan déan xa Son Giang.

2. Chu tich, cac Pho Chu tich UBND xa.

3. Van phong HDND va UBND x&; cac phong chuyén moén, don vi thudc
UBND x3a; Cong an xa va cac co quan, don vi ¢o lién quan trong viéc tao 1ap,
quan 1y, luu trit, cung cap thong tin.

4. Cong dan yéu cau cung cap thong tin va cac to chirc, ca nhan co lién
quan dén viéc thuc hién quyén tiép can thong tin.

Piéu 3. Nguyén tic cung cap thong tin

1. Bao dam thyc hién quyén tiép can thong tin ctia cong dan theo quy dinh
ctia Hién phap va phap luat.
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2. Cung cép thong tin dﬁy du, chinh xac, kip thoi, minh bach, thuan tién;
tao diéu kién dé cong dan tiép can, khai thac va str dung thong tin theo quy dinh.

3. Bao dam dung thim quyén, trinh tw, tht tuc va hinh thétc cung cép
thong tin theo quy dinh cua phap luat.

4. Khong lam anh huong dén hoat dong binh thuong cua co quan, don vi;
khong lam 10 bi mat nha nudc, bi mat cong tac va thong tin thudc truong hop
khéng duoc tiép can theo quy dinh cta phép lut.

5. Bao dam quyén va loi ich hop phéap cuia ca nhan, to chirc; bao vé dir
li¢u cd nhan va cac thong tin thugc pham vi han ché tiép can.

6. Truong hop mot tai liéu co ca nodi dung duoc tiép cin va ndi dung
khong duoc tiép can hoac tiép can co diéu kién thi thuc hién viée tach, loai bo
phan thong tin khong duoc cung cép trude khi cung cap phan thong tin con lai,
néu viéc tach, loai bo co thé thuc hién duge theo quy dinh cta phép luét.

7. Viéc cung cap thong tin phai gan véi trach nhiém giai trinh, theo doi,
théng ké va luu trir ho so.

Piéu 4. Quyén va nghia vu ciia cong din trong tiép cin thong tin

1. Cong dan c6 quyén yéu cau UBND x3 cung cap thong tin theo quy dinh
cua phap luat.

2. Cong dan dugc tiép can thong tin bang cac hinh thirc phu hop véi quy
dinh phép luat va diéu kién thuc té cia UBND xa.

3. Cong dan c6 nghia vy tuan thu quy dinh ciia phap luat vé tiép can thong
tin; st dung thong tin dung muc dich, khong lam sai 1éch noi dung thong tin va
khong xam pham quyén, loi ich hop phap clia co quan, t6 chic, ca nhan khac.

4. Cong dan phai chiu trach nhiém trudc phap luat vé viée sir dung thong
tin duoc cung cap.

Piéu 5. Phan loai thong tin

1. Thong tin do UBND xa quan ly dugc xem xét, phan loai theo céc
nhom:

a) Thong tin phai dugc cong khai theo quy dinh cua phap luit;

b) Thong tin dugc tlep can theo yeu cau;

¢) Thong tin duoc tiép can co diéu kién;

d) Thong tin khong dugc tiép can.

2. Viéc phan loai thong tin phai can ctr Luat Tiép can thong tin, phap luat
vé bao vé bi mat nha nude, bao vé dir liéu c4 nhan va phap luat chuyén nganh c6
lién quan.

3. Khong dugce tu ¥ xac dinh thong tin thudc trudng hop khong duogc tiép
can hoac tiép can co diéu kién néu khong c6 can ctir phép luat.

4. Céac phong chuyén mon, don vi thugc UBND xa chiu trach nhiém ra
soat, xac dinh tinh trang phéap 1y cta thong tin thudc linh vuc, nhi€ém vu dugc
giao va phdi hop véi Van phong HDND va UBND x4 trong viéc phén loai, cong
khai va cung cap thong tin.
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) ) Chuong II ’
PAU MOI VA TRACH NHIEM CUNG CAP THONG TIN

Pi¢u 6. Pon vi ddu mdi cung cip thong tin

1. Van phong HPND va UBND xi la don vi dau mbi cung cap thong tin
cia UBND xa.

2. Van phong HDND va UBND xa c¢6 trach nhi¢m:

a) Tham muu Cha tich UBND x4 t6 chue thyc hién quyén tiép can thong
tin tai UBND xa;

b) Phan cong cong chirc 1am dau mdi cung cap thong tin;

c¢) Chu tri xay dung, quan Iy va cap nhat Danh muc théng tin phai cong
khai; Danh muc thong tin dugc tiép can theo yéu cau; Danh muc thong tin
khong duoc tiép can va Danh muc thong tin tiép can co6 diéu kién theo quy dinh;

d) Tiép nhan, kiém tra va chuyén yéu cau cung cap thong tin dén co quan,
don vi, cd nhan ¢6 trach nhiém xu ly;

d) Theo dbi thoi han giai quyét yéu ciu cung cdp thong tin; don dbc cac
co quan, don vi thyc hién dung thoi han;

e) Huéng din cong dan thuc hién quyén tiép can thong tin; hudng dan
viéc str dung biéu mau theo quy dinh;

g) Chu tri tham muu viéc cong khai thong tin trén Trang thong tin dién tur
cua xa va céc hinh thirc cong khai khac;

h) Theo ddi, tong hop, théng ké tinh hinh tiép nhin va giai quyét yéu cau
cung cip thong tin;

1) Chu tri tham muu xtr ly truong hgp thong tin da cong khai khong chinh
xéc, khong day di hodc khong con phi hop;

k) Quan 1y, luu trit ho so vé tiép can thong tin theo quy dinh;

1) Thuc hién ché dd bao cao, kiém tra va cic nhiém vu khac vé tiép can
thong tin theo quy dinh cua phap luét va chi dao cuia Chu tich UBND xa.

Piéu 7. Cong chirc dau mdi cung cap thong tin

1. Cong chirc duge phan cong lam dau mdi cung cip thong tin thudc Vian
phong HDND va UBND xa thuc hi¢én nhi€ém vu theo su phan cong ciia Chanh Van
phong.

2. Cong chirc dau méi c6 trach nhiém:

a) Tiép nhan, kiém tra yéu cau cung cap thong tin;

b) Hudng dan cong dan bd sung, hoan thién yéu cau khi can thiét;

¢) Phéi hop voi cac phong chuyén mén, don vi lién quan xac dinh thong
tin can cung cap;

d) Theo ddi tién do6 xir 1y va thoi han cung cap thong tin;

d) Tham muu vin ban cung cap, thong bao gia han hoic tir chéi cung céap
thong tin theo quy dinh;

e) Theo doi viéc thu, chi cac khoan chi phi thuc té lién quan dén viée in,
sao, chup va gui thong tin theo quy dinh;
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) Lap va quan 1y hd so, s6 theo ddi, co s& dit liéu vé yéu cau cung cap
thong tin;

h) Thuc hién cac nhi€ém vu khac do Chanh Van phong giao.

Pi¢u 8. Trach nhiém ciia co quan, don vi tao ra hoic dang quan Iy
thong tin

1. Cac phong chuyén moén, don vi thugc UBND xa c6 trach nhi€m:

a) Ra soat, xac dinh cac thong tin thuoc pham vi quan 1y phai cong khai;

b) Xéc dinh thong tin dugc tlep can theo yéu cau, thong tin tiép can co
diéu kién va thong tin khong duoc tiép cén theo quy dinh cua phap luat;

¢) Kiém tra tinh chinh x4c, day du, tinh phap 1y cta thong tin trudc khi
chuyén cho don vi dau méi;

d) Thuc hién vi¢c tach, loai bd thong tin khong dugc cung cip trong
truong hop tai liéu c6 phan thong tin du’oc tiép can

d) Phdi hop giai quyét yéu cau cung cap thong tin thudc linh vuc phy
trach;

e) Kip thoi thong bao cho Van phong HDND va UBND xa khi phat hién
thong tin da cong khai khong chinh xéac, khong déy du hodc can cap nhat;

g) Bao quan, luu trir ho so, tai liéu va thuc hién cac bién phap bao vé
thong tin theo quy dinh.

2. Nguoi dimg dau co quan, don vi chiu trach nhiém trudc Chu tich
UBND x4 va trude phap luat vé thong tin do co quan, don vi minh tao ra hoac
dang quan ly thudc pham vi trach nhiém duogc giao.

Piéu 9. Trach nhiém vé ha ting sb, cong khai thong tin

1. Phong Vian hoa - X4 hoi phdi hop véi Van phong HDND va UBND xa
bao dam diéu kién ky thuat phuc vu viéc cong khai, cung cép, tra cuu va khai
thac thong tin trén moi truong dién tur.

2. Trang thong tin dién tr cua xa phai c6 chuyén muc hoac khu vyc riéng
vé “Tiép can thong tin”, bao dam thuan tién cho cong dan tra ciru.

3. Vi¢c dang tai thong tin phai bao dam:

a) Pung ndi dung dugc co quan c6 tham quyén phé duyét hodc xac nhan;

b) Kip thoi cap nhat thong tin mdi, thong tin thay thé hodc thong tin hét
hiéu luc;

c) Khong dang tai thong tin thudc bi mat nha nudc, dit liéu ca nhan hoac
thong tin khac khong dugc cong khai;

d) Bao dam kha ning tra ctru, tai vé va str dung thong tin phu hop voi diéu
kién k¥ thuat.

Chwong I1I
RA SOAT, PHAN LOAI, LAP DANH MUC VA QUAN LY THONG
TIN

Piéu 10. Ra soat va 1ap danh muc thong tin
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1. Hang nam va khi c6 yéu cau, Vin phong HDND va UBND xi chu tri
phéi hop véi cac phong chuyén mén, don vi thudc UBND x4 ra soat hé thong
thong tin thudc trach nhiém ctia UBND xa.

2. Viéc ra soat phai xac dinh tdi thiéu:

a) Tén thong tin, van ban, ho so, tai liéu;

b) Sd, ky hi€éu hoac ma hd so, néu co;

c) Thoi diém tao lap;

d) Co quan, don vi tao 1ap hodc dang quan l1y;

@) Hinh thirc cong khai hoic cung cap;

e) Tinh trang cong khai;

g) Can ctr phap 1y vé viéc cong khai, cung cap hodc han ché tiép cén;

h) Thoi diém cép nhat, thay d6i hodc thay thé.

3. Danh muc thong tin phai dugc cong khai dugc cap nhat thuong xuyén,
bao dam phu hop v6i quy dinh phap luat va tinh hinh thuc té cua xA.

Picu 11. Bao vé thong tin khong dwoc tiép cin va thong tin tiép can c6
diéu kién

1. Thong tin thudc bi mat nha nudc phai duoc quan 1y, bao vé va cung cap
theo dung quy dinh cua phép luat vé bao vé bi mat nha nudc.

2. Thong tin chira dir li€u cd nhan phai dugc xu ly theo quy dinh cua phép
luat vé bao v¢ dit liéu ca nhan.

3. Pbi véi thong tin tiép can cod dicu kién, co quan, don vi quan 1y thong
tin c6 trach nhiém xac dinh diéu kién tiép can, tai liéu can thiét va pham vi thong
tin dugc cung cp theo quy dinh.

4. Khong cung cap thong tin khi viéc cung cép c6 thé lam 16 bi mat nha
nudc, xam pham quyén riéng tu, dit liéu ca nhan hodc thudc truong hop phap
luat quy dinh khong dugc tiép can.

Chuong IV
CONG KHAI THONG TIN

Pi¢u 12. Danh muc thong tin phai cong khai

1. UBND xa thyc hién cong khai cdc nhom thong tin thudc di¢n phai cong
khai theo Luat Tiép can thong tin va phap luét co lién quan.

2. Danh muyc thong tin phai cong khai cua UBND xa dugc 13p va quan ly
theo Phu lyc I ban hanh kém theo Quy ché nay.

3. Tuy theo yéu cau cua phap luat va tinh hinh thuc té, danh muc c6 thé
duogc cap nhat, bo sung ma khong phai sira d6i Quy ché.

4. Viéc cong khai thong tin phai bao dam thuan tién, dé tim kiém, dé tiép
can va phu hop véi diéu kién ctia ngudi dan trén dia ban xa.

Pié¢u 13. Hinh thirc cong khai thong tin

1. Thong tin dugc cong khai bang mot hodc nhiéu hinh thire sau:

a) Bang tai trén Trang thong tin dién tir cua x3;

b) Niém yét tai try s UBND xa hodc dia diém phu hop;
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¢) Cong khai thong qua phuong tién thong tin dai chdng;

d) Cong khai tai cadc cudc hop, hoi nghi, hoat dong tiép xuc, tuyén truyén
theo quy dinh;

d) Thong qua hé théng truyén thanh co sd;

e¢) Cac hinh thuc khac theo quy dinh cua phép luat.

2. Pbi véi thong tin lién quan tryuc tiép dén doi séng, sinh hoat, san xuét,
kinh doanh cua ngudi dan ¢ khu vuc mién ni, vung co diéu kién kinh té - x3 hoi
kho khan, UBND x4 Iya chon hinh thic cong khai phu hop, dé& tiép can véi ngudi
dan.

Pi¢u 14. Chuyén muc “Tiép cin thong tin”

Trang thong tin dién tir ciia xa phai b tri chuyén muc “Tiép can thong
tin”, trong d6 t6i thiéu co:

1. Quy ché cung cap thong tin cia UBND xa.

2. Danh myc thong tin phai cong khai.

3. Thong tin dau mbi cung cap thong tin.

4. Huéng dan thue hién yéu cau cung cap thong tin.

5. Céc biéu mau yéu cdu, thong bao va vin ban lién quan.

6. Thong tin vé hinh thirc, dia diém tiép nhan yéu cau.

7. Thong tin vé chi phi thuc té phai tra trong truong hop phap luat quy
dinh nguoi yéu cau phai thanh toan.

8. Céc thong tin khac theo quy dinh cta phép luat.

Picéu 15. Xir Iy thong tin cong khai khong chinh xac

1. Khi phat hién thong tin da cong khai khong chinh xac, khong day du
hodc khong con phu hop, co quan, don vi tao ra hoac quan ly thong tin phai kip
thoi bao cdo va phéi hop voi Van phong HDND va UBND x4 dé kiém tra, xir 1y.

2. Truong hop can thiét, UBND xa thyc hién viéc dinh chinh, thay thé, bo
sung hodc thu hoi thong tin da cong khai theo quy dinh.

3. Viéc dinh chinh phai bao dam rd ndi dung thay d6i, thoi diém thay doi
va thong tin duoc thay thé.

) Chuong V ‘
CUNG CAP THONG TIN THEO YEU CAU

Pic¢u 16. Tiép nhén yeu cau cung cap thong tin

1. Cong dan yéu ciu cung cap thong tin thuc hién theo biéu miu va
phuong thirc do phép luat quy dinh.

2. Vin phong HPND va UBND x4 1a ddu mbi tiép nhan yéu cau cung cip
thong tin.

3. Yéu cau cung cap thong tin dugc tiép nhan theo cac phuong thic phu
hop vé6i quy dinh phap luat, bao gdm truc tiép, qua dich vu buu chinh, méi
truong dién tir hodac phuong thirc khac theo quy dinh.
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4. Khi tiép nhan yéu cau, cong chirc ddu mdi c6 trach nhiém kiém tra tinh
day du cua yéu cau va huéng dan céng dan hoan thién trong trudng hop can
thiét.

Pi¢u 17. Xir Iy yéu ciu cung cap thong tin

1. Sau khi tiép nhan yéu cu, Van phong HDND va UBND xi xac dinh co
quan, don vi, ca nhan dang quan ly thong tin dugc yéu cau dé phdi hop giai
quyét.

2. Co quan, don vi dugc giao xur 1y ¢6 trach nhiém ra soat:

a) Noi dung thong tin dugc yéu cau;

b) Tinh trang cong khai cua thong tin;

¢) Truong hop thong tin thude dién duoc tiép cén;

d) Trudng hop thoéng tin thudc dién tiép can co diéu kién;

d) Truong hop thong tin khong dugce tiép can;

e) Kha ning tach phan thong tin dugc tiép can khoi phan thong tin khong
duoc tiép can.

3. Truong hop thong tin dd dugc cong khai va con gia tri st dung, co thé
huéng din cong dan tiép can thong tin thong qua hinh thic cong khai phu hop
theo quy dinh.

4. Trudng hop phai cung cép thong tin theo yéu cau, viéc cung cap dugc
thuc hién trong thoi han va bang hinh thic theo quy dinh cua Luat Tiép can
thong tin va Nghi dinh s 337/2026/ND-CP.

Piéu 18. Cung cap thong tin tiép cin c6 diéu kién

1. DBbi véi thong tin tiép can c6 diéu kién, Van phong HDND va UBND
x4 hudng dan cong dan cung cap tai liéu chimg minh diéu kién tiép can theo quy
dinh phép luat.

2. Co quan, don vi quan 1y thong tin c¢6 trach nhiém kiém tra diéu kién
tiép can va xac dinh pham vi théng tin dugc cung cap.

3. Chi cung cap thong tin trong pham vi, ndi dung va hinh thirc ma phap
luat cho phép.

4. Hb so chtng minh diéu kién tiép can phai duoc quan 1y, luu trit va bao
vé€ theo quy dinh.

Picu 19. Thong bio vé viéc cung cap, gia han hoic tir chdi cung cap
thong tin

1. Truong hop cung cap thong tin, Van phong HDND va UBND xa tham
muu thuc hién viéc cung cép theo quy dinh.

2. Truong hop can gia han thoi gian giai quyét, viéc gia han phai dugc
thong bao cho ngudi yéu cau theo diing quy dinh cta phap luat.

3. Truong hop tir chbi cung cap thong tin, phai thong bao bang vin ban,
néu rd 1y do va can cu phap 1y.

4. Viéc sur dung céc biéu mau thuc hién theo quy dinh cua Luat Tiép can
thong tin va Nghi dinh s 337/2026/ND-CP.

Piéu 20. Hinh thirc cung cip thong tin
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1. Thong tin dugc cung cap bang cac hinh thirc phu hop véi quy dinh
phap luat va yéu cau cua cong dan, gom:

a) Cung cap truc tiép tai tru so;

b) Cung cép ban sao, ban chup;

¢) Cung cip qua mdi truong dién tir;

d) Cung cap thong qua dich vy buu chinh;

d) Céc hinh thuc khac theo quy dinh.

2. Viéc cung cép thong tin phai bao dam khong 1am thay d6i, mat mat, hu
hong hodc lam sai I¢ch nd1 dung tai liéu.

Piéu 21. Chi phi cung cip thong tin

1. Nguoi yéu cau cung cap thong tin thuc hién thanh toan chi phi thuc té
dé in, sao, chup va giri thong tin trong truong hop phap luat quy dinh.

2. Viéc xé4c dinh, thu va quan 1y chi phi thuc té thyc hién theo Luat Tiép
can thong tin va Thong tu s6 126/2026/TT-BTC.

3. UBND xa khong thu cac khoan chi phi ngoai quy dinh cua phap luét.

Piéu 22. Xir Iy truwong hop thong tin cung cip khong chinh xac hoic
khong day di

1. Khi phat h1en thong tin duoc cung cap khong chinh xac hoic khong day
du, cong dan co quyén yéu cau co quan cé trach nhiém kiém tra, xtr Iy theo quy
dinh.

2. Co quan, don vi tao ra hodc quan 1y thong tin c6 trach nhiém kiém tra
va phdi hop v6i Vian phong HPND va UBND xa dé xir 1y.

3. Truong hop thong tin c6 sai s6t, UBND xa thuc hi¢n viéc dinh chinh,
bd sung hodc cung cap lai thong tin theo quy dinh.

Chu’O’ng VI
THEO DOI, THONG KE, KIEM TRA VA BAO CAO

Piéu 23. Theo ddi va thong ké

1. Van phong HDND va UBND xa 1ap s6 hodc co sé dit lidu theo ddi viée
cung cap thong tin.

2. Noi dung theo ddi tdi thiéu gom:

a) SO luong yéu cau tiép can thong tin;

b) Noi dung, linh vuc thong tin duge yéu cau;

c) Sb yéu cau da giai quyét;

d) S6 yéu cau dang giai quyét;

d) S trudng hop cung cép thong tin;

e) Sb truong hop tir chdi cung cap;

g) S6 truong hop gia han;

h) Sb truong hop cung cap thong tin tiép can c6 diéu kién;

i) S6 truong hop dinh chinh, bo sung thong tin;

k) Khé khin, vudng méc va kién nghi.



10

3. Hd so, dit liéu theo ddi phai duoc quan 1y, luu trit va bao vé theo quy
dinh.

Piéu 24. Kiém tra viéc thuc hién

1. Vian phong HPND va UBND xi chi tri, phbi hop véi cac co quan, don
vi lién quan tham muu UBND x3a kiém tra viéc thuc hién Quy ché.

2. Noi dung kiém tra tip trung vio:

a) Viéc cong khai thong tin;

b) Viéc cap nhat danh muc thong tin;

¢) Viéc tiép nhan, xtr Iy yéu cau;

d) Viéc bao dam thoi han;

d) Viéc phan loai thong tin;

¢) Viéc bao v¢ dir li€u ca nhan va bi mat nha nudc;

g) Viée luu trit ho so;

h) Viéc thuc hién ché do thong ké, bao cao.

Picu 25. Ché @9 bao cio

1. Cac phong chuyén mon, don vi thugc UBND xa bao cédo tinh hinh thyc
hién cung cép thong tin thudc linh vuyc phu trach khi Van phong HDND va
UBND x4 yéu cau.

2. Vian phong HPND va UBND x4 tong hop, tham muu UBND x4 thuc hién
ché d6 bao cio theo quy dinh cia phép luat va yéu cau clia co quan c¢6 tham quyén.

3. Bdo c4o phai phan anh trung thuc tinh hinh thyc hién, két qua giai
quyét, nhitng khé khin, vudng méic va dé xuit, kién nghi.

- Chuong VII
TO CHUC THUC HIEN

Piéu 26. Trach nhiém ciia Chanh Viin phong HDND va UBND x4

1. T6 chirc trién khai, huong dan va kiém tra viéc thuc hién Quy ché.

2. Phan cong cong chirc 1am dau mdi cung cp thong tin.

3. Chi dao viéc xay dung, cap nhat va quan ly cac danh muc thong tin.

4. Chi dao viéc tiép nhan, xu ly, cung cép, tr chdi hodc gia han cung cép
thong tin theo quy dinh.

5. Tong hop, béo cdo Chu tich UBND x4 vé tinh hinh thyc hién.

Piéu 27. Trach nhiém ciia ngudi ding diu cac phong chuyén mén,
don vi thugoc UBND xa

1. T6 chtrc ra soat, phan loai va quan 1y thong tin thudc linh vuc phu
trach.

2. Chiu trach nhiém vé tinh chinh xé4c, day du va tinh phap 1y cta thong
tin do co quan, don vi minh tao ra hodc quan ly.

3. Phéi hop thuc hién yéu cau cung cap thong tin dung thoi han.

4. Chu dong phat hién va xur 1y thong tin cong khai khong chinh xac.

5. Thyc hién cac bién phap bao vé thong tin theo quy dinh.

Piéu 28. Trach nhiém ciia Phong Vin héa - Xa hoi
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1. Phéi hop bao dam ha tang k¥ thuat, moi truong sd phuc vu viée cong
khai va cung cap thong tin.

2. Phéi hop quan 1y, van hanh Trang thong tin dién tir ctia xa.

3. Phéi hop véi Vian phong HPND va UBND x3 ding tai, cap nhat thong
tin theo quy dinh.

4. Thyc hién cac nhiém vu khéc lién quan dén chuyén di s, cong nghé
thong tin va truyén thong theo phan cong.

Piéu 29. Trach nhiém cia cic co quan, don vi c¢6 lién quan

Cong an xa, Trung tam Phuc vu hanh chinh cong, Trung tam dich vu téng
hop va cac co quan, don vi ¢6 lién quan trong pham vi chic nang, nhiém vu
dugc giao c6 trach nhiém phdi hop v6i Van phong HDND va UBND xi trong
viéc tiép nhan, x4c minh, xr 1y, cung cép va bao v¢ thong tin.

Picu 30. Trach nhiém ciia can b, cong chirc, vién chirc

1. Thuc hién dung trach nhi€ém dugc giao trong viéc tao lap, quan ly, bao
quan va cung cap thong tin.

2. Khong tu ¥ cung cép thong tin thudc pham vi han ché tiép can hoac
thong tin khong duoc tiép can.

3. Khong lam 16 bi mat nha nudc, dir li¢u ca nhan va cac thong tin dugc
phap luat bao vé.

4. Chiju trach nhiém trudc ngudi ding dau co quan, don vi va trudc phap
luat vé viéc thuc hién nhiém vu duogc giao.

Piéu 31. T6 chirc thue hién

1. Chanh Van phong HDND va UBND x4 chi tri theo ddi, don ddc viéc
thuc hién Quy ché.

2. Trong qua trinh thuc hién, néu c6 kho khan, vudng méc hodc van ban
phép luat c6 lién quan duoc stra d6i, bd sung, cac phong chuyén mén, don vi
thuoc UBND x4 kip thoi phan anh vé Vian phong HPND va UBND x4 dé tong
hop, bdo cao Chu tich UBND xa xem xét, quyét dinh hodc dé xuét sira doi, bd
sung Quy ché cho phu hop.

3. Truong hop quy dinh tai Quy ché nay khac véi quy dinh cta van ban
phap luat méi dugce ban hanh thi thuc hién theo quy dinh cta van ban phap luat
moi./.
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PHU LUC
(Kém theo Nghi dinh s¢ 337/2026/ND-CP ngdy 26 thang 8 nidm 2026 cuia Chinh phui)

Phiéu y&u cau cung cap thdng tin cua c& nhan ¢ yéu cau cung cap

Mau so6 0la thong tin

Phiéu yéu ciu cung cp thong tin cua cong dan thdng qua té chire, doan

Miu s6 01b thé, doanh nghiép

Mau sb 02 Théng bao tiép nhan yéu cau cung cap thong tin
Mau sé 03 Théng bao giai quyét yéu cau cung cap thdng tin
Mau sb 04 Théng béo gia han viéc cung cip thdng tin
Mau sb 05 Thong béo tir chbi yéu cau cung cap thong tin

Mau sb 06 Vin ban chap thuan cua ca nhan, té chic lién quan
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Mau s6 0la

CONG HOA XA HOI CHU NGHIA VIET NAM
boc lap - Tw do - Hanh phac

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

PHIEU YEU CAU CUNG CAP THONG TIN
(Danh cho ca nhan yéu cau cung cap thong tin)

Kinh giri: coooveevecce
1. Ho, tBn c& nhan y&u cau cung CAP thONG tiN: ...c.vecvieereeeeeeeeeeee e

2. The can cude cdng dan/The can cudc/Gidy ching nhan cin cudc/Tai khoan dinh
danh dién tir (VNelD)/HO chieut: SO: ....cocvvcviiiinee,

Cép ngay ...... thang ..... nam ....... Tl i

4.1 HO VATEN: (i
4.2. Mdi quan hé véi nguoi co yéu cau cung cap thong tin®: ..........oceeevevveeeveriennne.

4.3. The can cudc cong dan/The can cudc/Giay ching nhan can cudc/Tai khoan dinh
danh dién tir (VNelD)/Ho chieu*:

SO e, Cap ngay ....... thang ....... nam ....... Tall e
4.4. Theo van ban iy quyén ky ngay ..... thang .... nam .......

5. Tén van ban/hd so/tai lieU YBU CAU CUNG CAP: c..vvveeveereeeeeieseseeeseeetee s esess e,
6. Ly do, muc dich yu cau cung cap thONG tiN: .....o..cvveereeeerceeeeeeeeseeseeeess s,

7. Yéu cau cung cap thdng tin nay lan thi:

o Lan dau o Khéc: ............ (ghi 18 s lan di yéu
cau cung cap théng tin c6 noi dung néu
trén)

8. S6 luong ban in, sao, chup van ban, hd so, tal U . .........iiee e,

9. Phuong thtrc nhan vin ban, hd so, tai liéu:

9.3. Nhan qua mang Internet:

0 Qua thu dién tir (ghi rd diachinhan): ...,

0 Cong thong tin dién tir (ghi rd dia chi NhAN): ..ottt e,
0 Trang thong tin dién tur (ghi rd dia chinhan): ...,

0 Cong dir liéu (ghi rd dia chi NhAN): ...,
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o Cong dich vu céng qudc gia (ghi rd dia chinhan): .................coveenee.

o Ung dung di dong hoic cac nén tang sé khac (ghi rd dia chi nhan):..............
0 Hinh thirc khdc (ghi 10): ...ooii e,

10. Van ban KemM theo®:...........ooiiii e

NGUOI YEU CAU
(Ky, ghi rd ho tén)

1 Cong dan cung cap sé Thé cin cudc cong dan/Thé cin cuoc/Glay chuang nhan cén
cudc/Tai khoan dinh danh dién tir (VNeID); ngudi nudc ngoai cung cap sé Ho chiéu.

2 Theo quy d;nh cua Bo luat Dan su vé nguoi dai dién, nguoi giam ho ddi véi nguoi
Yyéu cau cung cap thong tin 12 ngudi bi han che néng luc hanh vi dan su, ngudi ¢ kho
Khan trong nhan thuc, lam chu hanh vi néu Quyét dinh ctia Toa an lién quan dén nang
luc cta ngudi d6 c6 quy dinh, nguoi mat nang luc hanh vi dan su.

3Ghi rd méi quan h¢ véi nguoi €6 yéu cau cung cip thong tin, _trong truong hop ngudi
duoc uy quyen la cha, me, Vo, chong, con cia nguoi ty quyén thi khdng can cé vin
ban uy quyen.

4 Cong dan cung cp s6 The can cudc cong dan/Theé can cudc/Giay ching nhan cin
cudc/Tai khoan dinh danh dién tir (VNelD); nguoi nudc ngoai cung cap so6 Ho chieu.

5 Vian ban chap thuan trong trudng hop yéu cau cung cap thong tin duoc tiép can co
diéu kién; van ban uy quyén (trong truong hop ty quyén); van ban khac (néu cd).

Ma2u s6 01b

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

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

PHIEU YEU CAU CUNG CAP THONG TIN 7
(Danh cho truong hop cdng dan yéu cau cung cap thong tin thong qua té chie, doan
the, doanh nghiép)

Kinhguti: ...l
1. Tén tb chirc, doan thé, doanh NGNIEP:.........ooveie i,
2. M s6 doanh nghiép/ma sé dinh danh caa té chire: .

3. Ho tén ngudi dai dién yéu cau cung cip thong tin thong qua to churc, doan the
doanh nghiép?:

S6 dién thOal, E-mail: .....................

4. Danh sé&ch ca nhan c6 yéu cau cung cap thong tin kém theo Phiéu yéu cau cung cap
thong tin (dinh kém)

5. Tén van ban/hd so/tai lidU YBU CAU CUNG CAP:.....eevneeeee e


https://thuvienphapluat.vn/van-ban/Quyen-dan-su/Bo-luat-dan-su-2015-296215.aspx
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6. Y&u cau cung cap thdng tin nay lan thi:

o Lan dau o Khac: ............ (ghi 18 s lan da yéu cau
cung cap théng tin c6 noéi dung néu trén)

7. S6 lugng ban in, sao, chup van ban, hd so, tai lidu: ..............ccoeeeee.

8. Phuong thic nhan van ban, hd so, tai lidu:. .

8.1. Nhan tai noi yéu cau cung CAp thong tin:...........co.ueeeeuneeeeneeeinnn,

8.2. Nhan qua dich vu buu chinh (ghi rdo diachinhan): ................coiiiiennn,

8.3. Nhan qua mang Internet:

0 Qua thu dién tir (ghi rd diachinhan): ...,

0 Cong thong tin dién tir (ghi rd dia chinhan): .......cooviiiiei e,

0 Trang thong tin di¢n tu (ghi rd diachinhan): ...,

0 Cong dir liéu (ghi rd dia chi NhAN): ...

o Cong dich vu céng qudc gia (ghi rd dia chi nhan): .. .

o Ung dung di dong hoic cac nén tang sé khéc (ghi rd dia chi nhan):.........cccoeeeuee.....

0 Hinh thirc khac (ghi 10): ....oviie e

9. VAN ban KEM thBOZ:. .. ..ot

NGUOI PAI DIEN
TO CHUC/POAN THE/DOANH
NGHIEP
(KY, ghi 16 ho tén, déng ddu (néu co))

! Theo quy dinh caa Bo luat Dan su vé ngudi dai dién cua to chirc, doan thé, doanh
nghigp.
2Van ban chap thuan trong trudng hop yéu Cau cung Cap thong tin dugc tlep can co
diéu kién; van ban uy quyén (trong truong hop y quyén); van ban khac (néu cd).


https://thuvienphapluat.vn/van-ban/Quyen-dan-su/Bo-luat-dan-su-2015-296215.aspx

16

DANH SACH CA NHAN CO YEU CAU CUNG CAP THONG TIN
(Kém theo Phiéu yéu cau cung cap thong tin danh cho truong hop cdng dan yéu cau
cung cap thdng tin thdng qua té chize, dodn thé, doanh nghiép)

S6 thé cin cwéc cong dan/ thé
can cwdc/giay chirng nhan can

Ly do, muc dich

STT Ho va tén cudc/tai kKhoan dinh danh dién tiy) yéu cau cung | Ky tén
(VnelD)/ cap thong tin
ho chieu
1
2
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Mau s6 02

TEN CO QUAN/PON VI CONG HOA XA HQI CHU NGHIA VIET NAM
DON VI PAU MOI! Doc 1ap - Tw do - Hanh phuc

S6: ... [veeieaee L, ngay... thang... nam..

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

Tén don vi dau MSi cung CAP thONE tr. ... .oeveeeee et
Tiép nhan yéu cau cung cap thong tin caa Ong/Ba%: .........ovveeeii i,

Thé cén cude cong dan/The can cuéC{Giéy ching nhan can cudc/Tai khoan dinh danh
dién tir (VNelD)/H¢ chiéu: So: ..... Cap ngay .... thang .... ndm .... Tai:......

S6 dlen thoais.......ooovii s sE-mail: oo,

Hinh thirc cung Cap thONg tin: ..........coouiiii i,
Vin ban kém theo yéu cau cung cap thong tin®:.........veeere e,

NGUOI TIEP NHAN
(Ky va ghi rd ho tén)

I Trudong hop co quan, don vi cung cp thong tin phan cong don vi dau mdi.

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

3 Tén ctia ngudi Yéu cau cung cip thong tin; ngudi dai dién trong truong hop cung cap
thdng tin cho cong dén thong qua ngudi dugc uy quyen/ngudi dai dién/ngudi giam ho;
to chtrc, doan thé, doanh nghiép.

4 Van ban chap thuan trong trudong hop yéu cau cung cap thong tin duoc tiép can co
diéu kién; vin ban uy quyén (trong truong hop ty quyén); van ban khac (néu cd).
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MAu s6 03
TEN CO QUAN/PON VI CONG HOA XA HQI CHU NGHIA VIET NAM

PON VI PAU MOI! Péoc lap - Tw do - Hanh phc
S6: ... [oeeiaee L, ngay... thang... nam..

] ~_ THONGBAO i
GIAI QUYET YEU CAU CUNG CAP THONG TIN

Kinh gui: ...............

Tén don vi dau MSi cung CAP thONE t: ....eevneren i,
Nhan dugc yéu cau cung cap thong tin caa Ong/BaZ: .........covvvvveieeeine,

Thé cén cude cong dan/The can cuéc/Qiéy ching nhan can cudc/Tai khoan dinh danh
dién tir (VNelD)/Ho chiéu: So: ....... Cap ngay ..... thang .... nam .... Tai:...

SO dien thoai:. . .ovve e, sE-mail: oo,
Y&u cau cung cap van ban/hd so/tai S ..........eeeee e,

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

- Hinh thirc cung Cap thONG tIN: .....c..ueeeee et
- Pia diém cung CAp thONG tin: .........ooiemiii et e,
- Chi phi tiép can thAng tin (NEU CO): «..vvniee e,
- Phuong thtrc thanh todn (NEU CO): «....vven e,
- Thoi han thanh t0AN (NEU CO): ...ovveeee e,
- NQAY CUNG CAP thONEG tIN: ... eeeeeee et e

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

1 Truong hop co quan, don vi cung cap thong tin phan cong don vi dau méi.

2 Tén ctia ngudi yeu cau cung cap thong tin; ngudi dai dién trong truong hop cung cap
thong tin cho cong dén thong qua nguoi dugc uy quyen/ngudi dai dién/ngudi giam ho;
to chtrc, doan thé, doanh nghigp.

8 Trudng hop don vi dau moi cung cap thong tin khong c6 con dau riéng thi st dung
con diu cua co quan, don vi cung cap thong tin.

Mau s6 04
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TEN CO QUAN/PON VI CONG HOA XA HOI CHU NGHIA VIET NAM

PON VI PAU MOI* Pic lap - Tw do - Hanh phc
S [evoueaee , ngay... thang... nam..

THONG BAO
GIA HAN VIEC CUNG CAP THONG TIN

Kinhgti: ..................
Tén don vi dau mi cung CAp thONg tin: ........veveneiee e,
Nhéan duoc y&u cau cung cap thong tin caa Ong/Ba2: ................c..uee..

Thé can cudc cong dan/Thé can cuoC/Glay chang nhan can cu:oC/Tal khoan dinh danh
dién tir (VNelD)/Ho chiéu: So: ...... Cép ngdy ..... thang ... ndm ..... Tai:...

S6 dlen thoais...............ooel. cE-mails oo,

Ngay/thang/nam nhan Y8U CAU: ..ottt

Pon vi dau méi cung cap thong tin thong béo gia han viéc cung cap thong tin nhu sau:
Ly dogiahan:. . ...,

- Thoi gian gia han cung Cap thong tin: ..............oeeeeeeeueeieeiee e,

- Thoi gian cung cap thong tin sau khi giahan: ..............o.ocoooiiiiiiiii,

THU TRUONG PON VI PAU MOI
CUNG CAP THONG TIN
(Ky, ghi rd ho tén, déng dau®)

I Trudong hop co quan, don vi cung cp thong tin phan cong don vi dau mdi.

2 Tén ctia ngudi Yéu cau cung cap thong tin; ngudi dai dién trong truong hop cung cap
thong tin cho cong dén thong qua ngudi duoc uy quyen/ngudi dai dién/ngudi giam ho;
to chtrc, doan thé, doanh nghigp.

3 Truong hop don vi dau mdi cung cap thdng tin khdng ¢ con dau riéng thi sir dung
con dau cua co quan, don vi cung cap thong tin.
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MAu s6 05
TEN CO QUAN/PON VI CONG HOA XA HQI CHU NGHIA VIET NAM

PON VI PAU MOI! Péoc lap - Tw do - Hanh phc
SO ... [oeeiaee L, ngay... thang... nam...

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

Kinhgui: ...l
Tén don vi dau mi cung CAp thOng tin: .........ooveeeveneeiieeeie e,
Nhan dugc yéu cau cung cap théng tin caa Ong/BaZ: ...........ccceueen....
Thé cén cude cong dan/The can cuéc/Qiéy ching nhan can cudc/Tai khoan dinh danh
dién ti (VNelD)/Ho chiéu: So: ...... Cap ngay .... thang ... nam .... Tai:......
SO dEN thoai:. .. ee e, s E-mail: ...
Y&u cau cung cip van ban/hd so/tai eu: .........coeeveeeeieeeiieeiinn,
Ngay/thdng/nam nhan YBU CAU: ..........ccovniiiieiiie e,

Pon vi ddu méi cung cap thdng tin thdng bao tir chbi yéu cau cung cap théng tin vi ly
O SAU QAY: .o e

THU TRUONG DPON VI PAU MOI
CUNG CAP THONG TIN
(Ky, ghi rd ho tén, déng dau®)

L Trudng hop co quan, don vi cung cap thong tin phan cong don vi dau mai.

2 Tén ciia ngudi yeu cau cung cap thong tin; ngudi dai dién trong truong hop cung cap
thong tin cho cong dén thong qua ngudi duoc uy quyen/ngudi dai dién/ngudi giam ho;
to chure, doan the, doanh nghiép.

3 Truong hop don vi dau méi cung cap thong tin khong cé con dau riéng thi st dung
con dau cua co quan, don vi cung cap thong tin.
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MAu s6 06

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

...... ngay....thang.....nam...
VAN BAN CHAP THUAN
T&n c& Nhan/td chirc ChaP tUAN: «.....ooveee e,

Thé can cudc cong dan/Thé can cu’orC/Giéy ching nhén can cude/Tai khoan dinh danh
dién tir (VNelD)/Ho chiéu/Ma sé doanh nghiép/Ma sb dinh danh cua td chic:

SO: e Cap ngdy ... thang ...... ndm ......... Tai: oo,
So dienthoais......oeveveeenn. sE-mail: oo

La cha s hitu bi mat kinh doanh/La cha s 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/tai liéu:

Thé can cudc cong dan/Thé can cudce/Giay chung nhan can cudc/Tai khoan dinh danh

dién tor (VNelD)/Ho chiéu: S6: ......ooooviiiiiiiinn, Cap ngay ...... thang ...... nam
......... Tal: ..o,
PuoC tidp €an thong tin............coooiueei e tai van

ban/hd so/tai liéu néu trén.

XAC NHAN CUA CO QUAN/TO CA NHAN/TO CHUC CHAP THUAN?
CHU'C? (Ky, ghi rd ho tén, déng dau (néu co))

1 Ccong dan cung cap sb thé can cudc cong dan, thé can cudc, glay ching nhan cén
cudc hodc tai khoan dinh danh di¢n tir (VNelD); nguoi nuéc ngoai cung cap s6 Ho
chiéu; to chirc cung cap ma s6 doanh nghiép/méa sb dinh danh cua t6 chuc.

2 Truong hop van ban chap thuan ciia ca nhan thi phai c6 xac nhan chit ky cua Uy ban
nhan dan cap xa hoac Van phong cong ching.

Truong hop vian ban chap thuan cua té chac thi khong can xac nhan caa co quan/to
chuc.

3 Truong hop van ban chp thuan cua ca nhan thi ca nhan ky, ghi r6 ho tén. Truong
hop van ban chap thuan cua to chae thi ngudi dai dién cua to chie do ky, ghi rd ho
tén, dong dau.
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