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QUY TRINH M4 hiéu: QT -07.CCTT
UBND PHUONG X A 3 X -
THUY PHUONG Cung cap thong tin cho |Lénbanhanh: 04
cong dan Ngay ban hanh: ~ 12/05/2022
1. MUC PiCH

Quy dinh trinh tw t6 chirc thuc hién viéc cung cap thong tin theo yéu ciu clia
cong dan thudc pham vi, trach nhiém cung cip thdng tin ctia UBND phuong
Thuy Phuong.

2. PHAM VI .

Ap dung cho hoat dong cung cdp thong tin theo yéu ciu clia cong dan tai
UBND phudong Thuy Phuong.

3. TAILIEU VIEN DAN

- Tiéu chudn quéc gia TCVN ISO 9001:2015

- Luét Té chitc chinh quyén dia phuong nam 2015;

- Luat Tiép can thong tin nam 2016;

- Nghi dinh s6 13/2018/ND-CP ngay 23/01/2018 ctia Chinh phii quy dinh chi tiét va
bién phap thi hanh Lut Tiép cén thong tin;

- Théng tw s6 46/2018/TT-BTC ngay 14/05/2018 ctia B Tai Chinh quy dinh chi
ti€t chi phi thuc té€ d€ in, sao, chup va gtti thong tin theo quy dinh tai khoan 2 digu 12
Luat Tiép cin thong tin.

- Nghi dinh s6 27/2019/ND-CP ngay 13/03/2019 ctia Chinh phu quy dinh chi tiét va
bién phap thi hanh Luét Do dac va ban dd;

4. PINH NGHIA/VIET TAT
- UBND: Uy ban nhén dan
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QUY TRINH M3 hiéu: QT -07.CCTT
UBND PHUONG oo ) : -
THUY PHUONG Cung cap thong tin cho |Lanbanhanh: 04
cﬁng dan Ngay ban hanh:  12/05/2022
5. NOI DUNG QUY TRINH
TT Hoat dong Trach nhi€ém T.h - x Ble;“ .
gian | mauw/Ket qua

I | Tiép nhan yéu ciu cung cdp thong | Cong chirc Tiép - Phiéu yéu
tin cila céng dan dwoc chuyén dén | nhan va tra két cau cung cip
qua dwong bwu dién/ fax/ mang | qua gidi quyét thdong tin cda
dién tir hodc nhén truc tiép TTHC cong dan

2 | Cong chirc Tiép nhin va trd két
qua giadi quyét TTHC - Cong chtrc | o -S0 theo doi
van phong - Théng ké nghién ciu, Cﬁf’g Ch‘frch\f,an cung cap
x4c dinh ndi dung yéu ciu cua | PPORE~ 1hOng théng  tin

A " 5 ) ké - Pau mé6i 05 P
cdng dan thudc linh vuc nao, do Ko i1 A ’ theo yéu cau
e b oo an e, | CUNECAP thong | ngay 5
can bd nao phu trach va dé xudt | - Phiéu de
hwéng xr ly véi Lanh dao UBN Xuat xt Iy
phuong ’
3 | Xk ly yéu ciu:
- Néu yéu cau ctia cong dan khoéng | Lanh dao
thudc tham quyén giai quyét hoic | UBND
th’(“)ngltin E{hong dworc tiép cén‘ thi | Can b6 chuyén - Théng béo
bdo cdo lanh dao UBND phwong | mén dwoc tr chéi yéu
ri T?}?“ng btgo tir choi yéu cau cung giao nhiém vu ciu cung cAp
capﬂ ons 1‘n. thoéng tin
- Néu yéu cau ctia cong dan thudc .
~" n 7. o e 30 ’ 03 ngay
tham quyén gidi quyét phai bao
cdo Lanh dao UBND phwong xem
xét, dw thao Phiéu gidi quyét yéu
cau cung cip thdng tin.

4 | Can bd Chuyén mon dwoc giao -Dw thao
tham muwu dy thio Phiéu giai Phiéu  gidi
quyét yéu cau cung cip thong tin. quyét  yéu
Bao cdo két qua giai quyét véi cau cung cip
lanh dao UBND phuong. Can bd chuyén thong tin
- D6i véi thong tin don gian, c6 | mon dwoc | 05ngay |- Duw thao
san c6 thé cung cdp ngay thi | giao nhiém vu Thoéng béo
nguwoi yéu ciu cung cip thdng tin bdo gia han
dwoc truc ti€p doc, xem, nghe, ghi yéu ciu cung
chép, sao chép, chup tai liéu hoic cép théng tin
yéu cau cung cdp ngay ban .sao,




" e s
~

AN

- MAu Phiéu ti€p nhan yéu ciu cung cép thong tin: MAu sé 02;

- Méu Phiéu giai quyét yéu ciu cung cAp thong tin: Mau sb 03:

- MAu Théng béo gia han yéu ciu cung céip thong tin: MAu sb 04;
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ban chup tai liéu.

-Trong trudng hop cén gia han thi

bdo cdo lanh dao UBND phuwong

va dv thao Théng bao gia han yéu

cau cung cip thdng tin.

5 |Lanh dao UBND phuwdng phé | Cha tich hoic - Phiéu gidi
duyét két qua cho t8 chirc /cong | ngwoi  dwoc quyét  yéu
dan . | iy quyén cau cung cdp

0,5 thong tin

ngay |- Théng bao
bdo gia han
yéu cau cung
cap thong tin

6 |-Tra két qua cho t8 chirc/cong | Can bd chuyén -S6 theo doi
dan: trwc tiép/ qua dwdng buu | mén dwoc cung cap
dién/ fax/ mang dién tir _ giao nhiém vu thong tin
-Chuyén két qua gidi quyét cho | Coéng chirc Vin theo yéu cau
Cong chirc vin phong - théng ké | phong - Théng - Phiéu giai
lvu ho so, vao s két qua giai | k& - Dau mdi .. | quyét  yéu
quyét. - cung cap thong 01 ngdy cau cung cip

tn thong tin
‘Bién  ban
giao  nhan
két qua giai
quyét

7 | Lwu ho so Cong chitc Vin
Cong chirc Tiép nhan va tra két qua | Phong - Théng
gidi quyét TTHC - Vin phong - | kK€ - Dau moi | Trong |Theo  quy
Théng ké - Dau méi cung cdp thong | CUng ¢ap thong | ngay | dinh
tin ¢ trach nhiém luwu hd so cong | Un
viéc

6. BIEUMAU
TT | Tén Biéu miu
1. | - Méu Phiéu yéu ciu cung cAp thong tin: MAu sb 01a hodic MAu s6 01b;

Y4 Ay B




cung cip théng tin/ Thong
bao tir chbi yéu cdu cung cip
thong tin/ Thong bédo gia han
yéu cau cung cdp thong tin
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- Méu Théong bdo tir chdi yéu ciu cung cip thong tin: Mau sb 05.
7. HO SO LUU: Hb so lwu bao gém cdc thanh phin sau
TT Ho so lwu Noi luu Thaoi gian
1. |Phiéu yéu cdu cung cép Vin phong Théng ké Theo quy dinh cia vin
thong tin. thu luu trix
2. | Tai liéu lién quan t6i néi
dung cong dan yéu cau (néu
co)
& Pbiéu tiép nhan yéu cu cung
cap théng tin
4. | Phiéu gidi quyét yéu céu




QUY TRINH M4 hiéu: QT -07.CCTT
UBND PHUONG

THUY PHUONG Cung cip thong tin cho |Lanbanhanh: 04
cong dan Ngay ban hanh: ~ 12/05/2022

Mau s6 01a

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

., ngay...thdng....nam......

PHIEU YEU CAU CUNG CAP THONG TIN
(Danh cho céng dén)

Kinh gti:....
1. Ho, tén c nhan yéu cdu cung cdp thong 2.1 TR T
2. Nguoi dai dién/Ngwdi giam hol:..
3.56 CMTND/Thé can cuéc cong dan/Ho ChIBU ..ot se e renas
cdp ngay....... 7 J—— 7 — L
4. Noicw triZi......ccoooviveivecceicecieeen,

5.50 dién thoai3........ceeeveeeeeeeeeeeeereen FAXooeoeoeo ; E-mailiann...

6. Tén van ban/ho so'/tai liéu YU CAU CUNG CAP:...veveeeeeee e eerereee e oo eeeeees e

7. Muc dich yéu cau cung cdp thONg tin:.......ccceeerervereeiseeeeee e e

8. Yéu cau cung cdp thong tin nay lan thi:

a) Lan dau b) Khac: ........... (ghi r6 s6 lan da yéu ciu cung cap
théng tm c6 ndi dung néu trén)

9. 86 lwong ban in, sao, chup vin ban, ho so, tai liéu:.......

10. Phwrong thirc nhan van ban, hd s, tA1 HBW e veeeeee oo,

O Nhén tai noi yéu cau cung c4p théng tin,

0 Nhén qua buu dién (ghi rd dia chi NhAN):...o.ccvieeeee e e e

B ERR ] el 76 80 Bl st

0 Nhan qua mang dién ti (ghi rd dia chi NhAn): ..o,

O Hinh thire khéc (ghi ro):................

11. Vén ban kém theo (trong trwong hop tiép cin théng tin c6 diéu kién):...

NGUO'1 YEU CAU
(Ky, ghi ré ho tén)

1 Theo quy dinh ctia bd ludt dan sw vé nguoi dai dién, ngudi gidm hé doi véi ngudi yéu ciu
cung cap théng tin 12 ngwoi chwa thanh nién, ngwdi han ché ning lwe hanh vi dan sw, nguoi
mdt ndng lwc hanh vi dan sw, ngwoi co kh¢ khan trong nhdn thirc va 1am cha hanh vi..

2 Ghi noi cu tri clia ngudi dai dién/nguwdi gidm ho.

3 Ghi s¢ dién thoai, fax, email clia nguwoi dai dién/giam ho.




QUY TRINH M3 hiéu: QT -07.CCTT

UBND PHUONG P 5 g X "
THUY PHUONG Cung cip thong tin cho |Lanbanhanh: 04
cong dan Ngay ban hanh:  12/05/2022
Mau s6 01b

CONG HOA XA HOI CHU NGHIA VIET NAM
Doclap - Tw do - Hanh phiic

sneneny, NGAY,..tAANG....nAM......

PHIEU YEU CAU CUNG CAP THONG TIN
(Danh cho cong dan yéu cdu cung cdp théng tin théng qua té chikc, doan thé, doanh nghiép)

Kinh gliz ..o,

1. Tén t6 chirc, doan thé, doanh NEhiBP:.........oceveeveeveoreeeeeeeee oo
2. Nguwoi dai dién ctia té chivc, doan thé, doanh nghiepL: .....oceeveeeevvvevrerereereees e,

3.56 CMTND/Thé cédn cwérc cong dan/Ho chiU.......o.eee.......
CAD DAY oo s, ssssitern Vil mansmmongsasssmsrnssassssspassmsabamsssmsssssssesenmiovavisssens
4. bia chi tru sé ctia t6 chitc, doan thé, doanh nghip: ......ccveveeeveieeeersee e

5. 50 dién thoai2......vssersssisasossisn 3 Bttt BRI somsnsisiimisimenisanssnnsancs

7. Muc dich yéu cau cung cép thong tin: ..................

8. Yéu cau cung cap théng tin nay lan th&:

a) Lan dau b) Khac: vovvoo. (ghi rd s6 lan da yéu cau cung cip
: thong tin ¢6 ndi dung néu trén)

9. S8 lwong ban in, sao, chup van ban, hd so, tAl lHEU: c.cvevveeeeeie e

10. Phwong thirc nhan van ban, ho so, tai HBU..ueeee i e

0 Nhan tai noi yéu cau cung cip thong tin

0 Nhan qua buwu dién (ghi r6 dia chi nhan):.....ccc.cocoviiiiiiiice e

1 B (Ehi 10 SO faR 5 cininminssammmmnmensensasansmnsas

0 Nhén qua mang dién tir (ghi rd dia chi nhan): ..o

B Hinh thipekhae [2hl 10): imemuwamumsmnimmmanssra i

NGUO'1 YEU CAU3
(Ky, ghiré ho tén)

1 Theo quy dinh ctia B luat dan sw vé ngwdi dai dién cua té chike, doan thé, doanh nghiép.
2 Ghi s6 dién thoai, fax, email cua nguwoi dai dién yéu ciu cung cip théng tin.

3 Nguoi dai dién ky, ghi rd ho tén va déng ddu ctia to chiic, doan thé, doanh nghiép do.



‘ QUY TRINH M3 higu: QT -07.CCTT
UBND PHUONG £ v n e : ;
THUY PHUONG Cung cap thong tin cho Lan ban hanh: 04
cong dan Ngay ban hanh:  12/05/2022
Mau s6 02
TEN CO' QUAN cONG HOA XA HOI CHU NGHIA VIET NAM
bON VIDAU MOI' Pdclap - Tw do - Hanh phiic
Sé / 5 T i canmenae thdng ndm.........

Ti&p nhan Phiéu yéu ciu cung cip thong tin ctia Ong/Ba3: .....cocooeeeeveeeeeeree e
S0 CMTND/Thé cdn cuwdc cOng dan/HO ChifU ...cccccveceeeeevcerie s
cdp ngay......... y— /tai ... fone,

NOT CU T it e s s en s e n e en s es e s en s s

SO ditn thoaliu el setinne s BINAIE wmbsmmrmsmmnmeransnssssss

Yéu ciu cung cdp van ban/Ho so/tai HBU: .oovvveeeecieeeecrceee e et s
Hinh thie cung cApthBng tint we s isssibmiismiminasns

Vén ban kem theo Phiéu yéu cau cung cdp thong tin gom*:

Vao S8 theo déi cung cap théng tin theo yéu ciu, Quyén s6:.../nam.........
S6 th tw............

NGUO'I TIEP NHAN PHIEU
(Ky va ghi ro ho tén)

I Trwdng hop co quan cung cdp théng tin phan cdng don vi dadu méi

2 Phiéu tiép nhén yéu ciu cung cip théng tin dwoc l4p thanh 2 ban; mét ban lwu tai co
quan/don vi ddu méi cung cdp thong tin, mot ban giao cho ¢a nhén, t8 chirc yéu cau cung
cip thong tin.

3 Tén cla ngwoi dai dién trong truedng hop cung cdp théng tin cho cong dan théng qua td
chikc, doan thé, doanh nghiép.

4 La nhitng vdn ban keém theo trong truedng hop cung cap thong tin cé diéu kién.

N0

T1n
";\I:;-.



‘ QUY TRINH M3 hiéu: QT -07.CCTT
UBND PHUONG X 5 : 5 .
THUY PHUGNG - Cung cap thong tin cho |Lanbanhanh: 04
cﬁng dan Ngay ban hanh:  12/05/2022
MAiu s6 03
TEN CO' QUAN. CONG HOA XA HOI CHU NGHIA VIET NAM
PON VI PAU MOI1 Poc lap - Tw do - Hanh phiic
Yo - b (— PO 1011 || R thdng........ nam......

Tén co quan/don vi ddu madi cung cap thOng tin: ......ccccvveveveeeeiiceie e
Nhan dwoc d& nghi ctia Ong/BaZ: ..o seeeeee s eeeeeeeee s e eseeeeneenesens
S8 CMTND/Thé ciin cwéecdng din/HE B ommmmmblsammnimmmmms

CAp NEAY..covs [ eveerenn 28 = ) R

NOT CU L s s nrsmms

SO dién thoai:....cccceevvvvcrrcnen, FaX.....ocoeunnn, — Email
Yéu cau cung cdp van ban/ho so/tai LU ..ccvveceeereireiiiie et eseesiens e e o f
' i

Co quan/Pon vi dau moi cung cp thong tin thong bdo vé viéc cung cip thdong tin do
Ong/Ba yéu cau nhw sau:

Hinh thirc cung cap thONE tin: ..o s s s aer e

bia diém cung cdp thong tin (trong truwdng hop cung cip thong tin tai tru s& co quan cung
CAD thONE ]S e st ssmsens

Chi phi cang c8p théng tin (NBUEH): st
Phwong thirc thanh todn (NEU €O): cvvvereveeecerieseiree e e

Thoi han thanh todn (néu cé): ......c......... L. S

THU TRUO'NG CO' QUAN/PON VI PAU
MOI CUNG CAP THONG TIN
(Ky, ghi ré ho tén, déng ddu co quan/don vi
ddu moi cung cdp thdng tin3)




QUY TRINH M3 hiéu: QT -07.CCTT
UBND PHUGNG £ n : X :
THUY PHUONG Cung cap thong tin cho | Lanbanhanh: 04
cﬁng dan Ngay ban hanh:  12/05/2022
Miu s6 04
TEN CO' QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
DON VI bAU MOI? Doclap - Tw do - Hanh phiic
Y S i, B A o thdng........ ndm.........
THONG BAO

GIA HAN CUNG CAP THONG TIN
Kinh g coviais
Tén co quan/don vi ddau méi cung cip théng tin: .........

Nhan dwoc Phidu yéu ciu clia Ong/BaZ: ......ccecceeeeeeeereeieeeeereessesees e seesreessess o

S6 CMTND/The cdn cwdc cong dan/Ho chiéu... S0 R o |
ngay....... ) (G W, .- | ROV —— p—

Noi cw tru: .

S dién thoai:.....ccceeveeceeecrinas FaX...oooeiveeeeeen EMailt v,

Yéu cau cung cdp van ban/ho SO/tai HBU: ....eueveeveeee e es e
Ngay/thdng/nam nhan Phiéu yéu cau: .

Co quan/Bcn vi dau méi cung cap thong tin thong bao vé viéc gia han cung cip thong tin do
Ong/BA YEU CAU VI 1Y d0.uurverrreeeeieee e eeeeeeees e e e e eee e e,

Thaoi gian gia han cung cap thONg tin:.....c.o.c.cveieeeececeeee e
Thoi gian cung cdp thong tin sau Khi gia han: ......ooeeeeeeeeeeeeee e,

THU TRUONG CO ‘QUAN/DON VI PAU
MOI CUNG CAP THONG TIN
(Ky, ghiré ho tén, d‘ong ddu co quan/don
vi ddu méi cung cdp théng tin3)

I Trwong hop co quan cung cdp théng tin phan cong don vi dau méi.

2 Tén cla nguwoi dai dién trong truong hop cung cdp théng tin cho céng dan thong qua td
chikc, doan thé, doanh nghiép.

3 Trwong hop don vi dau méi cung cdp thong tin khéng cé con d4u riéng thi st dung con
d&u cta co quan cung cip théng tin




QUY TRINH M4 hiéu: QT -07.CCTT
UBND PHUGNG X " ; X 1
THUY PHUGNG Cung cap th()llg tin cho Lan ban hanh: 04
cong dan Ngay ban hanh:  12/05/2022
Miu sé 05
TEN CO' QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
DON VI DAU MOI* Doc lap - Tw do - Hanh phiic
S6 7 , NGAY ... LRERG cuviis THE 0
THONG BAO

TU CHOI YEU CAU CUNG CAP THONG TIN
Kinh gti:................
Tén co quan/don vi dau m6i cung c&p thANE tin: c...e.vveveeeeeeeeee oo
Nhéan dwoc Phi€u yéu ciu ctia Ong/Baz: ...,

S8 CMTND/Thé cin cudc cong dAn/HO ChIEU cov.v.vveeooeeeeeeeseeeeeoeeo oo cdp
BBV crusvomsase Povenns, Foos BB svommmniininsiinssiinisiommmmmenmammmasseslcensos

.54 (1 ¢ 1 SRARR—————————————————— T NSRRI

S6 dién thoait....cccoeveeeiee, Fax Emaili..cccoovviciiiciie e,
Yéu cau cung cdp van ban/hd So/tai UL ......vveveeeeeeeeeeee e
Ngay/thang/ndm nhan Phidu Y&U CAUS w....evveeeer oo oo cee e

Co quan/Pon vi dau méi cung cdp thong tin théng bao vé viéc tir chéi cung cdp théng tin do
Ong/Ba yéu cau vily do .ceeeeecvvrvvreveeeseeeennn,

THU TRUG'NG CO' QUAN/PON VI PAU
MOI CUNG CAP THONG TIN
(Ky, ghi ré ho tén, déng ddu co quan/don
vi ddu méi cung cdp théng tin3)

1 Trwong hop co quan cung cdp théong tin phan céng don vi dau méi.

? Tén cta ngudi dai dién trong truong hop cung c4p thong tin cho céng dan thong qua to
chirc, doan thé, doanh nghiép.

* Trwong hop don vi dau méi cung cdp théng tin khéng cé con dau riéng thi st dung con
dau cta co quan cung c4p théng tin.




