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GUIDELINES ON PRO-ACTIVE TRANSPARENCY 
how to provide access to information?
The Law on Free Access to Public Information stipulates an obligation to provide access to information:
· on initiative of information holders – pro-active publication of information 
and
· on requests from applicants, submitted orally, in writing or in electronic form.
Provision of public information on initiative of the information holders
		The provision of information in response to requests is an essential, but not the only obligation of public administrations, which should operate in accordance with the principle of full transparency.  
		In many instances, public and local authorities hold information that, owing to its nature, should be made available to the public without delay. The disclosure of such information would also help institutions fulfill their assigned functions. For example, a public authority tasked with the coordination of different social programs should publish information regarding the starting date and the terms of such programs; food control institutions should publish information regarding the safety and quality of food products on the market, the health risks they pose, etc. 
		Furthermore, citizens willing to submit an access to information request are not always familiar with all the different types of information held by public authorities. This prevents them from formulating their requests accurately. For this reason, it is important that all obliged institutions periodically publish basic information related to their mission, powers, activities, and internal organization. 
		The 2019 Law on Free Access to Public Information (LFAPI) created obligations for institutions to publish certain categories of information on their webpages.    
 	In order to organize the proactive publication of information on their webpages, the information holders should determine officials/units to be entrusted with such responsibilities. Since publication is an open process — i.e., in addition to the categories that require publication, there is also information whose publishing depends on the assessment of an existing public interest — all the officials working within information holders should be aware of the LFAPI requirements, so they can assist the unit responsible for proactive publication. 

	[bookmark: _Hlk79591529]Who are the information holders under the law? [footnoteRef:1] [1:  The list of information holders is maintained by the Agency for the Protection of Free Access to Public Information. See: https://aspi.mk/
According to the Agency’s annual report for 2020, the number of information holder subjects is 1440. 
https://aspi.mk/%d0%b4%d0%be%d0%ba%d1%83%d0%bc%d0%b5%d0%bd%d1%82%d0%b8/%d0%b3%d0%be%d0%b4%d0%b8%d1%88%d0%bd%d0%b8-%d0%b8%d0%b7%d0%b2%d0%b5%d1%88%d1%82%d0%b0%d0%b8/
] 


· Public authorities
· The judiciary 
· The municipalities and the centers for the development of mountain regions in the RNM
· Public enterprises 
· Health institutions 
· Educational institutions 
· Natural and legal persons entrusted with the performance of public duties
· Political parties 

	

	

	



The role of the heads of information holders 
The heads of the information holders subjects within the meaning of the Law on Free Access to Public Information (LFAPI) should take the lead in establishing the standards for proactive publication of public information by:
· Setting out and developing the policies for proactive publication of public information within their institution;
· Appointing officials to be in charge of the timely publication and provision of information;
· Ensuring the maintenance of the list of information categories for publication;
· Determining the mechanisms for ensuring the fulfilment of the obligations under Articles 9 and 10 of the LFAPI.
· Promoting and expanding the culture of openness, transparency and accountability by:
· Informing officials regarding their responsibilities related to access to information and proactive disclosure;
· Publishing up-to-date information of public interest on their webpages;
· Including proactive publication in their institutions’ annual reports; 
· Analyzing access to information requests, received by the institutions, in order to identify public interests and improve proactive publication; 
· Organizing the review of public registers and databases, maintained by the institutions, in order to prepare for fulfilling their obligations related to the re-use of public sector information. 


What information should be published by the information holders?

The LFAPI provides for 22 categories of information that institutions are obliged to publish on the Internet. The last category under Art. 10 is open for types of information of public interest connected with the particular functions of information holders. The specified categories can be classified into several large groups.

The first group of information categories concerns the maintenance of an “Access to information” section on the institution’s webpage
The purpose of access to information sections is to assist citizens in their search for information and in submitting requests to the institution. Such sections should be present on the webpages of all information holders. 
These sections should contain the following information:  
· The list of information categories subject to publication, with appropriate links;

[image: ]

          https://www.krivapalanka.gov.mk/sloboden-pristap-do-informacii


· Contact details of the officials responsible for the provision of information and for the processing/deciding of requests; 

Example of an “Access to information” section from the Kriva Palanka Municipality https://www.krivapalanka.gov.mk/
[image: ]














Example of an “Access to information” section from the Ministry of Defense of the Republic of North Macedonia https://mod.gov.mk/
[image: ][image: ]


· Explanatory information for applicants – How to submit a request? (submission method – orally, in writing, and electronically), how to appeal the decision;

· Sample request for free access to information;

· Annual access to information report of the institution;

· Other information that would help citizens exercise their right to information –instructions, guidelines, etc.; 


The second group of categories relates to institutional and organizational information about the information holder

· Information about the address, headquarters, competences, and webpage of the institution;

· Contact details of the institution and its head, including professional biography – telephone number and e-mail address;

· Organigram showing the internal organization of the information holders;

· List of all officials working in the institution, along with their designations and contact information – telephone number and e-mail address;

· List of all contractors of the institution – name, profession, term and purpose of the contract; 


· [bookmark: _Hlk80345579]Consolidated texts of the laws that establish the powers of the information holders; 

· Internal acts of the institution adopted within the scope of its powers; 

These are the administrative acts issued by the respective administrative body. For instance, these include all regulations, internal rules and instructions, as well as orders/decisions taken by the authority. 

· Information regarding the types of services provided by the information holders;

· Other information related to the specific powers of the institution.


The third group of categories comprises operational information

· Strategies and strategic work plan of the institution; 


· Annual work plans and programs with their annexes;


· Activity reports of the institution submitted to oversight authorities; 

· Statistical data related to the life and health of citizens;

· Acts and measures issued within the competences of the institution;

· Fees related to the issuing of acts; 

· Agendas and minutes of discussions of the collective bodies.



The fourth group of categories includes budgeting, financial information, and integrity

· Annual budget of the information holder;

· Annual financial report; 

[image: ]
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· Quarterly financial reports, if required from the institution;

· Inspection and audit reports;
· Annual public procurement plan; 

· Public procurement notices;
· Concluded public procurement contract;

· Concluded concession contracts, if applicable;

· Public-private partnership contracts, if applicable. 



	




Other information determined by law

If other legislation stipulates obligations to publish additional categories of information, the latter should be included in the mandatory publication list, which should be updated regularly. The information holders have a responsibility to review the list of categories of information subject to publication. The specified list should also be shown on the link where the information is published. 
	


Publication of information in an open format
In accordance with the Law on the Re-use of Public Sector Information,[footnoteRef:2] every public sector organization must annually adopt a plan for gradual publication on the Internet, in an open data format, of all the free-access databases and resources it maintains.  [2:  Official Gazette of the RNM, Issue 27 of 5 February 2014] 
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3AKOH 3A CJIOBOJIEH MPUCTAN 10 UHOOPMALIM Of1 JABEH KAPAKTEP — Cnyx6en sechuk 6p. 101 0p 22 maj 2019

Ynarciao 3a HaunHOT W NOCTAMKaTa 3a CPOBEAYBatbE Ha 3aKOHOT 3 CTIOGOACH NPUCTAN 40 MHOPMALMY OA jage KapakTep

O6pazey 3a xan6a

ToguuHM U3BeUITal 32 CNPOBEAYBatHE Ha 3aKOHOT 3 CTIOBOAieH MPHCTAN A0 MHIOPMALMH OF jaze KapaKTep

O6pazety 3a 6apate 3a MPUCTaN 40 MHOPMALANTE OF jaBeH KapaKTEp

Bpourypa: TM UMALL MTPABO JJA 3HAELL - Bogep 80 koHUerToT Ha Cio6ogeH npucTan 40 wichopMauyu Of jagesi KapakTep

Mpauiatsa/6aparsa M oArosopw

3akon 3a cnooier NPUCTaN Ao wrichopMaLMM of jaBet kapakTep — Jluiik 40 AreHLMaTa 33 3aUITUTa Ha NIPABOTO Ha CIOGO/eH NIPHCTaN A0 WHAOPMALMATE O jaBeH KapakTep

MWHUCTEPCTBO > TPAHCMNAPEHTHOCT > YJIEHCTBO BOHATO >

» Opranw3aumcka cTpyKTypa » JagHocTa wma npago Aa 3nae » Maror go HATO

» Hapnexwoct » Cro6oges npHCTan o uHAOpMaLWM Of jaBeH KapaKTep » [loKyMeHTH N10BP3aHM CO WIEHCTBO
» PaoBopcTso » Nlervcriamusa » Vincpopmaumn 33 HATO
» Merynapogua copabotia » Crpareuwkw foKymenTH » Jlurik o 826 crpanmya va HATO

» Byyer

> _JapHu

KopucTuMe Konaumisa Ha HawaTa ee6-CTpaHa 3a 1a B4 1o 1afieMe HajpeNeBaHTHOTO UCKYCTEO CO 3aM0MHyBate Ha BalUTe npedepeHLm 1 NosTopHM noceT. Co
P P A Ach P ¥ Yy pecpepeny P Mocrapky 3a konauntba  IIZZGTNIZE

vnuvuoamo ua Mnuhatu” oua ra rarnacuoato fa ce kopucrat CUTE Konaunkba.
MOd.gov.mk/fOANLIHY-M3BeITaY-3a-CTPOBE Y Batbe-Ha-3/
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Of jaBeH KapakTep

» Jlerucnatusa

» CTpaTeluku JOKyMeHTU

» JaBuu HabaBkun

Byuet 3a 2020 roguHa — Peanusaumja Ha ByyeT — 3aBpuiHu cMeTky — [laHoueH 6unatc

Byuet 3a 2019 roguHa — Peanu3saumja Ha Byyet - 3aBpuukn cMeTku — [laHoueH 6unaHc
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.3 KPUBATAJIAHKA v  JIOKAJIHA CAMOYTIPABA v YOI v TP,

HCKM BYLIET v  JABHUMPETNPUJATUJA ~ OAHOCWK CO JABHOCT v  KOHTAKT

WHdopmaLyn oj jaBeH kapaktep

WH®OPMAL UM OZ JABEH KAPAKTEP >
e
1. MopaTouy of HAANEKHOCTU KOU MM M3BPLUYBA UHCTUTYLM|ATA, OHOCHO HaanexHocTty Ha OnwTnHata
KOM Ce YTBP/IEHM CO 3aKOH CratyT Ha OnwTunHa Kpyea ManaHka
2. Moaatouy 3a KOHTAKT Ha UHCTUTYLMjaTa KoHTakT
3. MNonatouy 3a (yHKUMOHEPOT, OIHOCHO O/IFOBOPHOTO NULIE Ha lpaaoHa4anHuK
WHCTUTYLMjaTa
4. OCHOBHM NOJATOLM 38 KOHTAKT CO CNYXBEHOTO NUe 3a nocpeayeare  OCHOBHY MOAATOLM 33 KOHTAKT CO CYXGEHOTO /Lie 3a
co MHcopMaL nocpezyBatbe Co MHGOpMaLMn
5. OCHOBHM NOAATOWM 33 KOHTAKT CO NS OBNACTEHO 3a JALITUTEHO.
BHATDELUHO NpHjaByBatse
6. Crucok Ha nulja BpaboTeHN BO MHCTUTYLWjaTa CO No3uLuja, cryxeH Cn1coK Ha MUa BPaBOTEHN BO MHCTUTYLMjaTa CO No3uLMja,
e-Maun u cnyxoeH Tenedon cnyx6eH e-Mann n cyx6eH TenedoH
7. 3aKOHWTE KOU Ce OIHECYBAAT Ha HAINIEKHOCTA Ha UMATENIOT Ha PerucTap Ha JOKyMEHTU/3aKOHM Of HAABOPELLHO MOTEKN0
WH(OPMALY, OBP3aHM CO PErUCTAPOT Ha NPONUCH 0DjaBEHN BO
cnyxBeHoTo macuno
8. TponUCK LITO BO paMKuTe Ha CBOjaTa HaZNeXHOCT M JOHECYBa IpaBunHyK 3a BHaTpeLUHa opraHusauuja Vimare npatara?
VHCTUTYWWjaTa BO BUA Ha NIOA3AKOHCKY akTh MpaBUNHVK 3a CcuCTeMaTI3aLMja Ha PaBoTHUTE MecTa
9. OpraHorpam 3a BHaTpeLUHa OpraHu3aLyja Ha UHCTUTYLMjaTa OpraHorpam 3a BHaTpeLUHa OpraHu3aLuja Ha UHCTUTYLMjaTa .
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KPUBA

AHKA v JIOKAJIHA CAMOYTIPABA v  YCUIYTU v  TPATAHCKV BYLIET v JABHU MPETMPUJATUIA v

I CNOBOAEH NPUCTAM A0 UH®OPMALIW O/, JABEH KAPAKTEP

Onwuka Kpuea Manakka cornacko 3akoHoT 3a cioGoAeH NPUCTaN [0 MH(OPMaLIUK OfL jaBeH kapakTep € uvaTen Ha UtbopmaLi. baparsata Moxe Aa ce
noCTaBaT 40 CnykGeHo NuLie 3a NOCPeAyBate NPU OCTEADYBAtLe Ha NPBoTO Ha COGOASH NPUCTaN A0 UHbOpMALWATE OF jaBeH kapakTep:

Nuauja MutoBcka

yn.CeeTu Joakum Ocoroscku 6p.175, Kpuea Manakka
Imitovska@krivapalanka.gov.mk

Ten. 076 337 445

Bonopec AcaHoBcKa

yn.CeeTu Joakum Ocoroscku 6p.175, Kpuea Manakka
dolores.asanovska@krivapalanka.gov.mk

Ten. 076 337 461

Bapatse

Xan6a

Jvcta Ha nH$OpMaLM OZ jaBeH kapakTep

MpucTaT 10 NHGOPMaLMK 07 jaBeH KapakTep

MpaBu/HYK 33 popMaTa 1 COAPXKIHATa Ha 06Pa3eLOT Ha BaparbeTo 3a NpucTan A0 MHGOPMALWN O/ jaBeH KapakTep
3aKOH 3a C/1060/1eH MPYCTaN A0 NHGOPMALIWN Of jaBeH KapakTep

YNaTCcTBO 3a HAUMHOT Ha CrIPOBe/lyBakbe Ha 3aKOHOT 3a C/I060/1eH NPUCTaN A0 MHPOPMALIV O/ jaBeH KapakTep
FoaviLieH n3BeLLTaj
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OJHOCW CO JABHOCT v  KOHTAKT

s Mpatuaj ro rpagoHavanH1koT

leorpadcku VHpopmaumckmn
Cucrem TNC

Pervictap Ha ycnyru

Mpujasn npobnem

Byuet u prHaHcn

pagexHa gossona

IpagexHo semjuwiTe

JaBHU HabaBkn

Wmarte npawawa?
E-Ypu.

WHdopmaLyn oa jaBeH kapaktep
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