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PREFACE

On July 23, 2016, recognizing the Constitutional right of the people to
information on matters of public concern, President Rodrigo R. Duterte issued

Executive Order (EO) No. 2, otherwise known as the Freedom of lnformation (FOl)

EO, which seeks to operationalize in the Executive Branch the people's

Constitutional right to information and the State Policies to full public disclosure

and transparency in public service.

The EO mandated all executive offices, including but not limited to the
national government and all its offices, departments, bureaus, offices, and

instrumentalities, including government-owned or -controlled corporations, and
state universities and colleges to give every Filipino access to information, official
records, public records and to documents and papers pertaining to official acts,

transactions or decisions, as well as government research data used as basis for
policy development. lt further directed all government agencies under the
Executive Branch to prepare and submit their respective FOI Manual containing
the implementing details and guidelines specified in the EO.

ln compliance with the foregoing directive in the EO and to facilitate its
implementation in the University, the University formulated this FOI Manual
providing the guidelines and procedure in the processing and handling of requests
for information as approved by the Board of Regents (BOR) of the University on
September 7,2417. This FOI Manual was revised and approved per BOR No.
'106, s. 2023 dated October 24, 2023.
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SECTION 1: OVERVIEW

Purpose: The purpose of this CatSU FOI Manual (Manual) is to provide the
process by which the Catanduanes State University (CatSU) shall deal with
requests for information received under Executive Order (E.O.) No. 2, Series
of 2016, on Freedom of lnformation (FOl). (Annex "A")

2. Obiectives of the Manual: This Manual sets out the rules and procedures to
be followed by the colleges, units, and offices of the University whenever a
request for access to information is received. The University President shall
be responsible for all actions carried out under this Manual and may delegate
this responsibility to a specific officer to act as the Decision Maker (DM), who
shall have overall responsibility for the initial decision on FOI requests, (i.e. to
decide whether to release all the records, partially release the records or deny
access).

3. Coverage of the Manual: The Manual shall cover all requests for information
directed to all the colleges, units, and offices of the University as well as the
procedures for the appeal on request for information.

4. ResponsibleOfficer:

4.1. FOI Receiving Officer: There shall be an FOI Receiving Officer (FRO)
designated at the CatSU. The Records Services Officer shall be the
FRO and all FOI requests pertaining to the University shall be filed with
and/or submitted to this officer. The FRO shall hold office at the
Records Services in the CatSU Main Building.

The FRO shall perform the following functions:
(a) Serve as first point of contact to the public regarding FOI

requests;
(b) Receive on behalf of the CatSU all requests for information and

facilitate such requests;
(c) Ensure thatthe FOI Request Form is completely accomplished;
(d) Provide assistance and support with regard to FOI;
(e) Process and make an initial assessment of FOI requests and

determine if the requests are fully compliant;
(0 Deny or refuse to accept FOI requests based on the results of

the initial assessment and based on the following grounds:
i. That the form is incomplete; or
ii. That the information is already disclosed in the

official website of the University, foi.gov.ph or at
data.gov,ph

(g) Forward to the FDM the requests for information for appropriate
action;

(h) Monitor all FOI requests and appeals;
(i) Provide assistance to the FOI Decision Maker (FDM) and

provide assistance and support to the public with regard to FOI;
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(!) Compile statistical information as required;
(k) Upon completion of the evaluation within the period set forth in

EO No. 02, advice the requesting pafi of any decision on the
request;

O Collate and retrieve approved information and document for
release from the appropriate office which has custody of the
records; and

(m) Prepare all other necessary FOI reports.

4.2. FOI Decision Maker: There shall be an FOI Decision Maker (FDM)'
designated by the University President, with a rank of not lower than a
Division Chief or its equivalent, who shall conduct evaluation of the
request for information and has the authority to grant the request, or
deny it based on the following:

a. The CatSU does not have the information requested;
b. The information requested contains sensitive personal

information protected by the Data Privacy Act of 20121;
c. The information requested falls under the list of exceptions to FOI;

or
d. The request is an unreasonable subsequent identical or

substantially similar request from the same requesting pafi
whose request has already been previously granted or denied by
the CatSU.

4.3. FOI Appeals and Review Committee: There shall be a central appeals
and review committee composed of three (3) officials wilh a rank not
lower than a Director or its equivalent, designated by the President of
the CatSU to review and analyse the grant or denial of request of
information. The Committee shall also provide expert advice to the
CatSU Head on the denial of such request.

SECTION 2: DEFINITION OF TERMS AND ACRONYMS USED

INFORMATION shall mean any records, documents, papers, reports, letters,
contracts, minutes and transcripts of official meetings, maps, books, photographs,
data, research materials, films, sound and video recording, magnetic or other
tapes, electronic data, computer stored data, any other like or similar data or
materials recorded, stored or archived in whatever format, whether offline or
online, which are made, received, or kept in or under the control and custody of
any government office pursuant to law, executive order, and rules and regulations
or in connection with the performance or transaction of official business by any
government office.

l Republic Act No. 10173, "An Act Protecting lndividual Personal lnformation in lnformation and
Communications Systems in the Government and the Private Sector, Creating for this Purpose a

National Privacy Commission, and for Other Purposes"
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OFFICIAL RECORDS shall refer to information produced or received by a public

officer or employee, or by a government office in an official capacity or pursuant
to a public function or duty.

PERSONAL INFORMATION shall refer to any information, whether recorded in a
material form or not, from which the identity of an individual is apparent or can be
reasonably and directly ascertained by the entity holding the information, orwhen
put together with other information would directly and certainly identify an
individual.

PUBLIC RECORDS shall include information required by laws, executive orders,
rules, or regulations to be entered, kept, and made publicly available by a
government office.

SENSITIVE PERSONAL INFORMATION. As defined in the Data Privacy Act of
2012, shall refer to personal information:

About an individual race, ethnic origin, marital status, age, color, and
religious philosophical or political afiiliations;
About an individual health, education, genetic or sexual life of a
person, or to any proceedings for any offense committed or alleged to
have been committed by such person, the disposal of such
proceedings or the sentence of any court in such proceedings;
lssued by government agencies peculiar to an individual which
include, but not limited to, social security numbers, previous or current
health records, licenses or its denials, suspension or revocation, and
tax returns; and
Specifically established by an executive order or an act of Congress
to be kept classified.

(1)

(2)

(3)

(4)

ACRONYMS USED:

CatSU - Catanduanes State University
EO - Executive Order
FOI - Freedom of lnformation
FRO - FOI Receiving Officer
FDM - FOI Decision Maker

SECTION 3. PROMOTION OF TRANSPARENCY IN GOVERNMENT

1. Access to lnformation: The CatSU recognizes the constitutional right of the
people to information on matters of public concern and accordingly adopts a
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policy of full disclosure, subject to the exceptions (Annex "8"), procedures,

and limitations provided in E.O. No. 2 and the Manual. This right is

indispensable to the exercise of the right of the people to effective and

reasonable participation at all levels of social, political and economic decision-
making. Therefore, the CatSU shall make its records and information available,
provide for public access to its records and information, and protect its own
records and information to the extent consistent with the requirements of public
interest and personal privacy protection.

2. Duty to Publish lnformation. The CatSU shall regularly publish, print and
disseminate at no cost to the public and in an accessible form, in conjunction
with Republic Act 9485, or the Anti-Red Tape Act of 2007, and/or through its
website, timely, true, accurate and updated key information including, but not
limited to:

a. A description of its mandate, structure, powers, functions, duties
and decision-making processes;

b. A description of the frontline services it delivers and the procedure
and length of time by which they may be availed of;

c. The names of its key officials, their powers, functions and
responsibilities, and their profiles and curriculum vitae;

d. Work programs, development plans, investment plans, projects,
performance targets and accomplishments, and budgets, revenue
allotments and expenditures;

e. lmportant rules and regulations, orders or decisions;
f. Current and important database and statistics that it generates;
g. Bidding processes and requirements; and
h. Mechanisms or procedures by which the public may participate in

or otherwise influence the formulation of policy or the exercise of
its powers.

The following shall be posted under the Transparency Seal in the University
Website:

a. FOI Manual signed and certified by the University President
b. One-page FOI Manual
c. FOI reports

3. Safekeeping of Records. The CatSU shall create and/or maintain in
appropriate formats, accurate and reasonably complete documentation or
records, policies, transactions, decisions, resolutions, enactments, actions,
procedures, operations, activities, communications and documents received
or filed with them and the data generated or collected.
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While
protection to

a.

SECTION 4. PROTECTION OF PRIVACY

providing for access to information, the CatSU shall afford full
a person's right to privacy, as follows:
The CatSU shall ensure that personal information, particularly
sensitive personal information, in its custody or under its control is
disclosed only as permitted by existing laws,
The CatSU shall protect personal information in its custody or under
its control by making reasonable security arrangements against
unauthorized access, Ieaks or premature disclosure;
The FRO, FDM, or any employee or official who has access, whether
authorized or unauthorized, to personal information in the custody of
the CatSU, shall not disclose that information except as authorized
by existing laws.

b

c

The right of access to information is without prejudice to the right of the
CatSU to determine whether there are grounds to believe that: the identity of the
requesting pafi is fictitious or otherwise not legitimate based on the credentials
provided by him/her, the request is prompted by sheer idle curiosity, the request
is being made with a plainly discernible improper motive such as harassment, the
purpose of the request is contrary to law, morals, good customs or public policy,
or the request is for any commercial purpose.

SECTION 5. STANDARD PROCEDURE

1. Request for lnformation. All requests for information shall:
(1) Be in writing and be accomplished using the request form; (Annex

"D")
(2) Provide the full name and contact information of the requesting party

including a valid government identification card with photograph and
signature; and

(3) Reasonably describe the information requested, and the reason for,
or purpose of, the request for information

2. Manner of Making a Request, A request for information shall be made by the
requesting party by delivering it personally to the CatSU, by sending it by mail,
or by sending it by electronic email at catsu 1961@catsu.edu,ph. ln case the
request is sent through email, the requesting party shall attach in the email a
scanned copy of the FOI request form, and a copy of a duly recognized
government lD with photo. ln case of a proxy request, the request form must
be accompanied by a letter of authority indicating that the applicant has
authorized his representative to submit the request on his behalf, together with
copies of two (2) valid evidence of identities for both the applicant and his
representative.
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ln case the requesting party is unable to make a written request because of
illiteracy or disability, he/she may make an oral request and the FRO shall
reduce it into writing. The requesting party shall sign the form or afflx his/her
thumbmark thereon.

3. Receipt of Request for lnformation.

3.1. lnitial Evaluation. The FRO shall evaluate the contents of the request
and initially determine if the requested information fall under the
exemptions as enumerated in ltem 4 herein. lf the requested information
or document is exempted from the coverage of this manual, the FROs
shall recommend the denial of the request for information to the FDM.

The FRO shall likewise check the completeness and compliance of the
request of information with the required format. lf there are any further
details required to identify and locate the requested information, the FRO
shall return the request for information in order for the requesting party
to fill-in the required details. Only complete requests for information shall
be received by the FRO.

Should the information being requested be already posted and publicly
available in the CatSU website or at foi.gov.ph or data.gov.ph, the FRO
shall return the request for information and advise the requesting party
of the said fact and provide them the website link where the information
is posted, if known.

3.2. A duly accomplished and complete request for information shall be
signed and stamped received by the FRO, indicating the date and time
of the receipt of the written request, and the name, rank, title and position
of the personnel who actually received it, with a corresponding signature
and a copy furnished to the requesting party. ln case of email requests,
the email shall be printed out and shall follow the procedure mentioned
above, and be acknowledged by electronic mail. The FRO shall input the
details of the request on the Request Tracking System and allocate a
reference number.

The date of receipt shall be:
(1) The date when the request is personally delivered to the CatSU;
(2) The date when the request is received by mail by the CatSU; or
(3) The date when the request is electronically received by the

CatSU

Where the request has been emailed to an absent member of staff which
has generated an 'out of office' message with instructions on how to re-
direct the message to another contact, the date of receipt shall be the
day the request arrives in the inbox of that contact.
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The FRO shall fonrvard the request for information to the FDM within the
same day of receipt of such request and record the date and time it was
fonivarded.

4. lnformation Exempted from the Coverage of this Manual' The following
records/documents are exempted from the coverage of this Manual hence
should not be released or disclosed:

(a) Minutes of the meetings of the CatSU Board of Regents, its Financial
Committee and other committees which it may create;
Minutes of the meetings of the University Administrative Council
Minutes of the meetings of the University Academic Council
Judicial affidavits filed in all cases involving the University
All pending cases involving the University and its employees

(0 201 files of all employees
(g) Documents of the University Selection Board
(h) Statement of Assets Liabilities and Networth
(i) BAC Minutes of Meetings
(j) Abstract of Bids
(k) TWG Recommendation
(l) OPCRs and IPCRs
(m) Financial Reports and financial documents not yet audited by the

Commission on Audit
(n) Minutes of TWG meetings
(o) All reports not in the final form
(p) lnter-office and inter-agency memoranda/correspondences
(q) Student records
(r) Pay slips

The CatSU upon prior determination and approval of its Board of Regents,
Academic Council and Administrative Council, may provide other information
or documents which may be exempted from the coverage of this manual in
addition to the foregoing enumeration.

5. Period to Respond.

5.1. The CatSU shall respond to the requesting party within fifteen (15)
working days from the date of receipt of the request regardless of
whether the request was forwarded from another agency.

ln case the request for information, after it was forwarded to the FDM,
was referred back to the requesting party for clarification of details in
order to identify or locate the requested information, then such
clarification shall stop the running of the 15 working day period and will
commence the day after it receives the required clarification from the
requesting party. If no clarification is received from the requesting party
after sixg (60) calendar days, the request shall be closed.

(b)
(c)
(d)
(e)
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5.2. A working day is any day other than a Saturday, Sunday or a day which
is declared a national public holiday in the Philippines. ln computing for
the period, Art. 13 of the New Civil Code2 shall be observed.

5.3. The period may be extended whenever the request requires extensive
search of the records facilities of the CatSU or examination of
voluminous records, where the requested information needs to be
consulted with another agency before it can be disclosed, or in case of
the occurrence of fortuitous events, or other analogous cases. The FRO
shall inform the requesting party of the extension, setting forth the reason
for such extension.

ln no case shall the eXension exceed twenty (20) working days, unless
exceptional circumstances warrant a longer period.

6. Action by the FDM: Upon receipt of the request for information from the FRO,
the FDM shall assess and clarify the request if necessary as well as the
recommendation of the FRO to deny the request on the basis that the
requested information is exempted from coverage of this Manual, if any.

The FDM shall ensure that the complete information requested, if approved,
be submitted to the FRO within 10 days upon receipt of such request. The FRO
shall note the date and time of receipt of the information from the FDM and
report to the CatSU President or the designated officer, in case the submission
is beyond the 10-day period.

lf the FDM determines that a record contains information of interest to another
agency, the FDM shall consult with the agency concerned on the disclosability
of the records before making any final determination.

6.1. Approval of Request: ln case of approval of the request by the FDM,
the FRO shall collate the information and document, ensure that all
records that have been retrieved and considered be checked for possible
exemptions, prior to actual release. The FRO shall thereafter notify the
requesting party, direct the requesting party to pay the applicable fees,
and advise the requesting party to get the information and document at
the CatSU Records Services office on the designated day and time.

2 "Art. 13, When the laws speak of years, months, days or nights, it shall be understood that years
are of three hundred sixty-five days each; months, of thirty days; days, of twenty-four hours; and
nights from sunset to sunrise.

lf months are designated by their name, they shall be computed by the number of days which
they respectively have.

ln computing a period, the first day shall be excluded, and the last day included. (7a)"
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6.2. Denial of Request: On the following grounds, the FDM may deny a
request:

(1 ) the request is not complete or not valid, in which case the
requesting party shall be notified accordingly;

(2) the requested information is substantially similar or identical to a
previous request by the requesting party, whether the same has
been granted or not, in which case the requesting par$ shall be
noti{ied accordingly;

(3) the requested information is already available on the OVP website,
in which case the requesting party shall be notified accordingly and
provided with the website link where the information is posted, if
known;

(4) the requested information refers to a third party or other official
repository or custodian of the information requested, or another
government agency, in which case the requesting party shall be
notified accordingly and provided with the contact details of that
office, if known;

(5) the reason for the request is contrary to laws, rules, or regulations,
in which case the requesting party shall be notified accordingly;

(6) the requested information contain personal and sensitive
information pursuant to the Data Privacy Act of 20123, in which
case the requesting party shall be notified accordingly;

(7) the request falls under the exceptions under the lnventory of
Exceptions issued by the Office of the President of the Philippines
(Annex "B") or in ltem No. 4 of this Section, in which case the
requesting party shall be notified accordingly; or

(8) the record and/or information requested does not exist or cannot
be found, in which case the requesting pa(y shall be notified
accordingly.

7. Notice of the Requesting Party of the Approval/ Denial of the Request:
Once the FDM approved or denied the request, he shall immediately notify the
FRO who shall prepare the response to the requesting party either in writing
or by email (Annex "E-1"). ln case of denial of the request wholly or
partially, the notice shall clearly set forth the ground or grounds for denial and
the circumstances on which the denial is based.

8. "No Wrong Door Policy" ln compliance with FOI-MC No 21-05 or the
Guidelines on the Referral of Requested lnformation (Annex "F"), Official
Record/s and Public Record/s to the Appropriate Government Agency
otherwise known as the "No Wrong Door Policy for FOl," the CatSU will not
deny FOI requests for information and/or records not under its possession but
instead refer the request to the appropriate government agency which is the
proper repository or custodian of the requested information or records, or have
control over the said information or records. The University shall observe the
No Wrong Door Policy flowchart provided in the said guidelines.

9
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SECTION 6, REMEDIES IN CASE OF DENIAL

ln case of denial of a request for information, the requesting party may appeal
to the FOI Appeals and Review Committee. The appeal shall be in writing,
signed by the requesting party, citing the ground for the appeal, with copies of
the request for information and the notice of denial aftached, and shall be filed
within fifteen (15) working days from the notice of denial.

2. The appeal shall be decided by the CatSU President upon the
recommendation of the FOI Appeals and Review Committee within thirty (30)
working days from the filing of said written appeal, unless circumstances
warrant a longer period. Failure to decide within the 30-day period or as
extended shall be deemed a denial ofthe appeal.

3. Upon exhaustion of administrative FOI appeal remedies, the requesting pafi
may file the appropriate judicial action in accordance with the Rules of Court.

SECTION 7. REQUEST TRACKING SYSTEM

SECTTON 8. FEES AND UNDERTAKING

No Request Fee. The CatSU shall not charge any fee for accepting requests
for access to information.

Reasonable Cost of Reproduction and Copying of the lnformation: The
CatSU may charge a reasonable fee to reimburse necessary costs, including
costs of reproduction, scanning, and mailing of the information or documents.
A certification fee of Php30.00 shall be paid by the requesting party for every
document or information, regardless of number of pages, certified by the
CatSU. Before the party receives the requested information and document,
proof of payment must first be provided to the FRO.

2. Exemption from Fees: The University may exempt any requesting party from
payment of fees due to indigency, lack of funds or similar circumstances, upon
request and subject to the showing of proof of any of such circumstances.

3. Undertaking: By receiving the requested information and document, the
requesting party acknowledges that the same shall not be used for any
purpose other than what is indicated in the request form as approved, shall
not be used for any purpose that is contrary to law, morals, good customs, or
public policy, and shall not be reproduced for any commercial use.

1
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SECTION 9. ADMINISTRATIVE LIABILITY

Non-compliance with FOl. Failure to comply with the provisions of this
Manual shall be a ground for the following administrative penalties:

a. 1st Offense- Reprimand;
b. 2nd Offense- Suspension ofone (1) to thirty (30) days;
c. 3'd Offense- Suspension of one (1) month to six (6) months; and
d. 4th Offense - Dismissal from the service.

2. Procedure. The Revised Rules on Administrative Case in the Civil Service
shall be applicable in the disposition of cases under this Manual.

Saving clause. Matters not covered by the provisions of this Manual shall be
referred to the University President for appropriate action.

2. Application of relevant laws and issuances. The provisions of R.A. 947d
and its IRR as well as other relevant issuances shall be suppletorily applied in
all matters not covered by this Manual.

3. Effectivity. This policy shall take effect upon approval of the CatSU Board of
Regents.

Attested

PATRICK A IN T. AZANZA,
UC President lll

1

Rh.D., J.D.

+s

Approved per Board Resolution No. 106, s.2023 dated October24,2O23

4 "National Archlves of the Philippines Act of 2007" or "An Act to Strengthen the System of
ManaBement and Administration of Archival Records, Establishing for the purpose the National
Archives of the Philippines, and for Other Purposes"
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3. Provision for More Stringent Laws, Rules and Regulations. Nothing in this
Manual shall be construed to derogate from any law, rules, or regulation
prescribed by any body or CatSU, which provides for more stringent penalties.

SECTION 10. MISCELLANEOUS PROVISIONS



ANNEX "A''

MALACANANG PALACE
MANILA

BY THE PRESIDENT OF THE PHILIPPINES

EXECUTIVE ORDER NO. 02

OPERATIONALIZING IN THE EXECUTIVE BRANCH THE PEOPLE'S
CONSTITUTIONAL RIGHT TO INT'ORMATION AND THE STATE POLICIES
TO FULL PUBLIC DISCLOSURE AND TRANSPARENCY IN THE PUBLIC
SERVICE AND PROVIDING GUIDELIII-ES THEREFOR

WHEREAS, pursuant to Section 28, Article II of the 1987 Constitution, the State adopts

and implements a policy of full public disclosure of all its transactions involving public
interest, subject to reasonable conditions prescribed by law;

WHEREAS, Section 7, Article III of the Constitution guarantees the right of the people
to information on matters of public concern;

WHEREAS, the incorporation of this right in the Constitution is a recognition of the
fundamental role of free and open exchange of information in a democracy, meant to
enhance transparency and accountability in government official acts, transactions, or
decisions;

WHBREAS, the Executive Branch recognizes the urgent need to operationalize these
Constitutional provisions;

WHEREAS, the President, under Section 17, Article VII of the Constitution, has control
over all executive departments, bureaus and offices, and the duty to ensure that the laws
be faithfully executed;

WHEREAS, the Data Privacy Act of 2012 (R.A. 10173), including its implementing
Rules and Regulations, strengthens the fundamental human right of privacy, and of
communication while ensuring the free flow of information to promote innovation and
growth;

NOW, THEREFORE,I, RODRIGO ROA DUTERTE, President ofthe Philippines, by
virtue of the powers vested in me by the Constitution and existing laws, do hereby order:

SECTION 1. Definition. For the purpose of this Executive Order, the following terms
shall mean:
(a) "Information" shall mean any records, documeilts, papers, reports, letters, contracts,
minutes and transcripts of official meetings, maps, books, photographs, data, research
materials, films, sound and video recording, magnetic or other tapes, electronic data,
computer stored data, any other like or similar data or materials recorded, stored or
archived in whatever format, whether offline or online, which are made, received, or kept
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in or under the control and custody of any govemment office pursuant to law, executive

order, and rules and regulations or in connection with the performance or transaction of
official business by any govemment office.
(b) "Offrcial record/records" shall refer to information produced or received by a public
officer or employee, or by a govemment office in an official capacity or pursuant to a
public function or dutY

(c) "Public record/records" shall include information required by laws, executive orders,

rules, or regulations to be entered, kept and made publicly available by a government

office.

SECTION 2. Coverage. This order shall cover all govemment offices under the Executive
Branch, including but not limited to the national govemment and all its offices,
departments, bureaus, offices, and instumentalities, including govemment-owned or -
controlled corporations, and state universities and colleges. Local government units
(LGUs) are encouraged to observe and be guided by this Order.

SECTION 3. Access to information. Every Filipino shall have access to information,
offrcial records, public records and to documents and papers pertaining to official acts,

transactions or decisions, as well as to govemment research data used as basis for policy
development.

SECTION 4. Exception. Access to information shall be denied when the infonnation falls
under any ofthe exceptions enshrined in the Constitution, existing law orjurisprudence.

The Department ofJustice and the Office of the Solicitor General are hereby directed to
prepare an inventory ofsuch exceptions and submit the same to the Office ofthe President
within thirty (30) calendar days from the date of effectivity of this Order.

The Office of the President shall thereafter, immediately circularize the inventory of
exceptions for the guidance ofall govemment offices and instrumentalities covered by this
Order and the general public.

Said inventory of exceptions shall periodically be updated to properly reflect any change
in existing law and jurisprudence and the Depatment of Justice and the Offrce of the
Solicitor General are directed to update the inventory of exceptions as the need to do so
arises, for circularization as hereinabove stated.

SECTION 5. Availabilif of SALN. Subject to the provisions contained in Sections 3

and 4 of this Order, all public offrcials are reminded of their obligation to file and make
available for scrutiny their Statements of Assets, Liabilities and Net Worth (SAIN) in
accordance with existing laws, rules and regulations, and the spirit and letter of this Order.

SECTION 6. Application and Interpretation. There shall be a legal presumption in
favor of access to information, public records and official records. No request for
information shall be denied unless it clearly falls under any ofthe exceptions listed in the
inventory or updated inventory of exceptions circularized by the Office of the President
provided in lhe preceding section.

The determination of the applicability ofany of the exceptions to the request shall be the
responsibility ofthe Head ofthe Office which is in custody or control of the information,
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public record or official record, or the responsible central or field o{ficer duly desigrated

by him in writing.

In making such determination, the Head of the Oflice or his designated officer shall
exercise reasonable diligence to ensure that no exception shall be used or availed of to
deny any request for information or access to public records, or official records ifthe denial
is intended primarily and purposely to cover up a crime, wrongdoing, graft or comrption.

SECTION 7. Protection of Privacy. While providing access to information, public
records, and official records, responsible officials shall afford fuIl protection to the right
to privacy of the individual as follows:
(a) Each govemment offtce per Section 2 hereof shall ensure that personal information in
its custody or under its control is disclosed or released only if it is material or relevant to
the subject-matter of the request and its disclosure is permissible under this order or
existing law, rules or regulations;
(b) Each government office must protect personal information in its custody or control by
making reasonable security arrangements against leaks or premature disclosure ofpersonal
information which unduly exposes the individual whose personal information is requested,
to vilification, harassment or any other wrongful acts.

(c) Any employee, offrcial or director ofa govemment office per Section 2 hereofwho has
access, authorized or unauthorized, to personal information in the custody of the office,
must not disclose that information except when authorized under this order or pursuant to
existing laws, rules or regulation.

SECTION 8. People's Freedom to Information (FOI) Manual. For the effective
implementation of this Order, every government office is directed to prepare within one
hundred twenty (120) calendar days from the effectivity of this Order, its own People's
FOI Manual, which shall include among others the following provisions:
(a) The location and contact information ofthe head, regional, provincial, and field offices,
and other established places where the public can obtain information or submit requests;
(b) The person or office responsible for receiving requests for information;
(c) The procedure for the filing and processing ofthe request as specified in the succeeding
section 8 of this Order.
(d) The standard forms for the submission of requests and for the proper acknowledgment
of requests;

G) The process for the disposition of requests;
(f) The procedure for the administrative appeal of any denial for access to information;
and
(g) The schedule of applicable fees.

SECTION 9. Procedure. The following procedure shall govem the filing and processing
of request for access to information:
(a) Any person who requests access to information shall submit a written request to the
government office concemed. The request shall state the name and contact information of
the requesting party, provide valid proofofhis identification or authorization, reasonably
describe the information requested, and the reason for, or purpose of, the request for
information: Provided, that no request shall be denied or refused acceptance unless the
reason for the request is contrary to law, existing rules and regulations or it is one ofthe
exceptions contained in the inventory or updated inventory of exception as hereinabove
provided.
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(b) The public offrcial receiving the request shall provide reasonable assistance, free of
charge, to enable, to enable all requesting parties and particularly those with special needs,

to comply with the request requirements under this Section '
(c) The request shall be stamped by the govemment offrce, indicating the date and time of
receipt and the name, rank, title and position of the receiving public officer or employee

with the coresponding signature, and a copy thereof fumished to the requesting party.

Each government office shall establish a system to trace the status of all requests for
information received bY it'
(d) The govemment oflice shall respond to a request fully compliant with requirements of
sub-section (a) hereof as soon as practicable but not exceeding fifteen (15) working days

fiom the receipt thereof. The response mentioned above refers to the decision ofthe agency

or office concemed to grant or deny access to the information requested.
(e) The period to respond may be extended whenever the information requested requires
extensive search of the govemment offtce's records facilities, examination of voluminous
records, the occurence of fortuitous cases or other analogous cases. The govemment
office shall notify the person making the request of the extension, setting forth the reasons

for such extension. In no case shall the extension go beyond twenty (20) working days

unless exceptional circumstances warrant a longer period.
(f) Once a decision is made to grant the request, the person making the request shall be

notified of such decision and directed to pay any applicable fees.

SECTION 10. Fees. Govemment offrces shall not charge any fee for accepting requests
for access to information. They may, however, charge a reasonable fee to reimburse
necessary costs, including actual costs of reproduction and copying of the information
required, subject to existing rules and regulations. In no case shall the applicable fees be
so onerous as to defeat the purpose of this Order.

SECTION 11. Identical or Substantially Similar Requests. The govemment office shall
not be required to act upon an unreasonable subsequent identical or substantially similar
request Ilom the same requesting party whose request from the same requesting party
whose request has already been previously granted or denied by the same govemment
office.

SECTION 12. Notice of Denial. If the govemment office decides to deny the request, in
whole or in part, it shall as soon as practicable, in any case within fifteen (15) working
days from the receipt ofthe request, notify the requesting party the denial in writing. The
notice shall clearly set forth the ground or grounds for denial and the circumstances on
which the denial is based. Failure to noti$ the requesting party of the action taken on the
request within the period herein stipulated shall be deemed a denial of the request for
access to information.

SECTION 13. Remedies in Cases of Denial of Request for Access to Information.
(a) Denial of any request for access to information may be appealed to the person or office
next higher in the authority, following the procedure mentioned in Section 7 (f) of this
Order: Provided, that the written appeal must be frled by the same person making the
request within fifteen (15) working days fiom the notice ofdenial or from the lapse ofthe
relevant period to respond to the request.
(b) The appeal be decided by the person or otlice next higher in authority within thirty
(30) working days fiom the filing of said written appeal. Failure of such person or office
to decide within the afore-stated period shall be deemed a denial of the appeal.
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(c) Upon exhaustion of administrative appeal remedies, the requesting part may file the

appropriate case in the proper courts in accordance with the Rules of Court.

SECTION 14. Keeping of Records. Subject to existing laws, rules, and regulations,

govemment offices shall create and/or maintain accurate and reasonably complete records

of important information in appropriate formats, and implement a records management

system that facilitates easy identification, retrieval and communication of information to
the public.

SECTION 15. Administrative Liability. Failure to comply with the provisions of this

Order may be a ground for administrative and disciplinary sanctions against any erring
public officer or employee as provided under existing laws or regulations.

SECTION 16. Implementing Details. All government offtces in the Executive Branch

are directed to formulate their respective implementing details taking into consideration

their mandates and the nature of information in their custody or control, within one

hundred twenty (120) days from the effectivity ofthis Order.

SECTION 17. Separability Clause. lf any section or part of this Order is held

unconstitutional or invalid, the other sections or provisions not otherwise aflected shall
remain in fuIl force or effect.

SECTION 18. Repealing Clause. All orders, rules and regulations, issuances or any part
thereof inconsistent with the provisions of this Executive Order are hereby repealed,

amended or modified accordingly: Provided, that the provisions of Memorandum Circular
No. 78 (s. 1964), as amended, shall not be deemed repealed pending further review.

SECTION 19. Effectivity. This Order shall take effect immediately upon publication in
a newspaper of general circulation.

DONE, in the City of Manila, this 23rd day of July in the year of our Lord two thousand
and sixteen.

(Sgd.) RODRIGO ROA DUTERTE
President of the Phil ippines

Bv the President:

(Sgd.) SALVADOR C. MEDIALDEA
Executive Secretary
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ANNEX 'IB"

@ttice of tltc l0rcsibtttt
of ttte lSllitippirres

flalacafrarrg

lrEuoRANpui,r FRoM THE EXECUTIVE SECRETARY

TO: All Heads of Departments. Bureaus and Agencies of the
Natonal/Local Govemments I ncltrding Govemment-Owned and
Controlled Corporations (GOCCs), Governmenl Financial
lnstitutions (GFls), and AllOthers Concemed

SUBJECT INVENTORY OF EXCEPTIONS TO EXECUTIVE ORDER NO. 2
(s.2016)

DATE 24 llovenber 2Ol6

Pursuant to Section 4 of Executive Order (EO) No. 2 (s. 2016). the ffice of the
President hereby circularizes the inventory of exceptions to the right to access of
information, for the gudance of all govemment offices and instrumentalities covered
by EO ltlo. 2 (s. 2016) and the general public.

The foregoing list of exceptions shall be without prejudice to existing laws.
jurispruclence, rules or regulations authorizing the disclosure of lhe excepted
information upon salisfaction of certain conditions in certain cases, such as the
consent of the concemed party or as rnay be ordered by the ourts.

ln evaluating requests for information, all heads of oflices are enjoined to ensure the
meaninglul exercise r:f lhe puFrlic of their nght to access to information on public
concerns.

For your rnformation and guirlance-

" - +r*i!: tt, .*-5.6
: :"' r - . .:,1'.liF$f'Fti:

t7

f__-_=_+J r-
SALVAOOR C. MEDIALDEAtv /,
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Exceptions to Rioht ot Access to lnformation

For the guidance of all gov€mment ofiices and instrumentalities covered by
EO No. 2 (s. 2016) and rhe general public, the followirB are the exceptions lo th€
right of access to informalion, as recognlzed by the Conslifution, exisling laws, or
jurisprudence;'

1 . lnformatbn covered by Executive privilege;

2. Privileoed informalron relating to national seorrity. de.rense or rntemational
relalions:

3. lnformalion conaeming law enfor@ment and protection of public and personal
safety;

4. lnformalbn dcemed confidenlial for the proteclion of the privacy ol persons
and cerlain individuals such as minors, victims of cdmes, or the accused:

5. lnformalion, documenls or records known by reason of oftacial capacily and
are dsemed as contiJential, includrng lhose submitted or disclosed by entities
lo govemment agencies, tribunals. boards, or officers, in relatbn to the
porformance of their func{ions, or to inquirios or investbation c.onducled by
them in the exerciso of therr administrative, regulatory or quasi-judrcial
powers;

6. Prejudicial premature disslosure:

7. Records of proceedings or information from proccedings which, pursuant to
law or relevant rules and regulations, are lreated as confidentia, or privilcgod;

8. Maners considered con idential under banking and tirunce laws. and lheir
amendalory lau.s; and

9. Other exceplions to the right to inrormation under laws, jurisprudence. rules
and regulations.

' These exoeptlom onry appry ro governmental bodies within the oontrd and supervis€n o, the
Er€qrflve ceparlment. unl€ss soecirca[y identifisd, those erceptons rnay b6 invoked by all dficari
officers. or omployees in the Ex€or ve trarrh in pos3€ssion ol tire relevanl records or rnformatron

18



1 . lnformation covered by Execulive privilege:

b. Matters covered by deliberative process priviloge, namely:

a

Presidential conversalions, coraspondences, and discrrssions in closed-
door Cabinet meetings:2 and

2

i. advisory opinaons, recommendations and deliberations compnsing part
of a process by which govemmenlal decislons and policies are
formulated: intra-agency or anler-agency r€commendations or
communications during the stage wtren common assertions are still in
the process of being formulated or ar€ in the exploratory stage: or
information pertaining lo lhc decision-making o, execulive officials:i and

ii. information, record or document comprising drafts of decisions. orders.
rulings, policy declsions. memoranda, etc.;4

lnformalion, r€cord, or document that musl be kopt socrot in the interest of
nalbnal defense or security;5

Privileged inlormation reletlng to nalional secur;rty. defense or internalional
relations:

Orplomatic negoliations and other information required lo be kept secret in
the conducl of foreign aflarrs;o and

; Thrs exception may only be invoked by the Presrdent and his closo advrsors lhe extert of fhe
gnvlege is defned by apdrcable jwisprud€nca: Sooats y. Errnita, G.R. No. i69777. 20 Ap{'l 2016,
488 SCRA li Ne') y. SenrL Comnnnee on Accounlabttity of pobhc Oll0ots and /nrcsrroatirns. G.R.
No 180643. 4 Sopt€mb€r 200{1, 564 SCRA 152: Akbayan v. Aquino. c.R No. 1 70516. io .ruty zooa.
558 SCRA 4@; aN Chovez v. N,C6, G.R. No't 307t6. 0 Docombcr i9O8, 299 SCRA 244.
t 

lkbayan v. Aquin supra, Chavez v. /,/HA. G.R. No. 16(527. IS August Z0O/. and Chawz r.
P.CCG, supn. The priviloge of rnvokrng this cxcoptDn 6nds lvheo tte eieo.rtive agoncy adopts a
defnite p.oposilion (Depa nent ol Forcign Afiats y. BCA lnleroatrlna/ Corp., G.R. f.O. irOgSb. zo
July ?016).
t Secton 3(d) Rule lV, Rules lmpbnenring tho Cda ol Conduct dnd Eth&atsrandalds to. R bhc
OflicEls aN Emploly€€.s (Rutes on CCESPOE). Drafts of dessEns. o.ders. rulings. p<iicy decrsbos.
memoranda. and thc liks. such as resoluf,ons pr8parod by lhe:nvestEalrng prosccutor prio, to
approyal lor promrrgalion and rdease to pa.tres [R6v,sed A,rao ud for hoiecutus ol the Depaftmsnt
ol Juslice (DO4l ere elso coyefed under this cat6go.y of erc€pt,ons
5_ Nmate u. vasguez, G R. ilo. 95367. 23 May 1S5. 244 SCRA 2E6i Chavu v 1CGG. supra:
(eg€spr v Civl *tvico Commisskfi. L-72119, 29 May 1987, t SO SCRA 530; Chanz v. NHA. supa:
Ner, v. Sonale, supta: Chawz v. Publ,c Estates Autttqty, G R No. .133250. 9 Juty 2OOZ. 384 SCRA
152; and Scction qa). Rule lV. Rules on CCESPOC. fhis exception g€nerally i,tdudes ma[e6
chssfied undar l,lemoredum ClrcutBr (MC) No 7E. as amend€d by UC tto rg6 as 'Top S€crst,.
'Sscrot,''Corrlidenlial.' and'Restricted
o Akbyao v Aqu,r,o. supra,'Socton 3{a) Rdb lV, Rutes on CCESPOE Tnls priviteg€ may be jnvoked
by the o@arlmsnl o( Foreign Atfairs and ohe, govomrnenl bodies involved in dpb;allc n€gotratrons

b
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c. Patent applicatbns, the publication of which would prejudice national
security and interests:'

lnformation conceming law eniorcemsnt and proleclion of public and personal
safety:

a. lnvestigathn records compiled for laur enforcement purposes or
information which if written would be contained in such records, but only to
the enent that ttre production of such records or information would -

interfere wilh enforcement proceedings;
deprlve a person of a right to a fair trial or an impartial adrudication;
disclose the identity of a contftlential source and in the case of a
record comprled by a criminal law enforcemenl authority in the course
of a criminal investigation, or by an agency conducting a lawful
national security inlelligence investigation. confidential information
fumished only by the confrdential source: or
unjustifiably disclose invesligative techniques and procedures;8

b. lnformer's privilege or th€ privil€ge of the Govemmont nol to disclose the
identity of a p€rson or persons who furnish information of violattons of law
to ofiicers cha8ed with the enforcement of law:e

c. Whon disclosure oI information rrrrould put the life and safely of an
indivUual in imminent danger;10

d. Any information givcn by informants leading to the recovery of camapped
vehicles and apprehension of the persons charged with camapping;1r and

e. All proceedings invoMng application for admtssDn into the Witness
Protection Program and the action laken thereon:r2

4 lnformalion deomod confidential for the proteclion ot the privacy of porsons
and cerlain individuals such as minors, victims of crimes, or the accused.
These include:

! The applhabllily cf thi$ srcegtbn is detemined by the DirGctor Goneret of th6 ht6Iectuel propcrty
Offtce and subjoct lo th€ app(oval of th€ Seffotary e,t 16" puP3rlmdlt o{ Trad€ and lndustry. Sec{on
4r.3 of the ,nleledual hope,A Code (RA No. 8293. as a.n€nd€d by RA t{o. 10372).

" Seclion 3(l). Rule lV, Rulcs on CCESPOE; Chavez v. PCGG, sup'a. tlrtay be {lvolsd by hr
er{(rcemenl agenoes.

' Akbayan v. Aquiro, supra; and Scctfil 51. Uuman Secuty Act ol Z@7 (RA f.b. 9372)- May be
nvoked by law Gnto.cem€nl sgencie3.
t0 

Section 31b;, Rule lV, Rulcs on CCESPOE,

" S€ctpn 19. Ne* A^0 Ca,?apprq Ac, o, 20rO (FtA No 106E3). May be invoked by taw erforc€meril
ag€ncie6.

" Secuon 7, Witnoss P@teclion, Socwify and funcfn Ac, (RA 
^b. 

6gEt ).
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a lnformation of a personal nalure where disclosure would constitute a
clearly unwarranlcd invasion of personal privacy,'3 personal information or
recrrds.rn including sensitive personal intormalion, birth records,l5 schoot
records,16 or medical or health records:17

(1 ) aboul an individual's race, ethnic origin. marital slatus, age, color.
and religious, philosophical or polilical affiliations;

(2) about an individual's health, education, genetic or sexual life of a
person, or to any proceeding for any offense committed or alleged lo
have been commitled by such p€rson, the disposal of sucfr
proceedings. or the senlence of any court in such proceedings;

(3) issued by government agencies peculiar to an indivrdual which
includes, but not limited to. social securily numbers, previous or
cunent health records, licenses or its dentals, suspension or
re\ocation, and tax retums; and

(4) specificalty established by an exscutive order or an act of Congress
to be kept classified.

Hovyewr. personal information may be disclosed to the exlent that lhe
requesled information is shown to be a matter of public concem or
inleresl. shall not m€ddle with or disturb lhe private life or family relations
o, the individuallo and is not prohibit€d by any law or regulition. Any
dEclosure ol personal inlormation shall be in accordance with thc
principles of lransparency, legilimals purpose and proportionality.20

Disclosuro of personal information about any individual who is or was an
omcor or employee of a govemment anstituton shall be allowed, provided
that such information relales to thB position or functions of the individual.
including: (1) the facf that tho individual is or was an oflicer or employee of

rr S€qion 3(e). Rule tv. Rui€s on CCESPOE.
. secrions 8 and '15, Dera Pnvny Acr or 2o1z IRA No. to1z3), parsona! inr,,,ert.,,trefers to any
intormalion whether rscord€d rn i material form or rpl, rrqn unrrr h€ irenrity of an ndNidual is
apparent.or @n bc roaonsbry End drrcrtty ascfflarad uy 0x, lnr y ifihg the iniornarron. or when
oul lolEth8r with olher rnlormatbn lr.ould drrsclly and cerfa,rly ;Oontity ai inrrivijuat fsocfro. CtSi,
Data *ivacy Act ol 2014: Anjcle 26, Clvit Code. May be ln\.oisd by iilatonal pnvacy Commissff
and govofnmenl personal inro.melo{t conlroll6.S.

'o Articlo ?, fhe ChiA ond yadh Wcllxe Coda lpt*derfial Dc\cr€o (pD) No 6031.

't Sectron 91c1. Educ dtkm Act ol $AZ l}alas pambansa (Bp) Blg. ?3?l
t? Modical and hoarrh records se consdered as s€$sitrye ,,e sonar rnfomation purcuanr ro s€crion
1lx2), oata Privacy Acr ol zolz: soe arso Deparlmenr of Hoalth Dopartmenr ot Science 

-ano

I9{n{oCV (DosI)-Phllppane Heallh lnsurance Ciporar'oo Jo.nt Adminisrrative fuer No 2016-
0002 (ftivacy Guuermes fo{ thc rmplemenrarion of tho phiripprno Hoarth trlormation gxchange).----

" Section ql;, Data hiwcy Act ot 2OlZ.

'e Artide 2q21. Civil Codo.
t' 

Sact on 71. Dala Ptivlgy Aclof ?Ol?.

Sensitive personal informalion as defined under lhe Dala Pivacy Act ol
2O12 rcleJs to personal information:18
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the govemment instilution; (2) lhe title, business address and office
tebphone number of the individual; (3) the classficatron, salary range and
responsibilities ol the position held by the individual; and (4) the name of
the individual on a docum€nl prePared by the irldividual in the crurse ol
employment with the govemmenl:''

b. Source of any news report or informalion appearing in newspapers.
magazines or pcrbdicals of goneral circulation oblained in confidence;rz
and

c, Records of proceedings and processes deemed confidential by law for lhe
privacy andior protection of canain individuals, such as children, wc{ims of
crime, witnesses to a cIime or rehabilital€d drug offenders. irrcluding those
p€rtaining to the foll,owing:

(1 ) records of child and fiamily cases;23
(21

(3)

(4)

(s)

(6)

(7)

children in conllict with the law from initial contact until final
disposition of the case:2a
a cfiiH who is a victim of any offenso under the Anti-Child
Punography Ad ol 2009, includrng the name and personal
circumstances of the child. or the chik,'s immediate family. or any
other intormalion lending lo establish the child's identity;?5
a child witness, who is a victim of a crirne, an accused of a crime, or a
w ness to a crime, including the name, address, telephone number,
school, or other idenlifying information of a child or an immediate
family ol the chiU:26
cases involving violence against women and lheir children, including
the name, address, telephone numbor, school. business. address,
emdoyer. or other identifying intormalion of a victim or an immediate
family member"
lraffickod persons, including their names and personal
circumstances. or any other llformation tending to establish the
identity of the trafficked p€rson;zd
names of viclims of child abuse, exploitalion or discriminalion;2e

22

rf Sea}on il, Oara llrva cy Act ol ZOIZ.
u An Acl lo Exempr rhe Pubtis!2er. Edilq or Repodot ol ary pubtication fton1 Reet,ditlg E source ol
ArMshed l,lews ot lnfo/ma0on O ained in Confidence (RA No. S3), as amended by-nA r.to rlzZ
May bo invoked by govemmenl nc\rEpapers
t3 scction 1?, Famity couds AcI o/ t997 (RA Aci No. g369).
u' Saclion 43, ,luwntlo Jusr],ce and Welt{e Act of 2006 (RA No. 9Bl).
5 Section 13, Anth?htd Pornqaphy Act ol eOOg(RA No. 9775i.
* Seeion 3t, A.M flo 004{7-SC, Re: Prqsed Rub on Examnat.on ot a Child Witrcs.s.
a Srrlion-44. Anti-Vblence Ageinst Wongn aN nr,r ChNrcn Act ot 2OO4 (W No. 9?62); and
Peopla v. Cabahuinto, G R, No. 167693, tg Septomber iOO6.
2t Secrion 7, Antr- Ira fw,ing ln persons Ac, ot ?003 (RA No.9Z0E), a6 amended by Fe No. 101i64.

] Safton 29, Speciat Protactktt of Chl&eo Against ADuse, Expto atnn aod Dis mioat on Act (Rt\
t{o- 7610).



(8) disclosure urhich would resull in undue and sensationalized publicity
of any case involving a ciild in conflict with the law, chitd abuse, or
violalion of anli-traffickir€ of persons:s

(9) records, documonls and communicalklns of proceedings involving
domestic and inter-country adoptions, including the irlentity of lhe
child, natural parents and adoplive parents:31

(10) names of students who commitled acts of bullying or retaliation;r2
(11) tirst time manor (drug) offcnders under suspended sentence who

comply with applicable rules and regulations of thc Dangcrous Drugs
Boad and who are subsequenuy discharg€d: iudbial and medical
records of drug dependents under lhe voluntary submission program;
and records of a dn6 dependent who was rehabililated and
discharged from treatment and rohabilitalion centers under lhe
compulsory submission program, or who was charged for violation of
Section 15 (use ot dangeous drugs) of the Comprehensive
Dangerous Drugs Acl of 2A02, as amended: and 33

( 1 2) identity, status and mcdrcal records of individuals wrlh Human
lmmunodelicrency Virus (HlV). as well as rcsults of Hlv/Acquired
immune Deftcrency Syndrome (AIDS) testing:v

lnformation, documents or records known by reason of otficial capacily and
are deemed as confidential, including those submitted or disclosed by ontities
to govemmsnt agenoes, tribunals, boards, or otficers, in refation to the
performance of their functions. or to inquiries or investigation conducted by
them in the exercise of their adminislrative. .egulatory or quasi-judicial
powers, such as bul mt limited to the following:

a. Trade secrets, intellcctual property, business, comm€rcial. financial and
other proprietary information:3s

* secrion 14, Juvonito Justice and walla,c Act ot zcpc: sectiox 7. Anti-Ir,alfcidng in parsons Act ot
iT ro3. as ameoded: and sectbn a. spocid Prolecron of chtldron Agonst Abuse, Exprcitation and
Disdminarioo Act.

'Secton 15. Oom€stic /tr,option Act of rgOS (RA No &552) ard Ssd|on 43 tRR of RA No. 8552:
scg ions 9 snd 1qb), htu-counw Adqtin Act Lt 1995 (RA Nu. soa3) and sBdon$ 53. 54 and 55
of IRR ol RA No. 8043.
u S€ction 3(h), AnriSurlrng Act (RA No I0627).
3 Socrons 60. 04 and 67, Com$sttonll/ve Dangerous Drugs Act o/ 2OO2 (RA No 916t)
fl Sacllons 2(b). 18. 30. and 32, Ptuttppine A|OS prevenlton and CantdAct of ,996 (RA No. O5O4)

"' Seaions 45. 106.1, arrd 150.2. fhe htelleclual propedy Codo (RA No. 8293. as amefld€d by RA
I\b 10372); S€dion 66.2, Sccurd,ns Regulatio,, Cod! (RA No. EZ99): DOST Admin6trative Ordof No_
004J6, Sectron 14?. The Curyrstion Code (Bp Blg 68): Soctron U, Cnlipgine Compatit*,n Acr IRANo 10667). Sodtons ?3 and Zt lc,), Tha N6w Centat Ban* Ad (RA No 16Sl): anO.*Arcy
laundenng Acl (RA No 0160): Sectiren 18, Sfrtegrc T,€do Manogen]F.nt acr (RA No. to€g7i
Sections ,0 and 14, Sa,bgua/d l,rersrrros Ac, (RA No BB00): Sectron 12, forr? SuDstarces aod
Haza.dou' and Nuclcal Wrsres Cofltrot rct o, ?990 (RA No. 6969): Artire 29O- Rewsed p€nat Code;
Section 10.10, Rule 10. 2012 Revls€d tRR ol Butld-OrfJ,?/te-Trcnstet Lew (RA No. 6957): and
Rovtscd Philippne Ms Aultwi? Manusl of Coeorato Govetnance.
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Oata fumrshed to statistical inquiri-es, surveys and censuses of the
Phihppine Statistics ALthority (PSA):Jt'

Recods and reports submitted to the Social Securily Syst€m by lhe
employer or memben3'

lnlormation galhered kom HIV/AIDS contact facing and all other related
health intelligence activities:"

e. Confidential information submitled to the Philippine Competition
Commission prohibited ftom disclosure by law, including lhe idenlity of lhe
person who provided the information under condrlion ol anonymity:3D

Applications and supporling documenls filed pursuant to I he Omnrbus
tnveshnents Code of 1987.4)

Documenls submitted through lh€ Govemment Electronic Procuremenl
Slrstem;at

h. hformalion obtained from accessing any electronic key. electronic data
message, or eleclronic document. book. register, conespondence,
information or other material pursuant to any powers confened under lhe
Electronic Comtnerce Act ol 20O0.'?

i. Any confidential rnformation supplied by the contractors in mineral
agreements. and financial or technical assislance agre€monls pursuant to
lhe Philippine Mining Act of 1995 and its lmplementing Rules and
Regulatbns (lRR). Curing the term of the project to which it relates;i3

1. lnformation received by the Department of Tourism (DOT) in relation to the
accreditalbn of accommodation establishments (such as hotels and
resorls) ard travcl and tour agencies:&

s Sect'on 26. mitiwine &a0il&a/ Ac, od ?0?3 (RA l,lo. 10625), ard Sec,tmn 1. Cr,nnwmt{.}a h Act
Aer. 59r. May bo invoked or{y by tho PSA.
J'Su,rtiun 2qc1, Socrb, Sefl/afy Ac! or r99l(RA No. 116i, as amamcd by RA No. 6ZEZ).
* 

Section 29. mtuppine A|DS Ptownttoo aN CootolAct o/ 1990 (RA No. B5O4)

'Scclion 34, Phitrppine Conr,e ion Act lt{A), RA No. '10067 arld Section 13. Rut€ 4 ot rhc tRR of
PcA rhb exceptbri c8n be invokod by tho Philippine comgotition commEsion s ub,€cr to $eri-
dctine{ limitations un<ler the PCA.
{ Sedion 81. EO No. 22O (5. tgSZ), as amcodod.
{r Soclion g, Governmenl hocuanon Rolorm AcI IRA No g f 84).

'! s€ction 32. aectdth Camn,pirca Act ot Z0Oo (RA No. g792).

'3 Section 9e1f1, Phitippioo trtning Act of ,995 (RA No. 7t4Z).

'o secthn 1, Rule rX, oor Mc No. 201042 (Rules and Rsgulatidls to Gov€.n. lhe Accr*(at,on of
Accommod.tbn Establishments - t-bt6ts, Rssdb aft, Apartment Hotels); and Socton ?3, OOT ttc
No 2015{6 (Revis6d Rut€s and Regulations to Govsrn the Acc.edilation of r/avct and rour
Ag€,rcl€s).

b

c

d

t

g
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k. The fact that a covered transaclion report to the Anti-l\loney Laundering
Council (AMLC) has been made, the conlenls lhereof, or any informatbn
in relalion lhereto:-

L lnformation subm ed to the Tariff Commission which ts by nature
confidenlial or submitted on a confidsntial basis:{6

m. Cerlsin informatbn and reporls submittod to tho lnsurancc Commrssioner
pursuant to the lnsurance Coda:47

n. lnformation on registered cultural prcperlies owned by private
individuals;ag

o. Oala submitted by a higher €ducation institution to the Cornmission on
Higher Educatirn (CHEO);{e and

p. Any secret, valuable or proprielary informalion of a confidonlial charactor
known to a publlc otficer, or secrets of privale indivirJuals;s

lnformalion of which a premature dlsclosure would:

7

a. in the csse ol a department, otfice or agency wtrich agency regulates
cunencies, securities, commodilies, or financial institutions, be likely to
lead to significanl financial speculation in cunencies. securities, or
commodities, or significantly endanger the stability of any linancial
instrtution: or

b. be likely or signif'Eantly fruslrale implementation of a proposed otficial
aclion, except such department, office or agency has already disclosed to
the public the content or nalure of rts proposed action, or where the
department. office or agency is requrred by law to make such disclosure
on its own initiative prior to laking final official ac'tion on such proposal.5i

Records of proceedings or information fncm proceedings whrch. pursuant to
law or relernant rules and regulations, are treated as conlidential or privibged,
including but not limited to the following;

or S€cton g<cl, Antii/bney Laudetiog Act ol 2ffi1, as amonded May ba invoksd by AMLC.
government banks aod ll3 offic€rs and emFoy€es.
* Seclron 10, 

"Sarcguerd i,basr/.es Ac!.

" Sectkm 297 in relation wilh S€ctbn 295 aod Scction 3s6, fhe r'ltsurance Code (as a nlendod by RA
No. 10607).
4 Soction 14, Nationat Cullud Hctitogc Acr ot Zrr,I(RA No. 10006).
to CHEO trlemorandum Order No 0t$13. ?E May 2Ot3
s Arlicles 229 ahd 230, Rovisr'd Penal Cde; kion 3{k).ADfi-Gt& aN Corrupt practrces rAct (RA

llor 30'19): S€clion 7(c), @o ol Condoc, end Ehka,.Sraflda.ds tor pubr,c Otriciats aN Emptoyees
(RA i'lo. 6713); Secfion 7, Exchange of tnfomation on Tax Ms/,ters Act ol ZOO? ("A trto. 1002t)iand
Seclion 6.2. Sacurioes Reguratbn Code (Rq No. E79O).
3' Section 31g;. Rule lV, Ru'es on CCESPOE.
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a. Modiation and domestic or inlomational arbt'tration proceedings, includrng
records. evkJence and the arbitral awards, pursuant to the A/{ernatt've
Dispute Re*tution Act of 20O4;52

b. Matters involved in an Investo.-Slate mediation:53

d

c. lnformation and statements made at conciliation pmceedings under lhe
Labor Codc;il

Arbitration procoedillgs b€fore the Construction lndustry Arbitratton
Commission (CIAC);55

Results of examinations made by the Sec{rities and Exchange
Commission (SEC) on the operations, books and records of any
corporalion, and all interrogatories propounded by rt and the answers
lherelo:56

e

t. Information related to investigalions which are deemed confidenlial under
th€ S€currries Ragulations Code:sl

g. All proceedings pnor to the issuan@ of a cgase and desist order against
pre-neod companies by the lnsurance Commission: s

h. lnformatinn related to lhe assignment of ths cascs to tho roviewing
ptos€cutors or the undersecretaries in cas€s involving violations of lhe
bmyehensive Dangerous fuugs Aci of 2002',3e

i. lnvestigation rsporl and the supervision history of a probalioner;s

1, Those^-matters classilied as confidential urder lhe Human Security Act of
2@7:61

26

i! Seclions g, 2g and 33, Altamathfi Diq,uto R€so/utiofl (ADR) Act ot ZOA (RA No 9285). and DOJ
Cscular No 98 (s. 2009) or he IRR of th€ ADR Act.
53 Anicte 10. hle?natDnal 8ar Associalion Rules for lnvostorstat€ M€dtatlon.

" Arttde zg7, Labor cade.

" Section 7.1. Rule 7, CIAC R€v6ed Rules of Prooedurs Cioycrning Const ucfbn Arbitratt)n
5d Soction 142, Cdipa.at,on C,ode. May be iovoked by the SEC a.d any oth{rr offrcial authorized by
law to make such examinalbn-
tt Ssctions t3.4, l5 4, 29 2 (b), and 64.2 of the Secunl,es Rog utalion CodE.

'Siec,ton 53(bxt) of the he.f'leod Cndo ol the Phlippines. The conftdentiality ot the procesdings is
lfled aftcr the rssuanoe of the cease and dosist ord6r.
r DOJ Deparlment Ctcirlar No 006.16 (No. 6). 1O FebrL,ary 2Ot6
@ Sectaon 17, Probetlion Law of 1976 IPC No 96S (s.19t6)1.
ct 

Sections g. '13. 14. 29, 33 and 34. Human Securiy Acr o/ zo0z (ftA No. 9372)



k Preliminary inrostigation proceedings befo-re ttre committee on decorum
and investigation of govemment agencies:"' and

Those informalion deemed confidenhal 9r privrleged pursuant to pertinent
rules and regulations issued by the Suprerne Court. such as informaUon
on disbarment proceedings, DNA profiles and results, or those ordered by
courts to be kept confidential;

lvtalters considersd conlidontial under banking and finance laws and their
amendatory laws, such as:

a. RA No. 1405 (Law on Socrecy of Bank Depos/s);

b. M No. 6426 lForeign Cunency D€,pasit Acl of tho Philippines) and
relevant regulations;

c. RANo 8791 (Ihe General Banking Law of2000);

d. RA No 91 60 (An,,-Money Laundenng Act of 2041 ), arl

e. RA No. 9510 loredil lnformation System Act):

I Olher exceptions to the righl to informalion under laws, jurisprudence, rules
and regulalions, such as:

a. Those deemed confidential pursuant to treaties, executive agreements,
other intemational agreements. or intemational proceedrngs. such as:

(1) When the disclosure would prejudice legilimate comrnercial interest
or competitive position of investor-states pursuant to investment
agreements;e

(2) Those deemed confidential or protecled information puBuant to
United Nations Commission on lnternational Trade Law Rules on
Transparency rn Treaty-based lnvestor-Stale Arbilration and
Arblrarion Rules (UNCITRAL Transparency Rules);65 and

(3) Refugee proceedings and documents urder the 1951 Convenlion
Relating to the Stafus ol Refugrees, as implemented by DOJ Circular
No. 50 (g. 2012);

€ Seaion 14. Civil Servie Cornmbsion Resolution No. 01{9./10
t sectbn 1E. Rule 13$8 and Secxon 24. R\rle 130 0f th€ Rubs ol Court: and S€clon 11 0t lhe Ruie
on Dt.lA Evidenc6, A.M. t\b. 06-1l-$SC.
- Erar"ptg5'A(ide 20 (?), ASEAN Comfehensiv€ lnvestment Agteemenl. Arttcl€ 15 (2) Agteomenl
on lnv€stment under lhc Framswork Agra€m€nr on thc Co.ntrclrensive Economlc Cooperaticr
b€tv,ssn tll€ ASEAN and the Republic of lndia: and Artioe 15 (2) cl lhe Agreemenl on lnvsstmenl
ufiler lh6 Ftameuork Agreement on ths Compr€isnsive Econornic Cooporation among the
Govornmant o, ths [Uornbor Countrca of th€ ASEAN ard tl'e Republio oi Ko.ea.
t Arlide 7, UNCITRAL lransparoocy Rules.
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d. Lists, abstracts, summaries of inlormation requested whcn such lists,
abstracts or summaries are not part ol the dulaes ot the govemment otlice
requested;68

e. Those information and proceedings deemed confidential under rules and
regulations issued by relevant governmenl agencies or as decided by the
courts:6?

Request€d information pertains lo comments ard disclosures on pending
cases in iudicial proceedings;?o and

Attorney-dient privilege existing between gov€mment lawyers and their
client.Tt

e Senate y" rvorr. surra. Senele y- Etmila, supra-
tt Seaioo 8{O), Code of Coduct and Ethical Stdd8xds fw pubttc Otthrats and Emptoyl,os_
# Betg;ca v Ochoa, G.R. No- ?OE5O6. tg November 2OlJ: ard Valmonle v. Betmontc Jr, G R No_
74930. 13 February 1989. 252 Phrl. 264.
s Examples. 2012 Guidelines and Proc€Grneg in tho lnvesrrga{,on and Moniroring of Human RignE
violations and Abus€6 and the Provislon ol cHR Asslslanco; Governmerl serv,ce lnsuraice
svstem's Rules ol Pro€dwe ol th€ committee on claims, Na&rnat Labor Retal'ons co|ltmissbn
Resolutron No. 01.02. Amendlng certain Provisions of ine Nerv Rul6s of procedure of the National
Labor Relatons Commission, 08 March 2_002: oepafiment of Agranan Reform t C No. O7-i l, 19 July
2011: Deparlment of Socid We;fare and Dsve:Op.xenl lrlc Na. 021-12. 16 October 2OtZ: and Searon
42. lnvestmena cotnp.ny Ac! (RA No. 2629): I'lh6n:he nforri:e:ion requested ts not a n atter ot pubtc
concarn or rnleresl as decidod in H:laCa v Juoge Ai:?- A. Ro7es. G.R. No. 163r55.2.1 Jury 2006.

^ Romoro v Guerzon, G.R. No.2::8i6 ':g 1,1a..3t- 2:,S
tt 

Caron 21 o, th€ Wpof P.aiess:i.?: Fssj:.s: :,

I

s

za

b. Teslimony from a govemment ofricial. unless pursuanl to a courl or legai
order;s

c. When the purpose for the request of Statemerd of Assels, Liabilities and
Net Worth is any of the following:

(1 ) any purposo contrary to morals or public policy: or
(2) any commercial puryose other than by news and cornmunications

media for diss€mination to lhe general public;o'
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ANNEX ..D''

FOI Request Form

Request No. Date
(mnvdd/yyyy)

1. Cdrplete l,lrne:

2. Cdnplete Addrcss

M.t

3. Company/Aft liatb{y'Organrzatbn/lsc hooUPosnron

L Type d lOentifrcaim Given:

5. contact Debib and PIeGred irode of Coanmmrcatbn:

tr TeleplEne/Fax Nunber/s:

tr Mobile Number/s:

tr E{ail:
6. Prebned llode of Recpgt cf Reply/Respqse.

D Pick{D (Oftce hours) E Fax tr E-mail

7. tlane of Representativdcuardbn (if applicabhr:
E Postal Address

8. vald ldentiflcation of Representative:

L Proot ot AutlEflty (Prease attact ):

PART II. REOUESTED NFORTATIOiI
10. Itle/DescrDtion of hbmatbn, olFlcial record/s, or puua record/s reqr.Esbd: _

1 1. Perix Covered (YearMontvw*kDayl.
12. Purpose of requ€st

I ded*e gtd c€rlity thd thc irftflElira p.ovi&d in tis h.m i! cofiS€te end ccrcct. I am aBe
th8l h giviE btsc s rdsacsdng inffiim s ugng bfged &qflE ls h a cri,rird olbfisc, I

Urx, myselt afi, my p.irxird b l]se t\a rc$cdcd inbmatio.l orly br tE specilc pupGe sleted

and sdied to su€h oth€r cmdidls a3 rlay be p.Elcrbed by the Cffice o{ the Preg&nt I

undetgand Uld tha Ud\retreity rBy co[e4 use dld dsdce peBond int(IIEtirn contdned in

this rcqje3t

Sgnalure of tDe Requesler

Date & time received:
Remarks:

Signature

Lagl lvarie, Fi.st ly' rre

Rignt thumb rnark

30

PART I, INFORilATIOI{ ON REQUESTING PARTY/REQUESTER

'13. UndertakiB aM SiJnature:

Left rhumb mark

FOR OFFICIAUFRO USE ONLY

Received by _
Pos(lo{r: _



ANNEX 'TE''

FQI Respcn$e Template - Answer

DATE

Dear-,
Greelings!

Thank you for your requesl dated <insert date> under Executive Srder No. 2 {s. 201$J on Freedstn

af Infsrnatiofl in frre Executive Brarrh.

Your reouet

You asked for <quok request exac{y" untess ?t is too longJcoffipli{ated}.

Resosnse to vour resuest

Your FOI request is approved" The answer to your request is qinsert anssrer>.

Thaok you"

Respectful$,1

FOlRecetving Offic*r
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ANNEX "E-1"

FOI Response Template - Document Available Online

DATE

Dear _,
Greetings!

Thank you for your request daled <inse( dale> under Executive Order No. 2 (s. 2016) on Freedom

of lnformation in the Executive Branch.

Your request

You asked for <quote request exactly. unless il is loo long/complicaled>

Response lo vour request

[Some/MosUAll] ofthe information you have requested is already available online from <add delails
of where lhat specific inlormalion can be obtained e.g. website data.gov.ph, foi.gov.ph or other
govemment website>.

Your rioht to reouest a revierv

lf you are unhappy with this response lo your FOI request. you may ask us to carry out an internal
review oflhe response, by wdting to <insert name ofthe CSU President and postalor emailaddress>,
Your reviel request should explain why you are dissatisfied with this response, and should be made
lvilhin 15 calendar days from the date i{,hen you received this letter. We will complete the review and
tell you the result. within 30 calendar days from lhe date when we receive your review request.

lf you are not satisfied with the result ofthe review, you then have the right lo appeal to the Oflice of
the President of the Philippines under Adminislralive Order No 22(s.20111.

Thank you

Respectfully

FOI ReceMng fficer

,2



ANNEX "E.2"

FOI Response Template - Document Not Available

DATE

Dear

Greetings!

Thank you for your requesl dated <insert date> under Executive Order No. 2 (s- 2016) on Freedom
of lnformation in the Execulive Branch.

Your requesl

You asked for <quole request exactly, unless it is too long/complicaled>

Response to your requesl

While our aim is lo provide informalion whenever possible. in lhis inslance the Universily does not
have [some oflthe information you have requested. However. you may ]vish to conlact <insert name
ol olher authoritylorganization> al <inserl conlact details> \,rho may be able to help you.

Your right to request a revielv

lf you are unhappy with lhis response to your FOI request, you may ask us to carry oul an internal
review ofthe response, by writing to <inserl name oflhe CSU President and poslal or email address>.

Your revievr requesl should explain lrhy you are dissatisfied !./ith lhis response. and should be made
wilhin 15 calendar days from the date when you received this letter. We will complete the revielv and
tell you the resull. v,,ithin 30 calendar days from the date v{hen we receive your review requesl.

lf you are nol salisfied with lhe resull of the review, you then have the right to appeal lo the Office of
lhe Presidenl of lhe Philippines under Adminislrative Order No. 22 (s. 2011).

Thank you

Respectfully

FOI Receiving Oflicer
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ANNEX I'E.3''
FOI Response Template - Document Under Exception

DATE

Dear

Greetirgsl

Thank you for your request dated <insert date> under Executive Order No. 2 (s, 2016) on Freedom

of lnformation in lhe Executive Branch.

Your request

Response to vour reouest

While our aim is to provide anformation whenever possible. in this instance we are unable to provide

[some ofl lhe anformation you have requested because an exception(s) under sectaon(s) <inserl

specific section number(s) applicable to the requested information>. The reasons why lhat
exemption(s) applies are explained in the annex to this letler.

lf you are unhappy with this response to your FOI request, you may ask us lo carry out an intemal
review ofthe response, by writing to <insert name ofthe CSU President and postalor emailaddress>.
Your review request should explain why you are dissatisfied wth this response, and should be made
within 15 calendar days from the date r,vhen you received this letter. We will complete the review and
tell you the result. within 30 calendar days ftom the date when we receive your review request.

lf you are not satisfed with the resull of the review, you then have the right to appeal to the Office of
the President of the Philippines under Administrative Order No. 22 (s. 201 1).

Thank you

Respectfully

FOI Receiving fficer
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You asked for <quole request exactly, unless il is too long/complicated>

Your rioht to request a review



ANNEX 3'E4"

FOI Response Template - ldentical Request

DATE

Dear

Greetingsl

Thank you tor your request dated <insert date> under Executive Order No. 2 (s. 2016) on Fleedom

of lnformataon in the Executave Eranch.

Your reauest

You asked for <quote request exactly, unless it ls too long/complicaled>

ResDonse to vour requesl

While our aim is to provide ,nformation whenever possible, tn this instance we are unable to provide

[some ofl the information you have requesled because is substantially similar or identical to a
previous request that you made on <insert date of previous requesl>. which we responded to on
<insert date of response>.

Your rioht to request a review

lf you are unhappy with this response to your FOI request, you may ask us to carry out an internal
reviaw ofthe response. by wflting to <insert name ofthe CSU President and postal or email address>.

Your review reguest should explain why you are dissatisfied with this response, and should be made

within 15 calendar days from the dale when you received this letter. We wrll complele the review and
tell you the resull. within 30 calendar days from the date when we receive your review request.

lf you are not satisfied with the result of the review, you then have the right to appeal to the Oflice of
lhe President of the Philippanes under Administrative Order No. 22 (s. 2011 )

Thank you

Respectfully,

FOI Receiving Ofricer

35



FOI-UC No. 2l- Oa

QEPUBIIC OF TH€ pHllrFPrtl€S
tnaSoaittrll @tal{r{tcaroaat oellalloaaa oaFlca

fohqgdpdnq FompaagDluhon so Operostong Komuhikosyon
Emna. C^y ol Man la

EREEDOM OT' II{FORUATIOIT
MEMORANDIIM CIRCI'LAR

FOR Al,L AGENCIES, DEPARTUENTS, EI'REAUA, OFtrICDS
AIID IIISTRI'UEITTALITIES OT TITE EXECUTIVE
BRANCH INCLI'DING (X)VERI{UEI'IT.OWITED AND/OR
cor{TRoLLED CORPOnATTONS (GOCCSI, STATE
UIIIVERSITIES AND COLLEGEB (SUCS}, AITD I,OCAL
wATER DTSTRTCTS ILWIxr)

SUBJECT GI'IDELINETI OIT TIIE RETERRTL OT RA,QUESTED
INFORUATIOIT, OFPICHL R.EOORI'/S AJTD PI'BLIC
RECORD/S TO TIIE APPROPRIATE GOVERI{UEI{T
AGEIICT OTIIERBISE XIIOWII AS TEE 'NO WROTG
DOOR POLICY I1OR POI"

rHEREAA, Executive Order (EO) No. 02, s. 2016 was issued by President
Rodrigo Roa R. Duterte to operationaliz€ the Constitutional Right ofAccess to
Information, and Policy ofFu[ Public Disclosure in the Executive Department;

WEEREAA, Memorandum Order {MO) No. 10, s. 2016 designated the
Presidential Communications Operations Oflice {PCOO) as the lead agenry in
the implementation of EO No. 02, s- 2016;

YBEREAS, Department Order No. 18, s. 2017, issued by the PCOO, created
the Freedom of lnformation - Project Maragement Otrlce (FOI-PMO) to
exercise the ma-ndate ofMO No. 10, s. 2O16i

glIEREAa, in order to ensure the policy of the President to have an open,
t-ransparent and accountable govcrnment, it is the mandate of the PCOO to
develop programs and mechanisms to enhance the capacity of govemment
agencies to comply with the FOI program;

7h fbo. f.nes Pt[o Sulding- UniLd llolirtr A!c,, Enilo, Crty ol Monikt, PhbpirE!
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ANNEX ..F''

WBEREA'8, there is a need to break the prevailing "silo system" and lack of
interconnection among government agencies, with the end goal of a
government acting as a singular unit serving its primary client, its citi",€ns;



nOW, THEREF{rREI by virtue of PCOO'S mandate to develop programs and

mechanism to ensure compliance with the FOI program, particuLarly on

addressing the issue regarding the referral of any requested information,
olncial record/s, or public record/s to the appropriate govemment agency,

these rules are hereby prescribed and promulgated for the information,
guidance and compliance of all concemed:

SGctlon l. hrrlro!.. - This rule seeks to set guidelines for the referral of any
requested inforrnation, official record/s, or public record/s to the appropriate
government agency by another agency which does not have in its possession

or custody the requested information or records, or is not authorized to

release the information to the public.

3GG6on 2, Cov.ngc. - This Order shall cover all govemment agencies under
the Executive branch implementing the FOI Program, pursuant to EO No. 2,

s. 20l6 and alt other related issuances, and applies to both paper-based and

electronic form of requesting information.

8cc6on 3. RGquclt for InfotErtlon. - Ary person who requests for access

to information shall comply urith Section 9 of EO No. 02, s. 2Ol6 and all other
pertinent laws, existing rules and regulations, issuances, arrd orders. For
purposes of this rule, information and records shall refer to information,
official record/s, or public record/ s as defined under EO No. 02, s. 2016.

ScctloE {, Acc.ptarcG of requ.!t. - As a general rule, all fully compliant
requests for infoimation sha.ll be accepted by the FOI Receiving Olncer (FRO)

and FOI Decision Maker (FDM). No request for information shall be denied or
refused acceptance by a govemment office unless the reason for the request
is contrary to the Constitution, pertinent laws, existing rules and regulations,
or it is one of the exceptions provided under the Inventory of Exceptions.

Soc6o! 5. Ptoccaa of Rcfctral. - When the requested information is not in
the possession ofa government aBency {govemment agency no. 1 or GA1), but
is available in another government agency (government agency no. 2 or GA2l
under the Executive Branch, the request shall be immediately referred by GAI
to GA2 through the most expeditious manner but not exceeding three {3}
working days from the receipt of the request. This shall be considered as the
"Flrrt Rcfcrrd" and a fresh period will apply.

Rektdl to thc appropriate gotEmment qgency shall Erean that another
goyemment omce is the proper repository or custodian of the requested
information or records, or have control over the said information or records.
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If GAI fails to refer the request within three {3) working days upon its receipt,
the FRO shall act on it within the remaining period to respond pursuant to
Eo No. 02, s. 2016. No fresh period shall apply.

If GAf , in good faith, erroneously referred the request to GA2, the latter shall
immediately notiry the former as well as the requesting pafty, that the
information requested is not available in their agency.

cA2, to whom the request was referred under the First Referral may
subsequently refer the request to another government agency (Sovernment

agency no. 3 or GA3) under the procedure set forth in the first paragraph of
this Section. This shall be considered as the "lhcond Refcrrel" and another
fresh period shall apply.

Referrals under this Order shall only be limited to two {2} subsequent
transfers of request. A written or email acknowledgement of the referral shall
be made by the FRo ofthe government agency where it was referred.

The requesting party shall be notfied of the referral and must be provided
with the reason or rationale thereof, and contact details of the government
olfice where the request was referred.

Scctlotr 6, tr'ol Intcrtrsl Ucasengcr. - The FOI-PMO shall create a'FOI
Intcrnd lf,c;rcnger". Such feature shall be included in the dashboa;ds of
FROs and FDMs, located at the eFOI portal or u,tgj,q|gal4b, where all FROs
and FDMs can ask or confrrm with each other on which agency has the control
and custody of any information or record being requested.

Please see Annex "A' of this Circular for the No Wrong Door Policy Flowchart.

S.ctloa 7. strtu. of the Requelt, - A request that is referred to the
appropriate government agency is considered 3uccc3sful if the same is
acknowledged and the requested information is disclosed to the requestor.

In all phases of the referral, the requesting party shall be informed in writing,
email, and/or through the eFOI of the status of his/her request.

Secdon 8, Invcntory of Rccoivitrg Ofilccra .nd lrcclslon Matcra, and
Agctcy hfornatlon lEv.ntory. - For the convenience of all FROs and FDMs

3
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IfGA3, after the second referral, still cannot provide the information requested,
it shall deny the said request and shall properly notiry the requesting party.



in implementing this Circular, an inventory of the names 8nd contact details

of all designated FROS and FDMS of government agencies, and an Agency

Information lnventory {AII} shall be compiled by the FOI-PMO.

The FOI-PMo shall be the central repository of the inventory of all designated

FROs and FDMs and shall collate and update the names and contact

information of the designated FROs and FDMs of each government agency.

The inventory shall be posted at the eFOI portal, \!\\'.lbi.sor'. Dh. FOI-PMO

shall strictly adhere to Republic Act No. I 0 I 73 or the Data Privacy Act of 20 1 2.

To assist the FROs in locating the requested information or record, an annual

updating of the AII shall be required of all agencies on-boarded on the eFOl

Portal. The consolidated inventory of information shall likewlse be made

available in the dashboard of the FRO and FDM for ease of access and

information.

SGcdo[ 9. 9rpr.btltty Cleur. If, for any reason, any part or provision of
this Memorandum Circular is declared invalid or unconstitutional. the other
provisions not aflected thereby shall remain in full force and effect.

SGctton lo. RcFdlag Clrur, All orders, rules and regulations, memoranda,
circulars, and issuances or any part thereof inconsistent with the provisions

of this Memorandum Circular are hereby repealed, amended or modilied

accordingty.

Scctor 11. EtrcctMty. This Memorandum Circular shall take ellect

immediately.

U8t!llr, Phillppincs, 27th dry of Auqust 2021.

JOSE U. AIYDAT{AR

FOI Champion
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Annex A

tTO WROI{G DOOR POLICY FI-WCHART

Requesting Party --1*-l

t al b. ,C-l.drl,in hE

GAl mu.tr/..rly *!r GA2
x/t'rttr h. ht rnao. i3

rqoathg Pdy illEdig

fl!6h priods ,pp, br
Gt2

G 2 Nd vrli it'l G 3
,h.0s lh. i.'tonndo. i.

rqi-lhg prty n 9rdn9

F !.rr Fiod e +pry h.
qro

I

a
I

.

(__

NOTE:

lf GAI tails to refsr th€ r€quest within thrse (3) workirE days upon its tBcaipt, the FOI Rscsiving

Offic€r (FRO) shall act on it within th€ rsmaining poriod lo rospond puEuant to EO No. 2, s. 2016. l.lo
fr€sh poriod shall apdy.

P.oc.G FOI Raqr..t
(1 5-35 *otung days)

Goverment Agency I (GAl)

hopet aggncy?

Gowrnment Agenc1 2 (GA4

ftgpot agsrcy?

Government Agency 3 (GA3)

Prwet agercy?

Agoncy shell malk the raqu€l
un3uccGaaful
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