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SECTION 1: OVERVIEW

RATIONALE: In compliance with Executive Order No. 2, s. 2016 by the President of the
Republic of the Philippines “OPERATIONALIZING IN THE EXECUTIVE BRANCH THE
PEOPLE’S CONSTITUTIONAL RIGHT TO INFORMATION AND THE STATE POLICIES TO FULL
PUBLIC DISCLOSURE AND TRANSPARENCY IN THE PUBLIC SERVICE AND PROVIDING
GUIDELINES THEREFORE” (Annex “A”), the Angat Water District hereby adopts and
publishes its Freedom of Information People’s Manual.

PURPOSE OF THE MANUAL: The purpose of this Freedom of Information (FOI)
Manual (Manual) is to provide the process by which the Angat Water District (AWD)

shall deal with requests of information received under Executive Order No. 2, s. 2016 on
FOI.

STRUCTURE OF THE MANUAL: This Manual sets out the process on how the
request for information can be released to the public. It also includes the rules and
procedures to be followed, definition of terms, remedies, fees, and administrative
liability. It also provides for the relevant forms and other annexes.

COVERAGE OF THE MANUAL: The Manual shall cover all requests for information
directed to the executive personnel, rank and file, and to AWD, per se.

FOI RECEIVING OFFICER: For purpose of the Manual, there shall be the FOI
Receiving Officer (FRO), who is situated in front of the AWD office or any person
designated by the AWD seated in front of Public Assistance and Complaint Desk (PACD).

The FRO will assist the requesting party in filling out the request form and will
forward the same to the Administrative and General Services Division, who in turn will
evaluate the request if to whom it is to be addressed.

The FRO will conduct initial assessment whether the request will be forwarded
to the Administrative and General Services Division for further evaluation or if it will be
denied based on the following grounds:

a. The request is incomplete.

b. The request is already published and can be downloaded in AWD website,
angatwaterdistrict.com, and data.gov.ph.

c. The request is identical or substantially similar from the previous request,
that has been denied or approved, by the same requesting party.



6. FOI DECISION MAKER: There shall be FOI Decision Maker (FDM), who is the Division
Manager of the Administrative and General Services Division, who will further evaluate
the request.

Upon receiving the request from FRO, the FDM will recommend to the General
Manager if the request will be granted or denied. Denial of the request will be based on
the following grounds:

a. If the request will hamper person’s right to privacy or contains sensitive
personal information.

b. If AWD does not have the information requested.

c. If FDM deems that the requesting party’s identity is fictitious or otherwise
not legitimate.

d. If the request falls under Inventory of Exceptions to Executive Order No. 2.
(Annex “B”)

7. GENERAL MANAGER: The approved request will only be released after the
permission of the General Manager.

The General Manager {(GM) can permit the FDM to release the said request if the
request is complete and satisfies all the parameters stated in the EO No. 2.

The GM has the authority to hold the request and discuss the said matter to the
board of directors if the request pertains to the key officials of the AWD.

Further, the GM has the authority to reverse the decision of FDM and seek for
legal advice if he/she deems that the decision of FDM can jeopardize one’s identity.

Furthermore, the GM can delegate the role of the FDM to other personnel
whose rank will not be lower than the Division Manager, if the Division Manager of
Administrative and General Services Division is on leave.

8. FOI APPEALS AND REVIEW COMMITTEE: There shall be FOI Appeals and Review
Committee consisting of three (3) personnel fully designated by the GM to review, to
recommend, and to provide expert advice to the FDM and GM whenever an appeal was
made by the requesting party for the denial of his/her request.



SECTION 2: DEFINITION OF TERMS

1. INFORMATION shall mean any record, 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 dats,
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.

2. 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.

3. 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.

4. 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, or when put
together with other information would directly and certainly identify an individual.

5. SENSITIVE PERSONAL INFORMATION shall be as defined in the Data Privacy Act
of 2012 (Republic Act No. 10173), i.e., personal information:

(1.) About an individual’s race, ethnic origin, marital status, age, color, and religious
philosophical or political affiliations;

(2.) About an individual’s health, education, genetic or sexual life of a person, or to
any proceedings for any offense committed or alleged to have committed by
such person, the disposal of such proceedings or the sentence of any court in
such proceedings;

(3.)Issued by government agencies peculiar to an individual which includes, but not
limited to, social security numbers, previous or current health records, licenses
or its denials, suspension or revocation, and tax returns; and

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

6. FICTITIOUS IDENTITY shall be defined as using fake name or identity to hide one’s
true self. It also includes using fabricated names to obtain information for the purpose
of fraud or theft.



7. data.gov.ph shall refer to Open Data Philippines which is accessible, searchable and
understandable to the public and allow user to find specific data from different
government agencies through one single portal.

8. angatwaterdistrict.com shall refer to AWD’s website that contains -the agency’s
mission and vision, organizational chart, history, awards, citizen’s charter, financial
statements, annual procurement plan, transparency seal, news and updates, and other
key informations regarding the district.

9. GENERAL MANAGER shall refer to the head of the agency, who have the full
responsibility for the supervision and control of the maintenance and operations of the
water district. He/she oversees all the district’s functions and monitors all the reports
given to him by the division managers.

10.PUBLIC ASSISTANCE AND COMPLAINT DESK shall refer to the frontline service
located in front of agency’s office. His/her function includes assisting the public in filling
out forms, in answering queries, in following up complaints and service connections,
and all other job that can improve the efficiency of delivering service by the government
agencies to the public.

11.WORKING DAYS shall refer to any day other than a Saturday, Sunday, or a day which
is declared a national public holiday.

SECTION 3. PROMOTION OF OPENNESS IN GOVERNMENT

1. DUTY FOR PUBLIC INFORMATION: The AWD honors the right of the public to
access information, official records, public records and documents on matters of public
concern and accordingly commits itself to regularly update and disseminates key
information in accessible forms and through its website, but subject to exceptions
(Annex “B”), limitations provided by E.O. No. 2, and this Manual.

2. ACCESSIBILITY OF LANGUAGE AND FORMS: The AWD shall strive to publish
information in the most conducive ways to the public, i.e. translating the information to
Filipino, giving out flyers, posting of tarpaulins and regular updating of website.

3. PROTECTION OF PRIVACY: While providing access to information, public records,
and official records, the AWD shall afford full protection to a person’s right to privacy, as
follows:



a. The AWD shall ensure that personal information, particularly sensitive personal
information, in its custody or under its control is disclosed only as permitted by
existing laws.

b. The AWD shall protect personal information in its custody or under its control by
making reasonable security arrangements against unauthorized access, leaks or
premature disclosure.

c. The FRO, FDM, or any employee or official who has access, whether authorized
or unauthorized, to personal information in the custody of the AWD, shall not
disclose that information except as authorized by existing laws.

SECTION 4. STANDARD OPERATING PROCEDURES
(Annex “C”)

1. REQUEST FOR INFORMATION: All request for information shall:

a. Be in writing and be accomplished using the prescribed request form; (Annex
IIDIJ)

b. Provide the full name and contact information of the requesting party including
a valid proof of his identity (i.e. government issued identification cards)

Or if through representation, a written letter of authorization coming from the
requesting party including a copy of his/her two (2) valid IDs.

c. Reasonably describe the information requested, and the reason for, or purpose
of, the request for information.

The request form shall be made available at the Angat Water District office or
can be downloaded in the AWD website.

If the FRO determines that the request is not in compliant with the
requirements, the FRO can return it to the requesting party immediately and
provide reasonable assistance to enable the requesting party to comply with the
request requirements.

2. MANNER OF MAKING REQUEST: A request of information shall be made by the

requesting party by delivering it personally to the office of AWD, by postal service
and/or thru electronic mail.



If the requesting party chooses to send it through email, scanned copies of the request
form and valid IDs must be attached.

In case the requesting party is unable to make a written request because of illiteracy or
disability, he/she can make an oral request and the FRO shall reduce it into writing. The
requesting party shall sigh or be requested of his/her thumbmark onto the form.

3. RECEIPT OF REQUEST: A complete request for information shall be signed and
stamped received by the FRO, indicating the date and time of receipt, the name, rank,
title and position of the public officer who actually received the request, furnishing the
requesting party a copy thereof.

The FRO shall write a tracking number above the form to enable the requesting party to
trace the status of his/her request.

In case of electronic mail, the FRO shall print the request and do the same procedure
mentioned above, and shall confirm the receipt of the request.

3.1 REQUEST RELATES TO MORE THAN ONE DIVISION: If the request requires
information from more than one division, the FRO, through the instruction of the
FDM, can forward the same to the concerned division/s and shall monitor its
compliance in juxtapose with another division. The FRO shall instruct the concern
divisions that only the specified information within their division will be attended
to.

3.2 REQUESTED INFORMATION IS IDENTICAL OR SUBSTANTIALLY SIMILAR
TO A PREVIOUS REQUEST: The AWD shall not be required to act upon an

unreasonable subsequent identical or substantially similar request from the same
requesting party, whether it had been granted or denied. However, the requesting
party should be notified the reason of such denial.

3.3 REQUESTED INFORMATION IS ALREADY POSTED OR PUBLISHED ON

AWD WEBSITE: Should the information is readily available on AWD website,
angatwaterdistrict.com, the FRO shall inform the requesting party and provide the
link where the information can be obtained.

3.4 REQUESTED INFORMATION IS NOT IN THE CUSTODY OF AWD: If the

FDM determines that the requested information is not in the custody of the AWD
or any of its offices, the FRO shall notify the requesting party and transfer to the
concerned government agency accordingly.

4. PERIOD TO RESPOND:



4.1 The AWD shall respond to the requesting party within fifteen (15) working days
from the date of receipt of the request.

In case of request through email, the period of counting will start on the day an
acknowledgement was sent by the FRO.

4.2 The period may be extended whenever the information requested requires
extensive search of the AWD’s records facilities, examination of voluminous
records, the occurrence of fortuitous cases or other analogous cases. The FRO shall
notify the requesting party of the reason for such extension.

In no case shall the extension go beyond twenty (20) working days, unless
exceptional circumstances warrant a longer period.

5. ACTION BY FDM: The FRO shall forward the request of information to the FDM and
record the date and time it was forwarded.

Upon receipt of the request of information from the FRO, the FDM shall assess and
evaluate the request and make all necessary actions to retrieve and to gather all the
information needed by the requesting party. He/She will then recommend to the GM to
approve the release of the information requested.

If the FDM will warrant a clarification on the information requested, he/she through the
FRO can seek clarification to the requesting party. The clarification may halt the
counting period of fifteen (15) working days and will resume once the required
clarification was submitted by the requesting party.

5.1. APPROVAL OF REQUEST: In case of approval of the request by the FDM, and
with the permission of the GM to release the said information, the FRO shall collate
and ensure that the requested information is complete and free of any possible
mistake/s, he/she shall then notify the requesting party and direct to receive the
requested information at the AWD office at the designated time, and pay any
applicable fee/s.

5.2 DENIAL OF REQUEST: Requests for information shall not be denied or refused
unless it falls under the exception of Inventory of Exceptions and this Manual, it is
contrary to laws, rules or regulations, it is not valid, it is substantially identical to
the previous request, and it pertains to other government agencies, which the FRO
should notify the requesting party and the reason for denial hereof.



SECTION 5: REMEDY IN CASE OF DENIAL

In case of denial of request of information, the requesting party may appeal to the FO!
Appeals and Review Committee within fifteen (15) working days from receipt of notice of
denial. The appeal shall be in writing, citing the ground for the appeal, signed by the
requesting party, with copies of the request of information and notice of denial attached.

The appeal shall be decided by the GM, upon the recommendation of FOI Appeals and
Review Committee, within thirty (30) working days from the filing of said written appeai,
unless circumstances warrant a longer period. In no case shall the extension exceed twenty
(20) working days.

Upon exhaustion of administrative appeal remedies, the requesting party may file the
appropriate case in the proper courts in accordance with the Rules of Court.

SECTION 6: FEES

The AWD shall not charge any fee for accepting requests for information.

SECTION 7: ADMINISTRATIVE LIABILITY

1. NON COMPLIANCE WITH FOI: Failure to comply with the provisions of this Manual
shall be ground for the following administrative penalties:
a. 1%t Offense — Reprimand
b. 2" Offense — Suspension of one day to thirty days
c. 37 Offense — Suspension of one month to six months

d. 4% Offense — Dismissal from the service



ANNEX A

MALACANAN PALACE

BIARILA

BY THE PRESIDENT OF THE PHILIPPINES
EXECUTIVE ORDER NO. 2

OPERATIONALIZING IN THE EXECUTIVE BRANCH THE PEOPLE'S
CONSTITUTIONAL RIGHT TO INFORMATION AND THE STATE
POLICIES OF FULL PUBLIC DISCLOSURE AND TRANSPARENCY
N THE PUBLIC SERVICE AND PROVIDING GUIDELINES
THEREFOR

WHEREAS, pursuant Io Section 78, Amcle # of the 1987 Constitubion, the
Siate adopts and implements 3 policy of Al public disclosure of 38 s fansartions
ifrvolving public inferest, sublect i reasonable conditions prescnbed by law:

WHEREAS, Section 7, Articie il of the Constitution quarantees the right of the
people to mformation on matters of public concem,

WHEREAS, the wworporation of tis rght in the Constifution is a recognition of
the fundamental role of free and open exchange of information in a democracy, meant

fo enhange fransparency and accouniabily in government official acts, ransactions.
of decisions;

WHFRFAS, the Exscutive Sranch ferognizes e urgent nesd o
operationalize these Constitutional provisions:

WHEREAS, the President, under Serten 17, Article Vil of the Constituion,
fias ool over all executive departments. bureaus and offices, and the duty o
ensure that the laws be faihiully sxenited:

WHEREAS, the Data Privacy Act of 2012 RA W73 incihuwding is
implementing Rides and Reguiations, strengihens the undamental human nght of
PraELy and of communication whils ensuning the Free flow of information to promate
movation amd growth

MNOW, THEREFORE. |, RODRIGO ROA DUTERTE, Presdont of the
Phifippines, by virue of the powers vestad in me by the Constitution and existing laws
da heraby order

THE PRESIDENT OF THU PRILIPPINES



SECTION 1. Definition. For the purpose of this Executive Order, the foflowing
lerms shall mean

B Cwformalon” sholl mean 4Ny fecords. documents, papers, repors,
feflers, condracts, minutes and franscripts of official meetings, maps,
books, photographs, data, resesrch materiagls, fims, sound and video
recordings, magnetic or other fapes, slectronic data, compuler-stored
data, or any other ke or smilar data or materials recorded. stored or
archived in whataver format, whether offline or oniine which are made,
teceived, or kept in or under the contred and cusfudy of any govemment
office pursuant 1o law, executive order. and rules and regidatons or in
connechion with the performance or ransaction of official business by
any government office.

{3 “Official recordirecords™ shall refer to miommabon produced or received
by & public officer or employes, or by a goverrment office n an official
capacity or pursuant fo a public funchon or ity

i} "Public recordivecords’ shall nclude sformaton required by laws,
execubve orders, ndes, or feguiations {0 be enfered, kap! and made
publicly avadabie by a government office. )

SECTION 2. Coverage. Thus arder shall cover aif goverrment offices under
the Dwecutive Branch, incluging but not imded o the national government and all ifs
offices, departments, bureaus, and msltumentatites inchuding governmeni-owned of
-ontrolled corporations, and staie universities and colleges. Local government units
{LGUs] are emoined to observe and be ginded by Hus Order

SECTION 3. Access fo Infomation. Every rdipmo shall have aceess to
rifarmation, officisl records, public records. and doguments and papers periainmng o
official acts, ransactions or decisions, as well as to government research data used
a3 basis for policy development

SECTION 4. Exception. Access fo information shall (= demed when me
iﬁfﬂtﬂm@@n falls under any of the exceptions enshrned in the Constitution exigting

~ The Department of Justice and the Office of the Soliclior General are hereby
directed to prepare an mnventory of such excephions and submi the same to the Office
of the Presigent within thirty (30} calendar days from the date of effectivity of s
Order,

The Office of the Prosident shal thereafter immediately circulanze the
mventory of exceplions for the gudance of al govemnmenl offices and
instrumentalifies coversd by fus Order and the gencral public

Said inventory of exceptions shall penodically be updated 1o properly refisct

any change in existing Jaw and funsprudence and the Degartment of Justics and the
Office of the Solicitor General are direciad o update the mventory of sxceptions as

'z



the e 10 oo so anses for oo danizalion as heremabove siated

SECTION 5. Availability of SALN. Subpect i the provisons contamsd m
Sections 3 and 4 of ihis Order, il publc officials are remunded of ther obligation o fle
ang make avaiiable for sorutiny ther Statemenis of Assets, Liabiliies and Net Worth
541N} i accordance with exisiing ws, rules and reguisbors. and the spint and
fetier of this Order.

SECTION &, Application anmd leterprelation. There shall be 3 legsl
presumption in favor of access to mformation, public records and official records. Mo
request for information shall be denied unless i clearly falls under any of the
excepions Ssted in the invendory or updated inventory of exceptions cinoulanzed by
the Office of the President as provided in Sechon 4 hersof.

The defermination of the applicability of any of the exceptions 1o the request
shall be he resporsibility of e Head of the Office which has custody or onntrod of the
pformabion, public record or offical record | o of the responaible cendral or fisld officer
duly designated by him in writing,

In making such determination, the Head of the Office or his designated officer
shall sxercse reasonable diigerce 1o ensure that no exception shall be used or
avaiied of o deny any request for information of access o pubiic records or official
records f fhe denial s infended prmarly and purpossly fo cover up 3 orime
wromiining, oraft or comuplion.

SECTION 7. Profection of Privacy. Whis prowdng access i information,
public records, and official records, responsible officials shall afford &l protection in
an ndeadual's nght io prvacy as follows:

{8}  Each gowernment office per Sectien 2 hereof shall ensige hat persona)l
mfrmation n s cusiody o under 3 control 15 distiosed or releassd
onily i i is material or relevant o the subject matier of the mouest and
its disclosure is permissible under this Order or existing laws, rules or
regulations;

b}  Each government office must protect personal miormation in #s custody
or controd by making reasonable secunty armangements agains! leaks or
prematurs disclosure of personal information which ureluly sxposes the
individual whoss personal information 5 rerussted o wilification
fargssment, or any other wronghs acls; ang

£y  Any employee or offical of a government office per Sechon 2 hereo!
whao has access, aulhonized or unauthorized, to personal information in
he custody of the office must not disclose that information except when
authonzed under this Order or pumsuant o swoshing lves, rules or
reguiahons.

SECTION & Faople's Freedem of Information (FOI Manual. Ffor ine
effective implementation of s Order, every government office 15 directed fo prepare
within one hundred beenty {120} calendar days from the eltectmaly of fhis Urder s

3



own People’s FOI Manual, which shall indude. Among others, the following

information:

{3
ity
i)
@

e
@

{9}

The incation and contact wlormation of the head, regional, pravincial,
ard field offices. and other aatablishad places where the public can
subnit requests 1o obtain information:

The person or officer responsibie for fECElVIng requests for information;

The procedurs for the fiing and processing of the request, as provided
in the succeeding Section 9 of this Order-

The standard forms for the submission of requests and for the proper
acknowiedgment of such requests

The process for the dispositisn of requests:

The procedure for admisstrative appeal of any denial of request for
access o wlonmaton, and

The schedule of applicable fees

SECTION 9. Procedurs. The following procedure shall govern the fiing and
processing of requests for access 1o information:

(@

(b}

]

{d)

g}

Any person who requests access {g § ormation shall submit 5 wetlen
feques! to the government office concerned The request shall state the
name and contact miormation of the requesting parly, provide valid
proot of his identification or authorization, reasonably describe the
rformation requested, and the reason tor. of purpose of the request for
wformation. Provided that no fequest shall be denied or refused
deeepiance unless the reason for tha request ss conbrary 1o law exBing
ndes and regulations, o # is one of the axceptions contained in the
inventory of exceptions as hereinabove provided,

The public offical receming the request shall provide feasonable
assislance, free of charge, 1o enatle 4¢ fequesting parfies, parficularly
these with special needs, 1o comply with the request requirements
urider Bis Sachon

The request shall be stamped by the govemment office, indiating the
date and fime of feceipt and the rame, rank_ tifle of position of the
recewving public officer or employes with the corresponding signature,
and a copy thereof fumished to the fequesting party Each government
affice shall establish a systemn o Face the status of afl requests for
nformation recened byt

The govemment office shal respond fo a request fully compliant with
fhe requirements of sub-section {a} hereaf a5 soon as prachcable byt
ol exceeding fftsen {15) working days from the receipt thereof The
fesponse mentioned above refers fo e decision of the offies
concemed (o grant or deny access 1o the infarmation reguested.

The penod to respond may be extended whenever the information
fequesied requires extensive search of he govemment office’s recomis
faclities, examination of ¥Olummous records, the occurrence nof
forisous evens or other analogous cases. The government office shall

4



notify ihe person making the regquest of such extension, setting forth the
reasans for the exdension {n no case shall the extension go beyond
twenty (20} working days counled from the and of the onginal pevind,
uniess exceptional craamstances wavant a longer period.

{fy ~ Once a decision is made to grant the request, the person making He
request shail be notified of such dewision and directed to pay any
apphcable fees.

SECTION 10. Fees. Government offices shall no! charge any fee for acospling
requests for access 1o information. They may, however, charge a reasoniable fee to
reimburse necessary costs, including actual costs of repraduction and capying of the
miormation requesied, subject to sxsting rules and reguiations. In no case shall the
applicablc foes be o Dnorous 35 1o deleal e purpose of fhis Ordesr

SECTION 11. Identical or Substantially Similar Requests. The govemment
office shall not be required to act upon an unreascnable subsequent identicsl or
substantially similar reguest from the same fequesting party whose request has
already been previously granted or denied by the same government office

SECTION 12, Notice of Denial. 1f the governmend office decides to deny de
request wholly or partially, # shall, as soon as practicable and within fifflesn {15
working days from the receipt of the request, nofify the requesting party of the denial
mariing The notice shall clearly set forth the ground o groonds for denial and the
cifcumstances on which the denial is based Fadure o nolify the requesting party of
the action taken on the request within the pencd herain provided shall be deemed a
denial of the request for access to mformation.

SECTION 13. Remedies in Case of Denial of Request for Access fo
Information. A person whose reguest for access o information has been denied
may avail Mmself of the remedies set forth below

{8l  Denial of any request for access 1o miomation may be appealad fo the
person of office nexd higher in authordy, foliwang the procedure
menfisnad i Seclion B () of this Order Prowded, that the wrilen
appeal must be filed by the same person making the request within
filteen (15} calendar days from the notice of demal or from the lapse of
He relevart period 1o respand o the request

b The appeal shall bs demded by the person or office next Ingher in
authority within thirty (30) working days from the fling of said written
appeal. Failure of such person or office to decide within the afore-stated
period shall be deemed a deniai of the appeal.

{c}  Upon exnaustion of administrative appeal remedies, the raquasting
party may file the appropnate judicial action in accordance with the
Hules of Court,

SECTION 14. Keeping of Records. Subject o ewisting laws, ruies, and
reguiations, government offices shall oreate and/or maintain accurate and reasonsbly
vomplete records of mportant information in appropdiate formats. and mplement a

5



records management system thal faciates easy identificalion, refrieval and
communication of information o the publc

SECTION 15 Administrative Liability. Talue 1 cornply with the grovisions
of thes Order may be a growwd for sdminisirative and disciplinary sanchons sgainst
any exnng pubiic oficer or employee 45 provided under eusting laws or requlations

SECTION 16. implementing Details. All government offices in the Executive
Branch are direcled fo formudate thew respeclive anplementing detals faking indo
consideration their mandates and the nature of information in their custody or controd,
within one hundred twenty {1200 days from the effactivity of this Ordar

SECTION 17. Separability Clause. If any sechon of part of this Order 5 held
uncanstitubional or invalid, the other sactions or provisions nol othersse affecled
shall remain i Rull force and effect

SECTION 18 Repealing Clause. All orders, rulss and reguiations, issuances
or any part thereo! inconsistent with the provisions of this Executive Onder are bersby
repedied. amended or moddied accordmgly. Prowded, thal the provisions of
Yemorandum Circular No. 78 {5 1964}, a3 amended. shall not e deamed repealed
pending huther review,

SECTHON 13, Effectivity. This
publication in a newspaper of general o

Order shall take effecl wynediatsly upon
culation.

Done, in the City of Mandla, #his 73c4 day of
the: year of our Lord Two Thousand and Sixteen

By the President: i W

Jely 4]

I

SaL R . MEDIALDEA
Exscuive Secretary

CERTIFED COPY-

e

MARKWNITE M DIvAANI

DIRECTOR 1¥gracioic
2L

4 3 HALATARANE BECS
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ANNEX B

Office of the Pregident
of the Philippines
Malacaiang

MEMORANDUM FROM THE EXECUTIVE SECRETARY

TO: All Heads of Departments, Bureaus and Agencies of the
National/Local Governments Including Government-Owned and
Controlled Corporations {GOCCs), Govemment Financial
Institutions (GFls), and All Others Concemed

SUBJECT:; INVENTORY OF EXCEPTIONS TO EXECUTIVE ORDER NO. 2
(S. 2016}
DATE: 24 November 2016

Pursuant to Section 4 of Executive Order {EO) No. 2 (s. 2016), the Office of the
President hereby circularizes the inventory of exceptions fo the right to access of
information, for the guidance of all govermment offices and instrumentalities covered
by EO Mo. 2 {s. 2016) and the general public.

The foregoing list of exceptions shall be without prejudice fo existing laws,
jurisprudence, rules or regulations authorizing the disclosure of the excepted
information upon satisfaction of certain conditions in certain cases, such as the
consent of the concerned party or as may be ordered by the courts.

In evaluating requests for information, alil heads of offices are enjoined to ensure the
meaningful exercise of the public of their right {o access to information on public
concems.

For your information and guidance.

St
SALVADOR C. MEDIALDEA




Exceptions to Right of Access to Information

For the guidance of all government offices and instrumentalities covered by

£0 No. 2 (s. 2016) and the general public, the following are the exceptions to the
right of access to information, as recognized by the Constifution. existing laws, or
jurisprudence:’

1.

2

Information covered by Executive privifege;

Privileged information relating fo national security, defense or intemnational
relations;

Information concerning law enforcement and protection of public and personal
safefy;

information deemed confidential for the protection of the privacy of persons
and certain individuals such as minors, victims of crimes, ar the accused:

Information, documents or records known by reason of official capacity and
are deemed as confidential, including those submitted or disclosed by entities
to government agencies, tribunals, boards, or officers, in relation to the
perdformance of their functions, or fo inquiries or investigation conducted by
them in the exercise of their administrative, regulatory or quasi-judicial
powers;

Prejudicial premature disclosure;

Records of proceedings or information from proceedings which, pursuant to
law or relevant rules and regulations, are treated as confidential or privileged;

Matters considered confidential under banking and finance laws. and their
amendatory laws; and

Other exceptions to the right to information under laws, jurisprudence, rules
and reguiations.

" These exceptions only apply to governmental bodies within the control and supervision of the
Executive department. Unless specifically ideniified, these exceptions may be invoked by all officials,
officers, ar employees in the Executive branch in possession of the relevant records or infarmation.
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For the implementalion of the exceptions to the right of access to information,
the following provide the salient details and legal bases that define the extent and
applization of the excepiions.

1 Information covered by Exacutive privilege:

a. Presdential conversalions. cormspondences, and discussions in slosed-
door Cabinst mestings” and

5. Matters covered by delberalive process privilege, namsly:

L advisory opinions, recommendations and defberafions comgrising pant
of a process by which govemmenta! decisions and policies are
formulated,  infra-agency or  interagency recommendations o
commamications during the stage when common assertions are silf in
the propess of being formulated or are inn the exploratory staqe ar
information pertaining to the dacision-making of executive of icials= and

ii. information, record or document comprising drafts of decisions, onders,

aulings, policy decisions, memoranda, et

2. Privileged information relating to nationsl security, defense or infemational
relations:

a. information, record, or dammsﬂi that must be kep! secret in the inferest of
naticnat defense or securily;

b. Diplomatic negotiations and \}sﬁef information required 1o be kept ssoret in
the conduct of foreign affairs:® and

* Thiz exception may oaly be nvoked By the President and
pevilege is defined by applicable urisprudence: Senafe v Fn RoHo 1

i SCRA 1 Ned v, Sonale Commilies on Accounfahility ¢ Ofticers and lvesfigations, GR
Mo, 180643, £ September 2008, 584 SCRA 152 Aktﬁgz%ﬁ ¥, Aquino, G.R. No. 1705185, 18 July 2008,
550 SORA 468, andd Chavez v. POBGE, G R No. 130746, 0 Docember 1938, 708 SCRA 744,

closs advisars. The exlont of the
BUTTY, 20 April 2006,

. supra; Chavez v. NHA. GR. Noo 184527, 15 fagust 2007 ang Chaver v
pra. The priviege of ﬂsﬁkfﬁg this axceplion ends when e awmailive a@m;:n adopls 3
sefir progosition (Depariment of Foreign Affaks v, BCA Infernational Corp., GR. No. 210853, 20

é@{}% 6L

* Reclion 3} Rule IV, Bules Inplemeniing e Code of Corduct and Effdeal Standards b Pubiic
Cificfals and Employees {(Rules on COESPOE) Drafls of decisions, orders, rulings, poficy decisions,
memoenia, and e ke, such as resolrtions prepared by the investgating prosecutor prior o
approval for promuigation and release o parties [Revised Manual for Prossculors of the Oepsameri
of Sashee (DOJ]] are afse covered undsr s cafegory of exceptons

* Almonte v. Vasquez. GR. No. 95367, 23 May 1995, 244 SCRA 286 Chaver v PCGG, Supra;
Legaupd v, Osd Bervice Conwnizsion, L-72119. 29 May 1987, 150 SCRA fm(s ‘Ewwz v. NHA, supes;
feri v. Senafe. supra; Chaver v, Public Esiales Auffority, GR. No. 133250, 9 July 2002, 384 SCRA
*LQ and Section Ma). Rule IV, Rules on CCESPOE This excestion gensrally includes mstiers
et umeler Memorandum Ciroular (MC) No. 78, as smeaded by MO Mo, 198 35 “Top Secrat”
ret,” "Confideniial ™ and “Restricted *

© Akbayan v. Aguieo, supra; Section 3a} Rule IV, Rules on CCESPOE. This privilece may be invoked
Dy the Depadment of Foreign Affairs and sther government bodies involved in diplomatic negotiations,
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2. Information of a personal nature where dmias@; would constiiufe
ciearly mnwarrarﬁeﬁ invasion of personal privacy,’ personal mtf»fm@i,cﬂ or
records,” m&tuﬁm sensitive personal information. birth recorgs,” schoal
records, " or medical or health records:

Sensitive personal information as du’;rﬁd under the Dafa Prvacy Act of
2012 refers to personal information:™

11} about an individuals race, ethnic origin, marilal status, age, color
ard religious, philoscphical or political affiiations;

{2} about an ndividuals health. education, genetic or sexual e of a
person, of fo any proceeding for any offerse committed or alleged o
lkave been committed by such person, the disposal of such
proceedings, or the sentence of any court in such proceedings:

{3} issued by government agencies peculiar fo an irdividual which
ncludes, bul not limied fo, social securty numbers, previous of
curtert health recorcs, licenses or #s denials, suspension or
revocation. and tax refums; and

{4} specifically established by an execufive order or an act of Congress
o be kept classified.

However, personal information mav be disclosed o the exient that the
requested information is shown lo be 2 malter of public concemn or
interest, shall not me{fﬂ!e weth or disturb the privale life or family relations
of the individual™ and is not prohbited by any law or requlstion. Any
disciosure of personal information shall be in accordance wsﬁh the
principles of ransparency, legifimate purpose and m&pnrﬁcﬁakfry

Disclosure of personal information about any individual who is or was an
officer or employee of a govermment institution shall be allowsd . provided
that such information relates fo the position or functions of the individua!,
ncluding: (1] the Tact that the individual is or was an officer or emplayee of

2on ek, Rule IV, Rules on CCESPOE.

1 *'ﬁi@&' femzﬁéﬁ MAT
amﬁiﬂ? JQ& be reasasably and diss "ﬁrtxrﬁ*‘ by *'”*a F*ﬁf,’ hiolding the mformation, or «®
armaton woud dirsctly and cerainky dentlfy ar individual [Seclion 30l
o 2{7‘2} Artics 28, Chil Code. %hwy oo invoked by Nationa! Privacy Commission
srsaerval mformation sorlreliers

ﬁmn T, The Child snd Youth Weflars Code [Presidential Dezree (PDY No, 03}

¥ Section (4], Evucation Act of 1952 {Baias Pambansa (BP} 8lg. 227

’;;:‘3 m»:% ?:eai;i* 'ﬂt“'*i'do ufi. L&:z;iéezew:? 3% & /& persong! winonation pursuant to Seciion
See alzs Department of HeslfeDepsrimant of Science and
?eﬂh*ﬂmv fE}%'}S }-?:m&;@: H&, ance Corporation Joint Administraive Order No. 2016-
m:. [Privacy Gudeines for he lmplemerdation of the Phipsine Hezalkh formation Exchanga).

* Seciion 31} Dats Privacy Act of 2012, »
™ Article 2642}, ol Corie.
* Saction 11, Data Frivacy Actof 2012,




e government nstidion: {2) the title, business address and office
felephons number of the individual; (3] the classification, salary range and
responsifilities of the position held by the individuat, and (4) the name of
the indwidual on 2 documsnt i}f?péféi. by the individual in the course of
empoyment with the govemment®

b. Source of any news report or nformalion appearing in newspapers.
magazines or periodicals of general circulation obtained in confidence™

o. Recards of proceedings and processes deemad confidential by law for the
privacy andior prolection of certain individuals, such as children, victims of
orime, witnasses fo a cnime or rehabilifated drug offenders, including those
partaining o the following:

chiidren in conflic with the law from initia! contact until final
dispostion of the case;™

{17 records of child and family cases;™
Fy

i3} a child who is a viclim of any offense under the An#-Child
Formography Act of 2009, mcluding the name and personal
circumsiances of the child, or the child's immediate family, or any
other information tending to establish the child's identity™”

{4] achild wilness, who is 2 viciim of 2 crime, an ascused of a crime, o7 &

witness {o a crime, including the name, address, teleshone number,
school, or other | demﬁyxﬁg mformation of a child or an immadiats
family of the child™

{5) cases involving violence against women and their chidren, including
the name, address, lelephone number, school, business, address,
employer, or ai*érer identifying nformaticn of a viclim or an mm&:iid{i
family member”

8} traficked persons, including their pames and  personal
circumstances, or any other information tending to establish the
identity of ihe irafficked person™

(7} names of viglims of child abuse, sxploitation or discrimination:™®

*' Section 4, Jafa Privacy Act of 2012,
= Ans At b Enempt the B

or, Egddor or Reporier of any Publication from Revealing the Sovrce of
ston Oblained in Confdence {RA Ko, 53], as amended by RA No. 1477
gked By government nswspapers

ot Act of 1597 (RA Aot No. §3685%,
* Seciion 43, Juvends Justios and Wellare Act of 2008 (FA Mo, 93441,
* Section 13, Anti-Chitd Pormagraghy Act of 2009 (RA No. 9775},
. i1, AR Ne. G0-4-07-5C, Re: Fropased Bude on Exarinalion of 5 Child Winess,

%"&.’3 e i

Seclion 12, Famly G

Lof (RA




{8} disclosure which would result in undue and sensationalized publicity
of any case involving 2 child in wﬁﬁfh{‘t wilth the law, child abuse,.or
winlafion of anti-trafficking of persons:™

{8 records, documents ard communications of proceedings involving

domestic and inter-country adoptions, including the identity of the
child, natural parents and adoptive parents;” }

1 names of studenis who commilled acts of bullving or mtaﬁaﬁfm‘g‘g

1 first time minor {drug} offenders under suspended sentsnce who

comply with applicable rules and reguations of the Dangerous Drugs
Board and who are subsequently discharged; judicial and medical
records of drug dependents under the voluntary submission program;
and recomds of & drug dependent who was rehabiliiated and
discharged from freatment and rehabilitaton centers under the
complisory submission program, or who was charged for vioiation of
Section 15 {use of dangerous drugs) of %hé‘ Comprehensive
Dangerows Drugs Act of 2002, as amended: and ™~
{12} Wentity. status and medical records of individuals with Human

immunodeficiency Virus (HIV), as well as results of HiiAcquired

immune Deficiency Syndrome (AIDS) testing;™

5. Information, documents or records xnown by reason of official capacity and

are deemed 2s confidential, including those submitted or disclosed by enfiliss

o govemmeni agencies, tnbuna%s boards, or officers, in relation to Ef’zcs

performance of their funclions, or to inguiries or investigation conducted

them in the exercise of their administrative. regulatory or quasi-aud cral
powers, such as but not limited to the following:

a. Trade secrsts, intelleciual pmpart'y business, commarcial, financial ang
olher propristary information™

Swcton 14, Juvenls Justice and Welfsre Aot of 20068 Section 7. Anti
203, as amendied, and Secton 29, Special Protection of i“mf:é-'}n Az

Discrimination Act

frafficking in Parsons Aci of
s Abse, Expicistion any

5

© Section 15, Domestic Adoption Act of 1568 (RA No. 8552) snd Secfion 42, IRR of RA No. s“;?
Sections § asd 18D, infer- Country Adupfion Act of 7955 {RA Ne. 8043) and Secfons 53, S4 ard 5
of IRR of RA No._ 8043,

Anti-Buliying Act (RA No_ 10637)

* Sectons 60, 64 and 67, Cos mprehansive Dangorous Drogs Aot of 2002 (RA No. 918
¥ Sactions Ziby 18 30, and 32, ?ms,:;-fx, AIDS Prevention ard Control Act of 1988 {RA No. 8304).

sctian 34, f”?ﬂﬁ“‘{x"'u £

da’?v’\’ Act (RA MNo rk}ﬁ} 5:‘5‘;‘&?{: 2
. Seclion 1?} gfra;égg Trage Managameni Act (RA No r?ﬂ‘?}%
1% 1;2 snd 14, S’?Fu’gwfi‘} Meazures Act (RA No. 8800} Section 12, Toxic Subs ‘w“rfs apd
5 and Nucloar Wasles Congod Aok of 18358 {RA Mo, fﬂﬁ : Article 200, Rewssd Penst Coda;
1010, Rus 10 Z Revisez |RR o B mosfor Low {RA No. 8957% and
Fewsed Philgpine Ports Aufboeily Manual of Corporale Govornanse.

o



o. Records and reports submitiad to the Social Security System by the
emplover or member™

d. Information gathered from HIV/AIDS conlact tracing and all other related
health intalligence aclivties

2. Confidential informafion submitled to the Philippine  Compelition
Commission prohibited from disclosure by law, incliding the ideniily of the
person who provided the information under condition of anonymity; ™

f. Applications and supporting documents filed pursuant to the Omnibus
investments Code of 19875

g. B&z;wm@i% submitted through the Government Electronic Procurement
Systam: "’

f, Enf'@m‘matém cbiained from accessing any elecironic key, slectkonic f%&ta
message. of electronic  document, book, regisler, correspondenc

nformation or other material pursuant o any powers conferred under ﬁe

s&?ﬁﬂa&% Commerce Act of 2000; %

i. Any confidential information supplied by the confraciors in mineral
agreements, and financial or fechnical assistance agreements pursuant o
the Phiippine Mining Act of 1995 and s Implementing Rules and
Requlations (IRR}, during the term of the project to which # relates:™

i Information received Dy the Depariment of Tourism (DOT) in relation fo the
accreditation of accommaodation %fabhshmm%g {such as holals and
resots) and ravel and tour agencies:™

-~ 3&5333%? 26, Phiippine Sisbstival Act of 2072 (R& No 10828} and Secfion 4, Cammonwesith Act
Mo, 587 Blay be irnked only by the PRA

¥ Section 24ic). Social Secunty Act of 1957 (RA No. 1161, as amended by RA No_ 22821,
* Section 20, Phippine AIDS Prevention and Conteol At of 1958 {RA No. 85045

S@*i 1 34, fﬂ"ﬁf“ww Compefifion Azt {(PCA}L, RA No. 10667 and Secltion 13, Rule £ of the IRR of
; ~ be Fwoked by the Philipeitie Compeition Commission zubject o wel-
&:@i’mm %if{%ffa’t’ the PCA.

“ Saction 57, E0 No. 226 (5. 1087), as amenced.

* Section 8, Government Procurement Reform Act (RA No. 9184)
“ Sacion 32 Seconic Commerve Act of 20070 (RA No. §792)

* Section G4ify, Piiippine Mining Act of 1995 {RA No. 7942}

* Section 1, Rule IX, DOT MC No. 2010-02 {Rules and Reguistions to Govern. the Accrecitation of
Accommpdzton Establishments - Hotels, Reserls and Apariment Heodplzl and Sét:‘;x‘ﬂ 23, DOT e
Mo, 201808 {Revised Rules snd Regolstions o Govern fhe Ass of Travel and Tour

-



k. The fect that a covered fransaction report fo the Anti-Money Laundering
Council (AMLC; § 25 been made, the cordents thereof, or any mf:}:mcman
in refation thereto™

. Information submitied to the Tanf Camm§s§§3a which is by nature
corfidential ar submitted on a confidentizl bass™

m. Cerfain information and reports sa.a{u‘ngﬁee to the Insurance Commissioner
pursuant to the fnasurance Code!™

n ﬁfzﬂmahm _on registered culfural  properties owned by privale
individuals;*

o. Data submilled by & higher education institution to the Commission on
Higher Education (CHED);* and

p. Any sscret, waluable or proprietary information of 2 confidentizl characier
known to a public officer. or secrets of private indvidua’s,™

Information of which a premature disclosure would:

a. n the case of & deparment, office or agsnoy which agerey requlstes
currencies, secunities. commodities. or financial instiufions, be likely o
lead o significant financial speculation in cumencies. secunties, or
mmmgdﬁfes or significantly endanger the siability of any financial

b, be likely or significanty frustrate implementation of a proposed official
achion, excep! such depariment, office or agency has zlready disclosed o
the public the content or naturs of #s proposed action, or where the
department. office or agency is required by law lo make such disciosure
on ils own initiafive prior to taking final official action on such g}fﬁg&s&i?

7. Records of proceedings or %ﬁ?&mzt&m from proceadings which, pursuant fo
law or relevant rulss snd requiations. are treated as confidential or privileged,
including but not mited to the following:

!

* Seclion 9icl, Asti-Money Laundoring Aot of 2001, a3 amended. Way be invoked by AMLC,
Wﬂ@f‘{ panks ardd s officers ard emplowss

8

* Baction 10, Safeguard Messwes At
47

o5 287 in relation with Bection 285 and Section 354, The inswance Cods {2z amended by RA
No. 10807

F Sertinn 14, tage Act of 2003 (RA No., 100682
* CHED Memaorandurm Order No. §15-13, 258 May 2013,

¥ prticies 729 ad 230, Revised '*er*af Code; Q&tm 3k
B 2018 hﬁs-;!zi}ﬁ Fite il
(R% Mo, 57131 S
Beclion B2, %‘é%‘f&‘@f teguiation Dode [HA No. 5;5’3;,

# Sacton dg). Rule IV, Rules on CCESPOE

Nebonal Culural Herd

I Aait-Grall and Corrupt Practices Act (RA
lardards for Fublic Officials and Emplopess
Tax Matiors Act of 22 i

L



3. Mediafion and domestic or infemational  arbitration proceedings. including
records, evidence and the arbiiral awards, pursuart to the Aiferndfive
Dispute Resoiution Act of 20045

o Matiers involved 1 an investor-State mediation™

¢ Information and slatements made al concilialion procesdings under the

d. Arbilrafiorn proceedings before the Construction Indusiry Arbitration
Commission (CIACE™

Results of examinztions made by the Secuities and Exchange
Cormission {SEC) on the operations, books and records of any
corporation, and all interrogaiories propounded by it and fhe answars
therato; ™

®

sy

information related to invesligations which are deemed confidential under
the Securifies Reguiations Code]”

g. All proceedings prior fo the issuance of a cease and desist order against
pre-need companies by the Insurance Commission; ™

h Information related fo the assignment of the cases to the reviewing
prosecufors or the undersecretaries in cases involving violations of the
Comprshensive Dangerous Drugs Act of 20027

i. Investigation report and the supervision history of a probationer’™

LV

?Eu&asf@mﬁ@% classified as confidential under the Human Security Act of
2007F

= Sections 9, 23 ard 33, Allerative Dispule Resolution (ADR) Act of 7004 [RA No. 9285} ard DOJ
Credsr No 88 {5. 2009) or e IRR of the ADR Act

# peticie 10, Inlermational Bar Associzfion Ruies for Ivvestor-Siale Megistion,
* Articie 237, Labor Code.

# Section 7.1, Rule 7, CIAC Revised Rules of Procedurs Governing Consiruction Arbiration.

* Beclion 142, Dorporalion Code. May e rokad by e SEC and any othar official autharzed by
law i make such examinalion.

E i o - A 35 4 P T s saelEEin o
* Seclions 134, 154, 282 (b}, and 54.2 of tha Segwiies &

= Section SHEN1) of the Fre-deed Code of the £
g alter the mssuance of fecoass and 4

.

* 002 Deparment Cirowlar No. 00816 (Na. 51, 10 Fabruary 2078
 Saction 17, Probation Law of 1978 [PD No. 988 (s 1976]].
“ Sections 9, 13,94, 28, 33 = i :




k. Preliminary investigation proceedings b?fmrﬂ the commilies on decomm
and westigation of government agencies:™ and

L. Those information deemed confidentia’ or privileged pursuant to pertinent
rules and regulations issued by the Supreme Court, such as information
on disbarment proceedings. DNA profiles and results. or those ordered by
couris io be kept confidential;™

8. Matters considerad confidential under banking and finance faws and ther
amendatory laws, such as:

a. RA No. 1405 {Law on Secrecy of Bank Deposits);

b. RA No. 6428 (Foreign Currency Depcsit Act of the Philippines) and
relevant reguiations;

R& No. B791 {The General Banking Law of 2000},
d. RA No. 3160 {Anfi-Money Laundering Act of 2001}, and
&. RA No. 8510 {Creddf information System Actl

q Other exceptions to the right o information under laws, jurisprudence. rules
and reguiations, such as:

a. Those deemed confidential pursuant to treafes, executive agreemenis,
other international agresmenis, or infernational proceadings, such as:

{1} When the disclosure wourd prejudice legitmate commercial inferest
af s;s}mg;@i;tsw position of invesinr-sizies pursuant fo invesiment
agreements™

{2} Those desmed confidential or profecled information pursuant
United Malions Commission on Infernational Trade Law Rules on
Transparency in Trealv-based  InvesiorSiale .&rbftfst;sn and
Arbitration Rules {UNCITRAL Transparency Rules)™ and

{31 Refugee proceedings and documents under the 7957 Convention
Relaling to the Stalus of Refugees, as implemented by DOJ Cirgular
Nio. 58 (s. 2012}

= Gention 14, Ciil Service Commission Sesalution No. 01-0040

= Section 18, Rule 1396 and Section 24, Buls 130 of the Rules of Courl: and Secton 11 of the Ruls
on DHA Evidance, A Ho 36-71-5-50

= Em’f’g;sw &r&s:ﬁ 2{3 ;’Es iﬁSEﬁﬁ Sewpfemawe In




b ?P%%tmem from a govemnment official. unless pursuant lo a court or lecal
order%

. When the purpose for the request of Stalemant of Assets, Lizbiliies and
Nel Worth is any of the following:

{1} any purpose conlrary (o morals or public policy; or
{2} any commercial purpose other than by news and communications
meedia for disseminalion to the genseal public™

d. Lists, abstracls, summaries of information requesied when such lisls,
abstracis Et?’ summaries are not part of the duties of the government office
requested: ™

e. Those nformation and proceadings deemed confidential under rules and
l"égt&afgm issued by refevant government agencies or as decided by the
courts:”

f. Requested information nefiams lx‘} z:nmmer%s and disciosures on pending
cases in judicial proceedings;”™

a. ﬁﬁnﬂwyﬂﬁeﬁ privilege existing between govemment lawyers and Thelr
client.”

* Senate v. Mo, supra: Senste v. Ermita, supra.
 Bection BID). Cods of Conduct avd Difical Standards for Public Offividls s Eaptoyees.

* Belgica v. Ochoa, G.R. No. 208566, 18 November 2093 and Valmonte v Befmorte . G.R. No.
TAG30, 13 Februsry 1989, 252 Pha, 284

: 15 mf* &i‘m@ zsncf ‘1’?1& ?rﬁw
u’%’%ﬂb Fiu;ui {r r‘fmﬂx’%ﬁ of the O Cam ; - -
?ﬁ‘é o i’}"'{sdasm a‘f fig ?&7‘ nsk-j

5 October 2012: and
w*a@ e ot a -

® Roemero v. Guerzon, G No. 211
T Canon 21 :)f the Cods of Prod




ANNEX C
STANDARD OPERATION PROCEDURE FLOWCHART

FOI REQUESTING <
PARTY \
J\ ; FILL OUT FOI FORM

FRO

V

INITIAL EVALUATION

DENY <3 Is document complete?

Is request already published?
is request identical to previous request?

FRO WILL
B NOTIFY THE
APPROVED REQUESTING
PARTY
STAMPS THE FORM
“RECEIVED”
EVALUATION BY THE FDM I “» 1 DENY
4
APPROVED

Vv

GM WILL SIGN FOR RELEASE

(4

FRO WILL COLLATE THE DOCUMENTS
AND NOTIFY THE REQUESTING PARTY

Vv

END OF PROCESS




ANNEXD

ﬁ?&ﬁﬁ?‘ W&?gﬁ DISTRICT

PORMULARYD NG KAHILINGAN (FOI}
FOI Request Form

 TITULC NG DOKUMENTO / {7 itle of the Document):

MGA TAON/PANAHONG SAKLAW / {Year:

LAYUNIN /

{Purposel:

PANGALAN / {Name}: CONTACT No/fs:
LAGDA { {Signature}: PETSA / (Datel:
TIRAHAN / {Address):

KATIBAYAN NG PAGKAKAKILANLAN/{Proof of Identityl: (Lagvan ng tsek)
Passport No:
Driver’s License:
School/Company ID:

‘ Cthers:
PARAAN NG PAGTANGGAP NG IMPORMASYON/{How would vou like to receive the information?}: {Lagyen ng tsek}
E-mail (E-mail address: i

Fax {Fax No.:
Rdaif {(Mailing address:
ick-up {Preferred time within office hours:

pey
Sy
e

Gawaing itinalaga kay:

{Submitted to} {Lumagda sa ibaba ng pangalang nakalimbag]
Petsa/Crasng

Pagkatalaga:

{Date / Time of Submission}

Taong nagpapatunay ng Gawaing Natapos:

{Certified byl {Lumagds s3 ibaba ng pangalang nakalimbag]

U ing icmazas%ang aksivon:
Type of action conducted]

«.m

Iniskedyul ni/{Received by}
 Remarks:

FOI Recsiving Officer




ANNEXE

FOI OFFICERS AND CONTACT INFORMATION

FOI RECEIVING OFFICER — MILET C. ROVERO / (044) 671-1204 / 09435656513
FOI DECISION MAKER — DORILYN C. DADOR / (044) 671-1204 / 09435656513

GENERAL MANAGER — ARTURO S. TORRES / (044) 671-1204 / 09435656513

FOI APPEALS AND REVIEW COMMITTEE

1. RUBIE BIANCA S. IGNACIO / (044) 671-1204 / 09435656513

2. MA. CECILIA M. DE MESA / (044) 671-1204 / 09435656513

3. RAMON A. TRIAS / (044) 671-1204 / 09435656513
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