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SECTION 1: OVERVIEW

1.1

Purpose: The purpose of this Freedom of Information (FOI) Manual is to provide
the process to guide and assist the National Printing Office (NPO) in dealing with
requests of information received under Executive Order (E.O.) No. 2, Series of
2016, or the FOI Program.'

Structure of the Manual: This Manual shall set out the rules and procedures to be
followed by the NPO when a request for access to information is received. The NPO
Director IV 1s responsible for all actions carried out under this Manual. Likewise,
the NPO Director [V may delegate the Director 111, the Superintendent of Printing,
the Assistant Superintendent of Printing, or a Division Chief to act as the FOI
Decision Maker (FDM) 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).

Coverage of the Manual: This Manual shall cover all requests for information
directed to the NPO.

FOI Receiving Officer: There shall be an FOI Receiving Officer (FRO) designated
at the NPO.” The FRO shall preferably come from the Records Section of the NPO
and shall hold office at the National Printing Office, 3" Floor, Records Section —
Administrative Division, NPO Building, EDSA corner NIA North Road, Diliman,
1100 Quezon City, Metro Manila.

The functions of the FRO shall include the receiving, on behalf of the NPO, all
requests for information and forward the same to the appropriate office who has
custody of the records; monitor all FOI requests and appeals; provide assistance to
the FDM; provide assistance and support to the public and staff with regard to FOI;
compile statistical information as required (FOI Reports). and conduct initial
evaluation of the request and advise the requesting party whether the request will
be forwarded to the FDM for further evaluation, or deny the request based on:

a) That the form is incomplete: or

b) The information is not within the NPO or can be found with another government
agency,

¢) Invalid request or not counted as FOI request; and

d) The request is a subsequent identical or substantially similar request from
another requesting party whose request has been previously denied by the
Agency.

Should the information being requested be already posted and publicly available on
the Agency website, data.gov.ph, or foi. gov.ph, the FRO shall inform the requesting
party of the said fact and provide them the website link where the information can
be accessed.

! Annex “B” - Executive Order (E.0 ) No 2, s 2016
2 Annex “C” - FOI Decision Maker and FOI Receiving Officer of the NPO
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1.7

In case of a walk-in requester, the FRO shall make a log of the date of the
transaction, the title and coverage of the document, and the details of the requesting
party. The FRO shall report the said transaction on the FOI registry on the
corresponding quarter the transaction was made.

FOI Decision Maker: There shall be an FOI Decision Maker (FDM), designated
by the NPO Director IV, with a rank of not lower than a Division Chief or its
equivalent.” The FDM 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 NPO does not have the information requested;

b) The information requested contain sensitive personal information protected by
the Data Privacy Act of 2012:

¢) The information requested falls under the list of exceptions to EO No. 2, s.
2016:*

d) The request is identical or substantially similar request from the same requesting
party whose request has already been previously granted or denied by the NPO:
or

e) Vexatious requests.

In addition to the provisions contained in the EO No. 2, s. 2016. the FDMs shall
ensure that policies and guidelines are being implemented in their respective
agencies.

Central Appeals and Review Committee: The Central Appeals and Review
Committee (CARC) shall be composed of at least three (3) senior officers with
equal or higher rank to the decision maker, designated by the NPO Director IV to
review and analyze the grant or denial of a request for information and provide
expert advice to the NPO Director [V on granting or denying of the said request for
information.

The CARC shall receive, review. evaluate, and assess the appeal on the denial of
the request for information; determine if the appeal was filed within the period
provided under EO No. 2. s. 2016; if applicable, recommend to the NPO Director
[V the actions on the appeal filed by the requesting party; ensure that the appeal is
decided within thirty (30) working days from the filing of said appeal: and
implement the decision of the NPO Director IV regarding the appeal.

In instances where the FDM is the NPO Director 11l and the CARC has not been
established, the appeal may be filed with the next higher authority, which is the
NPO Director IV.

Approval and Denial of Request to Information: The FDM shall approve or deny
all requests of information. In cases where the FDM is on official leave, the NPO
Director IV may delegate such authority to any Officer not below the rank of a
Director.

* Annex “C” - FOI Decision Maker and FOI Receiving Officer of the NPO
* Annex “D” - List of Exceptions to EOQ No. 2, 5. 2016
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1.8  No Wrong Door Policy: As a general rule, all fully compliant requests for
information shall be accepted by the FRO and FDM. No request for information
shall be denied or refused acceptance by a government office unless the reason for
the request 1s contrary to the Constitution, pertinent laws, existing rules and
regulations, or it is one of the exceptions provided under the Inventory of
Exceptions”.

1.8.1 Process of Referral: When the requested information is not in the
possession of a government agency (government agency no. 1 or GA1) but
1s available in another government agency (government agency no. 2 or
GAZ2) under the Executive Branch, the request shall be immediately referred
by GA1 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 “First Referral” and a fresh period will apply.

Referral to the appropriate government agency shall mean that another
government office is the proper repository or custodian of the requested
information or records, or have control over the said information or records.

If GA1 fails to refer the request within three (3) working days upon its
receipt, the FRO shall act on i1t within the remaining period to respond
pursuant to EO No. 02, s. 2016. No fresh period shall apply.

It GA1, in good faith, erroneously referred the request to GA2, the latter
shall immediately notify the former as well as the requesting party, that the
information requested is not available in their agency.

GA2, to whom the request was referred under the First Referral may
subsequently refer the request to another government agency (government
agency no. 3 or GA3) under the procedure set forth in the first paragraph of
this Section. This shall be considered as the “Second Referral” 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 FOI Receiving Officer of the government agency
where it was referred.

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

1.8.2  The No Wrong Door Policy Flowchart is attached in Annex “G™.

1.9 Application and Interpretation: Consistent with EO No. 2, s. 2016, the provisions
of this Manual shall be liberally construed in favor of access to information, public

* Annex “D” - List of Exceptions to EO No. 2, 5. 2016
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records and official records. No request for information shall be denied unless it
clearly falls under any of the exceptions circularized by the Office of the President.

The determination of the applicability of any of the exceptions shall be the
responsibility of the FDM. In making such a determination, reasonable diligence
shall be exercised to ensure that no exception shall be applied to deny any RFI or
access to public records or official records with the intent to purposely cover up a
crime, wrongdoing or graft and corruption.

4 of 57 |
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SECTION 2. DEFINITION OF TERMS

Consultation. When a government office locates a record that contains information of
interest to another office, it will ask for the views of that other office on the disclosability
of the records before any final determination is made. This process 1s called a
“consultation.”

eFOI Platform (foi.gov.ph). The website serves as the government’s comprehensive FOI
website for all information on the FOI. Among many other features, FOlL.gov.ph provides
a central resource for the public to understand the FOI, to locate records that are already
available online, and to learn how to make a request for information that is not yet publicly
available. FOI gov.ph also promotes Agency accountability for the administration of the
FOI by graphically displaying the detailed statistics contained in Annual FOI Reports.

Exceptions. Information that should not be released and disclosed in response to a FOI
request because they are protected by the Constitution, laws or jurisprudence.

Freedom of Information (FOI). The Executive Branch recognizes the right of the people
to information on matters of public concern, and adopts and implements a policy of full
public disclosure of all its transactions involving public interest, subject to the procedures
and limitations provided in Executive Order No. 2 (s. 2016). This right is indispensable to
the exercise of the right of the people and their organizations to effective and reasonable
participation at all levels of social, political and economic decision-making.

FOI Contact. The name, address, and phone number of each government office where you
can make a FOI request.

FOI Request. A written request submitted to a government office personally or by email
asking for records on any topic. A FOI request can generally be made by any Filipino to
any government office,

FOI Receiving Office. The primary contact at each government office where the
requesting party can call and ask questions about the FOI process or the pending FOI
request.

Frequently Requested Information. Info released in response to a FOI request that the
government office determines have become or are likely to become the subject of
subsequent requests for substantially the same records.

Full Denial. When the government office cannot release any records in response to a FOI
request, because, for example, the requested information is exempt from disclosure in its
entirety or no records responsive to the request could be located.

Full Grant. When a government office is able to disclose all records in full in response to
a FOI request.

Information. Shall mean any records, documents, papers, reports, letters. contracts,
minutes and transcripts of official meetings, maps, books, photographs, data, research

50f 57| 1
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matenals, 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 of transaction of official
business by any government office.

Information for Disclosure. Information promoting the awareness and understanding of
policies, programs, activities, rules or revisions affecting the public, government agencies,
and the community and economy. It also includes information encouraging familiarity with
the general operations, thrusts, and programs of the government. In line with the concept
of proactive disclosure and open data, these types of information can already be posted to
government websites, such as data.gov.ph, without need for written requests from the
public.

Multi-Track Processing. A system that divides incoming FOI requests according to their
complexity so that simple requests requiring relatively minimal review are placed in one
processing track and more complex requests are placed in one or more other tracks.
Requests granted expedited processing are placed in yet another track. Requests in each
track are processed on a first in/first out basis.

Official Record/s. 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.

Open Data. Refers to publicly available data structured in a way that enables the data to
be fully discoverable and usable by end users.

Open Data Website (data.gov.ph). The Open Data website serves as the government’s
comprehensive portal for all public government data that is searchable, understandable, and
accessible.

Partial Grant/Partial Denial. When a government office is able to disclose portions of
the records 1n response to an FOI request, but must deny other portions of the request.

Pending Request or Pending Appeal. A FOI request or administrative appeal for which
a government office has not yet taken final action in all respects. It captures anything that
1s open at a given time including requests that are well within the statutory response time.

Perfected Request. A FOI request, which reasonably describes the records, 1s sought and
1s made 1n accordance with the government office’s regulations.

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.
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Proactive Disclosure. Information made publicly available by government agencies
without waiting for a specific FOI request. Government agencies now post on their websites
a vast amount of material concerning their functions and mission.

Processed Request or Processed Appeal. The number of requests or appeals where the
NPO has completed its work and sent a final response to the requester.

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.

Received Request or Received Appeal. A FOI request or administrative appeal that the
PCO has received within a fiscal year.

Referral. When a government office locates a record that originated with, or is of otherwise
primary interest to another agency, it will forward that record to the other government
office to process the record and to provide the final determination directly to the requester.
This process is called a “referral.”

Sensitive Personal Information. As defined in the Data Privacy Act of 2012, personal
information shall refer to:

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

(2) An individual’s health, education, genetic or sexual life, or any proceedings for any
offense committed or alleged to have committed, disposal of such proceedings or
sentence of any court in such proceedings;

(3) An individual’s government issued peculiar information 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.

Simple Request. A FOI request that a government office anticipates will involve a small
volume of matenal which will be able to be processed relatively quickly.
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SECTION 3: PROMOTION OF OPENNESS IN GOVERNMENT

(PN

)

(]

Duty to Publish Information: The NPO shall regularly publish, print and
disseminate at no cost to the public and in an accessible form, in conjunction with
Republic Act 11032, or the Ease of Doing Business and Efficient Government
Service Delivery Act of 2018, and through their 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;

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

e) Important 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.

Plain Language: There is a need to ensure that plain language 1s used which can
be easily understood by the requesting party in responding to FOI requests.

Keeping of Records: The NPO 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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SECTION 4: PROTECTION OF PRIVACY

While providing for access to information, public records, and official records, the NPO
shall afford full protection to the right to privacy of an individual, as follows:

a) The NPO 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 NPO shall protect personal information in its custody or under its control by
making reasonable security arrangements against unauthorized access, leaks 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 NPO, shall not disclose that
information except as authorized by existing laws.

[f the FDM considers that any or all of the information sought should not be released in full
or in part, the FDM should review guidance available in the inventory of exceptions to the
EO and apply as appropriate.

Best practices such as redaction and extraction can be used to balance the disclosure of
information with the protection of personal information when a document will be disclosed.
Redaction is the process of ensuring that sensitive information is unreadable before
disclosing to the requesting party. On the other hand, extraction is the process of
separating/isolating specific information from a set of data.

9 0f57 |
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SECTION 5: STANDARD PROCEDURE
(See Annex “E” for FOI Request Flow Chart)

3.1

Receipt of Request for Information: The FRO shall receive the request for
information from the requesting party and check compliance of the following
requirements:

The request must be in writing;

The request shall state the name and contact information of the requesting party,
as well as provide valid proof of identification or authorization; and

The request shall reasonably describe the information requested, and the reason
for, or purpose of, the request for information. (See Annex “F” for standard
paper-based I'Ol Request Form.)

The request can be made through email, provided that the requesting party shall
attach in the email a scanned copy of the FOI request form, and a copy of a duly
recognized government [D with photo.

5.1

3.1.

1

-2

(%

Standard Requests. The request can be made through walk-in, email, snail
mail and other electronic or paper-based means. In case of a request received
through email or any electronic means (other than the eFOI portal), the
requesting party shall attach in the said email (or in any electronic means) a
scanned copy of the FOI request form, and a copy of a valid proof of
identification. Agencies may entertain requests received through telephone
calls and social media platforms. However, FRO must instruct the
requesting party to comply with the necessary requirements provided under
EO No. 2, s. 2016. The 15-working day period will commence upon the
receipt of the said requirements.

The request shall be 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 public officer who actually received it, with a corresponding
signature and a copy, furnished to the requesting party. In 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.

In case the requesting party is unable to make a written request, because of
illiteracy or due to being a person with disability, he or she may make an
oral request, and the FRO shall reduce it in writing.

The NPO must respond to requests promptly, within the fifteenth (15)
working day following the date of receipt of the request. A working day is
any day other than a Saturday, Sunday or a day which is declared a national
public holiday in the Philippines. In computing for the period, Art. 13 of the
New Civil Code shall be observed.

10 of 57| 1



THE NATIONAL PRINTING OFFICE
PEOPLE’S FREEDOM OF INFORMATION MANUAL
Updated as of January 2025

52

Initial Evaluation: Afier receipt of the request for information, the FRO shall
evaluate the contents of the request. The FOI officer should initially evaluate if
the request is valid, such as but not limited to the following:

a) The request is made under the EO No. 2, s. 2016;

b) The records sought are likely to be within the custody of the government office;
¢) The request is not vexatious; and,

d) Unreasonable subsequent identical or substantially similar request.

8:2:1

Lh
ra
.

Request relating to more than one office: If a request for information 1s
received which requires to be complied with, of different offices, the FRO
shall forward such request to the said office concerned and ensure that it is
well coordinated and monitor its compliance. The FRO shall also clear with
the respective FROs of such offices that they will only provide the specific
information that relates to their offices.

Requested information is not in the custody of the NPO: If the requested
information is not in the custody of the NPO, following referral and
discussions with the FDM, the FRO shall undertake the following steps:

o [f the records requested refer to another government office, the request
will be immediately transferred to such appropriate government office
through the most expeditious manner and the transferring office must
inform the requesting party that the information is not held within the
15-working day limit. The 15-working day requirement for the receiving
office commences the day after it receives the request.

o If the records refer to an office not within the coverage of E.O. No. 2,
the requesting party shall be advised accordingly and provided with the
contact details of that office, if known.

Requested information is already posted and available online: Should
the information being requested is already posted and publicly available in
the NPO website, data.gov.ph or foi.gov.ph, the FRO shall inform the
requesting party of the said fact and provide them the website link where
the information is posted.

Requested information is substantially similar or identical to the
previous request: Should the requested information be substantially similar
or identical to a previous request by the same requester, the request shall be
denied. However, the FRO shall inform the applicant of the reason for such
denial.

Information outside the FOI Program: If the information requested falls
outside the scope of the FOI Program, the FDM should advise the requester
that the information or services may be provided through other platforms
and cannot be counted as an FOI request.

11ofS7|Page
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5.3

5.5

5.6

5 4

¢ Complaints. A complaint lodged in the FOI platform/s shall be
forwarded to the appropriate office or unit. This shall not be counted as
an FOI request.

¢ FOI requests lodged outside the FOI portal. A request for information
lodged in the complaint platforms shall be forwarded accordingly to the
FRO or office responsible for receiving requests for information. The
transaction under the complaint system shall be closed, while the
transaction under the FOI Program shall start upon the receipt of the
FRO or office for receiving requests for information.

Acknowledgement: The FRO shall send an acknowledgement to the requesting
party in case the request for information is valid. The acknowledgement should
contain the following details: (a) date of receipt of the request; (b) the date of
issuance of the response; and (3) status of the request.

Transmittal of Request by the FRO to the FDM: After receipt of the request for
information, the FRO shall evaluate and forward the same to the FDM within one
(1) day from receipt of the written request. The FRO shall record the date, time and
name of the FDM who received the request in a record book with the corresponding
signature of acknowledgement of receipt of the request.

Role of FDM in processing the request: Upon receipt of the request for
information from the FRO, the FDM shall assess the request and make all necessary
steps to locate and retrieve the information required. The FDM shall ensure that the
complete information requested 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 NPO Director 1V or the designated officer, in case the submission
is beyond the 10-day period.

If the FDM needs further details to identify or locate the information, he shall,
through the FRO, seek clarification from the requesting party. The clarification
shall stop the running of the 15 working day period and will resume the day after it
receives the required clarification from the requesting party.

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

Role of FRO to transmit the information to the requesting party: Upon receipt
of the requested information from the FDM, the FRO shall collate and ensure that
the information is complete. He shall attach a cover/transmittal letter signed by the
NPO Director IV, or the designated officer, and ensure the transmittal of such to
the requesting party within 15 working days upon receipt of the request for
information.

Request for an Extension of Time: If the information requested requires extensive
search of the government’s office records, examination of voluminous records, the
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occurrence of fortuitous events or other analogous cases, the FDM shall inform the
FRO.

The FRO shall inform the requesting party of the extension, setting forth the reasons
for such extension in writing. In no case shall the extension exceed twenty (20)
working days on top of the mandated fifteen (15) working days to act on the request
unless exceptional circumstances warrant a longer period.

Awaiting Clarification: Should the requested information require further details
to conclude resolution, the FRO shall advise the requesting party and request for
additional information needed to clarify the FOI request. The 15-working day
period will commence the day after it receives the required clarification from the
requesting party. If no clarification is received from the requesting party after sixty
(60) calendar days, the request shall be deemed as “closed™ and no further action
needed on the part of the agency.

Notice to the Requesting Party of the Approval/Denial of the Request: Once
the FDM approved or denied the request, he/she shall immediately notify the FRO
who shall prepare a response to the requesting party, either through writing or email.
All actions on FOI requests, whether approval or denial, shall pass through the NPO
Director IV or his designated officer for final approval.

59.1 Approval of Request: In case of approval, the FRO shall ensure that all
records that have been retrieved and considered be checked for possible
exemptions, prior to actual release. The FRO shall prepare the letter or email
informing the requesting party within the prescribed period that the request
was granted and be directed to pay the applicable fees, if any.

592 Denial of Request: In case of denial of the request wholly or partially, the
FRO shall, within the prescribed period, notify the requesting party of 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 notify
the requesting party of the action taken on the request within the period
herein provided shall be deemed a denial of the request to information, All
denials on FOI requests shall pass through the Office of the NPO Director
IV or to his/her designated officer.
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SECTION 6: REMEDIES IN CASE OF DENIAL OF REQUEST

A person whose request for access to information has been denied may avail himself of the
remedy set forth below:

6.1 Administrative FOI Appeal to the NPO Central Appeals and Review Committee
(CARC), or to the person or office next higher in authority, whichever is applicable;
provided that the written appeal must be filed by the same requesting party within
fifteen (15) calendar days from the notice of denial or from the lapse of the period
to respond to the request.

a) Denal of a request may be appealed by filing a written appeal to the NPO
CARC within fifteen (15) calendar days from the notice of denial or from the
lapse of the period to respond to the request.

b) The appeal shall be decided by the NPO Director IV upon the recommendation
of the CARC within thirty (30) working days from the filing of said written
appeal. Failure to decide within the 30-day period shall be deemed a denial of
the appeal.

6.1 Upon exhaustion of administrative FOI appeal remedies, the requesting party may
file the appropriate judicial action in accordance with the Rules of Court.
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SECTION 7: REQUEST TRACKING SYSTEM

The NPO shall establish a recording and tracking system (RTS) which is maintained to
monitor the status of all FOI requests, using the prescribed computer-based (excel) format
or similar open and accessible formats.
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SECTION 8: FEES

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

8.2 Reasonable Cost of Reproduction, Copying, and/or Delivery of the
Information: The FRO shall immediately notify the requesting party in case there
shall be a reproduction, copying and/or delivery fee in order to provide the
information. Such fee shall be the actual amount spent by the NPO in providing the
information to the requesting party. The schedule of fees shall be posted by the
NPO.

8.3 Exemption from Fees: The NPO may exempt any requesting party from payment

of fees, upon request stating the valid reason why such requesting party shall not
pay the fee.
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SECTION 9: ADMINISTRATIVE LIABILITY

9.1

9.3

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

a) Ist Offense - Reprimand;
b) 2nd Offense - Suspension of one (1) to thirty (30) days;
c¢) 3rd Offense - Dismissal from the service.

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

Provisions for More Stringent Laws, Rules and Regulations: Nothing in this

Manual shall be construed to derogate from any law, any rules, or regulation
prescribed by any body or NPO, which provides for more stringent penalties.
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SECTION 10: RECOMMENDATION AND APPROVAL

Prepared by:

DESIREE ANNE D. TAYLAN
Acting Chief, Records Section /

FOI Receiving Officer
Date: 22 January 2025

Recommended for Approval:

Approved by:

Noted by: )
JEAN PAUL C. MELEGRITO

Acting Chief, Administrative Division
Date: 22 Jenus0y 203(

ATTY. ARJAY C. LIM
Director 111 / FOI Decision Maker

Date: HAN 3 1 2025

ATTY. REVSEE A. ESCOBEDO
Director IV

bue AN 312025
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Annex “A”

FOI FREQUENTLY ASKED QUESTIONS

Introduction to FOI

What is FOI?

The Freedom of Information (FOI) Program is the Government’s response to the
call for transparency and full public disclosure of information. FOI is a government
mechanism, which allows Filipino citizens to request any information about
government transactions and operations, provided that it shall not put into jeopardy
— privacy and matters of national security.

The FOI mechanism for the Executive Branch 1s enabled via Executive Order No.
2, series of 2016.

What is Executive Order No. 2 8. 20167

Executive Order (EO) No. 2, s. 2016 is the enabling order for FOI. EO 2
operationalizes in the Executive Branch the People’s Constitutional right to
information. EO 2 also provides the State policies to full public disclosure and
transparency in the public service.

EO 2 is an important enabling mechanism to promote transparency in the
government's administrative process. Through FOI, citizens are empowered to
make a formal request to get information held by the government, barring certain
sensitive and important data related to the nation's security. FOI complements
continuing proactive information disclosure efforts where agencies are duty-bound
to publish information in the spint of openness and transparency.

FOI 1s an integral element of President Rodrigo Roa Duterte’s Good Governance
Plan aligned to reforms and initiatives that pursue greater transparency,
accountability, and citizen participation in governance. EO 2 was signed by the
President on July 23, 2016.

Making a Request

3. Who can make an FOI request?

Any Filipino citizen can make an FOI Request. As a matter of policy, requestors
are required to present proof of identification.
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4.

What information can I ask for through FOI?

Information, official records, public records, and documents and papers pertaining
to official acts, transactions or decisions, as well as to government research data
used as basis for policy development.

What agencies can we ask for information?

A FOI request under EO 2 (5.2016) can be made before all government offices
under the Executive Branch, including Government -Owned and/or -Controlled

Corporations (GOCCs) and State Universities and Colleges (SUCs).

FOI requests must be sent to the specific agency of interest, to be received by its
respective Receiving Officer.

How do I make an FOI request?
The request process slightly varies depending on which platform is used.

6.1 Through Standard Paper-based Request Form

a) Place your request in writing by filling out a request form and submit
the form to the agency’s Receiving Officer State your full name and
contact information, and provide a valid copy of your government-
issued [D as proof of your identity. Describe in detail the document you
wish to access.

b) The Receiving Officer shall validate the request and will log it
accordingly on the FOI tracker or registry.

c) If deemed necessary, the Receiving Officer may clarify the request on
the same day it was filed, such as specifying the information requested,
and providing other assistance needed by the Requestor.

d) The request will be forwarded to the FOI Decision Maker for proper
assessment. The Decision Maker shall check if the agency holds the
information requested, 1f it 1s already accessible, or if the request is a
repeat of any previous request.

e) The request shall be forwarded to the officials involved to locate the
requested information.

f) Once all relevant information are retrieved, officials will check if any
exemptions apply, and will recommend appropriate response to the
request.

g) If necessary, the head of the agency shall provide clearance to the
response.

h) The agency shall prepare the information for release, based on your
desired format. It shall be sent to you depending on the receipt
preference.

6.2 Through the eFOI Platform (www.foi.gov.ph)
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Like the paper-based FOI platform, requests made through the eFOI
platform will be automatically sent to the agencies concerned for immediate
processing.

You will be required to create an eFOI account. Through this account, you
will see a dashboard of all your FOI requests including its results.

eFOI Requestors must create/log 1n to his/her account:

a) Click the Log-in button and enter the email address and password.

b) In case the requestor is a new user, click the Sign-up button, and provide
the required information.

¢) Once logged-in, the user will be directed to the Dashboard. The
Dashboard contains all the requests done by the account owner.

d) Click the “Make a Request™ button. Once clicked, the user may choose
the name of the agency.

e) Users will be directed to the Make a Request Page. Complete the
required fields. Once sent, the request will be forwarded to the
Receiving Officer of the concerned agency.

f) The same process of clarification, retrieval, and approval of release
applies to the eFOI platform.

g) Once approved, the response will be posted to the user’s Dashboard.

7. How much does it cost to make an FOI request?

There are no fees to make a request but the NPO may charge a reasonable fee for
necessary costs, including costs of printing, reproduction and/or photocopying.

8. What will I receive in response to an FOI request?

You will be receiving a response either granting or denying your request.

[f the request is granted, you can expect to receive the documents as an attachment,
through the eFOI portal, email, or be requested to collect the documents at the NPO.
[f the request is denied, the NPO will give an explanation on the grounds for the
denial.

9. How long will it take before I get a response?

The standard processing time is fifteen (15) working days upon receipt of the
request. Under such circumstances, an agency will inform you of an extension,
which shall not be longer than twenty (20) working days.

10. What if I am not satisfied with how the Agency handled my FOI request?

[f you are not satisfied with the response or if the NPO fails to provide a response
within the required fifteen (15) working days, the requestor may write an appeal
letter to the Central Appeals and Review Committee within fifteen (15) calendar
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days from the lapse of the required response period. The appeal shall be decided
within thirty (30) working days by the Central Appeals and Review Committee.

If all administrative remedies are exhausted and no resolution is provided,
requestors may file the appropriate casein the proper courts in accordance with the
Rules of Court.

11. What will happen if my request is not granted?

If you are not satisfied with the response, the Requestor may write an appeal letter
to the Central Appeals and Review Committee within fifteen (15) working days
from the lapse of the required response period. The appeal shall be decided within
thirty (30) working days by the Central Appeals and Review Committee.

If all administrative remedies are exhausted and no resolution i1s provided,

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

22 of 57 |



THE NATIONAL PRINTING OFFICE
PEOPLE’S FREEDOM OF INFORMATION MANUAL
Updated as of January 2025

Annex “B”

EXECUTIVE ORDER (EO) NO. 2, S. 2016

BY THE PRESIDENT OF THE PHILIPPINES

EXECUTIVE ORDER NO.

OPERATIONALIZING IN THE EXECUTIVE BRANCH THE PEOPLE'S
CONSTITUTIONAL RIGHT TO INFORMATION AND THE STATE
POLICIES OF FULL PUBLIC DISCLOSURE AND TRANSPARENCY
IN THE PUBLIC SERVICE AND PROVIDING GUIDELINES
THEREFOR
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SECTION 1. Definition

SECTION 2. Coveraqs

SECTION 3. Access to Information

SECTION 4. Exception
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SECTION 9 Procedurs
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Annex “C”

FOI DECISION MAKER AND FOI RECEIVING OFFICER OF THE NPO

Pursuant to Office Order No. 229-24 dated 11 September 2024, the following
official/personnel are directed to assume and/or undertake the following duties/functions
effective 12 September 2024:

Name of Location of FOI Assigned FOI Decision Maker Contact Details
Agency Decision Maker Telephone Email
(FDM) Office No. Address
National 3™ Floor, Office of ATTY. ARJAY C. LIM (02) 8925- foi.dm@npo
Printing the Assistant Director 111 2199 gov.ph
Office Director, NPO
(NPO) Building, EDSA

corner NIA North
Road, Diliman, 1100
Quezon City, Metro

Manila
Name of Location of FOI Assigned FOI Receiving Officer Contact Details
Agency Receiving Officer Telephone Email
(FRO) Office No Address

National 3" Floor, Records DESIREE ANNE D. TAYLAN (02) 8925- foi ro@npo.g
Printing Section — Supervising Admimstrative Officer / 2194 ov ph
Office Administrative Acting Chief, Records Section
(NPO) Division, NPO

Building, EDSA
corner NIA North
Road, Diliman, 1100
Quezon City, Metro
Manila
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Annex “D”

LIST OF EXCEPTIONS TO EO NO. 2, S. 2016

Office of the President

of the Philippines
Alalaranang

MEMORANDUM CIRCULAR NO. 15

UPDATING THE INVENTORY OF EXCEPTIONS TO THE RIGHT TO
ACCESS OF INFORMATION UNDER EXECUTIVE ORDER NO. 02, (S. 2016)

WHEREAS
Office of lhe President (OF) ssued a Memorandum o ulanzing the invanlory of
iptions to tha nght to accass infarmation under EC No. 02 (Invantary of Excaplions)
on 24 Movember 2016,

pursuan! le Section 4 of Executive Ordar (EQ) No. 02, (5. 2016), the

i

WHEREAS. Section 4 of EQ No. 02 directs Ihe Department of Justice (DOJ) and
e Office of the Solicitor Genaral (O5G) 1o update the Invenlc ry of Exceplions as the
nead to do 0 anses and the OF (o accordingly circularize the same

WHEREAS. Section 1 of Memorandum Circular (MC) No. 49, (s, 2018), craated
the Inter-Agency Frecdom of Information Exceptions Policy Commiliee (IA-FOI-ERC)Y, with
the DOJ and the OS5G as co-chairs the Invantory of Exc
update the same to reflec! changes in existing laws and jurisprudence:;

1o rev

plicng and periodic

ally

WHEREAS. On 18 Septembsar 2021, MC Mo, 89 (s 2021) was issued circularizing
the updated Inventory of Cxcaptions;

WHEREAS, the IA-FOI-EPC, through IA-FOI-EPC Resolution Nos. 2021-002 and
2022-001, propused Turlher updates (o the Invenlory of Exceplions

NOW THEREFORE. the atlached updaled Inventory of Exceplions 1s hereby
circularizad for tha guidance of all governmeant offices and instrumentalities covered by
EQO No. 02 and he genaral public

The loregong list of exceplions shall ba withoul prejudice o existing laws
jurisprudance, rules or regulations aulhorizing the dis

rea of (e axceplad information
upon satisfaction of cerfain conditions in certain cases such as the consent of the
concerned party or as may be orderad by the courts

In evaluating requesls for information, all heads of offices are enjoined to onsurm
the maaninglul exercise of the public of their righl 10 accass o information on pubilic
concemns

DONE. in the City of Manila, this17tday ¢t March In tha Year of our Lord,

Two Thousand and Twenly-Three

By authonty of Ihe President

Difice of the President
HMALACANANG RECORDS OFFICE

CERTIFIED COPY
F

I dow el DIRECTOR [V

ATTY. CONCEPCION ZENT E. FERROLINO-ENAD
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xceptions to Right to Access of Information

For the guidance of all government offices and instrumentalities covered by EO
No. 02 (s. 2016) and the general public, the following are the exceptions to the right of
access to information, as recognized by the Constitution, existing laws, or

jurisprudence: '

Information covered by Executive privilege

Privileged informalion relating to national securily, defense or international
relations,

information concerning law enforcement and protection of public and personal
safely,

information deemed confidential for the protection of the privacy of persons and
cerlain individuals such as minors, victims of crimes. or the accused

Information, documents or records known by reason of official capacity and are
deemed as confidential, including those submitted or disclosed by entities o
government agencies, (ribunals, boards, or officers. in relation to the
performance of their functions, or to 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
ar relevant rules and requlations, are lreated 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
regulations

These excopbons only apply o governmental bodies within the control s supervision ol the
Executive depariment. Unless specifically icentified, thase axcaptions may be invoked by all officials
officars or emplovees in the Execubive branch in possesson of the relevant reécords or informstion
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Far the implementation of Ihe exceptions to the righl of access to information,
the following provide the salient details and legal bases that define the extent and
application of the exceptions

1 Information covered by Executive privilege:

a. Presidential conversations, comrespondences, and discussions in closed
door Cabinet meetings;? and

b. Matters covered by deliberative process privilege, namely.

advisory opinions, recommeandations, resolutions, minutes of meetings,
and deliberations comprising part of a process by which governmental
decisions and policies are formulated, intra-agency or inter-agency
recommendations or communications during lthe slage when comimon
assertions are still in the process of being formulated or are in the
exploratory stage; or information perlaining to the decision-making of
execulive officials;” and

information, record or documenl cCOmprising drafls of decisions, crders,
rulings, policy decisions, memoranda, etc.:*

Privileged information relating to national security, defense or international
relations:

a. Information, record, or document that must be kepl secret in the interest of
national defense or security;®

* This exception may only be invoked by the Pres-dent and his close advisors. The extent of the privilege
s defimed by apphcable jurisprudence. Senate v Enmita, G.R. No. 168777, 20 April 2006 4BB SCRA 1.
Nait v. Senare Commiltee on Accountabilify of Public Chhcers and Investgations. G.R. No. 180643, 4
Seplember 2008, 564 SCRA 152; Akhayan v Aquino, G.R. No. 170518, 16 July 2008, 558 SCRA 168
and Chaver v PCGG, G R No 130718, 9 Decemlsar 189498 200 SCRA 744

I Akbayan v, Aguino, supra, Chavez v. NHA, G R No 184527, 15 August 2007, anid Chavez v. PCGG
supra. Sereno v. Commitee on Trade and Related Matters of the National Econamic Development
Authorty. G R No 175210 01 February 2016 780 PHIL 1-18. and Department of Fareign Affairs v
BCA International Corporation, G.R. No. 210858, 29 June 2016. The privilege of invoking this exception
ends when the executive agency adopts a definite proposition

! Section X{d) Rule IV, Rules Implermenting the Code of Conduct and Ethical Standards for Publfic
Officials and Employees (Rules on CCESPOE). Drafts of decisions, orders, rulings, policy decisions,
mamaranda, and the ke, such as resolutions prepared by the investigaling prosaculor prior 1o approsal
for promulgation and releaze 1o parlbes [Revised Maiial for Prosecolors of (he Degasr tioedl of diisitice
(POJ)] ara also covarad under this category of axceplons

" Almonte v Vasquer, GR. No, 95367, 23 May 1995, 244 SCRA 286, Chaver v. PCGG, supra, Legaspi
v. Civif Service Commuission, L-72119, 20 May 1987, 150 SCRA 530, Chavez v. NHA, Supra, Neri v.
Senate. supra, Chavez v. Public Eslates Avthorty. G.R. Mo, 133250, 9 July 2002, 384 SCRA 152;
Lagman v. Medhaitea, G R MNos. 2316858, 231771, and 231774, 4 July 2017, 812 PHIL 179-8523; and
Section ), Rule IV, Ruleas on CCESPOF This sxception geoerally includes matters classified under
Memorandum Circular (MC) No TB as amended by MC Nn 166 as "Tap Secral” ‘Secret
Conhidennal * and "Restricled ™ This exceplion also includes records, papers. and imformation related
to malters provided under Seclions 1G, 18, and 45, The Ant- Teqrarism Act of 2020 [Republic Act (RA)
No 11479] and its Implementing Rules and Regulations (IRR), as may be invoked by the goverrment
agency involved
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Diplomatic negotiations and other informalion required to be kept secret in
the conduct of foreign affairs.® and

Patent applications, the publication of which would prejudice national
security and interests;’

Information concerning law enforcemenlt and protection of public and personal
safety

a. Investigation records compiled for law enforcement purposes or information
which if written would be contained in such records. but only to the exlent
that the production of such records or information would —

interfere with enforcemenl proceedings;
deprive a person of a right to a fair tral or an impartial adjudication;
disclose the identily of a confidential source and in the case of a record
compiled by a criminal law enforcement authority in the course of a
cnminal investigation, or by an agency conducting a lawful national
security intelligence investigation, confidential information furnished
only by the confidential source; or

iv.  unjustifiably disclose investigative techniques and procedures:®

Informer's privilege or the privilege of the Government not o disclose the
identity of a person or persons who furmish information of violations of law
to officers charged with the enforcement of law,®

When disclosure of information would put the life and safety of an individual
in imminent danger;'?

Any information given by informants leading to the recovery of camapped
vehicles and apprehension of the persons charged with camapping;'’ and

All proceedings involving application for admission into the Witness
Protection Program and the action taken thereon: '

" Akbayan v Aguino. supra; Sechion 3a) Rule IV, Rules on CCESPOE. This priviiege may be invoked
by the Department of F oreign Affars and other government bodies involvead in diplomatic negotiations
I he apphcability of lhs exceplion is determinad by tho Dircctor Genaral of the Intallectiuasl Proparly
Otfice and subject (o the approval of the Secretary of the Department of [rade and Indusiry Section
14 A ol ihe Infellectual Property Code (RA No. 8293, as amended by RA No 10372)
* Section Af), Rule IV, Rules on CCESPOE. Chavezr v. PCGG, supra May be nvoked by law
ariforcemen! agencies
' Akbayvan v, Aguinn. supra, and Secton 51 Human Secocity Act of 2007 (RA No. 9372). May be
invoked by law enforcement agences
® Saction 3{b), Rule IV, Rules on CCESPOL
Saection 10, New Anti Carnapping Act of 2076 (RA No. 10883), May be invoked by law enforcement
agencies

¥ Sechon 7. Witness Provection. Secinity andt Beoelit Act (RA No, GB81)
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Information deemed confidenlial for the protection of the privacy of persons and
certain individuals such as minars, victims of crimes, or the accused. These
include:

a. Information of a personal nature where disclosure would constitute a clearly
unwarranted invasion of personal privacy.’™ personal information or
racords, ' including sensitive personal information, birth records,'® school
records,'® or medical or health records:'”

Sensilive personal information as defined under the Data Privacy Act of
2012 refers lo personal information:'®

(1) about an individual's race, ethnic origin, marital status, age, color, and
religicus, philosophical or political affiliations;
about an individual's health, education, genetic or sexual life of a
person, or to any proceeding for any offense committed or alleged {o
have been commitled by such person, the disposal of such
proceedings, or the sentence of any court in such proceedings;

issued by govemment agencies peculiar to an individual which
includes. but not limited to, sccial security numbers, previous or current
health records, licenses or ils denials, suspension or revocation, and
lax returns; and

{4) specifically established by an executive order or an act of Congress to
be kept classified

However, personal information may be disclosed lo the exienl thal the
requested information is shown to be a matler of public concern or interest,
shall nol meddle with or disturb the private life or family relations of the

"4 Section 3{e). Rule IV, Rules on CCESPOE

' Sections B and 15, Data Prvacy Act of 2012 (RA No 10173), Personal information rafers to any
information whether recorded in a matenal form or not, from which the dentity of an individual s
apparent or can be reasonably and directly ascartansd by the entity hoiding the information, or when
put together with other information would directly and certainly identify an individual [Section 3(g), Data
FPrivacy Act of 2012]. Article 26, Civil Code. May be invoked by Nalional Privacy Caommission and
government personal information controllers. This includes information collected pursuant to Section 18
of the Deparlmeant of Migrant Workers Act (RA No. 11641)

" Article 7, The Chid and Youth Wotfare Code [Presidential Decree (PD) No, G003
" Section B{4), Education Act of 1982 [Batas Pambansa (BP) Big. 232]

" Madical and health records are considered as sensilive porsonal information pursuant o Section
3IN2), Dala Privacy Aclt of 2012, See also Department of Health Depadment of Science and
Technology (DOST )-Philippine Haalth Insurance Corporation Joint Administrative Order No. 2016-0002
(Privacy Guidelines for the Implementation of the Philippine Health Information Exchange), Section 9,
Mandatory Reporting of Notfiable Diseases and Healih Events of Public Health Concern Act (RA No
11332), Sechion 38, Universal Heaith Care Acl{RA No. 11223), Section 28, National hitegrated Cancer
Contral Act (RA No. 11215); and Section 5(1), Mental Health Act {(RA No. 11036) Menlal health records
under RA No. 11036 include information on any aspecl of the menlal health, treatment, or cara of the
SArvice usar

! Secuon M), Data Privacy Acl of 2012. Ses also Seclion 8, Free Inlernet Access in Public Maces Act
(RA No. 10829), Section 26, Safe Spaces Ac! (RA No. 11313), and Seclion 21, Tax Amnasty Act (RA
No. 11213)
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individual'™ and is not prohibited by any law or requiation. Any disclosure of
personal information shall be in accordance with the principles of
transparency, legitimate purpose and proportionality el

Disclosure of personal information aboul any individual who is or was an
officer or employee of a govemment institution shall be allowed, provided
that such information relates to the position or functions of the individual,
including: (1) the fact that the individual is or was an officer or employee of
lhe government institution; (2) the title, business address and office
telephone number of the individual; (3) the classification, salary range and
responsibilities of the pasition held by the individual, and (4) the name of the
individual on a document prepared by the individual in the course of
employment with the government;?'

b. Source of any news report or information appearing in newspapers
magazines or periodicals of general circulalion obtained in confidence:””

and

¢. Records of proceedings and processes deemed confidential by law for the
privacy and/or protection of certain individuals, such as children, victims of
crime, witnesses to a crime or rehabilitated drug offenders, including those
pertaining to the following

(1) records of child and family cases;™?

(2} children in conflict with the law from initial contact until final disposition
of the case;**

(3} achid who is a victim of any offense under the Anti-Child Pornography
Act of 2009, including the name and personal circumstances of the
child, or the child's immediate family, or any other information tending
to establish the child's identity,**

(4) a child witness, who is a victim of a crime, an accused of a crime, or a
witness to a crime, including the name, address, telephone number,
schaool, or other identifying information of a child or an immediate family
of the child;*¢

(5) cases involving violence against women and their children, including
the name. address, telephone number, school. business, address,

¥ Article 26(2), Cnwil Code
A Sacton 11, Data Privecy Act of 2012

Saection 4, Data Privecy Acl of 2012

An Act Expanding the Coverage of Exemphons from Revashing the Souwrce of Published News or
Information Obtained in Confidence by including Jotnalists from Broadeasts, and News Agencres,
Amancling for the Purpose Section 1 of RA No, 53, as Armerded By RA No. 1477 (RA No. 11458) May
be rvoked by governmant newspapers

* Section 12, Family Courts Act of 1997 (RA Act No B369)
4 Section 43, Jiventle Justice and Wellary At of 2006 (RA No 0344)
® Section 13, Anti-Child Pomogeaphy Act of 2009 (RA No. 9775)
W Section 31 AM. No 00-4-07-5C. Re: Proposed Rula on Examination of & Child Wilness
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employer, or other identifying information of A victim or an immediate
family member;?’

(6) records of cases and documents involving actions for support including
petitions for recognition and enforcement of foreign decisions or
judgments on support;”®

(7) trafficked persons, including their names and personal circumstances,
or any olher information tending to establish the identity of the
trafficked person:*¥

(8) names of victims of child abuse, exploitation or discrimination;*”

(9) cases of gender-based sireets and public spaces sexual harassmenl,
including information on the victim and the accused who is a minor;?!

(10} disclosure which would result in undue and sensationalized publicity of
any case involving a child in conflict with the law, child abuse, or
violalion of anti-trafficking of persons;**

(11) records, daocuments, and communications of proceedings invalving
domeslic, inler-country, and administrative, adoptions, including the
identity of the child, natural parents and adoptive parents;™

(12) names of students who committed acts of bullying or retaliation;**

(13) children in situations of armed conflict;*

(14) first time minor (drug) offenders under suspended sentence who
comply with applicable rules and regulations of the Dangerous Drugs
Board and who are subsequently discharged, judicial and medical
records of drug dependents under the voluntary submission program
and records of a drug dependent who was rehabilitated and discharged
from treatment and rehabilitation centers under the compulsory
submission program, or who was charged for violation of Section 15
(use of dangerous drugs) of the Comprehensive Dangerous Drugs Act
of 2002, as amended;* and

T Section 44, Anti-Violence Against Wormen and thes Children Act of 2004 (RA No 9262); and Peroplhe
v. Calbalgeonto, G.R No 167693, 19 Seplember 2006

# Sections 29 and 30, AM No. 21-03-02-SC, Re Rules on
Roecognition and Enforcaement of Fareign Decisions or Judgme,

& Sechon 7, Anti-Traffickiig m Parsons Act of 2003 (RA No. 9208), as amended by RA No. 10364

Action: for Suppor! and Pelition for
on Stpport

v section 29, Speci Protection of Chilgren Agamst Abuse, Explottanon and Liscrimination Act (RA
Ng. 7610}

Seclion 26, Safe Spaces Act (RA Na. 11013)

+ Section 14, Juvenile Justice and Wellfare Act of 2006, Section 7. Anli- Traflicking o Persons Act of
2004, as amended, and Secton 28, Specis! Protection of Chikdren Against Abuse, Exploitalion and
Digerimination Act

Section 39, Domesihc Administrative Adoption and Alternalive Child Care Act (RA No. 11642)

Sections 6 and 16(b). Inter-Couniry Adoption Act of 1995 (RA No. B043) and Sections 53, 54 and 55 of
IRR of RA No 8043, Seclion 14, Swnulated Birth Reclication Act [RA No 11222) and Section 28 of
IRR of RA No 11222

* Section 3N, Anti-Builving Act (RA No. 10627)
Section 19, Special Profeclion of Chidrern in Shuations of Armed Condlict Act (RA No., 11188)

" Sactions 60, 64 and 87, Compvehisnsive Dangerous Drugs Act of 2002 (RA No. 9185)
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(15)identity, status and medical records of individuals with Human
Immunodeficiency Virus (HIV), as well as resulls of HIV/Acqguired
Immune Deficiency Syndrome (AIDS) testing. ™

5. Information, documents or records known by reason of official capacity and are
deamed as canfidential, including those submitted or disclosed by enlities o
government agencies, tribunals, boards, or officars, in relation to the
performance of their functions, or to inquines or investigation conducted by
them in the exercise of their administrative, requlatory or quasi-judicial powers,
such as but not limited to the fallowing:

a. Trade secrets, intellectual property, business, commercial, financial and
other proprietary information;*

b. Data furnished 1o statistical inquires, surveys and censuses of lhe
Philippine Statistics Authority, "

c. Records and reports submitted to the Social Security System by lhe
employer or member:*

d. Information of ragistered parsons with the Philippine Identification System:*’

e Information gathered for the HIV and AIDS monitoring and evaluation
program under RA No. 11166 and all other related heatth intelligence

activities: *?

¥ Section 44, Philippine HIV and AIDS Policy Aot (RA No 11166), Informalion covered by Seclion 44
may be disclosed with tha wrilen consent of the affected person of in accordance with Sections 45 and
46 of RA No. 11166

s Bactons 45, 108 1. and 150 2, The Intefleciual Progerly Code (RA No. 8293, as amended by RA No
Tu372); Section 66 2, Securthes Reguiation Code (RA No. 8799), DOST Administrative Order No. 004
16, Seclion 142, The Corporation Code (BP Big 68); Section 34, Phiippine Compelition Act (RA No
10667), Sections 23 an 27 (¢), The New Central Bank Act (RA No. 7653) Anti-Money Laundering Act
(RA No. 91680} Section 18 Strategic Trade Managemsni Act (RA No 10697); Sections 10 and 14,
Safeguard Measures Act (RA No. BBOO), Section 12. Taxic Substances and Hazardous and Nuclear
Woastes Control Act of 1990 (RA No. GOG9); Article 280 Revizad Penal Code, Section 1010, Rule 10,
2012 Revised IRR of Budd-Oparate- Transfer Law [RA No. 8957). Revised Philippine Ports Authorty
Manual of Corporate Governance, Seclion 18 Energy Virtual One-Stop Shop Act (RA No, 1 1234)
Section 14, Philippine Energy Research and Polcy Institute Act (RA No. 11572). Section 270, National
Internal Revenve Code (RA No. B224 as amended by RA No. 10963), and Section 33 LPG Industry
Regulation Act (RA No. 115892)

" Saction 26, Philippine Statisncal Act of 2013 (RA Mo. 10625) and Section 4, Commonwe alth Act No
521 Saa also Section 10 Community-Based Monitoring Systemn Act (RA No. 11315),

w Section 24(c), Sockal Security Act of 1897 (RA No. 1161), as amentded by RA No. A282)
4 Saction 17, Philippine kisnfification System Act (RA No 11055)

 Saction 43, Phiippme HIV and AIDS Policy Act (RA No. 11160)
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I. Confidential information submilled 1o the Philippine Competition
Commission prohibited from disclosure by law, including the identity of the
person wha provided the information under condition of ananymity,*

qg. Applications and supporting documents filed pursuant to the Omnibus
Investments Code of 19871

h. Documenls submitted through the Gowvernment Electronic Procurement
System; " |

i, Information oblained from accessing any electronic key, electronic data
message, or electronic document, book, register, comespondence,
information or other material pursuant to any powers conferred under the
Elactronic Commerce Act of 2000,'%

J.  Any confidential informalion supplied by the contractors in mineral
agreements, and financial or technical assistance agreements pursuant to
the Philippine Mining Act of 1995 and its Implementing Rules and
Requlations (IRR), during the term of the project to which it relates;'”

k. Information received by the Department of Tourism (DOT) in relation to the
accredilation of accommodation establishments (such as hotels and
resorts) and trave! and tour agencies;*®

|. The fact that a covered transaction raporl to the Anti-Money Laundering
Council (AMLC) has been made, the contents thereof, or any information in
relation therelo'®

m. Information submitited to the Tariff Commission which is by nature
confidential or submitted on a confidential basis,™

n. Certain information and reports submitted 1o the Insurance Commissioner
pursuant ta the Insurance Code;®’

© Section 34, Philippine Compelitton Act (PCA), RA No. 10667 and Sectien 13, Rule 4 of the IRR of
PCA This exception can be invoked by the Philippine Competition Commission subject to well-defined
Imitations under the PCA

¥ Section 81, EQ No 226 (s 1947), as amentded

= Saction 9. Govarnmeant Procurement Reform Act (RA Mo, 9184)

% Saction 32, Electronic Commerce At of 2000 (RA No B7492)
¥ Section 04(1), Plippine Mining Act of 1895 (RA No. 7942).

1 Section 1. Rule X DOT MC No. 2010-02 (Rules and Regulations to Govern, the Acoraditation of
Accommaodation Fstablishments — Hotels, Resorts and Apariment Holels), and Seclion 23, DOT MC
N 20015-06 (Revised Rules and Regulalions to Govern the Accreditabon of Travel and Tour Agencios)

v Section 9(c}, Anti-Money Launderng Act of 2001, as amended. May be invoked by AMLC,
government barks and its officers aml employees

“ Seclion 10, Safeguard Measures Act
51 Sachion P97 in relation with Section 285 and Saction 356, The insurance Code (as amended by RA
Mo 10607
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0. Information on registered cullural properties owned by private individuals;™

p. Data submitted by a higher education institution to the Commission on
Higher Education (CHED};**

4. Any secrel, valuable or proprietary information of a confidential character
known to a public officer, or secrets of private individuals:®*

r. Records or information in connection with any investigation conducted by
the Presidential Anti-Corruption Commission (PACC) when such disclosure
will deprive the respondent of the right to a fair and impartial investigation;™
and

s. Records aof surveillance of suspects and interception and recording of
communications acquired by a law enforcement agent or military personnel
pursuant to the Anti-Terrorism Act of 2020.5*

& Information of which a premature disclosure wouild

a. in the case of a departmenl, office or agency which agency regulales
currencies. securities, commaodities, or tinancial institutions, be likely to lead
to significant financial speculation in currencies, securities, or commodities,
or significantly endanger the stability of any financial institution; or

b. be likely or significantly frustrate implementation of a proposed official
action, excepl where such depariment, office or agency has already
disclosed to the public the contant ar nature of its proposed action, or where
the department, office or agency is required by law to make such disclosure
on its own nitiative prior to taking final official action on such propasal ®/

7 Records of proceadings or information from proceedings which, pursuant to law
or relevant rules and regulations, are treated as confidential or privileged,
including but not limited to the following

" Saction 14, Nationa! Cultival Heritage Act of 2008 (RA No. 10066)
Y CHED Memorandum Order Mo 015-13, 28 May 2013

“ Aricles 229 and 230, Revised Penal Code, Section 3(k). Anti-Graft and Corrupt Practices Act (RA
No 2018) Saction 7{c). Code of Conduct and Ethical Standards for Pubiic Officials and Employees
(RA No 6713} Section 7, Exchange of Infarmation en Tax Matters Act of 2009 (RA Ne. 10021); and
Section 6.2, Secunties Regulaton Code (RA No. 8700)

non 3, Rule IV, PACC Resolution No. 001, s. 2018 {IRR of the PACC)

“ Secuon 16, The Anti-Terrarrsm Act of 2020 [RA No. 711479)

' Secuon Mg), Rule IV, Rules on CCFSPOF

W
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a. Mediation and domestic or international arbitration proceedings, including
records, evidence and lhe arbilral awards, pursuant to the Alternative
Dispute Resolution Act of 200458

b. Matllers invaolved in an Investor-State mediation: ™

c. Information and statements made al conciliation proceedings under the
Labor Code;®

d. Arbitration proceedings before the Construction Industry Arbitration
Commission (CIAC):®’

&. Results of examinations made by the Securities and Exchange Commission
(SEC) on the operalions, books and records of any corporation, and all
interrogalories propounded by it and the answers thereto,™

f.  Information related to investigations which are deemed confidential under
the Securities Regulalions Code;™

g. All proceedings prior lo the issuance of a cease and desist order against
pre-need companies by the Insurance Commission: 5

h. Information related to the assignment of the cases o the reviewing
prosacutaors or the undersecrelanes in cases involving wviolations of the
Comprehensive Dangerous Drugs Act of 20029

i. Investigation repori and the supervision history of a probationer;™

j-  Those matters classified as confidential under the Anti-Terrorism Act of
2020 and its IRR;"’

" Soctions 9, 23 and 33, Allernalive Dispulte Resolution (ADR) Aci of 2004 (RA No 9285); and DOJ
Circular Nc. 98 (s 2009) or the IRR of the ADR Act
“ Article 10, Imernational Bar Assodciation Rules for Investor-State Mediation
“ Article 237, Labor Code

' Section 7.1, Rule 7, CIAC Revised Rules of Procedurs Goverming Construction Arbitrabon

' Seclion 178, Revised Corporation Cade of the Philippines May be invoked by the SEC and any other
official authorizec by law 1o make such examinalion

' Seclions 13.4, 154 20 2 (b), and 64 2 of the Sociries Regulation Code

“ Section 53b)(1) of the Pre-Need Coda of the Philippines The confidentiality of the proceedings is
ifted after the issuance of the cease and desist orde

% DOJ Deportment Cwcular No. 006-16 (Na. 6). 10 February 2018

= Saechon 17 Probaton Law of 1976 [PD Na. 968 (s 1976))

7 Sections 168 and 45, The Antl- Terrorism Acf of 2020 (RA No. 11479) and Rules 5.8 and 5.19 af lha
IRR of RA, No. 114789

10
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k.

m

Preliminary investigation proceedings before the commitiee on decorum
and investigation of government agencies;®

Investgatiaon ;Jrlll!::utling:-. and records during the preliminary investigation
in administrative cases in the civil service:

Those information deemed confidential 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
courts to be kept confidential: ™ and

Information on a bank inquiry orders issued by lthe Court ol Appeals,
including its contents and its receipt.”

) Matters considered confidential under banking and finance laws and their
amendatory laws, such as:

a. RA No. 1405 (Law on Secrecy of Bank Deposils),

b. RA No. 6426 (Foreign Currency Deposit Act of the Philippines) and relevant
regulations,

c. RA Mo, 8791 ( The General Banking Law of 2000);

d. RA No. 9160 (Anti-Money Laundering Act of 2001), as amendad by RA No
11521;

e, RA No. 95310 (Credit Information System Act), and

f. RA No. 245, as amended by Presidential Decree No. 1878;

2 Other exceptions lo the right to information under laws, jurisprudence, rules and

regulations, such as:

a.

Sectior

™ Sechor

Those deemed confidential pursuant to treaties, executive agreementls,
other international agreements, or international proceedings, such as:

14, Crvil Service Commigsion (CSC) Resalution Na. 01-0940

21, 2017 Rules on Adminisirative Cases n the Civl Service, CSC Resoluton No 1701077

Secton 18, Rule 120-B and Section 24, Rule 130 of 1w Rules of Courl. Section 11 of the Rule on
DNA Evidence, A M. No. 06-11-5-SC, and Section 26 of the Rule on Facililaied Naturalization of
Refugoes and Stotoless Persons, AM. No 21.07-22.5C

" Section 16, AM, No. 21-03-5-CA. Re: Rule of Proceduro in Cases of Bank Inquiry into or Examination
of Deposit and lnvestimen! Accournis Ralating 1o an Unlawful Activity or a Money Laundenng Cifense
under Republic Act No 5160, rs Amended
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(1) When the disclosure would prejudice legitimate commercial interest or
compelitive position of investor-states pursuant lo investment
agreements; ™

(2) Those deemed confidential or protected information pursuant to United
Nations Commission on International Trade Law Rules on
Transparency in  Treaty-based Inveslor-State Arbitration and
Arbitration Rules (UNCITRAL Transparency Rules).™ and

(3) Refugee proceedings and documents under the 1951 Convention
Relating to the Status of Refugees, as implemented by DOJ Circular
No. 58 (s. 2012):

b. Testimony from a govemnment official, unless pursuant to a court or legal
order;”™*

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

(1) any purpose contrary to morals or public policy; or
(2) any commercial purpose other than by news and communications
media for dissemination to the general public;™

d. Failure to comply with regulations on access of records imposed by the
records custodian,”™

e. Lisls, abstracts, summaries of information requested when such lists,
abstracts or summaries are not part of the duties of the government office
requested;””

f. Those information and proceedings deemed confidential under rules and
regulations issued by relevant government agencies or as decided by the
courts; ™

Examples. Arlicle 20 (2) ASEAN Comprahensive Investment Agreement; Article 15 (2} Agresment
on Investmenl under the Framework Agreement on the Comprehensive Economic Cooperation
between the ASEAN and the Republic of India. and Article 15 (2) of the Agreement on Irvesitmeant urkler
the Framework Agreement an the Comprehensive Economic Cooparalion amona the Government of
the Member Countnes of the ASFAN and the Republic of Korea

T Anicle FOUNCITRAL Transparency Rules

i Benate v. Neri supra, Senate v Ermila, supra

™ Secton 8(D), Code of Canduct and Ethical Stndards for Pubire Ofcials and Employ
™ Biraogo v. Ombudsman Mearbres, (5.7, Mo 254516, 02 Febriar y 2021

Betguza v. Ochos. GR, No. 208566, 19 November 2013, and Valmante v. Boimonte Jr ,GR No
74930, 13 Feoruary 1980, 252 Phil 264

™ Exampies 2012 Guidelines and Procedures in the Invesligation and Monitoring of Human Rights
Violations and Abuses and the Prowision of CHR Assistance, Governimenl Semice Insurance Syslem's
Rules of Procedure of ihe Commitiee on Claims; Natienal Labor Refations Commission Resalution Mo
01-02. Amending Certain Provisions of the New Rules of Procedure of the Natonal Labor Relalions
Cammission, 08 March 2002. Depariment of Agranan Reform MC No. 07-11, 19 July 2011: Depariment
of Soclal Welfare and Development MC No. 021-12, 16 Oclober 2012, Seclion X808 of Bangko Sentral
ng Pilipinas Circular No. 706, 5. 2011, Section 42 lnvestmsn! Company Act (RA No. 2629) When the
wmformation requested s rol o matter of public concern or interest as deaded m Hilado v. Judoe Amor

12
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qg. Requested information pertains to comments and disclosures on pending
cases in judicial proceedings: ™ and

h. Attorney-client privilege exisling between government lawyers and their

chentt

A Reyes 163155 T duly 2006 and Cuesionnaires n the Prolessional Reguiation
Commission t ks, pursuant o Anfolin-Rosero v. Profasswonal Regulation Commission, G.R. No
20378, 30 June 2021
Ramero v Guerzan, G.R. No. 211876, 18 March 20175
Canon 21 of the Code of Profossional Responsibility
13
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Annex “E”

FOI REQUEST FLOW CHART

MODE OF REQUESTS

o 10 www.fol.gov.ph 10 our bro

¥ the Sign-Up bution and prowvde all the
Cquired helds Attach a valid 1D,

STEP3
Jrice logged it il e Chrected t
Dashboard. The Dasnboara conta

* w thi Make a Request Lutton Then s
.
B2
The gt

hin 15 work In§ di.yi.

o the Make a Request Page.
ck Send My Request.

request

Inform on
Ipprosal or

‘ Submits roquest 1
(i
Yy | | T
i

e i3
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Annex “F”

Standard Paper-Based FOI REQUEST FORM

cking Numbe
e

FREEDOM OF INFORMATION REQUEST FORM

ant to tive s, 20

Please read the following information carefully before proceeding with your application. Use blue or black ink.
Write neatly and in BLOCK letters. Improper ar incorrectly-filled out forms will not be acted upon. Tick or mark
boxes with “X" where necessary. Note; (4 ) denotes a MANDATORY field,

You are required lo supply your name and address lor correspondence. Addilional conlact delails will
help us deal with your applicatien and correspond with you In the manner you prefer.

1. Title je.qg. Mr., Mrs. Ms, Miss) 2. Given Namea/s (including M.I) 3. Surnamea

- -
4, Complete Address (Apt/House Number, Street, City/Municipality. Province)
-

5. Landline/Fax 6. Mabile 7. Email
-
B. Preferrad Mode of Communication Ovandiine O mMobiie number CdEmai O postal Addreas

{IF pour request 13 successful. we will be sending the documents to you (n

this moanner )

8. Preterrad Mode of Heply O eman [ Fax O Fostal Addaresa [ Pick Lp at Agency

10. Type of ID Given (Pléase ensure O Passpor] O privers License [J 885 10 O Postal 10 Ovoters 10
wour IDs contain your phoro and -

signaturel) U School 1D '._:] Company ID O Others

11. Agency - Connecting Agency
(if applicabie - .

12. Title of Documeaent/Record
Requestad (Pleasa be as detailed as -
poiiible)

13. Date or Pariod (DO/MM/YY) <

14, Purpose -

15. Document Type - ~ : . -

16. Rafarance Numbars (if known -__ — e — —
17. Any other Relevant Information 4 . - - B —

45 of 57 |



THE NATIONAL PRINTING OFFICE
PEOPLE’S FREEDOM OF INFORMATION MANUAL
Updated as of January 2025

| declare that:

* Tha inlormation provided in tha form is complela and corract;

= | have read the Privacy notice;

= | have presentead atl least one (1) government-issued ID to establish proof of my identity

| understand that it is an effenses to give misleading infermation about my identily, and that doing so may
result 1n & decision (o refluse to process my apphoation.

Signature -

Date Accomplished (DD/MM/YYYY) 4

Name (Pript name) -

Agency - Connecting Agency (if
applicable, otherwise N/A)

Date entered on eFOI (il applicable, -
otherwise N/A)

Proot of ID Presented (Fhoforoples of O Passport O briver's Licanss O 555 10 [ Postal 10 O vVotar's 1D

original showld be attached)
O senoat in O company 10 O 0thers

The request is recommended to be: O Approved [J penicd

it Denied, please tick the Reason for the

Denial O invalid Requeat [Jincompiete [J Data already available eniine

Second Receiving Officer Assigned <
fprint name)

Decision Makear Assigned to -
Application {grint name)

Decision on Application O sugoesstul O Partisiy Successiul [ penied [ com
If Denied, please tick the Reason for the  [Jinvalid Raquest [ incompiete [JData already availabla oniina

Denial
O Exception Which Exception?

Date Request Finished (DD/MM/YYYY] o

Date Documaents (if any) Sant -

{RD/MB/YYYY)

FOI! Registry Accomplished O ves O xe
RO Signature <

Date (DD/MMSYYYY) -
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Annex “G”

NO WRONG DOOR POLICY FLOWCHART

1
—_— _ —

Requesting Party

f Process FOI Request
{15-35 working days)

h 4

“First mrlrn-i"' ——— 1
Government Agency 1 (GA1)
Must be refermad within three = — —_—

(3) working days upon
recaipl of FOI request;

- GA1 must verify with GA2 | — r 1
[ whathar the information is | Proper agency? | Yos |
| within the latter; | L !
| = GA1 must inform thiv | N
requesting party regarding L _Eﬂ J
| the referral;
| »  Fresh penod will apply for ) ¥
Y K .
—_— | Government Agency 2 (GA2) |
“Second referral” )
. Must be refarmed within three ‘
| (3) working days upon T e
! receipt of first referral | | Proper agency? : [ Yas 1
| = GAZ must verify with GA3 | —
whether the information is o ]
| within the latier; | Nn
| = GA2 must inform the |
requesting parly regarding | _ v )
the referral; | r - — =
o RS oo b Government Agency 3 (GA3)
Proper agency? ‘ | Yes
No |
L .- |}
h 4 :
Agency shall mark the request
unsuccessful
NOTE:

If GA1 fails to refer the request within three (3) working days upon its receipt, the FOI Receiving |
Officer (FRO) shall act on it within the remaining period to respond pursuant to EO No. 2, s. 2016. No |
fresh period shall apply. |
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Annex “H-1"

FOI RESPONSE TEMPLATE - DOCUMENT ENCLOSED

Date

NAME OF REQUESTOR
Position/Designation (if any)
Company (if any)

Mailing Address

Email Address

Contact No.

Dear

Greetings!

Thank you for your request dated <insert data> under Executive Order No. 2 (s. 2016) on
Freedom of Information in the Executive Branch.

Your request

You asked for <quote request exactly, unless it is too long/complicated>.

RES[!UI’ISL‘ to your request

Your FOI request 1s approved. | enclose a copy of [some/most/all] of the information you
requested [in the format you asked for].

FOI request feedback

We value your feedback as it helps us improve our services. Please click <insert link> to
access the FOI Request Feedback Form.

Thank you.

Respectfully,

FOI RECEIVING OFFICER
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Annex “H-2”

FOI RESPONSE TEMPLATE - ANSWER

Date

NAME OF REQUESTOR
Position/Designation (if any)
Company (if any)

Mailing Address

Email Address

Contact No.

Dear

Greetings!

Thank you for your request dated <insert data> under Executive Order No. 2 (s. 2016) on
Freedom of Information in the Executive Branch.

Your request
You asked for <quote request exactly, unless it is too long/complicated>.

Response to vour request

Your FOI request is approved. The answer to your request is <insert answer=>.

FOI request feedback

We value vour feedback as it helps us improve our services. Please click <insert link> to
access the FOI Request Feedback Form.

Thank you.

Respectfully,

FOI RECEIVING OFFICER
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FOI RESPONSE TEMPLATE - DOCUMENT AVAILABLE ONLINE

Date

NAME OF REQUESTOR
Position/Designation (if any)
Company (if any)

Mailing Address

Email Address

Contact No.

Dear

s

Greetings!

Thank you for your request dated <insert data> under Executive Order No. 2 (s. 2016) on
Freedom of Information in the Executive Branch.

Your request
You asked for <quote request exactly, unless it is too long/complicated=>.

Response to vour request

[Some/Most/All] of the information you have requested is already available online from
<add details of where that specific information can be obtained e.g. data.gov.ph, foi.gov.ph
or other government website>.

Your right to request a review

If you are unhappy with this response to your FOI request, you may make an appeal by
writing to <insert name of Official> at <insert email and address>. Your appeal should
explain why you are dissatisfied with this response, and should be made within 15 calendar
days from the date when you received this letter. We will complete the review and tell you
the result within 30 working days from the date when we receive your appeal.
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FOI request feedback

We value your feedback as it helps us improve our services. Please click <insert link> to
access the FOI Request Feedback Form.

Thank you.

Respectfully,

FOI RECEIVING OFFICER
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FOI RESPONSE TEMPLATE - DOCUMENT NOT AVAILABLE

Date

NAME OF REQUESTOR
Position/Designation (if any)
Company (if any)

Mailing Address

Email Address

Contact No.

Dear

Greetings!

Thank you for your request dated <insert data> under Executive Order No. 2 (s. 2016) on
Freedom of Information in the Executive Branch.

Your request
You asked for <quote request exactly, unless it is too long/complicated>.

Response to vour request

While our aim is to provide information whenever possible, in this instance, this Office
does not have [some of] the information you have requested. However, you may wish to
contact <insert name of other authority/organization> at <insert contact details> who may
be able to help you. The reasons why we don’t have the information are explained in the
Annex to this letter.

Your right to request a review

If you are unhappy with this response to your FOI request, you may make an appeal by
writing to <insert name of Official> at <insert email and address>. Your appeal should
explain why you are dissatisfied with this response, and should be made within 15 calendar
days from the date when you received this letter. We will complete the review and tell you
the result within 30 working days from the date when we receive your appeal.

52 of 57| P



THE NATIONAL PRINTING OFFICE
PEOPLE’S FREEDOM OF INFORMATION MANUAL
Updated as of January 2025

FOI request feedback

We value your feedback as it helps us improve our services. Please click <insert link> to
access the FOI Request Feedback Form.

Thank you.

Respectfully,

FOI RECEIVING OFFICER

53 of 57 |



THE NATIONAL PRINTING OFFICE
PEOPLE’S FREEDOM OF INFORMATION MANUAL
Updated as of January 2025

Annex “H-5”

FOI RESPONSE TEMPLATE - UNDER EXCEPTIONS

Date

NAME OF REQUESTOR
Position/Designation (if any)
Company (if any)

Mailing Address

Email Address

Contact No.

Dear :

Greetings!

Thank you for your request dated <insert data> under Executive Order No. 2 (s. 2016) on
Freedom of Information in the Executive Branch.

Your request
You asked for <quote request exactly, unless it is too long/complicated>.

Response to vour request

While our aim is to provide information whenever possible, in this instance, we are unable
to provide [some of] the information you have requested because an exception(s) under
section(s) <insert specific section number(s) on the List of Exceptions> applies to that
information. The reason why the exception(s) applies are explained in the Annex to this
letter.

Your right to request a review

If you are unhappy with this response to your FOI request, you may make an appeal by
writing to <insert name of Official> at <insert email and address>. Your appeal should
explain why you are dissatisfied with this response, and should be made within 15 calendar
days from the date when you received this letter. We will complete the review and tell you
the result within 30 working days from the date when we receive your appeal.
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FOI request feedback

We value your feedback as it helps us improve our services. Please click <insert link> to
access the FOI Request Feedback Form

Thank you.

Respectfully,

FOI RECEIVING OFFICER
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Annex “H-6"

FOI RESPONSE TEMPLATE - IDENTICAL REQUEST

Date

NAME OF REQUESTOR
Position/Designation (if any)
Company (if any)

Mailing Address

Email Address

Contact No.

Dear

Greetings!

Thank you for your request dated <insert data> under Executive Order No. 2 (s. 2016) on
Freedom of Information in the Executive Branch.

Your request
You asked for <quote request exactly, unless it is too long/complicated>.

Response to vour request

While our aim is to provide information whenever possible, in this instance, we are unable
to provide the information you have requested because it is substantially similar or identical
to a previous request that you made on <insert date of previous request>, which we
responded to on <insert date of response>.

Your right to request a review

If you are unhappy with this response to your FOI request, you may make an appeal by
writing to <insert name of Official> at <insert email and address>. Your appeal should
explain why you are dissatisfied with this response, and should be made within 15 calendar
days from the date when you received this letter. We will complete the review and tell you
the result within 30 working days from the date when we receive your appeal.
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FOI request feedback

We value your feedback as it helps us improve our services. Please click <insert link> to
access the FOI Request Feedback Form.

Thank you.

Respectfully,
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