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SECTIO|{ l: OVERVIEW

l.l

1.2

1.3

t.4

I Annex "B" - Exectrtive Order (E O ) No 2, s.2016
2 Annex "C" - FOI Decision Maker and FOI Receiving Oflicer of the NPO

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

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 is responsible for all actions carried out under this Manual. Likewise,
the NPO Director IV may delegate the Director III, 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.2 The FRO shall preferably come from the Records Section of the NPO
and shall hold office at the National Printing Office, 3'd Floor, Records Section -
Administrative Division, NPO Building, EDSA corner MA 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 staffwith 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) 'Ihe information is not within the NPO or can be fbund with another government

agency;
c) 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.
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1.5

1.6

1.7

3 Annex "C" - FOI Decision Maker and FOI Receiving Officer of the NPO
a Annex "D" - List of Exceptions to EO No. 2, s.2016

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.s 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;

c) The information requested falls under the list of exceptions to EO No. 2, s.

2016;a

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 IV 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
IV 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 III 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.
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1.8

1.9

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 reflused acceptance by a government office unless the reason for
the request is contrary to the Constitution, pertinent laws, existing rules and
regulations, or it is one of the exceptions provided under the Inventory of
Exceptionss.

1.8.1 Process of Referral: When the requested information is not in the
possession of a government agency (government agency no. 1 or GA I ) but
is available in another govemment agency (government agency no. 2 or
GA2) underthe Executive Branch, the request shall be irnmediately referred
by GAI to GA2 through the most expeditious manner but not exceeding
three (3) working days from the receipt of the request. This shall be
considered as the "First Referral" and a fresh period will apply.

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

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

If GAl, in good tbith, erroneously refbrred the request to GA2, the latter
shall immediately notifu 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 (govemment
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.

Rcferrals 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
oflice where the request was referred.

1.8.2 The No Wrong Door Policy Flowchart is attached in Annex "G"

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

s Annex "D" - List of Exceptions to EO No. 2, s. 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 comrption.

4 of 57 I [) u s c
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SE,CTION 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 oflice on the disclosability
of the records before any final determination is made. This process is called a
"consultation."

eFOI Platform (foi.gov.ph). The website serves as the government's comprehensive FOI
website for all information on the FO[. Among many other features, FOl.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. FOl.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 oflice determines have become or are likely to become the subject of
subsequent requests for substantially the same records.

Full Denial. When the government oflice 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 oflicial meetings, maps, books, photographs, data, research

5 of 57 I [) u s e
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materials, films, sound and video recording, magnetic or other tapes, electronic data,
computer stored data, any other like or similar data or materials recorded, stored or archived
in whatever format, whether oflline 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 offrcial
business by any government office.

Information for Disclosure. Information promoting the awareness and understanding of
policies, programs, activities, rules or revisions affecting the public, govemment 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 fracks.
Requests granted expedited processing are placed in yet another track. Requests in each
track are processed on a first in/first out basis.

Oflicial Record/s. Shall refer to information produced or received by a public officer or
employee, or by a government office in an oflicial 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 lVebsite (data.goy.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 in 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. lt captures anything that
is 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, is sought and
is made in accordance with the govemment office's regulations.

Personal Information. Shall refer to any information, whether recorded in a material form
or not, from which the identity ofan individual is apparent orcan be reasonably and directly
ascertained by the entity holding the information, or when put together with other
information would directly and certainly identifo an individual.

6 of 57 I [) rt g c
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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 oflice locates a record that originated with, or is ofotherwise
primary interest to another agency, it will forward that record to the other govemment
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:

(l) An individual's race, ethnic origin, marital status, age, color, and religious
philosophical or political affi liations;

(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 ofany 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

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

Simple Request A FOI request that a government offrce anticipates will involve a small
volume of material which will be able to be processed relatively quickly.

7 of 57 I [) it s c
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SECTION 3: PROMOTION OF OPENNESS IN GOVERNMENT

3.1 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;

0 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 is 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.

3.2

3.3

8of57 l[)ituc
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SECTION 4: PROTECTION OF PRIVACY

While providing for access to information, public records, and offrcial 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;

c) 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.

If 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.

9of57 ll)use
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SECTION 5: STANDARD PROCEDT]RE
(See Annex 55E" for FOt Request Flow Chart)

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

o The request must be in writing;
o The request shall state the name and contact information of the requesting party,

as well as provide valid proof of identification or authorization; and
o The request shall reasonably describe the information requested, and the reason

for, or purpose of, the request for information. (See Annq uFu for standard
paper-based FOI 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 ID with photo.

5.1. I 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 lS-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, fumished to the requesting party. [n 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.

5.1.2 [n 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. l3 of the
New Civil Code shall be observed.

5. t.3
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s.2

a)
b)
c)
d)

Initial Evaluation: After receipt ofthe 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:

The request is made under the EO No. 2, s. 2016;
The records sought are likely to be within the custody of the government oflice;
The request is not vexatious; and,
Unreasonable subsequent identical or substantially similar request.

5.2.1 Request relating to more than one oflice: If a request for information is
received which requires to be complied with, of different offices, the FRO
shall forward such request to the said oflice 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.

5.2.2 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 If 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
l5-working day limit. The lS-working day requirement for the receiving
office commences the day after it receives the request.

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.

o

5.2.3 Requested information is already posted and evailable 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.

5.2.4 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.

s.2.s 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.

llof57 ll)use
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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
(l) day from receipt of the written request. The FRO shall record the date, time and
name ofthe 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 l0 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 IV or the designated officer, in case the submission
is beyond the l0-day period.

If the FDM needs further details to identiff or locate the information, he shall,
through the FRO, seek clarification from the requesting party. The clarification
shall stop the running of the l5 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 oflice concerned on the disclosability of the
records before making any flrnal 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 parly within 15 working days upon receipt of the request for
information.

Request for an Extension of Time: Ifthe information requested requires extensive
search of the government's offrce records, examination of voluminous records, the

a

o

5.3

s.4

5.5

5.6

5.7

12ofSTlPagc



THE NATIONAL PRINTING OFFICE
PEOPLE'S FREEDOM OF TNFORIUATION MANUAL
Updated as of January 2025

58

5.9

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 clarifu the FOI request. The l5-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 ofthe agency.

Notice to the Requesting Party of the ApprovaUDenial 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, eitherthrough 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.

5.9.1 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.

5.9.2 Denial of Request: In case of denial of the request wholly or partially, the
FRO shall, within the prescribed period, notifu 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 noti$
the requesting pa$ 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 REQTTEST

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

6l 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) Denial 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 ofthe 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. I 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: TIEST TRACKI]\G SYSTE,M

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

82

8. I

83

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

Reasonable Cost of Reproduction, Copying, and/or Delivery of the
Information: The FRO shall immediately notifu 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.

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

a) I st Offense
b) Znd Offense
c) 3rd Offense

Reprimand;
Suspension of one ( I ) to thirty (30) dayr;
Dismissal from the service.

9.2

9.3

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 l0: RECOMMENDATION AND APPROVAL

Prepared by

D. TAYLAN
Acting Records Section /
FOI Receiving Officer
Date:22 January 2025

Recommended for Approval

Approved by

Noted by

JEAN PAUL C. MELEGRITO
Acting Chiel Administrative Division
Date'. 9>Ju"nnrlsT.{ 'w>{

ATTY Y C. LIM
Director III I Decision Maker

Date EIAN 31 2025

ATTY. A. ESCOBEDO
Director [V

Date: EIAN 31 2025
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Annex 654,"

FOI FREQTIENTLY ASKED QUESTIONS

tntroduction to

1. 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 is enabled via Executive Order No.
2, series of 2016.

2. What is Executive Order N o. 2 S. 2016?

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 spirit of openness and transparency.

FOI is 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.

wtakine 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.

5. What agencies can we ask for information?

A FOI request under EO 2 (s.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.

6. How do I make an FOI request?

The request process slightly varies depending on which platform is used.

6.1 Throueh 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 ID 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 Oflicer may clarifu the request on
the same day it was filed, such as speci$ing 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, if it is already accessible, or if the request is a
repeat ofany previous request.

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

0 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 createllog in 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.

c) 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" buffon. 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.

0 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 ofprinting, 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.

If 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.
If 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?

If 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 is provided,
requestors may file the appropriate case in the proper courts in accordance with the
Rules of Court.
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Annex 56Btt

EXECUTM ORDER(EO) NO.2, S.2Ot6

N,lAl .A(.'r\NAN l'AI,.\r't.
T,I,\NII A

BY THE PRESIDENT OF THE PHILIPPINES

EXECUTIVE ORDER NO.

OPERATIONALIZING IN THE EXECUTIVE BRANCH THE PEOPLE'S
CONSTITUTIONAL RIGHT TO INFORMATION AND THE STATEPOLICIES OF FULL PUBLIC DISCLOSURE AND TRANSPARENCYIN THE PUBLIC SERVICE AND PROVIDING GUIDELINES
THEREFOR

WHEREAS, pttrsttant to Set:tron ?B Artlcle ll of the lggT Constituticn, theState adopts and implements a policy ol fr-rll pr,rbhc drsclosure of all its transactlonstnvolving pubhc tnterest sublect to teasolrable condrtrons prescrrbed by law

WHEREAS, Sectron 7, Arttcle lll of the Constrtulrorr gtrarantees the right ol ttrepeople to rnformation on rnatters of pubhc cor-lcerr.l,

WHEREAS, the lncorporattott of tttts rrght rn tltt: Constrtutroq rs a re(:oqnrtrop.f
the tundamental role of free arttl open exclrange of ,nformatron in a c1emocracy, meantto enhance transparellcy and accountabrlrty 

'n 
government offrc.ial acts. transactrons.or decisions:

WHEREAS. the Exeuutlve Brarrctr
operatronalrze these (ionstrttrtiorral provrsions.

recogt)tzes the trrg;ent need to

WHEREAS. the Prestdent tttttier Sectron f i , Aftrcle Vll of the Constrtutron,Itas control over all executrve departnrents, bt rreaus ancl offrces, and the duty toensure that the laws be farthfully executed.

WHEREAS, the Data Pr rvacy Act of '2A1? 
( R A I 01 Z3), rnctudrne rtslrrttlletrtenting Rules atrcl Regulattons. streng;thens ttrc frrndarne6tal human rrglrt ot

F)rlvacy and of comllltltttc.rtton wlrile ensrrrtng tire flee flow of informalron to promote
rr rrrovation and growth,

NOW, THEREFORE, l, RODRIGO ROA DUTERTE, Presrdent of urePlrthpprnes. by vtrtue of the powers vested t,l rne by the Constitgtion and exrstrng taws
rlo trereby order

I lll'. I'Hl,5ll)l.N I r tl. I lll: l'llll ll.l,lNl'.s
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"""" 
ilfll""* 

1. Definition. For tho prrrposc of rhrs Execurrve Orde,. rrrc folowrng

(a) -lnf.rntaftot.r" slrdll rrrea, a.y recotds, c,ocrrmenls, papers, r(.porls,leflers. conlracts. mrnutes and transc,rpls of offrcrai a"Lt,.[". ,"p.,books. p^orographs, dara, research nra'rerra-rs 
-;l;;: 

;;;;il ;,rd vrdeorecordrngs. magnL.trc or olher taHrs. electronrc aaG, 
"orniuiur."toruodata. or any olher ,ke or srmrlarr data or nraterrals ;";r;;i, stored orarch'ved ln whatever format, whether ofrrrre 

"r 
o"ri*. *ni.n are ,nacte,received. or kepr rn or under *," conrror ,no 

"o*in.iv-orlrv"g.,rorn-..nrofttce puastnnt to law. erecut,ve orrler. and ,rf.. ula'rojrLf,orr. o, u,connecrron with the perrorr,arce or transactlon or on,cli-ous,ness byany government offtce

(b, "officrar record/rer;ords" sharr refer to rntormatron pro<tuced or recervedby a pubftc officer or employee. o, by , governmeTrt offrce rn an orftcralcapacity or pursuanl lo a pubftr: ,t,rrchon or rltrty

(c) 'pubric rr:cord/re-'cor<is' srrarr 
'rcrrcre 

rnrormarron required by lawsexecrrrve 
:idgl",.rules or reg,talto.s to t)e entercd, i.ft-"no ,nroupubltcly avarlable by a governrient ottrce 

- -"'rivvi '\a.p, d

SEcTlottt 2' Coverago Tltts order sh.rll cuver ull c;overrrmenl ofrK;es ,nderthe Executive Branch. rncluding our rrorimrteJt,-the nanonar governmenr an<t a, rtsofttces, departments, brrreaus, urr<r rnstrunrerrtarrtres rncrrrdrlrg government-owned or'controlled corpolatrons. 
-a.c, srate ,,.t,rurc,ri.."lni c,ileges. Locar government unrrs( l-GUs) are enioined to observe ,no U" ,Ju,d;.t iy irrrs ctrrter

sECTtOil 3' Accera to rnformation. l-vcry f:rrrprno sha, have access ro,rfo,nation. officrar records pubhc r""oror.l,i.r'.r'ocurnents and papers perrarnrng tooftrcrar acts transacr,ons or decrsions as wett as i., goro.n-ant researc.rr data ,sedas basis tor polcy developnlenl

sEcrroN 4. Exception. Access to rrtormatro, sha, be denred wtren thc
[HTil',:[l?h.r*"j, any or rhe 

"r""lr,oi''.ish.ned rn the conJtuiln o,,,sr,ns

lhe D{:f.Ertnrcnt ot Jrrstrce arrd lhe Olfics 0t the Sohcrtol General are herebydtrected to prepate a, inv-entory or 
"r"n.,*cepiioni ancl submit the sarne to lhe Of'ceof the President withrn tn,rty 1'ror 
"ur"u,roi-iav* from rtm crate of etfectrvrty of rhrs

"rhe otfrcer of ,re ,,resrdenr sha, thereafter rr.rne(rratery circuralue thernventory 
. of. exceprro.s I9r lhe gurdan.,, ;r a, 9or"rn.6.,,i'-iiil" andInstrumentalities covered by thrs Orclerind the generat ptrtrhc

said inventory of cxr=ptrorrs shail ;rerrorJrcaily be rrpdated to prop{rrry .e?rectany shange ln exisrng law and ,unsprudence and the Dcpartntenl of .lustrce a,d lheolfrce of the Sorrotor (;enarar irc airecteo toi,p,r.t" the'inveniory oi'.r"lpr,on* o.

?
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the, rrped to dr:r so ansps for elreulartzatlcrn As herelrratrove state<l

SECTION 5. Availability of SALN. Srrtrleul to tlre provtsmrrs corrtarrnerl rn
Secttons 3.rnd 4 of thrs Order, all pubhc offucrals are rerrrrrrcJecl ol therr obhgatron to file
and make avatlable for scrtrtrny therr Stat*menls of Assets, [.rabilrtres and Net Worth
(SALN) tn accordance with exrsttng laws rrrles arrci regulattons and the sprrit anrl
letter of this Orrter

SECTION 6. Application arrcl lnterpretation. 'f trere shall be a legal
presumptton tn favor of access to rnformaton ptrblre records anrJ oflioal reeords No
reguest for rnformation shall be denlecl rrnless rt clearly falls uncler;lry of the
excepttons ltsted rn the rnvento(y or trpdated rrrventory of exceptlotrs crrcularrzcd by
the Offrce of the Presrdent as provrded rrr Sectrtln 4 hereof

The determtnatlon of the apphcabrlrty of any of the exceptrons to thc requcst
shall be the responsibtltty of the Head ol the t-)ffree whrch has custody or control of the
ttrformatton, pubhc recorcl or otfroal record or of the resporrsrble cerrtral or freld offrcer
duty desrgnated by hrm rn wnlrng

ln nrakrng suclr deterrnrrratron the l lead of the Offrce or hrs desrgnated offrcer
shall exerctse reasonable drligence to ensure that no exceptron shall be used or
avatled of to deny any request for rnformatron or access to pubtrc records or offroal
re'cords rf the denral ts rntended pnmarrly and purposely to cover up a cnrne
wrorgdorng grafl or corrrrption

SECTION 7 - Protection of Privacy. Whrle provdrng access to rnformahon
publtc records. ancl offtctal recorcls, responstllle offrcrats slrall afforrt full prolectron to
an rndrvrdual's right to pnvacy as follows

(a) fach Srovernmenl offtce per Seclron 2 hereof shall ensure that persolral
tnformation irr tts custody or ulrder rts control rs drsclosed or released
only tf tt rs rnaterral or relevant to the strb;ect matler of the request and
tts cltsclosure ls pelTnissrble under this Order or exrsting laws. nrles or
regulatrons,

Each government office must protect personal irrfonnalion rrr rts custody
or control by rnakrng reasonable securrty arrangements agalnst leaks or
premature dtsclosure of personal rnforrnation whrch unduly exposcls the
rndtvldual whose personal rnformatron rs requested to vrhfrcation,
halassment, or any other wronglrrl acts, and

(c) Any employee or officral of a government offtce per Sectlon 2 hereof
who has access authonzed or trnauthorized. to personal rnformatron rn

the custody of the office rnust not drsclose that rnformatron except when
Euthorr zed under thrs Order or pursuant to exrstrng laws, rules or
regulatrons

SECTION L People's Freedom of lntormation (FOl) Manual. For the
ettectlvt-. rmplernentatrotr of tlrrs Order. cvery governrrterrt offlce. is dlrected to ptepa,e
within one hundrerJ twenty ( 1 20) calend;rr clays fronr tlr' eflectrvrty of thrs Orcler, tts

(b)

3
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t..'wn [>e'r:ple s F Ol Manual
rnlol ntatrorr

wtrrch sl-lall r,l(.rude arnong olhers. the followrrrg

(b)
(r;)

(a)

(d)

(e)
(f)

(g)

The locatrorr and corrtacl rrrfcrrnratron of the head. reglonal. provrncral.and fleld offices, and ollrtr establrshed places wtrerc' the ptrblrr: car.l
_subnrrt requesls to obtarn rnformalrorr,
Tlte person or offtcer respons.tblc' for receivrng ruc;uests fol rnf,,natronIhe procedtlre for the filing i.rrrd p,ocessrng or the request as provrdedln the succeedrng Sectron g of thrs Order.
The standard forms for the submrssro,l of requests and for tlre properackrrowledgrnent of such requests
The process for the drsposrtlon of reqtmsts.
I he Prclc€dttre tor admtntstralive .rpp:al of any ctenral of request loraccess to lnformatrorr. and
The sctredule of appllcabte fees

sEcrloN 9' Procedure' rhe followtng Jrrocccltrre shall govepr the lhng andprocessrng; of reqrrests for ;rccess to inforrn;rtr,rr I

(a) Arry person who requests access lo rntorrnatron shall subrnrt a wrrtte,reqtlest to the governrncttt offlce concenrecl rhe reqrrest shall state thellante and contact tntormatton uf the req,estlng party, provrcle valrdproof crf his rclerttlftcatlon or autlronzatron, r*alonably descrrbe thetnformatton requested, and tfrt: reason lor, ctt prrrpose ol, the rerluest fortnformatlon Prowtkxl that ,,9 request shalr be rJcrrred or refusedacceptance ttriless tlre reason for the request rs contrary to law, exrslrngrules and regulatrons, or rt rs one ol the exceptrons eontarnecl rn lherrrventory of exccptrons as lrcrernabovp provrdecl

(b) The pubhc offiqal t ecetvtng the request srrall provide reasonableasststance' frec of cltarge, tu ettahle all r*lu"rt ng partes, partrcularlythose wrth spectal n*"d., to cornply wrth the rlquest requrerrrentstrnder ttrs Secton

c, 
Jli:':x}j",',,#!! F:[i"# Iil,::,x::::H"1]i,:';",J:1J;?l':? lll:lecelvlng publrc officer or employt-'e wtth the corresponclng srgnature.and a copy thercof furttlstted to lhe requestrng party Each governnre^tofftce shall eslabtrsh a systetrt to lrirce rre itatus of all req,ests f<,lrrnfornatlon recetvecl l.ry rt

(d) The government ofttce shall ru'sporrd to a request fylly c.mplant wrthllte requlremcants clt sub'secuorl (ai hereclf as soon as practrcatrle butrrcl exceedrng fitteen ( 15) workrng cf ays from trre recerpt ltrereof 'l-lreresponse mentroned atrove refer s io the deqsron ol ltrc officeconcel rrcd to g;ranl ur tleny access to ttre rnforrnatron requested
(el The perro'd tcl responcl may he extended whencvcr $re rnforrrratronrequestc.d reqrfires extensrve searr:h of the gov"rn_"nt officc,s recorrlsfacrrities. exanrnatron of vorunrrnous records rh* occurrence offortuttous events ot other analoqous cases The government office s5,1

4
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notrfy the pels(r,l tttakrnq ttlc'nlqltest t'lf sucJr extensrorr. settrng tortlr the
reasolls for tlre tlxtenstr:n lrt no cAse shall the extenston go beyond
twenly (20) workrnq days counted lrom the end ol the ongrnal perrod.
unless excepttonal crrcum:itances war arrt a longer perrod

(f) Once a clectston is made lo tlralrt the requesl, lhe perso,t nrakrng ttre
request shall be, rtotlfiecl cf strch decrsron and clrccted to pay any
applicable fees

SECTION tO- Fees. Goverrtntent otltc.us shall rrot charge any tee tor acceptllrg
requests lor access to informahon I lrey tnay, however, cnargre a reasonable lee toretlnburse necessary costs. tncludrng aetual costs of reprocl,rciir6 and copytng of thc
lnformatton requested, sublect to c-xlsting rules ancl regulattor'ts 11 no case shall the
appltcable fees be so onerous as to rlefeat the put pose of thls Order.

SECTION 11. ldentical or Substantially Similar Requests. The goverryrrent
ofltce shall not be requrred to act upon an urrreasonable subsequent lclenticat or
substantlally stmtlar request frorn tlre si:lnre requr:strnq pafty whose reqrlt st has
already been previotrsly 5;rantetJ or rlenrcd by the salle governrrrerrt gffice

SECTION 12. Notice of Denial. ll thc'guverrrnrent office cleqdes to deny therequest wholly or partlally, tt shall as soon as practir:arble and wrthrn frfleeil ( l S)
worktng days front the reccrpt of the reqrtest notrty the requestlng party of lre cleinral
ln wrtttng The notlce shalt clearly stlt forth the ground or groun<Js for clenlal aprl lheclrcumstances on whlch ttre derltal rs basecl Farlurc to rrotrty the requestrng party olthe actron taken on tlrc rcqr.lest wtthrr the pclrrltl herrlrn provtcterJ shall be deemect a
denral of tlre request for access to rnforrnatiorr

SECTION 13. Remedies in Case of Denial of Request for Access lolnformation. A person whose reqtr:st for ac(:rlss ro rnformation 6as 5txrl 6enred
may avail hrmself of the rernectres set forilr below

(a) L)enral Qf iltty reqtlest lor access to mfr:rrnatron may tre appeated to theperson or office rrexl lrrgher ur aulhorrty, folklwrrct the procerltrre
menttonecl ln Sectton B {0 of lhrs OrrJer Provrded. that tfrc wrrtterr
appeal mttsl be trled by the samp person makrng the request wrthrnfifieen (15) calc'ndar clays ftont tltc'lrolrce of denral or frorrr i1" lapse ofthe relevarrt grenocl to res;'loncl to llre reqtrest

(b) I'he appeal shall he decrclerl hy ttrc lx]rsorl or offrce rrext lrrglrell
authortty wrthrn tl'rrrty (3O1 wotkrntl clays from the frlng of sald wntternappeal l:ailure of sttctr ps'rsorl clr offlce to decrde wrtlun tlre afore-stated
;,renod shall be deerned A tlenral ol the ap;.real

(c) Uporr exhattstlott of Aclnrtnrstratrve appeal renredes, lhe requestlng
party tTlay trle the approprtale ;udrcral ar:tion !n accordance wrth the
Rules of Corlrl

SECTION 14. Kt-ping of Recortls. .'irrb;eut tu exrslrpg laws, rules, a1dregulattorls, governmeflt offices shall create anrl/or marntarn accLtrate and reasonably
complete recorcls of rnrpclrtanl tnformatron rn approprratc- fornrats and rmplement a

:i
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Done, rn the Crty of Manrla. thrs -t I r rt
tltt: year of crur Lord Two 'l hclusarrct ancl srxteer-r

recor0s nlal rdgelttettl systent that lactltlalt.'s easy rdenttficatron, retrreval alcl
comrnunleatlon of rnformatrorr to the pt rbhc

SECTION 15. Adlninistrative Liability. I'arluru tu corrrply wrth the prqvrsropr;ol tlrrs Order nlay be ir grotrntl klr .rcjrrrrlrrstratrve ilor1 clrscrphnerry SanCttOns aglrnsl
ally errtng putlltc oftrcer or errrployee as ptovtclert rrrrtJcr errsi,ng laws or regulatlcrls

SECTION 16. lmplemenlitlg Details. All governrrrent otfrces rn ilre Executrve
tsranclr icte drrected to forrnul;rte thetuespL.chvc rnrplemerrtrng detarls takrng rnto
consttlerattott thert ttlatxlates and the nalure o[ rrformation in therr custody or corrtrol
wtthrn ona htrndred twenty ( 120) clays from thr: effe,.ctrvlty pf thrs Orcler

SECTION 17. Separablllty Cfause. lt any sechon or part of thrs Order rs hettj
Lrncollstttuttonal or tnvShd thc ottrer sectrons or provisrons not othengse affectecl
shall rematn rn ftrll force and effect

SECTION 18- Repealing Clauge. All otrten;. rrrles arrd regulations tssuancesol atry parl theteof trtt:ottststent wrth the pruvr>iorrs uf ttris Executive Order ate heretryre;realetl .rrnendecl or rncxlfrecl accot clrnqly pr ctvxlerl . that the pr uvtstons ofMemorandunr Clrctrl;rr No r'B (s lg64) as anierrtJecl. shall nol be deemecl repealetl
perrdrrrg fttrther revrew

SECTION 19. Effectivity Thrs Ordr:r
pubhc;rtron rr'r it nuwspapi:r of general t;rr-c:trfartrorr

sh.rll tilkc eftect rnrrtredratt:ly upon

tlay of lulv lIt

By tlre Pr esrdent

,f c>lc/
SALy{DOR C. MEDTALDEA' Exerculrve Secretary

rt?lrtrt.lc 07 lrlt rIILtrTlIrD

i i !_itltFl[Il {:[!P'(

i-l
I i4f1:iirlli![0 mhA]lDALl
I rliRttl0L tvln ,rbr
t1 r 1 a-A- lrrAtACAflAltG nfttitDffFtfF '
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Annex $C')

FOI DECISION MAKER AND FOI RECEIVING OFFICER OF THE NPO

Pursuant to Office Order No. 229-24 dated I I September 2024, the following
official/personnel are directed to assume and/or undertake the following duties/functions
effective l2 September 2024:

Name of
Agency

Location of FOI
Decision Maker
(FDM) Office

3d Floor, Office of
the Assistant
Director, NPO
Building, EDSA
corner NIA North
Road, Diliman, I100
Quezon City, Metro
Manila

Location of FOI
Receiving Officer

(FRO) Office
3d Flooq Records
Section -
Administrative
Division, NPO
Building, EDSA
corner MA North
Road, Diliman, I100

Quezon City, Metro
Manila

Assigned FOI Decision Maker

ATTY. ARJAY C. LIM
Director III

Assigned FOI Receiving Officer

DESIREE ANNE D. TAYLAN
Supervising Administrative Offi cer I

Acting Chiefl Records Section

Contact Details
Telephone Email

No. Address
(02) 8925- foi.dm@npo.

2199 gov ph

Contact Details
Telephone Email

No. Address
(02) 8925- foi ro@npo.g

2194 ov.ph

National
Printing
Offrce
(Nr"PO)

National
Printing
Offrce

G.IPO)

Name of
Agency
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Annex 56Dtt

LIST OF EXCE,PTIONS TO EO N[O.2, S. 2016

Office o[ thc l0resiDcrrt
of tllr lDllr IippinPE

J{lrt[a r,t ii n rt g

MEMORANDUM CIRCULAR NO. I5

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

WHEREAS. pursuant to Section 4 of Exocutrve Ordor (EO) No.02. (s.2016), the
Office of tlre President (OP) issued a Menrorandurn circularizirrg the inventory of
exceptions to the right to access anformatbn under EO No. 02 (lnventory ol Exceptions)
on 24 November 2016:

WHEREAS, Section 4 of EO No. 02 directs the Department of Justicc (DOJ) and
the Office of the Solicitor General (OSG) to updale the lnventory of Exceptions as the
need to do so arrses and the OP to accordingly circularize the same:

WHEREAS. Seclion 1 of Memorandum Circular (MC) No. 49. (s. 2018). created
the lnter-Agency Freedom of tnformation Exceptlons Policy Commrttee (IA-FOI-EPC). with
the DOJ and the OSG as co-chairs, to review the lnventory of Exceptions and periodically
update the same to reflecl changes in existing laws and lurisprtdence;

WHEREAS. On 16 September 2021. MC No.89. (s 2021) was lssuerl circrrlarizing
the updated lnventory of Exceptions;

WHEREAS, the ln-FOl-EPC. through lA-t'Ol-EPC Resolution Nos. 2021-002 and
2O22-O01 , propose<J furUxrr ugrJates to the lnvelrtor.y of Exr;eptiolrs;

NOW THEREFORE, the attached updated lnventory of Exceplions ts hereby
circtrlarized lor tlre gtridance of all government offices and instrumentalities covered by
EO No. 02 and the general public.

The foregoing list of exceptions shall be without prejudice to exlsting laws,
jurisprudence, rules or regulations authorizing the dlsclosure of ttre excepted information
upon satisfaction of certaln conditions ln eertaln cases. such as the consent of lhe
concerned party or as may be ordered by lhe courts.

ln evaluating roquests for information. all heads of offices are enjoined to onsuru
tlre nrearrirrgful exercise of the public of thelr righl to access to irrfonnatiolr on public
concerns.

DONE, in the City of Manila. thisl7 tHay of March
Two Thousand and Twonty-Three.

in the Year of our Lord

By authority of lhe Prcsident:

,^,rffiir*,Hffiloo
CEITTITIXD COPY

ATlt. r*rt-
X.q -a>) On[tTn N
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Exceotlons to Rioht to Access of lnformatlon

For the guidance ol all government offices and instrumontalities covered by EO
No. 02 (s. 2016) and the generat public, the following are the exceptions lo the right of
access to information. as recognlzed by the ConsUtutlon, existing laws. or
jurisprudence:l

1. lnformation covered by Executive privilege;

2. privileged informalion relating to national security, defense or intemational
rolations;

3. lnformatlon concerning law enforcement and protection of public and personal
safety;

4. lnformation deemed confidential lor the protectlon of the privacy of persons and
cerlain indlviduals such as minors, victims of crimes, or the accused;

5. lnformation. documents or records known by reason of official capaclty and are
deemed as confirjential, including lhose submitted or disclosed by entities to
gov,emmenl agencies, tribunals, boards, or officprs, in relation to the

[erformance of their functions, or to inquiries or investigation conducted by
ihern in the exercise of their administrative. regulatory or quasi-judicial powers;

6. Prejudicial premature disclosure;

7. Records of proceedings or informatlon from proceedings which, pursuant to law
or rclevanl rules and regulations, are trealed as confidential or privileged;

8. Mattors considercd conlidenlial under banking and finance laws. and thelr
amendatory laws: and

g. Olher exceptions to the right to information under laurs, jurispruclence, rules and
regulalions.

r Thcse oxcoptlons only agrly to govornmenlal bodies whhin the control arKJ suPervision of the
Executive dspartment. Unlc'ss specific.ally i.Jentifi€d, lh63a axc?ptions may bc lnvoked by all oflicbls.
<rfficers or emplo!rcos an lhe Exoctrlave branch lrr pcqscssron of tho relevanl records or informetion.

3lof57 ll)it 3L
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For lhc implementation of lhe exceptions to the right of acoess to information,
the following provilJe the salient detalls and legal bases that define the extent and
application of lhe exceptions.

1 . lnformation covered by Executive privilege.

a. Presidential @nversations, corr€spondences, and discussions in closecl-
door Catrinet meetings;2 and

b. Matters covered by deliberative process privile,,ge, nanrely:

i. advisory opinions, recommendations, resolutions, minutes of meetings,
and deliberations comprising part of a process by which go\€mrnental
decisions and policies are formulated: intra-agency or inter-agency
re@mrnendations or cornmunications during the stage when comrnorl
assertions are still in the procsss of being formulated or are ln the
exploratory stage; or informaticln pertaining to the decision-making of
executive officials;3 and

ii. information, record or document cornprising drafts of decislons, orders,
rullngs, policy decislons, memoranda, etc.;4

2 Privileged information relating to national security, defense or intemational
relations:

a. lnformation, record, or document that must be kept secret in the interest of
national defense or securitys

I This exc€ptlori may only be invoked by llre Preerdant and his dosa advisors. Tho exte,rt of the privil€96
rs defrned by applicable iurisprudorrce: Senab v Eanifo. G.R. No. 169777, 2O April 20OG. 488 SCRA 1 :

lirer, y. Sdrrart Commtl€c on AccountaNw ol PuAb Olhcers and lnvostualiotls, G.R. No. 180643. 4
Seplember 2008, 564 SCRA 152; Al&ayan v. Aquino. G.R. No. 170516, 16 July 2off1. 556 SCRA 468:
and Chavoz v. PCGG, G.R No 1 30716. I D€cemhsr 1994. 29e SCRA 744.

3 Akbyan v. Aquino, srpra: Clpvez v. NHA,G.R. No. 164527, 15 Arrgusl 2OO7; eml Chawz v. PCGG,
sup/a; Sarorro v. @mmiltee on Tra<lo ancl R8.latect Maile,s of t e Narttondl Economic Devf,lopment
Aulhuily. GR No 175210. Ol F6truaty2016.70OPHIL 1-18: andOoparlrnenlolF<:l.otgnAlfabsv.
BCA lnlemalional Cspdation, G.R. No.210&58,29June 20'16. The privilege of lnvoklng lhis exceplion
en<ls when the ex€culivo agoncy adopts a definite proposillrn.
. Seclion 3(d) Rule lV, Rulss lnple/,t1E,nting tlrc Cde ol Anduct and Elhr,al Standrds lor PuUb
Offici€,ls dN Empbyeos (Rule3 on CCESPOE). Drans ot decisions, ord€rs, rullngs, poltcy decisions,
memoranda, and lhe like, such as resolutions prepiled by the rnvostigating proGeculor prior lo approval
for promulgation arrl relesgn to part|t,s [Revric<i Manual ltt &o!trc.rruls of h€ Dep2trltrrenl of Jar$licc
@al)l xe Cso covsred rrndBr this category of oxceplions.

' A|irantld v. Vas4te?, G.R. No. 95367, 23 May 19f}l5,24 SCRA 286: Chavez v. PCGG, surya: Legnspl
v. Civit Servke Cor?rr?'ssfon. L-72119, 29 May 19O7, 150 SCRA 53Ol Chaycz v. NHA, supra: ttoil v.
seaole. sugra,' chavez v. Pubrb Estales Aulhully. G.R. I.lo. 133250, I July 2fi)2. 3&{ SCRA 152;
LagmEn v. lvbdtaldea, G.R. ltlos. 231658. 2317f 1, atfi 231774. 4 Juty 2017,812 PHIL 179-853; and
Ssctton 3(el, Rule lV, Rulea on CCESPOE This erceplbn gonerally indude8 mallers classili€d undsr
Mernoranclrrm Circular (MC) No 78 es amonded by MC No 196 ae 'Top Secret.' 'Secret,"
'Confrdenlial.'and'Reslricled'This exceplion also inchi(les rrrcords, pafrers and inforlrraliorr rolated
to mallers pro\rided under Soclions 16, 18, and 45, Tlp Anr-ferrqism Acl of 2O2OlRepublic Act (FlAl
No. 114791 and lts lmplementing Rules and RGgulalions (lRR). as may be lnvoked by lhe govemrnonl
agency involv€d.

2
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3

b. Diplomatic negotiations and other information required to be kept secret in
the conduct of foreign affairs;G and

c. Patent applications, the publication of wttich would prejudice national
security and interests;7

lnformation @ncerning law enforcement and protection of public and personal
safety:

a. lnvestigation records compiled for law enforcement purposes or information
which il written would be contalned in such records, but only to the extenl
that the production of such records or information would -
a. interfere with enforcement proceedings:
ii. deprive a person of a right to a fair trial or an impartial adiudication;
iii. disclose the identity 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 laufi,tl national
security intelligence investigation, confidential information furnished
only by the confHential source; or

iv. unjustifiablydisclose investigative techniques and procedures:8

b. lnformer's privilege or the privilege of the Govemment not to disclose the
identity of a person or persons who fumish inforrnation of violations of law
to officers charged with the enforcement of law;e

c. When disclosure of infornration would put the life and safety of an individual
in imrninent dangeqro

d. Any information given by lnformants leading to the recovery of carnapped
vehicles and apprehension of the persons charged with camapping:lr and

e. All proceedings inrrclving application for admission into the Witness
Protection Program and the action taken thereon;l?

. Akbayan v. Aquino, supra.' Seclbn 3(a) Rulo lV, Rubr on CCESPOE. Thie prlvllego may be in\rckod
by the Oepartment o[ Foretgn Affarre arrl othar governnrenl bodbs in\rolve\d h dlplomatb n€gotialions.

, I he apdrcabilily of lttrlr exception is doterminod by lho Oi,octor Genaral of lho lnt€lloclual Property
Ot |ce and subj€ct to lho approval of lhe Secr€tary ot the Departmenl of rrado and lrdusuy. Soctbn
44 3 of llrs hilalleclual Properry Code (RA No. 8293, as amondod by RA No. 10372).

I Sctrun 3(l), Rule lV, Rules on CCESPOE: Chawz v. PCGG, sutrr:a May tre irtvoked by law
Gnforcement agsncbs.
'r Akbyan v. Aqulno. strpra: and S€ctron 51. Human Secwily Acl ot 2OO7 (RA No. 9372). May be
invoked by law enloacomont agenc€s.

'o Section 3(b), Rulc lv, Rules on GCESPOE.

'r Section 19. Now Anlt Camappil Acl ol 2016IRA No. 10883). May bo invok€d by law enforcement
agencies.
Ii Sccllon 7, Wiltl€,ss Prolet:lkttt. *cuily arxt furre.r, Ac, (RA No. B9B1).

3
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4 lnformation deerned confidential for the protection of the privacy of persons and
certain individuals such as minors, victims of crimes, or the accused. These
include:

a. lnformation of a personal nature where disclosure would constitute a clearly
unwarranted invasion of personal privacy.'3 personal information or
recorrls,t4 including sensitive personal inforrnation, birth records,ts school
records,lG or medical or health records:17

Sensilive personal information as defined under the Data Privacy Act of
2012 refers to personal infornration:18

(1) about an individual's racr. ethnic origin. marital status, aete, color, and
religious. philosophlcal or polrtical affiliations;

(21 about an individual's health, education, genetic or sexual life of a
person, or to any proceeding for any offense committed or alleged tcl
have been committed by such person, lhe 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 securlty numbers, prevlous 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.

However, personal information may be disclosed to the extent that the
requestecJ information is shown to be a matter of prrblic concern or interest,
shall not meddle with or disturb the private life or family relations of the

tJ Sectlon 3(e). Rule lV, Rules on CCESPOE.
r' Seclions 8 and 15. Data Pravacy Act ol 2Or2 (RA No. 1O173); Personal intonnation fefers to any
lnfo.maton whelher recorded rn a mateial torm or not, frorn wfrlch lho rdentily of an individuat is
epparsnt o. can be reasoneHy arxl dlr€clly ascerlained by th€ entfty holdino ttrc lnformation, or $'tren
put tooether wilh oth€t in ormation would direc{y and certalnly idonlity ao indivldual [S6ction 3(Sl, O€ta
Privacy Act ol 20121; Anicle 26, CMI Code. May b€ invoked by NatEnat Privacl Commisson and
govornment peEonal lnformation oontrolleG. Thls includes intormation collected pursuanl to Secton 18
oi 1116 Dapadment ol Wdnt Worlerc Acl IRA No. 1 1 641 ).
r5 Arllcle 7, the ChtH and Youth Woffaro Codo lProsklential Docree (PD) No. 6031.

'r'Seclion 9141, Edltcation Act of 1982lBatas Parnbansa (BP) Blg. 2321.

'' M€dkal and health ,Ecorals are considergd as s€nslti\re porsonal lnfoamelbn pursuant lo S€ctDn
3(lX2), Dcra Plivecy Act ot 2o12i See also Dopartmsnt o{ Health.Degarlment of Science and
Technokgy (DOST)Phtlippane l-leelth lnsuranco Cofporatron Joint AdmlnBtrailv€ Order No. 20l6{DO2
(Privocy Guidolines for the lmplomonlalion of lhe Phitippine Hoalth lnlormalion Exchangor: Sectlon 9,
MaNaWy Rerortlng ol Nottfiab,€ Diseasas aN Hoallh Ev€.nts ol Public Heelth Concom Act (RA No.
1 t 332); Seclion 36. Un,varcal Heallh Care Acl IRA No. 11223); Section 28, Nalional hilegra@d Cancer
Conlrol Acl (RA No. 11215): and S€ction 5lll, 

^tbnlal 
Hearrr, Acl (RA No. 11036). Mentat lleaflh rscords

under RA No. , 1036 includa informallon oo any aspect qt tho mental health, lroatmont, or cer6 of lh€
servl:e trser.

't Seclron qt), Dara Privacy Acl ol 2Oi2. See also S€ction g. Frce lntomet Access ht public pleces Act
(RA No. 10929); Section 26, Sare Spac€s Ac, (RA No. 11313): and Section 21. T,ax Amnes.y Ac. (RA
No. 11213).

4
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individualre and is not prohibited by any lawor regulation. Any disclosure of
personal information shall b€ i,r jccordance with the princlples of
transparency, legitimate purpose alrd proportircnality.20

Disclosure of personat information about any individual who is or was an

officer or empioyee of a govemrnent institution shall be allorrved, providr-'cl

that such inforrnation relates to the position or functions of the individual,
including: ( 1 ) the fact that the individual is or was an officer or ernployee of
the govemment institution; (21 the title, business address and office
telephone number of the individual; (3) the classification, salary range and
responsibiltties of the position held by the individual; and (4) the name of the
individual on a document prepared by the individual in the course of
emptoyment with the govemment;zr

b. Source of any news report or information appearing in newspapers,
magazines or periodicals of general circulation obtained in confidencei??
and

c. 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 rehabititated drug offenders, including those
pertaining to the following:

( 1 ) records of child and famlly cases;z3
(21 children in conflict with the law from initial contact until final disposition

of the case:z{
(3) a child wtro is a victim of any offense under lhe Anli-Child Pornography

Act of 2OO9, including the name and personal circumstances of the
child. or the child's imrnediate family, or any other information tending
to establish the child's identity;zs

(4) a child witness. who is a victirn of a crime, 3o accused of a crime, or a
witness to a crirne, including the narne, address, telephone number,
school, or other identrfyrng information of a child or an immediate farnily
of the child:26

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

rc Article 2421, Civtl C<xle
x Sectfon 11. Oata F'rtvacy Acl ol 2012.
2f Sectron 4, Data Privacy Act ol 2012.

?2 Att Acl Expotzdirg lhe Cowrage ol E\ompl,ons hom Rewalhq lha Source ol Publtshod No$rs or
lnlormation Ob|ialffid tn Coalldatr,e by hrcluding JounBlisas lrom Broadcasts, and News Agoncbs,
Ananding br tho Pttpose Secton , of RA t'lo. 53, as A,nended By FtA No' 1177 (RA No. 11458). May
be rnvoked by govemmonl newspaps?B

?1 Sectlon 12, Family @urts Acl ol 1997 (RA Act No. 8369).

?. S€ction 43, Juwntle Justico aN Welhra kr ol 2frof (RA No 034/t).

r Section 13. Antt-Child Pqnqraplty Act ol2009 (RA No. 9775).

3, Section 31. n.M. No o0-4{7-SC, Re: Proposed Rttle on Exanl//]at()tr ol a Cltikl [4/,rr)€-ss.

5
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employer, or other identifying information of a victim or an immediate
family memben?7

(6) records of cases and documents involving actions for support including
petitions for recognition and enforcement of foreign decisions or
judgments on support;z8

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

(8) names of vic{inrs of child abuse, exploitation or discilmination;3u
(9) cases of gender-based streets and public spaces sexual harassment.

including information on the victim and the accused who is a minor:3l
(10) disclosure which would result in undue and sensationalized publicity of

any case involving a child in confllct with the law, child abuse, or
vlolation of anti-trafficking of persons;3?

(11) rccords, documents. and communications of proceedings involving
domestic, inter-country, and adminislrative, adoptions, including the
ictentity of the chilcl, nattrrAl parents and adoptive parents:3'l

(12) names of students who committed acts of bullying or retaliation:Y
(13) children in situations of armed conflict;3s
(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: iudicial 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 cornpulsory
subrnission program, or who was charged for violation of Section 15
(use of dangerous drugs) of the Comprehensive Dangerous Drugs Acl
of 20O2, as amended;36 and

?'Soction 44, Attli-Violance Agaitsl Wonrcn atd lt et Childldn Acl ot 2OOl lRA No 9262t; arxl People
v. Cabalquinto. G.R. hlo. 167693, 19 September 2006.
?6 Sections 29 and 30, A.M No. 21{3-02-SC, Re.' Rules on Actbt fd Supprl and Peliliott lu
Recqnitlon aN Enlqcoment ol Fueign Doclsions q Judgmenls on S.tworl.
r Seclion 7, Anti-Trafricking in Persons Act of 2003 (RA No. 92OB), as amended by RA No. 10366.
$ Section N. Spoctal Prctaction ol Childon Agat/,I,sl A}{/se, Exploltatp,n aN Disc/iminal/i,n Ac, (Fl,A

No.701Ol.
3' Secllon 26. Saro Sp.ecos ic, (RA t.lo. 11313!.
u Secton 14, Juv€nite Jusilco atd Welf*p Act ol 2006; Secllon 7. Anil-f.aflickirrg in Pe'sons Act of
2OO3, eB amended; and Seclion 8, Spcial Prolecli(J,n ol Chidren Agah\sl Abuw, Exploilalion arrd
Discrininaliott Acl.
s3 Section 39, Domestc Administretlve Adoplion and Allernativ,a Child Cwo Acl (FtA No. 11642):
Se<lrcns 6 and lA(bl, lnlerc-aunlry Adogilon Act of t995 (RA No. 8043) and Soctions 53. 3{ and 55 of
IRR of RA No. 8(X3; Section 14, Srmutdtod BHh Ractilrcalbnnct (Rn No. 11222) and Sedlon 2E ot
IRR of RA No. 11222.
,. Sectlon 3lil, An0-errMng Acl (RA No. 10627).

s Sectlon 1 9, Spac,L?, Protoction of Ch,Hron tn Sttual,otrs ol Amod q)nfltal Acl (RA No. 1 1 1 88).
! Sctlons 60,64 and 67, Ccrryxchansnn Oangerotts Drugs Acl ol 2OO2 (RA No. 9165).

G
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5

( 1 5) identity, status and medical recorcls of individuals with Human

lmmunodeficiency Virus (HlV), as rrnell as results of HIV/Acquired
lmmune Deficiency Syndrome (AIDS) testing.t'

lnformation, documents or records known by reason of official capacity and are

cleemed as conficlential. inch.rding thr:se submitted or disclosed by entities to

govemrnent agencies, tribunals, boards, or officers, in relation to the

[erforman@ oi greir functions, or to inquiries or investigation conducted by
inem in the exercise of their administrative, regulatory or guasi-judicial powers.

such as but not limited to the following:

a. Trade secrets, intellectual property, business, commercial, financial and

other proprietary inforrnation ; 
3B

b. Data furnished to statistical inquiries, surveys and censuses of the

Philippine Statistics Authority;3e

c. Records and reports subrnitted to the Social Securtty System by the

emplnyer or member:s

d. lnformation of registered p€rsons with the Philippine lclentificalion System;ar

e. lnformation gathered for the HIV and AIDS monitoring and evaluation
program under RA Nlo. 11166 and all other related health intelligence
activities;'2

f, Soctron 44, Philippino HIV ond AIDS Poltcy Act (RA No. l l l6i6). lnformallon covorad by Seclbn 44

may be disctosed wih tha writlen consont ol Ole aff*ted peraon or ln accordarrc€ with Sectlons 45 ancl

46 0t Rl\ No. 1',|166.

1"d€ctrons 45, 106.1. and 150 2, The lntoltecauat Property Ccde (RA No. E293, as amended by RA Ntt.
'to372): s€ction 66.2. sacurrtics Rcgutalf.e,n code (RA No' 8799): oosT Adminblrelive order No' oo4-
to: Sitlon 142, Trto h(por:ation Coda (BP Blg. 68): S€ction 34, Phlippine Compelition Act (RA No.
TOOOZ); SecUon6 23 arx, it (ct, Ttn Noyy Cenifat,J',nk Act (RA No. 76531. Anil-lvloney Laudering Ac.

bafaguard ,lraisures Act (RA No. gSOo); Section 12. Iorb Sutrslances anct Hazsrldaus end NttcJaar

Wasiee Control Acf ol lgg7 (RA No. 6969); Mrde 2gA. Ravisr,d Penal Codo; Secllon 1O.1O, Rulc lO,

2012 Revised IRR of &rid-Operate-Tran{er Law (RA No. 6957). Revr'sd milipp,itto Potts A.tthorily
Monual ol culntae Governance; Seclion r8. En*gy Vitlu8,l ona-stop shop act (RA No. 1123a);

Section 14, enlgpirw Energy Rexarch atd fultcy hrslilule Act (RA No. 1 1 572): S€clion 27O, Nailonal
ln?emal Revenue'Code (RA No. 8424. as anrended by RA No. 'tog€(t); and Section 33. LP1G lMusw
Regutation Act (RA No. t t 592).

s Secllon 26, phlltppine Sretislrail Acl ot 2Or3 (RA No. 10625) and Seclion 4, Com,,rionwodlh Aca No.

59, S€e also Seciion 10.. Cornmunity'Bas€,.l lvbnilg/ing Sysrem Ac, (RA No. 1 131 5)'

.0 s€ctron 24(cr, socra, sa curity Acl o/ t997 (RA No. 1 161 ). a3 amendad l)y RA NO. 8282).

.r Saction 1?, Philipinc Henlihcalbn Sysrem Ac, (RA No. 1 1 o55)

.r Secuon 13, Phitirpi,ro HtV aN AIDS Pohcy Acl IRA No. 11160).

7
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f . Confidential infcrnnation submitted to the Philippine Competition
Commission prohibited from disclosure by law. including the identity of the
person who provided the information under cordition of ano,rymity;n'

g. Applications and supporting documents filed pursuant to the Omnibus
lnvestrnents Code of 1987:ta

h. Documents submitted through the Governnrent Electronic Procurement
System;as

i. lnformation obtained from accessing any eloctronic key, electronic data
message, or electronic document, book, register, corespondence.
information or other material pursuant to any powers conferred under the
Eleclrctnic Comnterce Act of 21OO,aG

j Any confidential information supplied by the contractors in mineral
agreements, and financial or technical assistance agreements pursuant to
the Philippine Mining Act of ,995 and its lmplementing Rules and
Regulations (lRR), during the term of the pruject to which it relates:'r7

k. lnformation received by the Departrnent of Tourism (DOT) in relatlon to the
accreditation of accommodation establishrnents (such as hotels and
resorts) and travel and tour agencies;48

l. The fact that a covered transaction report to the Antl-Money Laundering
Councll (AMLC) has been made. the contents thereof, or any information in
relation thereto:a0

m. lnformation submitted to the Tariff Cornmission which is by nalure
confidential or submitted on a confidential basis;so

n. Certain information and repoils submitted to the lnsurance Commissioner
pursuant to the /nsu rance Code:sl

t:r Section V. Philippine Con1{/c,tiliot Acl (FCA), RA No. 1OG67 aod Section 13, Rule 4 of lhs IRR of
PCA This exceptton can bs iiwoked by lhe Phihppine Competilion Commlssion subisct lo titisll{€fn€d
limitataons und€r th€ PCA.

.'Section 81, EO No. 226 (3. lS87), aa anrended.

{5 Seclion g. Govommcnt Ptocnramenl Rclclrm Acl (RA No 9184).

{u Secllon 32, Eleclrcnic Contn erce Aca ot 2OOO lF,A No 8792).

o' Section U(lr. Phrl ppirte Mining Acl ol 1995 (RA No. 7942).

{, Section I. Rule lX, DOT irc No. Z)lO-02 (Rules and RegulalioG to Govorn. lh€ Accrodrtatron of
Acoommodetk n Establlshmonls - l-lotsls, RssorB and Aparlm€nl Holeh): ard Seclion 23. OOT llilc
No 201$06(RevisedRulesandRegulatronsklGotnrnth6AccreditatbnofTravel andTourAgencios),

'1r S€clbn glct, Antt-Money La.tndering Act ol 2O01, as arnended' Mey be lnvoked by AMLC'
guvornment banks ard lts officers arxl employees

t' Scclior 10, Salogua'd Mcasurgs Act
5t Seclion 297 in relallon with Soclion 295 and Scclion 356, Thc lnsurance fuo (as amend€d by RA
No 1O607).

I
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o. lnformation on registered cultural properties owned by private individuals:r'2

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

q. Any secret, valuable or proprietary information of a confidential character
known to a public officer, or secrets of private individuals;sa

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

s. Records of surveillance of suspects and interception and recording of
communications acquired by a law enforcemenl agent or military personnel
pursuant to the Anti-Tenorism Act of 2020.56

6. lnformation of which a premature clisclosure would

a. in the case of a department, office or agency which agency regulates
curencies, securities, commodities, or financial institutions, be likely to lead
to significant financial speculation in currencies, securities, or comrnodities,
or significantly endanger the stabllity of any financial institution; or

b. be likely or significantly frustrate irnplementatbn of a proposed official
action, except where such deparlment, office or agency has alreacly
disclosed to the public the content or nature of its proposed action, or wtrere
the departrnent, office or agency is required by law to make such disclosure
on its own initiative prior to takrng final official action on such proposal.5T

7 Records of proceedings or information frum proceedings which. pursuant to law
or relevant rules and regulations, are treatecl as confidential or privileged,
including but not limited to the following:

(2 Soction 14. Nalioaa,l Cultural Herllagc Acl d 20Og IRA No. 1fl)66).
$ CI{ED Memorandum frer No. 015-13, 26 May 2013

'1 Artacles 229 end 230, Revised funal code; Seciion 3{k). Anti-Graff and bn pl Praclbos Ac, (RA

(RA No. 6713): Section 7, Exchange ol tnfo/imilrc,n on l:ax Maners Act ol 2OOg (RA No. 10021): and
Seclion 6.2, Secun ros Regulatb,o Cde ( RA No. 8790).

"t Section 3. Rule lV, PACC Re6olutron No. 001. s. Z)18 (lRR ot lho PACCt.
'. Sedion 16, The AntLTetq6m Acl ol 2O2O (RA No. 1 1 479)
5'Sectron 3(91, Rrrl{, lV. Rules m CCFSPOF

!)
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Mediation ancl domestic or intemational arbitration proceedings, including
records, eviden@ and the arbitral awards. pursuant to the Alternative
Dispute Reso/ution Act of 2OO4:fi

b. Matters involved in an lnvestor-State mediation;se

lnformation and statements made at conciliation proceedings uncler the
Labor Code:m

d. Arbitration proceedings before the Construction lndustry Arbitration
Commission (CIAC);61

Results of examinations made by the Securities and Exchange Comrnission
(SEC) on the operations, books and records of any corporation, and all
ilrterrogatories propounded by it and the answers thereto;62

f . lnformation related to investigations which are deemed confkJentiat under
the Se curlties Regulalacns Code;63

g. All proceedlngs prior to the issuance of a cease and desist order against
pre-need companies by the lnsunance Commission; e

h. lnformation related to the assignment of the cases to the reviewing
prosecutors or the undersecretaries in cases involving viotations of the
Comprehensiye Dangerous Drugs Act of 2oOz;as

i. lnvestigation report and the supervision history of a probationer;Bfi

t Those matters classified as confidential uncler the Anti-Terrorism Act of
2O2O and its IRR;G7

r. Scctions 9. 23 ar$ 33, Atlofidtva Drspure Resorurbn (ADR) Acl ol 2OO4 (RA No. 92BS): and DOJ
Circular No. 98 (s 2fiX)) or th€ IRR of the ADR Act.
5e Artide 10, lnlernational Ber AssoLiation Rulea for lnvestor-Stale Mcdbllon
6t Articfe 237, Laoor Cdc.
(r Sectbn 7.1. Rule 7, CIAC Revised Rules of Procedure Govoming Conslruction Art itratron
c2 Section 178, RevlsEd corpor:ation Code ol lhe Philippines. May be invoked by the SEC and any olhor
olficlal autho.ized by law to make such cxsminalron.
6r Seclbns 13.4. 1 5-4, 2S.2 (bl, and 84.2 o, the Secrrribs Regutalion Code.
s Seclpo 53(bX1) ot lhe fte-lvsed de ol ttlE Philippirles. The confrdentrality ol lhe proceedings is
lifted after the bsuance ol lhe ceas€ and desist order.
GT DOJ Oepartment Ci.cutar No. q)6-16 (No. 6r, 10 Febrrrary 2O16
(6 Seclion 17. l+o0.ation Law ot 1976\PO No. 968 (s is76ll.
67 Sections 18 and 45, ft?€ AnliTen4lism Act of 2O2O (RA No. I 1479) end Rut6s 5.8 and S.19 of the
IRR of RA No. 11479

10
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k. Preliminary investigation proceedings before the committee on decorum
and investigation of government agencles;d8

l. lnvestigation prucr:eclings and reeords during the preliminary investigation
in administrative cases in the civll servic€;Es

m. Those inforrnation deerned conficlential or privileged pursuant to peftinent
rules and regulations issued by the Supreme Court, such as information on
disbarment proceedings, DNA profiles ancl results, or those onJered try
courts to be kept confidentlat;7o and

n. lnformation on a bank inquiry orders issued by the Court of Appeals.
including its contents and its receipl.;"

8. Matters consklered confidentlal under banking and finance laws and their
amendatory laws, such as:

a. RA No. 14OS (Law on Secrecy of Bank Deposffs);

b. RA No.6426 lForeign Cunency Deposit Acl of the Philippines) and relevant
regulatlons:

C RA No. 8791 (The Genenl Bankittg Law of 2OOOI;

d. RA No.9160 (Anti-Money Laundering Actof 2001). as amended by RA No.
1 1521;

e. RA No 9510 (Crectit lnfumation Sysfem Act): and

I. RA No.245, as amended by Presidential Decree No. 1878:

I Other exceptions to the right to information under laurs, jurisprudence, rules ancl
regulations. such as:

a. Those deemed confidential pursuant to treaties. executive agreem€nts,
other intemational agreements, or international proceedings, such as:

o Seclron 14. Civil Ssrurco Conrmrsron (CSC) RBsolutaon No. Or.094O.

'q S6clion 21, m17 Rules on Administ.etiva Cases in th6 Civrl Servrce, CSC Reeolution No. 1 7O1077.

'0 Sectiorr 18, Rule 139€ and S{rction 24. Rule 130 of ltre Rules of Court: Section tl of th€ Rule on
ONA Evidence, A.M. No. O6-11-5-SC; and Seciion 26 of the Rule on Facilitated Neluralization of
Refugoes and Statolo$ Per3ons, A.M. No 21-O7-22-SC.

'r Section 16, A.M. No. 21-03-5-CA Re: Rula of *ocedure ln Cos€.s of &nk lnquhy hlto or Examinalion
ol Deposlt end lny€stn ent Accounts Relellng to an Unlewfttl Acalvtty or a lvbney Launderutg Otfense
utder Repuuic Act No. 9160. as Annndad.

l1
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(1) When the disclosure would prejudice legitimale commercial interest or
competitive position of investor-states pursuant to investrnent
agreements;z

(21 Those deemed confklenUal or protected information pursuant to United
Nations Commission on lntemational Trade Law Rules on
Transparency in Treaty-based lnvestor-State Arbitration and
Arbitration Rules (UNCITRAL Transparency Rules):73 and

(3) Refugee proceedings and documents uncler the 1951 Convention
Relating to fhe Sfatus of Refugees. as implemented by DOJ Circutar
No. 58 (s. 2012):

b Testimony from a govemment official, unless pursuant to a court or legal
ordenTo

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

( 1) any purpose contrary to morals or public policy: or
(21 any @mmercial purpose other than fry news and comrnunications

nredia for dissernination to the general public;75

cl Failurc to comply _with regulations on access of records imposed by the
records custodian'76

Lisls, abstracts, summaries of information requested when such lists,
abstracts or summaries are not part of the duties of the government officc
requested;77

f- Those inforrnation and proceedings deemed conficlenlial tr6er rulos and
regulations issued by relevant governmenl agencies or as decided by the
courts;78

/1 Examples. Artirtre 2O (2) ASEAN Comprshensive lnvestmant Agroemenl: Artide 1S (Z) Agr€€m€nt
on lnvestmenl under the Framework Agrecment on lhe Comfrehenstve Economii 'Co6peraton
bcnvoon thc ASEAN ancl lhc Repuilic of lndia, artd Article 1 5 (2) of ttto Agreemenl on lnvoslnrsnt ulder
the Ftatnilork Agre€ment on lhe Comprelrenslve Economic Cooperalion among the Government gf
lhe Member Countries o, tlle ASEAN and the Repubtic of Korea.
;r Anrc,e 7, UNCITRAL ftanspa.€ncy Rut€s
,a Serrate v- Neri, supra; Sonate v. Ermila, atpra.
,!'Ss;lion 8(D). Coda ot Conduct and Ethicat Stodartts lot publrc Oftrcials ond Empbyeas
rc Biaogo v. Ombuclwan Matt,res, G.R. No. 254516. e2 Feh,ntxy 2OZ1 .

tt Betglc'a v. oclpa, G.R. No. 208568, lg November 2ol3: arrl va!fironlo v. Bolnbnto Jr.. G R No.
74S3O. 13 Fotruary ,989, 252 Phil. 264.
il Erarnples: 2Ot2 Guicleftnes and Procedures ln the lnvesligaliotr and ironitoring of Human Raghls
Violalions and Abuses and thc Provrson ot CHR Asststane: Governrnent Servrce lnsurance Syslem,s
Rules oI Procedure of lhe Commino€ on Oaims; Nalional Labor Relalions Commission Resoluiibn No.
o1-O2, Arnerrdrng Certairr Prwisions of the New Rules of Procedure of th€ National Labor Relalions
Conrrnission, 08 Mardr 2d)2; O€partm€nt ot Agrarian Roform MC No. O7-1 ,l , t 9 Juty 201 1 : Department
of SocLal Wellare and Developmenl MC No. 021-12, rO Oclobrr 2012, Scclbn XSoi! of Bangxb Sentrat
ng Prlapinas Circular No. 7O6. s. A)11: Section 42. hvaslnnn! C(rmpany Ac, (tuA No. 2629): Wtr€n tt|€
rnlorrrralon requesletl is ,tol a mattGr of publlc concom or inlerest es rlecidsd n Hilado v. judgd Antx

12
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g. Requested information pertains to comments and disclosures on pending
cases in judicial proceedings:'s and

h. Attorney-client privilege existing between government lawyers ancl their
clienl.Eo

A Reye.s, G.R No. 163155.2'l July 2(X)6: and Questionnelr€a in th€ Professbnal Rcgulalkrn
Cornmissbn tcst b€nks, pursuant lo Antolin-Rosero v. Prdossbnal Regutation Commission. G.R. No.
22O37A. 3O June 2021 .

1e Romero v. Guerzdt. G.R. No. 21 1 81 6, 18 Marcfi 201 5.

r', Canon 21 of the hde ol Ptohsstonal Responstbllity.

13
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Annex 65Ett

FOI REQUEST FLOW CHART

O F?lrrr
Co to wwwJol.gov.fi to your brorr,ser

A
honre address

I F'I'I
' "', Sign-Up | ..': ' r' I r' '. tr ;i 'r,

'r.. i.,',-rt',, .:. Attoch a valid !O.

@
Dashboard. r ,

t.

G-rl*rr
MakeaRequest' t' ,

/'. 
: i. 

f-r .

Pequest ng furty

l Subrnb request to
a

I
@

rlr

lnform on
apprwal or

denral

Flecetving Oft icer

rnrtrar t
evrluetion and v

l---

transmtts to

,-\\,

t\

I *--r

oG;r+-
.r,... ... , :^- ... 1,,(, .: ,,.i,;,-2.. .fy Makg a ReqUCSt Page.
,'i---"'l) :".: lr.- -l:'.'',r".. .,-r SCndMyReqUeSt.

F!r
It, t i,-1, .'. :ir . I t, l',. r',',' t,1,,,'.' i, .) .'. !,' f,

. \ ,,, .'. "' ' tS working days.

G77:-
The agency will prepare the informatron for release
based on your desired format lt wrll be sent to you
depending on the receipt of preference

Returns
to

Decrsron Moker

t
_l

MODE OF REQUESTS
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Annex 65Ftt

Standard Paper-Based FOI REQ[IEST FORM

Plcerc rgrd thc following informrtrun crrcfully bcforc procccdtnl with your sppltcrtion. Urc bluc or blrck inl..wrltc ncatly and irr BLOCK leltcrr. Impropcr.rr lD(orrcctly-fillcd out r'.rrms will not bc actcd upon. TicL or rnarh
borc! wlth'.l(" whclc nc(c3sary. Notc: (a ) dcnotcs a MANDAIORY li.ld.

You ar€ required lo supply your nanre and addreas lor correaporrdence. Addrtronal contact details will
help us deal with your appllcatlon and correspond wlth you ln the monner you prefer.

1. Title (e.q. Mr, Mrs, Ms, Miss) 2. Given Nam als (including M.l) 3. Surname

4. Gomplete Addreao (Apt/House Number, Street, CitylMunicipality, Province)

Ilt'qucsting, I)erIrA

5. Landline/Fax 6. Mobile 7. Email

8, Proterreat Mode ot Communlcataon EI LrndlinG E] Moutte Numbcr EEmail E postat Addr.ss
Itl you(.equett ,5 tuccesslul, we w,tt be tendtng ahc do<umenas ao you in
thit iloan...t

9. Prelerred Mode of Reply

1O. Type of lD Given (Pleose ensute
your lDs contoin your photo and
signotu re )

f3 Ernall fJ rax fl postat Address fJ prcx-Up at Agency

E passport E orrver's License E sss to El postat lD EVoter's lD

fl Scr,oot lD E company tD El otners

B. R"qtresled Irtl'ormation

11 . Agency - Connecting Agency
(if appltcable)

1 2. Title of Document/Record
Requeetod (Please be as detoiled as
possible)

1 3. Date or Period (DD/MM/YY)

14. Purpose

1 5. Document Type

1 6. Reforenc€ Numbers (if known)

17. Any other Relevant lnformatlon a
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(i. I)t:r-lut'ittiott

I declare that:
. The inlormatlon r provlded in the form lr complete and correct:

Prlvacy notlcc;
. I hav€ proa.ntad al loalt on, (ll Covornmcnt-ilaucd lO to aatabllrh proot ot my id.ntlty

I und.6t.nd that it ir an otfanaa lo glva mlalaadlng rnformalion .bout my ldcnltly, and that doing .o may
re3ult rn a deci3ion to rslu$ to proca3! my appkcalion.

Date Accomplished (DD/MM/YYYY) {

Name (Prlnt nome)

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

Date entered on eFOl (if opplicctble,
otherwlse N/A)

Proof of lD Preeenled (Photocoples of
original should be altachecl)

The rcquest lB recommendcd to be:

lf Denled, please tlck ?he Reason for the
Den ial

FOI Registry Accomplished

RO Signature

Date (OD/MM/YYYY )

E Passport fl Drtver's Ltc€nae El sss to fl poetat tD f3 Voter's lD

fl s"noot lD f3 co-pany tD E otn"r"

f1 epprovod fl oeniod

I lnvalid Request I tncomplete fl Oata already avarlable onlrne

I ves D rvo

(print name)

Decision Maker Assigned to
Application (print name)

Dsclslon on Appllcallon E SuccBsslul E PartiEtly Succassfut E Deilierj E Cost

lf Denied, Plea* tick ahe Reason for the E tnvatid R6quo6t E tncomptate EData atready avaitable onlin€
Deniol

E Exceptlon which Exception ?

Date Requett Finish ed (DD/MM/YYYY) <

(DD/MM/YYYY )
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NO WRONG DOOR POLICY FLOWCHART

Requesting ParU

Y

Government Agency 1 (GAl)

Proper agency?

No

Government Agency 2 (GA2)

Proper agency?

No

Proper agoncy?

,vo

Agency shal! mark the rcquect
untuccessful

NOTE:

lf GAI fails to refer the request within three (3) working days upon its receipt, the FOI Receiving
fficer (FRO) shall act on it within the remaining period to respond pursuant to EO No. 2, s. 2016. No
fresh period shall apply.

V

Yes

"Flrst rg,fulrtral'

o

a

(3) worting days Lpon
recepl ol FOI reqreet;
GAI murt venfy with GA2
whctrcr thc inbrmetbn it
withh the ldtcc
GAi must inform lhe
requedil1g party regrding
thc refcrral:
Fresh poriod will apply for
GA2

o

"Soclad teferral"

o

Mrlst be refened within threo
(3) worting days tpon
rceifl of fri.t referral
GA2 must rrerify with GA3
wh€0r€r the infonnatbn is
wi0rh the Htec
GA2 rrurt irform thc
requestirp perty regrding
the refenal:
Frch porbd uill apfi for
GA3

a

a Government Agency 3 (GA3)
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Annex ttH-1"

FOI RE,SPONSE TEMPLATE - DOCTIMENT ENCLOSE,I)

Date

NAME OF REQUESTOR
Position/Desi gnation ( i f 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.

Yqut tequest

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

ResDonse to vour request

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

FOI req uest feed back

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

Thank you.

Respectfully

FOI RECEIVING OFFICER
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THE NATIONAL PRINTING OFFICE
PEOPLE'S FREEDOM OT INFORMATION MANUAL
Updated as of January 2025

Annex ttH-2"

FOI RESPONSE TEMPLATE - ANSWER

Date

NAME OF REQUESTOR
Positi on/Desi gnation (i f 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 reouest 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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THE NATIONAL PRINTING OFFICE
PEOPLE'S FREEDOM OF INFORMATION PTANUAL
Updated as of January 2025

Annex ttH-3tt

FOI RESPONSE TEMPLATE. DOCTIMENT AVAILABLE ONLINE

Date

NAME OF REQUESTOR
Position/Desi gnation (if any )
Company (if any)
Mailing Address
Email Address
Contact No.

Dear 

-:

Greetings!

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

You r request

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

Response to vour reouest

[Some/\4ost/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>.

You r riqht to req uest 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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THE NATIONAL PRINTING OTFICE
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
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THE NATIONAL PRINTING OFFICE
PEOPLE'S FREEDOM OF INFORIVTATION MANUAL
Updated as of January 2025

Annex s(H-4')

FOI RESPONSE TEMPLATE - DOCTIMENT NOT AVAILABLE

Date

NAME OF REQUESTOR
Position/Desi gnation (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.

You r req uest

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 Oflice
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 detailp 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.
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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
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THE NATIONAL PRINTING OFFICE
PEOPLE'S FREEDOM OF INFORMATION MANUAL
Updated as of January 2025

Annex ttH-stt

FOI RE,SPONSE TEMPLATE - IJNDER EXCEPTIONS

Date

NAME OF REQUESTOR
Position/Desi gnation (i f 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 longicomplicated>

Resoonse to your request

While our aim is to provide information whenever possible, in this instance, we are unable
to provide [some ofl 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.

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

FOI reouest 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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THE NATIONAL PRINTING OFFICE
PEOPLE'S FREEDOM OF INFORMATION MANUAL
Updated as of January 2025

Annex 55H-6tt

FOI RESPONSE TE,MPLATE - IDENTICAL RE,QTIEST

Date

NAME OF REQUESTOR
Position/Desi gnation (i f 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>

Resoonse 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 risht 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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THE NATIONAL PRINTING OFFICE
PEOPLE'S FREEDOM OF INFORMATION MANUAL
Updated as of January 2025

FOI reouest 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 RECEIVIIYG OFFICER
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