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SECTIOI\ l: OVERVIEW

ll

1.2

l3

1.4

I Annex "8" - Executive Order (8.O.) No. 2, s.2016
2 Annex "C" - FOI Decision Maker and FOI Receiving Officer of the NPO

Purpose: The purpose of this Freedom of Information (FOI) Manual is to provide
the process to guide and assist the National Prirrting Office (NPO) in dealing with
requests of information received under Executive Order (8.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 NIA North Road, Diliman,
I 100 Quezon City, Mefto Manila.

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

a) That the form is incomplete, or
b) The information is not within the NPO or can be found with another government

agency;
c) Invalid request or not counted as FOI request; and
dt 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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l5

l6

l7

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.3 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
Cornmittee (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 [V 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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I8

I9

No Wrong Door Policy: As a general rule, all fully compliant requests for
information shall be accepted by the FRO and FDM. No request for information
shall be denied or refused acceptance by a government office unless the reason for
the request 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. I or GAI) but
is available in another government agency (government agency no. 2 or
GAz) under the Executive Branch, the request shall be immediately referred
by GAl 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.

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

If 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 faith, erroneously refered the requestto GA2, the latter
shall imnrediately notit/ the former as well as the requesting party, that the
information requested is not available in their agency.

GA2, to whom the request was referred under the First Referral may
subsequently refer the request to another government agency (government
agency no. 3 or GA3) under the procedure set forth in the first paragraph of
this Section. This shall be considered as the "Second Referral" and another
fresh period shall apply.

Referrals under this Order shall only be limited to two (2) subsequent
transfers of request. A written or email acknowledgement of the referral
shall be made by the FOI Receiving Officer of the govemment agency
where it rvas referred.

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

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

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 offrcial 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
accsss to public rccords or official records with the intent to purposcly cover up a
crime, wrongdoing or graft and corruption.

4of57 ll):rge
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SECTIOI\ 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 ofTice 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 FOL 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 fbr information that is not yet publicly
available. FOI.gov.ph also promotes Agency accountability for the administration of the
FOI by graphically displaying the detailed statistics contained in Annual FOI Reports.

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

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

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

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

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

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

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

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

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

5 of 57 l l) a g r
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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 offline or online, which are made. received, or kept in or under
the control and custody of any government office pursuant to law, executive order, and
rules and regulations or in connection with the performance of transaction of official
business by any governnrent office.

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

Official Record/s. Shall refer to information produced or received by a public officer or
employee, or by a government office in an official capacity or pursuant to a public function
or duty.

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

Open Data Website (data.gov.ph). The Open Data website serves as the govetnment'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 adminisfrative appeal for which
a government office has not yet taken final action in all respects. [t captures anything that
is open at a given time including requests that are rvell rvithin the statutory response time.

Perfected Request. A FOI request, which reasonably describes the records, is sought and
is made in accordance with the government office's regulations.

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

6of57 ll)rr
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Proactive Disclosure. Information made publicly available by government agencies
without waiting for a specific FOI request. Government agencies now post on their websites
a vast amount of material concerning their functions and mission.

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

Public Records. Shall include information required by laws, executive orders, rules, or
regulations to be entered, kept, and made publicly available by a government office.

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

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

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

(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

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

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

7of57 ll)rrg(
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SECTION 3: PRONIOTION OF OPENNESS II{ GOVERNMENT

3l Duty to Publish Information: The NPO shall regularly publish. print and
disserninate 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 larrguage 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
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SECTION 4: PROTECTION OF PRIVACY

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

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

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

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 infonnatiotr from a set of data.

9of57 ll)rr
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SECTION 5: STAI\DARD PROCEDTIRE
(See Annex "E" for FOI Request Flow Chart)

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

5t

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
. The request shall reasonably describe the information requested, and the reason

for, or purpose of, the request for information. (See Annq "F" for standard
paper-based I"'OI l?equesl l,'orm.)

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.

5lI 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 parly 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 l5-working day period will commence upon the
receipt of the said requirements.

The request shall be stamped received by the FRO, iudicating the date and
time of the receipt of the written request, and the narne. rank, title and
position of the public officer who actually received it, with a corresponding
signature and a copy, furnished to the requesting party. In case of email
requests, the email shall be printed out and shall follow the procedure
mentioned above. and be acknowledged by electronic mail. The FRO shall
input the details of the request on the Request Tracking System and allocate
a reference number.

5.1.2 In case the requesting party is unable to make a written request. because of
illiteracy or due to being a person with disability, he or she may make an

oral request, and the FRO shall reduce it in writing.

The NPO must respond to requests promptly, within the fifteenth (15;
working day following the date of receipt of the request. A working day is
any day other than a Saturday, Sunday or a day which is declared a national
public holiday in the Philippines. In computing for the period, Art. l3 of the
New Civil Code shall be observed.

5.13

l0ofsTll'



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

5.2

o

o

a)
b)
c)
d)

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

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

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

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

If the records requested refer to another government office, the request
will be immediately fransferred to such appropriate goverrlment office
through the most expeditious manner and the transferring office must
inform the requesting parly 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.

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

s.2.4 Requested information is substantially similar or identical to the
previous request: Shouldthe 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.

5.2.5 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.

1lof57 ll):rpe
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53

5.4

55

56

Complaints. A complaint lodged in the FOI platfbrm/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 rece ipt of the request for
information, the FRO shall evaluate and forward the same to the FDM within one
( I ) day from receipt of the written request. The FRO shall record the date, time and
name of the FDM who received the request in a record book with the corresponding
signature of acknowledgement of receipt of the request.

Role of FDM in processing the request: Upon receipt of the request for
information from the FRO, the FDM shall assess the request and make all necessary
steps to locate and retrieve the information required. The FDM shall ensure that the
complete information requested be submitted to the FRO within 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 identiS 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 office concerned on the disclosability of the
records before making any final decision.

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

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

o

O
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58

5.9

occurrence of fortuitous events or other analogous cases, the FDM shall inform the
FRO.

The FRO shall inform the requesting party ofthe 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 clariS 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 of the agency.

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

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 withirr 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, noti8/ 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 notiff
the requesting party of the action taken on the request within the period
herein provided shall be deemed a denial of the request to information. All
denials on FOI requests shall pass through the Oflice of the NPO Director
IV or to his/her designated officer.

13of57 l[)ngc
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SECTION 6: REMEDIES IN CASE OF DENIAL OF REQTIEST

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

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 ( l5) calendar days from the notice of denial or from the lapse of the period
to respond to the request.

6t

6I

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 of the period to respond to the request.

b) The appeal shall be decided by the NPO Director [V upon the recommendation
of the CARC within thi(y (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.

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

14of57 ll)lge
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SECTION 7: REQTIEST TRACKING SYSTEM

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

l1
i"_l

i--t
I

I

I

l

.---l

8I 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 notiff 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.

8.2

83

I

i

{

I

i

I

,)

l

l

111(
t\
L__.'

ii,)11,
i_

i- _l

{(i
1i
lr
i* ,r

t1()
ti

L

a-l)\
1/
1l

i----,

il
il

I

i-r
(

i
I

il

\l
ltl

L_)

\{1l
I\..--)

16of57 l[)rruu



THE NATIONAL PRINTING OFFICE
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SECTION 9: ADMINISTRATIVE LIABILITY

9.1

9.2

9.3

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

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

Reprimand;
Suspension of one ( I ) to thirty (30) days;
Dismissal from tlre seryice.

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.

17of57 ll)rtge
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SECTION l0: RECOMMENDATION AND APPRO\/AL
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Acting Records Section /
FOI Officer
Date:
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Approved by:

ATTY.

Date:

Noted by

JEAIY PAUL C. MELEGRITO
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Director IV
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Annex 65A"

FOI FREQTIENTLY ASKE,D QT]E,STIOIYS

tntrortuction to nOl

l. 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. lI'hat is Executive Order No. 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 Governarrce
Plan aligned to reforms and initiatives that pursue greater transparency,
accountability, and citizen participation in governauce. EO 2 was signed by the
President on July 23,2016.

Making3.Bc[Jlesr

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.

19of57 ll'rrge
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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. \l'hat 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 specifrc agency of interest, to be received by its
respective Receiving Offi cer.

6. How do I make an FOI request?

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

6. I Through Standard Paper-based Reguest 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 Officer may clarifr the request on
the same day it was filed, such as specifi 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.

D 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)

20of57 l[)
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Like the paper-based FOI platform, requests made through the eFOI
platform will be automatically sent to the agencies concerned for immediate
processing.

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

eFOI Requestors must create llog 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 infonnation.

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" button. Once clicked, the user may choose
the name of the agency.

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

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 of printing, reproduction and/or photocopying.

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

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

If the request is granted, you can expect to receive the documents as an atlachment,
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 tbr the
derrial.

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

2l of57 ll)
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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.

1 l. 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 568"
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BY THE PRESIDENT OF THE PHILIPPINES

EXECUTIVE ORDER NO. r r;

OPERATTONALIZING IN TI{E EXECUTIVE BRANCH THE PEOPLE'S
CONSTITUTIONAL RIGHT TO INFORMATION AND THE STATE
POLICIES OF FIJLL PUBLIC DTSCLOSURE AND TRANSPARENCYIN THE PUBLIC SERVICE AND PROVIDING GUTDELINES
THEREFOR

WHEREAS, pursttant to Sectton )8, Arhclc ll ot the 1gB7 Consfttr.rtrotr, tlreState adopts ancl rmplements a pohcy of full lrubtrc drsclosure of all rts transactronsrnvolving pubtlc ittterest. sublect to reasorrable conclitions prescrrbed by law;

WHEREAS, Sectron 7, Article lll of thr: Constrtrrtrorr guarantees lhe right of thepeople to rnformatron on matters of pubfic corx:erl

WHEREAS, tlte tncorporatton of lltts rrght rrr ttre tlonstftutron rs a re(:oonrtrorr ofthe tundanterttal lole of free and opett exchange of rnformatron rn a clenrocracy. nreantto etthance transparen(:y and accountabrlrty ,,i 5lor,,rnrnent official acls, transactions.or declsrons;

WHEREAS, fire Lxecutrve Branctr
opelatrr;rralrze these constrttrtronal provrsrons

WHEREAS the Presrdent urrrjer Sectlon 1 /. Artrcle Vlt of the Constrtutron.Itas colrtrol over all executlve departments hureaus ancJ offlces, and thc ctuly toensure that the laws be farthfully executed

WHEREAS, the Data Pr rvacy Aut ol 'to12 (R A 1 0'l /3), irrclutlrrrg rtslnrplclnerrting Rules and Regrrlattons, slrenctthens Ure fundamental truman rrgtrt ofpllvacy and of comnlutrtcarttott whrle et)sunng tlrt. lree llow of rnformatron to prtJrrrote
rrrnovation and growth;

NOW, THEREFORE, l, RODRIGO ROA DUTERTE, Presrdent of ttrePhthpprnes. by virtrp of the powers vesterl nr lrre by the Constrtutron anct existrng laws,rlo ltereby order

lllL l'N1..\ll,l N I (.)1. llll I'il1[ Il.l,l).ll:s

EXECLITIVE ORDER (EO) IYO.2, S. 2016

recL),gntzes the urg;ent need to
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"rr. 
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t. Definition. Fnr tho purposc of rhrs Execurrve Ordcr, Ure foilowrng

(a) 'r.rr.rrnrato^' srra, ,rea. arry recorcrs. clocuments. papers, r(.ports,letters. contracts, mrnutas anrJ lranscrrpts of offroai ,r,"Lt,n!", ,r,"pa,books, photographs, dalo, rese.trch nraterials, filnts, sound dnd vrdeorecordrngs, magnL.trc or orher rapes, erectronrc oata 
-ciif,uter 

storeodata, or any other hke or srmrrar ddta or matenars ;";;d;i, stored orarchived in whatever fornrat, whether offtrnc o, 
"nfi*.-rr-ni.n 

are mactereceived. or kept rn o*,de' flrc Conrror ancr custorty-ot rnv gor.rn-o.,rotrce pursralrr to rau execuhve order, and rrr"" nJ'ro$rLlo^*.r, ,,,conneclton with the perforrnance or transachon of off,cra]-ttislness byarry government ofttce

(b) "offrcrar record/records" sharr rerer lo ,lrormato,r produced or recervgJhy a pubhc offrcer or employee. or by .l goverrrnent offrce rn an o6cralcapacity or pursua,tl lo a prrirltc functton ()r (tuty

(c) -l)ubtrc record/records'' srrarr r.crrr<re rnformarron requrred by raws.executrve orders..rures. ur regrrratiorrs to l)e entercd'rqiiano n,r.t*putrhcly avarlable by a governnielrl oltrr:e

SECTION 2. Coverage Thrs orclcr str.rll cover alt qsyslllrrr"nt ofltces (,nclerthc Execurive Branch, rncrudinq rrur nor irn,,tecito-the rrarronar governme?rt and a[ rrsr'rffices departments. bureaus, alrd rnst.unrentahtrcs, r,rcrt,drng government"owned or-controlled corlroratrons, and state ,rn,rers,t,euiii cotteges i;irr sl"r.rrli.enr unrtstLGtJsi are enloined to observe an,t Ue qu,rfe.cf iy tnrs tlrcter

sEcrto' 3' Access to rntormation. Lvr:ry Frrrprrro srra, have access rorrrforrrration. oficral records, pubhc r."orJ..lii,rlocurlents and papers perrarnrng toofftctal acls. lransacttons or dectstons a. wefi irs io qovL.rnment research dala rr-",edas basis ,or pollcy developnlenl

sEcrro' 4. Erceptaon. Access to ,rtornratron stra, be derued when rhe
i:f:Tilf,tl?:l:._HT,. anv or the *,",rpr,oi,''"ishrrn,xJ ,., tne constiiJL,i exrsr,,,s

Ifur f)epartrnent of Justtc(. and lhe Oflrce ol lhe Sohcttor General are herebydtrccted to prepare an inventory_ot s,,cn ercepitns trnd submrl the sarne to the ofrrceof the Presrdent wrthrn thrrty (i0t 
"nron.lri-iav" irrrnr the date of erecriv*y of rhrs

The ofrrce ot the presrdenr sha, ,Ereafter rnrme<Jratery crrcutarze rhelnventory gl exceplro,s ror rhc. gurdanca of .rI government orrrces andlnstrumentahtes covered by thrs Order-and the generat pubhc

sard rnvenrory ot cxcepirors sha, lrcrrodrcary be updated ro properry reflectany change ln exlstlng law and ;urrspruderice and the Dc.partmenl of Justrr:e anct theOffrce of the Sottcrtor (;eneral jr" .tirecteJ-f" ,,irf.r., ilre rnventoty ot except,olrs as
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1

the need tn <tn so arrses tor clrcrrlartzatron as herernat'rove staled

i--r
I

I

a---
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SECTION 5. Availability of SALN. Srrhlt:r:t to the provrstotrs cr-rrrlarrretl ul
Secttorts 3 arrd 4 ul ttrrs Order, all publrc oflrcrals are rernrnded of ttrelr oblrgatron to frle
and make avatlable for scruttny therr Staternents of Assets, Lrabilrtres and Nct Worth
(SALN) tn accorclance wrth existrng laws rtrles arrd regtrlallons, anr! the spirit anr!
letter of thrs Order

SECTION 6. Application ancl lrrterpretation. Itrere strall be a tegal
presumptton tn favor of access to rnforrnatron, ptrbllc records ancl offieral reeords No
request for lnformatton shall be denrecl unleiss rl clenrly falls under any of thr:
exceptaons ltsted rrr the lnventory or up<tatecl irrverrtory of uxceptrorrs clrcularrzccJ tly
the Offrce of the Preslclent as provrded rrr Sectrr:n 4 trereof
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The determrnation of the applicability of any of the Llxceptrons to tlre request
shall be the responstbrlrly of ltre Head of thc' (ifrrce whrclr has custody or control of the
tnfolmatlon, pubhc record or offrc:ral rc'corcJ or <.rf the re$ponsrble cerrtral or field offrcer
cluly desrgnated by trrm rn wrrtlnr;

ln makrng such deterntutatton, the Heacl of the Offrce or hrs designatec! offrcer
shall exercise reasonable clligence to ensure that no exceptron shall be usecl or
avatled of to deny any request for rnformahon or access to pubhc records or otfrcral
recortls lf the- clenral is rntended prrnrarrly ;lrd ;.lurposely to cover up a ct rrne
wrongdoing, graft or corrrrption

SECTION 7. Protection of Privacy. Whrle provrding access to informatron,
publtu records, atttl offtoal recrtrds res[)onsrble otfrr:lals shall atfcrrd fr,rll protectron lo
an rndrvidual's right to pnvacy as follows

1t
I

)

tl

i

(ai Eat:h government offtce per Sectrorr 2 hereof shall ensu,e that pelsonal
tnforrnation in rts custody or under rts control rs drsclosed or released
only lf tt rs rnatertal ol relevant to tlre subiecl rnatler of the reqtrest and
its dtsclosure is pernrtssrble rrnder thrs Order or existing laws, rules or
regulattons,

ri
l1

i-l
l

l

1L

(b) Each government ofltce must prcltect personal rnforrnatron rn lts custody
or control by makrrtg leasonable securrty arrangenrents against leaks or
premature dtsclosttre of personal rnformation whrctr unduly exposes the
tndtvtdual whose personal rrrformalion ts reqtrested to vrlificatron,
harassment, or any other wron<tful ac.ts arrtl

(c) Any employee or oftrcral of a government offrce per Sectlon 2 hereof
who has access, authorizerl ()r unauthorrzecl. to personal rnformatton ul
tlre custody of the offrcc rrtust rrot drsclose that irrfonnatron e-xcept wlrr:n
authorrzed lrnder tlus Order or prrrsuant t,:.1 exrstrng laws r trles ol
regulatrons

I

I

l

SECTION 8. People's Freedom of lnformation (FO!) Manual. For the
effectrve rntplernerrtatlorr ol tlrts Order, every (fovcrnrrrent offrce ts dtrected to prepare
wrthin one htrndred twenty (120) calendar davs from the effectrvlty of thts Order, tts
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own People's F (Jl Manr.ral
ll)tor tnatl(),t

wtuch shall :rrclrrclti, among others, the followrng

r,1 )

I

The locatrort and contact rttlurtnatrort r-lf tlte ltead, regronal lrrovrn,aland ftcltl offtces, clttd otlrtlr ,rstabhsherJ places wtrcre the prr5hr: carlsubmrt reqrrests to otrtarn rnformatrorr,
The person or otftcel responslble for rec;t:rving requests for rrfollatro^The procedure lor the filtrrtl .rrrd processrng of tne request, as provrcfeclrn the srrcce*drng se*ro, g ,f fiirs order,
The standard forrng for tlre stthmrss,on of reqrrestrs arrd for the p,oper
.-acknowledgnlent of such reguests
I he process for the ctsposrtron of requests.
lhe proeedure tor adnrrnrstlative appeal ol any denral of request toraccess to rnfomratlorr, and
The schedule ol alrphcatrle fees

(d)

(e)
(f)

(gl

SEcTloN 9' Procedure' t he fclllowtne procetltrrr. shall g;overrr the llirrg andprocessrng of reqtrests for ;lc.cess tc-r rrrfonn;rt,iri l

(a) Any person who reqtrests a(:oess lo rnformatlon shall submrt a wrrttenreqttest to the governrnettt office concerned rhe request shall state thenanlc and cotttact tnforrrratron of thc r'qrestrng party, provrctc valclpt oot of ltis ttlentrflcatlott or auttrr:nzahon, realonably descrbe thetnforlnatlon requested, artcl the reason for. clr pur-pose,f. the request fortnformation' Pttwrrlrtcl ttrat no request shail be dcnled or refusedacceptatlca unless the reason for thc request is contrary to taw, exrstingrules and regulaltons, or rl ts one of tlre exceptrons contarner1 in tlreinventory of exceptio^s ds rrerernatrove provrded

(b') The pubhc officral recetvtnq the request srrall provrde reasonableasststance' frcs ol c]tatqe. to ettable all ,"quurt,ng parties, partrcularlythose wrth spectat t1oebs, to conrply wrth the rJqgest ,equrrer,entsunrler ttrrs Sectrolr

(c) 
Jl,.i,'::xTl,:]!! ffIil,,j"".f,?L'H,#:i:x[]'ii,lrnx,"rJl1,,l?1,';y lil:recelvlng ptrbhc offit:cr or tlmployc'e wrth the corresporrdrng srgnatrrre,and a copy thercof furrtlslrcd to the reqtrestrng palty Each governnrelrtotlrce shall cstabltsh ;r s,ysle,n lo trace the itatus ol all reqrests fortnlormatlorr r6)cetvti<1 by lt

(d) Ihe government ofhce shall rcspr.lnd to a requesl frrlly complant wrthtlre requltements ol sub-sc'ctron 1ai hereoI as soop as practrcahle trutttot exceeclrng fltteerr ( 15) workrng; clays fronr lre recerpt thereof l-heresponse menttonerl above refer s io tlre tJecrsron ol llre ,ffrceconcerned to qranl or rJeny access to the rnfonnatron requested.
(e) The penod to responcf rltay tre extenclecl whenever the rrrfoll,atrclrrrequestcd lequires exlensrve sr,arch of the governmenl offrce,s recurrlsfacrlities, exalillnatlon r-rf volumrnous r c.cords. the occurrence offortuttous events or other anal0gous (:iEes I lre governnrent offict: strall

4
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notrfy the pelbu,t rrrakinr; ltle r{jqtresl of strch extenSton, Settrrrq tOfih the
reasolls for tJre extenstort lrt no casc slralt the extenston go beyoncl
twenty (20) workrng tlays r:ourrted lrorrr the end ol the ongrnal perrod.
uttless exceptional ctrcunlstartr.:cs wiJrarrt a kxrger perrod

(0 Once a decrston ts ntaclt-r to glarrl llre rer;uest, the person m:rkrrrg tlre
reqtlest shall be nohf ted of strch decrsron and dlrectet! to pay arry
applicable fees

SECTION 1O. Fees. Goverrtrnettl otltccs slrull nr-rt charge any fee for acceptrnq
requests for access to tnforrnation They rnay, howevcr, chaige a reasslatlle lee to
retmburse trecessary costs. tncludtrrg actual costs of reprod,rctaor. and copytng of the
rnformahon requested, sub;ect to cxtsttnq rules arrd regulatrons lrr no case slrall the
appltcable fees be so onerous as to clefeat tlre prrrpos6'of thls Order

SECTION 11. ldontical or Substantially Similar Requests. I ]re government
ofltce shall not be requirr:d to act upon an unreasonable subseqgent ldentical or
substantrally stmtlar request frotn th'. sarrte rt+quostrne party wlrose recltrt,st has
alre:rdy been prevlol.lsly orantecl or tJtrtrecl by the salle govelrtrnt:rrt offrce

SECTION 12. Notice of Denial. lf tlre governrrrenl office deqdes to cleny theteqttest wholly ot parttally. lt shall, as soon as practrcable and wrthrn frfteep (1S)
workrng days from the recerpt of tht-. rr.tlttest notrty the reqpestrng party of the rlenraf
in wntrng The nottce:-;hall clearly set forth the groutrd or grognds lor denral ancJ 6e(:rrculnstances on whtch tlre dental ts basecl Farlure to notrfy the requestrng palty of
the actron taken on thc'tequrest wtthttt the perrod lrcr(]rn provrded shall be deemet1 a
denral of ttre request for access to lnformatron

SECTION 13- Remodies in Case of Denial ol Request for Access tolnformation. A persort whose reqttest fol ilcc()ss to rnfornrafion lras trcelr ctcnred
may av.ril hinrself of the renredres set lorlh below

(a) L)enral of .llty reqtlest for access ttl rrrforrrraton nray be appealed to lrepersol'l oI offtrp rtext lrtgtrer ttl atttltorrty, tollowrng lhe procectgre
mentronecl rtr Scctron B (0 of thrs Oldsr Provrded. that the wrrttenaplnill mttsl be ltlect by the sante pcrson makrrq the request wlthrnfifteelr (15) calendar cJays florrt the rrotrce of denraior froln itre lapse of
the relevarrl penocl lo res;rrxrri to ttre recltrest

(bt lhe appeal shall be cleodr:rl hy tlre perrson or offrse next lrrglrer tn
attthortty wltlrrn thrrty (3O1 wotkrrg days from ltre frhng of sarct wnttenappeal f:atlttre of sttctt petson or otfrce to decrde wrthrn ttre afore-statecl
perrocl shall tre deernect a denral of the apgreal

(c t t lpon exhausttot't ol acllrtu ustl atrver appeal rernedres. the requesting
party may ftle the apprupttate ;utltcrat actron tn accortJance wlth the
Rules of Crxrrt

SEGTION 14- Keeping of Records. liut-4ect t1l exrslrrrq taws. rr.llgs. a1d
tegulatiorts, governmerrt offtct's shall cre:rle arrd/or nrarntatn accurate. and reasonably
complete records of rmportont tnforntatron rn appropnate tormats. and rmplenrent a

li
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Done, tn the Llrty of Mantla. thrs .l 
.lr 

tl
the year of r:ur Lord Two I hous;rrrcl ancl .srxteerr

rccords rllatlagellletll systeflt thJt facrlttate:s cits)- rcjentrficatton, retneval anrl
commrrnrcation of rnformatron to thp pubhc

SECTION 15. Aclnlintstratlve Liability. 1';rrlurt-. to t:ornply wrth the prgvtsrotl..r
o{ tlrrs order.nlay .ll* .. grounrJ lor aclrrrrlrrstratr,rc' ;rnd rtscrplinary sanctrons aqarnst
arrly errtng publrc officer ()r elttploy(re as provrrlerl rrrrtJer o*lsi,^g taws or regulatrons

SECTION 16. lmplementing Details. All q()vtrrnment otfices rn ilre Executrve
Branch are tltrectecl tO formul.rte llrcr respt,ctrve tnrplementrng detarls takrng rrrlo
consideraUon therr rnatrtlates and the rtalure of rrrlornration in their custotly or corrtrol.
withrn orl(:' hundred twenty ( 1?01 clays trom the effectrvlty of thrs Order.

SECTION 17. Separability Ctause. lf any sectron or part of thrs Order s hetd
rrnconsttuhonal or rnvahd, the otlrer sectrons or [rrovrsions not olherwrse affectecl
shall rematn rn full force and effect

SECTION 18. Repealrng Clause. /rll tlrlers, rules and regulations, rssrjancescl arly part thercQf ,ncorlslstent with the provisions of thrs Executive Order ate herebyrepealed, ;tttrertcled ol rrruJtf tecl aucor dlrrgly Provnled that the ]rr svrsrons ofMemorandurn Ctrcttl;ll Nrl '/B t.s lt)6.1), its;inrerrcj,..d, srrull rrol lre deenrecl repreak:rJ
per tdrng; lurther revrew

SECTION 19. Effectivrty Thrs Order
pubhcatiort rn .r rrr.:wsparper of qeneral t:rrr:rrlatron

sh.rll tahe cflect urrntecfiately upon

t:

lr.r I v

irlAt At'AhlAilt;

day of r I'l

Lty tlre Pr esrdent

l-----..--<> I C/
SALy(DOR C. MEDIALDEA' Executlve Secretary
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Annex 66C"

FOI DECISION MAKER AND FOI RECEIVING OFFICER OF THE NPO

Pursuant to Office Order No. I l5-25 dated l4 May 2025,the following official/personnel
are directed to assume and/or undertake the followrng duties/functions effective
immediately.

Name of
Agency

Location of FOI
Decision Maker
(FDM) Office

3'd Floor. OfIice of
the Assistant
Director, NPO
Building. EDSA
corner NIA Nofth
Road, Diliman, I 100

Quezon City, Metro
Manila

Location of FOI
Receiving Officer

(FRO) Office
3'd Floor, Records
Section -
Administrative
Division, NPO
Building, EDSA
corner NIA North
Road, Diliman, I 100

Quezon City, Metro
Manila

Assigned FOI Decision N{aker

ATTY. RUTII MAUREEN C.
RILLON

Director III

Assigned FOI Receiving Officer

DESIREE ANNE D. TAYLAN
Supervising Administrative Offi cer I

Acting Chief, 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

2194 gov.ph

National
Printing
Offrce
(NPO)

National
Printing
Office
(NPO)

Name of
Agency
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Annex 66f)"
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LIST OF EXCEPTIOTYS TO EO NO.2O S' 2016

Offire of tlte ll.lrssibent
of tltc l|Jllrlippirrrs

J{lnlacaitatrg

MEMORANDUM CIRCULAR NO. I 1i

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

WHEREAS. pursuant to Section 4 of Executive Order (EO) No.02. (s. 2016), tlre
Office of the President (OP) issued a Mcnrorandurrr circulartzing the inventory ol
exceptions to the righl to access information under EO No. 02 (lnventory of Exceptions)
on 24 Novernber 2016:

WHEREAS, Section .l of EO No. 02 directs the Department of Justice (DOJ) ond
Ure Office of the Solicitor Gerrcral (OSG) to update the lnventory of Exceptions as the
need to do so arises and the OP to accordingly circularize the same:

WHEREAS. Section 1 of Memorandurn Circular (MC) No.49, (s.2018), createct
the lnter-Agency Freedom of lnformation Exceptions Policy Commrttee (|A-FOI-EPC), with
the DOJ and the OSG as co-clralrs. to review the lnventory of Exceptions and periodically
rupdate the sarne to retlecl changes in exlsting laws and furlspnrdonce:

WHEREAS. On 16 September 2021, MC No.89, (s.2O21) was lsstect circularizlng
the updated lnventory of Exceptions;

WHEREAS. the ln -FOl-EPC. through ln-Fol-EPC Resolulion Nos. 2021-OO2 ond
2O22-O01, proposed furtlrer ugxlates lc.r the lrrventory of Exceptiorrs;

NOW THEREFORE, the attached updated lnventory of Exceptions is hereby
circularized br the gtrldance of all government offices and instrurnentalities covered by
EO No. 02 and lhe general public.

The foregoing hst of exceptions shall be without prejudice to existrng laws,
jurisprudence, rules or regulations authorizing the disclosure of the excppted information
upon satisfaction of cerlaln conclltions ln certaln casas. strch as the consent of the
concerned party or as may be ordered by the courts.

ln evaluating requests for information, all heads of offices are enloined to ensuro
tlre rnearringful exercise of lhe public of llreir right to access to infonnal.ion orr public
conccrns

DONE in lhe City of Manlla, thlslTtEay of March
Two Thousand and Twenty-Three.

in the Year of our Lorcl

By atrllrr-rrity ruf llre Prrrsidettt:

,^.fl'ii^fl,H..ffi*"*
CEITTIFIXD COPY

ArrY.r*r.-ffi(**re{rrD
x.q'wD OntCfm N
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Exceptlone to Risht to Acceas of lnformation

For the guidanoe of alt government offices and inslrumentalities covered by EO
No. 02 (s. 201d') and the geneial public, the following are the oxceptions.to the right of
accass to information. as recognized by the Constitutlon, existing laws' or
jurisprudence:r

1. lnformation covered by Executive privilege:

2. Privileged informalion relating to nalional security, defense or intemational
relations;

3. lnformation concerning law enforcement and protection of public and personal
safetY;

4. lnformation deemed confidential for the protection of the privacy of persons and
certain individuals such as minors, victims of crimes, or the accused;

5. lnformation,documentsorrecordsknownbyreasonofofflclalcapacityandare
deemert as conlidential, including those submitted or disclosod by entities to
govemment agencies, tribunals, boards, or officers, in relation to the

[erformance of their funclions. or lo inquiries or investigation conducted by
them in lhe exercise of their administrative, regulatory or quasi-judlcial powers;

6. Prejudicial premature disclosure;

7. Records of proceedings or information from proceedings which, pursuant to law
or relevant rules and regulations, are treated as confldenllal or privilegetl;

B. Matters considered confidontial under banking and finance laws, and their
amendatory laws; and

g. Other excaptions to the right to information under laws, jurisprudence, rules and
regulations.

r These excspliona only apply to governmenlal bodies witlrin lhe control an<i supsrvision of lhe
Execulive deparlmenl. Unless specifically identiti€d, lhesc exceptions may be invok€d by all ofrlcials,
o{Tcers. or employecs in lhe Executiye branch in posses3ion of thc relevant records or infornlatiorr

3lof57 ll'rrgr
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For the implemcntation of the exceptions to the right of access to information,
the following provide the salient details and legal bases that define the extent and
application of lhe exceptions.

1. lnforrnation covered by Executive privilege

a. Presidential conversations. correspondences, and discussions in closed-
door Cabinet meetings;2 and

b. Matters covered by deliberative process privilege, namely:

advisory opinions, recommendations, resolutions, minutes of meetings,
and deliberations comprising part of a process by which govemmental
decisions and policies are forrnulated: intra-agency or inter-agency
recornmendations or comnlunications during the stage when cotnlnon
assertions are still in the process of being forrnulated or are in the
exploratory stage; or information pertaining to the rtecision-making of
executive officials;3 and
information, record or document comprising drafts of decislons, orders,
rulings, policy decisions, memoranda. etc.:a

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

il. Infclrmatlon, record, or document that must be kept secret in the interest of
national defense or security;s

? This excaption may oflly be invokod by the Pr€sidant ard his cJose advisors. The exterrl of lhI, privilage
rs dcfirrctl lry applicablo iurisprudonco: Scnalc v. Ermila, G.R. No. 169777, 20 Aprll 2006, 488 SCRA 1:
Ner y Sonote Commiltee on Accounlabilry ol Pudic Olficers and lnvestlgations. G.R. No. 180643, 4
September 2OO8, 564 SCRA 152i Akbayan v. Aquino, G.R. No. 1 7051 6. I 6 July 2q)8. 55a SCRA 4681

and Chawz v PCGG. G.R. tlo. 130716,0 f)eccmhar 1998, 299 SCRA 744.

2 Akbayan v. Aquino, supra; Chavez v. AIHA, G.R No. 164527, 15 August 2OO7: and Chavez v. PCGG,
supra', Sereno v. bmmitleo on Trado and Rotalod Moltets ol thc Natrc.nal Economic Developnnnt
Attllruity. G.R. No 175210. 01 F6t ruiily 2016, 780 PHIL l-18. and Doparlnnnl ol Foroign Allahs v.
BCA lnlemalion/,l Cor@/,atioa. G.R. No. 210858, 29 Juno 2016. The privilege ot invoklng this excepllon
ends when th€ execulive agency adopts a definile proposilion.

{ Soclion 3(d) Rulc lV, Ruros lmplomaating lhe Coda ol Conducl ond Ethlcol Stondards lor Puuic
Ollicials end Employ€es (Rules on CCESPOE). Drafts of decisions, orders, rulings. polby decisions,
memoranda. and lho like, such as resolutlons prepared by the Invesugatrng pro6eculor pflor to approval
for promulgatron and reloaae lo part'es [Rdv/bed Mntnnl ftx Pro#cutors of lhe Deparlmanl of Jttslice
(DOJ)I are also covered under this catogory of exceplions.
4 Ahltrtila v. Vasquez, G.R. No.95367.23 May 1Sts, 244 SCRA 280; Chawzv. PCGG, suprcr; Logaspi
v. Civil Servlce Commlssron, L-72119,29 May 1987, 150 SCRA 530: Ctayez v. NHA, surya: Neri v.
Senate, sura; Chawz v. Publb Eslates Authotity. G.R. No. 133250, I July 2002. 3&4 SCRA 152;
Lagman y. lrbdEldea, G R. Nos. 231658. 2311?1, and 231774. 4 Juty 2017,812 PHIL 17O-853: and
Scction 3(e), Rulc lV, Rules orr CCESPOE. Tlris src€plrulr gcflerally indrd€s nrattera clarsifEd under
Memorendum Circular (MC) No 78. as amended by MC No 1.c)6 es "Top Secret.' 'S€cret."
Confidential " and'Reslricted.'This exceplron also rnchrdes records, papers, and inforrnnlhrr related

lo nrallers provided urder Soctions 16. 't8, and 45, Tho Anti-Terrorism Act ol 2020 [Republic Acl (RA)
No. 11a791 and lts lmplemenling Rulos and Regulauons (lRRt, as may be invoked by the governmont
aooncy involved.
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3.

b. Diplomatic negotiations and other information required to be kept secret in
the conduct of foreign affairs;6 and

c. Patent applications, the publication of which would prejudice national
security and interests: 7

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

a. lnvestigation records compiled for law enforcement purposes or information
which if written would be contained in such records, but only to the extent
that the production of such records or information would -
a. interfere with enforcement proceedings:
li. deprlve a person of a right to a fair trial or an impartial adjudication;
iii. disclose the identity of a confidential source ancl in the case of a record

conrpiled by a criminal law enforcement authority in the course of a
criminal investigation. or by an agency conducting a laMul national
security intelligence investigation, r:onficlential information furnished
only by the confidential source; or

iv. unjustifiably disclose investigative techniques and procedures;B

b. lnformer's privilege or the privilege of the Governrnent not to disclose the
iclentity of a person or persons who fumish informatlon of violations of law
to offlcers charged with the enforcement of law;e

c. When disctosure of inforrnation would put the life and safety of an individual
in imminent dange6ro

cl. Any information given by informants leading to the recovery ol carnapped
vehicles ancl apprehension of the persons charged with camapping;l1 and

e. All proceedings involving application tor adrnission into the Witness
Protection Program and the action taken thereon;l2

4 Akbayan v. Aquhro, supra,'S€clion 3(al Rul€ lV. Rules on CCESPOE. Tlris privileg€ may bo invokod
by th€ Departmont ot Foreign Affarrs and othGr govsmmenl bodl€s involved ln dldomatlc negotiations.
r Tho applbabrlily of lhrs excaptron is determined by lhe DlrectoI General of lhe lntellectual Pmp6rly
Offrco and $rbitrt lo lha afrtroval of the Socretary ot the Departmenl of Trade and lrdustry. Soclbn
44.3 of the lntelleclual Property Code (PA, No. 8293, as amended by RA No. ,0372).
8 Smlirrn 3(f). Rule lV, Rulcs on CCESPOE: Chawz v. PCGG. supra May be invotad by law
enforc€menl aEenci€s.
s Akhyan v. Aquino. supra; and S€ction 51. Human Sec.tity Aat al 2OO7 (RA No. 93721. May ba
invoked by low entorcement agGncl€s

'o Seclion 3(b). Rule lV, Rules on CCESPOE
I' Seclbn 'lg. New Anil Carnapping Act of 2016lRA, No. 108831. May b€ hvok€d by law enforcement
agencies.
rr Section 7, Wilneis Ptoleclb,' Saarlty atxt Benefil Act (RA No. O981 ).

3
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4 lnformation deemed confidential for lhe protection of the privacy of persons and
ceilain individuals such as minors, victims of crirnes, or the accused. These
include:

a. lnforrnation of a personal nature where disclosure would constitute a clearly
unwarranted invasion of personal privacy,'3 personal information or
records,14 including sensitive personal information, birth records,ts school
records,'n or medical or health records;17

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

(1) about an individual's race, ethnic origin, marital status, aele, color, and
rellgious, philosophical or political affiliations;

(21 about an individual's health, education, genetic or sexual life of a
porson, or to any proceeding for any offense committed or alleged to
have been committcd by such person, the disposal of such
proceedings, or the sentence of any court in such proceedings;

(3) issued by govemment agencies peculiar to an indiviclual which
includes, but not limited to, social security nurnbers, previous or current
health records, licenses or its denials, suspension or revocation, and
tax retums: ;rnd

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

However, personal information may be disclosed to the extent that the
requested inforrnation is shown to be a nratter of public concern or interest,
shall not meddle with or disturb the private life or family relations of the

il Sectlon 3(e). Rule lV, Rulos on CGESPOE.
r' Sections 8 and 15, Ddta Pnvacy Act ol 2012 (RA No. 10173); Pcrsonol inlonnatiort refers lo any
rnformatron wll€llrer rec'orded in a ,rateflal form or not, from whlch tho identlly of an individual is
apFrar6nt or cen be reasonably erd dlraclly eBcerlamed by th€ entity holding the information, or when
put together with olher lnformation would directly and cortanly ld6ntify en individual ls€ction 3(gr, Dala
Privacy Act ol 2O121; Articlc 26, C:ivil Code. May bo invokcd by Nahonal Privacy Conrmissbn and
gov€rnm€nl personal information oonlrollols. ThB includes informatron collected pursrEnt to Section 18
ol the Departmenl ot Mu.ant Wdtors Acl (RA No. 11641).
It Arlicle 7 , f he Chitd ond Youth Wollare Coctc lPrcaidantiat Decree (PD) No. 6031.
16 S€ction gl4l, Educalion Act ol lOS2lEatas Pambansa (BP) Blg. 2321.

'' Medical and health records are considered as s€nsitive personal lnformelion pursuanl to Sectron
3(lr(21, Oeta Privecy Act ol 2O12i See also Department ot Health-Department ot Scienco and
Toclrrrolugy (DOST)-Phrlippine H€elth lnsuranca Corporahon Joinl ndmlnlstralivc Ordor No. 2016-OO02
(Privacy Guidollncs for lho hnplem€nlation of the Philippirre Health lnlormation Exchange)i Section 9,
Madalory Repiling ol Notiliabb Diseoses and Haallh Evants ol Public Heallh bnaern Acl (RA No.
1 1332): S6clion 36, Uniwrsal Hcrlth Cdre Act (RA No. 1 1 223): Section 28, National lntegrate(t Cancer
Conrro, Ac, (FlA No. t 1215); and Section 5lll, lkotal Healrh Acl (FtA No. 11036). Mental haelth r€cords
under RA No. l lO36 include rnformation on any aspect ot lhe menlal heallh, lreatntont, or care of lhe
sctvlce rrser.

" Sect@n 3(l). Dafa Privdcy Act ol 2012. Sm also Smtron e, Free lnlornet Access ln Publb Phrces Act
(RA No. 10929); S€ction 26. Sa/e Spaces Ac, (RA No. 1 1313): and Secrion 21. Tax Amnesty Act (RA
No.11213).
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individualrs and is not prohibited by any law or regulation. Any disclosure of
personal inforrnation shall be in jccordance with the principles of
transparency, legitimate purpose and proportionality.2s

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

officer or ompioyee of a governrnent institution shall be allowed, provided

that such information relates to the position or functions of the iMividual,
including: (1) the fact that the individual is or was an officer or employee of
the govlrnment institution; (2\ tho title. business address ancJ office
telephone number of the individual; (3) the classification, salary range and
responsibilities of the prcsition held by the individual; and (4) the name of the
lndivldual on a document prepared by the individual in the course of
ernployment with the government;zl

b. Source of any news report or infonnation appearing in newspapers,
magazines or periodicals of gencral circulation obtainecl in confidence:?z
and

c. Records of proceedings and processes deemed confidential by law for the
prlvacy and/or protectircn of certain individuals, such as children, victims of
crime, wltnesses to a crirne or rehabilitated drug offenders, including those
pertaining to the following:

(1) records of child ancl family cases;?3
(2\ children in conflict with the law from initial contact until final disposition

of the case:24
(3) a child who is a victim of any offense underthe Anti-Child Pontography

Act of 2OO9, includlng the narne and personal circumstances of the
child, or the child's immediate family. or any other information tending
to establish the child's identity;2s

(4) a child witness, who is a victim of a crime, an accused of a crime, or a
witness to a crime, including lhe name, address, telephone number,
school, or other identifying information of a child or an immediate family
of the child;26

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

'r Artcle 26(2L Civil Code
4 Scction 11, Data Pnvacy Acl ol 2O12.

,t Seclion 4, Dala Privacy Act of 2012.

", Att Act Expainding th{. Cowrago ol Exemplions hon Rot,,,elhtg lho Sorrcc ol Puilished ,Vews or
tnfMfiallon Obtalned in Confdence by ,nchding Joumarisrs trcm &oadcasts, ard Arans Agenca,s,
Amanding tor the Puloc,se Seclrofl , of RA ilo. 53. as Amended By RA No. ,477 (RA No. 11458) May
be invoked by Oovernmenl n€u6papar8
?x Secllon 12. Fam,ly Coutts Acl ol ,997 (RA Act No. 8369).

;'. Sectiolr 43, Juwntte Justicc and Welfara Acl <{ 2006 (RA No. 034).
8 S€ction 13, Anai-ChW Punography Acl ol2OOg (RA No. 9775)
x'Sclclion 3'1. A.M. No oo-4{7-SC. Rc; PrqposedRule on Exanvnaton ol a Child Wiu'6s-s

5
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(12)
(13)
(14)

(6)

(7t

(8)
(s)

(10)

(11)

employer, or other identifying information of a victim or an immediate
family mernber;?7
records of cases and documents rnvolving actions for support including
petltions for recognitiorr and enforcement of foreign clecisions or
judgments on support;2e
trafflcked persons. lncluding their names and personal circumstances.
or any other information tending to establish the identity of the
traff icked person;2e
names of victirns of child abuse. exploitation or discnminatton;:tu
cases of gender-based streets and public spaces sexual harassment,
including lnformation on the victim and the accused who is a minor:3l
disclosure which rarould result in undue and sensationalized publicity clf
any case involving a child in conflict with the law, child abuse, or
vlolation of anti-trafficking of persons;3!
records, documents, and communications of proceedings involving
domestic, inter-country, and administrative, adoptions, including the
iclentity of the chilcl, natural parents and adoptive parents:33
names of students who committed acts of bullying or retaliation'34
chilclren in situations of armed conflict:3s
first time minor (drug) offenders trnder suspended sentence who
comply with applicable rules ancl regulations of the Dangerous Drugs
Board and who are subsequently discharged; judicial and medical
records of drug dcpendents undor the votuntary submission program:
and records of a drug dependent who was rehabilitated and dischargecl
from treatment arr.d rehabilitation centers under the conrpulsory
subrnission program. or who was charged for violation of Section 15
(use of clangerous drugs) of the Comprehensive Dangerous Drugs Act
of 2002, es amended;-ttr and

, Section 44, Atiliuiolancfi Againsl Women and lhoir Children Acl ol 20& (RA No 9262); and Pcople
v. Cabalquinlo, G.R. No. 167693, 19 Septembor 2006.
t Seclions 29 and 30, A.M No. 21-03-02-SC, Re.' Ruras on Aclio,, lu Suppul anrt Pelilion lor
Rocqnlllotr ord Enlucoment ol FueQn Docisions at J?ldgnnlonts on Suppoil.
a Seclion 7, Anti-frafrcklng in Perens Act of 2OO3 (RA No. 9208). as amended by RA No. 1O364.

:b Sectfon 29, Spocra, Protoction of Children Aga,nsl Abuso, Exploltatbn aN Dlscilm//?atlon nct lRn
No. 761O).

:' Section 26. Sare Spaces Act (RA No. 1 131 3).

32 Sectlon 14, Juwnlle Jusll@ and walfile Act ol zooa. Sectlon 7. Anti-TralLcklng h, fursons Acl ol
2OO3, es amended; arx, S€ction 29. Srycial Ptolecllon of Childron Againsl Abu*. Exploilation and
Oiscnminalio,t Acl.
s:r S6ction 39, Domestb AdminLsttdttue Adoplion and Alldrnathf Child Carc Acl (RA No. 11642);
Sections 6 and 16(b). hter-Counlry Adoptbn Act ol lg95 (FLA No. 8043) and S€ctions 53, 54 and 55 of
IRR of RA No. 8(X3; Sectlon 14, Simuldted Bfilh Rectifrcalb,n Ac, (R  No. 11222) and Sectlon 28 of
IRR of RA No.'11272..
:'{ Sectlon 3lhl, Anti-BuMng 

^ct 
(R/\ No. 1fti27)

r Sectlon 19, Specra, l+otoclion of Chtldrctt tn Silueaiotr$ ol Ailned Co,frbl Acl (R"A No. 1 I 188).

n Sections 60, 64 and 67, Cotnlvelnnsive Dangerous Dtugs Acl <tt 2OO2 (FtA No. 9165).

36of57 ll)rrgu



a-
l

1

I

I

I

THE NATIONAL PRINTING OFFICE
PEOPLE'S FREEDOM OF INFORIVTATION MANUAL
Llpdated as of Jurr e 2025

5

(15) identity, status and rnedical records of individuals with Human

lmrnunodeficiency Virus (HlV), as well as results of HlV/Acquired

lmmune Deficieniy Syndrome (AIDS) testing.3'

lnforrnation, documents or re@rds known by reason of offlcial capacity and are

cleemed as confidential. including those submitted or disclosed by entities to

govemment agencies, tribunals, boards, or oflicers, in relation to the

[edormance oi tneir functions, or to inquiries or investigation conducted by

inem in the exercise of thcir administrative, regulatory or guasi-judicial powers.

such as but not limited to the following:

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

other proPrieta ry information : 
38

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

Philippine Statistics Authority;39

c. Records and reports submitted to the Social Securily System by the
employer or member:ao

d. lnformation of registered persons with the Philippine lclentification System;41

e. lnformation gathered br the HIV and AIDS monitoring and evaluation
program under RA No. 1 1 166 and all other related health intelligence
activities:a2

rf Soctron 44, Plritippitn HtV a,rt A,DS Pottcy Act (RA No. 11166). lnformatbn covered by S€ction 44

nray be discloeed with th6 writlen consent of the aflected p€rson or ln accordance with S€clions 45 and

46 of R/\ No. 1 1 166.

:, Eechons 45, f 06.1, and 150 2, The lntcltoctua! Prcporay C.xla (RA No. 8203. as amsnd€d by RA No
ru372t: Sactiorr 66.2. Securrtes Regulalion Codt (RA No. 8799); DOST Admrnislralive Order No. OO4-

16, se;rlon 142. The btwation Crrn 1ee Bb. 68); section 34. Philiwine com!etilion rlc' (RA No'
f OOOZ): Secttons 23 and it 1c1, lne New Cenfiat tunk Act (RA No. 7653). An//rlvfonoy Laudeilng Acl

tna ru6. 0l@)l Secrion 18. Srrategic Trile Manqemenl Acl (RA No. 10697): Sections 10 and 14.

babOuard /t eisu.es Acl (RA No. AAOO): Section 12, Ioxic SuDstances and Haztdous arrtl NrrJear
Wasics Controt Aat ol 199O (FlA No. 69691; Artrcls 290. Revr'.ser/ Pendl Codo; Soction tO I O. Rule tO.

2012 R€vtsed IRR of Buill-Opdrole-Transler Law (RA No. 6957). Revised milippine Poils Aulltotily
Manuat ol cupt.ato Governance'. Sertion 18. Enetgy Vtfitdl onc-stqp srrop Acl (RA No. 11234);

$ction 14, Pttililtpine Enetgy Rosearch and Polit:y lnslilute Act (RA No. 1 1 572): Soclion 27O, Nal,o,nal

intemal Revenie Code (RA-No. E'424. as amanded by RA No. 'l096it): and Section 33. LPG ldusry
Regulation Acl (.FtA No. 1 1592).

0],Ssctlon 26,pttilippine statst,ce,Ac,of 20t3(RANo. 10625)andseclion4, commonwealthAclN<'
59t See also Seclbn I O. Community'Basd lvbnduing SysrGm Acl (RA No. 1 1 31 51.

ar sectron 24lcl, soctat secwity Act of 1997 (RA No. 11(J1). as amettded by RA No. 8282).

.t S€ction ,t? , Philippna ldenllfication Syslsrn Act (RA No. 1 1O55)

.:' Seclion 43. Phililtpitta HIV and AIDS Polrcy Ad (RA No 1116'6).
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t. Confidential inforrnation subnritted to the Philippine Competition
Commission prohibited from disclosure by law, including the identity of the
person who provided the information under condition of anonymity;43

g. Applications and supporting documents filed pursuant to the Omnibus
lnvestments Code of 1987*ta

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

i. lnformation obtained from accessing any eloctronic key, electronic data
message, or electronic document, book, register, corespondence,
infonnation or other material pursuant to any powers conferred under the
Eleclronic Commerce Act of 2OOO;aG

j. Any confidential infomration supplied by the contractors in rnineral
agreements, and flnancial or technical assistance agrcements pursuant t<t

the Philippine Mining Act of 1995 and its lmplementing Rules and
Regulations (lRR), during thc tr:rm of thc project to which it relates:'f7

k. Inforrnation received by the Department of Tourism (DOT) in relation 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 Anti-Money Laundering
Councll (AMLC) has been rnade. the contents thereof, or any information in
relation thereto;ae

m. lnformation submitted to the Tariff Commission which is by nature
confidential or submatted on a confidential basis;30

n. Certain inforrnation and reports suhmitted to the lnsurance Cornmissioner
pursuant to the /nsurance Code:sl

.r S€ctlon !4. Phttippino Coqnlilrou Ac, (PCA), RA No. 10667 and S€cton 13, Rule 4 of the IRR of
pCA. Thls exception can be invoked by the Philippine Compctilion Commlssion Bublecl to $€lldeftn€d
limlta0ons under th€ PCA.

a'Soctlon 61, EO I{o.226 (s. 1S8/), es enrended.

.5 Saction g, Govemnent Procurenpnl Relorm Acl(R/\ No. 9184).

$ secllon 32, Electronic comnr&fto Acl ol 2000 (RA No 87[12).

{, Soctlon 94(ll, Philippittc Mirthtg At:t ol ,995 (RA No. 7942).

4, S€cilon 1, Rule lX, DOT MC No.201O-O2 (Rules and R€gulatlons to Govetn, lhe Accrodilation ot
Accomfitodatiorr EstabliBhmonts - HolEls, RcsotG and Apartrn6nt Holols); and Seclion 23. DOT MC
No. 2O15-06 (Rovi3ed Rules and Rogulatrons to Govsrn tlr6 Accredilalion of Traveland TourAgencios).

.! Sectlon glcr, AntiMoney Laundertng Act ol 2OO1, as amendgd. May be irwokad by AMLC,
gov€rnmcnt banks and lts ortn:€rs arrl etnployees
qr Saclion 10, Saleguard Measuros Acr.

5! Section 297 in relation wilh Soclion 295 and Saction 356, The tnswanco Codo (aB am€ndod by RA

No 1O6O7),

I

i/

tl
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o. lnformation on registered cultural properties owned by private individuals;s2

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

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

Records or information in connection with any investigation conducted by
the Presidential Anti-Comrption Commission (PACC) when such disclosure
will deprive the respondent of the right to a fair anrl impartial investigatioh;rri
a ncl

s. Records of surveillance of suspects and interception and recording of
communications acquired by a law enforcement agent or military personnel
pursuant to the Anti-Tonorism Act of 2O2O.56

6. lnformation of which a prernature disclosure wouH

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

b. be likely or significantly frustrale implementation of a proposed official
action, except where such department, office or agency has already
disclosed to the public the content or nature of its proposed action, or where
the department, oflice or agency is required by law to make such disclosure
on its own initiative prior to taking final official action on such proposal.s/

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

5, Seciion 11. Nelionel Cufiurd Hefitege Acl ot 2O(N IR,A No. 1O068).

1! CHED Memorandunr Order No. 01S13, 28 May Z)13.
s Arlicles 2n afid 230, Revi.sed Panal Cod,e; S€clion 3{k). At'tti-Grall dnd furupt fteclicrs Acl (RA
No 3Ol9): Seclion 7(c). Code of CozrJual ond Ethical Srondards fur Publlc Ollicials aN Emfloyeos
(RA No. 5713): S€ctaon 7, Exchdnge ol hrldmation on Tax Manars Acl ot 2OOg (FlA No. 11D21); and
Section 6.2, Securities Regulotion Cde (RA No. 8790).
* Section 3, Rule lV. PACC Rosolulion llo. 001. s. 2018 (lRR of lhc PACCI.
i6 Secllon 16, The Antl-Te']rcrlsm Act ot 2O2O (RA No. I 1 47S).

57 Section 3(g), RUle lV, Rttles trrt CCFSPOF

7
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a. Mediation and domestic or intemational arbitration proceedings, including
records, evidene and the arbitral awards, pursuant to the Alternative
Dispule Reso lution Act of 2OO4:8

b. Matters involved in an lnvestor-State mediation:5e

C lnformation and statements made at conciliation proceedings under the
Labor Codaffi

d. Arbitratlon proceedlngs before the Construction lnclustry Arbitratlon
Commission (CIAC):61

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

f . lnformation related to investigations which are deemed confkJential undor
the Se curities Regu lations Code;63

g. All proceedings prior to thc issuance of a cease and desist order against
pre-need companies by the lnsurance commission; 6a

h. lnformation related to the assignment of the cases lo the reviewing
prosecutors or the undersecretaries in cases involving violations of tlre
Comprehensive Darryerous Drugs Act of 2OO2:65

i. lnvestigation report and the supervision history of a probationer;n6

j Those matters classified as confidential under the Anti-Terrorism Act of
2020 and its IRR;6'

!{ Seciions 9. 23 ard 33, Altamattw Dispute ResoluIon gDR) Act ol 2OO4 (RA No. 92ESr; and OOJ
Circular No. 9a (s. 2OOO) or rtr IRR of rh€ ADR Act.
te Ardcle '10. lntornauonal Bar Association Rulec for lnvestor-State Medietlon.
6, Artlcle 237, Labo( Cda.
c' Seclion 7.1. Rule 7, CIAC R<nrise<l Rtrlos of Procadure Govoming Conslructlon Arbltratron
c2 S€clion 118, Revlsed Coryoratb,n Cda ol the Phiilppines. May b6 lnvoked by the SEC and any other
ofilclal authorlzed by law to make such exemination.
6r Seclions 1 3.4. 1 5 4, 29.2 (br, and 64.2 of the Securities Regutation Cocte.
r" Section 53(bxl ) of th€ PrE-Need hde ol lha Philipptures The confrdentiality of lhe proceedtngs ls
litt€d altor the lsauance o, the c€ase and desist ord6r.
0t OOJ Ospartment Circular No. 006-16 (No. 6), 10 February 2O16

0r Soclion 17, Prcbation Law ol 1976IPO No. 968 (6. ,l976)1.

67 Seclions 18 and 45. Tho Anil-Tefivlsm Act d 2O2O (FtA No. I 1479) end Rutes 5.8 and 5.19 of rhe
lRRof RANo. 1147s.

10
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k. Prellminary investigation proceedings before the committee on decorum
and investigation of government agencies:tir]

l. lnvestigation proceedings ancl rocords during the preliminary investigation
in administratlve cases in the civil service:Ge

m. Those information deemed confidential or prlvlleged pursuant to pertinerrt
rules and regulatlons issued by the Supreme Court, such as information on
disbarment prcceedings, DNA profiles ancl results, or those orclered try
courts to be kept confidential, To and

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

8. Matters consirJered confidential under banking and finance laws and their
amenclatory lAws, such as:

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

b. RA No.6426 (Foreign Cunency Deposll Act of the Philipltirres) and relevant
regulations;

c. RA No. 8791 ('the General Banking Law of 2OOOI:

d. RA No.9160 (Anti-Money Laundering Actof 2OO1), as amended by RA No.
1 1521;

e. RA No.951O (Credit lnfumation SysfemAct): and

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

I Other exceptions to the right to information under laws, jurisprudence, ntles ancl
regulations, such as:

a. Those deerned conficlential pursuant to treaties, executive agreem€nts,
other intematlonal agreernents, or international proceedings, such as:

fr Se,ctiolr 14. Crvil Servicc Conrrrrissron (CSC) Resolution No. O1{940.
6a Secliorr 21, 2017 Rul6s on Administratrve Cas€s rn llre Civrl Servrce, CSC Resolulion No. 1701077.
tn SecJion 18. Rule 139-8 and Sectron 24, Rrrl6 130 of thc Rrrles of Court; Ssction 11 ot the Rul€ on
DNA Eviderrce, A.M. No. 0€-11-5-SC: and Sec{ion 26 of tt}€ Rule on Facililated Naluralization of
Rcfugoos and Stalolos6 Porsons, A.M. No. 21 O? 22.sC.

'' Soclion 16, A.M. No. 2l{3-5-CA Re: Rule ol Procodure ln Ca*s ol Bank lnquiry inlo ot Examinalton
ot D€posil end ln}as/:,fr€nl Accounls Releling to en Unlewfttt Acttw or a l/toney Launderrng Olfanse
under Republic Act Na.9160. as Amen<lad.
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( 1 ) When the disclosure woutd prejudice legitimato commercial interest or
competitive position of lnvestor-states pursuant to investment
agreements;'2

(21 Those deerned confidential or protected information pursuant to United
Nations Commission on lntemational Trade Law Rules on
Transpanency in Treaty-based lnvestor-State Adcitration and
Arbitration Rules (UNCITRAL Transparency Rules);/3 and

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

b Testimony from a govemment official, unless pursuant to a court or tegal
orden /a

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

(1) any purpose contrary to morals or public policy; or
(2) any commercial purpose other than by news and cornmunications

media for dissernination to the general public;75

cl Failure to comply with regulations orr access of records imposed by the
records custodian;76

e. Lists, abstracts, summaries of information requested when such lists,
abstracts or summarles are not part of the duties of the government office
requested:77

f. Those information and proceedings deemed confldential unc1er rules ancl
regulati-ons issued by relevant government agencles or as cJecided by the
courts;78

':' Examples. Artlcle 2O (2), ASEAN Comprehensive lnrrestment Agrrcemenl; Article 15 (2) Agreement
on lnvostment under the Framework AEtement on the Comprehensive Economic 

-Co6perafion

botwoon tho ASEAN and lhe Republrc of lndla: and Arlicle 15 (2) of ttlo Agr€€ment on tnv6stm6nt rrnder
the Framework Agrooment on lhe Comprehensive Econonrb Co<lparat6n among the Government of
the lvlember Countries of lhe ASEAN and th€ Republlc of Koroa.
,r Arltcle 7, UNCI f RAL Transoarency Rutes
ta Senate v. Neri strprai Sonote v. Ermila, atpra.
/" Seclion 8(D). coda ol conduct and Ethicat srandar.ts k.r puilic offtctots anct Empbyccs
tr. Biraqo v. Otttbudsnan Manreq G.R. No. 254516, 02 February ZO21 .

tt Belgica v. oct,1J,a. G.R. No. 20ss66, 19 Novcmber 2013; and vahrronre v. B{,tnx,nlc Jr., G R No.
74930, 13 Fehuary 198C, 252 Phil. 264.
7E Examplea: 2Ol2 Gttidolines and Pro@dures in lhe lnvestigalior and Monitoring of Human Rlghts
Molalbns and Abuses and the Prcvision of CHR Assistance; Governmenl Servrce iisurance Systeh's
Rules oI Procedure of lhe Commitle€ on Clarms; Nallonal Labor Retatione Commiasion Resoluiion No.
O1-O2. Anrending C.rrteirr Frovisions of the New Rulos ot Proccdure of ure Nationat Labor Relalions
Comrriesion, O8 Merch 20O2; Oopartm?nl ot Agrarian Rotorm MC No. 07-1 1 . tg Juty 2O1 1: Deparlment
ot Soclal Welfare and Oovolopmenl MC No. O21-12. 16 Oclobf,rt 2012; Section X80il ol BangXo Sentral
ng Pilipinas ciroular No. 706, 3. 2o11; seclion 42. lnvaslmen! company Act (RA No. 2629I wtlen rhe
informelion raquested is nol a matt€r of pubfic concem or inlercsl es rlecrted in Htlacto v. Judge Antor

12
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g. Requested information pertains to comments and disclosures on pending
cases in judicial proceedings;7e and

h. Attorney-client privilege existing between government lawyers and their
client.E0

A. Reyes. G.R No. 163155, 21 July 2006, and Qu€stionnaares ln the Pfofesst nal Regulalion
Commisslon tesl bsnks, pur3uanl lo Anlolin-Roscto v. Prohssional Regulation Comm,ssion. G.R. No.
220378.30 June 2021.
ttt Ronerov. Guerzon, G.R. No. 211816, 18 March 2O15.

ir Canon 21 of lhe We ol Protesslonal Responsiulily.
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Annex 66Et'

FOI REQUE,ST FLOW CHART
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Annex 66F"

Standard Paper-Based FOI REQLIEST FORM

Plcasc read lhc following informatlon carcfully bcfirrc pyqggg4ing wlth y.rur applicailon, Usc bluq or blecl, inI.
Wrilc ncttly !nd lD BLOCK lctlcts. Impropr.r rrt lucorrt'ctly tillcd out forrrrs wlll lrot bc octcd upon. Tich or rfiarL
borcs wlth'X'whcrc n.ccssary. Notc: (a ) dcnot?3 a MANI)A'I'()RY ri.ld.

You are required to supply your name and addross for corrospondenco. Additronal contact details will
help us deal with your appllcation and correspond with you ln th€ manner you prefer.

1. Title (e. g. Mr, Mrs, Ms, Miss) 2. Given Name/s (inrluding M.l) 3 . S urnamg

4. Complete Addresa (Apt/House Nuntber, Street, City/Municipality, Province)

r[tP
FREEDOM OF TNFORMATTON RECLITEST FORM

FOI Tracking Number

2O1 6)

+
This docurnent rnay be reproduoed
arrd ls NOT FOR SALE

(Purouant to Executive Order No.
(ac of Novcrnber 2O161

,i\. Rctluesti trg Part 1'

5. Landline/Fax

8. Pref erred Mode ol Commun lcatlon

9. Prelerred Mode of Reply

1O. Type of lD Gaven (Please ensute
your lDs contain your photo and
signoture)

6. Mobile 7 - Email

E] Landtine E] ruooile Number E] emair E postat Address
(ll yout requett ts successlul, we wtll be sending the documcrrts to you irt
lltts tnottner.)

fl Email fl rar E postal Address D ptcx-Up at Agency

fl Passport fl Drtver's Ltcense El ssS tD E postat tD EVoter's tD

El Scnoot tD El co.pany tD fl others

B. RequLastc.d Irrfornlat iorr

11. Agency - Connecting Agency
(lf app licable)

12. Tltle of Document/Record
Requoated (Please be as detoilect os
possible)

13. Date or Period (DO/MM/YY)

14. Purpose

1 5. Document Type

16. Referance Numbers (if known)

1 7. Any other Relevant lnlo rmation

a
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THE NATIONAL PRINTING OFFICE
PEOPLE'S FREEDOM OF INFORMATION MANUAL
Updated as of Jun e 2025

I daclara thal:
. The lntormetlon provided ln th€ torm 13 complole and correct:
. I hrvG raad thc Pilvlcy nollcc;
. I have pre8onlod at losrl onE (1) governm.nl-,aauod lD to o3tablish prool ol my idantily

I underatand that lt ra an ollense to giva mral.adlng rnlormalion sbout my idanllty. and thal dolng 30 may
rasult ln a decislon to rcfusc to procasa my lpplication.

Signature

Date Accomplished (DD/MM/YYYY )

C. Dcclaratior

Narne (Print name.)

Agency - Connectlng Agency (if
appllcable, otherwise N/A)

Decision on Applicatlon

lf Denied, please tick the Reason for the
Den ial

E Srscnsslul E] partially Successf ul E oerried E cost

El tnvatid Request E lncomplete E Oata already available online

D exception Which Exception'/

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

Prool ot lD Pro3ontcd (Pho?ocoplet of EPassport Eo.irE.'s Licenea tl sss to EPostat to E voter's to
oriqinal should be ol'o<he'l) 

E] scnoot tD E company rD E ortrcrs

The reque3t 13 reoommendcd to be: ElApproved E Deniad

ll Denled, pledse tlck 
'he 

Reason lot lho [] lnvalid Requosl ff lncompleto t] oata atready avartabte ontineOennl

Second Receiving Olficor Assigned
(prlnt name)

Decirion Maker Assigned to
App lication (prtnl name)

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

Date Documents (if any) Sent
(DO/MM/YYYY )

FOI Registry Accompliahed

RO Signature

Date (DD/MM/YYYY)

E v"" E rqo

a
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Prlvacy Notlce: Once dcerned valid
you have appllecl to. to cloal wath l

No. ?. lf the Oepartment or Agenc
sonal informatlon about you, thc (
sure log. along wlth your narno and thc d

our lnformation frorn your application will be urcd by the agcncy
plicatlon aa aet out ln the Frecdom of lnformation Executive Order
ryou accsss to a documont, and if the documont contains no p€r-
nt wlll bc publlrhod onlinc ln thc Departmcnt'r or Agency's dlcclo-
ate you appllcd, and. if anothcr porson, oompany or body wlll usc

or beneflt frorn the docurnente sought. tho name of that peraon,ontlty or bodl

l). l"Ol ltt'c('ivinB Oftlct'r IlN'l'[:l(NA l. USI: ON l.]'l
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THE NATIONAL PRINTING OFFICE
PEOPLE'S FREEDOTVI OF INFORMATION MANUAL
Updated as of Jun e 2025

Annex 66ctt

NO WROT{G DOOR POLI(]Y FLOWCHART

Requesting ParU {

Proper agency?

Proper agency?

No

Proper agency?

V

Yes

No

NOTE:

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

Procesr FOt Requolt
(15-35 working days)

a

'Flrst refcrrel"

(3) working days rpon
receipt of FOI requesl,
GAI mugt vcrily with GA2
whc0rr the inbrmation iB

within the latter;
GAl must irfom the
requesting party regarding
the rehnal;
Frceh perlod will apfly for
GA2

Government Agency 1 (GAl )

rl
t-- __,

Governrnent Agency 2 (G A2l

--)
I

{

(

\

I

(

I

I
l

I

l
I

"Sccond ttfctral"

(3) wofiing days r+on
receipt of firsl relorral
GA2 nurst vcrily with GA3
whdrcr the lnformatlon ie
withh thc latter:
GA2 rnrgt infom the
requesung party rcaardlng
the rcfunal:
Fregh perlod will apply for
GA3

Government Agency 3 (GA3)

Agency shall mark the request
unsuccessful
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THE NATIONAL PRINTING OFFICE
PEOPLE'S FREEDOIVT OF INFORMATION MANUAL
Updated as of Jun e 2025

Annex 66H-1"

FOI RESPONSE, TEMPLATE - DOCUIVIE,I\T E,NCLOSEI)

Date

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

Dear 

-:

Greetings!

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

Your reouest

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

Resoonse to vour reouest

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 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 RE,CEI\TI\G OFFICER

48ofs7l
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THE NATIONAL PRINTING OFFICE
PEOPLE'S FREEDOIVI OF INFORMATION MANUAL
Updated as of Jun e 2025

Annex ssH-}')

FOI RE,SPONSE TEMPLATE, - ANSWE,R

Date

IYAME OF REQUESTOR
Posi tiorr/Designation ( if any)
Company (if any)
Mailing Address
Email Address
Contact No.

I)ca r

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 reouest

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

Resoonse to vour reouest

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,

--i
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i._ _ )
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FOI RECETYING OFFICER
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THE NATIONAL PRINTING OFFICE
PEOPLE'S FREEDOM OF INFORMATION MANUAL
Updated as of Jun e 2025

Annex 6(H-3tt

FOI RESPONSE TEMPLATE . DOCUMENT AVAILABLE ONLINE

Date

NAME OF REQUESTOR
Posi tion /Designation ( if any)
Company (if any)
Mailing Address
Email Address
Contact No.

I)ea r

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 reouest

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

Resnonse to vour request

[Some/NIosUAll] 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>.

l'our right to request a review

If you are unhappy with this response to your FOI request, you may make an appeal by
writing to <insert name of Official> at <insert email and address>. Your appeal should
explain why you are dissatisfied with this response, and should be made within 15 calendar
days from the date when you received this letter. We will complete the review and tell you
the result within 30 working days from the date when we receive your appeal.
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FOI 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 OFFICE,R
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THE NATIONAL PRINTING OFFICE
PEOPLE'S FREEDOM OF INFORMATION MANUAL
Llpdated as of Jun e 2025

Annex ssH-4"

FOI RESPONSE TEMPLATE. DOCUMENT NOT AVAILABLE

Date

]YAME OF REQUESTOR
Posi tiorr/Desi gnation ( if any)
Company (if any)
Mailing Address
Email Address
Contact No.

I)ear

Greetings

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

Your request

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

Response to vour request

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

Yoqr 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 l5 calendar
days from the date when you received this letter. We will complete the review and tellyou
the result within 30 working days from the date when we receive your appeal.
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FOI reouest feedback

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

Thank you.

Respectfully

FOI RE,CEIYTNG OFFICE,R
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Annex 63H-5"

FOI RESPONSE TEMPLATE . I.]NDER EXCEPTIOIYS

Date

I\IAME OF REQUESTOR
Posi tiorr/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.

Your reouest

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

Response to vour reouest

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.

l'opr 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 nalne of Official> at <insert email and address). Your appeal should
explain why you are dissatisfied with this response, and should be made within l5 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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PEOPLE'S FREEDOM OF INFORMATION MANUAL
Updated as of Jun e 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 RE,CE,IVING OFFICER

55of57 ll)l1re



THE NATIONAL PRINTING OFFICE
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Annex 65H-6"

FOI RESPONSE TENIPLATE - IDE,I\TICAL RE,QTIE,ST

Date

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

Dcar

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 req uest

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

Resnonse to vour request

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

Your right to request a review

If you are unhappy with this response to your FOI request, you may make an appeal by
writing to <insert name of Official> at <insert email and address). Your appeal should
explain why you are dissatisfied with this response, and should be made within l5 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 TNFORMATION MANUAL
Updated as of Jun e 2025

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 RE,CE,I\'il\G OFFICE, R
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