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1.

SECTION 1: OVERVIEW

Purpose: The purpose of this Agency Freedom of Information (FOI) Manual
is to provide the process to guide and assist the Libmanan Water District in
dealing with requests of information received under Executive Order (E.O.)
No. 2, Series of (s.) 2016 (Annex “B”).

Structure of the Manual: This Manual shall set out the rules and
procedures to be followed by the Libmanan Water District when a request for
access to information is received. The General Manager is responsible for all
actions carried out under this Manual and may delegate this responsibility
to the Receiving Officer of FOI Receiving Office of the Libmanan Water
District. The General Manager may delegate a specific officer to act as the
Decision Maker (DM), who shall have overall responsibility for the initial
decision on FOI requests, (i.e. to decide whether to release all the records,
partially release the records or deny access).

Coverage of the Manual: The Manual shall cover all requests for
information directed to the Libmanan Water District.

SECTION 2: FOI DIRECTORY

FOI Designation Names of Personnel Contact Information

FOI Champion Engr. Rodolfo A. 09285022173
Jimenez, Jr. nongjimenez@yahoo.com

FOI Receiving Officer Dave Francis L. Alipante 09630313508
alipantedave@gmail.com

FOI Decision Maker Kristine Kay Balingbing 09666983717

kristinekaybliwad@gmail.com

FOI Appeals and Review
Committee

John Kelvin O. Tejada

Ritchie T. Liz

Ramon T. Ril

09386488989
johnkelvintejada@gmail.com

09493380127
rtzihlliz@yahoo.com.ph

09500085402
ramonril1963@gmail.com
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SECTION 3: ROLES OF FOI POINTPERSONS

1. FOI Champion: is the head of the agency who gives the final approval or
denial of all FOI requests lodged to the LIWAD.

2. FOI Receiving Officer: There shall be an FOI Receiving Officer (FRO)
designated at the Libmanan Water District. The FRO shall preferably come from
the Administrative/General Services Office. The FRO shall hold office at
Libmanan Water District, Bagumbayan, Libmanan, Camarines Sur.

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

a. That the form is incomplete; or

b. That the information is already disclosed in the Libmanan Water

District’s Official Website, foi.gov.ph, or at data.gov.ph.

3. FOI Decision Maker: There shall be an FOI Decision Maker (FDM),
designated by the General Manager, with a rank of not lower than a Division
Chief or its equivalent, who shall conduct evaluation of the request for
information and has the authority to grant the request, or deny it based on the
following:
a. The Libmanan Water District does not have the information
requested;
b. The information requested contains sensitive personal information
protected by the Data Privacy Act of 2012;
c. The information requested falls under the list of exceptions to FOI
(Annex “C”); or
d. The request is an unreasonable subsequent identical or
substantially similar request from the same requesting party
whose request has already been previously granted or denied by
the Libmanan Water District.

4. Appeals and Review Committee: There shall be an appeals and review

committee composed of three (3) members of Management Committee,
designated by the General Manger to review and analyze the grant or denial of
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request of information. The Committee shall also provide expert advice to the
General Manager on the denial of such request.

5. Approval and Denial of Request to Information: The Decision Maker shall
approve or deny all requests of information. In cases where the Decision Maker
is on official leave, the General Manager may delegate such authority to
employee with a rank of not lower than a Division Chief or its equivalent,

SECTION 4: 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
agency on the disclosability of the records before any final determination is made.
This process is called a “consultation.”

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

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. 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.gov.ph. The website that serves as the government’s comprehensive FOI
website for all information on the FOI. Among many other features, FOIl.gov.ph
provides a central resource for the public to understand the FOI, to locate records
that are already available online, and to learn how to make a request for
information that is not yet publicly available. FOI.gov.ph also promotes agency
accountability for the administration of the FOI by graphically displaying the
detailed statistics contained in Annual FOI Reports, so that they can be compared
by agency and over time.

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.
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FOI RECEIVING OFFICE. The primary contact at each agency 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 agency determines have become or are likely to become the subject
of subsequent requests for substantially the same records.

FULL DENIAL. When the Libmanan Water District cannot release any records in
response to a FOI request, because, for example, the requested information is
exempt from disclosure in its entirety or no records responsive to the request could
be located.

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

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

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

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.

PARTIAL GRANT/PARTIAL DENIAL. When a government office is able to disclose

portions of the records in response to a FOI request, but must deny other portions
of the request.
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PENDING REQUEST OR PENDING APPEAL. An FOI request or administrative
appeal for which a government office has not yet taken final action in all respects.
It captures anything that is open at a given time including requests that are well
within the statutory response time.

PERFECTED REQUEST. A FOI request, which reasonably describes the records, is
sought and is made in accordance with the government office’s regulations.

PERSONAL INFORMATION. Shall refer to any information, whether recorded in a
material form or not, from which the identity of an individual is apparent or can be
reasonably and directly ascertained by the entity holding the information, or when

put together with other information would directly and certainly identify an
individual.

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 agency 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. An FOI request or administrative
appeal that an agency 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 agency 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, shall refer to personal information:

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

(2) About an individual health, education, genetic or sexual life of a person, or
to any proceedings for any offense committed or alleged to have committed
by such person, the disposal of such proceedings or the sentence of any
court in such proceedings;
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(3) Issued by government agencies peculiar to an individual which includes, but
not limited to, social security numbers, previous or current health records,
licenses or its denials, suspension or revocation, and tax returns; and,

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

SIMPLE REQUEST. A FOI request that an agency anticipates will involve a small
volume of material or which will be able to be processed relatively quickly.

SECTION 5. PROMOTION OF OPENNESS IN GOVERNMENT

1. Duty to Publish Information. The Libmanan Water District shall regularly
publish, print and disseminate at no cost to the public and in an accessible form,
in conjunction with Republic Act 9485, or the Anti-Red Tape Act of 2007, and
through their website www.liwad.gov.ph, timely, true, accurate and updated key
information including, but not limited to:

a. A description of its mandate, structure, powers, functions, duties and

decision-making processes;

b. A description of the frontline services it delivers and the procedure and

length of time by which they may be availed of;

c. The names of its key officials, their powers, functions and

responsibilities, and their profiles and curriculum vitae;

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

Important rules and regulations, orders or decisions;

Current and important database and statistics that it generates;

. Bidding processes and requirements; and,

. Mechanisms or procedures by which the public may participate in or
otherwise influence the formulation of policy or the exercise of its powers.

5o oth o

2. Accessibility of Language and Form. The Libmanan Water District shall
endeavor to translate key information into major Filipino languages and present
them in popular form and means.

3. Keeping of Records. The Libmanan Water District 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.

SECTION 6. PROTECTION OF PRIVACY
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1. While providing for access to information, the Libmanan Water District shall
afford full protection to a person’s right to privacy, as follows:

a. The Libmanan Water District 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 Libmanan Water District 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 Libmanan Water District, shall not disclose that information except
as authorized by existing laws.

SECTION 7. REQUIREMENTS, TIME AND PLACE TO FILE REQUEST

The requesting party shall comply with the following requirements:
a. The request must be in writing. A FOI Request Form (Annex “E”) must be
filled-up completely;
b. Present valid proof or identification or authorization;
c. Shall reasonably describe the information requested, and the reason for,
or purpose of the request for information.

The requesting party shall submit all the requirements enumerated above to the
FOI Receiving Officer (FRO) at:

DAVE FRANCIS L. ALIPANTE
Libmanan Water District
Bagumbayan, Libmanan, Camarines Sur
054-511-9515

The schedule for filing request for information is 8:00AM to 12:00NN and 1:00PM
to 5:00PM, Monday to Friday. The request shall be stamped “Received” by the FRO,
indicating the date and time of the receipt of the written request, and the name,
rank, title and position of the public officer who actually received it, with a
corresponding signature and copy, furnished to the requesting party. The FRO
shall log the receipt of the same and conduct initial evaluation.

SECTION 8. STANDARD OPERATING PROCEDURE
See Request Flow Chart (Annex “F”)

1. Receipt of Request for Information.

1.1 The FOI Receiving Officer (FRO) shall receive the request for
information from the requesting party and check compliance of the following
requirements:
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e The request must be in writing;

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

e The request shall reasonably describe the information requested, and
the reason for, or purpose of, the request for information.

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.

The request can also be made online through the eFOI portal. Requestor can
go to www.foi.gov.ph, click the Sign Up button and provide all the required
fields. Attach a valid ID to create an account and once logged-in the
requestor will be directed to a dashboard containing all the FOI requests of
the account owner. Requestor shall click the Make a Request button then
select the name of the Agency he wish to ask. The requestor will be directed
to the Make a Request page where all fields will be asked to be accomplished
and click Send my Request. The agency will evaluate the request and will
notify the requestor within 15 working days. The agency will prepare the
information for release, based on the requestor’s desired format. It will be
sent based on the requestor’s preference.

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.

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

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

The date of receipt of the request will be either:
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a. The day on which the request is physically or electronically
delivered to the government office, or directly into the email
inbox of a member of staff; or

b. If the government office has asked the requesting party for
further details to identify and locate the requested information,
the date on which the necessary clarification is received.

An exception to this will be where the request has been emailed to an absent
member of staff, and this has generated an ‘out of office’ message with
instructions on how to re-direct the message to another contact. Where this
is the case, the date of receipt will be the day the request arrives in the inbox
of that contact.

Should the requested information need further details to identify or locate,
then the 15 working days 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
closed.

2. Initial Evaluation. After receipt of the request for information, the FRO shall
evaluate the contents of the request.

2.1. Request relating to more than one office under the Libmanan
Water District: If a request for information is received which requires
to be complied with, of different offices, the FRO shall forward such
request to the said 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.

2.2. Requested information is not in the custody of the Libmanan Water
District or any of divisions: If the requested information is not in the
custody of the Libmanan Water District or any of its division, following
referral and discussions with the FDM, the FRO shall undertake the
following steps:

If the information or records requested refer to another agency, the
request will be immediately transferred to such appropriate agency
through the most expeditious manner, pursuant to PCOO FOI-MC No.
21-05 or Guidelines on the Referral of Requested Information, Official
Record/s and Public Record/s to the Appropriate Government Agency
otherwise known as the “No Wrong Door Policy for FOI” (Annex “G”.
Also see Annex “H” FOI No Wrong Door Policy Flow Chart). The
request must be referred to appropriate agency within three (3) working
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days upon receipt, otherwise the FRO shall act on it within the
remaining period to respond pursuant to EO No. 2, s. 2016 and no
fresh period shall apply. The requesting party will be informed that the
request is not in the custody of the Libmanan Water District and has
been transferred to other appropriate agency. The request can only be
transferred up to second referral. The transferring office must verify
with the receiving office whether the information is within their
possession; and the 15 working days requirement for the receiving
office commences the day after it receives the request. If request is not
in the custody of the Government Agency 3 (second referral), the agency
shall mark the request unsuccessful and inform the requesting party. o
If the records refer to an office, not within the coverage of E.O. No. 2,
the requesting party shall be advised accordingly and provided with the
contact details of that office, if known.

2.3. Requested information is already posted and available on-line:
Should the information being requested is already posted and publicly
available in the Libmanan Water District 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.

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

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

4. Role of FDM in processing the request: Upon receipt of the request for
information from the FRO, the FDM shall assess and clarify the request if
necessary. He or she shall make all necessary steps to locate and retrieve
the information requested. The FDM shall ensure that the complete
information requested be submitted to the FRO within 10 days upon receipt
of such request.

The FRO shall note the date and time of receipt of the information from the

FDM and report to the General Manager or the designated officer, in case the
submission is beyond the 10-day period.
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If the FDM needs further details to identify or locate the information, he
shall, through the FRO, seek clarification from the requesting party. The
clarification shall stop the running of the 15 working day period and will
commence 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 agency concerned on the
disclosability of the records before making any final determination.

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

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

The FRO shall inform the requesting party of the extension, setting forth the
reasons for such extension. 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.

7. Notice to the Requesting Party of the Approval/Denial of the Request:
Once the DM approved or denied the request, he shall immediately notify the
FRO who shall prepare the response to the requesting party either in writing
or by email. All actions on FOI requests, whether approval or denial, shall
pass through the General Manager or his designated officer for final approval.

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

9. Denial of Request: In case of denial of the request wholly or partially, the
FRO shall, within the prescribed period, notify the requesting party of the
denial in writing. The notice shall clearly set forth the ground or grounds for
denial and the circumstances on which the denial is based. Failure to notify
the requesting party of the action taken on the request within the period
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herein provided shall be deemed a denial of the request to information. All
denials on FOI requests shall pass through the Office of the General
Manager or to his designated officer.

SECTION 9. REMEDIES IN CASE OF DENIAL
See Annex “I” (FOI Appeal Flow)

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

1. Administrative FOI Appeal to the Libmanan Water District Appeals and
Review Committee: Provided that the written appeal must be filed by the
same requesting party within fifteen (15) calendar days from the notice of
denial or from the lapse of the period to respond to the request.

a. Denial of a request may be appealed by filing a written appeal to
the Libmanan Water District Appeals and Review Committee
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 General Manager upon the
recommendation of the Appeals and Review Committee within
thirty (30) working days from the filing of said written appeal.
Failure to decide within the 30-day period shall be deemed a denial
of the appeal.

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

SECTION 10. REQUEST TRACKING SYSTEM

The Libmanan Water District shall establish a system to trace the status of
all requests for information received by it, which may be paper-based, on-line or
both.

SECTION 11. FEES

1. No Request Fee. The Libmanan Water District shall not charge any fee for
accepting requests for access to information.

2. Reasonable Cost of Reproduction and Copying of the Information: The
FRO shall immediately notify the requesting party in case there shall be a
reproduction and copying fee in order to provide the information. Such fee
shall be the actual amount spent by the Libmanan Water District in
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providing the information to the requesting party. The schedule of fees shall
be posted by the Libmanan Water District.

SCHEDULE OF FEES

SERVICE COST
Reproduction or photocopy Php 2.00 per page (either short or
long)
Preparation and printing Php 10.00 per page (either short
or long)
Retrieval fee a. For documents retrieval within

one (1) day - Php 50.00

b. For documents retrieval for
more than one (1) day to one (1)
week- Php 150.00

c. For documents requiring more
than one (1) week -Php 250.00

Delivery charge (express mail) Php 200.00

Appeal of Notice of Denial (covers | Php 1,000.00
for administrative expenses and
research fee)

3. Exemption from Fees: The Libmanan Water District may exempt any
requesting party from payment of fees, upon request stating the valid reason
why such requesting party shall not pay the fee.

The following shall be exempted from fees:

a. Documents requested by other government agencies;

b. Documentary requirements for internal negotiation or agreement of the
District with other entities.

SECTION 12. ADMINISTRATIVE LIABILITY

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

a. 1t Offense - Reprimand;
b. 27d Offense - Suspension of one (1) to thirty (30) days; and
c. 3 Offense - Dismissal from the service.

2. Procedure. The Revised Rules on Administrative Cases in the Civil Service shall
be applicable in the disposition of cases under this Manual.
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3. 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 anybody or agency, which provides for more stringent penalties.
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SECTION 13. ANNEXES

ANNEX “A”
FOI FREQUENTLY ASKED QUESTIONS

Introduction to FOI

1. What is FOI?

Freedom of Information (FOI) 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 the
government transactions and operations, provided that it shall not put into
jeopardy privacy and matters of national security.

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

2. What is Executive Order No. 2, S. 2016?

Executive Order No. 2 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 was signed on 23 July 2016. It 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.

3. Who oversees the implementation of EO 2?
The Presidential Communications Office (PCO) oversees the operation of the FOI
program. PCO serves as the coordinator of all government agencies to ensure that

the FOI program is properly implemented.

Making a Request

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

5. What can I ask for under EO on 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.

6. What agencies can we ask for information?

An FOI request under EO 2 can be made before all government offices under the
Executive Branch, including National Government Agencies (NGAs), Government
Owned or Controlled Corporations (GOCCs), State Universities and Colleges (SUCs),
and Local Water Districts (LWDs)

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

7. How do I make an FOI request?

a. The requestor is to fill up a request form and submit it to the agency’s
Receiving Officer. The Receiving Officer shall validate the request and logs
it accordingly on the FOI tracker.

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

c. The request is forwarded to the 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 of any previous
request.

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

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

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

g. The agency shall prepare the information for release, based on the desired
format of the Requestor. It shall be sent to the Requestor depending on the
receipt preference.
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8. How do I make an FOI request online?

a. Requestor can go to www.foi.gov.ph

b. Click the Sign Up button and provide all the required fields. Attach a
valid ID to create an account.

c. Once logged-in the requestor will be directed to a dashboard
containing all the FOI requests of the account owner.

d. Requestor shall click the Make a Request button then select the name
of the Agency he wish to ask.

e. The requestor will be directed to the Make a Request page where all
fields will be asked to be accomplished and click Send my Request.

f. The agency will evaluate the request and will notify the requestor
within 15 working days.

g. The agency will prepare the information for release, based on the
requestors desired format. It will be sent based on the requestors
preference.

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

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

10. 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, the information requested will be attached, using a format
that you specified. Otherwise, the agency will explain why the request was denied.

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

It is mandated that all replies shall be sent fifteen (15) working days after the
receipt of the request. The agency will be sending a response, informing of an
extension of processing period no longer than twenty (20) working days, should the
need arise.

12. What if I never get a response?
If the agency fails to provide a response within the required fifteen (15) working
days, the Requestor may write an appeal letter to the Appeals and Review
Committee within fifteen (15) calendar days from the lapse of required response
period. The appeal shall be decided within thirty (30) working days by the Appeals
and Review Committee.
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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.

13. 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 Appeals and Review Committee within fifteen (15) calendar days from the
lapse of the required response period. The appeal shall be decided within thirty (30)
working days by the 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 “B”

MALACANAN PALACE
MANILA

BY THE PRESIDENT OF THE PHILIPPINES
EXECUTIVE ORDER NO. 02

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

WHEREAS, pursuant to Section 28, Article II of the 1987 Constitution, the State
adopts and implements a policy of full public disclosure of all its transactions
involving public interest, subject to reasonable conditions prescribed by law;

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

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

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

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

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

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

SECTION 1. Definition. For the purpose of this Executive Order, the following
terms shall mean:

LIWAD-FOI Manual 2025 Revision Page 19 of 58



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

(b) “Official record/records” shall refer to information produced or received
by a public officer or employee, or by a government office in an official
capacity or pursuant to a public function or duty.

(c) “Public record/records” shall include information required by laws,
executive orders, rules, or regulations to be entered, kept and made publicly
available by a government office.

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

SECTION 3. Access to information. Every Filipino shall have access to
information, official records, public records and to documents and papers
pertaining to official acts, transactions or decisions, as well as to government
research data used as basis for policy development.

SECTION 4. Exception. Access to information shall be denied when the
information falls under any of the exceptions enshrined in the Constitution,
existing law or jurisprudence.

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

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

Said inventory of exceptions shall periodically be updated to properly reflect any
change in existing law and jurisprudence and the Agency of Justice and the Office
of the Solicitor General are directed to update the inventory of exceptions as the
need to do so arises, for circularization as hereinabove stated.
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SECTION 5. Availability of SALN. Subject to the provisions contained in Sections
3 and 4 of this Order, all public officials are reminded of their obligation to file and
make available for scrutiny their Statements of Assets, Liabilities and Net Worth
(SALN) in accordance with existing laws, rules and regulations, and the spirit and
letter of this Order.

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

The determination of the applicability of any of the exceptions to the request shall
be the responsibility of the Head of the Office, which is in custody or control of the
information, public record or official record, or the responsible central or field
officer duly designated by him in writing.

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

SECTION 7. Protection of Privacy. While providing access to information, public
records, and official records, responsible officials shall afford full protection to the
right to privacy of the individual as follows:

(a) Each government office per Section 2 hereof shall ensure that personal
information in its custody or under its control is disclosed or released only if
it is material or relevant to the subject matter of the request and its
disclosure is permissible under this order or existing law, rules or
regulations;

(b) Each government office must protect personal information in its custody
or control by making reasonable security arrangements against leaks or
premature disclosure of personal information, which unduly exposes the
individual, whose personal information is requested, to vilification,
harassment or any other wrongful acts.

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

SECTION 8. People’s Freedom to Information (FOI) Manual. For the effective
implementation of this Order, every government office is directed to prepare within
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one hundred twenty (120) calendar days from the effectivity of this Order, its own
People’s FOI Manual, which shall include among others the following provisions:
(@) The location and contact information of the head, regional, provincial,
and field offices, and other established places where the public can obtain
information or submit requests;
(b) The person or office responsible for receiving requests for information;
(c) The procedure for the filing and processing of the request as specified in
the succeeding section 9 of this Order.
(d) The standard forms for the submission of requests and for the proper
acknowledgment of requests;
(e) The process for the disposition of requests;
(f) The procedure for the administrative appeal of any denial for access to
information; and
(g) The schedule of applicable fees.

SECTION 9. Procedure. The following procedure shall govern the filing and

processing of request for access to information:
(a) Any person who requests access to information shall submit a written
request to the government office concerned. The request shall state the name
and contact information of the requesting party, provide valid proof of his
identification or authorization, reasonably describe the information
requested, and the reason for, or purpose of, the request for information:
Provided, that no request shall be denied or refused acceptance unless the
reason for the request is contrary to law, existing rules and regulations or it
is one of the exceptions contained in the inventory or updated inventory of
exception as hereinabove provided.
(b) The public official receiving the request shall provide reasonable
assistance, free of charge, to enable, to enable all requesting parties and
particularly those with special needs, to comply with the request
requirements under this Section.
(c) The request shall be stamped by the government office, indicating the
date and time of receipt and the name, rank, title and position of the
receiving public officer or employee with the corresponding signature, and a
copy thereof furnished to the requesting party. Each government office shall
establish a system to trace the status of all requests for information received
by it.
(d) The government office shall respond to a request fully compliant with
requirements of sub-section (a) hereof as soon as practicable but not
exceeding fifteen (15) working days from the receipt thereof. The response
mentioned above refers to the decision of the agency or office concerned to
grant or deny access to the information requested.
() The period to respond may be extended whenever the information
requested requires extensive search of the government office’s records
facilities, examination of voluminous records, the occurrence of fortuitous
cases or other analogous cases. The government office shall notify the
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person making the request of the extension, setting forth the reasons for
such extension. In no case shall the extension go beyond twenty (20)
working days unless exceptional circumstances warrant a longer period.

(f) Once a decision is made to grant the request, the person making the
request shall be notified of such decision and directed to pay any applicable
fees.

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

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

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

SECTION 13. Remedies in Cases of Denial of Request for Access to
Information.
(a) Denial of any request for access to information may be appealed to the
person or office next higher in the authority, following the procedure
mentioned in Section 9 of this Order: Provided, that the written appeal must
be filed by the same person making the request within fifteen (15) calendar
days from the notice of denial or from the lapse of the relevant period to
respond to the request.
(b) The appeal be decided by the person or office next higher in authority
within thirty (30) working days from the filing of said written appeal. Failure
of such person or office to decide within the afore-stated period shall be
deemed a denial of the appeal.
(c) Upon exhaustion of administrative appeal remedies, the requesting part
may file the appropriate case in the proper courts in accordance with the
Rules of Court.

SECTION 14. Keeping of Records. Subject to existing laws, rules, and regulations,
government offices shall create and/or maintain accurate and reasonably complete
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records of important information in appropriate formats, and implement a records
management system that facilitates easy identification, retrieval and
communication of information to the public.

SECTION 15. Administrative Liability. Failure to comply with the provisions of
this Order may be a ground for administrative and disciplinary sanctions against
any erring public officer or employee as provided under existing laws or regulations.

SECTION 16. Implementing Details. All government offices in the Executive
Branch are directed to formulate their respective implementing details taking into
consideration their mandates and the nature of information in their custody or
control, within one hundred twenty (120) days from the effectivity of this Order.

SECTION 17. Separability Clause. If any section or part of this Order is held
unconstitutional or invalid, the other sections or provisions not otherwise affected
shall remain in full force or effect.

SECTION 18. Repealing Clause. All orders, rules and regulations, issuances or
any part thereof inconsistent with the provisions of this Executive Order are hereby
repealed, amended or modified accordingly: Provided, that the provisions of
Memorandum Circular No. 78 (s. 1964), as amended, shall not be deemed repealed
pending further review.

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

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

(Sgd.) RODRIGO ROA DUTERTE

President of the Philippines

By the President:

(Sgd.) SALVADOR C. MEDIALDEA
Executive Secretary
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ANNEX “C”

LIST OF EXCEPTIONS

The following are the exceptions to the right of access to information, as recognized
by the Constitution, existing laws, or jurisprudence:!

o

Information covered by Executive privilege;

. Privileged information relating to national security, defense or international

relations;

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

Information deemed confidential for the protection of the privacy of persons
and certain individuals such as minors, victims of crimes, or the accused;
Information, documents or records known by reason of official capacity and
are deemed as confidential, including those submitted or disclosed by
entities to government agencies, tribunals, boards, or officers, in relation to
the performance of their functions, or to inquiries or investigation conducted
by them in the exercise of their administrative, regulatory or quasi-judicial
powers;

Prejudicial premature disclosure;

Records of proceedings or information from proceedings which, pursuant to
law or relevant rules and regulations, are treated as confidential or privileged;
Matters considered confidential under banking and finance laws, and their
amendatory laws; and

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

The Libmanan Water District shall also deny access to information if the
information requested falls under any of the following;

1. Requested information is available in the LIWAD Website
(www.liwad.gov.ph).

2. The requested information is identical or substantially similar from the
same requesting party whose request has already been previously granted or
denied.

3. The requested information contains Sensitive Personal Information,
unless authorized by the owner thereof.

4. Filed and pending cases (Courts and Ombudsman).

S. Personnel Files or Documents unless authorized by the owner.

6. Statement of Assets, Liabilities and Net-Worth (SALN).

7. BAC Minutes of meetings, except Minutes of Opening of Bids, as provided
under the last
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sentence 3rd paragraph, Section 29 the 2016 Revised IRR RA 9184, and only
upon written request stating reasons therefor, and payment of minimal fee
to recover cost of materials.

8. Abstract of Bids, except Abstract of Bids as Read, as provided under the
last sentence, 34 paragraph, Section 29, the 2016 Revised IRR, RA 9184,
and only upon written request stating reasons therefor, and payment of
minimal fee to recover cost of materials.

9. TWG Recommendation, BAC Resolutions, and other Bidding Documents.
10. Financial Report not yet audited by COA.

11. All reports not in the final form.

12. Agenda, deliberations and minutes of the Board Meetings.

13. Legal opinions or comments rendered by the Legal Service.

14. Service concessionaires’ record not registered under the requestor’s
name unless authorized
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ANNEX “D”

UPDATED INVENTORY OF EXCEPTIONS

@ffice of the Presivent
of the Philippines
Malacaiang

MEMORANDUM CIRCULAR NO. 89

UPDATING THE INVENTORY OF EXCEPTIONS TO THE RIGHT TO ACCESS OF
INFORMATION UNDER EXECUTIVE ORDER (EQ) ND. 02, SERIES OF 2016

WHEREAS, pursuant ta Saction 4 of EQ Mo, 02, sarles of 216 (ED Mo, 02), tha
Office of the President (OP) issued a Momorandum circwarizing the imvendory of
axcaplions 1o the righl o access infomustion under EQ Mo, 02 (Inventory of Exceptions ]
on 24 Movember 2016;

WHEREAS, Saction 4 of EQ Mo, 02 directs fhe Department of Justce (D0J) and
e Office ol the Salicilor Geaneral (O356) o update the Immniory of Exceptions Rs tha
need o do 5o arses and the OF to accordingly circulariza the same;

WHEREAS, Sacition 1 of Mamorandum Circular Mo, 49, seres of 2018, created
tha Inbar-Agency Freedom of Information Exceplions Palicy Commiltes (1A-FOREPC), with
the: OO and the 050G as co<chairs, o reviaw tha Inventory of Exceplions and periodically
update the same bo rellect changes in exisling laws and junsprudence; and

WHEREAS, tha 1A-FOI-EPC, through 1A-FOI-EPC Resalution Mos. 2018-001 and
20100, proposed updales o tbe Inventary of Exceplions;

NOW THEREFORE, fe aliached updated Imventory of Exceptions is heraky
circularizad for the guidance of all govermmenl alfices and instrementalities covered by
EQ No. 02 and the general pubdic

The: foregoing list of exceptions shall be withaul prejudics 1o existing laws,
jurssprudencs, Fules of regulations muthorizing the disclosure of the excepted infermation
upan satisfaction of cerain condilions in carain cases, such as tha consent of the
cancemead party or as may be orderad by the courts,

In evalualing requests for information, all heads of offices are enjened to enaure
tha meaningful exercise of the public of iheir fght o access io nfoemation on public
COMCEImSs,

DOME, in the City of Manida, this ] 3t Hay of Septeaberin the Year of our Lord,
Twa Thausand and Twenby-Ore,

By suthority of the President:

by .

"=l
SALVADOR C. HEDI.M.D‘EE.

Cffice of B Presidihl
ml_MJu.F«I.-‘-.I'-IG AEODRDS OFERE

CERTIFIED COPY
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Exceplions to Right to Access of Information

For the guidance of all government offices and instrumentalitios covered by EOQ
Nao. 2 (5. 2016) and the general public, the following ane the exceptions (o the right of
secess o information, as recognized by the Conslitlution, existing laws, or
jurisprudenca:’

1. Information coverad by Executive privilage;

2. Privileged information relating to national security, delense or intemational
relations,

3, Information conceming lew enforcement and profection of public and personal
safaty;

4. Informaltion deensed confidential for the protection of the privacy of persons and
certan indiiduals such as minars, victims of crimes, or the acoused;

5. Information, documents or records known by reason of official capacity and are
deemed as confidential, including those submitted or disclosed by entities to
govemment agencies, fribunals, boards, or officers, in medabion o the
performance of their functions, or ko inquines or investigation conducted by
thiern in the exercise of thelr administrative, reguiatony or quasi-jedicial powers;

6, Prejudicial premsture disclosure;

7. Records of proceedings or information from procasdings which, pursuzmt 1o law
of relevant rules and regulations, are treated as confldential or privileged;

8. Matters considered confidential under banking and finance laws, amd thair
amendilony lnws, and

9. Other excaplions to the right to information under laws, juisprudence, nules and
reqgulations,

1 These exceglions only soply fo gowernments bodies wilhin e conirol ard supervision of tha
Excoyne department. Unless specifically idemifiad, these excepfions may be invokead by all officials,
officars, or employess in the Executier branch in possession of the relevant records or information.
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For the implamentaton of e xcaplions 10 the rgnt of Sccsss 0 Infommesicon,
the: fallowing provide the salent details and legal bases that define the extent and

application of the exceptions.
1. Information covered by Execulive privilags:

a. Presidential conversations, comaspondences, and discussions in closed-
door Cabinet meatings:® and

b. Matters covered by deliberative process privilege, namely:

I. advisory opinions, recommendations, resolutions, minutes of meetings,
and delibarations comprising part of a process by which govarmerental
decisions and pobcies are formulated; intra-agency or inler-agency
recommendations or communications during the stage when common
assertions are still In the process of being formulated or are in the
exploratory stage; or information pertaining to the decision-making of
exacutive officials;? and

i, information, record or document unrwnu? drafts of decissons, onders,
rulings, policy decisions, memoranda, etc.

2, Privileged information relating 1o national security, defense or intemational
relations:

a. Information, record, or decument (hal must be kept secret o the interest of
mptional defense or securlty;®

# This eooaption may anby be ireoiosd by Bhe Prasident and b close advisors. The exbant of the privilegs
i dafined by applicable jurisprodence: Samsde v Ermita, G.R. Mo 168777, 20 Apnl F006, 488 SCRA 1
Neni v, Sanam Commifes on Accounfmbiity of Puibtc Offfoers and dvesigations, G.R. Mo 160643, 4

2008, 564 SCRA 152; Akbayar v. Aguing, G.R. Mo, 170518, 18 July 2008, 558 SCRA 488:
and Chavez v. PCGG, G.R. Mo, 1730718, @ Decermber 1038, 200 SCRA 744,

1 Akhaymn v Aquina, suprn; Chawer v NHA, GR. Mo, 162627, 16 August 2007; and Chaver v. PLOEG.
supvd, Sarano v Commiifes on Trade ang Roiahed Medlars of e MNalioma! Ecomamse Develogmant
Avdhordly, G.R. Mo, 175210, 01 February 2016, 780 FHIL 1-18; and Dapardmmal of Forign Affalrs v
BCA Intevmaiona Coparanon, GR, Mo, 210858, 29 Jura 2006, The privilegs of inveking this exception
ands when the executive agRncy acapls a definiie proposison.

i Secfion 3d) Rula IV, Rulas mplamenling the Coow of Conduct and Erhical Srandards for Public
Ovicials ang Emplopess (Rules on CCESPOE). Drafts of decisions, orders, niings, policy dessions,
memarands, and tha like, such as resolulions prepared by the imestigating prosecutor pror b apphaval
for promulgation and release 3 phied [Rewaed Manie B Froseciufors of the Dapammens of Jushios
(RO are also covaned wundar this calegory of picephons,

® Almonle v Vasgoss, G.R Mo, BS36T, 23 May 1985, 244 SCRA 286, Chawez v PCGEE, supva; Lagasn
¥ Chal Samice Commassion, L-TH19, 20 May 1987, 150 SCRA 530 Craver v. M4, supra; Merd v
Sanade, supra; Chavez v Publc Esfates Auffonty, G.R. Mo, 170280, % July 2002, 384 SCRA 152
Lagman v. Medvales, G R Nos. Z31658, 211771, and 231774, 4 July 20T, 812 PHIL 178-853; and
Zaclion 3a), Rule Y, Rules on CEESPOE. This exception generally includes matiers classified under
Memorandum Circular (MC) Moo T8, 8s amended by MC Mo, 195 85 "Top Secrat” “Secret”
*Confidential,” and "Restricled ™ Thes axcaplion alsd inchides raconds, papars, ard indormalion relabad
o maibers provided urder Sections 16, 18, and 45, The Andt Terrprizm Aot of 2020 [Republic A (RA)
Mo, 1147%] and ils Implementing Rulas and Reguiations (IRR), as may be irreoked by Bhe govemment
Agency Fwohed,
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b. Diplomatic negotiations and other nformation reqguired 1o be kept secret in
the conduct of foreign affairs,? and

¢. Patant applications, the publication of which would prejudice national
security and inferests;’

3 Information conceming law enforcerment and protection of public and perscnal
safedy.

a. Investigation records cormplled for law enforcament purposas o Rformation
which if written would be contained in such records, but only to the exdent
that the production of such records or information would —

i. interfara with enforcament proceadings:

B deprve a person of & rght 1o & fair tial or an imparial sdjudicaticn;

i, disclose the identity of a confidential source and in the case of a record
compiled by a criminal law enforcament authority in the course of a
criminal investigation, or by am sgency conducting a lawful national
security inteligance investigation, confidential information fumished
only by the confidential source; or

iv. unjustifiably disclose investigative techniques and procedures.®

b, Informer's privilege or the privilege of the Government not to disclose the
idantity of & person or persons who fumitsh information of violations of law
to officers charged with the enforcerment of law®

. When disclosure of Informmation would pat the Ife and safety of an individual
in imminant danger;*

d. Any information given by informanis leading to the recovery of camapped
vehicles and apprehension of the persons changed with camapping; ™ and

&, All procesdings Bvolving applicélion for admission o the Wilness
Protaction Program and the action taken thareon; ™

b Akbayan v. Aquna, supva; Section 3a) Rule IV, Rules on COESPOE. This privilege may b irneoked
by tha Departmant of Forsign Affairs and ofer gosernmant Dodies involved In diplomatic negofiations.

T The applicability of this exception ig delermired by e Dirsdior Ganeral of tha Inblaciual Propey
Offica el suliject i Me approwal of the Secralery of e Depanment of Trade ard Indusiry, Section
44,3 of the fmdoleciual Propety Coole (R No. 8291, o= amended by FA Na, 10372).

¥ Section 3N, Rule IV, Rules on CCESPDE; Chaver v. PCEG, supva. May ba irvoked by law
BnlorCamrsnt agancies

" Akhmyan v Aguing, sopva, and Seclion 51, Hwman Sacuny A of 2007 (RA Mo, 9372). May e
imvolioed by law emforcement agencies.

10 Saclion Mb), Rula IV, Rules an CCESPOE

"' Eaction 19, New Anl Camapping Act of 2078 (RA Mo, 10883). May be inwoled by law enfontament
Agences.
% Saction 7, Witness Protachan, Secunty and Senefit Act (R Mo, 80681 ).

3
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4, Information deemed confidential for the protection of the privacy of persons and
cartain individualas such a8 minors, victims of crimes, or the accused. These
includa;

a. Information of a personal nature where disclosune would constitule a clearly
urwarranted invasion of personal privacy,' personal information or
records, " includimg sensitive personal information, birth records,'® school
reconds, ' or medical or health records;'”

Sensitive personal information as defined under the Data Privacy Act of
20112 refers to personal information: '#

{1) about an individual's race, ethnic origin, marital states, age, color, and
redigious, philcsophical or political affiliations;

{2) about an ndividual's heallh, education, genetic or sexual Me of a
parsan, of 1o any proceading for any offense committed or alleged to
have bean committed by such person, the disposal of such
proceedings, or the sentence of any court in such proceedings;

{3] Mmsued by gowemment esgencies peculiar to an individual which
includas, but not limited 1o, social security numibars, previous. of current
health records, licemnses or its denials, suspension or revocation, and
tax retums; and

{4} specificelly established by an exscutive crder or an act of Congress o
be kepd classified,

However, perscnal information may be disclosed to the extent that the
requestad information is shown bo be a malter of public concarn or intanast,
shall not meddle with or disturb the private Be or family relations of the

" Gection 3a), Rule I¥, Rules on CCESPOE

H Soctions & and 15, Date Privacy Aot of 2012 (RA Mo, 10M73); Parsonal nformalion relers 1o any
infoemation whather recorded in & meiensl form or not, from which tha identity of an individual &
apparent of can be reasonably and directy sscerisived by the entity holding the information, or whean
Pt togather weth obfar indormation would diresclly ard cemainly dentily @ individual [Section 3{g). Dara
Privacy Act of 2042 Anicle 26, Chil Sode. May be voked by Malional Privacy Commission and
povemmen| pamsonal information controllers.

M Article 7, The Chi and Youth Weifare Code Presidential Decroe (PD) M. 603],
 Saction 9(8), Education Act of 1082 [Batas Pambansa (BF) Big, 237]

W Medical and health reoonds are considered as sersitive personal information pursuant to Section
HIEZ), Dale Prvacy Acl of 2012, See alio Depaiment of Healbh-Depardment of Sceencs and
Technology (DOST 1PN ppird Hesith Ingurances Corporation Joinl Admineiralive Onder Mo, 2016-0002
| Privacy Guldelines jor tha implemaniabion of tha Philppine Health Irormation Exchanga ), Saction 3,
Mavaciatory Reponiing of Motifatve Diseases and Heaith Events of Pubic Hemth Concarn Aol (RA Mo,
113352]; Saction 36, Linfvarss) Has'th Cara Act [RA Mo, 11223); Sectean 38, Manipnal [agrotas Cancer
Conirad Acd (RS Mo 11215); and Section 501, Mants! Haaith Acf (RS No. 11036} Mental health reconds
under A Mo, 11038 inclide informalion on any aspect of e mental health, fneatment, or care of the
EAMICE e

18 Soction (), Owda Prviacy Act of 2012, Son atso Section 9, Frea inlermel Aooeas ot Pubic Places Acf
me'.; 10924 Secton 36, Safe Spaces Ao {RA No. 11313 and Section 21, Tax Amnasty Acf (RL&
o, 11213),
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individual™ and iz nat profvbited by any law or regulation. Any disclosure of
personal information shall be in accordance with the prnciples of
transparency, kegitimale purpose and proportionality. ™

Disclosure of parsonal information about any individual who is or was an
officer or employes of a gowemment institution shall be allowed, provided

that such information relales to the posiion or functions of the individuwsal,
irciLidiFeg: (1) the Tact that the individual 1 or was an officer or amployes of

the government instiution; (2) the tille, business address and office
belephone number af the mdividesl; (3) the classification, salary range and
responsibilitias of the position held by the individual; and (4) the name of the
individual on a document prapared by the individual in the course of
employment with the government;2!

b. Source of any news report or information appearing im newspapars,
magazines or perodicals of general circulation obtained in confidence??
ard

t. Records of m‘:mdh‘rus and processaes deemead oonfidential by baw for the
prvacy andior protection of certain individuals, such as children, wictims of
crime, witnessas to a cime or rehabilitated dreg offendars, including those
psraining 1o e following:

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

(21 childrgen in conflict with the law from initial contact watdl final disposition
of the case: ™

(3}  achild whao is a viclim of any offense under the Anti-Chitd Pornograpiny
Act of 2009, Including the name and personal circumstances of the
child, ar the child's mmediate family, or any other information tending
to establish the child's identity.2®

(4) a child witness, who I8 a victim of a erime, an accused of 3 crime, ora
wilrizss 1o a ¢rime, including the name, addrass, telephone numbar,
gchool, orother identifying iInformation of 2 child or an immediate family
of the: child; 2"

(&) cases involving violence agaimst women and their children, including
the name, address, lelephone number, school, business, addrass,

"% Arlichs HGZ), S Cooe.
W Saction 11, Data Privacy Act of 3012,
N Baclion 4, Dals Privacy Acf of 2012,

= An Apl Expanding the Coverage of Exemphions from Ravealng the Source of Publshed News of
frformation Obfaled i Confidonce by incluoing Journaists fom Sroadcosts, and Mmes Agencias,
Amanding for e Purpose Sachan 1 aof RA Moo 83, as Amended By B4 No. 1477 (RA Ko, 11458). May

b irwolkord by QouTITIMENE ISR P,

1 Gaclion 12, Family Cowts Aot al 1897 (A Act Mo 5368)

¥ Snction 43, Juvenile Jrsfics and Welane Aot of 20006 (Rl Mo, 5344).

2 Geclion 13, Anfi-Ciwid Pornagraphy Acl of 20008 (RA Mo 9775)

H Spclion 31, AR Mo, 00-8207-5C. Re: Proposed R on Examinmtion of o Chid Wifmess,

5
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employer, or other identfying information of a victim or an immediate
family member,2”

(&) trafficked persons, ncluding thelr names and personal circumstances,
or any other information tending to esfablish the dentity of the
irafficked person,®®

{7) narmes of victims of child abuse, exploitation or discrimination;®

(&) cases of gender-based sireets and public spaces sexual harassment,
including information on the victim and the accused who is a minor; ¥

{(8) disclosure which would resull in unduwe and sensationalized publicity of
any case involving a child in conflic with the law, child abuse, or
violation of anti-trafficking of persons;*

(10} rescondds, docoments, and communecations of proceedings invalving
domestic, imar-country, and administrative, adoptions, including the
identity of the child, natural parents and adoplive parents;

(11) mames of stedents who committed acts of bullydng or retaliation;??

{12} children in situations of armed confict; 3

(13) first teme minor (doeg) offenders under suspended senfence who
comply with applicable rules and regulations of the Dangerous Drugs
Board and who are subsequently dischanged: judiclal and medical
resconds of drug dependants under the woluntary submission pragram;
and records of a drug dependant who was rehabilitated and dischangad
from freatment and mehabiitation centers under the compuisory
submission program, or who was charged for violation of Section 15
(use of dangerous drugs) of the Comprehenaive Dangerous Drugs Act
of 2002, a5 amended; and™

(14) identity, status and medical records of individuals with Human
immunodeficiency Virus (HIV), as well as results of HIVIAcquired
kmmune Deficiency Syndrome [AIDS) basting;?®

# Seclion 44, Anfi-Viokence Agains Womaen and thair Cildren Act of 2004 (RA No. 9262); and Pecpla
¥ Cahalgwito, G.R. Mo, 167683, 19 Septambar 2006

 Section T, Antl- Frafiching iv Persong Aot of 2003 (RA Mo, B208), os amandad by FRA Mo 100964,

® Section 19, Special Profciion of Chikiren Ageinst Abuss, Expicitation and Discrirtination Act (RA
Mo, TE10).

¥ Saction 26, Safe Spaces Acl (RA Mo, 11313}

T Saction 14, Jwenile Justice and Waltare Act of 2006, Section T, Anfi-Traicking in Parsons Aot af
A2, a5 amanded, and Sechion 28, Specinl Pralochion of Childeen Apainal Abuse, Explodalion snd
Diserimination Act,

1 Sachon 15, Domestic Adsption &t of 1908 (R& Mo, B552) and Seclion 43, IRR of FA, Mo, BS52;
Sectons § and 16{b), Mnfer-Conniry Adopdion Act of 1355 (RA Mo, 804.3) and Secfions 53, 54 and 55 of
:::;2:::1&1'3;% Section 14, Simuiafed Bl Reciffcation Ac (FA Mo, 11222) and Sechion 28 of

M Section 3hi, Arl-Biilpiag Acf (A& Mo, 10627
M Baction 18, Specisl Prodeotan #MEMMMNMMPM1MHQ111E!?.
¥ Sectiors 60, 64 and 67, Comprehansive Dangerous Drigs Achof 2007 [RA Mo, B165)

¥ Section 44, Philppdee HIV and AIDS Folicy Agd (RA Mo, 11168). Information covered by Section 44
Tmméh thee writien consent of e alacied parsan of in accordance with Sections 45 and
0 .

L
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5. Information, documenis or records known by reason of official capacity and are
deemed as confidential, including those submitted or disclosed by entities 1o
government agencies, tribunals, boards, or officers, n relation to the
parformance of thelr funclions, or to inquides or investigation conducted by
them in the exercise of their administrative, regulatony or quasi-judicial poswers,
guch as but not liméted to the following:

8. Trade secrats, intsllectual property, businesa, commercial, financial and
ather proprietary information:”

b. Data furmished to stalistical mguires, surveys and censuses of the
Philippine Statistcs Authosity, ™

c. Records and repors submilted lo the Social Securily System by the
employer or member;*?

d. Information of regisiered persons with the Philippine Identification System;*

&, Information gathered for the HIV and AIDS monitoring and evaluation
program under RA No, 11166 and all other related health intelligence
a I- -I- 7*1

. Corfidential information submitted fo the Phiippine Competition
Commission prohibited from disclosure by law, including the identity of the
person who provided the information under condition of anommymity; 42

g. Applications and wmﬂ:? documents filed pursuant to the COmmibus
Imvestimants Code of 1987,

* Sachions 45, 106.1, and 1502, The intelectund Proparfy Cooe (R4 Mo, 8223, &5 amended by Rk Moo
1T2E Seclion 6.2, Securilias Regulahon Coo'e (R Mo, 8796 DOST Admenisiraioa Onder Mo, 004-
16; Seclion 142, The Coporadon Cooe (BP Blg. 68} Section 34, Phillppine Sompebtan Act (Ra Mo,
10EET . Sectiors 23 and 27 {2, mmwmwﬂammtmm TES3): Ant-Money Lavndening Act
(R Moo 9160 Seclign 18, Srategc Trade Monagamant Aot (R4 Ho 'Il;rﬂ'l;'.l'}'_ Bections 10 and 14,
SafﬁmndHEaEMI#ﬁdMHnmmﬂmmilrmm Mazardols and Nucikear
Wirshes Confrad Acf of 7200 (RA Mo, G800); Aricle 290, Rwvised Peoal Socke; Section 10,10, Ruls 140,
2012 Revised IRR of Bundd-Oparaie- Transty Law [RA Mo, 8057 Rewsed Pripping Ports Aulianiy
Mernual of Corporale Governmnce: and Saction 18, Enangy Vidual Ore-Slop Shop Act (Rl Mo, 11234)

 Secticn 36, Philapdre Sletatical Al of 2003 (RA Mo, 106828 and Section 4, Commanwaaltl Ak Mo,
504. See aiso Sectien 10, Communi)-Based Maniloniag System Act (A No. 11318),

 Section 24c], Sockrl Security Act af 1997 (RA No. 1151, a5 amended by RA No. B2BZ}
2 Sechion 17, Phifamine Kanilcadon Syalem Ac {FA Mo, 11088)
1 Section 43, Plippine HIV and A0S Poicy Act (RA Mo, 11166).

4 Section 34, Phikppvos Competition Act (PCA), RA No. 10667 and Section 13, Rule 4 of the IRR of
PCA. This esceplian can be imoed by the Philippine Competition Sommibssion subiact bo wal-oalined
limitations under the PCA

1 Beclion 81, EQ Ma. 228 (s. 1987), as amendad,

LIWAD-FOI Manual 2025 Revision Page 34 of 58



e

2003 Llwnn

h. Documents submitted through the Govemnment Electronic Procurement
System;*

i. Information obtained from accessing any electronic key, electronic data
message, oF elecronic document, book, register, comespondence,
information or ofher material pursuant to any powers conferred under the
Elpcironic Commercs Act of 2000;*

j. Any confidential information supplied by the contractors in mineral
agreements, and financial or technical assistance agreements pursuant to
the Phiippine Mining Acf of 1995 and Ms Implementing Rules and
Regulations {IRR), during the term of the project to which It relales: ¥

k. bnformation received by the Dapartment of Toursm {DOT) i relation o the
accreditation of accommodation establishments (such as hotels and
rasorts) and trevel and tour agencies: 17

l. The fact that a covered fransaction report fo the Anti-Money Laundering
Council (AMLC) has bean made, the contents thereol, or any information in
relation thenato; ™

m, Information submitted o the Tarff Commission which is by nalure
confidential or submitted on a confidential basis:*?

n. Carain information and repods submitted to the Insurance Commissioneas
pursuant to the isurames Code:; ™

o. Information on registered cultural properties owned by private individuals;5

p. Data submitted by a higher education Instidution to the Commission on
Higher Education {CHED);®

¥ Baction 9, Government Procunement Refanm Act [RA Mo, 9184
1 Geclion 32, Elsclranic Commerce At of 000 (RA Mo, BFE),
¥ Section 94{1), Priipaine Mining Act of 1568 (R Mo, T542),

 Saction 1, Rule IX, DOT MG No, 2010-02 (Rubes and Regulations i Govern, e Accrediation of
Accommodation Establishments - Halels, Resorls and Apartment Hotels); and Section 23, DOT MC
Na. 20r15-08 {Revised Rules and Regulations io Govern the Accreditation af Travel and Tour Agoncies).

¥ Bection Hc), Ant-Money Lavndering Act of 2001, as amended. May be invaked by AMLG,
povernmand harks and its. offican and employees,

# Section 10, Safeguand Measuras Act

* Section 207 in relation will Section 208 and Section 356, The Insurarce Code (a5 amandad by RA
Mo, 10607).

¥ Saction 14, Nafional Cultural Harkage Act of 2000 (RA Mo. 10066)
B CHED Memarandum Ornder Mo, (1513, 28 May 2013,
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4. Any secret, valusble or proprietary information of a confidential character
known to a public officer, or secrets of private individuals; 3

r. Records or information in connection with any invesatigation conducted by
the Presidential Ant-Cosruption Commission (PACC) when such disclosure
will deprive the respondent of the right to a fakr and Impanial imestigaton™
and

8. Records of survedllance of suspects and interception and recording of
communications acquired by a law enforcemant agent or military personnel
pursuant o the Anti-Tevronsm Acf of 2020.%

&, information of which a premature disclosune would:

a. in the case of a depariment, office or agency which agency regulates
currencies, securlies, commaodities, or financial institubons, be likely to kead
to significant financial speculation in currendcies, securities. or commaodities,
or gignificantly endangar the stability of any financial institution: or

b, be Wkely or significantly frustrate Implementation of a proposed official
acton, except such department, office or agency has already disclosed fo
the public the contenl of nature of its proposed action, or where the
depanment, office or agancy is required by law to make such disclosure on
its own initiative prior to taking final official action on such proposal ™

7. Records of proceedings or information from proceedings which, pursuant to law
ar ralevant rules and regulations, are treated as confidential of privileged,
including but nedt limited to the following:

a, Madiation and domestic or international arbitration proceedings, including
records, evidence and the arbitral awards, pursuant to the AMsrrative
Dispute Resolution Act af 20045

t. Matters imvolved in an Investor-State mediation;®

™ Artictes 220 and 230, Ravised Panal Code, Sechon 3k). Anb-Graft and Carupl Practices Act (RA
No. 018); Section Tic). Code of Corduct and Ethical Standards for Public Officials and Employeas
[RA Mo, 8713 Section T, Evchange of inkvmation on Tax Motters Aci of 2009 (Ra Mo 10021 and
Seclon §.2, Secorlies Reguision Code (Fd Mo, ATSE),

® Seclion 3, Rule IV, PACC Rescluion No. 001, 8. 2018 (IRR of the PACC)H

B Snction 16, The Ant-Taroriza Aci of 2020 [RA Mo, 11473)

= Baclion 3gh Fule IV, Rules on CCESPOE.

¥ Bections B, 23 and 33, Aernative Cuspufe Resoktion (ADR) Act of 2004 (RA Mo, 285 and DOJ
Circufar Mo, 98 (s, 200871 or tha |RR of the ADR Acl.

& prticsa 10, Inbermalioral Bar Association Rules Tor Insesfar-Siate Medinson.

LIWAD-FOI Manual 2025 Revision Page 36 of 58



e

2003 Llwnn

c. Infommation and statements made at conciliation procesdings under the
Labor Code;0

d. Arbitration proceedings before the Construction Industry  Arbitration
Commission (CIACKH

e. Results of examinations made by the Securities and Exchange Commission
{SEC) on the operations, books and records of any corporation, and all
imterrogatonies propoundad by it and the anawers thenebo;™

. Information related to investigations which are deemed confidential under
the Securiies Regulations Code;®*

g. Al proceedings prior to the Issuance of a cease and dasist order against
pre-need companies by the Insurance Commission; &

h. Information related fo the assignment of the cases to the reviewing
prosecutors or the undersecretaries in cases involving violations of the
Comprehensive Dangerous Drugs Act of 20025

i Ivestigation report and the supervision history of a probationer,®®

j- Those matters classified as confidential under the Anti-Tarrovism Act of
2020 and its |IRR;™

k. Preliminary investigation proceedings before the committee on decosum
and investigation of government agencies:™ and

. Those information deemed confidential or privileged pursuant to pertinent
rules and reguiations issued by the Supreme Court, such as information on
disbarment procesdings, DMNA profiles and results, or those ordered by
courts to be kept confidential®

= Acde 237, Labor Coda,
¥ Seclion 7.1, Rule 7, CIAD Revised Rules of Procedurs Governing Consiruction Arbitration,

* Sactian 178, Revised Corpovetion Code of e Phiiooies. May be invckad by thes SEC and ary aller
official authorized by law 1o make such examdiration,

2 Sections 13.4, 15.4, 26,2 (b), and 64.2 of tha Securilies Regulation Code

4 Section 53(b)1] of the Fre-Newd Code of the Philprines. The confidentialty of the procesdngs &
e afler the Beusance of tha onase s desis] order

* D) Depariment Cireular Mo, 0086-16 (Mo 8L 10 Febnary 2016
= Snothan 17, Probalon Law of 1976 [PD Mo, 568 (3. 1978

® Sections 18 and 45, The AntkTevmorism Act of 2020 (RA Mo, 11479) snd Rules 58 and .18 of the
IRR of RA Mo 11479,

T Sectodn 14, Civil Service Commission Resclsfion Ma. 01-00480.

#= Section 18, Rule 135-8 and Section 24, Rule 130 of tha Rules of Cout: and Saction 11 of the Ruls
an DA Evidance, 4.M. Mo, 06-11-5-50.

14
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8 Matters considered confidential under banking and finance laws and their
amendajory laws, such as:

a. RA Mo, 1405 (Law on Secrecy of Bank Deposits);

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

¢. RA Mo, BTH (The General Banking Law of 2000);

d. RA No, 9160 {Anti-Money Laundering Act of 2001);

8. RA Mo. 9510 {Credit Information System Act): and

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

o, Other exceptions to the right to information under laws, jurisprudence, rules and
regulations, such &

a. Those deemed confidential pursuant to treaties, executhe agreements,
other intemnational agreements, or international proceedings, such as;

{1} Whaen the disclosure would prejudice legitimate commercial interest or
competitive  position of investor-states pursuant 1o invesirment
agreamuents;™

(2] Those desmed confidentlal of protected information pursuant to United
Mations Comméssion on  International Trade Law Rules on
Transparency in  Treaty-based Investor-State Arbitration and
Arbitration Rules (UNCITRAL Transparency Rules);™ and

(3) Refuges proceedings and documents under the 71957 Converilion
Ralating fo the Slatus of Refugees, as implemented by DO Circular
Mo, 58 (s. 2012);

b, Tashq?nr from a government official, unless pursuant fo a court or legal
order;

c. When the purpose for the reguest of Statement of Assets, Lishilities and MNet
Worth i any of the Tollowing:

{1}  any purpose contrany 1o morals or public paolicy; or

¥ Examples: Articla 20 (2), ASEAN Comprehansive Investment Agresment. Articla 15 {2) Agreament
on Irwestmen] uader the Framework Agreement on the Comgrahernsae Economic Coaparalion
beransn the ASEAN and the Republic of India; and Arscle 15 (2) o (he Agresmant on Investmant unsar
the Framesork Agreament on the Comprebansive Economic Coaperation amang the Government of
the Member Coundries of the ASEAN and the Repubiic of Koraa

T Articke 7, UNCITRAL Transparency Rules.
M Sangde v Mar, sunra: Senafe v, Ermita, SDFA,
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(2) any commercial purpose olher than by news and communications
media for dissemination to the general public;™

d. Lists, absiracts, summaries of information reguested when such lists,
absiracts or summarias are not pan of the duties of the govemment office

recuesiad;™

#. Those information and procesdings deemed confidential under rules and
r‘&mﬂ'l;n:.n'ls-'ﬁsuud by relevant government agencies or as decided by the
courts;

f. Requested information pertains to comments and disclosures on panding
cases in padicial proceedings:™ and

4. Atlnn'l;e:ag.r-r.lianl privilege existing between government lewyers and their
client.

" Saction 8{D). Code of Conduct and Effical Sendards for Public Offcinls o Empdopeas.

T a v, Oohoa, G.R Mo J0A566, 18 Movember 2013; ard Waimante v Balmante Jr., G Mo
Tda30, 13 Febneary 1985, 252 Phil. 264

™ Examples: A012 Guidelines and Procedures in the Inmestigation and Mortoring of Human Rights
Vialations and Abuses and the Pronvision of CHR Assistance: Governmant Service Insurance Sysiem's
Fudes af Procedure of the Cammines on Claims; Mational Labor Relatiors Commission Masclufion Mo,
-0 Amending Cerain Prowisions of the Mew Rulés of Procedure of the Mational Labor Ralabions
Coenimaaion, 08 March 2002; Deparimes ! of Agrarisn Feformn MC Mo 0F-11, 19 July 204 1; Departman
of Socal Welfare and Development MC Mo 021-12, 16 Oclober 2012; and Saction 42, investment
Company Act (R Moo 2829 ‘When the information requesled i nol a matter of public concern or
frlerasl 88 decided in Mibdo v Judge Amor A, Reyes, GUR Mo, 163155, 21 July 2006

™ Romara v, Gueerzon, G.R. Mo, 211816, 18 March 2015,
® Cancn 21 of e Code of Profossional Respanaihify.

17
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ANNEX “E”
FOI REQUEST FORM

REFPUBLIC ©F THE PHILIPPINES
__LIBMANAN WATER DISTRICT
=r|r|- —u--u--u- Bapguarribagean, G407 Librsaran, Carsarivees Sor
E map S Wwad govph L Wemtprae ph o Gacebook com Wb narrsen e s

FREEDMNOM OF INFROMATION REQUEST FORRM
[Pursuant bt Executive Order Mo, 2, 5. 20016)

Flease ersune 1o read the fanm thorsughly and wiile carrect mlermalion needed belore procesding wih your
applicateon. Wribe neatly wsing black-inked pem and in BLOCK letbers. Tick the beaes where necessany, [*] denates a

MANDATORY Fiald,
Paota: Impropar of complene Tilked-out forms will notd be scted upon.
4. Requesting Party
* Given Mame Fhtiddle Narme "Last MNarne
Gersder; g Landline/Fax= “aobile Mumbier:
*Mame of Agenoy: *Emnail addrass:
*Complete fddress: *proof of I Presented:
O Drbeer's License O Passpert
[ Comnpany 1D L] Woter's 1D
[ Po=tal 1O O ueAim
O Cihers:
*pPreferred Mode of Comenuaicatiom *prefacred Mode of Beply
[ kabile Musmber O Ervail O Email O Postel Addness
O Landline 1 FPostal Addrass O Pick-ap ol Apency

_B. Requested information
*Tithe of Document)Record Requested |(Please be datoéed as possible fo provide pow the correct data)

*Date of Request (MO0
"Purpsse

I understand that youwr office muest respond 1o my request within fifteen (15) working deys sfter my request is
receheed. Your office may grant ar deny all or & partion of my requess | or issee 2 notice of extension not beyand
twenty [20] working days on top of the mardated liftsen [15] working days to act on the request, unless exceptional
circumnstances warant a longer period. Showld the record/s amd mformation requested be wed other than what is
stated abowe, | shall be legally held liable.

Signature ower Prirbed Nanse Date Accomplished
0. FOI Recebdng Officer [For inperaal Lse Oaly]
Pz Decision Maker Assignedt:
Fequest Recammendation: Bequest Dedsion:
[ Suecessful [ Pastially Successful
O Approved O Disapprosed O] e
RFeeason for Denial: Reegesan for Pamial Siocess:
O inwalid  Clincomplets [ Data is anling
FRO Signature: Reesson for Deris- Cmvalid Clincomgplete D Daeta is
cribne L Esception
Witiich Exception?
FOH Tracking Mumber: DHA's Sigmarhsre:
FOH Ragistry Accamglidhed: D el CNe G’y Decmion: (L] Approsed 2 Deenied
Driwissis A GRA's Signature
Rz wesdd Ery: Date & ==t Finished:
Digbe Bacaheed: Date Coosment’s Sent:

— -. :._..-—
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ANNEX “F”

REQUEST FLOW CHART

L5
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ANNEX “G”
NO WRONG DOOR POLICY FOR FOI

REFUBLIC OF THE PHILIPRPIHES
FRIESIDENTIAL COMMUNICATIONS OFERATIONS OFFICE
Torgyopeng PFompenguiuban se Operrsreny Somuwnkospon
Errmte, City af danila

FOI-MC No. 21-_ 05

FREEDOM OF INFORMATION
MEMORANDUM CIRCULAR

FOR : ALL AGENCIES, DEFARTMENTS, BUREAUS, OFFICES
AND INSTRUMENTALITIES OF THE EXECUTIVE
BRANCH INCLUDING GOVERNMENT-OWNED AND/OR
CONTROLLED CORPORATIONS ([GOCCS), STATE
UNIVERSITIES AND COLLEGES [SUCS), AND LOCAL
WATER DISTRICTS [LWDS)

SUBJECT GUIDELINES ON THE REFERRAL OF REQUESTED
INFORMATION, OFFICIAL RECORD/S AND PUBLIC
RECORD/SE TO THE AFPPFROPRIATE GOVERNMENT
AGENCY OTHERWISE EKNOWN AS THE “NO WRONG

DOOR POLICY FOR FOI™

WHEREAS, Execcutmve Order (EQ) No. 02, 5. 2016 was issued by President
Rodrngo Roa B. Duterte to operationalize the Constitutional Right of Acceas to
Information, and Policy of Full Public Disclosure in the Executive Department;

WHEREAS, Memorandum Order [MO] No. 10, s. 2016 designated the
Presidential Communications Operations Office [POOO) as the lead agency in
the implementation of EO No. 02, . 2016;

WHEREAS Depariment Order No. 18, 8. 2017, issued by the PCOO, created
the Freedom of Information — Project Management Office [FOI-PMO) to
exercise the mandate of MO No. 10, 3. 2016&;

WHEREAS, in order to ensure the policy of the President to have an open,
transparent and accountable government, it is the mandate of the PCOO o
develop programs and mechaniams to enhance the capacity of government
agencies to comply with the FOI program;

WHEREAS, there 18 a need to break the prevailing “silo system”™ and lack of
interconnection among government agencies, with the end goal of a
government acting as a singular unit serving 1ta primary client, its citizens;

i Floaosr Timas Plaxo Bulding, Uinibed Moions Ase., Brnito, Cify of Monila, Phlipminess
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NOW, THEREFORE, by virtue of PCO('s mandate to develop programs and
mechaniam to ensure compliance with the FOI program, particularly omn
addressing the issue regarding the referral of any requested information,
official record/s, or public record /s to the appropriate government agency,
these rules are hereby prescribed and promulgated for the information,
puidance and compliance of all concerned:

Saction 1. Porpose. — Thiz rule secks to aet puidelines for the referral of any
requested information, official record /s, or public record /8 to the appropriate
government agency by another agency which does not have in its possession
or custody the requested information or records, or is not authorized to
release the information to the public.

Section 2. Coverage. — This Order shall cover all government agencies under
the Executive branch implementing the FOI Program, pursuant to EOQ No. 2,
& 2016 and all other related issuances, and applics to both paper-based and
electronic form of requesting information.

Bection 3. Request for Information. — Any person who requests for access
to information shall comply with Section 9 of EQ No. 02, s. 2016 and all other
pertinent laws, exisating rules and regulations, issuances, and orders. For
purposes of this mle, information and records shall refer to information,
official record s, or public record /a8 as defined under EO No. 02, 5. 2016.

Bection 4. Acceptance of regquest. — As a general rule, all fully compliant
requests for information shall be accepted by the FOI Receiving Officer (FRO)
and FOI Decision Maker (FDM). Mo request for information shall be denied or
refused acceptance by a government office unless the reason for the request
is contrary to the Conatitution, pertinent laws, existing rales and regulationsa,
or it 13 one of the exceptiona provided under the Inventory of Exceptiona.

Section 5. Process of Referral. — When the requested information is not in
the possezsion of A gpovernment agency (government agency no. 1 or GAL), but
i available in another government agency (government agency no. 2 or GA2)
under the Executive Branch, the request shall be immediately referred by GAl
to GAZ 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.

Feferral fo the appropriote govermment agency shall mean that another
government office is the proper repository or custodian of the requested

information or records, or have control over the said information or records.
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If GA1 fails to refer the request within three [3) working dayvs upon its receipt,
the FRO shall act on it within the remaining period to respond pursuant to
EQ No. 02, 5. 2016. No fresh period shall apply.

I GAL, in good faith, erroneocusly referred the request to GAZ2, the latter shall
mmediately notify the former as well as the requesting party, that the
information requested is not available in their agency.

GAZ, to whom the reqguest was referred under the First Referral may
subasequently 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 [Z) subsequent
transfers of request. A written or email acknowledgement of the referral shall
be made by the FRO of the government agency where it was referred.

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

Bection 6. FOI Internal Messenger. - The FOI-FMO shall create a “FiOl
Internal Messenger”. Such feature shall be included in the dashboards of
FROs and FDMs, located at the eFOI portal or seswr. foi.gov. ph, where all FROs
and FDMs can ask or confirm with each other on which agency has the control
and custody of any information or record being requested.

Please ser Annex "A” of this Circular for the No Wrong Door Policy Flowchart.
Bection T. Status of the Request. — A reqguest that is referred to the
appropriate government agency ig considered suecessful if the same is
acknowledged and the requested information is disclosed to the requestor.

IfGAZ, after the second referral, atill cannot provide the information requested,
it shall deny the said requesat and shall properly notify the requesting party.

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

Bection B. Inventory of Receiving Officers and Decision Makers, and
Agency Information Inventory. — For the convenience of all FROs and FDMs
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in implementing this Circular, an inventory of the names and contact details
of all designated FRO=s and FDMs of government agencies, and an Agency
Information Inventory [All) shall be compiled by the FOI-PMO.

The FOI-PMO shall be the central repository of the inventory of all designated
FROs and FDMs and shall collate and update the names and contact
information of the designated FRO=s and FDOMz of each government agency.
The insentory shall be posted at the eFOI portal, wanw. foi.gov.ph. FOI-PMO
shall atrictly adhere to Republic Act Mo. 10173 or the Data Privacy Act of 2012,

To assist the FROs in locating the requested information or record, an annual
updating of the AIl shall be required of all agencies on-boarded on the eFOI
Portal. The consolidated inventory of information shall likewise be made
available in the dashboard of the FRO and FDM for ease of access and
information.

Bection 9. Separability Clause. If, for any reason, any part or provision of
this Memorandum Circular is declared invalid or unconstitutional, the other
provisions not affected thereby shall remain in full force and effect.

Section 10. Repealing Clause. All orders, miles and regulations, memoranda,
circulars, and issuances or any part thereof inconsistent with the provisions
of this Memorandum Circular are hereby repealed, amended or modified

accordingly.

Bection 11. Effectivity. Thizs Memorandum Circular shall take effect
immediately.

Manila, Philippines, 271h day of  Augusl  2021.

JOSE M. ANDANAR
Sec ry apgd FOI Champion
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ANNEX “H”
NO WRONG DOOR POLICY FLOWCHART

“First referral”

. Must be referred within three
(3) working days upon
receipt of FOI request;

. GA1 must verify with GAZ
whether the information is
within the latter;

. GA1 must inform the
requesting party regarding
the referral;

. Fresh period will apply for
GAZ

“Second referral”

. Must be referred within three
(3) working days upon
receipt of first referral

. GA2 must verify with GA3
whether the information is
within the latter;

. GA2 must inform the
requesting party regarding

Requesting Party

h

Process FOI Request
5-35 working days)

— Government Agency 1 (GA1)

‘ Proper agency? | Yes

v

— - Government Agency 2 (GA2)

Proper agency? [ | ves I|

v

the referral;
= Erchonddyilanphfor — Government Agency 3 (GA3)
l Proper agency? 1 Yes
v
Agency shall mark the request
unsuccessful
NOTE:

If GA1 fails to refer the request within three (3) working days upon its receipt, the FOI Receiving
Officer (FRO) shall act on it within the remaining period to respond pursuant to EO No. 2, s. 2016. No
fresh period shall apply.
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ANNEX “I”
FOI APPEAL FLOW CHART
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ANNEX “J-1”
FORMS

FOI RESPONSE TEMPLATE - DOCUMENT ENCLOSED

DATE

Dear ,
Greetings!

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

Your request

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

Response to your request

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

Thank you.

Respectfully,

FOI Receiving Officer
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ANNEX “J-2”
FOI RESPONSE TEMPLATE - ANSWER

DATE

Dear ,
Greetings!

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

Your request

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

Response to your request

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

Thank you.

Respectfully,

FOI Receiving Officer

LIWAD-FOI Manual 2025 Revision Page 49 of 58



ANNEX “J-3”

FOI RESPONSE TEMPLATE - DOCUMENT AVAILABLE ONLINE

DATE

Dear ,
Greetings!

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

Your request

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

Response to your request

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

Your right to request a review

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

Thank you.

Respectfully,

FOI Receiving Officer
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ANNEX “J-4”
FOI RESPONSE TEMPLATE - DOCUMENT NOT AVAILABLE
DATE
Dear ,
Greetings!

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

Your request

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

Response to your 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 do not have the
information are explained in the Annex to this letter.

Your right to request a review

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

Thank you.

Respectfully,

FOI Receiving Officer
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FOI RESPONSE TEMPLATE - UNDER EXCEPTIONS

DATE
Dear ,
Greetings!

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

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

Response to your request

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

Your right to request a review

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

Thank you.

Respectfully,

FOI Receiving Officer
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ANNEX “J-6”

FOI RESPONSE TEMPLATE - IDENTICAL REQUEST

DATE
Dear ,
Greetings!

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

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

Response to your request

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

Your right to request a review

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

Thank you.

Respectfully,

FOI Receiving Officer
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ANNEX “J-7”

FOI RESPONSE TEMPLATE - NOTICE OF APPROVAL OF REQUEST

NOTICE OF APFROVAL OF REQUEST

FH Trackmng Number:

Diear SinMdakum:

Your reques dated regarding the following record (5] has
been approved.

The Pii Water Dhistrict has reviewed the regquest and has determensd thad the estimated cost o comply with your
entie request would be . The following = a breakdown on how the costs were determined:

Servidce Cost Actual cost
Reproduction or phoiscopy P 200 per page (either shon or bong)

Preparation and prenting P 10,00 per page {either shor or long)
Hetneval lee a Fordocuments reineval withion one
(1) day - P 50000

b. For docurments retreval for mone
than one (1) day 1o one (1} week -
P 130000

¢.  For documents requirng mawe thaan
one | 1) week - ™ 250,00

Delivery charpe {express mal) | P 200,00

Appeal of Motce of Denial L]
{eorvers lor admimssirave
expenses and research fec)

Tt Coest 2

Very truly yours,

P Recenang Officer
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ANNEX “J-8”

FOI RESPONSE TEMPLATE - NOTICE OF EXTENSION

NOTHCE OF EXTENSION

FiM Tr.ll:l:l:ng Sumber Datie H.:q;l.l:d Hecerved:

Check if received via: [] Email [ Fax
[CJ0ther Electronic Method

Iame: hlnbiile:
Name of Apemney: Fax:
Complete Address: Email:
Request for; O Copy L] Certificd copy O Subscniption to record rssued on regular bases

Dielivery Method: O will pck up ] Maal to address above [[] Emaul w0 address ahove

Recond s) you requested: (Listed here or see attached copy of request)

We are extendang the date to respond il
iz alnie can be mo mrarne than 20 working davs on mqwmwu working oavs fo act on the regquesi |

If you have any questions regarding this extenson, contaci al

Heason for Exlension:
D 1. The Destrsct qu:hn:q.m'hh,ﬂﬂl:ﬂ o cxamane voleminous pl.i.‘rlu;r:rnnhplnmu:l.mg.rnumql.ﬂ.
[ 2. The Drstnct needs to collest the requesied public reconds from the different drvisions,

[ 3.0nhers

Signature of FON Recernving Officer Date Signed
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ANNEX “J-9”

FOI RESPONSE TEMPLATE - NOTICE OF DENIAL

NOTICE OF DENLAL
FOd Tracking Mumber: Date Received:
Check if received via: [ Email O Fax
Ciher Electronic Method

Mime: Phone:

Mame of Agency. Fax:
_['wnphl-.- Adlilress Fmail:
Request fior O Copy E Certufied copy [ Subscription o recard issued on regular
basis

Delvery Methad: O win pack up Ml s adldress sbove [] Emaul 1o address above

Record]s) vou requested: (Listed here or see altached copy ol request)

[0 attar [ Part of your request has been denied.
Reason for Denial:

miEl Exempl from Disclosure: This slem 15 exempl from disclosure under FOI Onder (EO Mo, 2 Sec. 4) because:

[ 2. information is avaslable on our website (piliwaterdistrict gov.ph).
[ 3. 1dentical or substantially similar request, (EO No, 2 Sec. 1)
[ 4. Protection of Privacy. (FO Ne. 2 Sec. 7).

DS.ﬂﬂmrm

Mote: You are entithed under Section 13 of EO Mo, 2 Freedom of Information Ovder to appeal thes demal 1o the PIWAD
Appeals and Review Commulles of commence an sction in acoondance with the Bules of Court 1o compel disclosure of

the: requesied reconds iF you believe they were wionglully withheld from disclosure.

Sugnaslure aff FOM Receiving CiTucer Diate Sigred
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ANNEX “J-10”

FOI MEMO TO OFFICES

MEMORANDUM

TO: [Name of Departmsent/Divisson]

FIOH Trackimg Musnber:

SUBRJECT: Freedom of Information Regquest

The sitached request was made under the Freedom of Information Order and concerns records which we believe
1 be in the custody of vour {unitidivision).

Please review the request and conduct a search For (e records.
¥ our response W thes request should be forwarded o me, 1o be recerved on or belfore (date), and should i hade:
1. Legible copiss of the recards.

2. Am indication of the aumber of photocopics made in response o this request and a tally of the persond hours
spent searching for the record(s), and

3, Your wntten recommendations regardmg disclosure,

If the records are not in the cusiody of your area’division please provide a “nonexasteni” response. 1 should be
noded that “nonexstent” response may fequee a certification ol a kater date, therefore, please mole:

the date, tirme and bocation of the searches conducted

the names and posations of the personnel mvolved mthe search

the: type and location of files searched

hvw the: search was conducted

mnformation shoul the resulls of the search

Upon receipl of your reply, 1 will forwand your findings and requested reconds 1o the General Manager for his
review and decision.

If you have any quessons plesse callimessage me al

Thank you.

FOI Decesaon Maker
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ANNEX “J-11”

FOI REQUEST FEEDBACK FORM

FOI REQUEST FEEDBACK FORM

Date of Request; FOI Tracking Mo,

Same:

Contact Mo.:
Gender: Age:

Name of Orgasization/Affiliation' Agency:

Adddress:

Ihirectioms:
Flease answer the quesitions below o provide vour feedback for the service provided by the Fili Water District
Mark your rating in the space provided, 5 being the highest and | being the lowest.

[hd you recerve your requested mformabion within 15 to 35 working days? D Yes |:| Mo
(If YES, proceed to Question nos. 1 & 2, 1f N0, proceed to Question no. 3)

5 4 :. [T

i

1. For successful request, was the
documentimformaton provided complets and
in order?

2. For successtul request, was the response
emrm:ntdmyhuth’smﬂ‘?

3. For unsuccessiil request, are you satisfied
with the reason provided?

4. Arc you satisfied with the handlmg of your
FOA reguecst ™

5. Dhd you feel that we communicated with
vou effectively, from start to finesh?

Is there anything we could do to improve our service in the future?

Evalhumied by:

Signature
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