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SECTION 1: OVERVIEW

1 Purpose: The purpose of this People’s FOI Manual (Manual) is to provide the process
to guide and assist Filipino Citizens in requesting for information under Executive Order (E.O.)
No. 2, Series of 2016, on Freedom of Information (FOI). (Annex “B”)

2 Structure of the Manual: This Manual shall set out the rules and procedures to be
followed by the Calabanga Water District (CAWADI) when a request for access to information
Is received. The General Manager of CAWADI is responsible for all actions carried out under
this Manual and may delegate this responsibility to the key personnel of the CAWADI and as
approved by the Board of Directors. The General Manger may likewise delegate 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).

3 Coverage of the Manual: The Manual shall cover all requests for information directed
to CAWADI.

4 FOI Receiving Officer (FRO): The FRO is from the Administrative & General Services
Division of CAWADI or designated by General Manager.

The functions of the FRO shall include receiving on behalf of CAWADI 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 CAWADI website, foi.gov.ph, or at
data.gov.ph.

5. FOI Decision Maker: The CAWADI general manager may delegate the Administrative &
General Services Division as the FOI Decision Maker (DM). The FOI DM shall conduct
evaluation of the request for information and has the authority to grant the request, or deny
it based on the following:

a. CAWADI 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; or classified as confidential
by the agency;

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
CAWADI
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6. General Manager: The General will evaluate will the transmitted completed information
for approval or denial of the request and amount of fees to be paid.

7. Appeals and Review Committee: There shall be an appeals and review committee
composed of three (3) members of the Board of Directors designated by the Chairman of the
Board to review and analyze the grant or denial of request of information. The Committee shall
also provide expert advice to the CAWADI General Manager on the denial of such request.

8. Approval and Denial of Request to Information: The General Manager shall approve
or deny all requests for information. In case where the General Manager is on official leave, the
latter may delegate such authority to the Group officer-in-charge or to any other CAWADI official
with a rank not lower than a division manager.
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SECTION 2: DEFINITION OF TERMS

CONSULTATION. When a government office locates a record that contains information of
interest to another office, it will ask for the views of that other agency on the dissolvability 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.

FOIl.gov.ph. The website that serves as the government’s comprehensive FOI website for

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

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.
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FOI CONTACT. The name, address and phone number at each government office where you
can make an FOI request

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

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 an 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 AGENCY or any of its office, bureau or agency cannot release any
records in response to an 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 an
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.

MULTI-TRACK PROCESSING. A system that divides incoming FOI requests according to their
complexity so that simple requests requiring relatively minimal review are placed in one
processing track and more complex requests are placed in one or more other tracks. Requests
granted expedited processing are placed in yet another track. Requests in each track are
processed on a first in/first out basis.
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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 an FOI request, but must deny other portions of the request.

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. An FOI request, which reasonably describes the records,
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 identify 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.”

ADMINISTRATIVE AND GENERAL SERVICES DIVISION. Provides support services
and resources necessary to carry out the operations of the District through its
Administrative and Human Resources Section.

PRODUCTION AND MAINTENANCE DIVISION. plans, organize and directs the
Operation and Maintenance of the District’s catchment areas, water production, treatment
plant and storage facilities and equipment; initiate research and prepares studies and
report of the District’s short and long term programs.

FINANCE AND COMMERCIAL DIVISION. Responsible for managing and integrating
wide variety of functions, programs and staff engaged in the billing,collection and
accounting system of the district; oversee the District’'s needs in terms of its commercial
transaction; handle daily business issues, manages District’s association and recognize
business opportunities.
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ENGINEERING CONSTRUCTION AND PRODUCTION & WATER QUALITY DIVISION.
is responsible for managing and integrating wide variety of functions, programs and staff
engaged in the design/construction of district distribution system and appurtenances. The
functional activity of this division accomplished through the Planning and Construction
Section.

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 affiliation;

(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;

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

SECTION 3. PROTECTION OF PRIVACY

While providing for access to information, CAWADI shall afford full protection to a
person’s right to privacy, as follows:

a. CAWADI 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. CAWADI 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 CAWADI, shall not disclose that
information except as authorized by existing laws.

SECTION 4. STANDARD PROCEDURE (See Annex “E” for flowchart)
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1. Receipt of Request for Information.

1.1 The CAWADI FOI Receiving Officer (FRO) shall receive the request for information from
the requesting party and check compliance of the following requirements:

[0 The request must be in writing;
0 The request shall state the name and contact information of the requesting party,
as well as provide valid proof of identification or authorization; and
[0 The request shall reasonably describe the information requested, and the reason
for, or purpose of, the request for information. (See Annex “F” for request form).
The request can be made through email, provided that the requesting party shall attach in
the email a scanned copy of the FOI request form, and a copy of a duly recognized
government identification card with photo.

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 CAWADI 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:

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

O If the records requested refer to another agency (e.g. private partners/suppliers,
National Water Resources Board, Local Water Utilities Administration), the request
will be immediately transferred to such appropriate agency through the most
expeditious manner and the transferring office must inform the requesting party that
the information requested was forwarded to another agency. The 15working day
requirement for the receiving office commences the day after it receives the request.

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

2.3. Requested information is already posted and available online: Should the
information being requested is already posted and publicly available in the CAWADI
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. 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 or acknowledgement of
receipt of the request. Role of FDM in processing the request: Upon receipt of the
request for information from the FRO, the FDM shall assess 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 AGENCY Head or the designated officer, in case the submission is beyond the 10-
day period.

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

1 Role of the General Manager: upon receipt of the complete information, the
General Manager shall decide whether to approve or deny the request for
information.
2 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
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complete. He shall attach a cover/transmittal letter signed by the CAWADI 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.

3 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.

6. Notice to the Requesting Party of the Approval/Denial of the Request: Once
the FDM 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 CAWADI General Manager or his designated
officer for final approval.

7 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.

8 Denial of Request: In case of denial of the request wholly or partially, the FRO shall,
within the prescribed period, notify the requesting party of the denial in writing. The notice shall
clearly set forth the ground or grounds for denial and the circumstances on which the denial is
based. Failure to notify the requesting party of the action taken on the request within the period
herein provided shall be deemed a denial of the request to information. All denials on FOI
requests shall pass through the Office of the General Manager or to his designated officer.
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SECTION 5. REMEDIES IN CASE OF DENIAL

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 CAWADI Central 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 CAWADI Central 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 CAWADI General Manager upon the recommendation of

the Central 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 6. REQUEST TRACKING SYSTEM

The CAWADI shall establish a system to trace the status of all requests for information
received by it, which may be paper-based, online or both.

SECTION 7. FEES

1. No Request Fee. CAWADI shall not charge any fee for accepting requests for access to
information.

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

Service Cost
Photocopy of reproduction Php 2.00 per page of any size
Retrieval fee a. For documents retrieval within one (1)

day Php50.00

b. For documents retrieval for more than
one (1) day to one (1) week
Php100.00

c. For documents requiring more than
one (1) week Php 150.00

Delivery charge (in case of registered mail) | Php 70.00

Appeal of Notice of Denial (covers for | Php 100.00

administrative expenses and research fee)

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

SECTION 8. ADMINISTRATIVE LIABILITY
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1. Non-compliance with FOI. Failure to comply with the provisions of this Manual shall be a

ground for the following administrative penalties:

2. Procedure. The Revised Rules on Administrative Cases in the Civil Service shall be

applicable in the disposition of cases under this Manual.

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 any

body or agency, which provides for more stringent penalties.

a. 1st Offense -Reprimand;
b. 2nd Offense -Suspension of one (1) to thirty (30) days; and
c. 3ra Offense -Dismissal from service

ANNEX “A”
FOI FREQUENTLY ASKED QUESTIONS

Introduction to FOI
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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. 20167

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 by President Rodrigo Roa Duterte on July 23, 2016.

3. Who oversees the implementation of EO 2?

The Presidential Communications Operations Office (PCOOQ) oversees the operation of the FOI
program. PCOO 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? Any Filipino citizen can make an FOI Request. As a matter
of policy, requestors are required to present proof of identification.

5. What can | 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 information? An FOI request under EO 2 can be made before
all government offices under the Executive Branch, including government owned or controlled
corporations (GOCCs) and state universities and colleges (SUCSs).

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

7. How do | make an FOI request?

a. The requestor is to fill up a request form and submits 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.

8. 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.

Page | 14




9. What will | 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.

10. How long will it take before | 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.

11. What if | 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 Central 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 Central Appeals and Review Committee.

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

12. What will happen if my request is not granted? If you are not satisfied with the
response, the Requestor may write an appeal letter to the Central Appeals and Review
Committee within fifteen (15) calendar days from the lapse of required response period. The
appeal shall be decided within thirty (30) working days by the Central Appeals and Review
Committee.

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

Name of Employee

Contact Details

FOI Designation

Carmelle A. Malanyaon

(054) 881-0063
calabangawd@yahoo.com.ph
CAWADI Bldg., San Antonio,

Calabanga, Camarines Sur

FOI Receiving Officer

Betty B. Viola

(054) 881-9188
calabangawd@yahoo.com.ph
CAWADI Bldg., San Antonio,

Calabanga, Camarines Sur

FOI Decision Maker for
Administrative and General
Services Division

Raquel M. Saavedra

(054) 881-0063
Commercial:
calabangawd@yahoo.com.ph
Accounting & Finance:
calabangawd fab@yahoo.com

CAWADI Bldg., San Antonio,
Calabanga, Camarines Sur

FOI Decision Maker for
Finance and Commercial
Division

Engr. Michael M. Gutierrez-
Moreno

(054) 470-2000
calabangawd@yahoo.com.ph
CAWADI Bldg., San Antonio,

Calabanga, Camarines Sur

FOI Decision Maker for
Engineering
Construction/Production and
Water Quality Division

Dir. Estelita B. Dulce
Dir. Elenita B. Cabaltera,
Dir. Neil Harvey S. Salazar

(054) 881-0063
calabangawd@yahoo.com.ph
CAWADI Bldg., San Antonio,

Calabanga, Camarines Sur

FOI Appeals and Review
Committee

ENGR. CELEDONI
General Manager C
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@ffice of the Presivent
of the Philippines

Malacanang
MEMORANDUM FROM THE EXECUTIVE SECRETARY
TO: All Heads of Deopardments, Bureaus and Aqencics of the

MNationalLocal Governments Including Guyvsrmmant-Ownes and
Commlled Corporations  |GOCCs), Governmenl  Sinancal
Institutions (GFle} and All Cthers Corncmmmed

SUBJECT, INVENTORY OF EXCEPTIONS TO EXECUTIVE ORDER NO. 2
18.2016)
DATE: 24 Movember 2016

Fursuanl In Snciion 4 of Executive Order JED) Mo 2 (5. 2018} the Office of tha
Frasident Soreby circukerizes the Inventary of axceptions ta the: nght {0 access uf

information, for the guidancs of all goverrenent officzs and instrumentsizies aovered
by EC Mc. 2 {3. 2016) and the e pubic.

The foreporyg 18T of exceptions shall be withaut prujudics o axistling s,
jurieprucance, rules or reguations authorizing the disclosure of the sxcepted
Infcamition upon eativhuzion of cemss conditors In cerlain CRSBE, such as the
ceosent of the enncarnad party or s may bs orderas by the couns.

In evaluating requests for information, a1 heads of offioes are: enjoinad to snsurs i
meaningful axercise of the public of thuir dght 1o aceess b infommation un public
COMCBIME.

“ar your ~formaiion and guktaic,

— =
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N
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Faor the implementation of the exceplions to the right of access to information.
the fellewing provide the salient Setails and legal bases (hat define the extert ane
ool cation of Ine: cxceptions.

1. Information covered by Executive privilege:

a. Prasidential conversatons, comesponderces, and discusskns in coses-
door Cabinet meatings;” and

b. Matiers covered by celiberative smeess privilage, namety:

i sowisory opinions, recommendstors and deliberations comprigng pan
of ‘@ process by which govemwnenta decisions and pulicies are
formulated;  Intra-agency wr  inter-agency meecommordations  of
sommunications during the stage when common asserions ara elill in
the process of being formustad or are in the aexplorstony wa% ; Of
niormalion peraining to the decision-making of executive offisials® and

Il wformation, record or decument eompdaltp drafs of decisions, arders,
rulinga, policy decisions, memoranda, etr: -

2. Privieged informaton refating o nations! sscunty, defunse or intematienal
relatons:

&, ‘nformation, record, or dncuvpent that must be kept secret in tre Interest of
nations! defense or scounty;”

&. Dinlomate negotiations and cther Informalon required to be kapt secret in
the conduct of foreign sffars;® ans

* Thiz exception vy unly be Irvcked by Ihe Prysders ane 15 closs sevisars. 1he mxient ot e
Feriiage is deliwed by applesse juipradence: Sonate v, Crnds, GR. No 169777, 20 Aonl 2006,
438 SCRA 1, Navi v Senato Commias on Azzoatabiy of Pully OFfcsrs and Invesigetiye, GR
No. “E0843, & S=plembar 2008, 584 SCRA 182; Adayan v, Aguing, GR. No. 170518, 16 Ay 2008,
558 SCRA 458, und Crovez v FCGG, G No, 120776, O Decsmber 1998 295 SCRA 744

" Ak v gk s, Chsimz v. NRA, GR, No. 164527, 10 August 2007; end Chaer +
- dopvie Tles prviege of FIVvoRING 516 Setephon ongs wher e sxecdye agancy atopls 5
dufinile propozdan (Owparnent of Forokm AMetrs . SCA Intsrratona! Cam . G, Mo, 24 ness, 20
g 2R
' Socron 319) Rate v, Ruks dmplnanfing (e Casa of Corduct and Livey Aty far Puslc
OMeialy and Enivmes (FRues an CCESFOE) Dyalls of docisians, oncers ruings. pehoy dacsiong,
Memorsrds, and tha e, such @ resciutions preparee by tha Fraestigating Leussosor anor
Fprova fof (remulguticn anc reieass 10 partiss [Revser Manue' v Prosecutors of Me Departmant
af Justics (O] ara alsn soveed under o1k cateory of exsemons

* Almante v Viemuse, GR, No. 95307, 23 May 18435, 232 SCRA 258 Chaver v PUOIG ST
Logeap v. Chal Sanace Comiissian, L-7211%, 28 May 1887, 180 SCRA 530 Chavez v, NMA supea;
Man v, Serabe. supes; Cirevez v, Fuhiv: Fafalve Authanty. G,R. No. 133250, 8 July 2H17. 384 SCRA
I52) 3nd Secbon 3a) Ruw N, Rules on GCESPOE Ths awcepren e wedly roludas mathas
clazaitied oadwr Memnorandum Crasss M4G) No. T8, as amaaded ay MC hNa. 146 »a Top Secrst,”
“Earrnl " ‘Coefdendal,” aml *Remliciey.”

* Arkayan o Aquino. supra; Senion 3(2) Rue I Bulas an GOESPOE Thes prviegs may be ircked
Uy the Dopartrent of Forsign Aars and ollss guerrent bodes Fwaived i cipkinae . nagodaticns,

Z
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¢. Pater: sppicaluns, the pubkcanon of which would prejodice matiresl

securily and interests;”

Informativn corgeming Bw ansormement and protection of public: v pessanal
safaty:

Investigation recotds corrpisd for law wnforcemart purposes o
infermatcn which ¥ writen wiolk be contasined In such revores, but only to
the extent that the production of such records o infarmation would —

i interfare with enfercemont proceedings;

i deprive a person uf u Aght to a8 fair tris! or an impartial adjudication;

o discloses the idenfity of a confiduntiul source and In the sase of 2
feuad compiled By a cimiral tawy anforcesment authorly in the courss
of a criminal inwestigation, or by an agency ennducting @ lawfc
natcaal securty intelligenca Investigation, confidental information
tumished only by the canfizential sourca; or

v, unjustifiably disclose investizative tachnigues and pmcacunss:?

- Infarmer's privilege or the pnvlege of the Governmeant not 1o disclose the

wiendily of a parson or pessons who furmish infomastian of violations oF law
10 officers werged with the enforcament of s ?

. When disclosurs of hfomagi;;n would put the lile and safely of an

rdwidual mimminent darge:

. Any informaton ghvan by informants lesding fa the mwovary of camapped

vehiclee and spprehsnsion of the perzans chamed with camazping.™ and

. A progeadinge Involving application for admission inln fhe Winess

Frotection Program and the sction taken fhorson; 2

Informaben dsemad confidential for the protection of the privacy o GRS
ard ocaain mlivijuals such a2 minars, victims of cnmes, of (he mrused
These incude:

” The apriieablity of this eacepbar & datarmined oy S Drzctar Ganeral of (e Irstlsctug! Frapery
Offive 33 suaend 20 B spousel o e Saommbary of s Duparnert of 1rade and ey, Sectorn
42300 ey (meeactoa’ Propony Covke (RA My, 8250 oz amerdes oy BA No. 10072,

" Becton I, Ruc 1Y, Ruks o) OCESPOE; Chaver v POGG, suury. M3y o¢ Fuokee b law
ErROmEman] OB,

! Aknspun v. Agano. sopes; s Section 51, Muman Sacwily Aut of 2007 [RA No. 23720 May be
meaad by bw erforceman agercies

" Sardea 3)b), Rue V. Rulzs an GOESPDS

T Saminn 18, New Ann Camacowg Acf o ZA(RA Ney, 1LES3]. May dc Invakad b lsw enforoamert
agensias,

¥ Sectior T Vilsss Brotoonan, Socunty eod Banul Act (RA No. GUEY L

3




a. Information of 2 personal nawre whure disclosure wodld sonsiitute 5
cloarly unwamantad invasion of personal privacy.” persons| nfarmation or
recorde.’ Induding sensiive perennal infoemation, birth recods, ' schaoal
revards, '’ or medicsf or health ovords: '™

Seeslive personsl informstion as dofined under 1he Data Privacy Acr of
2012 refers to persoral infurmation:™

(1} avoul an individual's mace, sthnic onges, marital stzius, age. culor,
ane religious, philoscphical or palibcal afiations:

(2} abodd an individual's health, cducation, genelic or sexval life of a
person, or to aay wocraeding for any offense committed o allegod o
havs bewn committed by such person. tha diszesz! of auch
procesdings, ur the santence of any court in suzh PSRBT INGS;

13] lesued by govemment agencies paculler lu an indwous which
imfuces, but nat limited to, zoclal security numbers, provious or
cumen: heallh records, Neenses or ds denisls. suspansion of
revacation, and fax relurns; and

(41 specifically eslatlished by an exwcuiive arder or an aud of Cengrass
10 b= kepl clusaified.

Howewer, parsonal informaticn may be dischsed 1o the axtent that the
requestad Infonnilion s shown n o a matier of public concem nr
intersst, slusll not medcke wils or disturh the privaite life or famlily relatiors
of the individul™ amd is not prohtied by any lew or reguation, Any
disclosuss of persoma informetion shall bs I scoorgancs with the
principles of arsparency, kegtiniute purposa and proporbonalsy,”

Disclosure of personal informatica »hout any individual who i3 or was an
cfficer or ernployse of a govemmen: inatittion shall be allowed, provided
that such information iekales to tha posilion or functiong of the individual,
ircluding: (1) the fact that the individual & or was an officer or ampioyes of

" Seclun 2a). ks IV, Fuez oa SCESPOE.

" Sueten: 58 15, Data Faviasy Aul ol 2002 (R A 101780 Peraansl iamaten iclom oy
vifermelior shether recardad in 8 manesdal form o nol, “roem which the idantity of s indnacaal &
B 0F RAr B3 reysonably and divsclly sscertalned by the eahhy helding Ew informalion, o wher
But 006l e Wity ot ar (M fornadon anild ey une cerlglaly iderndy on individus Sochon 3{g),
Oaly Braqay A4 of 2542} Amck 28, Qv Coda. May b ke By Nuloral Peteasy Corimiszon
ane goverrmant pacanngl kamraton oonyollas,

" oricle T, The LW and Yooth Wakam Cou [Presdential Decres (PO} No 803,
" Section S(3), EIUCARM Aut 3F 4287 Ratas Msmbansa (RF) By, 232%

" Mudicsl and hesilh A0S ara Ox ederad as soraliie persanal reaersslioel pursuRRE 10 Section
AN2) Dely Povacy Act Al XML Scc a0 Dapstment f Hudth Departmat o7 Saence ard
Techrology (DOST)-Phtipping Health Insumnve: Curporerce i Avmresirayug Order Na. 2ts.
COO2 (Privacy Gukdalree jor the Impleniertrcn of the Phiippine | mai Infoanslion Fre@Enge).

“* Sention J[I). Cafvi Pevecy Act o 2017,
" article 2707, i Cao,
" Herttor 1. Data Privacy Aoy of 2972,
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the povemment Insthutlon; (2) (e litk, businesa address ard office
tetephane number of the individual; £3) the classificalion, salary range snd
respunsiities of the position ekt by the individust; and {4) the namc of
the “rctvidual on 2 documet o pared by the ndivitual in tie course of
emplayment with the govemment;

b. Scurce ol any news rscot o Infanmation APPEATG N NEWSPIPE(S.
manezines of pededical of gensral circulation obtained in confidence:™
ard

. Recorda of procaedings and prosessss dasmed conlkiential by lsw for the
privacy andion proluction of certain Inahiduals such as children, Wctims ol
crime, wilnessas 0 a cime of rewdlitated drug offendare, Induding thoss
petaining to the i iawing:

(1} reconds of child ard family ceses;™

(2} chikien in conflicc with the law Nom inital contac: unlil Ffina
disposition of the case;”

(2] 3 child who Is a wviclin of any offense urder the Anh-Chikd
Porrograptyy Act of 2009, Incwding the name and persosal
circumstancee of the chid or the child's immexdisde family. or sny
ather Infrmvalion tending to eetshiish *he child's cenity;®

(4) & child witncss, whe 1S & viclim of a cims. an accused of 4 yrime, or a
winees to 3 crime. inchuding the name. address, inlsphone number,
school, or olbwr identifying infoemation of a4 child or an immediaie
family of the child;*

5] cases mvoling vioence ugainst women and thai children, meluding
the name, address, telephons numicy, schocl tusinees, address.
empioyer, o1 olfer identifying Intarmexvion of @ et or an immediats
family snamber=’

(8) truficked pemone.  Adhdng thee names  and person!
circumetances, or any other Information denging lo esiablish s
identity of tha trafficked person™

(7 narmee of victima of chils abuse, expiolistion o discrimination=*

“ Suctin 4, Dats Bdesuy A af 2002

= Ar Act 12 Exningt the Budiimhor, S0 o Regariar of ooy Aublication fam Rovoalg i Suures of
Hubfshisd News ar traoation Chvaned i Contience {RA Na. 41y as arandec by RS No. 477
My b beaiad iy guwermment ey soE o,

* Szonon 12, Famiy Scurts Act of 1387 [RA Act M. 168},

H Seeton 43, Anwnie Jistice nd Wses Ac af 2007 (RA Ny, 8344),
 Suonen 13, Aufi-Crie Famopvnody Al of 2003 RA Na. 3775),

eIy

Seiran 31, AM. Mo, LOA-07-SC. e Frefonad Mk v Examination of 3 CONl Witmes,

T Heclior 84, AntVinfancs Apsiet Wamen end Ml Ciidren Act af 2604 IRA No. 8207 sl
Feony v Dyimbuintz, G.R. Ne. 167863, 18 Seatambar 2008,

* Znctivn £ ARG-TErng i Pevaans Al u! 2002 IRA Ne G238, As A nndee gy 4% NI, 10364

* saction 29, spacw Frofecliun af Chddmn Agsis! Abuse, Exploiaiian ang’ Discamisadion Act (RA
He T310).

5
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(8] disclosure which weuld result n undus and sensationalizwd putlicity
of any case mading a chilz in conflict with the law, child abuse, o
volation of anll-Uatficking of persena;™

1B} recorcs, documents and communicabiors of procesadings involving
domestic and inter-cnuntry adoptions, including the identity of the
ik, natural parents and adoptive parsnts:!

(10) names of students who committed acta of bultying or retaliation™

(17) first tene minoe (dreg) offenders urdes suspended santerca who
vomgly with applicatée rules and mgulations of the Dangsrous Drugs
Board and who are subsecuently discharges: ixcicial and medicsl
recoras of drug dependants under the volunlary submiseion program:
and rcoords of a8 drug depesdent who was rehabiitales ane
diecharged from lreaiment and rahabilitstion centers under the
compulsary submisson program, or who was chargad for wolstion of
Seclon 15 (use of dangerous dugs) of the Comprehensive
Dengsrous Drugs Act of 2602, us amsnded; and *°

{12) Kentiy, slalus and medical records of indiiduals with Human
Immuncdefiziency Virus (HIV), as well 35 resulte of HIV/Auussnsd
Immune Defliency Sy roma (AIDS) teeting,™

5 Infermation, decuments or recorcs knuwn by reason of official vupacily and
are deemcd as confidentiel, including those submitied or disdosed by entities
1o govemment agencies, Inbunals boards, or officers, &1 relation to the
parformance el their functions, or to inguires or investigation conducted by
them in the exsrciza of their administratve, reguiatory or quasiudiclal
powers; such 23 bul not limited to tha fallowirg:

a. Trade secrsta, Intellectual property, business cammarcial, financial and
othar propriclary information;™

™ Section 14, Lovanie Jusiics and Wedans Act of 2005 Section 7, Ank. Tratiaking i Parsons Act of
2033, 55 amendad, and Sectior 29, Spusia Prodscnan of Chiien Assvist Abuse. Exmicdshion snd
Oiscamanaivon Aol

* Saciiur 18, Domestit Adashan Act o 105K (RA, Ho. 8352) anc Sactine 43, (RR of KA No. 8552,
Sectinny 6 w'd 18(2), intor-Caumivy Adcafion AZ of 1095 IRA No. 8043) and Sacicrs: 53, 54 =nd ba
uf 1KK of R4 No 8043,

¥ Section 3ih), Ami-Sokving At (RA Mo, 10627),
" Sesbona 50, 84 erd 87, Camprahenzine dunmerous Srugs Act of 2002 (2% No 916S)
¥ Sestione 2bY, 14, 30, and 32, Fhiljpowe A0S Pravention and Canbroy Actof 1959 RA Ne. 3504

* Saclirm 48, 108,1, 6nd 502, The infokechiad Bogsrly Code (RA No. 8303, 45 smended by RA
Ne. 10372]; Section 65.2, Scourkies Regulation Coda (RA Mo, 87801 DOST Adm nistraivg Orge Ma.
DM-18; Somon 142, Tha Covpovanian Cadr (BP Bly. £8); Section 34, Phivnie Compeiton Act (RA
No. ‘0667) Swelons 23 5rd 27 (6L THe Now Centri Sevk Al (R Mo, 7653} And-Murny
Laurdenng A2 (RA No. M50x Sacion 18, Sirsleas frace tanagsrmee Ao [RA Mo, 105973,
Sectoes 10 und 16, Samqusey Messues Azt 1R6 No 8800 Seclior 12, Tomo Sutalances an
Hazsoous ana Nucieer Wisies Condod Act of 1950 {RA Nu, 8983 Atice 200, Ravewd Mol Code.

Seion 10,10, Rule 10, 2012 Asvied IRR ol Buvd - Oporata-Travusler Laow (RA No. 585T) =

Fivevan) Emipoinc Povts Aufiicrily Manuai c* Caromh Gavermence,
&
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b, Dsta fumiehad o shilisleal irclides, sureys aoc eosisas of the
Philippine: 3talistics Authority (PSAR™

¢ Recorde =ik repords submitted to the Social Secorly System by the
empinyer or membar;®

a. Informaion s lwres frem HIVIAIDS mctact *racing and all other selsted
health intcigance acthitizs.™

&. Cenfidental information  saoenbted © the Philppos  Competition
Carmmiszion prohibited from ¢suosure by law, incuding tw m"ﬂii af the
person whe provided tha infeoision under condition of anomyriity:

. Applicatione and sipporing documents fied parsuss to tha Ommbus
Investments Cade of 19975

g- Documents scbmitted through the Governmant Ekslronc Procuremes:
System;'

ho Information obtained fiom aceessing any slectronis key cloctronk casa
mes3age, of ekxlronic document, bionk, repister, comespondenc:
infermation ur oiher mazers! purzuant n any powers conferred under thn
Cisetionic Commarsa Act of 2000,

i Any cenlidertial information supplied Ly the confractare In rrineral
agreements, and financial o technival assistancs agreementy pursuant to
the Pliipysne Minlng Act of 1395 and iz Impementing Rilss and
Regulations (IRR), dusing ihe ferm of the project (o which it reiatea:

I Infarmtion received by the Deparnicni of Touram (DOT) in relaion to the
acereditation of sccomenodalion establishrents (soch 35 hotsle avd
rasorte) and vl anc tour agansisa™

 Saaton 28, Milsoine Sraneial 2w 2003 (RA Mo. 10625); 8¢ Seclion £, Commamaeali Aul
Na. 52, My b invakme oely by the FSA.

* Sl 240w, Soo! Sacunly A of TE5/ IRA No. 14ET, s mupenced ay RA No. 82820
™" Boutin 28, Ppain A Pravenisn snd Canbid 421 0f 1968 (RA No. 4514),

¥ Swctiar 33, AMNEDOE Competition Azt (FGAL RA NG 10657 sro Section 15, Raia 4 of (e IRR ot
PO Thiz wwesdluon con oo ruoked by the Phiporne Campsition Commizsion. 2 0@ 10 wei-
daf rd IrEavora urder e POA,

* Gacoon 8, EO N 226z 13871 a5 srended

** Sezien 3, Govwovmunt Frosvemaat Hefoew Aul 1A No. 9984)
“ Sacdon 37, Becyonav Commanns Ao of 2396 (R0 Na. UGy

“ Sacion 33iF), Amipnve MK Al of 139€ (RA Na, T42),

¥ Section 1, Kulz 1%, DOT MG Mo, 201602 (Hules ard Rugulslkie 0 Govem, 1 Scnwdraioa of
Ascommodaon Eslablermerts  Hatnis, Resords s Apsremem HEtedn s and Seclin 25, JOT MG
ko 201506 (Ravses Kuee a4d Repulstions to Govany e Ascwediatian of Trwal srd Tour
MEM‘CS:\

-3
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k. Tru fact that 3 covered fransaction regon 1o the Ant-Money Laundering
Lounc! (AMLT) has been made. the contenis theroof. or any lionmation
in mlation thersto; ¥

I Infernation s.omited o the Tadl Commission which is Ly naure
confdential or ¢ubmitiod on o cothdential basis*

m. Certaln Informaliun and raports submittan n the Insurance Commissionsr
pusuant lo e fnsurance Ccos,*

n. Informston on togistorad  coturel  propories owmed by private
i Gusals:

a. Deta submill=d by 3 higher educaton insilution 1o the Commission cn
Highes Edurstion (CHED):® and

p- Any secrel, valuable ar progeetary informaton ot a confidential character
knoem 10 a public ullicer or secrets of private Individuals:™

G, Information of which @ prematurs discosure wouls.

3. In the cose of 3 department. cffice or sgency which sgsncy requlstes
auroncies, securities, vommadiies, or financal instittions, ba lkedy 1o
Izac to signilised financial speculalion in curencige, earurdins, or
wnodities, o sgoflicendly endangar the stabifly of ary fnancial
instdution; or

h. oz likely ur wenificantly frastrate implumentation of 3 proposeyd official
action, except such department, offize or agency hat abeady Gacdioaed o
ihe public the costent or nature of its proposed action. or where Ly
departmeni, ulfice or agency 12 raguired by low to mske suck disclosurs
o Its Gwn initistive prior 1o taking fnsl officad acon on elch ;;roposa!."

T, Recorda of pmeessngs ar infarmalion [-om soceedings wiich, pursasnt to
=i o rekvant rules and reguiations. are trasted as cunfidentizl o privikeges,
~cluding 2ut mat iniled to the follawing:

“ Setlion Sk Amndonay (auntsnng Act ot AN 35 smended. May e ponked 9y AMLE,
goremmant bar ks and 15 ot sl smiployess,

9 Sarton 10, Suleousrd Mcasyes Asl

" St e 267 i redatice with Seecline 205 yne Somon 335, The ineurance Cads (A5 amerchd Ly 24
Ro. 107

T Eextion 14, Nebional Sumnral Huriwe A of 2000 120 N 100881,
' CHED Meroranaum Ok Ny, 01513, 268 May 213,

™ Aticios 220 ara 720, Rewiswd Punal Gade; Sac3on 3k), Any Srat ang Gomuod Prastiosn Act 194
New 2099) Seectian sic, Coave o Canthat and Elad Standevas Sy Pubne Ofsias oo Empivipens
RO e, Gr1dh Sechon 7 Fechanyw uf Infarmatian on Tee Mullses /Gt of 2007 |RS Mo, 1021 ora
Tetion 5.2, Securtiy Ruguiion Coas (RS Ne. 8799,

' Seban g Rule 1V, Rukes on SOESS=
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Medlaron asd demastic or inbsmational  arbrralion procgedings. incud ng
resurds, evdance anc the arbitral awands, pursuant to the Altornafive
Disputs Resalution Aet uf' 2004,

Matiers inwshved o an invesineStale mediation: ™

Infarmation and statements made ol conciliaton proceedings undsr the
Laboy Code;™

Arbnration pracescicgs oefore the Construction |ncusty Asbitnsluo
Cemmission (CIAC)>

Resudls of examingtions mede by the Seocuntiss and Excrmange
Commieaion (SEC) on Uw upserations, tooks =né moovds of any
corparation, and all inlercoatoiss propourded by L are! the snswers
therato;™

Infzrmabion relaled a invesligadizes which are deemes o liential vndsr
the Securiies Requiaiions Code™

- Al proceodings prior to the issuarce of a coase and desiet ards agaiml

pre-need companics by the Insurance Caramission; *

Infzamaten related o the wssgnment of the cases (o the evienwing
prasecstors of the undersscretaries In cases invulving vieistione of the
Comywvelvnsive Gangarous Druge Act of 2002:%

Investigation report and the supervislon v story of a probationer;®

Tlr.mamatlsrs clagslflea as canfidentia undar the Human Serurilic Act of
2007

T Sacnins W, Z3 wed &8, Avcmaw (NRAuls Fesoktion (AON) A2 of Z004 A No. 2855 ane LOJ
Cirnular Mo 851z, 200€) or the 1=K of the ADR A

* Ariichy 10, Iriwrar 009l Bar A3sassiun Ry se 5 Invassar-tds Moo
M Ariche 237, Laber Cona
= Sechion 7.1, Rila 7 CIAC Revsse Ries of Pracad.in G iy Corstruntion Atilraton,

* Sagien 142 Comovstivn Cods. May e muckes: oy T SEC ard any cther o aultavissd ay
law 13 mEoe vkl s nTon

¥ Suclois 13,4, 164, 292400, art 342 of e Sanrsvs Aenuelion Code.

** Seciion SN} ot the Eri-Need Cod of tho PENBpies. The cenf Seniasity o e paovsssJigs i
W) efer oy irauance of The cadne ey s sl order,

" DOJ Denanat Lircusar Ne. 008 18 {NKu 9% 10 Mebrusry 2013,
" Secwon 17. Arbaiivn Lyw of 1578 L N3, 565 {3.1976]),
¥ Samenaq, 3,44, 28, 33 and M, Humon Senwtys At AT HN7 KA, No, BIT2)

3
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k. Palminary swestigaton sroceedings betare the committes cn decorum
ard imastgation of gouesnmoent agsacies; ™ and

I These information ceemed convidenial or privioned pureuas! to perdinant

Ules and reguiationgs issusd by (he Suprere Court such as infonnation

on disharme procoedings, DNA. profies and msaits. or thoss orderad by
wuurts 10 ba kapt confirlantial™

8. Nellers considersd confidential uader Zenking and finance laws are their
smeandatary laws, such as:

a. RANO, 1405 (Law on Secrecy of Bank Depositss

b. RA No, 8428 {Foreign Cumency Deposit Art of tho Phippines) anz
relevint requlations;

t. RANo. 8781 {The Gronrid Reenking Low of 2000);
4. RA No. 8160 {Aat-fdeney Launoying Act of 2001); and
£ BANo 9510 [ Credit lsformation Spstem Art);

a. Othar exceplions o e right to informstlon urder laws, jurispradence, mibes
and U ations, such 8s:

a Thoss deomed confidential pursuant 1o lesiies, sxentive agreaments
vihar intlemabonsl sgreements. of Inteewatisnal procossings. such as:

%) When tns discosurs wouls prejudics legitimate cummendal intorest
or compelithve position ol mvestor-staies cuarsuant 2o Investment
spmements <

(€1 Thuse deamad conttdantal ar protected information pursuant <
United Matias Commission o Imtemstiona! Treds Law Rules on
Transparency  in Treaty-basad Inveetor-State  Arbibabion  and
Arbitration Rules (UNCITRAL Transparency Rulesy™ and

13) Relugee procssdingg and documanie under the 1987 Cunveiun
Redafing {o the Statuz of Refugses, a3 Implementad oy 0QJ Croular
No. &8 [e. 2012y

* Seton 14, G i Serviom Cumm gson Resalition No, 110545,

¥ Suglion 18 Fke 128D are Saston 74, Rk 130 of e Ruise of Dol sne Sas o0 17 o he 2wk
on NG Pyideeyae AN No. D8 115 8SC.

B Exvinpies: Atide 26 (2), ASEAN Comarehans/vs Irvasimeen A, Al 19 18] Agreemienl
o eeelmant woder the Framewad Agreoment or she Campretarshe Ecareme Cospecsbion
betaten 1he ASEAN and the Repubdis o Indis; sl Acticis 15 120 of s Sgreemert cn Svestnant
wndzr e Fraveath SQassrenl o s Comeebeneve Tcomamiz Conporatns arang the
Gurewriieot of ihe fsinber Coonincs ot the AS=AN and tha Rapukike of Korvs

Bttt .?. LNCITRAL Tranzaareny Ruks.
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b. Tesatimony ‘mm a govemmeont offic &f, Laless pursuant to & eourt or lugs!
onjers ™

When the zurpase for the request of Statemend of Assels. Liabilites ans
Net Worth 12 any of the following:

©

(1) any ourose contrary to marale or public policy; or
{21 any commerdal puizese olher than by news and communications
media Sur dissamination o e general public:®

d. Lists, atatacta, summares of informabion mauasted when such fists,
abetracts o summurisa gre not psrl of the cutiss of the covernment offica
reruestad: ™

#. Thosa Information and proceedings dermad confidectial urcar rules and

reg-tatlans issued by relevant govemment agencles or as decided by the
sourts:™

f Recuested informaticn penains In commants and disclusuras on pand'g
cases in judiclal procesdings;™ end

a. Anom%ycliem Privilege: exisfing between governmant swysrs and fFor
iged,

* Sanate v. Nar, A, Senole v Ermls. suoca.
T Eoction 003) ol uf Coouan and Fiin’ S3anaaes o FPuet Ofcia'a andd Srpslupees.,

“ Beipra v. Guhoy, G.R. Noo 203538, 19 Hovember 2013; und Valmemie v Belmunrs J, 5 H Ko
T4EGD. 1% Fobeuary 1938, 252 P14 264

N Exampis: 2072 Giideines and Procsss res ) e PreRstgation wo Wonradrg of Smen Rgrvs
Volatiors snd Aburen and e Provision af CHR Sseravee: TONNIMBT. SENVR e e
Systen 5 Hyles of Prozedara of Ihe Surcioes on Slams: Naseaal Lalar Rulstians Cammiseyy
=zsoliion No. D102, A nendirg Centsir Froveion: of +a New Sules af Procsciee of the Natinesl
Lanar Rdelivess Cammisaon. 08 Marck 2002; Dapertrent of Agrartan Rufumm MC No 0711, 18 Jay
2011; Dapanmert of Social Walsss sod Devanment WC No. 2942, IR Ddgoer 2078 2 Seclion
A2 Ireppatrovent Corpany Aze (<& No - 25780 When the e i reqaesian ks ol o maller of puihie
COPCEr o Ergrent Iz codloed I Hiari v JLens Amas 4. Bupuy 3 1. No. 153159, 2° Jaty 200F,

" Romaorov. ticerzan, G.R Na. 711315, %5 Marct 2074

" CAnen 21 of e Coon 2f Fiikast vy Raupongesasy,
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REPUBLIC OF THE PHILIPPINES
PRESIDENTIAL COMMUNICATIONS OPERATIONS OFFICE
Tanggapang Pampanguluhan sa Operasyong Komunikasyon
Ermita, City of Manila

FOI-MC No. 21-_ 05

FREEDOM OF INFORMATION
MEMORANDUM CIRCULAR

FOR : ALL AGENCIES, DEPARTMENTS, 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/S TO THE APPROPRIATE GOVERNMENT
AGENCY OTHERWISE KNOWN AS THE “NO WRONG
DOOR POLICY FOR FOI”

WHEREAS, Executive Order (EO) No. 02, s. 2016 was issued by President
Rodrigo Roa R. Duterte to operationalize the Constitutional Right of Access 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 (PCOO) as the lead agency in
the implementation of EO No. 02, s. 2016;

WHEREAS, Department Order No. 18, s. 2017, issued by the PCOO, created
the Freedom of Information — Project Management Office (FOI-PMO) to
exercise the mandate of MO No. 10, s. 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 to
develop programs and mechanisms to enhance the capacity of government
agencies to comply with the FOI program,;

WHEREAS, there is 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 its primary client, its citizens;

7th Floor Times Ploza Building, United Nations Ave., Ermita, City of Manila, Philippines



NOW, THEREFORE, by virtue of PCOO’s mandate to develop programs and
mechanism to ensure compliance with the FOI program, particularly on
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,
guidance and compliance of all concerned:

Section 1. Purpose. - This rule seeks to set guidelines for the referral of any
requested information, official record /s, or public record/s 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 EO No. 2,
s. 2016 and all other related issuances, and applies to both paper-based and
electronic form of requesting information.

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

Section 4. Acceptance of request. — As a general rule, all fully compliant
requests for information shall be accepted by the FOI Receiving Officer (FRO)
and FOI Decision Maker (FDM). No request for information shall be denied or
refused acceptance by a government office unless the reason for the request
is contrary to the Constitution, pertinent laws, existing rules and regulations,
or it is one of the exceptions provided under the Inventory of Exceptions.

Section 5. Process of Referral. - When the requested information is not in
the possession of a government agency (government agency no. 1 or GA1l), but
is available in another government agency (government agency no. 2 or GA2)
under the Executive Branch, the request shall be immediately referred by GA1
to GA2 through the most expeditious manner but not exceeding three (3)
working days from the receipt of the request. This shall be considered as the
“First Referral” and a fresh period will apply.

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




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

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

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

Referrals under this Order shall only be limited to two (2) subsequent
transfers of request. A written or email acknowledgement of the referral shall
be made by the FRO of the government agency where it was referred.

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

Section 6. FOI Internal Messenger. - The FOI-PMO shall create a “FOI
Internal Messenger”. Such feature shall be included in the dashboards of
FROs and FDMs, located at the eFOI portal or www.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 see Annex “A” of this Circular for the No Wrong Door Policy Flowchart.

Section 7. Status of the Request. - A request that is referred to the
appropriate government agency is considered successful if the same is
acknowledged and the requested information is disclosed to the requestor.

If GA3, after the second referral, still cannot provide the information requested,
it shall deny the said request 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 his/her request.

Section 8. Inventory of Receiving Officers and Decision Makers, and
Agency Information Inventory. — For the convenience of all FROs and FDMs




in implementing this Circular, an inventory of the names and contact details
of all designated FROs 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 FROs and FDMs of each government agency.
The inventory shall be posted at the eFOI portal, www.foi.gov.ph. FOI-PMO
shall strictly adhere to Republic Act No. 10173 or the Data Privacy Act of 2012.

To assist the FROs in locating the requested information or record, an annual
updating of the All 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.

Section 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, rules 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.

Section 11. Effectivity. This Memorandum Circular shall take effect
immediately.

Manila, Philippines, 27th day of __ August  2021.

JOSE RUPE M. ANDANAR
Secr, FOI Champion



Annex A

NO WRONG DOOR POLICY FLOWCHART

Requesting Party - - -
! Process FOI Request
Flrst reforral” (15-35 working days)
A Government Agency 1 (GA1)
Must be referred within three
(3) working days upon
receipt of FOI request; ]
GA1 must verify with GA2
whether the information is Proper agency? - Yes
within the latter; —
GA1 must inform the |
requesting party regarding No
the referral; i I‘"
Fresh period will apply for
GA2
\—‘——_
e Government Agency 2 (GA2)
“Second referral”
Must be referred within three l
(3) working days upon
receipt of first referral Proper agency?
GA2 must verify with GA3 —
whether the information is
within the latter; m
GA2 must inform the
requesting party regarding
the referral;
2’:;" period will apply for — Government Agency 3 (GA3)
Proper agency? Yes
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.




FOI REQUEST FORM FLOW CHART
REQUESTING PARTY Defer and request for additional |
Information/ completion of request ¢

FOI Request (In

Receipt of Request
witng) (< Complete — mo
ES

(FOI Receiving Officer)

4

FOI DECISION MAKER \

CLARIFY/EXTEND 1

Y

NO

Can the
document

requested

IS THE
REQUEST
SUFFICIENT
?

be released?

APPROVED DENY (GENERAL MANAGER) VES
Prepare order of Prepare Denial Letter <
Payment

¥

YES

Prepare
records/Documents -

NO

Preparing for the
- Release of

Information/Record

Need time

Extension?

l YES

TRANSMIT RESPONSE FOI Receiving Officer <
(To Requesting Party)

SUBMISSION OF FOI REQUEST (in writing and in prescribed form
RECEIPT AND EVALUATION OF COMPLIANCE OF FOI
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CALABANGA WATER DISTRICT

San Antonio, Calabanga, Camarines Sur

FREEDOM OF INFORMATION REQUEST FORM

Please read the following information carefully before proceeding with your application. Use blue or black in.

Write neatly and in BLOCK letters. Improper or incorrectly-filled out forms will not be acted upon. Tick or mark

boxes with “X” where necessary. Note: (*) denotes a MANDATORY field.

A. Requesting Party

B. You are required to supply your name and address for correspondence. Additional contact details will
help us deal with your application and correspond with you in the manner you prefer.

1. Title (e.g. Mr. Mrs. Ms. Miss) 2. Given Name/s (including M.1.) 3. Surname

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

5. Landline/Fax 6. Mobile 7. Email

8. Preferred Mode of Communication o Landline o Mobile Number o Email o Postal Address

(If your request is successful, we will be sending the

documents to you in this manner.)

1. Preferred Mode of Reply o Email o Fax o Postal Address o Pick-up at Agency

2. Name of Representative/ Guardian Surname First name Middle initial (if applicable)
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B. Requested Information

1. Proof of authority :

2. Agency — Connecting Agency :

(If applicable)
1. Title of Document/record Requested (Please be as detailed as Possible)

Date or period (DD/MM/YY)

Purpose

Reference Numbers (if known)

2
3
4. Document type
5
6

Any other related information

| declare that:

The information provided in the form is complete and correct;
| have read the privacy notice:
| have presented at least one (1) government-issued ID to establish proof of my identity

| understand that it is an offense to give misleading information about my identity, and that doing so may result
in a decision

Signature

Date Accomplished
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SCHEDULE OF FEES

Nature of Service Fee
Authentication of any official record or document P50
Certification of any document or information P25
Photocopy per page P2

Copy of document on CD, DVD P20

NOTE: All payments must be made with the CAWADI Cashier. Documents will be released upon
presentation of official receipt.
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