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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.

FOl.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 RECORDI/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.
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SECTION 4. STANDARD PROCEDURE (See Annex “E” for flowchart)
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:

1 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
1 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:

1 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, under PCOO FOI-MC No. 21-05 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 “E”) 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.

(1 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
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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.
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SECTION 8. 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:

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. 2na Offense -Suspension of one (1) to thirty (30) days; and
c. 3rd Offense -Dismissal from service
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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 by President Rodrigo Roa Duterte on July 23, 2016.

3. Who oversees the implementation of EO 27?

The Presidential Communications Operations Office (PCOO) 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 (SUCs).

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
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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.

9. 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.

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 aresponse?

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,

FOI Appeals and Review
Committee

Calabanga, Camarines Sur

ENGR. CELEDONI
General Manager C
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@ffice of the Presidvent

of the Philippines
Malacanang
MEMORANDUM FROM THE EXECUTIVE SECRETARY
TO: All Heads of Depadments, Bureaus asnd Aqencics of the

MNationallocal Governments Incluging Guwsmant-Owned and
Commiled Corporations  |GOCCs), Governmenl  Singnzial
Institutions (GFis) and All Others Corncmmed

SUBJECT, INVENTORY OF EXCEPTIONS TO EXECUTIVE ORDER NG. 2
18.2016)
DATE: 24 Movember 2016

Fursuanl Iu Sncfion 4 of Executive Order (EQ) Mo 2 (5. 2018} the Office of =
Frasident Soreby zircuksrizes the lnventery of axceptions fu the ~ght 10 8ciuss uf
nformation, for the guidancs of all goverrenent officze and instrumentsitios covered
by EC Mo, 2 {s. 2018) and the cendem pubic.

The foreporg 8T of exceptions shall be without prejudics to existing isews,
jureprucancy, rules or regoations suthorizing the Siscioeure of the sxceprad
Inteamidd on upon estivlacion of censs conditons In cerdain CHS0E, such as the
ceosent of the enncarnad party or us may bs orderes by the oourts.

In evatiuating requests for information. a1 heads of offices are enjoinad to ensurs (e
meaningful exercise of the public of thuir dght fo aceess I information un public
COMCBMmE.

=ar your ormaiion and guidance.

/t—h._..‘ -

SALVACOR C. MEDIALDEA |
Fad

e i P

{ LB hiad e &
= m&:ﬁ- itm pt

£ ot f

'/

£
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For the: Implementation of the exceplions o the right of access o informaticn.
the fellewing provide the salient Setails and legal baswes (hal define the extent ans
sopdcation of e pxceptions.

1 information covered by Executive privilege:

a. Prasidential conversations, comespenderces, and discussions in cosed-
door Gabinet meetings;” and

b. Matlers covered by celberative smenss prvilage, namety:

I sEwvisory opinions, recommendatiors and deliberations comprising part
of ‘@ process by wnich govemnnnta decisions and pulisies are
formulated;  Intra-agency o inter-agency recommordations  of
sommunications during tha stage when cormmuon assartiong are el in
the process of being formustad or are in the explorstory slage; or
sformslion peraining to the decisica-making of exacurhae offisials: and

I wformation, record or decument corrpdsll}g drafs of decisions, anders,
rufinga, pollcy decisions, memoranda, etr -

2. Privieged information refating o natons! securty, ¢efuise or intematicnal
relations:

& ‘nformation, record, or document that must be kep: secret in tre Intares? of
nationa! defense or scounity;”

&. Dinlomate negotistions and other Infonnalon roquired to be kapt secret in
the conduct of foreign affers;® anz

* Thiz excaption ey vnly be irvcked By Ihe Prusders ane 15 closs sevibars. 1ne axient Gl e
preesiags is dulivd by appicssie japraderce: Sonat v, Crnts, G A, No 169777, 20 Aonl 2006
438 SCRA T, Nl v Senun Commiiies o Azzoustabity of Pulily, Offsrs and nvesligeiiys GIR
No. “£0843, & S=plerbar 2008, 584 SCRA 182; Ardaya v Aquing, G.R. No, 170518, 16 Ay 2008,
5538 SCRa 458, und Crowez v FUGG, G L Mo, 120096, 0 Dicsmber 1968 204 SCRA 744

" ki v AqN0. Fes, Chwimz v. NRA, GR, No. 164527, 15 Mugusi 2007: end Shiwe
PCTG: copns Tles prvige of FVeRING B16 S0l oros wher e sxscdyve aganey atopls 5
dafiniie proposdan (Ovparinent o7 Foroim AMatrs . SCA Setamatona! o 0T, Mo, 21 ness, 20
dry A

' Sorron 319) Rde v, Nk dmplananting (he Caoa of Corduct and Ll Stantway far Puslc
Oty and Emcioysws (Rues on CCESFOF) Tvalls of docisiang, amers. ruings. pehay dacsians,
Memosrds, and e ke, such 9 rosciutions preparse by tha Fesligeting eussosor anor 10
approva fof (romulgetion anc «eieass 10 paties (Revwser Menue O Prosecutors of e Depatmant
Al lustics (DNDJ]| ara wlsn sowesd under Tk catesiry of excamors

* Amante v Vasjise, G.R. No. 95357, 23 My 1935, 246 SCRA 288" Chaver v SAu0ie ApreL
Logespl v, Chal Sanace Coowiiesian, L-P2618 28 May 1987, 150 SCRA 5307 Chavaz v, NUA supea;
Man v Sevata . supes, Crerez v. Fuhiv: Fatalve Authonty G,R. No. 135250, 8 July 17, 384 SCRA
152) 8nd Secbion 3(a) Ruw IV, Rules on GUESPOE Tha avceprion gewndly imchdas mattars
clazalticd wody: Memorandum Crosess (M4G) Nu. T8, a5 ameaded ay MC No. 1396 ra Top Secrst,”
*Eanmt " ‘Ceorfdendal,” aml “Rembiciey

* Axkavan ¢ Aquino, supn; Serion 3@ Rue IV, Pukes nn GOESPOE Thi pro¥egs may be irrked
Uy the Dopartraent of Forsign Aftars and allss gwiermen bodss Pvaived i ciplamae s ragodaticne,

Z
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C.

Pater: appicaluns, e pubbcanon o which would prejudice msatiorl
security and intarests;”

Infonmistion corsmming Bw ansomament and protection of pulilic: s persanal
safaty:

a.

Inveatigation  recotds corrpesd for law  enforcemart pumpozes or
infermaten which & writen wilik be contsingd In 2uch reveres, but only to
tha extent that the produciion of such reconds oz infarration would —

i intorfare with enfercament procoodings;

i deprive 2 cerson of u Aght to 8 fair tris or an impartial adjudication,

W disclose the idendity of 8 corfiduntiul source and In the rosse of 2
rezzed compiled By 3 oimiral f2w anforcsment authordly in the courss
of a ciminal investigalion, or by an agency ennducting 8 lewfe
nabcsal securty intefligence Investigation, corfidental Information
fumishad only by the cantiential sourca; or

v, unjustifiably discioss investizative tachnigues and pmcacdnss:?

. Infermers privilege or the pnvilege of the Government not {o disalose the

wieedily of a parson or pessons who furrvsh infametian of violations of law
10 cfficers wherged with the enforcsment of s

- When disclosurs of Information would put the ile and safety of an

rdividual wimminemd darges

« Any informaton ghvan by nformants leading fo thee uavary of camapped

vehiclee and apprehension of the persans chamed with camazping”™ and

- AR progeedinge Immlving apoication for sidmidion inn the Winess

Protection Proyram and the sction taken therson: 2

Informabon dsemeaa confidental for the prolection of the privacy of priscos
ard caain wxliviuals such 88 minges, victims of cnmes, o1 fhe mrused.
These incude:

7 The sprieablity of this eacepbor & datarmingd by S Dreclar Ganersl of s Inteilszhiaal Frapery
Offive d suaend 20w spurusel o the Saometary of #s Duparinert of 1rade a0 ey, Sechon
443 al ey (mtedeactiat Proponty Covke (RA My, 8260 o omendec oy R4 N, 107,

" Beoton I, Rz by, Ruks o) OCESPOE; Chaver v POOG, supey. M3y oo Luckes by law
erfomeman) Soeriiss.

! Aknsyan v, Agano. spr and Secior 51, Muman Sacwily Aut of 2007 [RA No. 95720 May be
mearad by bow erforcemant agercies

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

" Samnn 18, Waw Ann Camatowg 2cf of 2017 R4 Ne. 108431 May ¢ Invakad e Inw: eicroamert
agcaias,

¥ Sactior 7 Viases Brotconan, Socuy sod Banwl Act (RA No. GRS

)




8 Informstion of & personal nswe wherg Uisdo_s‘ura waoold nonsiitute 2
slearly unwarantad invasion of porscral privacy.” personz| nfarmation o
racorde. Indudig sensiive perepnal 1l;u‘mvﬂa.tian. birth reconds, " schoal

revards, '’ or medical or health mocords;

Seesllive personal informetion a3 dofined under 1ne Dty Privacy Acr of
2072 refers to personal infurmston:™®

(1} apoul an individual's mace, sthnic onges, minital stsiua, age. culor,
anc meligious, philoscphical or palibzal afiations:

(2} abted an individual's health, cducation, genetic or seual life of i
person, or to any procreding for any offensc committad a0 Aleged fo
have beun committed by such pesrson. the disposzl of auch
procasdings, ur ths santence of iy court in suzh pIOCRRCIngSs;

131 Iesued by govemnment agencies peculier e an indwous which
incfixes, but net imited to, sockal security numbers, provious of
cumee. heallh records, Neenses or ds denisls. suspansion or
revicadion, and fax reluens; and

(41 specifically eslatlished by sn execulive arder or an @i of Cengraas
1o bs kepl ¢lusaified.

Howewes, parsonal informaticn may be disclsed 1o tha axtent that the
requastad Infonnilion s shown 1n B¢ a matier of publc contem nr
inter=st, sluall not medcle wils or disturb the private fife or family reelatiors
of the individuel™ amd ix not prohied by any lew o regdation. Any
disclosurs of personal information shall bs i secordance with (e
principles uf iarsparency, kegilinute purposa and proporbonalsy,””

Disclosure of perzonal informaticn shout any individuzl who i3 or was an
officer or ernployse of a govermen: institution shall be allowed, provided
that such information ielales to tha position cr functions of the individual,
including: (1) the fact that the individual e or was an officar or ampicyves of

" Seclion Yz s IV, Faues oa SCESPOE.

M Sucreas &and 15, Daks By Aulaf 2042 (RA Ni- T0178E Parsasl SeNTobo T T I Ty
imfermetion whether rerardad in 3 manertal foem of nut, *me which e warttty of si indivacaal &
SOP T I £5r 13 rewsonably Rne sl sscertalted by the cohby; helding Ew infoematinn, o whern
AUt el Wil oifer iiMormadce avild iy une corglaly iderndy on individus Sochon 3(g),
Quly Craqaay A4 of 2592 Amck 28, il Coda, May b ireokien By Nubionial Prieany, Coramissen
anc goverrment peranagl ik aton conyolians:

" oricls T, The L and Yooty Wakan o [Presdontial Decres (PO) ho 833,

" Stulion S13), B3UCARAN Aul 37 1287 Batas Mambansa (B9 Ak, 2a2.

" Mudicsl and hesilh 900MCS ara S rrderad % sonallie persanal reans slioel pursuErE 10 Sestion
N2y Dely Pracy Act -l X2 Soc sien - Dapstmont (f Huth Departmant oF Suence arg
Techrolegy [DOST)Phlipping Health Insaranre: Dorponesce, i Agmrestravug Order Na: wts.
COI? (Privacy Gukdainee jor the implenrerizecn of the Phlipgine | maiy Infoenslon Freangel.

“ Setion JII)X. Cat: Povecy Act 26 201%.

" article 27, G Cagn,

" Eerttor 1. Data Prvasy dor cf 2552,
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the govemment Insthution: (2} (e litke, businesa address and office
tetephone nunber of the individual; £3) the classificalion, salary rmngs snd
wespunsiiities of the positian hekt hy the individuat and {4) the rame of
the ‘rdtldual on a Gosumet & gtad by the ndividual in tie course of
emplayment with tha govemment;

b. Source ol any news rscot o Intonvation APPERANTG N NEWSPEPETS.
manezines of padedicats of gensral circulation obtained i confidence:s
ard

. Reconda of praceedings and prosessss desined conlerdial by iaw for the
prraacy andon proludlion of certain indhiduals: such as children, Actins ol
crime, wilnesses 0 a e of rewditated drug offendare, Induding thoss
potaining to the rlawing:

(1} racords of child srd family ceaes;™

(2} chikien in conflic: with the law Nom inital confacs wnlil Ffina
disposition of the rase;™

(2} 3 child who Is o vilim of any offense urder the Ann-Chiid
Ponograptyy Act of 2009, Incwding the nams and persasal
circumstancee of the chid or the child's immedide family. or eny
ather Informulion lending to setshlish *he chils's centity

(4} & child witncss, who is a vicdim of a crims, an accused of 3 urime, ora
wineEs to 3 arime. inchuding tre name. addrexs, islephone number,
school, o otive idantifing information of 4 child or an immediain
family of the child;**

A5)  cases nvoling viberce against women and thei children, meluding
the name, addmss, kdephone numicy, schuch tusinees, addsss,
smployey, ot olher identifing IMamuyion of @ wetin or an immediats
farnily snumbec?’

(8) Wufficked parsone.  achemg  tew  names  and  personal

Gircametances, or any otrer Information ‘encing o esinblish s

idesdity of the trafficked person;™

rarnee of victimea of chitd abuse, explolislion ce diecriminaton ™

-~
-
-

“ Suctin 4, Dati sty Az af 2007

= an At £ Exning ¥ iy Sobizhor, Satov ae Repuriar of ooy Subleation fum Roroal i i Suures uf
Hubbslisd fews ar iedeaadion Chvaned o Contencs (R Na. b ac svandee by 28 Mo 2477
My b Beaend hy queerment rew s pene,

# Seaman 12, Famdy Scurts Aat if 1987 T8, At He. THIES

* Saeion 43, A 2isite snd Wases Ack of 2000 (RA Ny 8344),
“ Suodon 13, Anfi-Crid Fameannody Aul of 2008 RA Na 37751,

A

SGnArar 31, AM. Mo LOADT-SC. Re: Fresonod AR 1o Ssarination of 3 ik Uit

Y Heclion 4, AnteVinfanis Auarel Wamen snd s Chidren Act af 2504 IRA No. 52N s
Feoptt « Unbsuintz, G.R. Mo, ‘67843, 18 Seafumbar 2008,

2 Ztion f. AnD-Traffervng i Mevaans Al o 2002 IRS Ne Q228 A = e Uy % N 10364
: S8CHa 29, Seack Frofeciun of Chlamn Agsied Abuse, Expomanas ang Dvssamivation Aet A
Hi 7319).

5
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(81 disclosure which would resull n undus and ssnsationalized puilicity
of any case maodving a child in sonfict with the law, child abuse, of
vclation of antl Irafficking of persons;™

IB) recorcs, decuments and communicabiors of procsadings Involving
domestic and inter-country adogtions, including the identity of the
enikd, natural parents and aloptive parents:™ <

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

117) first lenws minoe (dmagl offenders urdes suspended santerca wihv
vomgly with applicatiés rules and ragulations of the Dangsnous Drugs
Board and whe are subsecuently dischargas: jxdisial and medical
records of drug dependants under the volunlary submiseion program:
and rcocrds of 8 drug depesdent who was rehabiifales anc
discharged frum Iresiment and rshsbilitstion centers under the
compulsary submisson program, o who was chargad for woistion of
Section 15 (use of danperous dags) of the Comprehensive
Dengerous Drugs Act of 2002, as smsnded: and =

{12) mentiy, slalus and medcal records of indraduals with Humas
Immuncdeficiency Virus (HIV), as wed as resulte of HIV/Avusnsd
Immuna Defliency Syreroms (AIDS) teeting,™

5 Infarmation. documaents or recorcs knuwn by reason of official vupacily and
are deemad as confidential, including those submited or disdoses by antiies
o gevernment agencies; Inbiunals bozards, or officers, @ relation o the
parformance e their furctions, or to inguites or investigation congducted by
them in the exarcize of their administratvs, reguiatory or quaskudiclal
powers; 3uch 23 bul not limited to the fallowirg:

u. Tradle secrata, Intelleciual property, business commarcial, financial and
othar propriclary information:™

" Setliur 14, Jvants Jusice and Weta Act of 2006, Stion 7, Aay. Irathoking o Farsons At of
2053, 55 aMmewdsd; and Soctior 29, Speci Protsanan of Chiaey Asavist Abuse. Expdodshon and
Decamanaion Aof

* Saviur 18, Domestic £dautan Ac! ot 1055 (RA, Ho. 5352) anc Sactine 43, (RR of KA No. 8553

Sectinny B w'd 18(9), inter-Caimry Ascofie AZ of 1935 (RA No. B0D25) and Secioie 53,54 =nd b
uf IKK of RA Mo 8043,

¥ Saction 3ih), Ami-Solying Act iHA Mo, 10627).
" Sosiora 3. 84 erd 87, Campraliensime Oumerois Drogs Act of 2002 (720 No 91R8)
* Sestiore 2b1, 18, W0, and 32, Fhilaoee AIDS Pravendion anf Controy Ackof 1999 R4 Ne. 8504)

* Saclion 48, 108,1, 6nd 502, The infoNechind Buysrly Code (RA No. 4235, 35 srendes by RA
‘Ne. 10372]; Saction 652, Scourkies Regulation Coda (RA M. 8780}, DOST Adm nisiraivg e Mo
201-18; Semon 142, Tha Corpovation Cads (B Ply. £3); Section 24, Pt Compeition Act (RA
No. “0667) Swcloms 23 srd Z7 (el THe Now Lentas Sevk Al (R Na, 7653} And-Aurny
Lsurdenng A2t (RA No. 150% Sacion 18, Siraleps Trace tianaganaed fot [RA Moo 10597
Sectoes 10 und 16, Safeausey Mossures A= 1R6 Neo 8BO0) Seclior 12, Tane SuU8Ences and
Hiareanue ana NuG2er Winsies Conved Act of TSR{RA Nu, 5983 Atice 200, Ravere el Code

Sedgicn 10,10, Rule 10, 2012 Revten IRR ol Buid-Opormss-Travtr Laor (RA No EET s
Fivovaw) Emionc Povts Sufiiorily Manuai gt Caromh Gaverrence.

&
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b, Dsia fumiehan o shilistoal ircubies, suneys & masises of the
Philippire: 3talislics Authonity (PSay™

¢ Recorde sk nepords submitted to the Sodlal Secorty System by the
emptoyer or membar”’

a. Informacion guhwies frem HIVAIDS metact *racing anz -all other reisted
health inteifgaonce acthities.™

& Cenfidental information  sasabted @ the  Philppos  Competition
Cammission prohibited from ¢isuosune by law, incuding L 'xiumiljg of the
person whe provided tha inforision under condition of anomyrity;

. Applicatibne and siggpuding cocuments fed parsuss to the Omabus
Investents Code of 1907

4- Cuc.mente submittes through he Governmant Ekelranc. Procuremmes:
System;'

I Informaton obtemned liom scoessing any slectronis kay cloctronk cats
mese3age, of ekxlronic document, book, renister, comespondenc:
information ur oiher mazeris! purzuanl n any powers confarmes under thn
Cisatioric Commavsa Act of 2000."

I Any conliderfial inforaation supplied Ly the comfractars in rrineral
agreements, and firancial o technical assistancs agreemenis pursuant to
the Pliipgxne Minlng Act of 1396 and itz Impiementing Rilss and
Rrzulations (IRRY, dudng fhe i of tha project t which it reiatea:™

I Infansstion received by the Departmcni of Touram (DOT) In relidion to the
acereditation of sceonenodation establishirents (wuch 35 hotsle ava
rasorte) and irevel anc tour agenzisay™

* Sraton 28, Milsoine Stateical Ae o 2003 (RA Mo, 1 0E2S); Rae Seclion £, Commamasslis Aol
Na. 529 May s inunkme rely by the £S5, ‘

F St 24(e), S2CO! SRR At of 185/ IR Mo, 147, 4x méned 25 BA No. 92823

™" Beutin 28, PNUDaIn ATHS Pravenin s Cantei At of 7068 (RA Na. 4514),

¥ Sesdtiar 33, AANDEOE Competition Az (FEAL R NG 10687 are Section 13, RIS 4 o e KR o
FCA, Thie wrcedlon oo o moked by the Phipore Cnmpsition Conmission 2003 10 wei-
dhal rd IV ERRora Lider e PO,

* Gucuon 8¢, EO Ko 2268 (x 19475 a5 arwnded

"' Sawen 3, Covevovnunt Frozveaeat Biefuen Avl (A No, 9984)
“ Sacdon 37, Beckinv Commanes Acf of 2396 (R0 Na. 411G}

“ Sacion 33iE, Amipnve WATG A of 1395 (RA No, 7942),

 Seation 1, Rulz 1%, DOT 1G Mo, 201£-02 {Rufes &rd Ragululkans 1 Govem, e Amadraion of
Ascommedaon Eslsblenmarts  Hatns, Resoks s Apsremem HEGER T A0 Seciiun 25, JOT MC
ko 201506 (Ravses Ruee 84d Regulytions to Gasarny e Asesdiatdan of Trwal srd Taur
Agerches’,

-3
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k. Tre fact that 3 covered fransaction regont 1o/ the Ant-Money Laundering
Lounu! |ANMLT) has been made. the contenis theroef. of any lionmaikin
in miatinn thersto: ¥

| Infonation soomitted o the Tadl Commission which i Ly nawure
canfdantial or ¢ éymiliod on o coidential basis*

m. Certaln informaliun und reports submittan 1 the Irsurancs Commssionsr
pusuant I the fnsurancs Ceos,”

n. Informston on fopsterad  cutursl properfies ovmed by private
Irwdive G usals

@, Deta subrilled by a higher educaton insiluton 1o the Commission o
Highat Edursation {CHED):® and

P Any secret, valuable ar progeickay informaton ot 8 confidential character
‘knowm 10-a public ullicer or secrets of private Individuals:™

G. Informirtion of which 8 prematurs discosure wouls.

3. In the cowe of 3 department. cffice or sgency which ssney requlstes
arroncies, secunties. vommmediies, or financal instibutions, be likedy 1o
Izac to sigrilizey financial speculalion in curencige, carurdins, or
wavrodities, o signfficendly endangaer the stsbifly of ary fnancial
Instiution; or

h. o2 likely ur sgeEficantly frastrate nplumentation ot 3 proposeyd official
actian. except such department, offize or agency hat abeady Gacizaad 1o
ihe public the cestent o nature of its proposed action. of whers Ly
dapantmens, ulfice or agency 18 ragaired by low to mske suck disclosurs
o Its Gwn initistive prior 2o taking sl offical acion on such sropossel >

7, Recorda of pmeesdings or infarmalion [um 2oceedings which, pursssnt to
= of reknvan rukes and reguiations. are trested as confidentisl o privibesges,
~luding 2ut AT Eniled to the following

“ Seglion Sk Amndonay (unosnng At ot A9 35 swesdsd. May e okl 9y AMLE,
govsmmanl bar ks urd 15 stinae &l smplsyess,

¥ Sarmor 10, Sleouurd (eanyes Acl

' St Z67 i relatice with Seecling 285 sne Sacon 335 Thg nEursnce CeaT (a5 sieded Ly s
Ko: Y0uG7) §

T Zextion 14, Nebonal Cumiral Huime A of 2000 124 N 100381,
" CHED Merroranaum O b, 01513, 268 May 2013,

™ Aticior 230 ara 720, Reviswd Punai Sade; S3von 3K, A Srat and Gomad Praicas Act 140,
NE. 2009) Sevtian Jic), Code ol Conolad and Emiad Standevas v Pubie Ofzials and Eoivapems
(RA M G100 Saeton 7 Reshangw of farmalan on Ter Aut'sre £t of 2007 128 No. 10021 2re
Tedtion 4.2, Secur s Baguiion Caos (R No. 8793,

* Sechan A5 Rule IV, Rukes on SOESSG=
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Mediaron asd demastic or intsmational  arbitralion procgoedings, indud ng
revurds, evdsnce eng the art!hrel awards, prsiant to the Aiternafivg
Digpurs Regalution Aet uf 20047

Matiers itwshved noan mw:sinns_tulc mediation:

Infarmation and statements mzde ol conciliation prozeedings undsr the
Laboy Cooe™

Arbnration pracescirgs oefore the Construction |nSusty  Asbitnslon

Commission (CIAC),>

Resds of examinstions msde by the Securtiss and Excrsoge
Commiesion (SEC) on Uw upsrations, tooks =ne macords of any

zorperation, and all intercaatoiss propourded by I ared The snswers
therato;™ -

Informatian relsled i invesligadizes which are deemes v ivenial vndsr
tha Securiies Reguiaiions Code™

All proceniings prior to the issuarcy of a coase and desist arder agsi
pre-nsed companics by the Instrance Coramission; "

Infzomaten related fo the wSsgnment of the cases i the mviewing
prosecors of he undersscrétaries In cases inwulving viciatione of the
Camyvolsnaive Gangarous Druge Act of 2002,%

Investigation rejuirt and the supervislon ~atory of a probationen;®

Ttr.mgim_uttsrs tagelflza as conlidentia) undsr the Human Swerurilic Ast of
207"

T Sacnars W, 2w 28, Atemamyy (NRRuls Fesakticn SION) A of 2004 'FA Mo, 2855 ane LOJ
Cinular Ho 8572, 200€) or the 1IRK o he ANR A

P Arichs 10, Iiarrar 03l Bar Assas siun R se §ar Invastor-tats vl
H Arivle 237, Labor Coos
= Sechion 7.1, Rt 7 CIAC Revusc Rsos of Pracad. i Goyvaivg Corstruntion AT,

* Sacien 142, Comovstivn. Cods, May 32 mckes: oy 7w SEC srd any cthos atet 3ulfavized oy
law 13 e wxl wonTon

T Suclions 134, 164,202 (1), ard 842 uf the Sanurdvs Aequielion Crde.

** Section YU} 6t e Prie-Need) Cadis of (50 PENBPOER. The corf Geniasity o e e T
M) efier 2 ismuance of e caRea B Cas sl ordsr,

" DOJ Denanret Lircsor N 008 13 (K. 4 10 Nebieusry 2015,
" Saction 17. Brahaiive Luw of 1376 L Na. 565 {3.1976])
 Samenn, 13,44 29,30 ynd B4, Muman Senvit A A7 X007 A No, BEF2)

3
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k.

Pralrinary swestigetion proceedings betare the committes cn decorum
and immstgation of govesment agencies: = and

Those information ceemed conideniial or pravidoned pureuas! to perdincnt
rues ant reguktions ssusd by (he Suprame Court such 2s infonmation
on disharma proccedings, DNA groties and maitsor thosa ondarad by
wourts 10 ba kapt confidantial ™

Nl considerad confdantial cadar Zaaking and finance laws are their
amendatory laws, such as:

a,

b.

RANG, 1405 [Law on Secracy of 8ank Deposits)

RA No, 8428 {Foreign Cumency Deposit Anr of o Philppnest anz
rekvant regulations;

RANo. BT81 (e Grvmeed Reenking Low of 2000);

d. RA No. 8150 (Ant-ioney Launowing Act of 20017, and

£

RA No. 9510 {Credit infarmatian System Act);

Othar exceplions v e right o informstion urder faws, jurispnadcnce, rules
anrd g ations, such s&:

Those deomes confidential pursuant Lo Lesiies, sxmnitive agreaments
vinar inemabonal spreements, of Intewatienal procosdings. such a3

51 When the disdesura woulz prejudics iegitimate cummendal intorest
or compemtrve posilion ol Frvastar-staies garsuant 2o Investment
samaments

(21 Those desmed oconfidantal or protected information pursuant 2o
United Matoms Curnmission o Intemstional Treds Lew Rules an
Transparency  in Treaty-basad  Investor-State mmtmhon Al
Arbitration Rules (UKCITRAL Transparency Rules) ™ and

131 Relugee procssdings and documanis ender the 1987 Cunveraion
R(-vu'mg i e Stafuz of Rsfugses, a3 Implementad oy 00 Croular
MNo. &4 {e. 2012y

¥ Leton 14, C i Servies Cumm sson Resalsion No. 110545,

¥ Suglion 15, Fike 1288 are Sacstor 76, Rk 130 0f fhe Ruise of Coa sne Sus oo 17 ol e 2wk
o NG Py, A M. No. 08 11.5.8C.

B Exvingies: Aide 26 (21, ASEAN Comarahansive IFasien Sgisanm, Al 15 18} Aug el
o ieseinant voder the Framessark J’bg‘mem or The Compreharshe Ecorcme Coopecsbion
betaten 1he ASESN and the Republic o Ingis: sl A-ticis 15 12) of +m S@reenert o Syessinant
uder e Fraveath Sassneil o0 ths Comeebessve Ceoramis Codperatn® arvang the
Gurerriea of by fédinbes Coonines of the AS=AN and tha Rapuhike of Kares

¥t 7, LNCITRAL Transaansssy Ruks.

2+
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b. Teatimony fmm a government offic &, walksx pursuant to 3 ooart - Ity
onjer; ™

When the zerpase for the request of Statemerd of Assels Liabilites and
Net Woah 12 any of Ire fellowing:

w

(1) any corsose contrary to marale or public policy; or _
{21 any commerdal puiesy olher than by news and communicatiuns.
media fur dissamination 0 @ general public;®

¢. Lisly, atetacts, sumvnarics of information mouasted when such Fsts,
abetracts cr summurnisa are not parl of the Sutiss of the government ofica
reguestad;™

= Thosa Infarmation and proceedings dessmad confidantial wrcsr rules and

reg-tatlons issuad by relevant govemment agencles or as decided by the
sourts:™

i Recuested informatcn penains In commente and disclusuras on pand'ng
cases in judiclal procerdings;’? end

a. Anqm_ﬁycliem Privieye: mxisfing betvmen governmart swyss asd f=or
dignd,

* Sanate v. War, s Senots v Erms. aora.
T Soticn 013). Chady uf Curuon an FIRCR SIS foe Pyt Oficioda il Srplupwes,

# Beimra v, Gohos, G.R. No. 205536, 18 Hovember 2013, und Valments » Setmsats . 154 Ko
TR0 15 February 1938, 252 Pai 264

® Ecampi: 2002 Gifoaines and Procad rea o ce I Teestigation s Monnadrg of Shemen Rgvs
Volatiors snd Aburen aod e Pravisian af CHR BEEr R ZToviimeT. SEnAR R e
Syslen s Hules of Prozedins of (e Sureiooee on Thams; Novenal Feaber Rulatians Cammiss

ResaAon No. M-D2, Anendirp Camslr Froveion: of +o New Sulez of Precsciee of the Natinea
Lamar Rideiuess Commisaed, 08 Sarch 2002 Dapeten: of Agtarkaa Rafum MO No 07-11; 19 Jay
2011; Dapanimert of Scclal Welars srd Devalonment MO Ko, 32412, 17 Tvddosr 2078 2 Sectian
AZ irepmstronnt Company Azr (<8 Ko 23780 Whsn the g i reqacsian ks pot g malter of puhic
CONCEr O e rwrent I conlned I Hiara v ucos Amss & Supmy 3R N 188959, 2% July ZD0E,

™ Romproy. ficeragn, G.R Ne. 211575, 8 Manat 20

" Ganen 21 of frm Coon of Pk T .Q:s::ﬂézz:..
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FOI REQUEST FORM FLOW CHART

REQUESTING PARTY

{———

Defer and request for additional
Information/ completion of request

NO

REQUEST

SUFFICIENT

YES

FOI Request (In C | Receipt of Request
writing) ‘ omplete
2
) (FOI Receiving Officer)
YES
Can the
FOI DECISION MAKER
document
requested « ISTHE
be released? l
?
CLARIFY/EXTEND l
APPROVED DENY (GENERAL MANAGER)
Prepare order of Prepare Denial Letter
Payment
$ =
Paid?
YES
4 _
Prepare Need time Preparing for the
records/Documents ‘ Extension? ‘ Release of

YES

J

TRANSMIT RESPONSE
(To Requesting Party)

Information/Record

- FOI Receiving Officer
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SUBMISSION OF FOI REQUEST (in writing and in prescribed form
RECEIPT AND EVALUATION OF COMPLIANCE OF FOI




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

Date or period (DD/MM/YY)

Purpose

Document type

Reference Numbers (if known)

o g &~ w D PE

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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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 (PCOOQO) 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 Plaza 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 GA1), 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


http://www.foi.gov.ph/

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 (AIl) 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 RUPERTO MARTIN M. ANDANAR
FOI Champion
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Annex A

NO WRONG DOOR POLICY FLOWCHART

Requesting Party

Process FOI Request

(15-35 working days)

“First referral”
— 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; —
GAL must inform the
requesting party regarding
the referral;
Fresh period will apply for
GA2
~—
J— Government Agency 2 (GA2)
“Second referral”
Must be referred within three I
(3) working days upon
receipt of first referral Proper agency? Yes
GA2 must verify with GA3 —
whether the information is
within the latter;
GA2 must inform the
requesting party regarding
the referral;
Fresh period will apply for — Government Ag ency 3 (GA3)
GA3
Proper agency? Yes
Agency shall mark the request
unsuccessful
NOTE:

If GAL 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.






