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On July 23, 2016, recognizing the Constitutional right of the people to
information on matters of public concern, President Rodrigo R. Duterte issued
Executive Order (EO) No. 2, otheMise known as the Freedom of lnformation (FOl)
EO, which seeks to operationalize in the Executive Branch the people's
Constitutional right to information and the State Policies to full public disclosure
and transparency in public service.

The EO mandated all executive offlces, including but not limited to the
national government and all its offices, departments, bureaus, offices, and
instrumentalities, including government-owned or -controlled corporations, and
state universities and colleges to give every Filipino access to information, official
records, public records and to documents and papers pertaining to official acts,
transactions or decisions, as well as government research data used as basis for
policy development. lt further directed all government agencies under the
Executive Branch to prepare and submit their respective FOI Manual containing
the implementing details and guidelines specified in the EO.

ln compliance with the foregoing directive in the EO and to facilitate its
implementation in the University, the University formulated this FOI Manual
providing the guidelines and procedure in the processing and handling of requests
for information as approved by the Board of Regents (BOR) of the University on
September 7,2U7. fhis FOI Manual was revised and approved per BOR No.
'106, s.2023 dated Oclobet 24,2023.
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'l. Purpose: The purpose of this CatSU FOI Manual (Manual) is to provide the
process by which the Catanduanes State University (CatSU) shall deal with
requests for information received under Executive Order (E.O.) No. 2, Series
of2016, on Freedom of lntormation (FOl). (Annex "A")

3. Coverage ofthe Manual: TheManual shall cover all requests for information
directed to all the colleges, units, and offices of the University as well as the
procedures for the appeal on request for information.

4.1 . FOI Receiving Officer: There shall be an FOI Receiving Ofiicer (FRO)
designated at the CatSU. The Records Services Officer shall be the
FRO and all FOI requests pertaining to the University shall be filed with
and/or submitted to this officer. The FRO shall hold office at the
Records Services in the CatSU Main Building.

The FRO shall perform the following functions:
(a) Serve as first point of contact to the public regarding FOI

requests;
(b) Receive on behalf of the CatSU all requests for information and

facilitate such requests;
(c) Ensure thatthe FOI RequestForm is completely accomplished;
(d) Provide assistance and support with regard to FOI;
(e) Process and make an initial assessment of FOI requests and

determine if the requests are fully compliant;
(0 Deny or refuse to accept FOI requests based on the results of

the initial assessment and based on the following grounds:
i. That the form is incomplete; or
ii. That the information is already disclosed in the

official website of the University, foi.gov.ph or at
data.gov.Ph

(g) Forward to the FDM the requests for information for appropriate
action;

(h) Nlonitor all FOI requests and appeals;
(i) Provide assistance to the FOI Decision Maker (FDM) and

provide assistance and supportto the publicwith regard to FOI;
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SECTION 1: OVERVIEW

2. Obiectives ofthe Manual: This Manual sets outthe rules and procedures to
be followed by the colleges, units, and offlces of the University whenever a
request for access to information is received. The University President shall
be responsible for all actions carried out under this Manual and may delegate
this responsibility to a specific officer to act as the Decision Maker (DM), who
shall have overall responsibility for the initial decision on FOI requests, (i.e. to
decide whether to release all the records, partially release the records or deny
access).

4. Responsible Officer:



0) Compile statistical information as required;
(k) Upon completion of the evaluation within the period set forth in

EO No. 02, advice the requesting party of any decision on the
request;

0) Collate and retrieve approved information and document for
release from the appropriate office which has custody of the
records; and

(m) Prepare all other necessary FOI reports.

4.2. FOI Decision Maker: There shall be an FOI Decision Maker (FDM),
designated by the University President, with a rank of not lower than a
Division Chief or its equivalent, who shall conduct evaluation of the
request for information and has the authority to grant the request, or
deny it based on the following:

a. The CatSU does not have the information requested;
b. The information requested contains sensitive personal

information protected by the Data Privacy Act of 20121;
c. The information requested falls under the list of exceptions to FOI;

or
d. The request is an unreasonable subsequent identical or

substantially similar request from the same requesting party
whose request has already been previously granted or denied by
the CatSU.

4.3. FOI Appeals and Review Committee: There shall be a central appeals
and review committee composed of three (3) officials with a rank not
lower than a Director or its equivalent, designated by the President of
the CatSU to review and analyse the grant or denial of request of
information. The Committee shall also provide expert advice to the
CatSU Head on the denial ofsuch request.

SECTION 2: DEFINITION OF TERMS AND ACRONYMS USED

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.

I Republic Act No. 10173, "An Act Protecting lndividual Personal lnformation in lnformation and

communications Systems in the Government and the Private sector, creating for this Purpose a

National Privacy Commission, and for Other Purposes"
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OFFICIAL RECORDS shall refer to information produced or received by a public
officer or employee, or by a government office in an official capacity or pursuant
to a public function or duty.

PERSONAL INFORMATION shall refer to any information, whether recorded in a
material form or not, from which the identity of an individual is apparent or can be
reasonably and directly ascertained by the entity holding the information, orwhen
put together with other information would directly and certainly identifo an
individual.

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.

SENSITIVE PERSONAL INFORMATION. As defined in the Data Privacy Act of
2012, shall refer to personal information:

About an individual race, ethnic origin, marital status, age, color, and
religious philosophical or political affiliatlons;
About an individual health, education, genetic or sexual life of a
person, or to any proceedings for any offense committed or alleged to
have been committed by such person, the disposal of such
proceedings or the sentence of any court in such proceedings;
lssued by government agencies peculiar to an individual which
include, but not limited to, social security numbers, previous or current
health records, licenses or its denials, suspension or revocation, and
tax returns; and
Specifically established by an executive order or an act of Congress
to be kept classified.

(1)

(2)

(3)

(4)

SECTION 3. PROMOTION OF TRANSPARENCY IN GOVERNMENT

1. Access to lnformation: The CatSU recognizes the constitutional right of the
people to information on matters of public concern and accordingly adopts a
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ACRONYMS USED:

CatSU - Catanduanes State University
EO - Executive Order
FOI - Freedom of lnformation
FRO - FOI Receiving Officer
FDM - FOI Decision Maker



policy of full disclosure, subject to the exceptions (Annex "8"), procedures,
and limitations provided in E.O. No.2 and the Manual. This right is
indispensable to the exercise of the right of the people to effective and
reasonable participation at all levels of social, political and economic decision-
making. Therefore, the CatSU shall make its records and information available,
provide for public access to its records and information, and protect its own
records and information to the extent consistent with the requirements of public
interest and personal privacy protection.

2. Duty to Publish lnformation. The CatSU shall regularly publish, print and
disseminate at no cost to the public and in an accessible form, in conjunction
with Republic Act 9485, or the Anti-Red Tape Act ot 2007, and/or through its
website, timely, true, accurate and updated key information including, but not
Iimited to:

a. A description of its mandate, structure, powers, functions, duties
and decision-making processes;

b. A description of the frontline services it delivers and the procedure
and length of time by which they may be availed of;

c. The names of its key officials, their powers, functions and
responsibilities, and their profiles and curriculum vitae;

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

e. lmportant rules and regulations, orders or decisions;
f. Current and important database and statistics that it generates;
g. Bidding processes and requirements; and
h. Mechanisms or procedures by which the public may participate in

or otherwise influence the formulation of policy or the exercise of
its powers.

The following shall be posted under the Transparency Seal in the University
Website:

a. FOI Manual signed and certified by the University President
b. One-page FOI Manual
c. FOI reports

3. Safekeeping of Records. The CatSU shall create and/or maintain in
appropriate formats, accurate and reasonably complete documentation or
records, policies, transactions, decisions, resolutions, enactments, actions'
procedures, operations, activities, communications and documents received
or filed with them and the data generated or collected.
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SECTION 4. PROTECTION OF PRIVACY

While
protection to

a.

providing for access to information, the CatSU shall afford full
a person's right to privacy, as follows:
The CatSU shall ensure that personal information, particularly
sensitive personal information, in its custody or under its control is
disclosed only as permitted by existing laws;
The CatSU shall protect personal information in its custody or under
its control by making reasonable security arrangements against
unauthorized ac@ss, leaks or premature disclosure;
The FRO, FDM, or any employee or official who has access, whether
authorized or unauthorized, to personal information in the custody of
the CatSU, shall not disclose that information except as authorized
by existing laws.

b.

The right of access to information is without prejudice to the right of the
CatSU to determine whether there are grounds to believe that: the identity of the
requesting party is fictitious or otherwise not legitimate based on the credentials
provided by him/her, the request is prompted by sheer idle curiosity, the request
is being made with a plainly discernible improper motive such as harassment, the
purpose of the request is contrary to law, morals, good customs or public policy,
or the request is for any commercial purpose.

SECTION 5. STANDARD PROCEDURE

Request for lnformation. All requests for information shall:
(1) Be in writing and be accomplished using the request form; (Annex

,,Drr)

(2) Provide the full name and contact information of the requesting party
including a valid government identification card with photograph and
signature; and

(3) Reasonably describe the information requested, and the reason for,

or purpose of, the request for information

c

1

2 Manner of Making a Request. A request for information shall be made by the
requesting party by delivering it personally to the CatSU, by sending it by mail'
or by sending it by electronic email at catsu 1961 @catsu.edu,ph. ln case the

request is sent through email, the requesting party shall attach in the email a
scanned copy of the FOI request form, and a copy of a duly recognized
government lD with photo. In case of a proxy request' the request form must

be accompanied by a letter of authority indicating that the applicant has

authorized his representative to submit the request on his behalf, together with

copies of two (2) valid evidence of identities for both the applicant and his

representative.

5



ln case the requesting party is unable to make a wriften request because of
illiteracy or disability, he/she may make an oral request and the FRO shall
reduce it into writing. The requesting party shall sign the form or affix his/her
thumbmark thereon.

3. Receipt of Request for lnformation.

3.1. lnitial Evaluation. The FRO shall evaluate the contents of the request
and initially determine if the requested information fall under the
exemptions as enumerated in ltem 4 herein. If the requested information
or document is exempted from the coverage of this manual, the FROs
shall recommend the denial of the request for information to the FDM.

The FRO shall likewise check the completeness and compliance of the
request of information with the required format. lf there are any further
details required to identify and locate the requested information, the FRO
shall return the request for information in order for the requesting party
to fill-in the required details. Only complete requests for information shall
be received by the FRO.

Should the information being requested be already posted and publicly
available in the CatSU website or at foi.gov.ph or data.gov.ph, the FRO
shall return the request for information and advise the requesting party
of the said fact and provide them the website link where the information
is posted, if known.

3.2. A duly accomplished and complete request for information shall be
signed and 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 personnel who actually received it, with a conesponding signature
and a copy furnished to the requesting party. ln 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.

The date of receipt shall be:
(1) The date when the request is personally delivered to the CatSU;
(2) The date when the request is received by mail by the CatSU; or
(3) The date when the request is electronically received by the

CatSU

Where the request has been emailed to an absent member of staff which
has generated an 'out of office' message with instructions on how to re-
direct the message to another contact, the date of receipt shall be the
day the request arrives in the inbox of that contact.
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The FRO shall fonrvard the request for information to the FDM within the
same day of receipt of such request and record the date and time it was
forwarded.

4. lnformation Exempted from the Coverage of this Manual. The following
records/documents are exempted from the coverage of this Manual hence
should not be released or disclosed:

(a) Minutes of the meetings of the CatSU Board of Regents, its Financial
Committee and other committees which it may create;

(b) Minutes of the meetings of the University Administrative Council
(c) Minutes of the meetings of the University Academic Council
(d) Judicial affidavits filed in all cases involving the University
(e) All pending cases involving the University and its employees
(0 201 files of all employees
(g) Documents of the University Selection Board
(h) Statement of Assets Liabilities and Networth
(i) BAC Minutes of Meetings
(j) Abstract of Bids
(k) TWG Recommendation
(l) OPCRs and IPCRs
(m) Financial Reports and financial documents not yet audited by the

Commission on Audit
(n) Minutes of TWG meetings
(o) All reports not in the final form
(p) lnter-office and inter-agency memoranda/correspondences
(q) Student records
(r) Pay slips

The CatSU upon prior determination and approval of its Board of Regents,
Academic Council and Administrative Council, may provide other information
or documents which may be exempted from the coverage of this manual in
addition to the foregoing enumeration.

5. Period to Respond.

5.1. The CatSU shall respond to the requesting party within fifteen (15)
working days from the date of receipt of the request regardless of
whether the request was forwarded from another agency.

ln case the request for information, after it was fonivarded to the FDM,
was referred back to the requesting party for clarification of details in
order to identify or locate the requested information, then such
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. lf no clarification is received from the requesting party
after sixty (60) calendar days, the request shall be closed.

7



5.2. A working day is any day other than a Saturday, Sunday or a day which
is declared a national public holiday in the Philippines. ln computing for
the period, Art. 13 of the New Civil CodeP shall be observed.

5.3. The period may be extended whenever the request requires extensive
search of the records facilities of the CatSU or examination of
voluminous records, where the requested information needs to be
consulted with another agency before it can be disclosed, or in case of
the occurrence of fortuitous events, or other analogous cases. The FRO
shall inform the requesting party ofthe extension, setting forth the reason
for such extension.

ln no case shall the extension exceed twenty (20) working days, unless
exceptional circumstances warrant a longer period.

6. Action by the FDM: Upon receipt of the request for information from the FRO,
the FDM shall assess and clarifiT the request if necessary as well as the
recommendation of the FRO to deny the request on the basis that the
requested information is exempted from coverage of this Manual, if any.

The FDM shall ensure that the complete information requested, if approved,
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
repo( to the CatSU President or the designated officer, in case the submission
is beyond the 1O-day period.

lf the FDM determines that a record contains information of interest to another
agency, the FDM shall consult with the agency concerned on the disclosability
of the records before making any final determination.

6.1. Approval of Request: ln case of approval of the request by the FDM,
the FRO shall collate the information and document, ensure that all
records that have been retrieved and considered be checked for possible
exemptions, prior to actual release. The FRO shall thereafter notify the
requesting party, direct the requesting party to pay the applicable fees,
and advise the requesting party to get the information and document at
the CatSU Records Services office on the designated day and time.

2 "Art. 13. When the laws speak of years, months, days or nights, it shall be understood that years

are ofthree hundred sixty-five days each; months, of thirty days; days, oftwenty-four hours; and

nights from sunset to sunrise.

lf months are designated by their name, they shall be computed by the number of days which

they respectively have.

ln computing a period, the first day shall be excluded, and the last day included. (7a)"
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6-2. Denial of Request: On the following grounds, the FDM may deny a
request:

(1) the request is not complete or not valid, in which case the
requesting party shall be notified accordingly;

(2) the requested information is substantially similar or identical to a
previous request by the requesting party, whether the same has
been granted or nol, in which case the requesting party shall be
notified accordingly;

(3) the requested information is already available on the OVP website,
in which case the requesting party shall be notified accordingly and
provided with the website link where the information is posted, if
known;

(4) the requested information refers to a third party or other official
repository or custodian of the information requested, or another
government agency, in which case the requesting party shall be
notified accordingly and provided with the contact details of that
office, if known;

(5) the reason for the request is contrary to laws, rules, or regulations,
in which case the requesting party shall be notified accordingly;

(6) the requested information contain personal and sensitive
information pursuant to the Data Privacy Act of 20123, in which
case the requesting party shall be notified accordingly;

(7) the request falls under the exceptions under the lnventory of
Exceptions issued by the Office of the President of the Philippines
(Annex "B") or in ltem No. 4 of this Section, in which case the
requesting party shall be notified accordingly; or

(8) the record and/or information requested does not exist or cannot
be found, in which case the requesting party shall be notified
accordingly.

7. Notice of 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 (Annex "E" and "E-1"). ln case of denial of the request wholly or
partially, the notice shall clearly set forth the ground or grounds for denial and
the circumstances on which the denial is based.

8. "No Wrong Door Policy" ln compliance with FOI-MC No 21-05 or the
Guidelines on the Referral of Requested lnformation (Annex "F"), Official
Record/s and Public Record/s to the Appropriate Government Agency
otherwise known as the "No Wrong Door Policy for FOl," the CatSU will not
deny FOI requests for information and/or records not under its possession but
instead refer the request to the appropriate government agency which is the
proper repository or custodian of the requested information or records, or have
control over the said information or records. The University shall observe the
No Wrong Door Policy flowchart provided in the said guidelines.

3 R.A. 10173
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SECTION 6. REMEDIES IN CASE OF DENIAL

ln case of denial of a request for information, the requesting party may appeal
to the FOI Appeals and Review Committee. The appeal shall be in writing,
signed by the requesting party, citing the ground for the appeal, with copies of
the request for information and the notice of denial attached, and shall be filed
within fifteen (15) working days from the notice of denial.

2. The appeal shall be decided by the CatSU President upon the
recommendation of the FOI Appeals and Review Committee within thirty (30)
working days from the filing of said written appeal, unless circumstiances
warrant a longer period. Failure to decide within the 30-day period or as
extended shall be deemed a denial of the appeal.

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

SECTION 7. REQUEST TRACKING SYSTEM

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

SECTION 8. FEES AND UNDERTAKING

l. No Request Fee, The CatSU shall not charge any fee for accepting requests
for access to information.

Reasonable Cost of Reproduction and Gopying of the lnformation: The
CatSU may charge a reasonable fee to reimburse necessary costs, including
costs of reproduction, scanning, and mailing of the information or documents.
A certification fee of Php30.00 shall be paid by the requesting party for every
document or information, regardless of number of pages, certified by the
CatSU. Before the party receives the requested information and document,
proof of payment must first be provided to the FRO.

Exemption from Fees: The University may exempt any requesting party from
payment of fees due to indigency, lack of funds or similar circumstances, upon
request and subject to the showing of proof of any of such circumstances.

2

3 Undertaking: By receiving the requested information and document' the
requesting party acknowledges that the same shall not be used for any
purpose other than what is indicated in the request form as approved, shall
not be used for any purpose that is contrary to law, morals, good customs, or
public policy, and shall not be reproduced for any commercial use.
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SECTION 9. ADMINISTRATIVE LIABIL]TY

2, Procedure. The Revised Rules on Administrative Case in the Civil Service
shall be applicable in the disposition of cases under this Manual.

SECTION 10. MISCELLANEOUS PROVISIONS

Saving clause, Matters not covered by the provisions of this Manual shall be
referred to the University President for appropriate action.

2. Application of relevant laws and issuances. The provisions of R.A.94704
and its IRR as well as other relevant issuances shall be suppletorily applied in

all matters not covered by this Manual.

3. Effectivity. This policy shall take effect upon approval of the CatSU Board of
Regents.

Attested

1

PATRICK N T. AZANZA,
UC President lll

Approved per Board Resolution No. 106, s.2023 dated October24,2O23

a "National Archives of the Philippines Act of 2007" or "An Act to Strengthen the System of
Management and Administration of Archival Records, Establishing for the Purpose the National

Archives of the Philippines, and for Other Purposes"

Rh.D., J.D.

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

a. 1st Offense- Reprimand;
b. 2nd Offense- Suspension of one (1) to thirty (30) days;
c. 3'd Offense- Suspension of one (1) month to six (6) months; and
d. 4th Offense - Dismissal from the service.

3. Provision for More Stringent Laws, Rules and Regulations. Nothing in this
Manual shall be construed to derogate from any law, rules, or regulation
prescribed by any body or CatSU, which provides for more stringent penalties.



ANNEX ..A"

MALACANANG PALACE
MANILA

BY THE PRESIDENT OF THE PHILIPPINES

EXECUTIVE ORDER NO. 02

OPERATIONALIZING IN THE EXECUTIVE BRANCH THE PEOPLE'S
CONSTITUTIONAL RIGHT TO INFORMATION AND THE STATE POLICIES
TO FULL PI]BLIC DISCLOSURE AND TRANSPARINCY IN THE PUBLIC
SERVICE AND PROVIDING GUIDELINES THEREFOR

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

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

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

WHEREAS, the Executive Branch recognizes the urgent need to operationalize these

Constitutional provisions;

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

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

growth;

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

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

shall mean:

(a) "Information" shall mean any records, documents, papers, reports, letters, contracts,
minutes and transcripts of oflicial 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
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in or under the control and custody of any govemment office pursuant to law, executive
order, and rules and regulations or in connection with the performance or transaction of
official business by any government office.
(b) "Ofliciat record/records" shall refer to information produced or received by a public
officer or employee, or by a govemment offrce in an official capacity or pursuant to a

public function or dutY.

(c) "Public record/records" shall include information required by laws, executive orders,

rules, or regulations to be entered, kept and made publicly available by a govemment
office.

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

SECTION 3. Access to information. Every Filipino shall have access to information,
official records, public records and to documents and papers pertaining to offrcial acts,

transactions or decisions, as well as to government research data used as basis for policy
development.

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

The Department ofJustice and the Office ofthe Solicitor General are hereby directed to
prepare an inventory of such exceptions and submit the same to the Office of the President

within thirty (30) calendar days from the date of effectivity of this Order.

The Office of the President shall thereafter, immediately circularize the inventory of
exceptions for the guidance of all govemment offices and instrumentalities covered by this

Order and the general public.

Said inventory of exceptions shall periodically be updated to properly reflect any change

in existing law and jurisprudence and the Department of Justice and the Offrce of the

Solicitor General are directed to update the inventory of exceptions as the need to do so

arises, for circularization as hereinabove stated.

SECTION 5. Availability of SALN. Subject to the provisions contained in Sections 3

and 4 of this Order, all public officials are reminded of their obligation to file and make

available for scrutiny tleir Statements of Assets, Liabilities and Net Worth (SALN) in
accordance witl existing laws, rules and regulations, and the spirit and letter of this Order.

SECTION 6. Application and Interpretation. There shall be a legal presumption in

favor of access to information, public records and official records. No request for
information shall be denied unless it clearly falls t-rnder any ofthe exceptions listed in the

inventory or updated inventory of exceptions circularized by the office of the President

provided in the preceding section.

The determination ofthe applicability of any of the exceptions to the request shall be the

responsibility of the Head of the office which is in custody or control of the information,
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public record or official record, or the responsible cenffal or field officer duly designated
by him in writing.

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

SECTION 7. Protection of Privacy. While providing access to information, public
records, and offrcial records, responsible officials shall afford full protection to the right
to privacy of the individual as follows:
(a) Each govemment office per Section 2 hereofshall ensure that personal information in
its custody or under its control is disclosed or released only if it is material or relevant to
the subject-matter of the request and its disclosure is permissible under this order or
existing law, rules or regulations;
(b) Each government offrce must protect personal information in its custody or control by
making reasonable security arrangements against leaks or prematue disclosure ofpersonal
information which unduly exposes the individual whose personal information is requested,
to vilification, harassment or any other wrongful acts.
(c) Any employee, official or director ofa govemment office per Section 2 hereofwho has
access, autlorized or unauthorized, to personal information in the custody of the office,
must not disclose that information except when authorized under this order or pursuant to
existing laws, rules or regulation.

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

SECTION 9. Procedure. The following procedure shall govern the filing and processing
of request for access to information:
(a) Any person who requests access to information shall submit a written request to the
govemment office concemed. The request shall state the name and contact information of
the requesting party, provide valid proof of his identification or authorization, reasonably
describe the information requested, and the reason for, or purpose of, the request for
information: Provided, that no request shall be denied or refused acceptance unless the
reason for the request is contrary to law, existing rules and regulations or it is one of the
exceptions contained in the inventory or updated inventory of exception as hereinabove
provided.
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(b) The public official receiving the request shall provide reasonable assistance, free of
charge, to enable, to enable all requesting parties and particularly those with special needs,
to comply with the request requirements under this Section.
(c) The request shall be stamped by the govemment office, indicating the date and time of
receipt and the name, rank, title and position of the receiving public officer or employee
with the corresponding signature, and a copy thereof fumished to the requesting party.
Each government office shall establish a system to trace the status of all requests for
information received by it.
(d) The govemment office shall respond to a request fully compliant with requirements of
sub-section (a) hereof as soon as practicable but not exceeding fifteen (15) working days
fiom the receipt thereof. The response mentioned above refers to the decision ofthe agency
or oflice concerned to grant or deny access to the information requested.
(e) The period to respond may be extended whenever the information requested requires
extensive search of the govemment offrce's records facilities, examination of voluminous
records, the occurrence of fornritous cases or other analogous cases. The goverflment
office shall notify the person making the request ofthe extension, setting forth the reasons
for such extension. In no case shall the extension go beyond twenty (20) working days
unless exceptional circumstances warrant a longer period.
(f) Once a decision is made to grant the request, the person making the request shall be
notified of such decision and directed to pay any applicable fees.

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

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

SECTION 12. Notice of Denial. If the govemment offrce decides to deny the request, in
whole or in part, it shall as soon as practicable, in any case within fifteen (15) working
days from the receipt of the request, noti& the requesting party 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 notiry the requesting party of the action taken on the
request within the period herein stipulated shall be deemed a denial of the request for
access to information.

SECTION 13. Remedies in Cases of Denial of Request for Access to Information.
(a) Denial ofany request for access to information may be appealed to the person or oflice
next higher in the authority, following the procedure mentioned in Section 7 (f) of this
Order: Provided, that the written appeal must be filed by the same person making the
request within fifteen (15) working days from the notice ofdenial or from the lapse ofthe
relevant period to respond to the request.
(b) The appeal be decided by the person or office next higher in authority within thirty
(30) working days from the filing of said written appeal. Failure of such person or office
to decide within the afore-stated period shall be deemed a denial of the appeal.
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(c) Upon exhaustion of administrative appeal remedies, the requesting part may file the
appropriate case in the proper courts in accordance with the Rules ofCourt.

SECTION 14. Keeping of Records. Subject to existing laws, rules, and regulations,
govemment offices shall create and/or maintain accurate and reasonably complete records

of important information in appropriate formats, and implement a records management
system that facilitates easy identification, retrieval and communication of information to
the public.

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

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

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

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

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

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

(Sgd.) RODRIGO ROA DUTERTE
President of the Philippines

By the President:

(Sgd.) SALVADOR C, MEDIALDEA
Executive Secretary
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ANNEX "B"

@ttice of tlle lSregitrent
of tlre Bl;itippined

Salacaftang

IIEi,IORANDU t,I FROti THE EXECUTTVE SECRETARY

TO: All Heads of D€partments, Bureaus and Age ncies of lhe
Natonalrlocal Govemments I nclud ing Govemment-O,vned and
Controlked Corporations (GOCCs), Governmenl Financial
lnstitrrtions (GFls). and Atl Olhers Concomed

SUBJECT: INVENTORY OF EXCEPTIONS TO EXECUTIVE OROER NO. 2
(s. 2016)

DATE: 24 lloveobe r 2ol6

Pursuant lo Section 4 of Executive On er (EO) No. 2 (s. 2016). the Oftice ot the
President hereby circularizes the inventory of exceptions to the right to access of
intormalion, for tho gudanco of all govemment offices and instrumenlalitbs covered
by EO No. 2 (s. 2016) and the general pubtic.

The loregoing list of exceptions shall be without pr€judico to existing laws.
jurisprudence, rules or regulalions auttprizing the disclosure of lhe excepted
inrormation upon satisfaction of certain conditions in certain cases, such as the
consont of ths concemed party or as may be ordered by the courts.

ln evaluating requests for informatbn, all heads of offices are enjoined to ensure the
meaninglul exercise of th6 public of therr right to access to information on public
concems.

For your rnformation and guilance.

se-
SA AOOR C. MEDIALDEAv /

If :ii heY' 
I__<-:.natffiffiuu

---/,,. OEBgmW i(.@
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Exceptions to Rlohl of Accoss to lntormstion

For the guidarrce of all govemmenl otfices and instrumentalities covered by
EO No. 2 (s. 2016) ard the gsneral public, the followrB are the exceptions to the
right of access to informalion. as recognized by the Conslifution, exisling laws. or
jurisprudence:'

1 . lnformation coverod by Executive privilege;

2. Privilegd infomaton relatino to national security, derense or inlemational
relations:

3. lntormation conceming law enforcement and protectirn of public and personal
safety;

4. lnformation deemed confidenlial for the protectbn of tho privacy ol persons
and certain individuals such as minors, victims of crimes, orthe accused;

5. lnformatbn, documents or records known by reason of official capacity and
are deemed as contirential, includrng those submitted or disclosed by enlities
to govemment agencies, tribunals. boards, or officers, in relatbn to the
porformance ol their func{ions. or to inquirios or investigation c{rnductsd by
lhom in lhe exercise of therr adminislrati\€, regulatory or quasi-jndicial
powers:

6. Prejudicral premature disclosure:

7. Recorrds o, proceedings or informaton from proccedings which, pursuant to
law or relevant rules and regulations, are lreated as confidential or privilcAod;

E. Matters considered con idential under banking and finance laws. and lheir
amendalory laws; and

9. Other exceptions lo the right to information under laws, jurisprudenc€. rules
and regulalions.

' These exoeptions only apoly lo govornmcn6l bodies within tho conlrol and sup€rvsron (, lh€
ExacutNe Cepartment. Uoless so€cif'cally ideniitiGd, those excepbons rnay b€ invoked by all officials,
officeB. or omptoyeas in the ErsoJtlve brdrx:h in poss€ssbn of lhe relevant r€cords or rnfornraton
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For the implementation ol the exceptions to the right of acc€ss to information.
the following provide the salient dctails and legal bases that define the extent ard
application ot the exceplions

1 . lnformation covered by Exeqlive privilege:

Presidential conversalions, conespondences. and discussions in closed-
door Cabinel meolings;2 and

b. Matters covered by deliberative proc€ss privilege, namely:

a

a

.

advisory opinaons, recommendatbns and deliberations compnsing part
of a process by which govemmental decislons and policies are
formulated: intra-agency or inter-agenoy r€commerdations or
communications during the stag6 urhen common assertions are still in
the process of being formulated or are in th€ exploratory stagei or
information pertaining lo the decrsion-making of execulive olficials:tr and
information. record or document comprising drafls of decisions. orders.
rulings, policy decisions. memoranda, etc.;'

lnformalion, r€cord. or document that must be kopt socrct in the interest of
nalional derense or security;5

Drplomatic negoliations and oJher informalion required to be kept secret in
the conduct of loreign affairs;G and

2 Privileged information relating to nalional sec,urity. detense or international
relalions:

b

I Th." excaplion may only be invoked by the Presdent and his doso adv6ors. Th€ extent of the
p.rvtege is detnsd by appkable iuisprudefice: Serats y. E mila, O.R. No 169722. a, Ap( ixr06,
488 SCRA 1: Neri v. Sona|. Camfiy ee on Accwnlabtlity of publtc Oflr;srs and /nvesfgafirns. G.R.
No '180643. 4 Sopternb€r 2008, 564 SCRA 152 Akbaysn v. Aouino. G R No. i 7O5t6. iO .tury Zooa.
558 SCRA 468: aN Chavez v. rcGG, G.R No 1307t6.9 Oocombcr 1900,299 SCRA 244.
7 Akbayan v. Aquio sutya, Chavez v. trlHA. G.R. No. 16.t527, 15 August ZOO?. and Chavez v.
PCGC, supra- The privil€ge of rnvokng this cxcaptDn €nds when ttle execr.rlive agoncy adopts a
delinite proposition (Depa nent ol Foteign Affais v. BCA t ernal,onot Corp., G.R. t O. irOgSb. zo
July 2016).

' Secrton 3{d) Rul€ lV, Rures lmpbng ing tho Coda ol Concfud and E h$at Starrdards tor pvbnc
Ollicials aN Empro),6es (Rulo6 on CCESPOE). Drafrs of d€cis@ns, ordeB. rulings, pdicy d*rsbns.
mernoranda. and the like. such as resolutions praparod by the rnvestigatrng proseqJtor prior to
approval for promulgatiofl and rdaase to gaaies lRewsed Manudl tor P,oseculus ol ?he Oepaftmenl
ol Juslice (DOJ)I ere also covered unde. this catego{y of oxcaphoos.

' Almonle v. Vasgtf,,z.G R. f.b. 95367. 23 May 1995. 244 SCRA zE€,- Chawz v pCGG. supra:
legaspf v Civl *tvica Corrnx.ssioa, L.72119. 29 May 1087, 150 SCRA S30; Chatoz v. NHA. surya:
Ne v. Sonale. supra: Chawz v Publc Estales Aurhuiy, G R No. 133250.9Juty ZOO2.3B4 SCRA
152: and Sect,on qa). Rule lV, Rules on CCESPOI. This exceplion genBrally indudcs maflers
classfied under Llsmorandum Clrc{rtar (MC) No 7E. as amend€d by MC No. 196 as ,Top S€cret,.
'Secrst.''CorrlUenlial.' afld'Restricted.'

' Akbayan v Aqurno. supra; Secton 3(a) R{h lV. Rures on CCESPOE Th6 privrlege may b€ involGd
by the Oepartmsnt o{ Foteign Allairs and oth€r govsmmenl bodig6 involved an dplf,malrc n€gotratrons
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c Patent applications, the publicatbn of which would prejudice national
security and interesls:7

a lnfomation concoming hw enforcement and proteclion of public and personal
safety:

a. lnvestigation records comprled for lat / enforcement purposes or
inf<rrmation which if written would be contain€d in such records, but only to
the e)dent that the production of such records or informatiott would -
i. interfere with enforcement proceedings:
ii. deprive a person of a righl to a fair trial or an impartial adjrdication;
iii. disclose the identity of a conftdential source and in the case of a

record comprled by a criminal law enforcement authority in the murse
o, a criminal invesligation, or by an agency conducting a lawful
nalional security intelligence investtgation. confidential informatton
fumished only by the confidential source: or

iv. unjustifiablydisiloseinvestigative techniquesand procedures;8

b. lnformer's privilege or th€ privilege of the Govemment not to dlsclose the
identity of a person or persons who furnish information of violattons of law
to officers chargerl with the enforcemont of law;e

c. When disclosure ol information urould put the life arxj safety of an
indiviJual in imminent danger;10

d. Any information givon by informants leading to lhe recovery of camapped
vehicles and apprehension of the persons charged with camapping;" and

e. All proceedings invoMng application for admlsson into the Witness
Proteclion Program and the action laken th€reon:''

lntormalion deomod confidential for the protection ol the privacy of paGons
and cerlain indivrduals such as minors, victims of crimes, or the accused-
These include;

? The applicebllity ol tlis sxc€gtbn is determined by the Direbr Gsnoral of ths lnl6gectual Ftopcfiy
oiice and subject to the approval of ttre seqeLry ol the Deparllnml ot Trade atd lndlrstry. s€c{on
44.3 of rhe lntelleclual P/operly cods (RA No. 8293. as arnended by RA 1'b. 10372)

t Seclion qt). Rule lV, Rulca on CCESPOE; Chawz v. PCGA. euqa- May b€ tnvokod by law

enfo.cemer{ a{€noes.

' Akbayan v. Aguiro, supra; and Sectqr 51. Hunan Sac!/[y Act ol 2@7 (RA t0o. 9372) May be

nvoked by law snfo.cpm€nl egenclcE.

tn Scctbn 3(b). Rute lV, Rulss cn CCESPOE.
tt Secbn ig. IVerry Anfr Carnqpping Ad ol m16IRA No 10E83). May b€ in\okod by lart enforc.mml
agerrciea.
f ! Seclion 7. t{/ln6ss Pmled,or, Securny and funof, Ac, (RA No.6g8t).

4
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a lnformation of a personal nature !,\rhere disclosure would constitute a
clearly u-nwarranled invasion of personal privacy,'3 personal informatbn or
records,ra including sensilrve personal iniormation,-birth records,ls school
records,t6 or medical or health records;17

Sensitive personal inrormation as delin€d under the Oata privacy Act ol
2O12 relers to personal informalion:18

(1 ) about an individual's race, ethnic origin. marital slatus, age, color.
and religious, philosophical or polilical affiliations;

(2) about an individual's heatth, educalion, gen€t,c or sexual life ol a
person, or to any proceeding for any offense committed or alleged to
have been mmmitted by suclr p€rson, the disposal of sucfr
proceedings. or lhe sentence of any court in such proce.edings;

(3) issued by government agencies peculiar to an indivrdual whach
includes, but nol limited to. social s€curily numbers. previous or
cunsnt health recods, licenses or its denials, suspension or
revocation, and tax retums: and

(4) specifically €stablishecl by an ox€cutive order or an act of Congress
to be kept classiFied.

However. personal information may be disclosed to the extenl that the
requ€sted information is shown to be a matter of public concem or
inler€sl. shall not meddle with or disturb rhe private life or family rerations
of the individualle and is not prohrbited by any law or regulition. Any
disclosure of personal information shall be in accordance with th;
principles of transparency, legilimate pu.pose and proportionality.20

Disclosure of personal information about any individual who is or was an
officcr or employee of a govemment instituton shall bo allowed, provided
that such information relates lo the position or functions of the individual.
including: (1) the fac{ lhal tho individual is or was an officer or employee of

'! Sedion 3(e). Rute tV. Ruies on CCESPOE.
t',seclions 8€nd 15, Data fuiv&y Actol 2Ot2 IRA No. 1Oil3), futsond 

'/lfo,rrl,att(y,rrefers 
to any

inlo.maton whether ro@rd€d rn a matsrial form or mt, trqn wiEh tho irenlity of an ndrvidual is
apparent.of oon bc rca3onebly rnd drGdry escorl,ai rsd uy ux, cntily ho|(,hg tho inlorfiralx)n. ff when
9ul lo!€ther wilh other rnfomation- vroutd direc{y and certainly idofitfy ai indivk ual tsocrron a1g1,
oala PrNacy Act of 2012); Arricle ?6, clvir code. May be inroled by ilatonal pnvacy commissin
and govOtnmenl fErsonal informalpn controlleas.
13 Articlo 7. Th€ ChiA ond yotrth Weffue C./icto lpresder{iat Decrgo (pD} No 6031.

'6 S?cton g(4), &/ucatirt Act ot igAZ lBatas pambansa (Bp) Blg. 23?l

" Modical and hcalth re@rds ra consdered aa se/rgtrve persooal rntormation pursuant to section
3(lx2). oata Privacy Acr ot ?0r2: s4 also oepartmonr c{ Health oopa.rmenr ol science afld
Tecinology (DOST).PhrlpOn€ Heatth lnsurance Cffporatron Jomt Administrativs frer No 2016-
O0O2 (Ptivacf Guidelncs fof tho lmplementation ol tho Phitipprno Health lr{ormation ExctEnge).
t' Section 3lll. Oata hiwcy Act ot AOt Z.

'' Artidc 2q21, civit Co(te .

Sscl,on 11. Data Ptiv*y Act ot 2012.
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c. Records of proceedings and processes deemed confidential by law for lhe
privacy arxr/or pmlection of certain individuals, such as children. wctims of
crime, witnesses to a ffime or rehabilitated drug offenders. irrcluding those
p€rtaining to the tollowing:

(1) records of child and family cases;23
(2) children in conflict with the law from anitial conlacl until finat

disposition of the case:2{
(3) a chiH who is a victim of any offense under the Anti-Chilct

Punqraphy Ad ot 2@9, including lhe name and personal
circumstances of the child. or the chikt's immediale famrly. or any
other information lending to establish the child's kJentity;?5

(a) a child witness, who is a victim of a crime, an accused of a crime, or a
wlnoss to a crime. including lhc namc, address, lelephone number,
school, or other identiflng information of a child or a n immcdiate
family ol lhe chiH:?6

(5) cases involving violence against women and lheir children, including
the name, address, tel€phone numb6r, school. business, address,
employer, or olh-er identifying information of a viclim or an immodiate
family member:2'

(6) lraffickod persons, including their names and personal
circumslances, or any other information tealdlng to establish the
identity of the tranicked 9€rson;'o(7) names of victims of chitd abuse, exptoitation or discrimination;2e

the govemment inslilution; (2) the title, business address and office
telephone number of the individual; (3) the chssificatron, salary range and
responsibilities of the position held by the individual; and (4) the name of
the individual on a documenl prepared by the individual in the crurse o,
employment with the govemment:''

b. Source of any news report or rnformation appearing in newspapers,
magazinos or poriodicals of general circulation obtained in confidence;22
and

" Secton 4. Oala hivacy Act of 2012.
u An Acl to Erempt the f\r ist.E,t. Ectiao. ot Repode, ol any publicaf'on fton1 Rewalng ttg Soarcc ol
Puutshed I'lews ot lnfomatl/on Oblained in @nfidencs (RA I!o. S3). a3 amsnded bi RA No 1477
May bo invoked by governmenl ,Etff6papers

" scction 'l?, Famw couns Ac, o/ ,997 (RA Acr No. g369).
2r Seclion 43, Juwolts Justiao aN Weffare Ad of 2OOd (RA No. 934).
t sec{ion 13. AotFcndd Pornqrlptty Act ot 2oog (RA No. 9775).
6 Socrion 31. A.M No OO4.O7.SC, Re: Prqposed R ub on Examtnatizll ot a Child Wttrcss
2t Soclion 44, Anti-Viobnce Agaiost wonen aN Et Chddrcn Ac1 ot Z@4 (RA No. 9262): ld
Peopla v. Cabaquinlo, G R. No. 167093. 19 September Zom.
2t secrion 7, Anti-Ira trck@ in Persons Aol or ZOOS (RA No. S20g), as amended by RA No. i0364.

' Section N, Speciat holeclill/ ol Chlldrco Agorhsl ADuse. Exploitafnn and Disdim;nat,on Act IRA
No.7610).
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(8) disclosure which would result in undue and sensationalized publicity
of any case involvirq a ciild in conflict with the law, child abuse, or
violalion of anli-trafficting of persons:m

(9) records, documenls and communications of pmceedings rnvolving
domestic and intercountry adoptions, includrng the identity of the
child, natural parents and adoplive parents:3|

(10) names of studenls who committed acls of bullyirE or retalialion;32
(11) lirst lime minor (drug) offcnders under suspended senlence who

comply with applicabl€ rules and regulations of lhc Daogerous Drugs
Board and who are subsequonlly discharg€d: ludicial and medical
records of drug dependents urder the voluntary submission program;
and records of a druo dependent who was rehabililaled and
discharged from lreatment and rehabililalbn centors urder lhe
compulsory submission program, or who was charged for violation of
Section 15 (use of dangeous dnrgs) of lhe Comqehensive
Dangerous Dtugs Acl ol 2002, as amended: and 33

(12) i{rentity, status and mcdrcal records of individuals with Human
lmmunodeficiency Virus (HlV), as well as rcsults of H|V/Acquired
immune Defrcrency Syndrome (AIDS) tosting:v

q lnformation, documents or records known by r€ason of otficial capacity and
are deemed as confidential, ancluding thos€ submitted or disclosed by entities
to govemm€nl agsncies, tribunals, boards, or oflicers, in relation to the
performance ol their functions, or to inquiries or invest(lation conducled by
them in lhe exercise of their administrati\re, regulatory or quasi-jtdicial
powors, such as bul mt limited to the following:

a. Trade secrels, intellectual property. business, commercial, financial and
other proprietary information:35

rt Seclion 14, Juvanib Justicc aod Wgtarc Acl ot 2OOe: Secdon 7. Anlr,,alficklng in Parsons Acl o!
200.3. as ameod€d: and Seclbn m. Speciel Ptoloclon ol Children Agamsl Abuse, Exp/olfalio/t and
Discnmioatioo Act.

" sec,l,on 15- Dornesttc Adoplion Ac, of 1998 (RA No E552) afld Saclon 43. IRR of RA No. 8552;
scolions 6 8nd 16lb), lnlat4ounw Adqflth,n Acl.f 1995 (RA Nu. 6043) and Sactons 53, 54 and 55
of IRR o, RA No. 6043.
* Secton 3<h\, Anti-&r yng Acl (RA No. 10627).

s secions 60 04and67, Cl,mprshonsMe Dangarcus Drugs Act o/2002 (RA No 9165)
r'Scarons ?{b). 18.30, and 32, Phthppine AIOS PraverrDrt and C/on'(, Acl ot 1998(RANo B5O4)

t'Sedions 45. 106.'t, and 150.2. ftu hlstlsckrar horyrty Cod6 (pA No 8293. as amod€d by RA
No f 0372); Seclioo 66.2, SccutilF-s Regulalio[ Co(Jo (RA No. E799]: DOST Adm'nistralr\re Order No.
OO4-'t6i S€ctron 142. The Ccflporsrion Cde IBP Blg 68): Soct'on U, Philiwine Compatito.n Act IRA
No f 0667). Se.tlons 23 a*d 27 lc), Tha New Central Bank Acl (RA No 7653): AnlLtlbney
Laundenng Ac, (Rn No 0160)' S€ctioo 18, Slraregrc r'ada Manegemenl A6, (RA No. 10097):

Sectiom 'tO aftd 14. Sa,booald lvrorsrr/ts Ac, (RA No E800): Sec,tion 12. foric Subslancos and
Hazd.dous and Nucrea, wrsr€s Caanol Acl ol 1990 (RA No. 6909); Artcle 290. Rcvtsed PeniJl Crtde:
Section 10.10, Rule 10. 2012 Rsvisod IRR ol Bttld'Owmte'Tnnsrot Law (RA No.6957); and
Rawsed Philippne Po s Aulb(niry llanual ol Cotponto Govefiance.
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b. Data fumrshed to statistical inquiries,
Phihppine Statistics Authority (PSA):36

surveys and censuses of lhe

c. Remrds and reports- .submitted to the Social Security System by the
employer or member3'

d. lnlormation gathered from HIV/AIDS contact tracing and all other related
hea[h intelligence activities;Jb

e. Confidential information submified to lhc Philippine Competition
Commission prohibited trom disclosure by law. including the irJentity of the
pe6on who provi{red the information under condition ol anonymily;3E

f. Applications and supporting docrments filed pursuant to rh(, Omnrbus
/nveslmenls Coda of 1g87'.')

g. Documents submitled thmugh lh€ C,ovemment Electronic procuremenl
Slstem;ar

h. lnformatlon obtained from accessing any eleclronic key. electronic data
message, or electronic document, book. register. conespondence,
information or olher material pursuanl to any powers confened under th€
Electronic C.amtnerce Acl ol 2000.'7

Any confidential tnformalion supplied by thc contraclors in mineral
agreements, and financial or technical assislance agro€m€nts pursuant to
lhe Philippino Minng Act of 1995 and its lmplementirg Rules and
Regulations (lRR). during the term of the proj€ct lo which it relates;43

lnlormation received by the Department of Tourism (DOT) in relation to the
accreditalion of accommodation establishments (such as hotels and
resorts) and travcl and tour agencies:r'{

* Secl'on 26. Phitppine Sa0blrca, Ac, d 2013 lR lt,|o. 10625); ard Sectim I. C(//nfir()n1,ea h Act
No. 59r. Mey oe invoked or{y by the PSA.
rz Seulion 2.1(c), Socia, Securrty Act ot r99l(RA No. 116i, as amenaGd by RA No. EZEZ).
* Seclion 29, Phhppine AIDS tuavention and Contol Ac, of rggg (RA No. ESO4)
s Scction 34, Phitpino Coaqetitioo Act (PCA), RA No. 10€67 a,d Secrion 13. Ruto 4 o, rhe tRR of
PCA Thb exceptbfl can be invokod by tho Philippin€ Co.np€Ulion Comm6sron subrect to $€ri-
delined limitatbns uncbr the PCA.
{ Secion 8'1. EO No. 226 (s. 1987), s am.rdsd.
ft Sccton g. Govarnmanl fox,urement Rororm Ac, (RA No gf 84).

': Sectron 32. Aedrcnb Comnrirce Ae, o/ ?@0 (RA No. 8792).

'r Section 911q, Phi,ippits Mining Act of 1995 (RA No. 79.12).

'o Section 1, Rule lX, DOT lrc No. 2010-02 (Rules and Regulaams !o Gov€.n, rh€ Ac$ed(at on of
Aocommodation Estauishmcnts - l-lot6ls, Rosdts alxJ Apartment Hotels): and Secr|on 23, DOf MC
No 2015.06 (Revised Rul€s and RoguladorE to Govorn the Accredilation o, Tiavcl and Tour
Agsncles).

i.

t.
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k. The fact that a covercd transaction report to the Anti-ltloney Laundering
Council (AMLC) has been made, lhe contents thereof, or any informatbn
in relalion lherelo;s

l. lnformahon subm[t€d to the Tariff Commission which rs by nature
confidential or submitted on a confidential basis;46

Cerlain informalion and reporls submittod lo tho lnsurancc Commrssioner
pursuant to lhe lnsurance Cdeia1

tn

6

n. lnformation on registered cultural properties owned by privale
individuals;dB

o. Dala submitted by a higher education anstitution to the Commissiorr on
Higher Education (CHED):{o and

p. Any secret, valuable or proprietary informalion of a confidential characler' 
known to a public oflicer, or secreta of privat€ indlvir,uals;fi

lnformation of which a premature disclosure woukl:

a. in the case of a department, otfice or agency which agency regulates
cunencies, securities, commodilies, or financial institutions, be liksly to
lead to significant financial sp€culation in cunencies. securities, or
commodities, or srgnificantly endanger the stability of any financial
instrtution: or

b. be likely or signif'Eantly frusttate implementatbn of a proposed otticial
action, excepl such department, office or agency has already disclosed to
the public the conlent or nalure of fis proposed ac{ion, or where the
department, office or agency is rcqurred by law to make such disclosure
on its own initiative prioito tixing final offrciat aclion on such proposal,st

Recnrds of proceedings or information from proceedings wttich. pursuant to
law or relerrant rules and regulalions, are treated as confidential or privileged,
including but not limited lo lhe following:

" Sect on Ecl. Anli-l oney Lavderiog Acl o, 2001, ae amendcd. May bs in\oked by AMLC.
govemment banks and its officers and employees.
* Secuon 10, sareguard ileasutes Act.

" Section 297 in relalioo \,yith S€ctbn 295 end Scction 356, TIIF- lnsu(ance Cde (as amended by RA

t{o. 10607)
* section 14, Notional cullutd Hcitqc Acr ol 2009 (RA No. 1ffi06).
t'CHEO lrremorandum Order No O'1t13. 26 May 2013
s Aiiclos 229 and 230. Rovi*d Penat Cocte; Seclion 3(k). Anf'6roll and Co.rupl Piact ces /4cl (RA

No. 3019): s€tiion 7(c). Ccde ol Coduct end Elhkd Sta,fr&ds tq Pubth Otrtctals aN Emptoyees
(RA No 6713), S€ction 7. Exchooge of tnformalion on Tox M€tle/s Acl ol 2OOg IRA No. 1002t): a:d
S€ction 6.2. Sfcudftus Regulatton Code(RA No.8799)
5' Sectron 3{g). Rule lV, Rules on CCESPOE.

7
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a. Mediation and dom€stic or intemational arbilration proco€dings, includrng
records. evirjence and the arbilral awards, pursuant to the Arternalive
Dispute Resolution Act of 2004.s2

b. Malters involve<! rn an lnvesto.-Slate mediation;s3

lnformation and statemer s made at conciliation proceedings under the
Labor Codc;s

c

e

d. Arbitration proceedings before lhe Construction lndustry Arbllratron
Commission (CIAC):s5

Results of examinations made by lhe SecJrities and Exciange
Commission (SEC) on the operalions. books and records of any
corporalion, and all intenogatories propounded by rt and the answers
therelo:)b

lnformation related to investigations which are deemed conlidenlial under
the S€currries Ragulations Code;s1

g. All proc€€dings prior to lhe issuance of a cease and desist order against
pre-neod companies by the lnsurance Commission: s

h. lnformation related to lhe assignmont of tho cases to tho roviewing
pros€cutors or the undersccrelaries in cases involving violations of lhe
Comprehensive Dangerous Dtugs AcI of 2002',3s

i. lnvestrgation report and the sup€rvision history of a probalioner;@

Those mafters classilied as confidential urder the Human Security Act of
20O7:61

tt Seclons 9, 23 and 33, Ntemativa Di$/ute Resolution (ADR) Act ot Z00a (RA No 9ZAO). and DOJ
Cncvlar No 98 (s. ru09) o{ the IRR of tho ADR Acr.

'i Ande I O. lnternatDnal Bar Association Rules fo, lnvsstor-Stat€ lrbdration.

" Artrcle 237. Labot Cd6.
tt Sectinn 7.1 . Rule 7, CIAC Revrsed Rules ol Proo6dur6 Govorning Coost ucton Arbirratbn
to &ctio, 142, ?.;Cr.pa:at o,t Code. May be invoked by lh6 SEC and any oth6r offrc|al authorized by
law to make such €xaminaoon.
u'seclions !3./t, l5 4. 29 2 (b), and 64.2 of the Secunl,as Rag ulalbn Codo
s :iectrrn 53(bx'l) ol lt!F- he.Nesd Code of the Ph ippincs The coflfidentiality ol lhe procs€dlngs is
ldtod after the rssuance of the cease and dosisl order-
B DC)J Oepartment Cicular No 006,16 (No.6). 10 FBbruary 2016

- Sectlon 17, P?t,ation Loly of tgz6IPO No 968 (s.1976]1.
o' 

Sections g. 13. 14. 29. 33 and 34. Human Socurt,/ Act or 200l (FlA No. 9372).

25
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k Preliminary invcsligation procccdings bcfore the committce on dccorum
and invesligalion oi govemmenl agencies:62 and

l. Those informalion deemed confidentral qr privrleged pursuant to pertinenl
rules and regulatrons issued by the Suprerne Court, such as informauon
on disbarment proceedings, DNA profiles and results, or ttpse ordered by
courts to be kepl confidential;d3

I Malters considered confd€ntial under banking and finance laws and th€ir
amendalory laws, such as:

a. RA No. 1405 (Lawon Socrecy of Bank Deposrls);

b. RA No. 6426 lForeign Cunency &posit Act of lhe Philippines) and
relevant regulations;

c. RA No 8751 lThe General Banking Law of 20AO)'.

d. RA No 9160 (AntbMoney Laundenng Act of 2001)', aN

e. RA No 951O (Credil lnformation System Acl):

I Other exceptions to the righl to informalion under laws, ,iurisprudence, rules
and regulalions, such as:

a. Those deemed confidential pursuant to treaties, executive agreemenls.
olher intemational agreements. or Inlemational proceedrngs, such as:

(1) When lhe disclosure would prejudice legitimale commercial interest
or competitive position of investor-states pursuant to investment
agreements;e

(2) Those deemed confidenlial or protecled information pursuant to
United Nations Commission on lnternational Trade Law Rules on
Transparency rn Treaty-based lnvestor-Slate--Arbilralion and
Arbilration Rules (UNCITRAL Transparency Rules);o5 and

(3) Refugee proceedings and documents under lhe 1951 Convenhon
Relating to the Stalus of Refugrees, as implemented by DOJ Circular
No. 58 (9. ?012);

E Sedion 14. Civil Service Commissbn Resolution No. 0 ! 4940
o secthn 10. Rule 13+8 and S€clon 24. Rule 130 0l the Rul€s of Coun; and secton 11 0r lhe Ruie

on DM fvidenco, A.M. 1,1o.06-11-$SC.
t Exa.ptsi Adide 20 (2), ASFAN Comp.ehens,v€ lnYsslmsnt Aqre€ment Attcle 15 (2) Agteomenl
on lnveslmgnt under thG Frams$ork Aotaamonl on thc Co:,llprehensive Economlc Coopefatbr
betweon ttle ASEAN and thc Repubhc of lndia: and Artice 15 (2) ol the Agreemenl on lnvostment

u ter the Framgryork A$oement on the compr€ngnsivg Economic Coopqation among the
Gov6 mont ot lhe l{ombor Countr,e6 of thc ASEAN ord the Republio of Korea.
o' A,l,cte 7 UNCITRAL Transpatsncy Rules.
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b

c. When the purpose for the request of Statemenl of Assels, Liabilities and
Nel Worlh is any of the following:

Testimony from a govemmenl official, unless pursuanl lo a court or legal
order;ffi

(1 ) any purposo contrary to morals or public policy: or
(21 any commercial purpose other than by news and cornmunications

media for dissemination to the general public:b'

d. Lists, abstracts, summaries of rnformation requesled whon such lists,
abstracts or summaries are not part ol the dulies of lhe govemment of{ice
requested:c8

e. Those intomalion and proceedings deemed conlidential under rules and
regulations issued by relevant governmenl agencies or as decided by the
@urts:6e

Requested information pertains lo comments and disclosures on pending
cases in iudicial proceedings;7D and

I

* Ssnale v. ,veri. supra. *nale y. E m ,o, suph-
tt Seclion 8lO), Code of Coduc, and E hicat Stadards lot P\UE Alieals and Employbos.
61 Ealgi,a v Oclpa, G.R. No. 20E566, ,9 t{ovember 2013', and Valnr, e v- Eelmofr'rc Jr, G R No.
74930. 13 Feb.uary '1989. 252 Phal. 264.
I Examples. m12 Guidelines and ftoc€di.J.B in ltE lnveslqdlon and Monitoring ot Humar: Rigris
Volatbns 3nd AhJ6€6 snd lhe Provislon o, CHR AssEranco, Govcrnment Servrca lnsurancs
Syslem s Rules ot Proccdwe ol the Committee on Claims: National Labo. Relatrons Commisson
R6oluton Nc. 0l-02, Amondlng Certain Provisions of lne f&$v Rul6s of Pr@edure of lhe Nalional
Labor Relat,ons Comm6sion. 08 March 2002i Deparlmcnt of Agranan Relorm htc No. 07-11, 19 July
?0! 1: E}Bparlment of Social Wefare and D6ve,opr,1enl hic No. 021-12, 16 October 2012; and Seclron
12, lnvestmenl Cot lprny Acr (RA No. 2629):UJhsn:he .ifonr]E:ion requestod is not a rratler ot publlc
concern or rnleresl as decidsd inHladov Judge An:'A. Rcjles. G.R. No. 163155.21 July 20O6.

tt't Rornerov.Guszon.G.R. No. 21'Ea o. 181,1a'.;!- 2:1s

't Caoon 21 otlhe Codeof Prciess:i.z P.ssi:.s: :.

g. Attorney-client privilege ensting between gov€mment lawyers and il"eir
client.Tt
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ANNEX "C"

FOI REQUEST FLOW CHART
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ANNEX ..D"

Requ€st No. Date
(mrn/dd  nry)

PART I. INFORMATION ON REQUESTING PARTYIREQUESTER

1 . Complete Name
t.3t rt .tne. Fis! IVrDe Mt

3. Company/Amhtbrvorgan aalbn/SchmUPosnion

4. Type of ldentifratbn Given

5. Contact oetails and Prefened t\ilode of Cornmun[etion:

D Telepmne/Fax Nunber/s

tr Mobile Number/s'.

n E-mail:

6. Prebrcd ilode of Reeirt of Reply/ResDarse:

tr Picf{rp (Ofice hqns) tr Far tr E{ail
7. Nene of Repres€ntativdcBtdbn (i, apptcable):

D Postal Address

L Vahd ldentficalion of Representatlve: 

-

9. Prool of Autloflty (Prease attach)

PART N. REOUESTED T{FORXATION{

10. ItE/DesclDtbn ol hbrmalin, o{frhl record/s, or public recordrs teqrestsd. 

-
11 . Perix Cryefed (Y@rl*bt t{wd/Dayl:
12. Arrpose of Equest

13. Undertakng and SEmture

I &dare d c€dify 0rat thc inhftlslbn p.ovitcd in tis b.m b cordeE a,ld cdrrd- I am ardt
that h grvioO Llse tr ll$€adlq inffiin d usng h.ged d@rIE l! is a c'itfind o'E ls ' I

ttrxt firFelf and ,ry ptincird lo rrse fre rc$esaed inlcrBBtidt otty h|' the s9ecitc FJ'po6e stst€d

anO sOfca b sudl ottEr coodddls I trBy b. p.es.nbcd by the Otfice of he fteli&nt' I

wdergand tlat the Uriltesity nBy co[ect, use and dsdGe pe{sood inbnration co' drEd 
'n

his request.

srgnature of fle ReqlrEsler

Signature.Left thumb mart Right thumb mark
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Received bf .--
Pos(Dn. ....--
Date & time received . 

-

Remarks:



ANNEX "E"

FOI Response Template - Answer

DATE

Dear

Greetingsl

Thank you for your request daled <insert dale> under Executive Order No. 2 (s. 2016) on Freedom

ol lnformalion in &e Exeartive Branch.

Your request

You asked for <quote requesl exacdy, lnless il is too longy'complicated>.

Response lo your reouesl

Your FOI requesl is approved. The answer lo your requesl is <insert answeD.

Thank you-

Respectfulty,l

FOI Receiving Officer
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ANNEX "E.1"

FOI Response Template - Document Available Online

DATE

Dear

Greetings!

Thank you for your request dated <inserl date> under Execulive Order No. 2 (s. 2015) on Freedom
of lnformalion in lhe Executive Branch

Your requesl

You asked for <quole request exacdy. unless il is too long/complicated>

Response to your requesl

[Some/MosUAIl] of lhe information you have requested is already available online from <add details
of where thal specific information can be obtained e.g. website data.gov.ph, foi.gov.ph or other
government websile>

Your righl to request a revietY

lf you are unhappy with this response lo your FOI request. you may ask us to carry oul an internal
revievr of the response, by vrriting to <insert name ofthe CSU President and postal or email address>.
Your review requesl should explain why you are dissalisfied with this response, and should be made
wilhin 15 calendar days from lhe date when you received lhis letter. We will complete the review and
lell you the result. within 30 calendar days from lhe date when we receive your review request.

lf you are not salisfied with the result oflhe review, you then have the right lo appeal to the Office of
lhe President oflhe Philippines under Adminislralive Order No.22!s.2011\.

Thank you

Respectfully

FOI Receiving Oflicer
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ANNEX "E.2"

FOI Response Template - Document Not Available

DATE

Dear _.
Greetingsl

Thank you for your request dated <insert dale> under Execulive Order No. 2 (s. 2016) on Freedom
ol ln{ormalion in lhe Executive Branch.

Your reguest

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

Thank you

Respectfully.

FOI Receiving Officer

Response to your request

While our aim is to provide informalion whenever possible, in this instance the Universily does nol
have [some ofllhe information you have requesled. However. you may rvish to contact <inserl name

ot olher aulhority/organization> at <insert conlacl details> vrho may be able to help you.

Your rioht to reouesl a revielv

lf you are unhappy with this response to your FOI request, you may ask us lo carry oul.an internal

revievr ofthe response, by vrriling to <inserl name ofthe csu President and poslalor email addtess>.

Your revievr request should exptain why you are dissatisfied with this response, and should be made

within 15 calenJar days from the dale when you received this letlet. We will complele lhe review and

lell you the result, whhin 30 calendar days from lhe dale when we receive your review request.

lf you are nol salisfied with the resull of the review, you lhen have the righl to appeal lo lhe ffice of

the Presidenl of the Philippines under Administrative Order No. 22 (s. 20t 1).
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ANNEX "E.3"
FOI Response Template - Document Under Exception

DATE

Dear

Greetangs!

Thank you for your request datd <ansert dale> under Executive Order No. 2 (s. 2016) on Freedom
ol lnformation in the Execulive Branch.

Your request

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

Resoonse to your request

\^/hile our aim is to provide informalion whenever possible. in this inslance we are unable to provide

[some of] the information you have requested because an exception(s) under section(s) <insert
specific section number(s) applicable to the requesled information>. The reasons why that
exemplion(s) applies are explained in the annex to this lener.

lf you are unhappy with this response to your FOI request, you may ask us lo carry out an intemal
review of the response. by writing to <insert name of the CSU President and poslalor emailaddresg.
Your reMew request should explain why you are dissatisfied with this response, and should be made
wthin '15 calendar days from the date when you received this letter. We will complete the review and
tell you the result. within 30 calendar days from the date when we receive your review requesl.

lf you are not satisfied wilh the result of the review, you then have the right to appeal to the Offce of
the President of the Philippines under Administrative Order No. 22 (s. 2011).

Thank you

Respectfully.

FOI Receiving Officer

t4

Your riqht to request a review



ANNEX "E4"
FOI Response Template - ldentical Request

DATE

Dear _,
Greetingsl

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

Your request

You asked for <quote request exaclly, unless it is too longicomplicated>

Response to your lellulgt

While our aim is to provide information whenever possible, in this inslance we are unable to provide

[some of] the inlormation you have requested because ts substantially similar or identical lo a

previous request that you made on <insert date of previous requesF, which we responded to on
<insert date of response>.

Your riqht to reouesl a review

lf you are unhappy with thrs response to your FOI request. you may ask us to carry out an internal

review ofthe response. by wriling to <inserl name ofthe CSU President and poslalor email address>.

Your review request should explain why you are dissatislied with lhis response, and should be made

within 15 calendar days from the date when you received this letter. We will complete the review and

tell you the result. withan 30 calendar days from the date when we receive your review request.

lf you are not salasfied wilh the result of the review, you then have the righl to appeal to the Oflice of

the President of the Philippines under Admintstrative Order No. 22 (s.2011\

Thank you

Respecttully,

FOI Receiving Officer
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ANNEX 33 F ,,

trOl-UC No. 21- Oa

nEPUBt-rc Or IHE PH[tPpI{Es
,ttl|oarwrr @n iratc/fitoxt o?ttatlott ca]EtE

fan99 o uo ^q 
pom 

E o Dg u l v/8. so Operostoag ,(ohuniAq$on
Enna. Cny ol Ma^ta

FREEDOU OF IITFORIATIOI{
MEMORAI{DI'U CIRCI'L,IIR

FOR ALL AGE}ICIES, DEPARTUEIITS, BI'REAUS, OFFICE!'
AND II{STRI'UEXTALITIES Otr TIIE EXECUTIVE
BRAI|CH IIICLI'DING GOVERIIIIEIIT.OWIIED AND/OR
CoI{TROLLED CORPORATTOTA {cOCCSl, STATE
uMvERgtTrEs AND COLLECES (SUCS), AXD T,OCAL
WATER DISTRICTS (LSID{I}

SI,IBJECT GUIDELINES ON TTIE NTFERRAL OT NEQUEATED
IIIIORITATIOI{, OtrFtCIAI R"ECORD/S AltD PITBLIC
RECORD/S T{) TIIE APPROPRIATE GOVERIIIIEIIT
AGEITCY OTHERSISE XNOWIT AS TIIE 'NO WROXG
IX)OR POLICT FOR BOI"

yEEREAa, Executive Order (EO) No. 02, s. 2016 was issued by President
Rodrigo Roa R- Duterte to operationaliz€ the Constitutiona.l Right ofAccess to
Information, and Policy of Full Public Disclosure in the Executive Department;

SBEREAa, Memorandum Order (MO) No. lO, s. 2016 designated the
Presidential Communications Operations Ofiice IPCOO) as the lead agency in
the implementation of EO No. 02, s. 2016;

WEEREAa, in order to ensure the poticy of the President to have an open,
trarsparent and accountable governrnent, it is the man&te of thc PCOO to
develop programs s-nd mechanisms to enhanc€ the capacity of government
agencies to comply with the FOI program;

gIllREAA, there is a need to break the prevailing "silo system" and lack of
interconnection among governrnent agencies, with the end goal of a
government acting as a singuLar unit serving its primary client, its citiz€ns;

/h ficor Tine5 PbIo &ldtE. thibd nrotur8 4v... Enilo. City ol Mor*i. Phbprnca

WIIERE S, Depar-tment Order No. 18, s. 2017, issued by the PCOO, created
the Freedom of Information - Project Management Olfice (FOI-PMO) to
exercise the mandate of MO No. 10, s. 2Ol6i
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xoy, mEREFTORE, by virtue of rcOo's mandate to develop programs and
mechanism to ensure compliance with the FOI program, particutrady on
addressing the issue rcgarding the referral of any requested information,
ofhcial record/s, or public record/s to the appropriate govemment agency,

these rules are hereby prescribed and promul8ated for the information,
guidance and compliance of all concemed:

SGcUoD 1. hr4)otG. - This rule seeks to set guidelines for the referral of ary
requested information, omcial remrd/s, or public record/s to the appropriate
govemment 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,

EGcdor 2. Cov.ngo. - This Order shall cover all government agencies under
the Executive branch implementing the Fot Program, pursuant to EO No. 2,

s. 20l6 and all other related issuances, and applies to both paper-based arld
electronic form of requesting information.

Sccdott 3. R.qu6t for InfotDrtlon. - Any percon who requests for access

to information shall comply with Section 9 ofEo No. 02, s. 2016 and all other
pertinent laws, existing rules and r€gulations, issuances, and orders. For
purposes of this rule, information and records shall refer to inforrnation,
ollicial record/s, or public record/s as defined under EO No. 02, s. 2O16.

Eccdon 4. Acccptucc of rcquGtt. - As a general rule, aU fully compliant
requests for information shatl be accepted by the FOI Receiving Omcer (FRO)

arrd FOI Decision Msker (FDM). No request for information sha.ll be denied or
refused acceptance by a govemment oflice unless the reason for the request

is contrary to the Constitution, pertineot laws, existing rules and regulations,

or it is one of the exceptions provided under the lnventory of Exceptions.

8cc6oa 5, Ptocta. of Rcfetrrl. - When the requested information is not in
the possession ofa govemment agency {Eovernment agency oo. I or GAl), but
is available in another govemment agency (government agency no. 2 or GA2l

under the Executive Branch, the request shall be immediately referred by GAI

to CA2 through the most expeditious manner but not exceeding thrce (3)

working days from the receipt of the request This shall be considered as the

'Flrtt R.ferd' and a fresh period wil apply.

Rekffat tD the apprcpriole gotEmn@nt agency shalt mean that another

govemment office is the proper r€pository or custodian of the requested

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

If GAI , in good faith, erroneously referred the request to GA2, the latter shall
immediately noti$ t}le former as well as the requesting parfy, 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 govemment 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 "SGcond Rofcrnl' and another
fresh period shall apply.

Referals under this Order shall only be timited 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
olfrce where the request was referred.

Sccdon 6. FOI Intontal MG!.GngGr. - The FOI-PMO shall create a .FOI
lat.rnd Mcarcngcro. Such leature shall be included in the dashboards of
FROs and FDMs, tocated at the eFOI portrl or , where all FROs
and FDMS can ask or conlirm 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.

Scctlotr 7. statu. of the Rcquc.t. - A request that is referred to the
appropriate govemment agency is considered 3uccG.rful if the same is
acknowledged and the requested information is disclosed to the requestor.

IfGA3, after the second referral, still cannot provide the information requested,
it shall deny the said request and shall properly notiry the requesting party.

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

Scction 8, ItrvcBtory of Rccclvirg Offlccrs end Decfulon MaLGE, eld
Agc[cy Informrtlon llrvcntory. - For the convenience ofa]l FROs and FDMs
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in implementing this Circular, an inventory of the names and contact details
of a.ll designated FROs and FDMs of government agencies, and an Agency
lnformation Inventory {AII) shall be compiled by the FOI-PMO.

The FOI-PMO shall be the centml repository of the inventory of all designated
FROS and FDMs and shall collate and update t}le names and contact
information of the designated FROS and FDMs of each govemment aBency.

The inventory shall be posted at the €FOI portal, trvrv.Ioi.eor,. oh, FOI-PMO
shall strictly adhere to Republic Act No. I 0 I 73 or the Data Privacy Act of 20 1 2.

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 mM for ease of access and
information.

SGcdon 9. ScFr.btlltr Chu:c. Il for any reason, any part or provision of
this Memorandum Circular is declared invalid or unconstitutona.l, the other
provisions not afrected thereby shatl remain in full force and effect.

tt ctol 10. R.Fdtag Clau$. 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 modfied
accordingly.

Scction ll. Eficctvtty. This Memorandum Circular shall take effect

immediately.

U8niI., Phillppincg, 27th dry of August 2C21.

JOSE M. ANDANAR

FOI Champion
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Annex A

I{O WRONG DOOR POLICY FLOWCHART

MBI b. rdrEdrfin lrm

GAI mu.l\/.nty$!r GA2
lll.trr tn. hbYndon l.

r.qr.sring priy r.grd,rg

Fi.3h Pdiodwtl Qdy l,
GA2

it l b. .drl.d rfin hl..

CrA2 md 6nly $tl G 3
rilt E ln. into.n too B

rqrElhg psry Egsdng

FBsh pdioddl +cy tr

5

NOTE:

lf GAl tais to refar the r€quest within threo (3) workirE days upon its tEc8ipt, tho FOI RecsivirE

Officsr (FRO) shall act on it within the r€maining p6riod to raspond puEuant to EO No. 2, s. 2016. l'lo

fr€sh peiod shall apply.

Requosting Pany

Government Agency 2 (GA4

hoqt agency?

Government Agenc, 3 (GA3)

Ptwet eqercy?

Agsrcy 3hall mart the r€qu.d
u ntucc€s8rul

Goverrment Agency I (GAl)

Procaaa FOI Raqr..t
(1,35 t otkhgdays)

horyt NeMy?
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ELECTRONIC FREEDOM OF INFORMATION (eFOl) PORTAL
ONBOARDING FORM

Agency Acronym CatSU

Agency Seal / Logo

Agency Name Catanduanes State University

Short Description of
Agency

(One-liner deecription of
the agency and/or its

mandate)

The Catanduanes State University is one of the public
higher education institutions in the Bicol Region. lt has
two (2) campuses namely: CatSU Main Campus and
Panganiban Campus.

Complete Description of
Agency

(Gomplete mandate of the
agency)

Pursuant to RA 10229, the Catanduanes State
University is mandated to primarily provide advanced
education, higher technological, professional
instruction and training in trade, commerce, fishery,
agriculture, arts and sciences, industrial technology,
nursing, midwifery, education, engineering, public
administration, information technology, and other
relevant fields of study. lt is also directed to undertake
research and extension services, and provide
progressive leadership in its areas of specialization.

Agency Website

eFOl Decision Maker/s
(FDMs)

PATRICK ALAIN T. AZANZA
SUC President lll, CatSU
Email: catsu 1 961 @catsu.edu.ph
Mobile: 09468185388

eFOl Receiving Officerls
(FROs)

ANGELEE Z. MALIJAN
Admin. Officer V, Records Services
Email: records@catsu.edu. ph
Mobile: 09303189457

http://www.catsu.edu. ph


