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SECTION 1: OVERVIEW

Purpose: The purpose of this FOI Manual {Public Manual) is to
provide the process to guide and assist the Philippine Normal
University, hereby known as the UNIVERSITY in this manual,
including its hubs, in dealing with requests of information re-
ceived under Executive Order (E.O.) No. 2 on Freedom of Infor-

mation (FOI). (Annex “A”)

Structure of the Manual: This Manual shall set out the rules and
procedures to be followed by the UNIVERSITY, and its attached
hubs, departments and offices, when a request for access to
information is received. The University President is responsible
for all actions carried out under this Manual and may delegate
this responsibility to the Vice Presidents and the respective
Heads of the hubs, departments, unit, and offices. The Presi-
dent, or the respective Heads, may delegate a specific officer to
act as the Decision Maker (DM) and shall have overall responsi-
bility for the initial decision on FOI requests, (i.e. to decide
whether to release all the records, partially release the records
or deny access).



Coverage of the Manual: The Manual shall cover all requesis for
information directed to the UNIVERSITY and all its attached

hubs, Departiments, uniits and officea, as follows:
- COrffica of the University Prasident and its attachad offices
- Wica Presdent for Acadamacs and its aftachad aoffices

- Wica president for Finance and Administration and its at-
tachead offices

- Wica President for Research, Flanning and Cuality Assur-
ance and its altached officas

- Wica President for University Relations and Alurmmi and its
attached offices

=  PHNU Morth Luzon
=  PHNU South Luzon
- PHU Visayas

=  PHNU Mindanao

FOI RBeceiving Odficer: There shall be an FOlI Beceiving Officer
IFELQY) designated at the UNIVERSITY. The FRO shall preferably
come from the Public Assistance or Information Desk, or its
equivalent, of the UNIVERSITY. The FRO ashall hold office at
Entrance Information Counter.

The functions of the FRO shall include receiving on behalf of the
UNIVERESITY or any of its attached offices, all requests for imfor-
mation and forward the same to the appropriate office who has
custcdy of the records; monitor all FOI requests and appeals;
provide sssistance to the FOI Decigsion Maker; provide assis-
tance and support to the public and stafl with regard to FOI;
compile statistical information as reguired; and, conduct imitial
evalnuation of the request and advise the



SECTION 2: DEFINITION OF TERMS

data.gov.ph. The Open Data webaite that serveas as the govern-
ment’s comprehensive portal for all public government data that
is searchable, understandable, and accessible.

aFOLgov. ph. The website that serves as the government’s Com-
prehensive FOI website for all information on the FOI. Among
many other featurea, eFOLgov.ph provides a central resource for
the public to understand the FOI, to locate records that are al-
ready available online, and to learn how to make a request for
information that is not yet publicly available. eFOl_gov.ph also
promotes agency accountability for the administration of the FOI
by graphically displaying the detailed statistica contained in An-
nual FOI Reports, so that they can be compared by agency and
over time.

www.pnu.edu.ph. The Philippine Normal University Website pro-
videa general information, links and data for all its stakeholders
and the public in general. The website provides the UNIVERSI-
TY s proactive disclosure of data digitized for public consump-
tion.

INFORMATION. Shall mean any records, documents, papers,
reports, letters, contracts, minutes and transcripts of official meet-
ings, 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 mate-
rials recorded, stored or archived in whatever format, whether of-
flime or online, which are made, received, or kept in or under the
coniral and custoedy of any government office pursuant to law, exec-
utive order, amnd mles and regulations or in connection with the
performance or iransaction of official business by any government
office.

INFORMATION FOR DISCLOSURE. Information promobting the
awareness armnd wunderstanding of policies, programs, activities,
miles or revisbons affecting the public, governmment agencies, and
the community and economy. [t alse includes information encowur-
aging familiarity with the general operations, thrasts, and pro-
grams of the government. In line with the concept of proactive dis-
closure amnd open data, these types of information can already be
posted to government websites, such as data gov. ph, withowt meed
for wrirten requests from the public.

OFFICIAL RECORDSS. Shall refer to information produced or re-
ceived by a public officer or employes, or by a government aoffice in
an official capacity or pursuant o a public funcrion or duty.

OFEN DATA. Kefers to publicly available data structured in a way
that enables the data ito be fully discoverable and usable by end
LLSETE.

FUBLIC RECOERDS. Shall inchude information reguired by laws,
executive orders, miles, or regulations o be entered, kept, and
made publicly available by a government office.

PUBLIC SERVICE CONTRACTOR. Shall be defined as a private
entity that has dealing, coniract, or a transaction of whatever form
or kind with the government or a government agency or office that
utilizes public funds.

FERSONAL INFORMATION. Shall refer 1o any information, whetl-
er recorded in a material’ form or not, from which the identify of amn
individual = apparent oF can be reasonably and directly asoer-
tained by the entity holding the informaton, or when put together
with other information would directly and certainly identify an indi-
widuaal



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

About an individual race, ethnic origin, marital status,
age color, and religions philosophical or political affil-
iations:;

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 pro-
ceedings:

Izsued by government agencies peculiar to an individual which
includes, but not limited to, social security numbers, previ-
ous or current health records, licenses or its denials, sus-
pension or revocation, and tax retums; and

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



SECTION 3. GLOSSARY OF TERMS

ADMINISTRATIVE FOI APPEAL. An independent review of the
initial determination made in response to & FOI request. Request-
ing parties who are dissatisfied with the response made on their
initial request have a right to appeal that initial determination to
an office within the agency, which will then conduct an independ-
ent review.

ANNUAL FOI REPORT.A report to be filed each year with the Pres-
idential Communications Operations Office [PCOO) by all govern-
ment agencies detailing the administration of the FOL Annual FOI
Reports contain detailed statistics on the number of FOI requests
and appeals received, processed, and pending at each government
office.

CONSULTATION. When a government office locates a record that
contains information of interest to another office, it will ask for the
views of that other agency on the disclosability of the records be-
fore any final determination is made. This process is called a
“consultation.”

EXCEPTIONS. Information that should not be released and dis-
closed in response to a FOI request because they are protected by



the Constitution, laws or jurisprudence.

FREEDOM OF INFORMATION [FOI).The Executive Branch recog-
nizes the right of the people to information on matters of public
concern, and adopts and implements a policy of full public disclo-
gsure of all its transactions inwvolving public interest, subject o the
procedures and limitations provided, in Executive Order No. 2. This
right is indispensable to the exercise of the right of the people and
their organizations to effective and reasonable participation at all
levels of social, political and economic decision-making.

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

FOI REQUEST. A written reguest submirted to government office
personally or by email asking for records on any topic. A& POl ne-
quest ban generally be made by any Filipino to any government
offioe.

FOI RECEIVING OFFICE. The -primary contact at each agency
where the reguesting party can call and ask gquestions about the
FOI process or the pending FOI request.

FREQUENTLY REQUESTED INFORMATION. Info released in re-
sponse to a FOI request that the agency determines have become
or are likely to become the subject of subsequent requesis for sub-
stantially the same reconds.

FULL DENIAL When the UNIVERESITY or any of its departments,
hubs, offices or unitscannot release any records in response to a
FOI request, because, for example, the requested information is
exermpt 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 rec-
ords in full in response to a FOI reguest.

MULTI-TRACK PROCESSING. A system that divides incoming FOI
requesis according to their complexity so that simple requests ne-
quiring relatively minimal review are placed in one processing track
and more complex requests are placed in one or more other tracks.
Reguests granted expedited processing are placed in yet another
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track. Reguesis in each track are processed on a first inffirst out
basis.

PARTIAL GRANT/PARTIAL DENIAL. When a government office is
able to disclose portions of the records in response to a FOI re-

guest, but must deny other portiocns of the requesi.

FPENDING REQUEST OR FENDING APFEAL. An FOI reguest or
administrative appeal for which a government office has not yet
taken® final action in all respects. It capiures anyihing that is open
at a given time including requests that are well within the stanitory
response tine.

PERFECTED REQUEST. A FOlI reqguest which reasonably de-
scribes the records, sought and is made in accordance with the
government officers regulations.

PROACTIVE DISCLOSURE. Information made publicly available, -
by povernment agencies without wailting for a specific FOI requesi.
Government agencies now post on their websites a vast amount of
material® concerning their functions and mission.

FROCESSED REQUESTOR, FROCESSED APPEAL. The number of
requests or appeals where the agency has completed its work and;
sent a final response to the requester.

RECENWVED REQUEST OR RECEIVED APFEAL. An FOl request or
administrative appeal that an agency has received within a fiscal

Vear.

REFEERAL. When a government office locates a record that origi-
nated  with, o is of otherwise primary interest to another
agency, it will forward that record to the other agency to process the
recond and o provide the fimal determination directly oo the re-
guester. This process is called a “referral ™

SIMPLE REQUEST. A FO request that an agency anticipates will
imvolre a small wolume of material or which will be able 1o be pro-
cesged relatively guickly.
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SECTION 4. PROMOTION OF OPENNESS IN GOVERNMENT

Duty to Publish Infermation. The UNIVERSITY shall regularly
publish, print and disseminate at no coat to the public and in an
accesgsible form, in conjunction with Republic Act 9485, or the Anti
-Red Tape Act of 2007, and through their website, timely, trae,
accurate and updated key information including, but not Hrmited
o

- A description of its mandate, structure, powers, func-
tions, duties and decision-making processes;

- A description of the frontline services it delivers and
the procedure and length of time by which they may
be availed of:

- The names of its key officials, their powers, funcrions
and responsibilities, and their profiles and curriculum

vitae;

- Work programs, development plans, nvestment

plans, projects, performance targets and accomplish-
ments, and budgets, revenue allotments and expendi-
tures;
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- Important rules and regulations, orders or decisions;

- Current and mportant database and statistices that it
generates:;

- Bidding processes and requirements; and

- Mechanisrms o procedures by which the publie ey
participate in or otherwise influence the formulation of
policy or the exercise of its powers.

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

Heeping of Records. The UNIVERSITY shall create and for main-
tain in appropriaie formats, accurate and reasonably complete
dorumentation or records, policies; transactions, decisions,
resolutions, enactmenis, actions, procedures, operations, ac-
tivities, communications and documents received or filed with
them and the data generated or collected.
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SECTION 5. PROTECTION OF PRIVACY

While providing for access to information, the UNIVERSITY shall
afford full protection to a person's right to privacy, as follows:

The UNIVERSITY shall ensure that personal information,
particularly sensitive personal information, in its custody
of under its control is disclosed only as permitted by ex-
isting laws;

The UNIVERSITY shall protect personal information in its
custody or under its control by making reasonable secu-
rity arrangements against unauthorized access, leaks or
premature disclosure;

The FRO, FDM, or any employee or official who has access,
whether authorized or unauthorized, to personal infor-
mation in the custody of the UNIVERSITY, shall not dis-
clogse that information except as authorized by existing
laws.
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SECTION 6. STANDARD PROCEDURE

[See Annex “D" for flowchart)

Receipt of Request for Information.

1.1 The FOI Receiving Officer (FRO) shall receive the request for

information from the requesting party and check compliance of
the following requirements:

The request must be in writing;

The request should indicate the document containing the
information required, thus, requests in the form of ques-
tions should be restated to identify the document contain-
ing the information required;

The reguest shall state the name and contact information

of the requesting party, as well as provide valid proof of
identification or authorization; and

The request shall reasonably describe the information re-
quested, and the reason for, or purpose of, the request
for information. (See Annex “E")

The reguest and pick up of documents must be made in person. All
transactions in between such as check-ins, providing of updates
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and costing, changes of request, etc. can be made through e-mail.

1.2 Im case the requesting party is unable fto make a written
request, becanse of illiteracy or due to being a person with dis-
ability, lve or she may make an oral request, and the FOI shall
redwce it in writing.

1.3 The request shall be stamped received by the FRO, indicat-
ing the date and time of the receipt Ot the written request, and
the name, rank, title and position of the public, officer who
actually received it, with a corresponding signaiure and a copy,
furnished to the reguesting pariy. In case of email reguesis,
the email shall be printed owut amnd shall follow the procedure
mentioned above, and be acknowledged by electronic mail. The
FRO shall input the details of the request on the Reguest
Tracking System and allocate a reference number.

1.4 The UNIVERSITY or any of its attached agencies, bu-
reaus and offices must respond o reguests promptly, within
the fifteenth [(15) working day following the date of receipt of
the request. & working day is any day other than a Satsrday,
Sunday or a day which is declared a national public holiday in
the Philippines. In computing for the period, Art. 1.3 of the New
Ciwvil Code shall e obaerved.

The date of receipt of the request will be either:

The day on which the request is physically or elec-
tronically delivered to the government office, or
direcitly into the email inbox of a member of staff:
aF

If the government office has asked” the reguestimg
party for further details to identify and locate the
requested information, the date on which the

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 instmuctions on
oy o' re-direct, the message to another contact.
Where this iz the case, the date of .receipt will be the
day the request arrives in the inbox of that contact.
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Should the requested information need further details
to idemtify or locate, then the 15 working dayvs will com-
mence the day after it receives the required clarification
frorn the requesting party.

Initial Evalnation. After receipt of the reguest for information, the
FRO shall evaluate the contents of the requesat.

Fequest relating to more than one office under the
UNIVERSITY:

If & request, for information is received which re-
quires to be complied with, of different ar-
tacrhed agencies, buresus and offices, the FRO
ghall forward such request to the said at-
tached agency. buresu and aoffice concerned

and ensure that it iz well coordinated and
monitor its compliance. The FBEO shall also
clear with the respective FREOs of such agen-
cies, bureaus and offices that they will only
provide the apecific information that relates to
their agencies, bureans and offices.

Fequested information i=s mot in the custody of the
THIVERSITY or any of its attached agencies, bu-
reans and offices:

If the regquested information s ot in the custody
af the UNIWVERSITY or any of itz attached
agencies, bureaus and offices, following refer-
ral and discassions with the FDM, the FRO
shall undertake the following steps:

If the records requested refer to another depart-
ment, the request will be immediately trans-
ferredd to swuch appropriate department
through the most expedifiouns manner and
the transferring office must inform the re-
guestingg party that the nformation is not

held within the 15 working day limit. The 15
working day requirement for the receiving
affice commences the day after it receives the
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reduest.

If the records refer to an office ot within the oow-
erage of E.0. No. 2, the reguesting party shall
be adwvised accordingly and provided wiith the
contact details of that office, if knowrn.

Requested information is already posted and avallable on-line:

Should the information being requested already posted amd
publicly available in the UNINNERSITY website,
wrww_pnu.edu.ph | the FRO shall inform the reguesting
-party of the sabd fact and provide them the webaite
link where the information is posted.

Feguested information is substantially similar or identical to
the previous regquest:

Should the requested informarion be substantially similar
or dentical to a previous request by the same re-
quester, the regquest shall be denied. Howewver, the
FRO shall inform the applicant of the reason of such
deruial

Transmittal of Reguest by the. FRO to the FDh:

After receipt of the request for information, the FRO® shall
ewvaluate the information being reguested, and otify
the FDOM of such reqguest. The copy of the request shall
be forwarded to, such FDM within one (1) day from
receipt of the written reguest. The FRO shall record the
-dare, time and name of the FDM who received the re-
quest in a record book with ithe corresponding signa-
ure of acknowledgement of receipt of the request.

Role of FDM in processing the reguesi:

Upon receipt of the request for information from the fFRO,
ithe FDM shall assess and clarify the request if neces-
gary. He or she shall make all necessary steps to locate
armnd retrieve the information reguested. The FDM shall
ensure that the complete information requested be sub-
mitted to the FRO within 10 days upon receipt of suach
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request.

The FEO shall note the date and time of receipt of the in-
formation from the FDM and report to the UNIVERSITY
President or the designated YVice President or official, or
heads of unit, in case the submission is beyond the 10-
day period.

If thee FDM needs further details to identify or locate the
information, he shall, through the FRO, seek clarifica-
tion from the requesting party. The clarification shall
astop the running of the 15 working day period and will
ocommence the day after it receives the reguired clarifi-
cation from the regquesting party.

If the FDM determines that a record contains informnation
of interest o another office, the FOM shall consult with

the apency concerned on the disclosability of the rec-
ords before malking any final determination.

Fole of FRO to transmit the information to the regqouesting
party:

Upon receipt of the regquested informatbon from the FDBA,
the FRO shall collate and ensure that the information is
ocomplete. He shall attach a coverfitransmitial letter
gigred by the University President or the designated
Wice President or official, or heads of unit  concermed
and ensure the transmittal of such o the requesting
party within .15 working davs upon receipt of the re-
quest for information.

Reguest for an Extension of Timer

If the information reguested requires extensive search of
the government’s office records facilites, examination of
voluminons records, the cocurrence of fortuitons events

or other analogous cases, the FDOM should inform the
FRi.
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The FRO shall inform the reguesting party of the extern-
gion, setting forth the reasons for such extension. I mo
case shall the extension excesd twenty (20) working
days on top of the mandated fifteen (15) working days
o act on the reqguest, unless exceptional circumsatances
warrant a loryger peeriod.

_Hotice to the REequesting Party of the Approval /Denial of the
Eeguesi:

Oivce the DM approved or denied the request, he shall immedi-
ately notify the FRO who shall prepare the response o the pe-
guesting party either in writing or by email All actions on FiOl
reguests, whether approval or dendal, shall pass through the
University President or any of his designated official for final

approval.

Approval of Regueat:

Im case of approval, the FRO shall ensure that all reconds
that hawve been retrieved and considered be checked for
possible exempiions, prior to aciual release. The FRO
ghall prepare the letter or emall informing the regquest-
ing party within the prescribed pericd that the reguesit
was granted and be directed to pay the applicable fees,
if any.

Denial of Request:

I case of denial of the request wholly or partially, the FRO
ghall, within the prescribed period, notify the request-
iy party of the denial in writing. The notice shall clear-
by aet forth the growund or groureds for dendal and the
circumstances on wWhich 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 demni-
als on FOI requests ahall pass theough the Office of the
University President or to his designated official.
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SECTION 7. REMEDIES IN CASE OF DENIAL

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

Adminigtrative FOI Appeal to the UNIVERSITY 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.

Denial of the Appeal by the Heads of the UNIVERSITY
attached agencies, bureaus and offices may be-
appealed by filing a written appeal to the UNIVER-
SITY Central Appeals and Review Committee within
fifteen. (15) Calendar days from the notice of denial
from the lapse of the period to respond to the re-
quest.

The appeal shall be ‘decided -by the University Presi-
dent upon the recommendation of the Central Ap-
peals 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.

The denial of the Appeal by the Univerzity President or
the lapse of the period to respond to the reguest
may be Appealed further to the Office of the Presi-
dent under Administrative Order Mo, 22, 5. 2011.

Upon exhaustion of administrative FOI appeal remedies, the

requesting party may file the appropriate judicial action in
accordance with the Rules of Court.
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EECTION 8. REQUEST TRACKING SYSTEM

The UNIVERSITY shall establish a system to trace the sta-
tua of all requests for information received by it, which may be pa-
per-based, on-line or botlh.
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SECTION 9. FEES

Ho Request Fee. The UNIVEESITY shall not charge any fee for
accepting requesis for access to information. -

Reasonable Cost of Reproduction and Copying of the Infor-
mation:

The FRO shall immediately notify the requesting party in case
there shall be a reproduction and copying fee in order to
provide the information. Such fee shall be the actual
amount spent by the UNIVERSITY in providing the infor-
mation to the requesting party. The schedule of fees shall
be as follows:

FPhyp 1.00 for every A4 or Letfer size document copy
Php 1.50 for every Long stee document copiy
FPhp 2.00 for every Legal size document oopy

Exemption from Fees: The' UNIVERESITY may exempt any re-

gquesting party from payment of fees, upon request stating
the valid reason why such regquesting party shall not pay -
the fee.
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Non-compliance with FOI. Failure to comply with the provisions
af this Mamaal shall be ground for the following administrative pen-
alties:

1= Offense -Reprimand:
2% Offenae  -Suspensbon of ome (1] to thirty (30)days; and
3 Offenme - dismissal from the service.

Procedure. The Revised Bules on Administrative Cases in the Civil
Service shall be applicable in the dispositbon of cases under this
Manual.

Provisions for More Stringent Laws, Bules and Regulations.
Nothing in this Manual shall be constroed to derosgate from any

law, any rules, or regulation prescribed by any body or agency,
which provides for more stringent penalties.
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ANNEX “A"

MALACANAN PALACE MANILA
BY THE PFRESIDENT OF THE FHILIFFINES
EXECUTIVE ORDER NO. 02

OPERATIONALIZFING IN THE EXECUTIVE ERANCH THE FEO-

FLE'S CONSTITUTIONAL RIGHT TO INFORMATION AND THE
STATE POLICIES TO FULL PUBLIC DISCLOSURE AND TRANS-
FARENCY IN"HE PUBLIC SERVICE AND PROVIDING GUIDE-

LINEE THEREFOR

WHEREAS, pursuant to Article 28 Article It of the 1987 Consatitu-
tion, the Siate adopis and implements a policy of full publice dis-
clogure of all its transactions involving public interest, subject to
reasonable conditions prescribed by law;

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

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

WHEREAS, the Executive Branch, recognizes the urgent need to
aperatiomnalize these Constitutional provisions:

WHEREAS, the President under Section 17, Article VII of the
Constitution, has control over all executive depariments, bureaus
and offices and the duty to ensure that the laws be faithfully exe-
citteds

WHEREAS, the Data Privacy Act of 2012 [(R.A. 10173), including its
implementing Bules and Regulations, strengithens the fundamental
human right of privacy, and of communication while ensuring the
free flow of information to promote nnovation and groath;
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NOW, THEREFORE, I, RODRIGO ROA DUTERTE, Fresident of
the Philippines, by virtue of the powers vested in me by the Consti-
tution and esdsting lawsa, do hereby order:

SECTION 1. Definition. For the purpose of this Executive COrder,

the follvwing terms shall mean:
“Information™ shall mean any records, documents papers,
reports, letters, contracts, minutes and transcripts of official
rmeetings, maps, books, photographs, data, ressarch materi-
alz, films, Sound and wvideo recording, magnetic or other
tapes, electronic data, computer stored data, any other like
or similsr data or materials recorded, stored or archived in
whatewver format, whether offline or online, which are made,
received or kept in or under the control and custody of stay
government office pursuant to law, executive order, ared
rules and' regulations or in connection with the performance
ar transaction of official business by any government office.
“Difficial record f records™ shall refer to information produced
or received by a public officer or employes, or by af govern-
ment office in an official capacity or pursuant to a public
function or duty.
“Public resord f records” shall * neclude information reguired
by laws, executive arders, miles, or regulations o be entered,
kept and made publicly availahle by a powvernment office.

SECTION 2. Cowerage. This Order shall cover all gowvernment office-
ez under the Executive Branch, including but not limited to the
national government and all its offices, depariments, bureaus, of-
ficestl, and instrumentalities, inchiding government-owned or oon-
trolled corporations, and state universities and colleges. Local gowe-
ernment units [LGUs) are encouraged to observe and be guided by
this Order.

SECTION 3. Access to, informmation. Every Filipino shall hawve
access o information, official records, public records and to docu-
menis and papers pertaindng to official acts transsctions or deci-
asions, as well as to government research data uwsed as basis for

peolicy dewelop e nt.

SECTION 4. Exception. Access to information shall be denbed
when the information falls under any of the exceptions enshrineed
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im the Constitution, existirge beor or jurisprodesese.

The Department of Justice and the Office of the Solicitor General
are hereby directed to prepare an inventory of such exceptions and
submit the same to the Ofiee 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” guidasnes of all government of-
fices and instrumentalities oowvered by this Order and the general
pubdic.

Eaid inwentory of ewceptions shall periodicaslly be updated to
properly reflect any change in existing law and jurisproedence and
the Department of Justice and the Office of the Solicitor General
are directed to update?! the inventory of exceptions as the need to
do sn arises for circularization as hereinabowve stated.

SECTION 5. Avallability of SALN. Subject to the provisions ocon-
tained in Sections 3 and 4 of this Order, all public officials are re-
minded of their obligation to file and make available for scroting
their Statements of Assets, Liabilities and MNet Worth [SALMN) im ac-
cordance with existing lawsas, rules andf repuolations arid the spirit
and letter of this Order.

SECTION &. Application and Interpretation. There shall be a
legal presumption in favor of access to information, public records
and official records. No reguest for information shall be denied wm-
legs it clearly falls wnder any of the exceptions listed in the inven-
tory or updated inventory of exceptions circularized by the Office of
the President provided in the preceding section.

The determination of the applicability of any of the exceptions to
the reqguest shall bhe the responsibility of the Head of the Office
which is in custoedy or control of the information, public record or
afficial record, or the responsible contral or fleld oficer duly deaig-

In making such determdnation, the Head of the Office or his desig-
nated afficer shall exercige reasonable diligence to ensure that oo
exception shall be used or availed of to deny any request for infor-
mation ar access @ puablic records, or official records if the denial
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is intended primarily and purpossly o cover up a crime, wWrorggdo-

SECTION T.Frotectiomn of Priwvacy. While providing acocess o
information, public records, and official records, responsible offi-
cials shall afford full protectbon to the rght to privacy of the indi-
wvidual as follows:

Each gowvermnmenti office per Section 22 hereof shall ensure
that personal information in s custody or under its cornorol
is disclosed or released only if it s material or relevant to the
subject mattver of the reqguest and its disclosure is permissi-
ble under this order or existing law, rales or regulations;
Each government office must protect persornal information
in its custody or control by making reasonable security ar-
rangements againat leaks or prematare disclosure of persor-
al information, which unduly exposes the individual whose
personal information is requested, o vilification, harassment
ar any other wrongful acts.

Any employee, official or director of a government office per
Section 2 hereof who has aoccess, authorized or unauthor-
ized, to personal nformation in the custody of the office,
must not disclose that nformation except when authorized

under this order or purswant & existing laws, males or reguo-
lamiowrs.

SECTION 8. People's Freaedom to Informmation (FOI) Mamnaal. For
the effective implementation of this Order, every gowvernment office
is directed 1o prepare within one hundred terenoy (120) calendar
days from the effectivity Of this Order, its own Peoples FOI Mamuoa-
al, which shall include among others the following provisiocns;
The location and contact information of the head | regional,
provirecial, and field offices, and other established places
where the public can obtain information or submit re-
quests;™
The peraon of office responsible for receivingge requests for
information;
The procedure for the filing and processing of the regquest as
apecified in the suocoesd sectbon 9 of this Order.
The standard forms for the submission of reguests and for
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the proper acknowledgment of requests,
The process for the disposition of requests;
(f) The procedure for the administrative appeal of any denial
for access o 'Information; and L
g The schedule of applicable fees.

BECTION 9. Procedure. The following procedure shall govern the
filing and processing of request for access o information:
Any person who regquesis access to information shall submit a

The

The

The

The

written regquest to the government office concerned. The
request shall state the name and contact information of
the requesting parity, provide wvalid proof of his identifica-
thon or authorzation, reasonably describe the information
requested, and the reason for, or purpose of, the request
for information: Provided, that noe request shall be denied
or refused acceptarnce unless the reason for the request is
contrary to law, existing rmiles and regulations or it is one
aof the exceptions contained in the inventory or updated
imventory of excepiion as hereinabove provided.

public official receiving the reqguest shall provide reasona-
ble assistance, free of charge, to enable, to enable all re-
guesting pariies and particularly those with special needs,
to comply withh the request regquirements under this Sec-
o

request ghall be stamped by the gowvernment office, indicar-
ing the date and time of receipt and the name, rank, title
arnd position of the receiving public officer or employee
with the corresponding signamre, and a copy thereof fur-
nished to the reguesting party. Each government office
ghall establish a systern to race the statmas of all requests
for information receiwved by it

government office shall respond o a request fully compli-
ant with reguirements of sub-section (a) hereof as soon as
praciicable but not excesding fifteen [(15) working days
from the receipt thereofl. The response mentonsd above
refers to the decigsion of the agency or office concermed to
gramit or deny access 1o the information requested.

perind to respond may be extended whenever, the infor-
mation requested requires extensive search of-the govern-
ment office’s records facilities, examination of voeluminous
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records, the occurrence of fortuitous cases or other analo-
gous cases. The government office shall notify the person
making the request of the extension, setting forth the rea-
aonsg for such extension. In no case shall the extension go
beyond twenty (20) working days unless exceptional cir-
cumstances warrant a longer period.

Once a decision iz made to grant the request, the person mak-
ing the request shall be notified of such decision and di-
rected to pay any applicable fees.

SECTION 10. Fess. Governmeni offices shall not charge any
fee for accepiing requesis for access to information. They may,
however, charge a rmeasonable fee to reimburse necessary
cosis” including actual costs of reproduction and copying of
the information reguired, subject to existing miles and regula-
tiona. In no case shall the applicable fees be g0 onerous as to
defeat the purpose of this Order.

SECTION 11. Identical or Substantially Similar Reguests. The
government office shall not be reguired to act Bpon an LBNMSASE0TS-
ble subseoquent identical or substantially similar request from the
aame regquesting party whose request from the same reguesting
party whose reguest has already been previously gramted or denied
by the same government affice.

SECTION 12. Notice of Denial. If the government office decides to
deny the reguest, in whole or in part, it shall as soon as practica-
ble, in any case within fifieen [15) working days from the receipt of
the request notify the requesting party the demnial in writing. The
motice zshall clearly zet forth the ground or grournds for denial and
the circumatances ain which the denial s based Failure to notify
the requesting party of the action taken on the request within the
peericed] herein stipulated shall be desmed a denial of the regquest for
access I information.

SECTION 13. Remedies in Cases of Denial of Request for Acoess
to Information.

Dendal of any regquest for access to information may be
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appealed to the person or office next higher in the
authority, following the procedure mentioned in
Section 9 of this Order: Provided, that the written
appeal muat be filed by the same person making
the request within fifteen (15 working days from
the notice of denial or from the lapse of the relevant
period to respond to the request.

The appeal be decided by the person or office next high-
er in authority within thirty (30) working days from
the filing of said written appeal. Failure of such per-
son or office to decide within the afore-stated period
shall be deemed a denial of the appeal.

Upon exhaustion of administratve appeal remedies, the
requesting part may file the appropriate case in the
proper courts in accordance with the Rules of
Coourt.

SBECTION 14. Heeping of Records. Subject to existing laws,
rulea, and regulations, gowernment offices shall, Create and/or
maintain accurate and reasonably complete records of important
information in appropriate formats, and implement a records man-
agement system that facilitates easy dentification, retrieval arid
communication of information to the public.

BECTION! 15. Administrative Liabhility. Failure to comply with
the provizions of this Order may be a ground for administrative
and discplinary sanctions against any erring public officer or em-
ployee as provided under existing laws or regulations.

SBECTION 16. Implementing Details. All government offices in the
Executive Branch are directed to formulate their respective imple-
menting details taking into consideration their mandates and the
nature of information in their custody or conteol, within ome hoon-
dred twenty [120) days from the effectivity of this Order.

BECTION 17. Separability Clause. If any section or part of this
Order is held nnconstitlutional or invalid, the other sections or pro-
vigions not otherwise affected shall remain in full force or effect.

SECTION 1B. Repealing Claunse. All orders, nules and regulations,
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izsuances or any part thereof inconsistent with the provisions of
this Executive Order are hereby repealed, amended or modified
accordingly: Provided, that the provisions of Memorandum Circular
Mo. 78 (5. 1964). as amended, shall not be deemed repealed perd-
ing further review.

SECTION 19. Effectivity. Thiz 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 Presidemnt:

(Sgd.) SBALVADOR C.MEDIALDEA
Executive Secretary
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ANNEX “B"

FOI Recelving Officers of UNIVERSITY and attached agencies

Name of Agen-
¥

Location of FOI|
Receiving OfMice

Contact Details

Assigned FOI
Recelving Of-
ficer
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ANNEX =C"

LIST OF EXCEPTIONS

<To be provided by the Office of the Executive Secretary=
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ANNEX “D"

FOI Request Flow Chart

REQUESTING
PARTY
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is required 1 the requesting party for extension ‘
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Mukdeg Decision
s )

T
'

FremTeasasaway
' DM decides either

to approve or deny

the reguest, he shall
Immediately notity
the RO who shall

'
'
)
)
)
]

prepare the response :

-
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Release
InformationyRecord
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Agpeals
Committee
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1. RECEIVE REQUEST (Day 1)

Check if roquest & vald |8 2)

5. INFORM [ CONSULT
{Days 2-4)

o Omar oMcials with key rserest

/zwmnm»

(If necessary)

o I nat dear what infermaton s
reguesied seek clanfesson (15
werking diyy cock siops)

4 LOCATE INFORMATION
(Days 2 4)

1
I
53

(Days 2 - 4)
¢ Does e oagency hokd the
o K e information  alkeady
Reousaithy?
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o Revew conent of documents and
apply relevant exempnons.
o Comuter commamiadvics of
7. CLEARING RESPONSE )
{Days 8:40)




ANNEXD -3

FOI REQUEST PROCESS IN DAYS
Day 1 Days 2-4 Days §-8 Days 9~ 10 Days11:-15 |
RECHIVE REQUEST ASSESS REQUEST CONSIOER RESPONSE CLEARING RESPONSE 195U RESPONSE
o Check I equest & vakd o Dotsthesgescyholdthe | o Review conlenl of documents | » Seek cearanca from o Prepare imbormalion fof releass
o Slamp roceved. informaton requested e apply selevant Seceetary or head of agancy, = 3 ¢f phalocepy documents
o Provide copy requestor, |+ 18 e infomaticn abwady oremgtisny. 1 racossivy. o Il appkcart asked e
o Log detads 00 FON backer. aonsbie? o Congider commentiadvice of Informaton 1 8 ollain fomat,
o Planwokroededwin DM, [+ e reguesta repealofa offcal comply wih Ber preference, i
previous request fom the practeal

CLARFY REQUEST sme wppheanl? o Updale FOI vacker hed sive
(I ocessary) gorm
o ot cow what inrmation s | LOCATE INFORMATION

nquested soek codfation |+ Obtan al eeevar

(15 working oy chock siogs]. | hmation.
o Provde agpropralo advce |+ Pregors schadsh of ul

and ossistance to nqueslor. nfemation lecated.
o Whan clasficalion i feceived,

NEWworg dayperod | INFORM CONSULT

sty o Ofher officials wih hay
o Il no clarficaton recewed. Rleresl

chose tequast (afer &0 days

o eceipl) and notly

wppianl
v Fosward lo DM, -
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ANNEX “E”

FOI Request Form

Philippine Normal University

PORMULARYO NG AMLINGAN (FOO

TITULD NG DOKUMENTO / (Tithe of the
MGA TADMPANAMONG SAKLAW | (Yeor)

LAYUNR / Purpose)

a6 CONTACT Mae.

|
|
|
|
i

Urs mg ismegaweny v
(Tywe af acron condecred)
o4 Indsbadyud i £ (Aeseied byl

FOI Racelving Officer
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ANNEX “F-1"
FOI RESPONSE TEMPLATE » DOCUMENT ENCLOSED

DATE

Dear ________.
Greetings!

Thank you for your request dated <inaert data> under Executive

Order No. 2 (5. 2016) on Freedom of Information in the Executive
Branch.

Your request

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

complicateds.

Response to your request

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

Thank you.

Respectfully,

FOI Recelving Officer
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ANNEX “F-2™
FOI RESPONSE TEMPLATE - ANSWER

DATE

Diear .
Greetings!

Thank yvou for your request dated <insert data> under Executive
Order No. 2 [s. 2016) Freedom of Information in the Executive
Brarnch.

Your uEst

You asked for <guote request exactly, unless it is too longf

complicated:-.

Besponse 10 ¥our request

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

answcr>

Thank you.

Respectfully,

FOI Recelving Officer
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ANNEX “F-3"
FOI RESPONSE TEMPLATE - DOCUMENT AVAILABLE ONLINE

DATE

Cear
Gireetings!

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

Your request

You asked for =guote reguest exactly, unless it is too longf
complicated:*.

Besponse $0 wOUr request

[Some fMost fAll] of the information you have requested s already avail-
able online from odd details of where that specific information can be
obtained e g data gow_ph, fol_goe_ph or other government websites=.

Your right to request a review

If yo are unhappy with this response to your FOL request, you may ask
us to cany out an internal review of the response, by writing to cinsert
name of Secretary and postal f e-mail address>. Your review request
ghould explain why vou are dissatisfied with this response, and should
be made within 15 calendar days from the date when you received this
letter. We will complete the review and tell yvou the result, within 30
calendar days from the date when we receive your review request.

If you are not satisfied with result of the review, you then have the right
to appeal to the Office of the Pregsident under Administrative Order No.
22 (8. 2011).

Thank syow.
Rezpectiully,

FOI Recedving Officer
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ARNNEN “F-4™
FOI RESFORSE TEMFLATE - INHCUMENT NOT AVAILABLE

DATE

Dear

Thank yos oy Four egues] daded <isnssr datas> under Enssiaiene Oeder
M. I . 201E) an Fresdomn of Inforsaaiin in the Exevuiiee Branclh.

Youry reqgucet

Your right bo request & review

I yois are uhappy with thal fes i
ufuuﬁyummywmﬂﬂuuwnuhymungmw
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ANNEX “F-5"
FOlI RESPFONEE TEMPLATE - UNDER EXCEPFTILNNS

CATE

BT

Oaeelangs!
Thank you for vour requesl daped <indert dator usder Exerutve
rder Mo, 2 (& 2PIG] om Freodoss of Iaformsiien n the Eneristive
Brassrh.

Yoar regocsl
You asked e <guols requeest sEacily, uakss i S Dees  loag)
i e =,

BHesppoie Do $OUr requesl

Wil oiar Saen = L pedwhbs infsrrnabios whensver poidilnds, in this ie-
Slare W are imabile 1 provide |some of* the informatioe you e

revyuessied hecauss an exoepiion(s) uesder i

s ctinnE] cinsert specifie section masber]s] of the List of Excepiiaons

appliss o that Siirmatann, The reattns Wiy Ceal ceempihosna) Ep-
plies dare explaiesed o che Anmmes oo this lertes.

Xowr right to regocstl o revicw

IF vou are unkboppy witly this respoess [0 fpour Pl requeesn, you sy
sl US 0 CarTy ol @n internal review of D wrilisg Do
d&nwuwﬂm;tﬂmw u;!

wmuummwmmm-uuﬂw
darsd slesaabdl e mnode within 15 oalendss days Tross Che odabe wilves

ﬁl.n:aﬁvﬂl.uh.ltmr.
will camplete the review and el you the resalr, wirhin 30 caler-
dar days from the date when We perive POl feview fedluaest.

IF youn are B0t aatisfed with result of the review, pou tBen have the

right to appeal o the Ofice of the Presidest wader Adnsnistrative
Owrder Moo 22 s 2011)

Thank yous.
Fess prec tfdly,

FOO Receiving Offser
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