
 
 

FREEDOM OF INFORMATION 

PROGRAM 
Agency:  SOUTHERN LUZON STATE UNIVERSITY 
Address:  Quezon Avenue St., Brgy. Kulapi, Lucban, Quezon 
Receiving Officer: Aurora L. Sumague 
Receiving Office: Office the University and Board Secretary, 3rd Floor, Administration Building,   
   SLSU, Lucban, Quezon 
Contact No.:  (042) 540-4816 or (042) 540-4087 local 103  Email: slsu.ubs@gmail.com 
 

Mode of Request 
 

         Standard Request        eFOI Request 
  Submit request        Lodge a request 
  Form with ID        through eFOI Portal 
  Other necessary       (foi.gov.ph) 
  documents 

 
                   STEP 1  
  REQUESTING PARTY    Go to www.foi.gov.ph 
    Submits FOI Request Form         on your browser 

             STEP 2 
                                           Click the Sign Up 
                                                     Button for new user 

  RECEIVING OFFICER             STEP 3 
     Verification/Clarification     Once logged in, you 
             Transmit to EO                   will be directed to your 
                      Dashboard. 
 
                       The Dashboard contains 

  EVALUATION OFFICER              all the requests done by 
APPEALS      Determines Availability and                STANDARD 
    the account owner  FLOW 
            Accessibility to Info         STEP 4 
       Submits Recommendation                         Click the Make a Request 
                          to DM                               Button then select the 
                                  agency you wish to ask. 

                    STEP 5 
                      You will now be direct- 

         DECISION MAKER           ed to the Make a Request 
              Takes Final Action             Page, Accomplish all fields 
             Prepared Response              then click Send My Request 

             STEP 6 
                                 The agency will prepare 
            the information for release, 

 APPEALS AND REVIEW COMM.       Based on your desired for- 
       Decides on the Merit of the Appeal        mat. It will be sent to you 
        Depending on the receipt of 
            preference 

                  STEP 7 
        UNIVERSITY PRESIDENT                                  The agency will evaluate 
        Final Authority         your request and will notify you 
                 within 15 working days 
 
 
 

FOI APPEALS 
 
If you are not satisfied with the response to your FOI request, you may ask us to carry out an internal review of the 
response by writing to slsu.ubs@gmail.com. Your review request should explain why you are dissatisfied with the 
response and should be made within 15 calendar days from the date you received this letter. We will complete the review 
and tell you the result within 30 calendar days from the date we received your appeal. 
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