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The sLSU Fredom of Intormation (FoD Manual is designed in ompriance with
the Executiw order No. 2, ssri{rs ot 2016, by ttre preirtent of the Reiuorc or me
Philippines, whici mandates public disd6sure of docurnents ard s€€ks to

PREFACE

effectuate the right of the people to inbrmalion on matterc of puUic concem.

Besides that the public is spared with tedious works of trying to access cortain
pieces of information, the produciion of the SLSU FOI Manual shall be one of the
initiafives of the Univercity lo pursue groater transparency, accountability and
citizen participation in govemanco. May these efiorG further empo$rer the
University stakeholders and clientelas and aid SLSU in being a rore responsive
institution.

Moreover, the manual aims to guide and assist the public in the pmcedures
invglved in requets of inturnration. lt also includes set of rutes and guldelines to
be followed by the ofEcials and employoes of the officeg under tha university with
regards the requests for access of inbrmation.

*,ro\dff*o,Ph.D.
Pres'dent
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OVERVIEW

The 1987 constilution, specifically Article ll, section 2B provides that the state
shali adopt a policy of full public disclosure of all its transactions involving public
interest, subject to reasonable conditions prescribed by law. similarty Riricte ttt
Section 17 of the constitution, guarantees the right of the people to information on
matters of public concern.

In recognition of the need to implement these constitutional provisions, presidenr
Rodrigo R. Duterte signed Executive order (Eo) 2 entitled " operationaiizing in the
Executive Branch the People's constitutionat Right to lnformation and thie state
Policies to Full Public Disclosure and rranspareicy in the public service', on July
23' 2016. The Eo mandates alr executive offices, including but not limited to the
national government and aI its offices, departments, bureaus, offices, and
i.nstrumentalities, including Govern ment-owned or controlled corporations
(Goccs), and state Universities and colleges to prepare their respective'eeopte;s
Freedom of Information (FOI) Manuals.

Hence, the southern Luzon State University, in compliance with the said directive,
hereby adopts this SLSU/FOt Manual.

PURPOSE

The main objective of this Fol Manual is to provide the process which shall
guide the public in requesting information from the University and to assist the
coIeges, campuses, units and offices in dealing with requests of information
pursuant to Executive Order No. 02.

OBJECTIVES

This Manual shall set the rules and regulations to be followed by all
colleges, campuses, units and offices of the University whenever there is a request
for information. The University President is responsible for all actions carried out
under this Manual and may delegate this responsibility to the Vice presidents,
Deans, Directors, or Heads of Offices.

1, Annex At "Operationalizing in the Executive Branch the people,s Constitutional Right to
nformation and the State poJicies of Full public Disclosure and Transparency in the pu blic

Service and Providing Guidellnes Thereof,,
2 Sections 8 & 16, ibid.
3 Annex B. FOI-MC No. 01s. 2016, presidential Communjcations Operations Office
4 Annex C,Inventory of Exceptions to EO No.2, s. 2016j Office ofthe president; 24

November 2016.



COVERAGE

This Manual shall cover all requests for information directed to all colleqes.
campuses, units and offices of the University.

PROTECTION OF PRIVACY

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

a The SLSU shall ensure that personal informatron particulariv
sensitive personal information, in its custody or under its control ii
disclosed only as permitted by existing laws;

b. The SLSU shall protect personal information in its custody or under
its conlrol by making reasonable security arrangements against
unaulhorized access. leaks or premature disclosure; and

c. The FRO, FRM, any employees or any official who has access,
whether authorized or unauthorized, to person information jn the
custody of the SLSU and its campuses, shall not disclose that
information except as authorized by existing laws.

DEFINITION OF TERMS

For common understanding and clarity, the following terms used in this
manual are hereby def ined:

Administrative FOI Appeal. An
made In response 10 an FOI
established herein

independent review of the initial determination
request in accordance with the procedures

Appeals and Review committee. shall refer to an appeal and review commiltee
composed of the two (2) remaining Vice presidents, not acting as Decision Maker.

Appellate Authority (AA). He/she shall refer to the Universitv president who wiil
take final action on matters brought on appeal.

consultation. Process of asking the view of other agency as to the disclosabiliry
of the records which are found to contain information of interest to such other
government agency.

confidential Records - records containing classified information and need not be
disclosed without due approval from authority_



data.gov.ph The Open Data website that serves as the governmenr scomprehensive portar for a| pubric gou"tnrunt data which is searchabre,understandable, and accessible.

eFol gov'ph' The website that serves as the government's comprehensive Forwebsite for alt informatiol:l tl" FOL,Among"many other t"rt"i"r, "iOig"itprovides a centrar resource for the pubric to uiderstano the For, to rocate recorosthat are already avairabre onjine, and to r"uin'-no* ro maKe a requesr forinformation that is not yet pubricry avairabre. riot.gov pn arso promotes agencyaccountabirity for the administration of the For 6y graphicatiy oirpLving-in.detaited statistics contained in Annuar ror Repoits, so t-nui ttruy d"" ot.,iriui"oby agency and over time.

Exceptions. Informatron that shourd not be rereased and discrosed in responseto an FOt requesl because rt is protected by the Constitution, l";; ;.jurisprudence.

Evaluating officer (Eo). He/she sharr refer to the Deans. Directors and Heads ofUnits that has custody over the informatjon oir".orO'n"ing requested.

Freedom of Information (For). co nstitutionairy guaranteed right of the peopre toinformation in matters of public concern *hi.; t:;;;rpensabre to the exercise ofthe. right of the peopre and their organizations 10 eftective and reasonabreparticipation at alr revers of sociar, potitiJar and econor," decision-making.

FOI Decision Maker (FDM). He/she sharl refer to the concerned Vice president
campus Director, and Head of Unit under tr.'," orilu ot the president and who,under this manual, is authorjzed to grant or, Oeny tf..,e i"qrurr.

FOI Receiving Officer (FRO). He/she shall be the responsible employeedesignated as the For Focar peison tast<eo to receiv! ano monitor a, For requestsand apoeals.

Fol Request. A written request for access to recoros submitted to sLSUpersonally or by email.

Information. Shall mean any records, documents, papers, reports, letters,contracts, minutes and transc'pts of official meetings, maps, books,,pf.,otlg;bnr,.ata, research materiars' firms, sound and video recororng, magnetic or othertapes, recorded, stored, or archived in whateveilo'ut, *n"rtt ., orrri"" oi onrin.,which are made, received or kept or, ,nd.i tire clntror and custody of anygovernment office pursuant to raw, executive order, ano rules and regurations orin connection 
-,with the performance or transactions-ot orriciar Lusin"esil ;;government office.



Information for Disclosure. Information promoting the awareness andunderstanding of poricies, programs, activities, rures, or revrsrons affecting the
ly!1,:,^g:y"r"rent agencies, and the community ano economy. tt atso inctudesInlormation. encouraging famiriarity with the generar operations, tr,rusts, 

-ani
programs of the government In rine with the co'ncept of proactive oiscrosrie aniopen data, these types of information can arready be posted t" g""*.,",".iwebsites, such without need for written requests from the public.

official records' Refers to information produced or received by a pubric officer oremployee, or by a government office in an orticiat capacity or pursuant to a pubric
f unction or duty.

Open Data Refers to publicly available
data to be fully discoverable and usable

data structured in a way that enables the
oy end users.

Public Records. This shal incrude information required by raws, executive orders,rules, or regulations to be entered, kept and 
'made 

publiciy 
"".if"Ol" 

[V 
"government off ice.

Proactive Discrosure. InJormatron_ made pubricry avairabre by governmentagencies without waiting for specific FOI request.

Personal Information. Any information, whelher recorded in a materiar form ornot, from which the identitv of an individuar is apparen, or can De reasonabry anddirectly ascertained by the entity holding il 
" 

i"rol[-'']t,"n, or when put together withother information would direclly and ceitainly iO"ntify an individual.

sensitive Personar Information. As defined in the Data privacy Act of 2012, thisshall refer to personal information:

.1 . About an individual race, ethnic origin, marrtat status, age, color. andretigious philosophical or political affiiiations;

'li!Jl.T,l!"xlli,i,1,1li;?11,"31i""1,'""i;hT::11 jll:#,.,:.".""*
committed by such person, the disposal of sucn proceedjngs or thesentence of any court in such proceedings;

3 rssued by government agencies pecuriar to an individual which incrudes,but not limited to, social security numbers, previous or current healthrecords, licenses or its deniajs, ,u.p"nrion or revocation, and taxreturns; and

4. specifica[y estabrished by an executive order or an act ot congress tobe kept classif ied.



STANDARD PROCEDURE

The procedure for access to information/record covers the firino of
request for information, recerpt and evalualion, and approval/denial of the reqr-Lst.

1. Receipt of Request for Information

1 1. All requests for informarion shalr be made using the prescribed For
Request Form (See Annex E). In case the requesting party is unable to
make a written request, because of iiliteracy or due to a disabirity, he or
she may make an orar request, and the FRo sharr record it in- writing
which shall be signed or otherwise thumb marked by the requestin!
party. The FOI Request Form is available at the Record Managemen"l
Office or it can be downloaded at www.slsu.edu.ph

1,2 The accomplished FOI Request Form shall be submitted to the
Records Management Office, 2nd Floor Administration Building, SLSU,
Lucban, Quezon or email at (inf o@slsu.edu.ph) -

1.3 The FRo sharr receive the request for information from the reauestino
Party and check compliance of the following requirements:

. The request shall state the full name and contact information of
lhe requesting party, as well as provide valid proof of identification
or aulhorlzation; and

. She/he request shall reasonably describe the information
requested, and the reason for, or purpose of the request for
informatio n.

. In case of e-mail request, the FRO shall print the Request Form
and acknowledge the same.

In case the request is not in conformjty with the requirements, the FRO
shall provide reasonable assistance to enable the requesting party to
comply with such.

The request shall be stamped ,,received,,by the FRO indicating the date
and tjme of receipt, his/ her name, rank and title, with correlponding
signature. The FRO shall input the details of the request on the

1A

t.J

5 Annex "D", Flow Chart
6 Annex "E", SLSU FOI Form 1



Document Routing System (DRS)-See Annex and alocate a reference
number therein. The Request Form sha| be attached in the DRS. same
details shall be recorded in a logbook for monitoring purposes.

1.6 The FRo shail initiaily evaruate the information being requested,
identify the responsibre unit where the data or inforiation being
requested maybe found, and thereby immediately transmit the request
to satd college, campus or unit/office within twenty_four hours.

The University sharr respond to any For request within fifteen (.15) working
Days following the dat-e of receipt of the request. A working day is any
other than a Saturday, Sunday or a day which is decrared a natlonai or iocal
public holiday in the philippjnes.

The computation of the period shail be guided by the provision of Articre .13

of the civil code of the phirippines which provides that "rn computing a
period, the first day shall be excluded and the last dav inctuded.,,

The date of receipt of the request wjll either be:

a. The day on which the request is physicaily or erectronicaily derivered tothe government office, or directiy into ihe officiar emaii inbox of the
Office of the President; and/ or Records Management Office

b. lf the University has asked the requesting party for further detairs to
identify and locate, then the 15 working days will commence the day
after it receives the required clarification from the requesting party.

An exception to this wifl be where the request has been emaired to an
absent member of staff, and this has generated an "out of office" message
with instructions on how to re-direct the message to another contract.
where this is the case, the date of receipt wiil be the day the request arrives
in the inbox of that contact.

Should the requested information need further details to identjfv or locate.

2 Initial Evaluation

Upon receipt of the request for rnformation, the Eo shail perform arl
necessary steps to locate and retrieve the information requested. He shall
ensure that the information requested is complete before making a
transmittal to the DM

2.1 . Determination of access to requested inf ormation



The Eo sha, asses the request and determines the discrosabirity orany access restrictrons to the information being requesleo as enumerated
in the list of records/ information exempted from"the coverage of this manuar(See Annex).

If the requested information or record is exempted from thecoverage of this manuar, the Eo sharr recommend the deniar of the requesifor information to the FDM. The FDM sha, evaruate the recommendation
of the EO and notify through the FRO, the requesting party of th" ;u;;;;;on the req uest.

2.4 Requested information is already posted in the SLSU website

If the inf ormation 
.requesled is already available in the University,swebsite, the EO shall inform the requesting party through tne fRO ot ttresaid fact and provide them the websiie rink rirhere'the infJrmation ir p*t"0.

2 5 Requested information is in the custody of other coreges, campuses/ units/
off ices.

Where the EO needs detaiis from other units/offices, coordinationand crarifications with them shall be made in the most expeditious mannerfor the handling of the request.

2 6 Requested rnformation is not in the custody of SLSU or any of its colleges,campuses, offices/ u n its.

lf the requested information is not jn the custody of SLSU and itscampuses, folrowing referrar and discussions with the FRM, THE FRo sharlundertake the following steps:

' lf the records requeste_d refer to another depanment, the request wirlbe immediately transferred to the appropriate office in the mostexpeditious manner. The transferring ofrrce must intorm therequesting party that their office does not hord the ,eque.teJ
information and has transferred the request to another agency withinthe fjfteen (15) working day limit. fhe fifteen (15) ,iorking dayrequirement for the receiving office commences the day alter itreceives the request.

7 Annex 2

8 Attachment 2



. lf the records refer to an office not wjthin the coverage of E.O. No.
2, the requesting party shall be advised accordingly and provided
them with the contract details of that office, if known.

2.7 Requested informalion is substantially similar or identical to prevrous
requests.

Pursuant to Section 11 of EO No. 2, the EO shall recommend denial
o{ an unreasonable subsequent identical or substantiallv sjmilar
request from the same requesting party whose request hai alreadv
been previously granted or denied. However, the requesting party
shall be informed of the reason of such denial.

3 Transmittal to and Action by the Decision Maker

The EO shall then forward the request and his recommendation to the
DM within six (6) working days upon receipt of request from FRO. The
DM shall have three (3) working days within which to act on the
recommendation of the EO.

1.1 . ln Case of Approval. In case of approval, the FRO shall ensure that all
records that have been retrieved and considered be checked for
possible exemption, prior to actual release. The FRO shall preoare the
letter or email informing the requesting party within the prescribed
period that the request was granted and be directed to pav the
applicable fees, if any.

1.2 ln case of Deniar of Request. In case of deniar of the request who|v
or partially, the FRO shall, within the prescribed period notify the
requesting party of the denial in writing. The notice shaii clearly set
torth the ground or grounds for dental and the circumstances on which
the denial is based. Failure to notify the requesting party of the action
taken on the request within the period herein provided shall be deemed
a denial of the request to information.

4 Transmittal of the Requested Information to the Requesting party

Upon receipt of the requested information from the FDM, the FRO
shall collate and ensure that the information is complete. He or she
shall attach a cover/transm ittal letter signed by the FDM and ensure
the transmittal of such to the requesting parly with the j 5 workinq
day period upon receipt of the request for information.

9 Section 9 (d) of EO No. 2
10 Section 9 (e) of the EO No. 2



Release of information shall be made through the University's
Management Off ice 1Rl\lO

Claiming of results of requests shall not exceed fifteen (15)
working days from the due date of release. Inf ormation/record not
claimed within thirty (30) working days of the release date shall be
disposed of accordingly.

Request for an Extension of Time

lf the jnformation requested requires extensive search of the
University's records facilities, examination of voluminous records, or
there is an occurrence of fortuitous events or other analooous cases.
the FDM should inform the FRO.

The FRO shall inform the requesting party of the extension,
setting forth the reasons for such extension. In no case shall the
extension exceed twenty (20) working days on top of the mandated
fifteen (15) working days lo act on the request, unless exceptional
circumstances warrant a longer period.

Records/ Information Exempted from the Coverage of this Manual.
The following records/docu ments are exempled from the coverage of this
manual hence should not be released or disclosed:

1. l\,4inutes of the meetings of the SLSU Board of Regents, its Financiaj
Committee and other commi ees which thev mav create

2.

3.
4.
5.
6.
7.

Minutes of the meetings of the Executive Committee, Academic Council.
Administrative Council and Research and Extensron Councr{
Judicial Affidavits filed in all cases involving the University
All pending cases involving the University and its personnel
201 Files of Person nel
Documents of the University Selection and promotion Board
Statement of Assets, Liabilities and Net worth when the purpose is any of
the following:
a. contrary to morals or public policy; or
b. commercial purpose other than by news and communications media

for dissemination to the general public
B. Minutes of the meetings of BAC
9. Abstract of Bids
10. TWG Recommendalion
1'1 . OPCRs and IPCRs
12- Financial reports not yet audited by Commission on Audit
13. All reports not in the final form
14. Student records
15. Payslip;



1 6. lnter office correspondences and memoranda
17. Accreditation purposes students who borrowed documents shall present

authorization letter from their resoective facultv
18. Research data

The University upon prior determinalion and approval of its Academic
Councrl, Administrative Council and Research and Extension Council, may
provide other information or documents which may be exempted from the
coverage of this manual

PROMOTION OF TRANSPARENCY IN THE GOVERNANCE OF THF
UNIVERSITY

Duty to Publis h Information

The SLSU shall regularly publish, print, and disseminate at no cost
the public and jn an accessible form. in compliance with Republic Act No.
9845 otherwise known as the Anti-Red Tape Act oI 2007. and through its
website, timely, true, accurate and updated key information including but
not limited to:

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

b. A description of 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 respons ibilities
as well as their profiles;

d. Work programs, development plans, investment plans, projecls,
performance targets and accom ptrsh ments, 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;
h. Mechanisms or procedures by which the public may participate in or

otherwise influence the formulation of policy in the exercise of its
powers; and

i. University Charter, SLSU Code and manuals (e.q. Records
Management Manual).

Accessibility of Language and Form

The SLSU shall endeavor to translate key information into Filipino
language and present them in popular forms and means.

10



Keeping of Records

The SLSU shali create and mainlain records in accordance with the
procedures set forth in the SLSU Records l\,4anaeement Manual.

FOI OFFICERS AND THEIR FUNCTIONS

FOI Receiving Officer (FRO)

Since the files plan that is being used by SLSU is centralized control for
decentralized record, the University Presidenl shall designate only one (l )

FOI Receiving Off icer.

FRO shall have the following duties and responsibilities:

a. Receive ail requests for information on behalf of SLSU;
b. Ensure that FOI Request Form is properly filled-out;
c. Process all requests and forward to concerned office(s) which has

custody of the requested records;
d. Ensure that all requests are responded to within the prescribed time:
e. Maintain an FOI logbook of all requests for record and accountability

purposes and compile statistical information as required:
f. Provide assistance to the FDM and the public with regard to FOI

requests;
g. Advise the requesting of any decision on the request; and
h. Prepare necessary reports.

Evaluating Off icer (EO)

The EO shall have the following duties and responsibilities:

a. Conduct the evaluation of the request and determine if the requesled
information may be allowed to be released or is subject to the exception
as enumeraled

b. Recommend the course of action to the Decision Maker.

FOI Decision Maker (DM)

The DM shall have the overall responsibility for the decision on the FOI
request(s) whether to release all the requested records, partially release lhe
same or deny access thereto.

11,



Appeals and Review Committee (ARC)

The Committee shall be responsible in reviewing and analyzing all
appeals related to the implementation of the provisions of lhis manual. They
shall always resolve and decide matters bro ug ht/referred to them en banc.
The Committee shall designate its Secretariat.

Appeilate Authority (AA)

The appellate authority is the University President who shall take final
action on matters brought on appeal.

REMEDIES IN CASE OF DENIAL

Reqursites to Perfect an Appeal

No appeal shall be entertained unless the following requisites are
complied with:

a. The appeal must be in writing and must contain the following informationj
. Full name and address of the appealing party;
. Full name and address of the FDM who denied the request for

information; and
. reason(s) for denying the request. He/ she may provide supporting

documents to support the appeal.

b. The appeal must be filed within ten (10) calendar days from recejpt of
den ial of the request.

Procedure

A person whose request for access to information has been denied may
file an appeal in the manner set forth below:

1 . Appeal to the SLSU Appeals and Review Committee (ARC)

A written appeal must be filed by the same requesting party with the
Appeals and Review Committee within ten (10) calendar days from the date
of receipt of the denial of request.

The ARC shall have fifteen (15) working days from receipt of the appeal
within which to render their decision.

12



The FRO shall notify the appellant within two (2) working days upon receipt
of the decision of the ARC.

2. Appeal to the University President

The denial of the appeal by the ARC can be further appealed to the
President whose the decision on the said matter shall be final.

The same appellant shall have ten (10) calendar days upon receipt of
the decision of the ARC to make an appeal.

Pursuant to Section 13 (b) of E.O No. 02 the University President shall
have thirty (30) working days upon receipt of lhe appeal to render a
decision. Where a decision is not made within the thirty-day period, the
appeal shall be deemed denied.

The decision shall be transmitted to the appellant through the FRO,
within ten (10) working days from receipt of the decision of the University
President or the lapse of thirty-day appeal period and no decision has
been rendered.

3. Resort to Court Action

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

APPLICABLE FEES

No fees on requests and appeals

The SLSU shall not charge any fee for accepting requests for access to
information or filing an appeal.

Reasonable Cost of Reproduction or Copying of Documents/Records

The FRO shall immediately notify the requesting party in case there shall
be a reproduction and copying fee in order to provide the rnformation. Such
fee shall be the actual amount spent by the SLSU in providrng the
information to the requesting party. Fees shall be made at the Cashier's
Office or to the authorized collecting officers, if lhe requested information is
in the salellittr cemnrlses.



Exemption from Fees

SLSU may exempl any requesting party from payment of fees, upon request
stating the valid reason why such requesting party shall not pay lhe fee or
tha anct nf nrndttntinn nf ronnrdc ro^r6cto.l, vYuvJrvu.

ADMINISTRATIVE LIABILITIES

Non-compliance with FOI

Failure to comply with any of the provisions of this Manual shall be a
ground for administrative proceedings under the Revised Rules on
Administrative Cases in the Civil Service.

for l\,4o re Stringent Laws, Rules and Regulations

Nothing is this Manual shall be construed to derogate from any law, any
rules, or regulation prescribed by anybody or agency, which provides for
more stringent penalties.

1,4



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 PUBLIC DISCLOSURE AND TRANSPARENCY IN THE PUBLIC
SERVICE AND PROVIDING GUIDELINES THEREFOR

WHEREAS. pursuant to Seclron 28. Articie il of the 1987 Constltution. the State
adopts and implements a po icy of full public disclosure of ail its transactions
involvrng public interesl. subject to reasonable conditions prescribed by la,,v:

WHEREAS. Section 7, Article Ill of the Constjtutron guarantees the right of the
nannlo tn infnr.n:tinn nn 'ria'lorc nf nr rhlin .^n.orn

WHEREAS. tFe incorporat on o* this rrgnr in l,re Constit-rior :s a recogn,r,cn of :'e
fundamental role of free and open exchange of informatron in a democracy, meani
i^ AahrnaA trraenArtrna,/ .n.l .^^^,,.t.hrlit\/ ^ .rntrernmon- nif r- : ;r.lcri u Jvu' u' 'vr/ ar \r auuuurrtar/rrty r' !JUvEi
transactions. cr decisrons:

WHEREAS rhe Erecutive B'arc- .ecognizes the u'gent neeo to ope''atioea ize

these Co nstitutron al oro,risions:

WHEREAS. the President. under Section 17. Article Vil of the Constiiution. has
cont'ol over all execLrt've oepanments. oLreaus and offices. and tl'e duty tc ensLrre
th2' the laws ho feithf r rl v p,eo,jted:

WHEREAS, the Data PrivacyAct af 2012 (R.A. 10173). including its implementing
Rules and Regulations. strengthens the fundamental human right of privacy. and
oJ communication while ensuring the free flow of information to promote innovation
and qrowth:

NOW, THEREFORE, l. RODRIGO ROA DUTERTE, President of the Philippines.
by virtue of the powers vested in me by the Constitution and existing laws, do
hereby order:

SECTION 1. Delinition. For the DurDose of this Executive
tu{ t5 ^1..^|

(a) "lnformation" shall mean any records, documents, papers, reports. letters,
contracts, minutes and transcripts of oificiai meetings, maps, books, photographs,
data. research materials. films. sornd and video recording. magr^etic or othe'
12nps trl^nt.nnin d2ia nn.no ter st.,.p.l dara anv nther lrke or S rniiar Cata orvLv ve vqLq q! i, v!

materials recorded, stored or archived in whatever format. whether offiine or

fl rrlar tha fni nrrrinn

mean:

15



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 conneclion with the performance or transaclion of official business by any
fln\/ornmonl off ice.
(b) "Official record/records" shall refer to information produced or received by a
pub c officer or employee. or by a government office in an oificia capac;ty or
pursuant to a public function or duty.
(c) "Pubiic recordirecords" shall include information required by laws. executive
o'de:s. rures. o" regulations to oe enre.eo. Kept and macre publiciy avai aole by a
government off ice.

SECTION 2. Coverage. This order
Execrirve Branch. ncruding but not
nf f ircq aicn2!'Tmantc h' .rear rc

govern m ent-olvn ed or -controlied
rn ionpc I nrzl nnrrorrmont UnitS
guided by this Order

shall cover ail governrnent offices under the
limited to the national government and all its
off ices, and insirumentalitres. including
corporat'ons. a1d state r:niversities and

I Gi lcr :ro an..r.r.r/"16.r l. ^h-^^/-ei ruvr, u\jvu r\J u\JJc' v(' c1rru us

SECTION 3. Access to informalion. Every Fiiipino shali have access to
information, official records, publrc records and tc documents and papers
ce'ta n ng to offic.al acls. transact.ons or ciecrsiors. as wei as to gove'nment
.esearch data r,sed as bas s for oolicv oevetoorenl.

SECTION 4. Exception. Access to inforrnation shall be cienied when the
lnformatron fails under any of the exceptrons enshlned in the Ccnstitutton, extsiing
1aw or jursprudence.
The Deparlment of Justrce and the Office ot the Solicitor General are hereby
d recTed to prepa"e an irvento"y of sucf- e.<ceptions and submit the same to the
Of ice ol the Presidert wtth,n ih:rtv tj0r c.a oncar d2vq 'rnrn tha clq1. nf pffpctivitv
of this Order.
The Office of the President shail thereafter. immediately circularize the inventory
of exceptions for the guidance of all government offices and instrumentalities
covered by this Order and the general public.
Said inventory of exceptions shall perioo,caIy be updated ro properly refreci any
change in exrsting lalv and jurisprudence and the Department of Justice and the
OJfice of the Solicitor General are djrected 10 update the inventory of exceptions
as the need to do so arises. for circuiarization as hereinabove stated.

SECTION 5. Availability of SALN. Subject to the provisions contained in Sections
3 and 4 of this Order, all pubiic officials are reminded of their obligation to file and
make avajlable for scrutiny their Staiements of Assets, Liabjlilies and Net Worlh
(SALN) in accordance rvith existing laws, rules and regulations, and the spirit and
letter of th is Order.

SECTION 6. Application and Interpretalion. There shali be a legal presumption
rn favor of access to information. public records and official records. No request for
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informalion shali be denied unless iiclearly falJs under any of the exceptions listed
in the inventory or updated inventory o{ exceptions circularized by the Office of the
President provided rn the preceding section.
The determinat;on of the appricabil ty ot any of the exceptior^s to the reqJest sha I

be the responsibilily of the Head of the Office whrch is in custody or control of the
information. public record or off icial record, or the responslble central or freld off icer
duiy designated by him in writing.
ln making such determination. the Head of the Office or his designated officer shail
exerclse reasonabie diiigence to ensure that no exception shall be used or avarled
of to deny any request for information or access to public records, or official records
if the denia{ is jntended primarily and purposely to cover up a crime, wrongdoing.
graft or corruplion.

SECTION 7. Protection of Privacy. Whiie providing access to information. public
records. and orf'cia' .ecords. resporsible oliicials sha I a'ford fJll prolectior to Ihe
right to privacy of the individual as follows:
/nr ErnF ^^\,^-h--Ft ^{f:^a n6r qa^fi^n 2 6,ara^lf chall oncrrre rhet norcnne,\dl LaUl guvsl llllLslrt Ull'Uv Vur pu' Jv' -.
information in its custody or under rts control is disciosed or re eased only if it is
matenal or relevant to the subiect-matter of the request and jts disclosure is
permissrble under lhis order or existing law. rules or reguiaiions:
(b) Each gorrernment office must protect personal information in its custody or
control by making reasonable securlty arrangements against ieaks cr premai,Jre
disclosure of personai information wh ch unduly exposes the indlvrdual whose
personai informalion is requested, to vilification. harassment or any other wrongfr-ri

lc) Any empioyee. of':c al o. dr.ector of a government office per Section 2 hereo'
who has access, authorized or unauthorized, lo personal information in the cusiody
of the of{lce. must not disclose rhat information except when aulhorized under this
order or pursLrant to exist'ng lalvs. rules or regLrlat on.

SECTION 8. People's Freedom to Information (FOl) Manual. For the effective
implementation of this Order. every government office is directed to prepare wilhin
one hundred twenty (120) calendar days f rom lhe effectivity of this Order, ils own
People's FOI Manual, which shall include among others the following provisions:
(a) The location and contact information of the 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 'or information:
(c) The procedure for the filing and processing of the request as specified in the
succeedrng section 8
(ci) The slandard {ornrs for the subrnission o1

acknowiedgment
acknowledgment oJ req u ests:
fol Tho nrnnocc {or lho nicnncitinn n{ ron rpctc'
if r Thc nrnnodrr/p +n/ ihp 2.1min'qt12r va ennoal nf anv denial f or acceSS lo

of this Order.
rAn'lAelc zrrrl lt'r lho nrrr,',,
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inf ormation: and
(g) The schedule of applicable fees.

SECTION 9. Procedure. The following procedure shall govern lhe filing and
nrace<cinn nf request for access to inform atro n:

(a) Any person who requests access to information shall submit a written request
to the government office concerned. The request shall state the name and contact
information of the requesting party. provide valid proof of his identification or
authorization. reasonably describe the inJornration 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 tne request ls con'trary to la\//, existing
rules and regulalions or it is one oi the exceptions contained in the inventory or
updated inveniory of excepi.on as hereinabove provided.

1b) The public official receiving the request shall provide reasonable assislance,
free of charge. to enabJe. to enable aii requesting parties and parttcularly those
with special needs. to comply with the request requirements under this Section.
(cl -he request shall be stanped by the governmert off'ce. nd oatinJ the date ard
t me of receipt and the name. rank. tit e ano position of the rece v ng oublic office'
or empioyee witl lne correspondtng signature. and a copT lhereof f"rnlshed to the
requesi,r'g pa'ty. Each government office shall estabt sh a system to trace Ihe
status of all requests for information received by it.

1d1 The gove'nment office shall respond to a request iully comp.iant w:th
ro^,r romanrc n{ crrh_conJinr ,^\ h^"^^! ^^ ^/-li^,i cahlp hr t nnt -oyCppdinnulrs vrrrvr,.J \ct/ JII'IYU AJ JUvr aJ v c.vr'vuJ U re. rJ. v^wevu rJ

f ifteer , ' 5' uvorki.n days f 'om the receipt thereof . The .esporse mentioned above
'eie's ro the oec s on of the agency cr o'f ce cor-cerled to 9r311 o'deny access to
rh^ information
(e) The period to respond may be extended whenever the information requested
requires extensive search of the government office's records facilities, examination
of volumlnous records. the occurrence of {ortuiious cases or other analogous
cases. The government office shall notify the person making the request of the
extension. setting forth the reasons for such extension. In no case shall the
extension go beyond twenty (20) working days unless exceptional circumstances
warrant lo nge r peflod.
(f) Once a decision is made to grant the reqLrest, the person making the request
shall be notified of such decision and directed to pay any appiicable fees.

SECTION 10. Fees. Government offices shail nol charge any fee for accepting
requests for access to information. They may. however, charge a reasonable fee
to reimburse necessary costs, including actual costs o{ reproduction and copying
of the information required. subject to existing rules and regulations. In no case
sl^all tl-e app, cabie fees oe so onerous as [o oefeat ihe p"rpose oi this Order.

SECTION I1. ldentical or Substantially Similar Requests. The government
off.ce shall not be required 1o act upon an unreasonable subsequent dent;cal or
substantiaiiy similar request from the same requesling party whose request from
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the same requesting party whose request has already been previously granted or

denied by the same government otrlce'

SECTION 12. Notice ol Denial lf the governmenl. oif rce decides to deny the

request, in whole or In pan' iitf"'lfi ut toon"ut practicable in any case within fifteen

(15) working days rrom,nt'ttt"ipi"ilhu'99'?,tl;lo]ilv the requesting pariy tne

deniar in writing. The not,"" ,r,att .luarry set forth the ground or grounds for denial

and the circumsrances on *ni.[ il . c"ii"i is based. Fiilure to notify the requesting

oaftv of rhe aclron tar.,en or t'n"e'rlq-rest w,ilin tt'.]e period he'e'n sliplrated shal' be

ieemeO a denial of lhe req.rest for access to inlormatron'

SECTTON 13. Remedies in Cases of Denial of Request .for Access to

lnf o rmatio n.

i;;;;;;;l;i ""y 
request for access to information mav be appealed lo the person

or office next higher in tne auifroiiiy, follorving the procedure mentioned jn Sectton

i fij "itH" 
orier: Provided, that the rvriiten appeal must be {iled by the same

person making tne request wiihin f ifteen (15) working days f rom the notrce of denta'

oi trot the iapse of the relevant period to respond to the requesl'

lUt it.r" upprur be decided by the perscn or of{ice next higher in authorily withrn

ir.,irty (so) uuorr.ing days from ihe fiiing of said w.ritien appeal. Faiiure of luch pe119n

or o{fice to decide lvithrn the afore-itated period shall be deemed a denlai of the

appeal.
(c) Upon exhaustion of
file the appropriate case

administrative appeal remeciies. the requestrng part may

rn the proper courts ln accordance with the Rules of Cout't

SECTION 14. Keeping of Records. Subiect to exrsting laws, rules' and

regulations. government ofiices shall create andior maintain accurate and

reisonably complete records of important information in appropriate formats and

implemeni a records management system that iacilitates easy identilication.

retrieval and communication of information to the public.

sEcTloN 15. Administrative Liability. Failure to comply with the provisions of

this order may be a ground for administrative and discipiinary sanctions against

any erring public officer or employee as provided under existing laws or

regulations.

sEcTloN 16. lmplementing Details. All government offices in the Executive

Branch are directed to formulate their respective implementing details taking inlo

consideration their mandates and the nature of inlormation in their custody or

control, within one hundred twenty (120) days from the effectivity of this order.

sEcTloN 17. Separability clause. l{ any section or part of this order i.s held

u ncon stitutio n al or invalrd, the other sections or provisions not otherwise affected

shall remarn in {ull force or effect.
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SECTION 18. Repealing clause All orders' rules and regulations" it*i1t^"'1:':

il"'"tJ:.,:*:'.H::H:lT''s1?::Jl:;';:"J'Hi,:::T':li3J'-;:#;:::i?
Memorandum Circular No TB (s 1964)' as amended shall not be deemed

repeared Pending f ;rther review

SECTION 19. Effectivity' This Order shall take effect immediately upon

Bfli".1''lJ,'il"'J?il:iffiflijt'rT?l..i':1;''3f,,'u in the vear or our Lord two

thousand and sixteen.

(Sod.) RODRIGO ROA DUTERTE
Presidenl or the PhiliPolnes

BV the President:
(Sgd ) SALVADoR C. MED|ALDEA
Executive SecretarY
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ANNEX 
-8"

Republic of the Philippinel 
- -. ^ - .^

p RE Sl D ENT I Ar- co fu n,I u ruicATl o NS b p r Rar t o ru s o F F I c E

Malacanang' Manila

FOR:

SUBJECT:
DATE:

FOI-MC No.01 s,201 6

FREEDOM OF INFORMATION
MEMORANDUM CIRCULAR

All Aoencies, Departments. Bureaus Offices and

i rriiJt""Lrit[t,-cr,utt.t"o I nstitutions, Government-owned

or Cont.of teO Coiporations (GOCCs), including Government

Financial Institutions (GFls). Government Corporate Entities

(GCE), and non-chartered GOCCs, and State Universities

and Colleges.

FREEDOM OF INFORMATION (FOl) Program

11 November 201 6

BACKGROUND

.l .0 on 23 July 2016, President Rodrigo Roa Duterte signed Executive order
(EO) No.2 entitled Operationalizing in the Executive branch of the

ieople,s constitutional Right to Information and the state Policies to

Full Disclosure and Transparency in the Public service and Providing
Guidelines Therefor. The office of the Presrdent, through the Presidential

Communicatlons operations office (PCoo), WaS tasked to take the lead in

the implementation of the Fol program including the preparation of a model

manual and guidelines for the Executive Branch, including GOCCs and

Stale Universities and Colleges.

2.0 section 8 and 16 under Eo 2 require all government off ices in the Executive

branch to prepare their respective People's Fol Manuals and implementing

details (Agency FOI Manual) within one hundred twenty (120) days from

the effectivitY of the order.

On 25 November 2016, the 120th day from effectivity of the EO, the FOI

program will be launched lhrough an official government announcement

which will also showcase the FOI Manuals. To assist agencies with the

3.0
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compliance to the EO, this memorandum provides the essential guidelines

,nJ .tanAatO forms for FOI implementation'

4.0 As a guide for the agencies in the development o{ their agency FOI

Manuals, rhe pcoo ollit;lrr,loo"l Agency FOI Manual (Annex A) T-his,

however, onty r"ruurll u w,o. 
"no 

oo"es not limit agencres in crafting their

own agency manuals'

5.OTheAgencyFolManualdetailstheinterna|Folquidelinesanddefinesthe
specific roles and t*p"..inliii"t 

, 
of the lollowing agency personnel

designated to nandle 
'agency FOI re-quests: the FOI Champion; the

Decision Maker/s; unJ tf,6 n"t"iuing Ofiicer/s. lt also includes provisions

on the promotion of openness in government protection of privacy'

remedies in case of Jeniat, cr,arging fees, and administrative liabilities. The

manual should likewise conitain the detailed FOI process flow;

comprehensive list of exceptions; and templates for FOI responses'

6.0 On the other hand' the People's FOI Manual is a separate document

designed for the general pubiic to guide them in making FOI requests ll

should include, among others the following:

6.1 the location and contact information of the head, regional, provincial.and

fieldoffices.andotherestab|ishedp|aceswherethepub|iccanobtain
inf ormation or submit requests;

6.2 the person or offices responsible for receiving requests for information;

6.3 the procedure for the filing and processing of the request as specified in

the succeeding section 9 of this Order;

6.4 the standard forms for the submission of requests and for the proper

acknowledgment of requests ;

6.5 the process for the disposition of requests;

6.6 the procedure for the administrative appeal of any denial for access to

information; and

6.7 the schedule of applicable fees.

AGENCY INFORMATION INVENTORY

7.0 The Agency Information Inventory is a master list of all government

information held by an agency, containing the title, description, and file type

of each information (Annex B). This list will provide the scope and

limitations of the tvpes of information which can be requested from an
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aoencv. Any information requested.not incllled in the agency inventory rs

"I"t'O'"t"d " 
basis for denial of such request'

STANDARD FOI REQUEST FORM

8.0 An FOI request will only be considered valid if applied through ]ht-ffll -^^

accomplished stuni"io'rOi Request.Form (Annex C) lf in case Ine

requesting puuy t*lJt ii[Lit o't' the Receivinq officer is tasked to

translate iuch request into the form

9.0 This form is the standard form for all FOI request submitted to agencies

covered under seciio-ri i ot il.]" EO. Requestino parties are required to

supply all information in the form and preseni at least one (1) valid

government-iss,"o'iJ' onl" u ttq'"tt has been approved as valid' the

Receiving otticer sh-ail pio"io" a stamped photocopy of the form to tne

Requesting PartY

STANDARD FOI REGISTRY
10.0 To facilitate a unitoim tracking, monitoring and evaluation system for FOI

program implementation, attiched he19i1 i3 the Standard FOI Registry

sheet (Annex o - ""1""3i0r1 "t 
http://bit'lv/foipco) to be malqsg!.y f9l

Receivins ottlce,,.l"rii-ol6;;;i: shouli be'logsed in to this form-and

should be updated accordingly anngl e^ provides a comprehenslve

instructional note for accomplishing the FOI Registry'

ll.OTheFolRegistrywil|bethebasisformeasuringagencyperformanceand
compliance utong.iJu-in.lportant FOI analytics to assess the initial financial

costs of FOI imPlementation'

12.0 This is an interim solutton to the standardized reporting ploT9Y'" qg:::t
the Executive etun.h; moving forward' an online electronic FOI registry

sYstem will be develoPed'

FOIEXCEPTIONS

l3.Osection4ofEoNo.2statesthat..accesstoinformationsha|lbedenied
when the intormationlatii under any of the exceptions enshrined in the

Constitution, "*irtt-g 
t";, ot iurisprudence" The list of exceptions from the

office of the presidint will be forwarded and disseminated as soon as it

becomes uuuiruor". igen.i"i ,"y refer to this master list in their respective

FOI manuals. r +.0 ff,is inventory of exceptions will be periodically updated

to properly reflect any changes in the existing law and jurisprudence'
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REOUIRED ACTIONS

15.0 In compliance to this memorandum' all agencies covered by EO No 2 shall

observe the fof towing iequirements before November 25' 2016:

1 5.1 Agencies are required to submit their Agency FOI Manual and People's FOI

Manual (pdf/ d".). P;oo;"M"i"ing;ty Fol Manual can be converted

into a People's fOI Manual by removing its Section 3 (Promotion ol

openness in oou"r.nnl"iii, ;t;;* E - 2 (detailed Fol Request Process)'

Annex E - 3 (Fol R;;;;;; piot"tt in Davs)' and Annex G-1 to G-6 (Fol

ResPonse TemPlates)'

15.2 All heads of Agencies shall designate its FOI Champion' Decision Maker/s'

and Receivirig off icer/s who wiil handle its Fol lmplementation. Informatton

about these for otilceri should be submitted before November 1B' 2016

(pdf/doc), enumerating the following:

15.2.1 Agency Nam & Address;
15.2.2 Full Names;
'15.2.3 Positions;
15.2.4 Email addresses; and
15.2.5 Landline & fax numbers.

16.0 All agencies are required to submit to the PCOO the Agency Information

Inven"toryandtheaccomp|ishedFoIRegistryeveryqUarterstartingMarch
2017. Nio submission of these requirements will be labeled as non-

compllance.

17.0 As part of the compliance to the Eo, all requirements shall be submitted

both in soft copies and hard copies.

17.1 Soft copies of the Agency FOI Manual, templates, and forms'
provided as annexes to this memo, can be accessed and retrieved

from this link: http://bit.lylfoipco
17.2 Send all soft copies of submissions to foi@pco'gov ph and

f oi. Pco@g mail. co m

17.3 Hard copies should be submitted to the following address:

Sec. JOSE RUPERTO MARTIN M. ANDANAR
Presidential Communications Operations Office (PCOO)

Off ice of the President
3F, New Executive Building, J.P Laurel St.

Malacafr ang Compound, Manila
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COMPLIANCE

18.0 Section '15 of EO No' 2 states' "failure to comply with ih: ptou':]:l::i^

this order tuy o" u l'l*O tol aOministrative and disciplinary sanctrons

aqainst any 
",'ing 

p;;[t o;fitet oi tmptoy"e as provided under existing

laws or reg ulations"'

19.0 Pursuant to this, PCOO will monitor and report on FOI program

compliance to the clf"{iJe ol the Executive decretary The status of

submissions will be published online

u," toigou.pl't which'will be unvelled on November 25' 2016'

20.0 For comPllance'

(Sgd.)JOSE RUPERTO MARTIN M. ANDANAR

SecretarY
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ANNEX'C'

@ffin of tlt lPregibent
of tbe SbittPPinee

jftlclscafterng

MEMORANDUM FROM THE EXECUTIVE SECRETARY

TO:

SUBJECT: INVENTORY OF EXCEPTIONS TO EXECUTIVE ORDER NO'

2 (S.2016)

DATE: 24 November 2016

Pursuant to section 4 of Executive order (Eo) No. 2 (s. 2016), the office of the

President hereby circularizes the inventory of exceptions to the right to access of

information, for the guidance of all government offices and instrumentalities

covered by EO No. 2 (s. 2016) and the general public.

The foregorng list of exceptions shall be without prejudice to existing laws'
jurisprudence, rules or regulations authorizing the disclosure of the excepted

infoimation upon satisfaction of certain conditions in certain cases, such as the

consent of the concerned party or as may be ordered by the courts.

ln evaluating requests for information, all heads of offices are enjoined to ensure

the meaningful exercise of the public of their right to access to information on public

concerns.

For your information and guidance.

SALVADOR C. MEDIALDEA

All Heads of Departments, Bureaus and Agencies o{ lhe

National/Local Governments Including Government-Owned and

Controlled Corporations (GOCCs), Government Financial

lnstitutions (GFls), and All Others Concerned
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Exceptions to Riqht of Access to lnformation

Fortheguidanceofal|governmentofficesandinstrumenta|itiescoveredbyEo
No. 2 (s.2016) and the g"n.iuf public, the following^are the exceptions to the right

of access to information, as recognized by the Constitution' existing laws' or

iurisprudence:11

1. lnformation covered by Executive privilege;

2. Privileged information relating to national security, defense or

international relations;
3. lnformation concerning law enforcement and protection of public and

personal safetY;
4. lnformation deemed confidential for the protection of the privacy of

personsandcertainindividualssuchasminors,victimsofcrimes,orthe
accused;

5. Information, documents or records known by reason of official capacity

and are deemed as confidential, including those submitted or disclosed

by entities to government agencies, tribunals, boards, or officers, in

relation to the performance of their functions, or to inquiries or

investigation conducted by them in the exercise of their administrative,
regulatory or quasi-judicial powers;

6. Prejudicial premature disclosure;
7. Records of proceedings or information from proceedings which,

pursuant to law or relevant rules and regulations, are treated as

conf idential or privileged:
8. Matters considered confidential under banking and finance laws, and

their amendatory laws; and
9. Other exceptions to the right lo information under laws, jurisprudence,

rules and regulations.
10. For the implementation of the exceptions to the right of access to

information, the following provide the salient details and legal bases that
define the extent and application of the exceptions.

1. Information covered by Executive privilege:
a. Presidential conversations. co rrespondences, an0

discussions in closed door Cabinet meetings; and

1r These exceptions only apply to governmental bodies within the control and supervision

of the Executive department. Unless specifically identified, these exceptions may be

invoked by all officials, officers, or employees in the Executive branch in possession of

the relevanl records or information.
l2This exception may only be invoked by the President and his close advisors The extent

of the privilege is defined by applicable lurisprudence: Senate v. Ermita, G.R No.

169777,20 April 2006, 488 SCRA 1; Nerl v. Senate Comm;ttee on Accountability of

Public Officers and Investlgations, G.R. No. 1 80643, 4 Seplember 2008, 564 SCRA152;
Akbayan v. Aquino, G.R. No. 1 70516, 16 Juiy 2008, 558 SCRA 468; and Chavez v.

PCGG, G.R. No. 1 30716, I December 1998, 299 SCRA 744.
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c. Matters covered by deliberative process privilege' namely

i. advisory opinions, recommendations and deliberations comprlslng

part of a pro."tt by which government decisions and policies are

iormulated; intra-agency or inter-agency recommendations or

commUnicationsdur|ngthestageWhencommonassertionsarestilIinthe
process of being formulated or are in the exploratory stage; or

information pertaining to the decision-making of executive

off icials;r3 and

ii.information,recordordocumentcomprisingdraftsofdecisions,orders,
rulings, policy decisions, memoranda, etc;r4

2. Privileged information relating to national security, defense or international

relations:

a. Information, record, or document that must be kept secret in the interest

of national defense or securitY;15

b. Diplomatic negotiations and other information required to be kept secret

in the conduct of foreign affairs'16 and
c. Patent applications, the publication of which would prejudice national

security and interests:'7

'-Akb"t"" 
" Aqrno,trpt"; Cn*"t v. NHA, G R. No. 164527. 15 August 2007: and Chavez v

pCGG, supra. The privilege of invoklng this except on ends when the executive agency adopts

a defjnite proposition (Department of Foreign Affairs v. BCA International Corp , G R No'

210858, 20 J uly 2016).
14 Section 3(d) Rule lV, Rules lmplementlng the Code of Conduct and Ethical Standards for Publ c

Offlc als and Employees (Rules on CCESPOE). Drafts of decisjons, orders, rulings, pollcy

decislons, memoranda, and the like, such as resoiutlons prepared by the investigatlng prosecutor

prior to approval for promulgation and release to parties lRev sed Manual for Prosecutors of the

Department of Justice (DOJ)I are also covered under this category of exceptlons.

15 Almonte v. Vasquez, G.R. No. 95367, 23 May 1995, 244 SCRA 286; Chavez v. PCGG, supra;
Legaspi v. Civil Service Commission, L-72115,29 May 1987, 150 SCRA 530; Chavez v. NHA,

supra; Neri v. Senate, supra; Chavez v. Public Estates Authority, G R. No. 133250, 9 July 2002,

384 SCRA 152; and Section 3(a), Rule lV, Rules on CCESPOE. This exception generally

lncludes matters classified under Memorandum Circular (MC) No. 78, as amended by MC No.

196 as "Top Secret," "Secret," "Confidential," and "Restricted."

16 Akbayan v. Aquino, supra; Section 3(a) Rule lV, Rules on CCESPOE. This privilege may be

invoked by the Department of Foreign Affairs and other government bodies involved in diplomatlc

n egotiatrons.

17 The applicability of this exception s determined by the Director General of the Intellectual
Property Office and subject to the approval 01 the secretary of the Department of Trade and

Industry. Section 44.3 of the Inlellectuai Property Code (RA No. 8293, as amended by RA No

1O372J.
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3. Information concerning law enforcement and protection of public and

personal safetY:

a. Investigation records compiled for law enforcement purposes or

informition which if written would be contained in such records' but

on|ytotheextentthattheproductionofsuchrecordsorinformation
woulo -
i. interferes with enforcement proceedlngs;

ii.depriveapersonofarighttoafairtrialoranimpartialadjudication:

iii. disclose the identity of a confidential source and in the case of a record

compiled by a criminal law enforcement authority in the course of a

criminal investigation, or by an agency conducting a lawful national

security intelligence investigation, confidential information furnished

only by the confidential source; or

iv. unjustifiably disclose investigative techniques and procedures;18

b. Informer's privilege or the privilege of the Government not to disclose the

identity of a person or persons who furnish information of violations of law

to officers charged with the enforcement of law:1e

r8 Section 3{f), Rule lV, Rules on CCESPOE; Chavez v. PCGG, supra; May be invoked by law

enforcement agencles.
leAkbayan v. Aquino, supra; and Section 5'1 , Human Security AcI of 2007 (RA No. 9372). May be

nvohed by law enforcement agencies.
20Section 3(b), Rule lV, Rules on CCESPOE.
2rsection 19, New Anti-Car napping Act of 201 6(RA No. 10883). May be invoked by law

enforcemenl agencles.
22Section 7, Wltness Protection, Security and Benefit Act (RA No. 6981).
23Seclion 3(e), Rule Overruies on CCESPOE.
2aSections 8 and 15, Data Privacy Act of 2012 (RA No. 10173); Personal informatlon refers to any

nformation whether recorded n a material form or not, from which the identity of an individual s

apparent or can be reasonably and directly ascertained by the entity holding the informatlon, or

when put together with other lnformation would directly and certainly identify an individual [Section
3(g), Data Privacy Act ol 20121: Article 26, Civil Code. May be invoked by National Prvacy
Commission and government personal information controllers.
zsArticle 7, The Child and Youth Welfare Code lPresidential Decree (PD) No. 603].
26sect on 9(4), Education Act of 1982 lBatas Pambansa (BP) Blg. 232].

'?TMedlcal and health records are considered as sensitive personal information pursuant to

Section 3(l)(2), Data Prlvacy Act of 2012; See also Department of Health-Department of Science
and Technology (DOST)-Ph ilippine Health Insurance Corporation Joint Administralive Order No.

2016-0002 (Privacy Guidelines for the lmplementation of the Philipplne Health Information
Exchang e ).



c. When disclosure of information would put the life and safety of an

individual in imminent danger,2o

d. Any information given by informants leading to the recovery of car na^pped

vehicles and apprehension of the persons charged with carnapping;21 and

e. All proceedings involving application for admission into the Witness

Protection Program and the action taken thereon;22

4. Information deemed confidential for the protection of the privacy of persons

and certain individuals such as minors, victims of crimes, or the accused'

These include:

a. Information of a personal nature where disclosure would constitute a

clearly unwarranted invasion of personal privacy,23 personal information

or records.2a including sensitive personal information, birth records,25

school records'26 or medical or health records;"

Sensitive personal information as defined under the Data Privacy Act of
2n12 relrcc to nersonal information'28

(1) about an individual's race, ethnic origin, marital status, age, color, and

religious, philosophical or political affiliations,

(2) about an individual's health, education, genetic or sexual life of a
person, or to any proceeding for any offense committed or alleged to

have been committed by such person, the disposal of such
proceedings, or the sen'tence of any court in such proceedings

(S; issueO by government agencies peculiar to an individual which
includes, but not limited to, social security numbers, previous or

current health records, licenses or its denials, suspension or

revocation, and tax returns; and

(4) specifically established by an executive order or an act of Congress to

be kept classified. However, personal information may be disclosed to
the extent that the requested information is shown to be a matter o{
public concern or interest, shall not meddle with or disturb the private

life or family relations of the individual 29 and is not prohibited by any

law or regulation. Any disclosure of personal information shall be ir.

accordance with the principles of lransparency, legitimate purpose and
proportion ality.3o
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Disclosure of personal informalion about any individual who is or was
an officer or employee of a government institution shall be allowed,
provided that such information relates to the position or functions of the
individual, including: (1) the f act that the individual is or was an off icer
or employee of the government institution; (2) the title, business address
and office telephone number of the individual; (3) the classification,
salary range and responsibilities of the position held by the individual;
and (4) the name of the individual on a document prepared by the
individual in the course of employmenl wilh the government;31

b. Source of any news report or information appearing in newspapers,
magazines or periodicals of general circulation obtained in

conf idence:32 and

c. Records of proceedings and processes deemed confidential by law for
the privacy and/or protection of certain individuals, such as children,
victims of crime, witnesses lo a crime or rehabilitated drug offenders,
including those pertaining to the following crime, witnesses to a crime
or rehabilitated drug offenders, including those
pertain ing to the following:

(1) records of child and family cases;33
(2) children in conflict with the law from initial contact until final

disposition of the case:3o
(3) a child who is a victim of any offense under the Anti Child

Pornography Act of2009, including the name and personal
circumstances of the child, or the child's immediate family, or any
other information tending to establish the child's identity;35

(4) a child witness, who is a victim of a crime, an accused of a crime,
or a witness to a crime, including the name, address. telephone
number, school, or other identifying information of a child or an
immediate family of the child;36

(5) cases involving violence against women and their children, including
the name, address, telephone number, school, business, address,
employer, or other identifying information of a victim or an immediate
f amilv member:37

2sSection 3(l), Data Privacy Act of 2012.

'?sArticle 26(2), Civil Code.

3oSect on 1 1 , Data Privacy Act of 2012.

3lSection 4, Data Privacy Act o1'2012.

32An Act to Exempt the Publ sher, Editor or Reporter of any Publication from Revealing lhe Source
of Published News or Information Obtained in Confidence (RA No.53), as amended by RA

No. 1477. l\4ay be invoked by government newspapers.
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(6) trafficked persons, including their names and personal circumstances,
or any olher information tending to establish the identity of the
trafficked Derson:38

(7) names of victims of child abuse, exploitation or discriminalion;3s

(8) disclosure whrch would resull in undue and sensationalized publicity o{
any case involving a child in conflict with the law, child abuse, or
violation of anti-trafiicking of persons;40

(9) records, documents and communications of proceedings involving
domestic and inter-country adoptions, including the identity of the
child. natural parenls and adoptive parents:ar

(10) names of students who committed acts of bullying or retaliation;42

(11) first time minor (drug) offenders under suspended sentence who
comply wilh applicable rules and regulations of the Dangerous Drugs
Board and who are subsequently discharged;judicial and medical
records of drug dependents under lhe voluntary submission program;
and records of a drug dependent who was rehabilitaled and

discharged from treatment and rehabilitation centers under the
compulsory submission program, or who was charged for violation of
Section 15 (use of dangerous drugs) of the Comprehensive
Dangerous Drugs Act of 2002, as amended;

(12) identity, status and medical records of individuals with Human
Immunodef iciency Virus (HlV), as well as results of HIV/Acquired
lmmune Deficiency Syndrome (AIDS) testing;aa

33 Section 12, Family Courts Act of 1997 (RA Act No. 8369).
3a Section 43, Juvenile Justice and Welfare Act of 2006 (RA No. 9344).
35 Section 13, Anti-Child Pornography Act of 2009(RA No. 9775).
36 Section 31, A.[.4. No. 00-4-07-SC, Re: Proposed Rule on Examination of a Child Witness.
37 Section 44, Antj'Vlolence Against Women and their Children Act of 2004 (RA No. 9262); and

People v. Cabalquinto, G.R. No. 167693, 19 September 2006.
38 Section 7, Anti-Traff icking in Persons Act of 2003 (RA No. 9208), as amended by RA No.

10364.
3e Section 29, Special Protectlon of Children Against Abuse, Exploitation and Discrim nation Act

(RA No. 7610).
a0 Section 14, Juvenile Justice and Welfare Act of 2006: Section 7, Antl-Traff icking in Persons Act

of 2003, as amended;and Section 29, Special Protectlon of Children Against Abuse,
Exploitalion and Discrim nation Act.

4r Section 1 5, Domest c Adoption Act of 1998 (RA No. 8552) and Section 43, IRR of RA No.
8552; Sectons 6 and 16(b), Inter-Country Adoption Act of 1995 (RA No.8043) and Sections 53,
54 and 55 of IRR of RA No. 8043.42section 3(h), Anti-Bullying Act (RA No. 10627).
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a.Trade secrels, intellectual property, business, commercial, financial and
other proprietary information'45

b. Data furnished to statistical inquiries, surveys and censuses of the
Philippine Statistics Authority (PSA);a6

c. Records and reports submitted to the Social Security System by the
employer or member;47

d. Information gathered from HIV/AIDS contact tracing and all other related
health intelligence activities;48

e. Confidential information submrtted to the Philippine Competition
Commission prohibited from disclosure by Iaw, including the identity of the
person who provided the information under condition of anonymily;as

f . Applications and supporting documents filed pursuant Io Ihe Omnibus
Investments Code of 1987,54

g. Documents submitted through the Government Electronic Procurement
System;51

h. Information obtained from accessing any electronic key, electronic data
message, or electronic document, book, register, correspondence,
information or other material pursuant to any powers conferred under
Ihe Electronic Commerce Actor 2000',52

i. Any confidential information supplied by the contractors in mineral
agreements, and financial or technical assistance agreements pursuant
1o lhe Philippine Mining Act of 1995 and its lmplementing Rules and
Regulations (lRR), during the term of the project to which it relates;53

j. Information received by the Department of Tourism (DOT) in relation to
the accreditation of accommodation establishments (such as hotels and
resorts) and travel and tour agencies:54

a3 Sections 60, 64 and 67, Comprehensive Dangerous Drugs Act of 2002 (RA

No. 9165).
aaSections 2(b), 18, 30, and 32, Philippine AIDS Prevention and Control Act of

1998 (RA No. 8504).
asSections 45, 106.1 , and 150.2, The lntellectual Property Code (RA No. 8293,

as amended by RA No. 10372);Section 66.2, Securities Regulation Code (RA
No. 8799); DOST Administrative Order No. 004 16; Section '142, The
Corporation Code (BP Blg. 68);Section 34, Philipplne Competition Act (RA

No. 10667); Sections 23 and 27 (c\, The New Central Bank Act (RA No.
7653); Anti-Money Laundering Act (RA No. 9160); Sectlon 18, Strategic Trade
N4anagement Act (RA No. 10697);Sectjons 10 and 14, Safeguard Measures
Act (RA No. 8800); Section 1 2, Toxic Substances and Hazardous and Nuclear
Wastes Control Act of 1990 (RA No. 6969); Article 290, Revised Penal Code;
Section 10.10, Rule 10, 2012 Revised IRR of Build-Operate- Transfer Law (RA
No. 6957);and Revlsed Philippine Porls Authority Manual of Corporate
Governance.

a6Section 26, Philippine Statistical Act of 2013 (RA No. 10625); and Section 4,
Commonwealth Act No. 591. May be invoked only by the PSA.

aTSection 24(c), Social Security Act of 1997 (RA No. 1 1 61 , as amended by RA
No.8282).

asSection 29, Philippine AIDS Prevention and Control Act of 1998
(RA No. 8504).
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j. The fact that a covered transaction report to the Anti-Money
Laundering Council (AMLC) has been made, the contents thereof, or

any information in relation thereto:55
l. lnformation submitted to the Tariff Commission which is by nature

confidential or submitted on a confidential basis;56
m. Certain information and reports submitted to the Insurance

Commissioner pursuant Io lhe lnsurance Code;5l
n. Information on registered cultural properties owned by private

individuals;58
o. Data submitted by a higher education institution to the Commission on

Higher Education (CHED) ;seand
p. Any secret, valuable or proprietary information of a confidential

character known to a public officer, or secrets of private individuals;60

6. lnformation of which a premature disclosure would:

a. in the case of a department, office or agency which agency regulates
currencies, securities, commodities, or financial institutions, be likely to
lead to significant financial speculation in currencies. securilies. or

commodities, or significantly endanger the stability of any financial
institution; or

b. be likely or significantly frustrate implementation of a proposed official
action, except such department, office or agency has already disclosed
to the public the content or nature of its proposed action, or where the

department, office or agency is required by law to make such disclosure
on its own initiative prior to taking final official action on such
proposal.6l

as Section 34, Philippine Competition Act (PCA), RA No. 10667 and Section 13, Rule 4 of the IRR

of PCA. This exception can be invoked by the Philippine competttion commission subject to well'
deflned lim tations under the PCA.
s0Section 81, EO No. 226 (s. 1987), as amended.
51Sect on 9, Government Procurement Reform Act (RA No. 9184).
52 Section 32, Electronic Commerce Act of 2000 (RA No. 8792).
53 Section 94(f), Phillppine Mining Act of 1995 (RA No. 7942).
54 Section 1 , Rute lX, DOT MC No. 2010-02 (Rules and Regulations to Govern, the Accreditation

of Accommodation Eslablishments - Hotels, Resorts and Apartment Hotels); and Sectlon 23,

DOT MC No. 2015-06 (Revised Rules and Regulations lo Govern the Accreditation of Travel

and Tour Agencies).
55Section 9(c), Anti-Nloney Launderlng Act of 2001, as amended. May be invoked by AMLC,

government banks and its offlcers and employees.
56 Section 10, Safeguard Measures Act.
s7 Section 297 ln relation with Section 295 and Section 356, The Insurance Code (as amended by

RA No. 10607).
sssection 14, National Cul'tural Heritage Act of 2009 (RA No. 10066)
SSCHED Memorandum Order No. 015-13, 28 May 2013



7. Records of proceedings or information from proceedings which, pursuant to

law or relevant rules and regulations, are treated as confidential or privileged,

including but not limited to the following:

a. Mediation and domestic or international arbitration proceedings,

including records, evidence and the arbitral awards, pursuant to the

Atternative Dispute Resolution act of 2004;62

b. Matters involved in an Investor-State mediation:63
c. lnformation and statements made at conciliation proceedings under the

LaborCode,6a
d. Arbitration proceedings before the Construction Industry Arbitration

Commission (CIAC):65
e. Results of examinations made by the Securities and Exchange

Commission(SEC) on the operations, books and records of any

corporation, and all interrogatories propounded by it and the answers
lhereto;66

f. Information related lo investigations which are deemed confidential
under the Securittes Regulations Code'6-

g. All proceedings prior to the issuance of a cease and desist order
against preneed companies by the Insurance Commission;68

h. lnformation related to the assignment of the cases to the reviewing
nrnqcnutors or the li ndersecretaries in cases involving violations of the
Pr vvvvv!vr v

Comprehensive Dangerous Drugs Act of 2002;6s

i. lnvestigation report and the supervision history of a probationer;70
j. Those matters classified as confidential under the Human Security Act of

2007:11
k. Preliminary investigation proceedings before the committee on

decorum and investigation of government agencies;72 and

l. That information deemed confidential or prlvileged pursuant to pertinent

rules and regulations issued by the Supreme Court such as information

on disbarment proceedings, DNA profiles and results, or those ordered
bv Courts to be kept confidential T3

60 Art cles 2Zg and 2gO, Revised Penal Code; Section 3(k), Antl-Graft and Corrupt Practices Act

(RA No. 3019); sectlon 7(c), code of conduct and Ethical standards for Public officials and

imployees (RA No.6713); Section 7, Exchange of Information on Tax lvlatters Act of 2009 (RA

No. 10021):and Secton 6.2, Securities Regulation Code (RA No.8799)
6rSection 3(g), Rule lV, Rules on CCESPOE.
62 Sections 9. 23 and 33, Alternative Dispute Resolution (ADR) Act of 2004 (RA No 9285); and

DOJ Circular No. 98 (s. 2009) or the IRR ol the ADR Act.
63Arlicle 10, International Bar Assoc ation Rules for lnvestor-State l\4ediation
64 Ariicle 237. Labor Code
65 Section 7.1, Rule 7, CIAC Revised Rules of Procedure
66 Sectlon 142, Corporation Code. May be invoked by the

by law tomake such exarnination.
ETSections 13.4, 15.4, 29.2 (b), and 64.2 of the Securities

Governing Construction Arbitration.
SEC and any other official authorized

Regulation Code.
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g. Matters considered confidential under banking and tinance laws and them

amendatory laws, sucn as:
a. RA No. 1405 (Law on Secrecy of Bank Deposits),

b. RA No. 6426 (Foreign Currency Deposit Act of the Philippines) and

relevant regulations;
c. RA No. 8791 (The General Banking Law of 2000);

d. RA No. 9160 (Anti-Money Laundering Act of 2001), and

e. RA No. 9510 (Credit lnformation System Act);

9. Other exceptions to the right to information under laws, .jurisprudence' rules

and regulations, such as:

a. Those deemed confidential pursuant to treaties, executive agreements,

otherinternationalagreements,orinternationalproceedings'suchas:

(1) When the disclosure would prejudice legitimate commercral

interest or competitive position of investor-states pursuant to

investment agreements :ta
(2)Thosedeemedconfidentia|orprotectedinformationpursuantto

United Nations Commission on International Trade Law Rules

on Transparency in Treaty-based lnvestor'State Arbitration and

Arbitration Rule; (UNCITRAL Transparency Rules);75 and

(3) Refugee proceedings and documents under the 7957

Convention Relating to the Status of Refugees' as implemented

bY DOJ Circular No. 58 (s.2012);

b. Testimony from a government official, unless pursuant to a court or

legal order;76
c. when the purpose {or the request of statement of Assets, Liabilities and

Net Worth is any of the following:

(1) any purpose contrary to morals or public policy;.or

(2) any commercral purpose other than by news and' ' 
communications media for dissemination to the general public;77

68 Section 53(b)(1) of the Pre Need Code of lhe Philipplnes. The

confidentlalliy of the proceedjngs is lifted after the issuance of the cease and

desist order.
6s DOJ Department Circular No.006 16 (No 6)' 10 February 2016'
70 Section 17, Probation Lawof 1976 [PD No.968 (s.1976)].
71 Sections 9, 13, 14, 29, 33 and 34, Human Security Act of 2007(RA No 9372)
72 Section 14, Civil Service Commission Resolution No. 01 -0940'
73 Section 18, Rule 139-B and Section 24, Rule 130 of the Rules of Court; and

Sectlon 1 1 of the Rule on DNA Evidence, A.M. No 06-11-s-SC'
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d. Lists, abstracts, summaries of information requested when such lists,

abstiacts or summaries are not part of the duties of the government office

and proceedings deemed confidential under rules and

by relevant government agencies or as decided by the

requested;78
e. Those information

regulations issued
cou rts;7e

f. Requested information pertains to commenls
cases in iudicial proceedings;80 and

lawyers and theirg. Attorney-client privilege existing between government

client.8l

t, E-"rpl"r'jrf 
"f" 

ZO tZl, nSenn Comprehensive Investment Agreement; Artlcle 15 (2)

Agreement on Investment under the Framework Agreement on the comprehensive Economtc

c6operatlon between the ASEAN and the Republic of India; and Articte 15 (2) of the

Agreement on Investment under the Framework Agreement on the comprehensive Economic

CJoperat on among the Government of the N4ember Countries of the ASEAN and the Republ c

of Korea.
75 Article 7, UNCITRAL Transparency Rules.
76 Senate v. Neri, supra; Senate v. Ermita, supra
77 Section e(D), Codb of Conduct and Ethical Standards for Public Officials and Employees
78 Belgica v. Ochoa, G.R. No. 208566, l9 November 2013; and valmonte v. Belmonte Jr., G.R.

No.74930, 13 February 1989,252 Phil.264.
7e Examples: 2012 Guidelines and Procedures in the lnvestlgatlon and lvlonitoring of Human

Rights violations and Abuses and the Provision of cHR Asslstance; Government service

lnJurance System's Rules of Procedure of thecomm ttee on Claims; Natjonal Labor Relations

Comm ssion Resolution No. 01-02, Amending Certain Provjslons of the New Rules of

Procedure of the National Labor Relations Commission, 08 March 2002; Department of

Agrarian Reform MC No. 07- 1 1 , 1 9 July 201 l Department of social welfare and Development

H,lb trto. oZl-lz, 16October2012:andSection42, Investment Company Act (RA No.2629);
when the information requested is not a matter of publlc concern or interest as dec ded n

Hjlado v. Judge Amor A. Reyes, G.R. No. 1 63155, 21 July 2006.
80 Romero v. Guerzon, G.R. No. 21 1816, 18 N,4arch 2015.
81 Canon 21 of the Code of Professional Responsibility.

and disclosures on Pending
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ANNEX C-l

Freedom of lnformation (FOl) List of Exceptions

Department of Budget and Management

1. lnformation on on-going evaluation or review of bids or proposals being

undertakenbythe-BidsandAwardsCommitteeandsuchotherSimilar
committees, as there is yet no official act, transaction or decision at this point.

2. lnternal communications, memoranda' opinions, reviews, comments and other

operational matters of confidential nature, including but not limited to:

2.1 Agenda, deliberations and minutes of the meetings of the Management

Committee. Executive Committee, Development Budget Coordination

Committee, Public Financial Management Committee, Government
Procurement Policy Board, and Open Government Partnership

Steering Committee/Working G roups;
2.2 lnternal emails of past and present employees, officers or directors;

2.3 lnternal files especially drafts and notes of public officers concerned (any

unofficial or unacted upon documents should not be disclosed
without prior approval);

2.4 Legal opinions or comments rendered by the Legal Service;

2.5 Contract review including drafts and notes of public officers concerned;

2.6 Records of pending internal investigations: and

2.7 Documents and/or information pertaining to matters under litigation, the
purpose of which is to prejudge a pending issue before a court or
obstruct the administralion of justice.
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Annex E

Thi3 form is NOT FOR SALE
but may be REPRODUCED

tcPublic of thc PhiliPpi ct
SOUTHERN LUZON STATE UNIVERSITY

Lucban' qu€zon
Tel. No. (0'l2l 5'1041t87 toc.158

F.x Nc. 04il) 51.04818
E{ail Addrsg3: slsu.ubs@gmail com

FREEDOM OF INFORMATION REQUEST FORM
{Pursuani to Exer tiveOrderNq.2,s 2016}

INSTRUCTION: please read the follo\rving information carefulty before pfoceeding with your applicalion. Use blue

oi lr"J i"r,. Wir" 
^eatly 

and in CAPiAlietters. lmproper or inconectty-filled out forms will not be acted upon Tick

I

or mark 'i', it nece

lA.(kc$n8.
a MANDATORY field should

You are required to indioate your nam€ and address. Indcaiing additional oonlrac{ details will helP us immediately communicate wrlh

you on your request.

l.Title (e.9. Mr., Ms.) 2- Given Name 3. Middle Initial I 4.sumame

6 LandlinerFax Number T.Mobile Number LEmail Addr€ss

9. Preferr€d Mode of Communicetion
' l--'l ranaune l-l uouite ll] Ernait Address l--l eo*at maress

10. elgferred Mode of Response to Requsst ,
' Ll Email Address l_l Fax L_l Postal Addross n Pick-up at the univeBity

The requested document will be senl to vo! based on your chosen mode upS! Cpproval olygurEsg! -
11. Type of ldentification Card (lD) Given and Presented:

The lD shall be valid and shall contain photo and signature.

I e"""port f] Drivers License l-l sss ro I eo*"t to I voters to

l-l sciroot to l-l company lo l-l otn"o 

-

lD Number "

N

1.Tids of DocumenFlFlecord
Requested (lndicale the details of the
requ€sted doarmonl/recdd)

2.Purpoae

DECI^ARAT|OI|: I d€claro that I have r€ad th€ Privacy Notice above and that I voluntarily geve tho copy of my valid
govemmsnt issued lD to 36rve as proof of my identily.

t kno!./ that it is unlanful to deceive others by giyir8 fabe infonnation aboul my identity 8nd in doing so, mry nesult in

the disaDDtoval to orocess mv requesi.

Signature of the Requesting
Party

Date Accomplished (oD/Mt{/r/)

40
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Annex E

NOIE. CAin of rcauested document shall not exceed fifteen (15) working days frcm the date of notiftcation by the

Receiving Ofther. tnformation/rccotd not claimed within fifteen (75) wo*ing days shatl be ddposcd of accodingly.

SP-SLSiJF8, Rev. I
Elfeclive: 02/05/21
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RECEIVING OFFICER OF SOUTHERN LUZON STATE UNIVERSITY
AND IT'S CAMPUSES

Name of Agency LOCalOn Ot F(Jl
Receiving Off icer

Contact Details

Southern Luzon
State University
/Off ice of the
President

Off ice of the
University and Board
Secretary
3'd Floor,
Adm in istration
Building. Brgy. Kulapi
Lucban, Quezon

Tel. No. 042- 540-
4816 Or 042-540-
4OB7 loc. 101

Email. Address:
info@s ls u. edu. com

Ms Aurora L.
St tmlnrro

Assigned FOI
Receiving

Off icer
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