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SECTION 1: INTRODUCTION 

 The Philippine’s 1987 Constitution recognizing the right of the people to 
information on matters of public concerns and mandated to State to adopt and 
implement a policy of full disclosure and transparency of all its transactions 
involving public interest, subject to Executive Order (EO) No. 02 enacted in the 
23rd day of July, 2016. 

 With high regard to the said mandate, the Metropolitan Naga Water District 
(MNWD), duly recognizing the sanctity of people’s right to information, hereto fully 
adopts the policy created by the above-mentioned EO, making available the 
access of the public of information on matters of public concern. 

 Corollary, the MNWD Freedom of Information Manual is hereby created 
setting out rules and procedure to serve as guidance and assistance to Filipino 
Citizens in requesting for information of public concern. 

 

SECTION 2: OVERVIEW 

1. Purpose: The purpose of this Freedom of Information People’s Manual is 
to provide the process to guide and assist Filipino Citizens in requesting for 
information under Executive Order (E.O.) No. 2, 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 Thereof dated July 23, 2016. (Annex 
“A”) 
 

2. Structure of the Manual: This Manual shall set out the rules and 
procedures to be followed by the MNWD when a request for access to 
information is received. The MNWD Head is responsible for all actions 
carried out under this Manual and may delegate this responsibility to 
MNWD Division Manager. The MNWD Head may delegate a specific officer 
to act as the Decision Maker (DM) who shall have overall responsibility for 
the initial decision on FOI requests (i.e. to decide whether to release all the 
records, partially release the records or deny access). 
 

3. Coverage of the Manual: The Manual shall cover all requests for 
information directed to MNWD and its Board of Directors. 

4. FOI Officer: The Office of the General Manager (OGM) designated staff 
shall be considered as FOI Receiving Officer (FRO) which shall be in 
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charge of receiving all request for information and forward the same to the 
General Manager for acknowledgment and endorsed to the FOI Decision 
Maker (FDM) who shall conduct initial screening of the request for 
information whether or not the requested information falls within the 
exception of Office of the President Memorandum Circular No. 89, dated 
September 13, 2021 (Annex “B”). If the request does not fall within the 
exception and the FDM approved or grant the request it shall be forwarded 
to the concerned Division who has the custody of records. 

The FDM shall monitor all FOI request and appeals; provide assistance and 
support to the public and staff with regard to FOI; compile statistical 
information as required; conduct evaluation of the request and advise the 
requesting party whether to grant or deny the request based on the 
following: 

a.) That the form is incomplete;  
b.) That the information is already disclosed in the MNWD official 

website, mnwd.gov.ph; 
c.) The MNWD does not have the information requested; 
d.) The information requested contains sensitive personal 

information protected by the Data Privacy Act of 2012; 
e.) The information requested falls under the list of exception to FOI; 

or 
f.) The request is an unreasonable subsequent identical or 

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

5.  FOI Directory: 

 

 

FOI Officer FOI Officer Office /Contact Nos./  Email add Location 

General Manager VIRGILIO B. LUANSING I Office of the General Manager                                
(054) 473-7813 loc. 139 

mnwaterdistrict@yahoo.com 
mnwdoff icial@gmail.com  

2nd floor 
MNWD 
Office 

FOI Decision Maker MARICEL A. ABUNDO Management Services Division                                
(054) 473-7813 loc. 114 

mnwaterdistrict@yahoo.com 
mnwdoff icial@gmail.com 

2nd floor 
MNWD 
Office 

FOI Receiving Officer MARY FRANCE D.R. SABALLA Office of the General Manager                                
(054) 473-7813 loc. 114 

mnwaterdistrict@yahoo.com 
mnwdoff icial@gmail.com  

2nd floor 
MNWD 
Office 

FOI Appeal Authority MNWD, Board of Directors Office of the Board of Directors 
(054) 473-7813 loc. 142 

mnwdbod.secretariat@gmail.com 

2nd floor 
MNWD 
Office 
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SECTION 3: DEFINITION OF TERMS 

Data.gov.ph. The Open Data website that serves as the government’s 
comprehensive portal for all public government data that is searchable, 
understandable, and accessible. 

FOI.gov.ph. The website that serves as the government’s comprehensive FOI 
website for all information on the FOI. Among many other features, FOI.gov.ph 
provides a central resource for the public to understand the FOI, to locate 
records that are already available online, and to learn how to make a request 
for information that is not yet publicly available. FOI.gov.ph also promotes 
agency accountability for the administration of the FOI by graphically 
displaying the detailed statistics contained in Annual FOI Reports, so that they 
can be compared by the agency and over time. 

EXCEPTIONS. Information that should not be released and disclosed in 
response to a FOI request because they are protected by the Constitution, 
laws or jurisprudence. 

FREEDOM OF INFORMATION (FOI). The Executive Branch recognizes the 
right of the people to information on matters of public concern and adopts and 
implements a policy of full public disclosure of all its transactions involving 
public interest, subject to the procedures and limitations provided in OP MC 
No. 89. 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 DIRECTORY. The name, email address and phone number where you 
can make a FOI request 

FOI REQUEST. A written request submitted to a government office personally 
or by email asking for records on any topic. A FOI request can generally be 
made by any Filipino to any government office. 

FULL DENIAL. When the AGENCY or any of its office, bureau or agency 
cannot release any records in response to a FOI request, because, for 
example, the requested information is exempt from disclosure in its entirety or 
no records responsive to the request could be located. 

FULL GRANT. When a government office is able to disclose all records in full 
in response to a FOI request. 
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INFORMATION. Shall mean any records, documents, papers, reports, letters, 
contracts, minutes and transcripts of official meetings, maps, books, 
photographs, data, research materials, films, sound and video recording, 
magnetic or other tapes, electronic data, computer stored data, any other like 
or similar data or materials recorded, stored or archived in whatever format, 
whether offline or online, which are made, received, or kept in or under the 
control and custody of any government office pursuant to law, executive order, 
and rules and regulations or in connection with the performance or transaction 
of official business by any government office. 

INFORMATION FOR DISCLOSURE. Information promoting the awareness 
and understanding of policies, programs, activities, rules or revisions affecting 
the public, government agencies, and the community and economy.  It also 
includes information encouraging familiarity with the general operations, 
thrusts, and programs of the government. In line with the concept of proactive 
disclosure and open data, these types of information can already be posted on 
government websites, such as data.gov.ph, without the need for written 
requests from the public. 

OFFICIAL RECORD/S. Shall refer to information produced or received by a 
public officer or employee, or by a government office in an official capacity or 
pursuant to a public function or duty.  

OPEN DATA. Refers to publicly available data structured in a way that enables 
the data to be fully discoverable and usable by end users.   

PARTIAL GRANT/PARTIAL DENIAL. When a government office is able to 
disclose portions of the records in response to a FOI request but must deny 
other portions of the request. 

PENDING REQUEST OR PENDING APPEAL. A FOI request or 
administrative appeal for which a government office has not yet taken final 
action in all respects. It captures anything that is open at a given time including 
requests that are well within the statutory response time.  

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

PROACTIVE DISCLOSURE. Information made publicly available by 
government agencies without waiting for a specific FOI request. Government 
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agencies now post on their websites a vast amount of material concerning their 
functions and mission.  

PUBLIC RECORDS. Shall include information required by laws, executive 
orders, rules, or regulations to be entered, kept, and made publicly available 
by a government office. 

RECEIVED REQUEST OR RECEIVED APPEAL. A FOI request or 
administrative appeal that an agency has received within a fiscal year.  

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

(1) About an individual race, ethnic origin, marital status, age, color, and 
religious philosophical or political affiliations; 

(2) About an individual health, education, a genetic or sexual life of a 
person, or to any proceedings for any offense committed or alleged 
to have committed by such person, the disposal of such proceedings 
or the sentence of any court in such proceedings; 

(3) Issued by government agencies peculiar to an individual which 
includes, but not limited to, social security numbers, previous or 
current health records, licenses or its denials, suspension or 
revocation, and tax returns; and 

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

SIMPLE REQUEST. A FOI request that an agency anticipates will involve a 
small volume of material or which will be able to be processed relatively 
quickly. 

SECTION 4. PROTECTION OF PRIVACY 

While providing for access to information, MNWD shall afford full protection to 
a person’s right to privacy, as follows: 

a. MNWD shall ensure that personal information, particularly sensitive 
personal information, in its custody or under its control is disclosed only 
as permitted by existing laws; 

b. MNWD shall protect personal information in its custody or under its 
control by making reasonable security arrangements against 
unauthorized access, leaks or premature disclosure; 

c. The FRO, FDM, or any employee or official who has access, whether 
authorized or unauthorized, to personal information in the custody of 
MNWD, shall not disclose that information except as authorized by 
existing laws. 
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  SECTION 5. STANDARD PROCEDURE (See Annex “C” for flowchart) 

1. 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 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 requested, 
and the reason for, or purpose of, the request for information. (See 
Annex “D” for request form). 

  The request can be made through email, provided that the requesting 
party    shall attach in the email a scanned copy of the FOI request form 
(bit.ly/MNWDFOIRequestForm), and a copy of a duly recognized 
government ID with photo.   

       1.2  In case the requesting party is unable to make a written request, 
because  of illiteracy or due to being a person with disability, he or she 
may make an oral request, and the FRO shall reduce it in writing.  

 1.3 The request shall be stamped received by the FRO, indicating the date 
and time of the receipt of the written request, and the name, rank, title, 
and position of the public officer who actually received it, with a 
corresponding signature and a copy, furnished to the requesting party. 
In case of email requests, the email shall be printed out and shall follow 
the procedure mentioned above, and be acknowledged by electronic 
mail. The FRO shall input the details of the request on the 
Communication Manager and designate a control number. 

1.4 MNWD must respond to requests promptly, within the fifteenth (15) 
working day following the date of receipt of the request. A working day 
is any day other than a Saturday, Sunday or a day which is declared a 
national public holiday in the Philippines. In computing for the period, 
Art. 13 of the New Civil Code shall be observed. 
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The date of receipt of the request will be either: 

a. The day on which the request is physically or electronically 
delivered to the government office, or directly into the email 
inbox of a member of staff; or 
 

b. If the government office has asked the requesting party for 
further details to identify and locate the requested information, 
the date on which the necessary clarification is received.  

 

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

Should the requested information need further details to identify or 
locate, then the 15 working days will commence the day after it receives 
the required clarification from the requesting party. If no clarification is 
received from the requesting party after sixty (60) calendar days, the 
request shall be closed.  

2.  Transmittal of Request from FRO to FDM. After receipt of the request for 
information, the FRO shall forward the same to the General Manager for 
acknowledgment and endorsed to FDM. The OGM staff shall record the date, 
time and name of the FDM who received the request in a record book with the 
corresponding signature of acknowledgment of receipt of the request. 

3. Initial Evaluation. After receipt of the request for information, the FDM shall 
evaluate the contents of the request. 

3.1 Request relating to more than one division under MNWD: If a 
request for information received requires to be complied with, by a 
different Division, the FDM shall forward such request to the said 
division concerned and ensure that it is well coordinated and monitor its 
compliance. The FDM shall also clear with the respective Division that 
they will only provide the specific information that relates to their offices.  

3.2 Requested information is not in the custody of the MNWD. If the 
requested information is not in the custody of the MNWD, the FRO upon 
the recommendation of FDM shall undertake the following steps: 

• If the records requested refer to another agency, the request will be 
immediately transferred to such appropriate agency through the 
most expeditious manner, under PCOO FOI-MC No. 21-05 
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Guidelines on the Referral of Requested Information, Official 
Record/s and Public Record/s to the Appropriate Government 
Agency Otherwise Known As The “No Wrong Door Policy For FOI” 
(Annex “E”). The transferring office must inform the requesting 
party that the information is not held within the 15 working day limit.  
The 15 working days requirement for the receiving office 
commences the day after it receives the request. 
 

• If the records refer to an office, not within the coverage of E.O. No. 
2, the requesting party shall be advised accordingly and provided 
with the contact details of that office, if known.  

 
3.3.    Requested information is already posted and available online: 

Should the information being requested is already posted and publicly 
available in MNWD website, data.gov.ph or foi.gov.ph, the FDM shall 
inform the requesting party of the said fact and provide them the website 
link where the information is posted. 

 
3.4 Requested information is substantially similar or identical to the 

previous request: Should the requested information be substantially 
similar or identical to a previous request by the same requester, the 
request shall be denied. However, the FDM shall inform the applicant of 
the reason for such denial. 

 
3.5 Requested information falls within the exception: If the requested 

information falls within the inventory of exception to OP MC No. 89, the 
request shall be denied. 

4.  Role of FDM in processing the request: Upon receipt of the request for 
information from   FRO, the FDM shall assess and clarify the request if 
necessary. The FDM shall make all necessary steps in order to locate and 
retrieve the information requested. If the information needed is not within his 
or her possession, the FDM may forward the request to individual or division 
concerned or ask for specific information from individual or division that has 
or in control of the information requested. The FDM shall ensure that the 
complete information requested be transmitted to the requesting party within 
15 days upon receipt of such request. 

If in case FDM needs further details to identify or locate the information, he 
shall seek clarification from the requesting party. The clarification shall stop 
the running of the 15 working day period and will commence the day after it 
receives the required clarification from the requesting party. 
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If the FDM determines that a record contains information of interest to another 
office, the FDM shall consult with the agency concerned on the disclosability 
of the records before making any final determination. 

5. Transmittal of information to the requesting party: Upon completion of the 
information needed, the FDM shall attach a cover/transmittal letter signed by 
the MNWD Head or the designated officer and ensure the transmittal of such 
information to the requesting party within 15 working days upon receipt of the 
request for information. 

6. Request for an Extension of Time: If the information requested requires an 
extensive search of the government’s office records facilities, examination of 
voluminous records, the occurrence of fortuitous events or other analogous 
cases, the FDM should inform the requesting party.  

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

7. Notice to the Requesting Party of the Approval/Denial of the Request: 
Once the FDM approved or denied the request, he shall immediately prepare 
the response to the requesting party either in writing or by email. All actions 
on FOI requests, whether approval or denial, shall pass through the MNWD 
Head or his designated officer for final approval. 

8. Approval of Request: In case of approval, the FDM shall ensure that all 
records that have been retrieved and considered be checked for possible 
exemptions, prior to actual release. The FDM shall prepare the letter or email 
informing the requesting party within the prescribed period that the request 
was granted and be directed to pay the applicable fees if any. 
 

9. Denial of Request: In case of denial of the request wholly or partially, the 
FDM shall, within the prescribed period, notify the requesting party of the 
denial in writing. The notice shall clearly set forth the ground or grounds for 
denial and the circumstances on which the denial is based. Failure to notify 
the requesting party of the action taken on the request within the period herein 
provided shall be deemed a denial of the request to information. All denials 
on FOI requests shall pass through the Office of the MNWD Head or to his 
designated officer. 
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SECTION 6. REMEDIES IN CASE OF DENIAL 

 

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

1. Appeal to MNWD Board of Directors: Provided, that the written appeal must 
be filed by the same requesting party within fifteen (15) calendar days from 
the notice of denial or from the lapse of the period to respond to the request. 

 
a. Denial of a request may be appealed by filing a written appeal to 

MNWD Board of Directors within fifteen (15) calendar days from 
the notice of denial or from the lapse of the period to respond to 
the request. 

b. The appeal shall be decided by the MNWD Board of Directors 
within thirty (30) working days from the filing of the said written 
appeal. Failure to decide within the 30-day period shall be 
deemed a denial of the appeal. 

 
2. Upon exhaustion of administrative FOI appeal remedies, the requesting 

party may file the appropriate judicial action in accordance with the Rules 
of Court. 
 

SECTION 7. UNDERTAKING TO MNWD 

 

 If the information will be used for thesis/scholarly pursuit, audio and visual 
presentation, MNWD will require as an undertaking of the requesting party to be 
provided with the output/manual/thesis/recognition where the requested 
information was used and/or utilized.  

 

SECTION 8. FEES 

 

1. No Request Fee. MNWD shall not charge any fee for accepting requests 
for access to information. 
 

2. Reasonable Cost of Reproduction, Copying, and/or Delivery of the 
Information: The FRO shall immediately notify the requesting party in case 
there shall be a reproduction, copying and/or delivery fee in order to provide 
the information. Such fee shall be the actual amount spent by MNWD in 
providing the information to the requesting party. 
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3. Exemption from Fees: MNWD may exempt any requesting party from 
payment of fees, upon request stating the valid reason why such requesting 
party shall not pay the fee. 

 

 

SECTION 9. ADMINISTRATIVE LIABILITY 

 

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

 

 a. 1st Offense  - Reprimand; 

 b. 2nd Offense - Suspension of one (1) to thirty (30) days; and 

 c. 3rd Offense  - Dismissal from the service. 

 

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

 

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

● ● ● ● ●
● Assess the request if: •

● • ●

• ●

● Stamp received the FOI ` •
request form indicating • Locate all information ●
the time and date of receipt •

● •
•

●
•

● Scan the request
● ●

● If denied:
● Acknowledge the request •
●

● ●

●

DETAILED FOI REQUEST PROCESS

Record the request in the 
logbook

Approve or deny the request

information fall within the 
exception

Transmit the requested 
information to the 
requesting party

Presentation of valid gov't 
issued ID

FOI DECISION MAKER

Completion of FOI Request 
Form  (2 copies) 
(bit.ly/MNWFOIRequestForm)

Obtain all relevant 
information
If necessary forward the 
request to concerned 
division / indivual who has 
the custody of the 
information

If approved:

information is not in the 
custody of MNWD

Record the date, time and 
name of FOI Decision Maker 
who received the request in 
the logbook

Forward the request to FOI 
Decision Maker

Endorse the request to the 
FOI Decision Maker

Furnish a copy to the 
requesting party

OGM STAFF

Forward the request to the 
General Manager

Prepare a letter informing 
the requesting party of 
the denial of the request 
stating the ground or 
grounds for the denial and 
the circumstances on 
which the denial is based 
and signed by the General 
Manager

FOI APPEAL AUTHORITY / 
MNWD BOD

( must be filed by same requesting 
party within (15) days from notice 

of denial )

Must decide within 30 days 
from filing of written appeal

CONCERNED DIVISION / 
INDIVIDUAL

Provide all the relevant 
information to the FOI 
Decision Maker

Prepare a letter informing 
the requesting party of 
the approval of the 
request signed by the 
General Manager

REQUESTING PARTY

FOI RECEIVING OFFICER

GENERAL MANAGER

FOI DECISION MAKER

Prepare schedule of all 
information gathered

Review content of 
documents

Prepare a cover / transmittal 
letter signed by the General 
Manager

it relate to more than one 
division of MNWD

information is already 
posted and available on-
line
information is 
substantially similar or 
identical to the previous 

Conduct an initial Evaluation
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FLOW CHART 

REQUESTING PARTY 

FOI REQUEST FORM 
bit.ly/MNWDFOIRequestForm 

Receive by FOI 
RECEIVING OFFICER 

Acknowledgement & 
Endorsement by 

GENERAL MANAGER 

FOI DECISION MAKER 

Initial Evaluation 

APPROVAL DENIAL 

FOI APPEAL AUTHORITY/ 
MNWD BOD 

Decide within 30 working 
days from receipt of appeal 

Concerned Division / 
Individual 

FOI DECISION MAKER 

REQUESTING PARTY 

Appeal within 15 
calendar days 

Within 15 
working days 

Request for 
Clarification or 

Extension 

Within 10 
working days 



Republic of the Philippines 
METROPOLITAN NAGA WATER DISTRICT 

40 J. Miranda Avenue, Naga City 
Tel. Nos. (054) 473-2040 / 473-8438 / 473-7813 loc. 114 

Fax. No. (054) 473-5878 Website: www.mnwd.gov.ph 
Email: mnwaterdistrict@yahoo.com / mnwdofficial@gmail.com 

FOI REQUEST FORM 
PORMULARYO NG KAHILINGAN 

CONTROL NUMBER   : ________________________________________________ 
TITLE OF DOCUMENT (Titulo ng Dokumento)     : _____________________________________________________ 

      _____________________________________________________ 
YEAR (Mga Taon/Panahon Saklaw)     : _____________________________________________________ 
PURPOSE (Layunin)      : _____________________________________________________ 

      _____________________________________________________ 

NAME (Pangalan) : ___________________________________      CONTACT No. :  __________________________ 
SIGNATURE (Lagda) : ___________________________________       DATE (Petsa) :  __________________________ 
ADDRESS (Tirahan)  : _____________________________________________________________________________ 

  _____________________________________________________________________________ 

PROOF OF IDENTITY (Katibayan ng Pagkakakilanlan)  
Valid Gov’t Issued ID     : ____________________________________ 
ID Nos.    : ____________________________________ 

HOW WOULD YOU LIKE TO RECEIVE THE INFORMATION 
(Paraan ng Pagtanggap ng Impormasyon) 

Email Address ____________________________________________ 

Fax ____________________________________________ 

Pick up (Office Hours) ____________________________________________ 

Postal Address ____________________________________________ 

____________________________________________ 

…………………………………………………………………………………………………………………………………………………………………………………………. 

SUBMITTED TO (Gawaing Itinalaga Kay) : ________________________________________ 

DATE/TIME OF SUBMISSION (Petsa/Oras ng Pagtanggap) : ________________________________________ 

CERTIFIED BY (Taong nagpapatunay ng Gawaing Natapos) : ________________________________________ 

TYPE OF ACTION CONDUCTION (Uri ng Isinagawang Aksiyon) : ________________________________________ 

  ________________________________________ 

RECEIVED BY (Tinanggap Ni)    : _________________________     DATE (Petsa) : _________________________ 

REMARKS (Komento)    : ___________________________________________________________________ 

 ___________________________________________________________________ 

Annex D 

http://www.mnwd.gov.ph/
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_________________________________________________________________________ 

7th Floor Times Plaza Building, United Nations Ave., Ermita, City of Manila, Philippines

FOI-MC No. 21-____ 

FREEDOM OF INFORMATION 

MEMORANDUM CIRCULAR  

FOR : ALL AGENCIES, DEPARTMENTS, BUREAUS, OFFICES 

AND INSTRUMENTALITIES OF THE EXECUTIVE 

BRANCH INCLUDING GOVERNMENT-OWNED AND/OR 

CONTROLLED CORPORATIONS (GOCCS), STATE 

UNIVERSITIES AND COLLEGES (SUCS), AND LOCAL 

WATER DISTRICTS (LWDS) 

SUBJECT  :    GUIDELINES ON THE REFERRAL OF REQUESTED 

INFORMATION, OFFICIAL RECORD/S AND PUBLIC 

RECORD/S TO THE APPROPRIATE GOVERNMENT 

AGENCY OTHERWISE KNOWN AS THE “NO WRONG 

DOOR POLICY FOR FOI” 

 __________________________________________________________________________ 

WHEREAS, Executive Order (EO) No. 02, s. 2016 was issued by President 

Rodrigo Roa R. Duterte to operationalize the Constitutional Right of Access to 

Information, and Policy of Full Public Disclosure in the Executive Department; 

WHEREAS, Memorandum Order (MO) No. 10, s. 2016 designated the 

Presidential Communications Operations Office (PCOO) as the lead agency in 

the implementation of EO No. 02, s. 2016;  

WHEREAS, Department Order No. 18, s. 2017, issued by the PCOO, created 

the Freedom of Information – Project Management Office (FOI-PMO) to 

exercise the mandate of MO No. 10, s. 2016;  

WHEREAS, in order to ensure the policy of the President to have an open, 

transparent and accountable government, it is the mandate of the PCOO to 

develop programs and mechanisms to enhance the capacity of government 

agencies to comply with the FOI program;  

WHEREAS, there is a need to break the prevailing “silo system” and lack of 

interconnection among government agencies, with the end goal of a 

government acting as a singular unit serving its primary client, its citizens; 
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NOW, THEREFORE, by virtue of PCOO’s mandate to develop programs and 

mechanism to ensure compliance with the FOI program, particularly on 

addressing the issue regarding the referral of any requested information, 

official record/s, or public record/s to the appropriate government agency, 

these rules are hereby prescribed and promulgated for the information, 

guidance and compliance of all concerned:  

 

Section 1. Purpose. – This rule seeks to set guidelines for the referral of any 

requested information, official record/s, or public record/s to the appropriate 

government agency by another agency which does not have in its possession 

or custody the requested information or records, or is not authorized to 

release the information to the public. 

 

Section 2. Coverage. – This Order shall cover all government agencies under 

the Executive branch implementing the FOI Program, pursuant to EO No. 2, 

s. 2016 and all other related issuances, and applies to both paper-based and 

electronic form of requesting information.  

 

Section 3. Request for Information. – Any person who requests for access 

to information shall comply with Section 9 of EO No. 02, s. 2016 and all other 

pertinent laws, existing rules and regulations, issuances, and orders. For 

purposes of this rule, information and records shall refer to information, 

official record/s, or public record/s as defined under EO No. 02, s. 2016.  

 

Section 4. Acceptance of request. – As a general rule, all fully compliant 

requests for information shall be accepted by the FOI Receiving Officer (FRO) 

and FOI Decision Maker (FDM). No request for information shall be denied or 

refused acceptance by a government office unless the reason for the request 

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

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

 

Section 5. Process of Referral. – When the requested information is not in 

the possession of a government agency (government agency no. 1 or GA1), but 

is available in another government agency (government agency no. 2 or GA2) 

under the Executive Branch, the request shall be immediately referred by GA1 

to GA2 through the most expeditious manner but not exceeding three (3) 

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

“First Referral” and a fresh period will apply. 

 

Referral to the appropriate government agency shall mean that another 

government office is the proper repository or custodian of the requested 

information or records, or have control over the said information or records.  
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If GA1 fails to refer the request within three (3) working days upon its receipt, 

the FRO shall act on it within the remaining period to respond pursuant to 

EO No. 02, s. 2016. No fresh period shall apply.  

If GA1, in good faith, erroneously referred the request to GA2, the latter shall 

immediately notify the former as well as the requesting party, that the 

information requested is not available in their agency.  

GA2, to whom the request was referred under the First Referral may 

subsequently refer the request to another government agency (government 

agency no. 3 or GA3) under the procedure set forth in the first paragraph of 

this Section. This shall be considered as the “Second Referral” and another 

fresh period shall apply.  

Referrals under this Order shall only be limited to two (2) subsequent 

transfers of request. A written or email acknowledgement of the referral shall 

be made by the FRO of the government agency where it was referred.  

The requesting party shall be notified of the referral and must be provided 

with the reason or rationale thereof, and contact details of the government 

office where the request was referred. 

Section 6. FOI Internal Messenger. - The FOI-PMO shall create a “FOI 

Internal Messenger”. Such feature shall be included in the dashboards of 

FROs and FDMs, located at the eFOI portal or www.foi.gov.ph, where all FROs 

and FDMs can ask or confirm with each other on which agency has the control 

and custody of any information or record being requested.  

Please see Annex “A” of this Circular for the No Wrong Door Policy Flowchart. 

Section 7. Status of the Request. – A request that is referred to the 

appropriate government agency is considered successful if the same is 

acknowledged and the requested information is disclosed to the requestor. 

If GA3, after the second referral, still cannot provide the information requested, 

it shall deny the said request and shall properly notify the requesting party.  

In all phases of the referral, the requesting party shall be informed in writing, 

email, and/or through the eFOI of the status of his/her request.  

Section 8. Inventory of Receiving Officers and Decision Makers, and 

Agency Information Inventory. – For the convenience of all FROs and FDMs 

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


4

in implementing this Circular, an inventory of the names and contact details 

of all designated FROs and FDMs of government agencies, and an Agency 

Information Inventory (AII) shall be compiled by the FOI-PMO.  

The FOI-PMO shall be the central repository of the inventory of all designated 

FROs and FDMs and shall collate and update the names and contact 

information of the designated FROs and FDMs of each government agency. 

The inventory shall be posted at the eFOI portal, www.foi.gov.ph. FOI-PMO 

shall strictly adhere to Republic Act No. 10173 or the Data Privacy Act of 2012. 

To assist the FROs in locating the requested information or record, an annual 

updating of the AII shall be required of all agencies on-boarded on the eFOI 

Portal. The consolidated inventory of information shall likewise be made 

available in the dashboard of the FRO and FDM for ease of access and 

information.  

Section 9. Separability Clause. If, for any reason, any part or provision of 

this Memorandum Circular is declared invalid or unconstitutional, the other 

provisions not affected thereby shall remain in full force and effect. 

Section 10. Repealing Clause. All orders, rules and regulations, memoranda, 

circulars, and issuances or any part thereof inconsistent with the provisions 

of this Memorandum Circular are hereby repealed, amended or modified 

accordingly.  

Section 11. Effectivity. This Memorandum Circular shall take effect 

immediately.  

Manila, Philippines, _____ day of ____________ 2021. 

JOSE RUPERTO MARTIN M. ANDANAR 

Secretary and FOI Champion 

27th August

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


5

Annex A 

NO WRONG DOOR POLICY FLOWCHART 

Government Agency 1 (GA1)

Requesting Party

Government Agency 2 (GA2)

Government Agency 3 (GA3)

Proper agency? Yes 

No 

“First referral” 

• Must be referred within three
(3) working days upon
receipt of FOI request;

• GA1 must verify with GA2
whether the information is
within the latter;

• GA1 must inform the
requesting party regarding
the referral;

• Fresh period will apply for
GA2

Proper agency? Yes 

No 

“Second referral” 

• Must be referred within three
(3) working days upon
receipt of first referral

• GA2 must verify with GA3
whether the information is
within the latter;

• GA2 must inform the
requesting party regarding
the referral;

• Fresh period will apply for
GA3

Proper agency? Yes 

No 

Agency shall mark the request
unsuccessful

Process FOI Request
(15-35 working days) 

NOTE:

If GA1 fails to refer the request within three (3) working days upon its receipt, the FOI Receiving
Officer (FRO) shall act on it within the remaining period to respond pursuant to EO No. 2, s. 2016. No
fresh period shall apply.
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