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| SECTION 1: OVERVIEW

i
1. Purpose The purpose of this Tourism Promotions Board (TPB) FOI Manual
is to prov1de the process to guide and assist the TPB in dealing with requests
of information received under Executive Order (E.O.) No. 2 on Freedom of
Information (FOI). (Annex “B”)

2. Structure of the Manual: This Manual shall set out the rules and
procedures to be followed by TPB when a request for access to information is
received. The TPB’s Chief Operating Officer (COO) is responsible for all actions
carried| out under this Manual and may delegate this responsibility to the
Deputy COO of the Corporate Affairs. The COO 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. Co‘irerage of the Manual: The Manual shall cover all requests for
informailtion directed to TPB.

4. FOI ![Receiving Officer: The FOI Receiving Officer (FRO) shall be designated
at TPB. The FRO shall preferably come from the Public Assistance or
Information Office, or its equivalent. The FRO shall hold office at the 4t Floor
Legaspi Towers 300, Roxas Boulevard, Manila City, Philippines.

The functions of the FRO shall include receiving on behalf of TPB all requests
for information and forward the same to the appropriate office who has custody
of the records; monitor all FOI requests and appeals; provide assistance to the
FOI Decision Maker; provide assistance and support to the public and staff
with regard to FOI; compile statistical information as required; and, conduct
initial evaluation of the request and advise the requesting party whether the
request will be forwarded to the FOI Decision Maker for further evaluation, or
deny the request based on:

a. |That the form is incomplete; or

b. | Information is already disclosed in the TPB’s Official Website,

http://tpb.gov.ph.

|

|
5. FOI Decision Maker: There shall be an FOI Decision Maker (FDM),
designz{ted by the COO, with a rank of not lower than a Manager or its
equivalent, who shall conduct evaluation of the request for information and has
the authority to grant the request, or deny it based on the following:
a. TPB does not have the information requested;




b.| The information requested contains sensitive personal information
protected by the Data Privacy Act of 2012;

c. The information requested falls under the list of exceptions to FOI; or
d.|The request is an unreasonable subsequent identical or substantially
similar request from the same requesting party whose request has already
been previously granted or denied by TPB.

6. Central Appeals and Review Committee: There shall be a Central Appeals
and Review committee composed of three (3) officials with a rank not lower than
a Manager or its equivalent, designated by the COO to review and analyze the
grant or denial of request of information. The Committee shall also provide
expert advice to the COO on the denial of such request.

7. Approval and Denial of Request to Information: The Decision Maker shall
approve or deny all requests of information. In cases where the Decision Maker
is on official leave, the COO may delegate such authority to any officer not
below the rank of a Manager.

SECTION 2: DEFINITION OF TERMS

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

FREE IOM OF INFORMATION (FOI). The Executive Branch recognizes the
right of the people to information on matters of public concern, and adopts and
1mplements a policy of full public disclosure of all its transactions involving
public l1nterc.=:st subject to the procedures and limitations provided in Executive
Order No. 2. This right is indispensable to the exercise of the right of the people
and th&r organizations to effective and reasonable participation at all levels of
social, |pollt1ca1 and economic decision-making.

FOI CQNTACT. The name, address and phone number at each government
office vs'fhere you can make a FOI request

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

FOI R$CEIVING OFFICE. The primary contact of the corporation where the
requesting party can call and ask questions about the FOI process or the
pending FOI request.




FREQUENTLY REQUESTED INFORMATION. Info released in response to a
FOI request that the agency determines has become or are likely to become the
subJec% of subsequent requests for substantially the same records.

FULL DENIAL When TPB cannot release any records in response to a FOI
reques;t, 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 TPB is able to disclose all records in full in response to a
FOI request

INFO TION. 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,
magnepc or other tapes, electronic data, computer stored data, any other like
or similar data or materials recorded, stored or archived in whatever format,
whethf::r 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 ofﬁc1a1 business by any government office.

INFOR\;MATION 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
progra;%ns of the government. In line with the concept of proactive disclosure
and opbn data, these types of information can already be posted to government
Websxtes such as data.gov.ph, without need for written requests from the
public. |

MULTI-TRACK PROCESSING. A system that divides incoming FOI requests
accordmg to their complexity so that simple requests requiring relatively
minimal review are placed in one processing track and more complex requests
are placed in one or more other tracks. Requests granted expedited processing
are placed in yet another track. Requests in each track are processed on a first
in/ ﬁrst out basis.

OFFIC}AL 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

pursualnt 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.
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PARTIlAL GRANT/PARTIAL DENIAL. When the CORPORATION is able to
disclosé portions of the records in response to a FOI request, but must deny
other p;ortions of the request.

|
PENDING REQUEST OR PENDING APPEAL. An FOI request or administrative
appeal‘for which a government office has not yet taken final action in all
respect!s. It captures anything that is open at a given time including requests

that ar(la well within the statutory response time.

PERFE'CTED REQUEST. A FOI request, which reasonably describes the

records, sought and is made in accordance with the government office’s

regulatlions.

PERS |I\’IAL 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
certaini!y identify an individual.

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

PROC]':J.SSED REQUEST OR PROCESSED APPEAL. The number of requests
or appeals where the corporation has completed its work and sent a final

respon#e to the requester.
|

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

RECEIVED REQUEST OR RECEIVED APPEAL. An FOI request or
admini:strative appeal that the corporation has received within a fiscal year.

REFERRAL. When a government office locates a record that originated with, or
is of otherwise primary interest to another agency, it will forward that record to
the other agency to process the record and to provide the final determination
directly| to the requester. This process is called a “referral.”

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
r%:ligious philosophical or political affiliations;
(2) About an individual health, education, genetic or sexual life of a
pierson, or to any proceedings for any offense committed or alleged to

|
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l'llave committed by such person, the disposal of such proceedings or the
sentence of any court in such proceedings;

(8) Issued by government agencies peculiar to an individual which
1nc1udes 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

e 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 3. PROTECTION OF PRIVACY

While ;!groviding for access to information, TPB shall afford full protection to a
personis right to privacy, as follows:

TPB 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. TPB shall protect personal information in its custody or under its

Fontrol by making reasonable security arrangements against
nauthorized access, leaks or premature disclosure;

c. The FRO, FDM, or any employee or official who has access, whether

?uthorized or unauthorized, to personal information in the custody of

TPB, shall not disclose that information except as authorized by existing

laws.

I
SECTION 4. STANDARD PROCEDURE (See Annex “E” for flowchart)

1. Rec|eipt of Request for Information.
1. i The FOI Receiving Officer (FRO) shall receive the request for
1nf0rmat10n from the requesting party and check compliance of the
followmg requirements:
|o The request must be in writing;
‘e The request shall state the name and contact information of the
| requesting party, as well as provide valid proof of identification or
| authorization; and
e The request shall reasonably describe the information requested,
and the reason for, or purpose of, the request for information. (See
Annex “F”)
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The request can be made through email, provided that the requesting party
shall attach in the email a scanned copy of the FOI application request,
anid a copy of a duly recognized government ID with photo.

1.2 In lase 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 kublic 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 Request Tracking System and allocate a reference number.

1.4 TPB 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 bT observed.

The date of receipt of the request will be either:

a.‘ The day on which the request is physically or electronically delivered to
TPB, or directly into the email inbox of a member of staff; or
b%f TPB has asked the requesting party for further details to identify and
locate the requested information, the date on which the necessary
cl'fa_riﬁcation is received.

An exclption 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 redirect the message to another contact. Where this is
the casL:, 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. Initial Evaluation. After receipt of the request for information, the FRO shall
evaluate the contents of the request.
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2.1. Requested information is not in the custody of TPB: If the requested

information is not in the custody of TPB, following referral and discussions
with the FDM, the FRO shall undertake the following steps:

e If the records requested refer to other government offices, the
request will be immediately transferred to such appropriate
government office through the most expeditious manner and the
transferring office must inform the  requesting party that the
information is not held within the 15 working day limit. The 15
working day requirement for the receiving office commences the day
after it receives the request.

e 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.

2.2. Requested information is already posted and available on-line: Should
the information being requested is already posted and publicly available
in (the TPB’s website: http://tpb.gov.ph , the FRO shall inform the
requesting party of the said fact and prov1de them the website link where
the information is posted.

2.3. 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 FRO shall inform the applicant of
the reason for such denial.

3. Transpittal of Request by the FRO to the FDM: After receipt of the request
for information, the FRO shall evaluate the information being requested, and
notify the FDM of such request. The copy of the request shall be forwarded to
such FDM within one (1) day from receipt of the written request. The FRO shall
record the date, time and name of the FDM who received the request in a record
book with the corresponding signature of acknowledgement of receipt of the
request.
1

4. Role iof FDM in processing the request: Upon receipt of the request for
information from the FRO, the FDM shall assess and clarify the request if
necessary. He or she shall make all necessary steps to locate and retrieve the
information requested. The FDM shall ensure that the complete information
requested be submitted to the FRO within 10 days upon receipt of such request.

The FRO shall note the date and time of receipt of the information from the FDM
and report to the COO, in case the submission is beyond the 10-day period.

If the FDM needs further details to identify or locate the information, he shall,
through the FRO, seek clarification from the requesting party. The clarification

9
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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.

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 recoﬁ'ds before making any final determination.

5. Role |

of FRO to transmit the 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 shall attach a cover/transmittal
letter signed by the COO or the designated officer and ensure the transmittal of
such 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

extensivi search of the government’s office records facilities, examination of
voluminous records, the occurrence of fortuitous events or other analogous

cases, th

The FRO
reasons
working
request,

e FDM should inform the FRO.

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

7. Notic

to the Requesting Party of the Approval/Denial of the Request:

Once the DM approved or denied the request, he shall immediately notify the
FRO who shall prepare the response to the requesting party either in writing or
by emaill All actions on FOI requests, whether approval or denial, shall pass
through the COO or his designated officer for final approval. H i

i g
8. Appr‘val of Request: In case of approval, the FRO shall ensure that all i
records that have been retrieved and considered be checked for possible |
exemptiqns, prior to actual release. The FRO shall prepare the letter or email i
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
FRO 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 i
be deemed a denial of the request to information. All denials on FOI requests ‘1Ei
shall pass through the Office of the COO or to his designated officer. il
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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:

§
i
it
g
P
p
I3
L;
o
i
3

1.| Administrative FOI Appeal to the Central Appeals and Review
Committee: Provided that the written appeal must be filed by the same
requesting party within fifteen (15) calendar days from the notice of denial
or [from the lapse of the period to respond to the request.

a. Denial of a request may be appealed by filing a written appeal to
the Central Appeals and Review Committee within fifteen (15)
calendar days from the notice of denial or from the lapse of the
period to respond to the request. |l
b. The appeal shall be decided by the COO upon the il
recommendation of the Central Appeals and Review Committee i it
within thirty (30) working days from the filing of said written appeal. i
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. REQUEST TRACKING SYSTEM

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

SECTION 8. FEES

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

2. Reasonable Cost of Reproduction and Copying of the Information:
The FRO shall immediately notify the requesting party in case there shall
be|a reproduction and copying fee in order to provide the information.
Such a fee shall be the actual amount spent by TPB in providing the
information to the requesting party. The schedule of fees shall be posted
by TPB.

3. [Exemption from Fees: TPB may exempt any requesting party from ; t
payment of fees, upon request stating the valid reason why such 1!
requesting party shall not pay the fee. |




SECTION 9. ADMINISTRATIVE LIABILITY

Vv

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. _ ] il

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 “A”

FOI FREQUENTLY ASKED QUESTIONS

Introduction to FOI

1. What is FOI?

Freedom of Information (FOI) is the government’s response to the call for
transparency and full public disclosure of information. FOI is a
government mechanism which allows Filipino citizens to request any
information about the government transactions and operations, provided
that it shall not put into jeopardy privacy and matters of national security.

The FOI mechanism for the Executive Branch is enabled via Executive
Order No. 2, series of 2016.

2. What is Executive Order No. 2 S.20167

Executive Order No. 2 is the enabling order for FOI. EO 2 operationalizes

in the Executive Branch the People’s Constitutional right to information.

EO

2 also provides the State policies to full public disclosure and

transparency in the public service.

EO

2 was signed by President Rodrigo Roa Duterte on July 23, 2016.

3. Who oversees the implementation of EO2?

The Presidential Communications Operations Office (PCOO) oversees the

op
go

ration of the FOI program. PCOO serves as the coordinator of all

ernment agencies to ensure that the FOI program is properly

imTlemented.

Mdking a Request

4. Who can make an FOI request?

Any Filipino citizen can make an FOI Request. As a matter of policy,

req

uestors are required to present proof of identification.

13
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5. What can I ask for under EO on FOI?

ormation, official records, public records, and documents and papers
taining to official acts, transactions or decisions, as well as to
rernment research data used as basis for policy development.

6. What agencies can we ask for information?

der the Executive Branch, including government owned or controlled
porations (GOCCs) and state universities and colleges (SUCs).

I requests must be sent to the specific agency of interest, to be received
its respective Receiving Officer.

7. How do I make an FOI request?

and log it accordingly on the FOI tracker.

on the same day it was filed, such as specifying the information
requested, and providing other assistance needed by the Requestor.
c. The request is forwarded to the Decision Maker for proper
assessment. The Decision Maker shall check if the agency holds the
information requested, if it is already accessible, or if the request is
a repeat of any previous request.

d. The request shall be forwarded to the officials involved to locate
the requested information.

request.

respormnse.

depending on the receipt preference.

8. How much does it cost to make an FOI request?

roduction and/or photocopying.

FOI request under EO 2 can be made before all government offices

a. The requestor fills up a request form and submits to the agency’s
Receiving Officer. The Receiving Officer shall validate the request

b. If deemed necessary, the Receiving Officer may clarify the request

e. Once all relevant information is retrieved, officials will check if any‘
exemptions apply, and will recommend appropriate response to the

f. If necessary, the head of the agency shall provide clearance to the

g. The agency shall prepare the information for release, based on the
desired format of the Requestor. It shall be sent to the Requestor

re are no fees to make a request. But the agency may charge a
reasonable fee for necessary costs, including costs of printing,

14
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9. What will I receive in response to an FOI request?

You will be receiving a response either granting or denying your request.
If the request is granted, the information requested will be attached, using
a format that you specified. Otherwise, the agency will explain why the
request was denied.

10. How long will it take before I get a response?

It is mandated that all replies shall be sent fifteen (15) working days after
the receipt of the request. The agency will be sending a response, informing
of an extension of the processing period no longer than twenty (20) working
days, should the need arise.

11. What if I never get a response?

If the agency fails to provide a response within the required fifteen (15)
working days, the Requestor may write an appeal letter to the Central
Appeals and Review Committee within fifteen (15) working days from the
lapse of the required response period. The appeal shall be decided within
thirty (30) working days by the Central Appeals and Review Committee.

If all administrative remedies are exhausted and no resolution is provided,

requestors may file the appropriate case in the proper courts in accordance
with the Rules of Court.

12. What will happen if my request is not granted?

If you are not satisfied with the response, the Requestor may write an

appeal letter to the Central Appeals and Review Committee within fifteen
(15) working days from the lapse of the required response period. The
appeal shall be decided within thirty (30) working days by the Central
Appeals and Review Committee.

If alll administrative remedies are exhausted and no resolution is provided,

requestors may file the appropriate case in the proper courts in accordance
with the Rules of Court.

15
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ANNEX “B”

MALACANAN PALACE
MANILA

BY THE PRESIDENT OF THE PHILIPPINES
EXECUTIVE ORDER NO. 02

'UTIONAL RIGHT TO INFORMATION AND THE STATE POLICIES TO
BLIC DISCLOSURE AND TRANSPARENCY IN THE PUBLIC SERVICE

AND PR

VIDING GUIDELINES THEREFOR

WHEREAS, pursuant to Section 28, Article II of the 1987 Constitution, the State

adopts

d implements a policy of full public disclosure of all its transactions

involving|public interest, subject to reasonable conditions prescribed by law;

WHEREAS, Section 7, Article III of the Constitution guarantees the right of the

people to

WHERE

the fund
meant to
transacti

WHERE.

information on matters of public concern;

S, the incorporation of this right in the Constitution is a recognition of
ental role of free and open exchange of information in a democracy,

ons, or decisions;

S, the Executive Branch recognizes the urgent need to operationalize

these Constitutional provisions;

WHEREAS, the President, under Section 17, Article VII of the Constitution, has

control over all executive departments, bureaus and offices, and the duty to
ensure that the laws be faithfully executed,

WHERE

S, the Data Privacy Act of 2012 (R.A. 10173), including its

?

implementing Rules and Regulations, strengthens the fundamental human right
of privacy, and of communication while ensuring the free flow of information to
promote innovation and growth;

NOW, TH
by virtue

hereby order:

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

terms

shall mean:

(a) “Information” shall mean any records, documents, papers, reports, letters,

contracts,

books,

minutes and transcripts of official meetings, maps,

photographs, data, research materials, films, sound and video recording,

16

IONALIZING IN THE EXECUTIVE BRANCH THE PEOPLE’S

enhance transparency and accountability in government official acts,

[EREFORE, I, RODRIGO ROA DUTERTE, President of the Philippines,
of the powers vested in me by the Constitution and existing laws, do
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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.
(b) “Official record/records” shall refer to information produced or received by a
public officer or employee, or by a government office in an official capacity or
pursuan to a public function or duty.
(c) “Public record /records” shall include information required by laws, executive
orders, rules, or regulations to be entered, kept and made publicly available by
a government office.

SECTION 2. Coverage. This order shall cover all government offices under the
Executiv Branch, including but not limited to the national government and all
its ofﬁc , departments, bureaus, offices, and instrumentalities, including
governm nt-owned or -controlled corporations, and state universities and
colleges. Local government units (LGUs) are encouraged to observe and be guided
by this O der.

SECTIO 3. Access to information. Every Filipino shall have access to
information, official records, public records and to documents and papers

pertaining to official acts, transactions or decisions, as well as to government

research data used as the basis for policy development.

SECTION 4. Exception. Access to information shall be denied when the

information falls under any of the exceptions enshrined in the Constitution,
existing law or jurisprudence.

The Department of Justice and the Office of the Solicitor General are hereby
directed to prepare an inventory of such exceptions and submit the same to the
Office of jhe President within thirty (30) calendar days from the date of effectivity
of this Order.

The Ofﬁc of the President shall thereafter, immediately circularize the inventory
of excep ons for the guidance of all government offices and instrumentalities
covered by this Order and the general public.

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

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

Office of the Solicitor General are directed to update the inventory of exceptions
as the need to do so arises, for circularization as hereinabove stated.

SECTION 5. Availability of SALN. Subject to the provisions contained in
Sections 8 and 4 of this Order, all public officials are reminded of their obligation
to file and make available for scrutiny their Statements of Assets, Liabilities and

Net Worth (SALN) in accordance with existing laws, rules and regulations, and

the spirit|and letter of this Order.
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SECTION 6. Application and Interpretation. There shall be a legal
presumption in favor of access to information, public records and official records.
No request for information shall be denied unless it clearly falls under any of the
exceptions listed in the inventory or updated inventory of exceptions circularized
by the Office of the President provided in the preceding section.

The determination of the applicability of any of the exceptions to the request
shall be the responsibility of the Head of the Office which is in custody or control
of the information, public record or official record, or the responsible central or
field officer duly designated by him in writing.

In making such determination, the Head of the Office or his designated officer
shall exgﬁ:ise reasonable diligence to ensure that no exception shall be used or
availed of to deny any request for information or access to public records, or
official records if the denial is intended primarily and purposely to cover up a
crime, wrongdoing, graft or corruption.

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

SECTION 8. People’s Freedom to Information (FOI) Manual. For the effective |
implementation of this Order, every government office is directed to prepare
within on§e hundred twenty (120) calendar days from the effectivity of this Order,

its own People’s FOI Manual, which shall include among others the following

provisions: |
(a) The laocation 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 for information;
(c) The procedure for the filing and processing of the request as specified in the

succeeding section 8 of this Order.
(d) The standard forms for the submission of requests and for the proper
acknowledgment of requests;
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(e) The process for the disposition of requests;
(f) The procedure for the administrative appeal of any denial for access to
information; and
(g) The schedule of applicable fees.

SECTION 9. Procedure. The following procedure shall govern the filing and
processing of request for access to information:
(a) Any person who requests access to information shall submit a written request
to the government office concerned. The request shall state the name and contact
information of the requesting party, provide valid proof of his identification or
authorizdation, reasonably describe the information requested, and the reason
for, or purpose of, the request for information: Provided, that no request shall be
denied or refused acceptance unless the reason for the request is contrary to
law, existing rules and regulations or it is one of the exceptions contained in the
or updated inventory of exception as hereinabove provided.

employee with the corresponding signature, and a copy thereof
to the requesting party. Each government office shall establish a
system to trace the status of all requests for information received by it.
(d) The government office shall respond to a request fully compliant with
requirements of sub-section (a) hereof as soon as practicable but not exceeding
fifteen (15) working days from the receipt thereof. The response mentioned above
refers to the decision of the agency or office concerned to grant or deny access to
the information requested.
(e) The period to respond may be extended whenever the information requested

requires | extensive search of the government office’s records facilities, |
examination of voluminous records, the occurrence of fortuitous 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 a longer period.

(f) Once a decision is made to grant the request, the person making the request

shall be notified of such decision and directed to pay any applicable fees.

SECTION 10. Fees. Government offices shall not charge any fee for accepting
requests for access to information. They may, however, charge a reasonable fee
to reimburse necessary costs, including actual costs of reproduction and copying

of the information required, subject to existing rules and regulations. In no case

shall the |applicable fees be so onerous as to defeat the purpose of this Order.

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

SECTION 12. Notice of Denial. If the government office decides to deny the
request, in whole or in part, it shall as soon as practicable, in any case within
fifteen (15) working days from the receipt of the request, notify the requesting

party the denial in writing. The notice shall clearly set forth the ground or
grounds for denial and the circumstances on which the denial is based. Failure
to notify the requesting party of the action taken on the request within the period
herein stipulated shall be deemed a denial of the request for access to
information.

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

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

SECTION 14. Keeping of Records. Subject to existing laws, rules, and
regulations, government offices shall create and/or maintain accurate and
reasonably complete records of important information in appropriate formats,
and implement a records management system that facilitates easy identification,
retrieval and communication of information to the public.

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

SECTION 16. Implementing Details. All government offices in the Executive |
Branch dre directed to formulate their respective implementing details taking
into consideration their mandates and the nature of information in their custody
or control, within one hundred twenty (120) days from the effectivity of this
Order.
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SECTION 17. Separability Clause. If any section or part of this Order is held ‘
unconstitutional or invalid, the other sections or provisions not otherwise 1::
affected shall remain in full force or effect. ;

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

SECTION 19. Effectivity. This Order shall take effect immediately upon ‘3
publication in a newspaper of general circulation. BEREY |

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

(Sgd.) RODRIGO ROA DUTERTE
President of the Philippines

By the President:

(Sgd.) SALVADOR C. MEDIALDEA
Executive Secretary
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ANNEX “C”

FOI Receiving Officer of the Tourism Promotions Board (TPB)

OFFICER

NAME OF ASSIGNED FOI RECEIVING

CONTACT DETAILS

Donna Baranda

TL 85259318-27 loc 206
DL 85596063
foi@tpb.gov.ph
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ANNEX “D”
LIST OF EXCEPTIONS

Information that directly relates to national security or defense and its
revelation may cause grave damage to national security or internal or
external defense of the state.

National Security Matters.
At the very least, this jurisdiction recognizes the common law holding
that there is a military, diplomatic and other national security matters.

Executive Privilege involving information relating to the President’s
commander-in-chief, appointing, pardoning and diplomatic powers.

Information on inter-government exchanges prior to the conclusions of
treaties and executive agreements may be subject to reasonable
safeguards for the sake of national interest.

Deliberate Process Privilege
Presidential Communications Privilege.

The information requested pertains to internal and/ or external defense
and law enforcement, when the disclosure thereof may:

a. Lead to the disclosure of the identify of a confidential source,
including a government, or foreign agency or authority or any
private institution which furnished information on a confidential
basis, and, in the case of a record or information complied by a law
enforcement authority in the course of an investigation or by an
agency conducting a lawful national security intelligence
investigation, information furnished by a confidential source, or

b. Disclosure legitimate techniques and procedure for law enforcement
investigations or prosecutions, or would disclose legitimate
guidelines for law enforcement investigations or prosecutions if such

disclosure could reasonably be expected to risk circumvention of the
law, or

c. Endanger the life or physical safety of any individual, or

d. Deprive a person of a right to a fair trial and impartial adjudication.

23




9. Criminal Matters. Also excluded are classified law enforcement matters,
such as those relating to the apprehension, the prosecution and the
detention of criminals, which courts may not inquire into prior to such
arrest, detention and prosecution. Efforts at effective law enforcement
would be seriously jeopardized by free public access to, for example, police
information regarding rescue operations, the whereabouts of fugitives, or
lead on covert criminal activities.

10.

El,
pro

12.

Investigation or proceeding conducted by public authorities.

Information related to the assignment of the cases to the reviewing
secutors or the undersecretaries.

Prohibition on the Disclosure of investigatory records complied for law

enforcement purposes or information which if writers would be contained
in such records, but only to the extent that the production of such records
or information would:

13.

a. Interfere with enforcement proceedings:

b. Deprive a person of a right to a fair trial or an impartial
adjudication;

c. Disclose the identity of a confidential source and 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 unjustifiably disclose
investigation techniques and procedures.

Proceeding before the Committee on Decorum and Investigation during

preliminary investigation.

14.

Informer’s privilege of the Government not to disclose the identity of a

person or persons who furnish information of violations law to officers
charged with the enforcement of the law and the identity of a confidential
informant.

15.

Prohibition on disclosure the identity of persons who furnish

information of violations of law to officers-in-charge with the enforcement
of the law. ‘

16.

Prohibition on the disclosure of information that would put the life and

safety of an individual in imminent danger.

17.
dec

The information requested consists of drafts of orders, resolutions,
isions, memoranda or audit reports by any executive, administrative,

regulatory, constitutional, judicial or quasi-judicial body in the exercise of
their regulatory audit and adjudicatory function.
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18/ Proceeding before, or information in the possession of, any government
agency, tribunal, board, or officer, which under its respective rules or
regulations are treated as confidential and privileged.

19 Confidential information generally refers to information not yet made
a matter of public records relating to pending cases, such as notes drafts,
research papers, internal discussions, internal memoranda, records of
internal deliberations, and similar papers. Even after the decision,
reslolution, or order is made public, such information that a justice or
judge uses in preparing a decision, resolution, or order shall remain £
confidential.

20/ Courts records, including pleadings and other documents filed by
litigants are confidential

21. Requested information pertains to an act which tends to exact
testimony from government officials by a citizen are confidential

22. Such information, record or document compromises drafts of decision
orders, rulings, policy decisions, memoranda, etc.

23.| The information required pertains to the personal information of a b
natural person other that the requesting party, and its disclosure would
constitute an unwarranted invasion of his her privacy, unless it forms part
of the public record, or the person is or was an official of the government
agency and the information relates to his other public function or the
person has consented, I writing to the disclosure of the information.

24, Information concerning the application, together with all the records,
documents and communications relating thereto and its processes shall
be confidential.

25. Information requested pertains to trade secrets and commercial or Bl
financial information obtained from a natural or juridical person other g
than the requesting party, obtained in confidence or covered by privileged g
communication, and/or filed with a government agency, whenever the i
relation thereof would prejudice the interest of such natural or juridical _
person in trade, industrial, financial or commercial competition.

26. Trade Secrets and Banking Transactions.

27. Confidential, commercial and financial information are excluded from
disclosure.

28. Confidential business information gathered by certain government
agencies or officials on the operations, books, records or private
corporations and business not required to be made public.




29. Anti-Money laundering concerns, covered or suspicious transaction
reports, or any other information in relation thereto.

30. Prohibition of disclosing information under the National Internal
Revenue Code.

31.| Prohibition on the disclosure of confidential information under the
National Revenue Code.

32. Trade secrets acquired by government agencies or officials in the
discharge of their duties. 33. Information relating to potential intellectual

proPerty rights.

34, Documents submitted through the Government Electronic
Procurement System (G-EPS).

35. Confidential matters under the Arbitration Law and Alternative |
Dispute Resolution Law involving arbitration proceeding and when the
parties in an arbitration clause so provided that the proceeding and its
incidents shall be confidential and information acquired in mediation or
arbitration proceedings.

36. An oral or written statement made or which occurs during mediation
or |for purposes of considering, conducting, participating, initiating,
continuing or reconvening mediation or retaining a mediator.

1 B 4 e T SN T TR

37. Pleading, motions, manifestations, witness statement, reports filed or §
submitted in arbitration or for expert evaluation.

38.|Information on on-going evaluation or review of bids or proposals being
undertaken by the bidding or review committee which are not yet
considered as “official acts, transaction, or decisions" on the bids or
proposals or “definite propositions" on the part of the government.

g
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g

39. Information considered as privilege communications in legal
proceeding by law or by the Rulers of Court.

R

40. Privileged communication under the Rules of Court (in respect of
government lawyers, government doctors, and other public officers and
employees).

a. A public officer cannot be examined during his term of office or
afterwards as to communications made to him in official confidence,
when the court finds that the public interest would suffer by the
disclosure.

eenrrs
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%41

Attorney-client privilege existing between a government lawyer and

their client.

42,

Client identity is privileged where a strong probability exists that

revealing the clients name would implicate that client in the activity for
which he sought the lawyer’s advice or would expose the client to evil
liability.

43.
dec

44,

Confidentiality of information relating to pending cases even after the
ision, resolution or order is made public.

Requesting information pertains to comments and disclosure on

pending cases in judicial proceedings.

45.

Records of cases that are still pending for decision are privileged

materials that cannot be disclosed, except only for pleading, orders and
resplutions that have been made available by the court to the general
public.

46.

47.

Identification of News, Informants under R.A. 1477 (The Shield Law).

Requested information pertains to unauthorized recording from all the

parties of any private communication spoken word to secretly overhear,
intercept or record of such communication by using any recording device

48.
his

49,
his
per
rele

50.
and
pul

51.
pur

92,

Secrets of a private individual known by a public officer by reason of
or her office.

Divulging valuable information of a confidential character, acquired by
office or by him on account of his official position to unauthorized
sons, or releasing such information in advance of its authorized
ased date.

Confidential or classified information officially known to public officer

vlic

pose/s is /or any of the following purposes
(a) any purpose contrary to morals or public policy; or
(b) any commercial purpose other than by news and
communications media for dissemination to the general public

The information is of a nature that its premature disclosure would:
(1) in the case of an agency that regulates or deals with currencies,
interest rates, securities, commodities, or financial institutions, be
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53,

likely to lead speculations in currencies, interest rates, securities,
commodities market; or

(2) in the case of other agencies, be likely to frustrate the effective
implementation of a proposed official action: Provided, that the
information shall be disclosed once the above mentioned dangers

have ceased.

Information involving a subsequent identical or substantially similar

request from the same requesting party where it has previously complied
with a request for information unless a reasonable interval has lapsed
between compliance between with the previous request and the making of

the current request.

o54.

The right information may be subject to reasonable regulations as to

manner and hours of examination, efforts to avoid loss or damage, undue
interference with the duties of the custodian of the records, and ensuring
the right of the persons entitled to also inspect the records. Requesting

cit
ab

S5.

izens, further, cannot compel custodians of records to prepare a list of
stracts of the data.

Government officials cannot be compelled to prepare lists and detailed

reports on how congressional funds were disbursed.

Other Exceptions

» Confidentiality of information known to a public official or employee by
reason of his office. * Information and statements made at reconciliation

praceedings.
« Expenditure relating to classified information, such as the purchaser of

information and payments of rewards.

RULE 4 of RA 6713
(Code of Conduct and Ethical Standards for Public Officials and
Employees)

 Information, record or documents kept secret in the interest of national

defense or security

» Conduct of foreign affairs
 Disclosure would put the life and safety of an individual in imminent

danger

» Information, record or document sought falls within the concepts of

€s

or

tablished privilege or recognized exceptions
dpformation, record or document compromises drafts of decisions,
ers, rulings, policy, decisions, memoranda
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formation of a personal nature where disclosure would constitute a
arly unwarranted invasion of personal privacy

would disclose investigatory records complied for law enforcement
'poses

iterfere with enforcement proceedings

. DEeprive a person of a right to a fair trial or an impartial adjudication

sclose the identity of a confidential source
njustifiably disclose investigate techniques and procedures
remature disclosure of which would lead to significant financial

endanger the stability of any financial institution
* Likely or significantly to frustrate implementation of a proposed official
action.
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ANNEX E

FOI REQUEST FLOW CHART (OPTION 2)

1. RECEIVE REQUEST
(Day 1)

Check if request is valid

Stamp received

Provide copy to

requestor

Log details on FOI

tracker

Plan work needed with

v

CLARIFY REQUEST (Day 1)
(if necessary)

If not clear on what
information is requested,
seek clarification (15
working days)

Provide appropriate advice
and assistance to the
requestor

When clarification is
received, NEW working day
period starts

If NO clarification receive,
close request (after 60 days
from receipt) and notify
applicant

Forward to DM

¥

ASSESS REQUEST (Days 2-4)
Does the agency hold the
information requested?

Is the information already
accessible?

Is the request a repeat of a
previous request from the
same requestor?

ISSUE RESPONSE (Days 11-15)
Prepare information for release of
scanned or photocopies of documents
If applicant asked for information in a
certain format, comply with their
preference, if practical

Update FOI tracker and save response

¢

CLEARING RESPONSE (Days 9-10)
Seek clearance from Secretary or
Head of agency, if necessary

¢

CONSIDER RESPONSE (Days 5-8)
Review content of documents and
apply relevant exemptions.

Consider comment/advice of officials

0

INFORM/CONSULT (Days 2-4)
Other officials of key interest

0

. s

LOCATE INFORMATION (Days 2-4)
Obtain all relevant information
Prepare schedule of all information
located.

-
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ANNEXE.1

FOI REQUEST PROCESS (OPTION 2)

the requestor
When
clarification is
received, NEW
working day
period starts
If NO
clarification
receive, close
request (after
60 days from
receipt) and
notify
applicant
Forward to DM

eOther officials of
key interest

DAY 1 DAYS 2-4 DAYS 5-8 DAYS 9-10 DAYS 11-15
:ECEIVE ASSESS REQUEST | CONSIDER CLEARING ISSUE RESPONSE
QUEST * Does the agency | RESPONSE RESPONSE e Prepare
e |Check if hold the eReview content | ¢ Seek clearance information
request is valid information of documents from Secretary for release of
o|Stamp received requested? and apply or Head of scanned or
| Provide copy e Is the relevant agency, if photocopies
to requestor information exemptions. necessary of documents
*|Log details on already e Consider e If applicant
FOI tracker accessible? comment/advic asked for
| Plan work e Is the request a e of officials information in
needed with repeat of a a certain
DM previous format,
request from comply with
LARIFY REQUEST | 0 thiair
(if necessary) requestor? preference, if
If not clear on pracﬁca]
Yvhat .. | LOCATE ¢ Update FOI
informationis | |NFORMATION tracker and
requested,  loptain all relevant save response
seek information
clarification  fp 0nare schedule
(15 working of all
days? information
Provide located.
appropriate
advice and
assistance to | npORM/CONSULT




ANNEX “F” (Option 1)
FOI Request Form

FRECLDOM OF INTFTORMATION REQUEST FORM

IMPORTANT - Pleasc read this information carefully before you complete the FOI request form. Once you have
completed your request we strongly advise that you keep a copy for your records,

What is Executive Order No.2s. 201672 What is Freedom of Information? J

Or Jdiy 23. 2018, Pres.dent Roangs Roa Duterte signad The FOI EC s an «mportant enapirg mecharism Lo pro Al
Execdtine Crcer No 2. aiso krown as the Freeaom Cf infor mote UANSPATRNCY N NE GONEINMEnt's 3dm nsiralive L1 gl g
matiop (FOI) Executive Qroer EQ) It upnoics the constiu- process Trrough FOI citizens are smpowered 10 make a A
tiond/|ngnt ot cecple 10 intormation oo matters of Suzbs ‘ormal reques: 1o get ntormaton he'G by the govera AR

coercarne ment, 2amng certain sens:tive and Mmocrtant data relat-
ed to the raucn 3 secunly. Fhe FOI compiements con
on disc'osure =2'oris wnere

The Breculive Order covers al goverrment off ces under Lnung proacive rfore

the trecutive Branch. inclugcing government-gwnec ¢ agencies are July-dourc to pubisn nlormatgn n the

certrdtiaa corporanons (GOCCs: ana siate wriversites sp il Of Openness anda ransparency

arc cplieges (SUCS) It reguires Gl ereculive depanments

acerdes. dureaus. and othices 1o make Sudht recaras Eraaacm of Intormation 15 an integral e ement of Presi 1
contrgdets, transaclions angd any nfcrmalion reguestied Oy dent Duterte’'s Gacc Governance Pian ai.gned 1o reforms 4
& mermber 2 the pubiC. axc2dT 1or sensilwe (NTCrmana” ang LA 83 Ihal pursue grealer Ilrarsparency. ac

arc rjatlers alfecting natongl secunty counlau ang cilizen participalign 0 governance

Who is overseeing the implementation of FOI Executive Order No. 27
The Oftice of the Prasident through the Presidential Comunicatons Operatiens Ofce (PCOO) 18 gver-seeng the imglemantatior

and ogeratngazhzatnion of the FQI program. PCO0 is aise respons:cle tor mortonng corphance and performance of ali gavarn- ]
1 1 &
mTent ggencies ! i
MAKING AN FOI REQUEST 3
Who can make an FOI request? What information can [ request for i |
Uncer|the FOI EO. any Filipina zitizen can make an FOI through FOI? 1
rpquogt. As 3 mattor of poiicy. reguesting part:es are re Infarmation  a*iz al rassrds, puhos recards. doci- If(
quired| lo present proof of «dentificator e.g.. passpor! ments. are papers peria ~ing 13 0z al acis ransac 8
Aaver B hicense. SSS 10, voters 10D n the submmission ot tioNns ar Cecis.oNs XS wel A% 1o Government ragearch 3
an FO{ request 3ata usec as 5asis for poicy cevelopment. subject o 3
P | = exceplions Necessary to protect esserlal pudlc or pr ¥
Which agencies can | request vate interast §
information from? . :
Is there an online alternative to

aAn FOI reguest car D made 1o any governmen: off ce s 4D
urdar|{tha Exacutive Brarch. rciud'ng but ror imitea mal‘l“g an FOI rcquest.

You may croos2 1o ti cut arn orine agphcatan on

to thel nattoral government and all ts o'ices. cepan 2 1
menis oureaus. oitces. and instrumeriaites. Nchuc ‘o gov.ph after s:igning up ‘or an account You wii! aiso 1
ng gavernmeant-aownes ar cantraliag sarparatons and need 10 uD'0ad a vale copy of your government- Ssuec 3
state Lriversities ang colleges ID uzer registrator 1
Z . S 3

What is the procedure for making a valid FOI request? 4
To make a valid requcst, you must: 0
« Placd vour reguest .0 wnting. Ensure to state your tul name. certact informat on anag provide a val'd copy o! yaur gavern s
mentissuad 1D as prost of your iaentity, You Can ysa the atlached forr ar sang 3 ‘@tnter cetaring yaur raquest syubmtaa o
:I:mr:‘ v lo the corcerned agency or by ema 1o

« Descfibo in getard the documents you wish 1o a¢Cess. ana
« Inclu@e the preterred mode of commumcaton «n order 1o be awrtec aboul the slatus af yaur request. as wall tre prefer
modd of rece ving the documents. shou'c your reguast be granted

FEES

How much does it cost to make an FOI request? | ;

Therelare NO FEES tor maxing an FOI requast Ar agency nowever. may charge s reasonasia {ae ‘or necessary Costs
assog:atea wth procassIng a reguest rcluging costs o' cninting. delivery reproduction ana/or chotccaby'ng

NOTE: Use of this FOI request form is uptional. Any written format for a Freedom of Information request is acceplable.
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’ PROCESSING TIMES

|
When can 1 expect to receive a
response to an FOI request?
Unaar :,..,_ £31 EQ. e starcard process rg tima s hitean
i15) warking days Dunag tris tme. you wii! pe cortacted

reqaraing your 0| reques! tNrougr you* préterrec mode
of commumication

I your|r@aquest 1S grantas. vou. Can expact 1o race|va tre
COCUMERLS 2:ther througk regutar mail or emal. or be re
cQuestepn 1o collect the documants at the ol ce you had ap-
plied f0 Otherwise. the Jdgency W ARl why YO
request s doayed or dened

\
|
|
1

COMPLAINTS HANDLING

Can an agency request for a time
extension?

In saTe cases. an agercy may naad mara v g ravew
yaur reques' ara tharepy nftorm you of ar entensior of
processing oengc. Unger such Sircumsiancas. an agency
1S parmties o extend an acaond twen:ty 120 working
cavs sncuid the nead ar se

Can | have my request expedited?
There 15 no pracess Dy wh ch regques!s car oe expedtec
Al reguests 4l be rovewed equally Oon 3 case-Oy case
basis ard at'otted the fifteen (15) warking day procesmng
penad from the time of racent

Whal if you are not happy with how the agency has handled vour request?

Derai|of ary request for access to rlormation may be appeaied to 12 person or office n2xt higher in tre authornty, foliow-
inQ thd procecure adcatec ir the Agency FOI Manual provigec that the wntien appedl must be f:iiec by the same persor
maaing the reguest withm Alteen (15) calerdar days from the rouce of cen:al or from tPe lapse of the relevart penad Lo re

scond|io the request

Ine agnea wil be dec ded cy the persar ar o

sad sv'r-lle" appeal Faiure ¢' such Dersgn or ottice o zecide within the afqre-stated Dengg sna

tha .wkm.\l

@ naxt tgher 1= authooty wemne thrty (30 working days from the Tung o

pe d2emed 3 denal of

|
Upon ¢xkaustior of admin strative appea remadies the reguesting party may hie the aporoorate case o the propar caurs

ir accoraance with the Rules of Court

[
|
[
|

Privacy

Once geemeag vand, your rlormaton from your applica-
ton w|i pe used by the agercy you have applec (o. IC
aeal 'Ail“ your apai caton as set gut n ne Freecom ot In-
tarmatjon Execut ve Orcer No 2

It the éqarvcn Q!ves yOu dCCEsSS 0 4 documant. and 1 the
gocumen: contains N0 persoral ntormation abaut you
the dacumant may be puslie=ad oniné in tha Agency s
aise :T:,m Iaq alaag with your nama and tha cate yau ap-
phad. &rc. f anctrer parsor. company or cody wiil use or
penrgtiy trom tha Joecumants sougnt. the rame ot nat
persor ertity or body

IMPORTANT INFORMATION

Copyright

Accorging te Sec. 176.1 of 1he Inte lectua! Property Code
ol the Piiopires (IRA No. 8293 as amenged;. No copy-
right shall suosist in any work of the Government of ihe
Priigpines Howaver pror approva’ af the jovernment
agercy or o'tice wherain the work s crezted shall ba nec-
essary lor expontabon ol such wore ‘or profd. Suct
agercy or athce may amang ather things. mpose as 4
corcition tna payment of royaites. No prior approval of
corgilions snail be requred for tre us2 of ary purpose ol
statutes. rules and reguations ang speaches. ectures
IerTens, AsSureszely. ang dasertatagns Bronounced
raad ar randarad = tour's of justica hetfara acmrislra-
tyve agencias n daiibarative assambias and «n maanngs
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reproduce FOI Tracking Number

L g e e

FREEDOM OQF INFORMATION REQUEST FORM

) 1€

wv

Please read the following information carefully hefore proceeding with your application. Use blue or black ink. gl
Write neatly and in BLOCK letters. Impraper or incarrectly-filled out forms will not be acted upon. Tick or mark | fii
boxes with X" where necessary. Note: (€4) denotes a MANDATORY field. 3

You are requirad to supply your name and address tar correspaonnence Additinnal contact detads wiill
nelp us deal with your application and carrespend with you in the manner you prefer

1. Title ‘e.g. Mr. Mrs. Ms Miss 2. Given Name/s ‘incluarng M. 3. Surname

< <

4. Complete Address (Apt House Number. Mreet. Cuy Mumicipality, Province)

<
5. Landline/Fax 6. Mobile 7. Email

-
8. Preterred Mode of Communication tancure [JManie Numsaer [emas [ Pastai Agarass

(I your reduesi > osuccesyful we will be sendimy the docaments (o you in

In manner. )

9. Preterred Mode of Reply O emar O Fax [ rPostal acgress [ Pick-Up at Agency
10. Typc of ID Given (Plcase cnsure O rosspor: O Brivers License [ sss10 O Postai o Ovoters 1o
vyourllDs contam vour photo andad

signature O scnoorio O Company 10 O otrers

B. Requested Information

11. Agency - Connecting Agency
it applicable.

12. Title ot Document/Record ;
Requested (Flease be as detaited as < [
possjole! :

13. Date or Period (D0 MM/ YY) -

14, Purpose

15. Document Type -

16. Reference Numbers f known -

i AL

17. Any other Relevant Information -_ s 4 . e
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declare that:

The informatian provided in the form is complete and correct:

have read the Privacy notice:

nave presanted at least one (1) government-issued ID to establish proof of my identity

understand that it is an offense to give misieading information about my identity, and that doing so may
refult in a decision 10 refuse to process my application.

Signature -

Date Accomphshed /DD/MM YYYY) «

O Passport [ Brivers License [ s85 10 O Pastanio O voters 10
O schoai i OcGoempany 1o O 0tners

The|request is recommended to be: [apsroves O Denec

J f.sn please tick the Reasor for the D Inval:a Reguest [Jinrcompiete [J Data aiready avatacle oniine
Second Receiwving Officer Assigned 4

(prifft name)

Decision Maker Assigned to -«
Application (print namel

Decision on Application O successtul [ Paniaiiy Successtul [ Ceniac [ Cos:
1 Depried, plesse ek the Redsun fur the O irvaic Raguest [Jircompiere [ Data aireaay avalacle aniine

Denig!t
O excesticn Which Exception?

Datd Request Finishad ‘DOMMYYYY o

Date Documents (iIf any) Sent <
(DOMMYYYY)

FOI Registry Accomplished [ ves O ne

Datg (DD MM YYYY!:
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TREPHL

TOURISK PROMOTIONS BOARD PHILIPPINES
ANNEX F
FOI REQUEST FORM (OPTION 2)
Title of the Document:
Year Covered:
Pufpose:
Name:
Adfiress:
Contact No.:
How would you like to receive the information? Proof of Identity
a Email Passport No.
a Fax Driver’s License,
a Postal Address Others
(Signature above Name of the Requestor)
Submitted to:
(Signature above Name)
Date/Time of Submission
Certified by
(Signature above Name)
Type of Action Conducted

FOI Receiving Officer

Remarks




ANNEX “G-1”
FOI RESPONSE TEMPLATE - DOCUMENT ENCLOSED

Greetings!

Thank you for your request dated <insert data> under Executive Order No.

2 (s.

2016) on Freedom of Information in the Executive Branch.

Your request

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

Res

ponse to your request

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

Thank you. |

Respectfully,

FOI

Receiving Officer

38




ANNEX “G-2”

FOI RESPONSE TEMPLATE - ANSWER
DATE
Dear , !
Greetings!
Thank you for your request dated <insert data> under Executive Order No
2 (s. 2016) on Freedom of Information in the Executive Branch. ,
Your request
You asked for <quote request exactly, unless it is too long/complicated>.
Response to your request |
Your FOI request is approved. The answer to your request is <insert;
answer> B
Thank you. ' |
Respectfully,
FOI Receiving Officer




ANNEX “G-3”

FOI RESPONSE TEMPLATE - DOCUMENT AVAILABLE ONLINE
DATE

Dear ,

Greetings!

Thank you for your request dated <insert data> under Executive Order No.
2 (8. 2016) on Freedom of Information in the Executive Branch.

Your request

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

Response to your request

[Some/Most/All] of the information you have requested is already available
online from <add details of where that specific information can be obtained |
e.g., data.gov.ph, foi.gov.ph or other government websites>. |

Your right to request a review

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

If you are not satisfied with the result of the review, you then have the |
right to appeal to the Office of the President under Administrative Order |

No. 22 (s. 2011).

Thank you.

Respectfully,

FOI Receiving Officer
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ANNEX “G-4”
FOI RESPONSE TEMPLATE - UNDER EXCEPTIONS

DATE

Dear ,

Greetings!

ink you for your request dated <insert data> under Executive Order No.

(s. 2016) on Freedom of Information in the Executive Branch.

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

Wh
we

bec
of t
tha

Your right to request a review

ponse to your request

ile our aim is to provide information whenever possible, in this instance
are unable to provide [some of]* the information you have requested
ause an exception(s) under section(s) <insert specific section number(s)
he List of Exceptions applies to that information>. The reasons why
t exemption(s) applies are explained in the Annex to this letter.

If you are unhappy with this response to your FOI request, you may ask

us

nar
sha
ma
We
day

If y
rigl

Thank you.

Re

o

FO]

122 (s. 2011).

to carry out an internal review of the response, by writing to <insert
ne of Secretary and postal / e-mail address>. Your review request
uld explain why you are dissatisfied with this response, and should be
de within 15 calendar days from the date when you received this letter.
will complete the review and tell you the result, within 30 calendar|
s from the date when we receive your review request.

ou are not satisfied with the result of the review, you then have the
1t to appeal to the Office of the President under Administrative Order

spectfully,

[ Receiving Officer
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DATE

Dear ,

Greetings!

Thank yo1
2016) on

Your requ
You askec

Response

While our aim is to provide information whenever possible, in this instance we
le to provide the information you have requested because it is
ally similar or identical to a previous request that you made on <insert

are unab
substanti
date of pr

Your righ

If you are
carry out
Secretary,
you are d
days from
tell you tk
review rec

If you are
appeal to
Thank yo

Respectfu

FOI Recei

ANNEX “G-5”
FOI RESPONSE TEMPLATE - IDENTICAL REQUEST

1 for your request dated <insert data> under Executive Order No. 2 (s.
Freedom of Information in the Executive Branch.

est
1 for <quote request exactly, unless it is too long/complicated>.

to your request

evious request>, which we responded to on <insert date of response>.

t to request a review

an internal review of the response, by writing to <insert name of
and postal / e-mail address>. Your review request should explain why

unhappy with this response to your FOI request, you may ask us to

issatisfied with this response, and should be made within 15 calendar|

the date when you received this letter. We will complete the review and |
1e result, within 30 calendar days from the date when we receive your |
juest. -
not satisfied with the result of the review, you then have the right to
the Office of the President under Administrative Order No. 22 (s. 2011).'
u.

lly,
ving Officer
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Freedom of Information
Program

Agency: TOURISM PROMOTIONS BOARD

Receiving Officer: Donna Baranda

Click the Sign Up button
www.fpi.gov.ph and provide all the required
to your browser’s  fields. Attach a valid ID to

home address create an account.

ANNEX H

Once logged-in, Click the Make a Request

you will be button the select the name of
directed to your the agency you wish to ask.
Dashboard.

The Dashboard

contains all

the requests

done by the

account owner.

You will now be directed to The agency will evaluate The agency will prepare the

the Make a Request Page. your request and will notify information for release, based on your

Accomplish all fields then you within 15 working days.  desired format. It will be sent to you
(KRR

Send My Requests

Standard Request
Mode ofi request

FOI Appeals

depending on the receipt of preference.
.

eFOI Request

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

. 9 EEDOM OF INFORMATION
\_ , ILIPPINES

Be informed Be engaged Know your government better




