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FREEDOM OF INFORMATION
IMPLEMENTING DETAILS

2. Structure of th6 Manual: This Manual shall set out the rules and procedures to

be followed by the PAGASA, herein refened to as the Agency, \r/hen a request for
ac4ess to information is received. The Aqency Head/Administrator is responsible
for all aclions canied out under this Manual and may delegate this responsibility to
his designated representative. The Agency Head/Administrator may delegate a
specific ofricer to act as the Decision Maker (DM) and shall have ov€rall

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. Covorage oftho Manual: The Manualshall cover all requests for information

directed to the PAGASA.

4. FOI Rocoiving Officer: There shall be a designated FOI Receiving Officer (FRO)

The FRO sh;li preferably come either from the Public Assistance Office,

lnformation Office, Records Office or its equivalBnt of the Agency.

The functions of the FRO shall include receiving, on behalf of the PAGASA, all

requests for information; forward the same to the appropriate oflice who has

custody of the records; monitor all FOI requests and appeals; provide assistance

to the FOI Decision Maker (DM); provide assistance and support to the public and

staff with regard to FOI; m;pile statistical information as required (FOl Reports);

and, condu;t initial evaluation of the request and advise the requosling party

whether the request will be foMarded to the FOI Decision Maker for fudher

evaluation, or deny the request based on:

a. That the form is incomplele; or
b. The inlormation is already disclosed in the PAGASA Official Website or

SECTION l: OVERVIEW

1. Purpose: The purpose of this PAGASA Freedom of lnformation (FOl) Manual is
to provide the process to guide and assist the PAGASA in doaling with requests of
information received under Executive Order (EO) No. 2, Series ol 2016 on FOl.
(Anner "B")

sa.dost
c. The information is not within the PAGASA or can be found with another

government agency;
d. lnvalid request or not counted as FOI request; and,

e. The request is identical or substantially similar request from. another

requesting party whose request has been previously denied by the

AgencY

5. FOI Champion: The FOI Champion is the Head of the Agency The functions of

the FOI Champion shall include the following:

{lP.se
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a. Oversee the implementation and compliance ofthe agency in the FOlProgram;
b. Supervise, lead, direct, and administer the creation and operation of an FOI

Team of the PAGASA;
c. Represent the PAGASA on various boards/commissions/committees/ and task

forces dealing with FOI policy matters; and
d. Perform other functions as necessary in the exigency of service.

6. FOR Decision Maker (FDM): The Agency Head/Administrator shal dssignate the
respective heads ofthe offices in the PAGASA CO to act as the AGENCY FDM for
Technical Data and for non-technical documents, who shall conduct the initial
evaluation of the request for information and provide initial decision on whether to
grant or deny or partially deny the request based on the following:

a. The PAGASA does not have the information requested;
b. The information requested contains sensitive personal infomation

protected by the Data Privacy Act of 2012;
c. The informaiion requested falls under the list of exceptions to EO No.

2, s.20'16:
d. The request is identical or substantially similar request from the same

requesting party whose request has already been previously granted
or denied by the DOST-PAGASA; or

e. Vexatious requests.

Central Appeals and Review Commifteo (CARC). Th€ DOST Appeats and
Review Committee for Attached Agency shall be composed of the following:

ChairpeGon : Assistant Secretary for Administrativ€ and Legal Affairs

Vice-Chair : Director, Administrativs and Legalservices

Members : Director, Financial and Management Service

Director, Planning and Evaluation Service

The Committee shall receive, review, evaluate, and assess the appeal of a
requesting party in case of denial or partial denial by th€ FDM. The Commiftee
shall submit its recommendalion to the DOST Secretary for consideration.

8. Final Appeal: The DOST Secretary shall decide on all appeats of the requesting
party upon the recommendation of the Appeals and Review Committee.

SECTION 2. GLOSSARY OF TERMS

1. ADiIINISTRATIVE FOI APPEAL. An independent review of the initiat
determination made in response to a FOI request. Requesting parties who
are dissalisfied with the response made on their initial request have a right
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to appeal that initial determination to an office within the agency, which will
then conduct an independent review.

2. ANNUAL FOI REPORT. A report to be filed each year with the Presidential
Communications Operations Office (PCOO) by all govemment agencies
detailing the administration of the FOl. Annual FOI Reports contain detailed
statistics on the number of FOI requests and appeals received, processed,
and pending at each govemment office.

3. CONSULTATION. When a governmenl office locates a record that
contains information of interest to another office, it will ask the views of that
other agency on the disclosability of the records before any final
determination is made. This process is called a "consultation'.

4. EXCEPTIONS. lnformation that should nol be released and disclosed in
response to a FOI request because they are protected by the Constitution,
laws or jurisprudence.

5. FREEDOM OF INFORMATION (FOl). The Executive Branch recognizes
the right of lhe 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 Executive Order No. 2. This right is indispensable to
the exercise of the right of the people and their organizations to effective
and reasonable participation at all levels of social, political and economic
decision-making.

6. FOI CONIACT. The name, address and phone number at each
government oftice where you can make a FOI request.

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

8. FOI RECEMNG OFFICE. The primary contact at each agency where the
requesting party can call and ask questbns about the FOI process or the
pending FOI request.

9. FREQUENTLY REQUESTEO INFORMATION. lnfo rel€ased in response
to a FOI request that the agency determines have become or are likely to
become the subject of subsequent requests for subsiantially the same
records.

10. FULL DENIAL. When the Agency cannot release any records in response
to a FOI request, because, for example, the requesled information is
exempt from disclosure in its entirety or no records responsive to the
request could be located.

11. FULL GRANT. When a govemment office is able to disclose all records in
lull in responsG to a FOI request.



l2.lNFOR ATION. Shall mean any records, documents, papers, reports,
letters, contracts, minules and transcripts ofofficial meetings, maps, books,
pholographs, dala, 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, wtrether omine or online, *,hich are made, received, or kept in or
under the control and custody of any govemment office pursuant to law,
executive order, and rules and regulations or in connection with the
performance or transaction of of{icial business by any government office.

13.|]{FORMATION OF DISCLOSURE. lnformation promotiog the awareness
and understanding of policies, programs, activities, rules or revisions
affecting the public, govemment agencies, and the community and
economy. lt also includes information encouraging familiarity vrith lhe
general operalions, thrusts, and programs of the govemment. ln line with
the concept of proactive disclosure and open data, these types ot
information can already be posted to government websites, such as
data.gov.ph, without need for written requests from the public.

'I4.MULf|-TRACK PROCESSING. A system that divides incoming FOt
requests according to their complexity so that simple rBquests requiring
relatively minimal review are placed in one prccessing track and mort
complex requestrs are placed in ofl€ or more othertracks. Requests granted
expedited procrssing are placed in yet another track. Requests in each
track are processed on a first in/first out basis.

15. OFFICIAL RECORD/S. Shall refer to information produced or received by
a public officer or employee, or by a govemment office in an official c€pacity
or pursuant to a public function or duty.

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

IT.PART|AL GRANTTPARTIAL DENIAL. When a govemment office is abte
to disclose portions of the records in response to a FOI request, bul must
deny other portions of the request.

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

19. PERFECTED REQUEST. A FOI request, wlrich reasonably describes the
records, sought and is made in accordance with the govemment office's
regulations.

2o.PERSOI{AL INFORilIATION. 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 ascsrtained by the entity
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holding the information, or when put together with other information would
directly and certainly identify an individual.

21. PROACTIVE DISCLOSURE. lnformation made publicly available by
govemment agencies without waiting for a specific FOI request
Government agencies now post on theirwebsites a vasl amountof material
concerning their functions and mission.

22.PROCESSED REQUEST OR PROCESSED APPEAL. The number of
requests or appeals where the agency has completed its work and sent a

final response to the requester.

23. 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.

24.PUBL|C SERVICE CONTRACTOR. Shall be defined as a private entity

that has dealing, contract, or a transaction of whatever form or kind with

the governmenior a government agency or office that utilizes public funds'

2s.RECEIVED REQUEST OR RECEIVED APPEAL. An FOI request or

administrative appeal that an agency has received within a fiscal year'

26.REFERRAL. When a government office locates a record that originated

witn, or is of otnerwisjprimary interest to anothor agency, it will forward

that'record to the other agenci to process the record and to provide the

final determination directiy to the requester. The process is called a

"retenal".

2T.SENSlTlvE PERSONAL INFORMATION. As defined in the Data Privacy

Act of 2012, shall refer to personal information:

a. About an individual race, ethnic origin, marital status, age' color' and

relioious ohilosoDhical or political af{iliations;
b. Adut an individual health. education, genetic or sexual life of a person'

or to any proceedings for any offense committed or alleged to have

"orrittJO'uy 
such 

-person, the disposal of such proceedings or the

sentence oI any court in such proceedings:

c. lssued by goveinment agencies peculiar to an individual which ilclud9s'

but not lim-ited to, sociai security numbers, previous or current health

records. licenses or its denials, suspension or revocittlon' ano lax

returns; and
o. Sleiificarly estautished by an executive order or an act of Congress to

be kept classified.

28.S|MPLE REQUEST. A FOI request that an agency anticipates will involv€

a small volume of material or which will be able to be processed relauvely

quickly.
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29.www.data.qov,ph. The Open Data website that serves as the
government's comprehensive portal for all public government data that is
searchable, understandable. and accessible.

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

SECTION 3. PROMOTION OF OPENNESS IN GOVERNMENT

t. Duty to Publish lnformation. The Agency shall regularly publish, print and
disseminate at no cost to the public and in an accessible form, in conjunction
with Republic Act No. 11032, or Ease of Doing Business and Efficient
Government Services Delivery Act of 2018, and through their website timely,
true, accurate and updated key information including, but not limiied to:

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

b. A description of the frontline services it delivers and the procedure and
length of time by which they may be avaited of;

c. The names of its key officials, their powers, functions and
responsibilities, and their profiles and curriculum vitae;

d. Work programs, development plans, investment plans, projects,
performance targets and accomplishments, and budgets, revenue
allotments and expenditures;

e. lmportant rules and regulations, orders or decisions:
f. Current and important database and statistics that it generates;
g. Bidding processes and requirements; and
h. Mechanisms or procedures by which the public may participate in or

otherwise influence the formulation of policy or the exercise of its
powers.

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

3
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Keeping of Records. The Agency shall create and/or maintain in appropriate
formats,.accurate and reasonably complete documentalion or records, poiicies,
transactions, decisions, resolutions, enactments, actions, procedures,
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operations, activities, communications and documents received or filed with
them and the generated or collected.

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

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

b. The PAGASA shall protect personal information in its custody or under
its control by making reasonable security arangements 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 ofthe
PAGASA, shall not disclose that information except as authorized by
existing laws.

lf the FDM considers that any of all of the information sought should not be released
in full or in part, the FDM should review guidance available in the inventory of
exceptions to the EO and apply as appropriate.

Guidelines on redaction and extraction (ANNEX lq can be used to balance the
disclosure of information with the protection of personal information when a document
will be disclosed. Redaction is the process of ensuring that sensitive information is
unreadable before disclosing to the requ€sting party. On the other hand, extraction is
the proc€ss of separating/isolating specific information from a set of data.

SECTION 5. STANDARD PROCEDURE

(See Annex "E" for flowchai)

1. Receipt of Request for lnformation

a. The FOI Receiving Officer (FRO) shall receive the request for information
from the requesting party and checked compliance of the following
requirements:

i. The request must be in writing (legible, if handwitten);
ii. The request shall state the name and contact information oI lhe

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

PAGASA Fr€edom of lnformation Peopl€'s Manual
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iii. The request shall reasonably describe the information requested
or contains information sufficient to identity the record/s
requested; and

iv. The request must cleariy and categorically stale the reason/s for,
or purpose of, the request for information. (see Annex "F")

PAGASA Freedom of hformation Peoplet Man!al
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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, and
a copy of a duly recognized govemment lD with photo.

b. ln 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 lhe FRO shall reduce it in writing.

c. The request shall be stamped received by the FRO, indicating the date and
time of the receipt of the writlen request, and the name, rank, ti e and
position of the public officer who actually received it, with a corresponding
signature and a copy, fumished to the requesting party. ln case of email
requests, the email shall be printed out and shall follow the procedure
mentjoned 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.

d. The PAGASA must respond to the requests prompty, within the frfteenlh
(15) working day following the date of recript of the request. A working day
is any day other than a Saturday, Sunday or a day which is declaied a
national public holiday in the Philippines. tn computing for. the period, Art.
13 of the New Civil Code shall be observed.

The date of receipt of the request will be either:

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

ii. lf the govemment office has asked the requesting party for further
details to identify and locate th€ requestod 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 howlo re-direct the message to another contact. Where
this is the case, the date of receipt will be the day the request anives in the
inbox of that contact.

Should the requesled information need further details to identify or locate,
then the 15 wo*ing days will commence the day after it receives the
required clarilication fIom the requesting party.
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2.2 Requested information is flot in the custody ofthe PAGASA or any
of its ofrices: lf the requested information is not in the custody of the
PAGASA or any of its offices, following refenal and discussions with the
FDM, the FRO shall undertake the following steps:

. lf the rccords requested refer to another govemment office, the
request will be immediately transfened to such appropriate
department office through the most expeditious manner and the
transfening 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 offices commences the day after it
receives the request.

ii. lf 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- lnitial Evaluation. After receipt of the request for information, the FRO shall
evaluate the contents of the request. The FOI officer should initially evaluate if
the request is valid, such as but not limited to the tollowing:

a. The request is made underthe EO NO.2, s.2016;
b. The records sought are likely to be within the custody of the govemment

office;
c. The request is not vexatious; and
d. Unreasonable subsequent identical or substantially similar request.

2.1 Request relating to more than one olfice under the PAGASA: lf a
request for information is received which requires to be complied with,
of different offces, the FRO shall foMard such request to the said office
concerned and ensure that it is well coordinated and monitor its
compliance. The FRO shall also clear with the respective FROS of such
ofiices that they will only provide the specific information that relates to
their offices.

2.3 Requested information is already posted and available online:
Should the information being requested is already posted and publicly
av€ilable in the Agency website, data.gov.ph orfoi.gov.ph, the FRO shall
inform the requesting party of the said fact and provide them the website
link where the information is posted.

2.4 Requested infomation is substantially similar or identical to the
previous roquest: Should the requested informalion 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
lhe reason of such denial.

3. Transmittal of request by the FRO to the FDM: After receipt of the request
for infonnation, the FRO shall evaluate the information being requested, and



notify the FDM of such requesl. The copy of the request shall be fon /arded to

FDM within one (1) day from receipt of the writt€n request. The FRO shall
record the date, time and name of the FDM who recrived the request in a record
book with the @nasponding signature of acknowledgement of recaipt of the
request.

4. Role of FDM in processing the roquest: Upon receipt of the request lor
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 complets information

requested be submitted to the FRO within '10 days upon receipt of such request.

The FRO shall note of the date and time of receipt of the infomation from the
FOM and report to the Administrator or his designated representative, in case
the submission is beyond the lMay period.

lf the FDM needs further details to identify or locate the infoflnation, he shall,
through the FRO, seek clarification from the requesting party. The clarification
shall atop the running of the 15 working day period and will commence the day
afl€r it receives the required clarification from the requesting party.

lf the FDM detemines that a record contains infomation of interest to another

office, the FDM shall consult with the agency concemed on th€ disclosability of
the recods before making any final determination.

5. Rols of FRO to transmit the information to tho requosting party: Upon

receipl of the requested information from the FDM, the FRO shall collate and

ensure thatthe informaiion is complete. He shallattach a cover/transmittal letter

signed by Agency/Hoad or his designated representative concamed and

e;sure the transmittal of such to the requesting party within 15 working days

upon receipt of lhe request for information.

6. Roquest for an Extension of Time: lf the information r€quested requires

extensive search of the govemmenl's office records facilities, examination of

voluminous records, the occu[encs of fortuitous events or other analogous

cases, the FDM should inlorm the FRO.

The FRO shall inform the requ€sting party of the extension' setting forth tho

reasons for such extension. in no case shall extension exceed twenty (20)

working days on top of the mandated fifleen (15) working days to act on the

request, uniess erceptional circumstances wanant a longer period'

Awaiting Clarihcation: Should the requested information requir€ further

details to conclude resolution, the FRO shall advise the requesting party and

request for additional information needed to clarify the FOI request The 1$
working day penod will commence the day after it recsives the required

clarilication from the requesting part. lf no clarification is received from the

7
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requesting party after sixty (60) calendar days, the request shall be deemed as
'closed" and no further action needed on the part of the agency.

8. Notice of the Requesting Party of the Approvauoenial of the Request:
Onco the FDM approved or denied the requsst, he shall immediately notify the
FRO who shall 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 Agency Administrator or his designated reprasentative for final
approval.

8.1 Approval of Request: ln case of approval, the FRO shall ensur€ that
all records that have been retri€ved and consid€red be checked for
possible exemptions, prior to actual rel€ase. The FRO shall prepare the
l€tter oremail informing the requesting party within the prescribed period
that the request was granted and be directed to pay the applicabl€ fees,
if any.

8.2 D.nial of Request ln case of denial of the request wholiy or partially,

the FRO shall, within the prescribed period, notify the requesting party

of the denial in writing. The notice shall cleady 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 denialofthe request

to information. All denials on FOI requests shall pass through the Office

of the Agency H€ad/Administrator or to his designated representative'

SECTION 6. REMEDIES IN CASE OF DENIAL

A person whose request for access to information has been denied may avail himself

of the rsmedy set forth below:

1. Administrative FOI Appeal to the PAGASA Central Appeals ard Review

Committe€: Provided, lhat the written appeal must bs tiled by the same

requesting party within ffteen (15) calendar days from the notice of denial or

from the lapse of the period to respond to the request'

a. Denial of a €quest may be appealed by filing a written appeal to the

PAGASA Central Appeals and R€view Committee within (15) calendar

days from the notice of denial or from the lapse of the peiod to respond

to the request.

b. The appeal shall be decided by the Agency Head/Administrator.upon the

recommendation of the Review Committe€ within thirty (30)working days

from the filing of said written app€al Failure to decide within the 30-day

period shall be deemed a denial of the appeal'

14lPase
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2. Upon exhaustion of administrative FOI appeal romedies, the requssting party
may file the appropriate judicial in accordanc€ with the Rul€s of Court.

The PAGASA shall establish a reco{ding and tracking system to monitor the
status ofall FOI requests for informaton received by it, using the prescdbed computer-
based (excel) format or similar open and acc€ssible formats.

SECTION 8. NO U'RONG DOOR POLICY

The PAGASA shall not deny any FOI request for infotmation and/or re@rds
that are beyond ils possession. lnstead, it shall be diligently refenod to the appropriate
govomment agency, which serves as the rightful repository or custodian of the
requested infomation or records, or exercises control over them in complianca with
Freedom of lnformation Memorandum Circular No.21-05 fitled Guidelines on tho
Refenal of Requested lnformalion, Official Record/s and Public Remrd/s to th€
Appropriate Govemment Agency, oth€rwise known as tho "No wrong Doot Policy for
FOr',, (ANNEX "J',)

SECTION 9. FEES

1. No rcquest foe. The AGENCY shall not charge any fee for accepting requests

for access to information.

2. Retsonablo Cost of Reproduclion and Copying of lho lnformation. The

FRO shall immediately notify the requesting party in case there shall be a
reproduction and copying fee in orderto provide the information. Such fee shall

be the actual amount spent by the Agency in providing tho inlormation to th€

r€questing party. The schedule of fees shall be posted by the PAGASA.

3. Schedule of iees. PAGASA shall charge fees for requests in accordance with

the approved New Schedule of Fees for PAGASA products and services (see

Annox "G')

4. Eremption from Feo3. The PAGASA may exempt any requesting party from
payment of fees, upon request stating the valid reason why such requesting
party shall not pay the fee.

lSlPase
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SECTION 7. REOUEST TRACKING SYSTETI
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SECTION IO. ADMINISTRATIVE LIABILITY

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

Reprimand;
Suspension of one (1) to lhirty (30) days; and
Dismissal from the service

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

Approvod by;

a. 1sr Offense
b. 2"d Offenss
c. 3d Offense

NATH
Admin

Xl[lt\t\,/
ANEL T. SERVANDO, Ph.D
istrttor
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2. Procedure. The Revised Rules on Administrative Casss in the Civil Service
shall be applicable in the disposition of cases under this Manual.
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ANNEX "A"

FOI FREQUENTLY ASKED OUESTIONS

lntroduction to FOI

1. What is FOI?

Freedom of lnformation (FOl) is the government's .esponse to the call for
transparency and full public disclosure of informalion. FOI is a government

mechanism which allows Filipino citizens to request any infonnation about the

govemment 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.

Executive Order No. 2, s. 2016 is the enabling o.der for FOI EO 2, s. 2016

operationalizes in the Executive Branch the People's Constitutional right to
information. EO 2, s.20'i6 also provides the State policies to full public

disclosure and transparency in the public seNice. EO 2, s. 2016 was signed by
President Rodrigo Roa Duterte on July 23, 2016.

Making a Request

3. Who can make an FOI request?

4. What information can I ask for through FOI?

lnformation, official records, public records, and documents and papers
pertaining to official acts, transaclions or decisions, as well as to governmenl
research data used as basis for policy development.

5. Whal agencies can we ask for information?

An FOI request under EO 2 (s.2016) can be made before allgovernment offices
under the Executive Branch, including Government-Owned and/or -Controlled
Corporations (GOCCS) and State Universities and Colleges (SUCs).

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

6. How do I make an FOI request?

Through Standard Paper-based Request Form

2. What is Executive Order No. 2 S. 2016?

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

requeslors are required to present proof of identification.



rSlPase

a. The Requeting Party shallfillouta requestfrom and submitto the agency's
Rec€iving Officer. State tull name and contacl infomation, and provide a
copy ot valid governmenl-issued lD as p.oof of identily. Describe in detail
the in{ormation aequested.

b. The R€ceiving Officer shall validale lhe request and logs it ac.ordingly on
the FOI tracker or registry.

c. lf deomed necessary, lhe Rec€iving Officer may clarify the request on the
same day it was filed, such as specafying the information requested, and
providing other assislance needed by the Requesling Party.

d. The requeslwillbe forwarded lo the Decision Maker for proper assessmenl
The Oecision Maker shall ch6ck if the agency holds the information
roquested, if it is already accessiblo, or if the request is a rep€at of any
previous r6quest.

e. The request shall be foMarded to lhe officials involved to locate the
requested information.

f. Once all relovant infomation are retrioved, officials rvill check if any
exemptions apply, and will recommend appropriate response to the
requesl.

g. The FDM will be the one lo decide, all actions whether to release or deny
lhe request. lf necessary, the head of the ag€ncy may provide clearance to
lhe response.

h. The agency shall prepare the information tor release, based on lhe desirad
format of the Requesting party. lt shall be s€nt to tho Requesting Pady
depending on the receipt preference.

Through tho eFOl Podal (www.foi.oov.oh):

Requesting party is required to create an eFOl account. Through this account,

the Gquesto. will see a dashboard of all FOI requests made including the

resulls.

Requestors must log in lo his/her eFOl account

a. Click the Log-in button and enter the email address and password.

b. ln case the requestor is a new user, click th€ Sign-up button, and provide

the required information.
c. Once logged-in, the user will be directed to the Dashboard. The Dashboard

contains all the requests done by the accounl owner.
d. Click the'Make a Request'button. Once clicked, the user may choose the

name of the agenry.
e. Users will be directed to the Make a Request Page. Complele the roquired

flelds. OncE sent, the request will b€ foMarded to the Receiving Officer of
the concemed agency

PAGASA Freedomof lnformation P@plc's Manual
2025 Edition

Like the Standard papor-based requesl fom, requests mado through the eFOl
portal will be automatically sent to the agencies conc€med for immediate
procossing.
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f. The same process of clarification, retri€val, and approval of releasg applies
to the eFOl platform.

g. Once approved, the response will be posted to the use/s Dashboard.

7. Hotv much doos lt cosl lo make an FOI requ6st?

There are no fees to make a request but th6 PAGASA may charge a
reasonabls fee for necessary costs, including costs ol printing, reproduction
and/or photocopying.

8. What will I recoivo in rosponss to an FOI request?

The standard processing time is flftoen (15) working days upon receipl of the
request. Undersuch circumstances, an ageocywill inform you of an extension,
which shall not be longer than lweniy (20) working days.

10. What L l never get a re3ponse or my request is not grant€d or if I am not
satbfied with how the Agency handl.d my ROI request?

lf all administered remedies are exhausted and no rosolution is providod,
requestors may file the appropriate case in the proper courts in accordance
with the Rules of Courl-

PAGA5A rreedom of lnformation Peopl.'s Manual
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Requesting party will bs receiving a response either granting or denying the
request. lf the request is granted, requestor can oxpecl to receive the
documents as an allachment, through the eFOl portal, email, or be roquested
lo collect the documents at the PAGASA. lfthe request is denied, the PAGASA
will give an explanation on the grounds for lh€ denial.

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

lfthe Requesting pady is not satisfied with the response or if the PAGASA hils
to provide a response within th6 requir€d frfto€n (15) working days, the
requestor may wrile an appeal letter to the Contral Appeals and Revaew
Committee within fifteen (15) calendar days from the lapse of the requirod
response period. The appeal shall b6 decided within thirty (30) working days
by lhe CenlralAppeals and Review Commillee.



OPERATIONALIZING IN TIII] EXI]CUTIIT BRANCH TIIE PEOPLE'S CONSTITUTIONAL
RIGIIT TO IN}ORMATION AND THE STATE POLICII;S TO FTILL PIJBLIC DISCLOSURE
AND TRANSI'AIiENCY IN T}IE PUALIC Sf,RVICE AND PROVIDING GI]IDf,LINf,S
TIIEREFOR

ANNEX "8"

WHEREAS, thc incorporation olthis right in the Constilution is a rccognition oflhc fuDdariental rolc

of ftee and open cxchangc of information in a democaacy, meant to enhance transparency and

accomlability in govemmefi omcial acls, trarMclions, or d$isions;

MAI,ACANAN PAI,ACII
MANILA

WHf,Rf,AS, Section 7, Aflicle III ofthe Constitution guarantees the right ofthe people to information

on matten ofpublic concern;

WHEREAS, pmuant to Section 28, Article Il of the 1987 Constitution, lhe State adopts and

implements a policy of full public disclosure oI all its tansactions involving public intcrest, subject to
reasonabie conditions prescriH by law;

WHIIRf,AS, lhe Executivc Bruch recognizes the urgent need to op€ralionalize these Constitutional
provisions;

WHERf,A-S, (hc president, under Seclion 17, Aricle VII ofthe Constiotion, has control over all
cxcculivc AGENCYS. bueaus and oflices, and thc duly 1o cnsuft thal lhc laws bc lailt irlly cxccutcd;

WHDREAS, the Dala Privacy Act of 2012 (R.A. 10173), including its implementing Rules and

Rcgulations, slrengthens the fundamcnlal human right ofprivacy, and ofcommunicalior while ensuring

thc liee flow ofinformation to promolc innovalion a growlh;

NOW, TIIf,REFORE, I, RODRIGO ROA DUTf,RTf,, Prqridcnt ofthc Philippincs, by vi(ue ofthc
powqs vesled in me by the Conslitution and cxisting laws, do hereby order:

S'CT()N 1. Delinition. Iror the purposc of this Exelutive Order, the following terms shall mean

(a) "lnfonnarion" shall mean any records, documents, papcrs, r€potu, Ielters, oodracls, minules
and transsipts of official meetings, maps, books, photogmphs, dat4 research materials, films,
sotmd and video rccording, magtretic or olher tapes, electronic data compuler stored datA any
othcr likc or similar data or materials rccorded, stored or archived in whatever forma! whcther
oflline or oDlinc, \vhich arc made, receivql, or kcpt in or under the control rmd custody of any
govcmmcnt officE prmuant to law, c\ecutive order, ard rules and regulaliorrs or in connection
with the pcrlbrmanc€ or tmnsaction ofoltrcial business by any govenunent office.
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BY TIIE PRESIDENT OI' THE PHILIPPINES

EXECUTIVE ORDI]R NO. 02


