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SECTION 1: OVERVIEW 

1. Purpose oftbe Manual: The purpose of this FOi Manual (Manual} Is 
to provide the process to guide and assist the PSC In dealing with 
requests of infonnation received under Executive Order (E.O.} No.2
on Freedom of Information.

2. Structure of the Manual: This Manual shall set out the rules and
procedures to be followed by the PSC, when a request for access to
information Is received. The Chairman Is responsible for all actions
carried out under this Manual and may delegate this responsibility to 
the Executlve Director or the respectJve Bureau Heads of the
attached offices. The Chalnnan, the Executive Director, or the
respective Bureau Heads, may delegate a specific officer to act as the
Decision Maker (OM) and shall have overall responsibility on the
Initial decision for the FOi requests, (I.e. to decide whether to release
all the records, partially release the records or deny access).

3. Coverage oftbe Manual: The Manual shall cover all the requests for
information directed to the PSC and all its attached offices.

4. FOi Receiving Officer: There shall be an FOi Receiving Officer (FRO)
designated at the PSC. The FRO shall preferably come from the Public
Assistance or Information Office, or Its equivalent or the PSC. The
FRO shall hold office at the Records' Office of the PSC located at the
Ground Floor of the PSC Admin Buildlng, Rlul Memorial Sports
Complex. Pablo Ocampo Sr. St, Manila.

The functions of the FRO shaJI Include receiving on �half or the PSC 
all requests for Information and forward the same to the Jppropriate 
office that has custody of the records; monitor all FOi request and 
appeals; provide assistance to the FOi Dec1Sion Maker; provide 
assistance and support to the public and staff with regard to the FOi; 
compile statistical Information as required; and, conJu.'t iniual 
evaluation of the request and advise the requesting party whether 
the request will be fol"\YJrc.led to the FOi Dais1on Maker for further 
evaluation, or deny the request based on the following grounds: 
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Extension of Time 
Notifying the requesting party of the decision 
Approval of Request 
Denial of Request9.

Overview Overview 
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SECTIOr 2! DEIINITIOI{ OF TEnMS

data.gov.pb The Open D.t wrbsile that the Sovernm.nt's oomPrehe.Eive
portai for all Pubtic Sovernment dala thal ls s..rchable, underslandable, and

accesslble.

GFol,tov.ph, Th. website lh.t server as the Sovernmcnt's comprahcosive

Fol website for all informatlon on tte Fol. Among many othcr featurct,
eFol.gov.ph provldqs t cenEal resour.e for the public to unde6tand the fol,
to locite iecords that are already available online, and learn how tor mak. a

request for lnformation lh.t is not yet publicly available. cFOI-govph also
promot"s 

"gency 
accountablllty for the edmlnistrauon of lhc FOI by

graphlcally displayin8 the deEiled slatlsdcs cootain€d in Annual Fol R€porc.
so thatthey can bc comparrd by agency ovea llme.

lNfORnUlTlON. Shall mear any r.cords, doqrments, pepe6, rcporB, lencB'
contracts, mlnutes and transcriPts, of omcial mectings, maps. book,
phototraphs, data, r€search. materials, fllms, sound and video r.cordin&
ma8netlc or other taprs, electronlc data, compurer srored dala any o$er likc
or slmilar data or matcrlals recorded. stored or.rchlved in whaEver formll
whether offllne or onllne, whlch are made, received or kcpt in ot under the
coatrol and cultody of any governmcnt omce PuEuant to law, executive
order, and rules and tegulations or ln connectlon with the ptrformance or
transaction ofomclal buslness by aoy tovemmenl om(e.

l fORMAfrcN fOR DISC6SURE, Irformation pronDting tie lwarcness
and qndcrstanding of pollcles, pro8rnms. actlvitlEs, rules or rcv6lons,
aflecting the publlc, Sovernmcnt agencles, nnd tht community rnd economy.
It also lncludes lnforntitlofl encourJgins famillartty with the 8elrerJl
operatlons, thnrsts, and proSrJn$ oi the governnlrnL ln line rvith the concePl

of proacuvc disclosure and open d.rta. thest types of inlormJtion qin Jl.cJdy
bc posted to 8overnmeot wchsites, such ls httlt:,//rvww.u'eb.psc.8ov.ph/ or
data.gov.ph wllhout llecd forwrlttcfl reqn$ts frum $d Publl(.

OFFI€|AL RECOnD/S, Shall refer to ltrformJtlon Pnrdutetl or r$celvetl by a
pu}llc ofllccr or cmployor, or by r Buvttltttrrnl olllce itl nn olllclrl (rp.rrity or
pur$uant toJ pulrllt lututlon or(luty.

l

a, Thatthe form ls incomplete;
b, That the information ls already dlsclosed et the pSC's omdrl

wcbsitc which Ir httpr//wrvw.web.psc.gov.ph/or dara.gov.ph,

5. FOI D,ccl3lolr lrlakcn There shall be .n FOI Declsion Mak€r (FDM),
dcsignated by the Chairma[, wlth a rank of not lower than a dlvision
head or its equivalent. The FDM shall be the divlsiotl head who shall
conduct evalualion of thc reqqest for lnformatlon and has the
authority to gra[t the request, or dany l! based on thc tollowing
Smqndsi

a, That the PsC does not havr the informatlon r€qucst€di
b. That the lnformatlon requeJted contalns sensitlve Prrsonal

lnformatlon protected by the Dala Prlvacy Act of2012;
c That the information request d falls under thc exceptions to FOI;

or
d, The r.qu€st is all unreasonablc subsequc[t lderdcal or

substantjally simllar requ.st from the same rcquestlng pany
whose request has alreldy becn pr.viously Srantcd or denied by
rhc PSC.

6. Ccnoel App.als aod tcvlcw Commlttcc: There shall be a ccntr-.I

appeals and revtew comm,ttee composed of three (3) of,lclals with a

ranl not lower than a Commlssloner to .€view and analfue the Srant
o. denial of the requesa of information, The Commlttee shall also

provid€ erpcrtadvice to the Chalrmanon the denlal ofsuch requesl'

7. Approv.l .rd DcBlal of Rcquctt to lrform.don: Tie Dedslon

Maker shall approve or deny all requesB ofloformatlon. ln case

wh(re the Decislon Maker i5 orl orndal leavc, the Chairman may

dclcSate such authority to any ofnccr not below fie rark of a

Dlrector.



OPEI{ DATA" Refers to publicly available data sEucrlred in a way that
enables the data to be fully discoverable and usable by end users.

PUBUC RECOnIrS Shall include informador requtred by laws, erecudve
otde6, rules o. retulatiols to be entered, kept, and made publicly avallable
byagov€rnment office.

PITBUC SERVICE CONTRACToR. Shall be d€flned as a privare endty thar has
dealin& coaEac! or a transaction of whaaever form or klnd with the
Sovemment or a Sovernment agency or orlice that udlizes publlc funds

PEnSONAL l rORMATIOI|. Shall r"fer to any lnformadon, whether
recorded in . material form or noL from which the ldentity ofan iDdividual ls
apparcnt or can be rcasonable and direcdy ascertained by the entlty holdirg
the information, or when put together with other information would dlredly
and c€rtainly identify an individual,

SENSITIVE PER!,O AL lNFOni,t^ATlOl{. As denred ln th? Data Prlvacy Act of
2012,shall refer to p.rsonal informationl

1. About an individual race, ethnic orlgin, m.rltal status, age, color, and
religlolrs philosophlcal or political afnliadons;

2. About all lndtvldual health, educadon, geoetic or sexual llfc ofa plrson,
or to any proceedings for ary offense committed or aileged to have
commlned by such person, rhe dlspos.l of such proc€edtngs or the
sentenc?otasy court ln such proceedinSs;

3. lssucd by government ateocles pcculiar to ao lndlvldual which includec,
but not limited to, social recurity membeE, previous or hralth records,
licenses, or its denlals, suspenslon or revocation, alrd taxreturns; and

4, Speclllcally establtshed by an executivc order or an act of Congress to bo
keptclassi,i€d.

SECTION 3. GLOSSARYOF TENMS

ADUII{ISTRATTVE fol APPEAL An lrdependent revicw of the lnillal
determination made tn request to a FOI requesL Requesdng parties who are
dlssatistied with the respons! made on their hitial request have a right to
apgeal that inittal determination to atl omce with $e atency, wbich wtll then
conduct aI independent revlew.

fi{NUAf Fol REPORI. A r.port to bc filcd each ycat wlth thc Pr6idendal
Communicatio$ operations orfice (PCOO) by all govemment agencies
detailing tle admtnists-ation ol the FOl. Annual Fol Reports .ontain detailed
statistics or dre number of FOI requesB and appeals received, processed, and
perdlnt at each gove.nment ofrce.

CoNSULTATIOI{. When a Sovemnent omce lo€tcs a record that contains
lnformadon ofioterest to another omc€. it will ask for the views of drat other
agency on the disclosability of rhe r€cords befor€ any nnal detlrminatlon is
made.This process is called a 'consultatioD'.

EXCEPTIONS. lnformatiofl that should not bG released and dlsclosed lr
aesponse to a FOI request because they are protectd by the Consututions,
l.ws orjurlsprud.Dce.

FnIEI,OM OF INFOn ATION (FOl). The Execttive Eranch recogniz6 the
rl8,hr of the people to information on matters of public mncern, and adopB
and lmplements a policy of full public disdosure of all its transactiols
involving public ioterest subject to the procedures and limirations provided
ln Executive Order l{o. 2, Thrs right is indispensable to the exerclse of the
rlght ot thc people and their organlzarions to €tTective and reasonable
participatlon atall levcts ofsocla\ politicala.d economlc decislon-making,

tol COI{TACT. The name, address alrd phona numb$ .t each pSC ornc6
whercyou can make a FOI reqtesl

fol REQUEST. A wrinen .equest suborined ro PSC personally or by cmdl
asklllB for reconls on iny ]oplc. An FOI request can generally be made by any
Flllpino to any govnrnmrnt ollic!.

{



FOI RECEIVII{G OFEICE. The prinrary contact at each PSC office where the
rcqucsting party can call and ask questions about the FOt prccelt or the
pc[dlng FOI requesL

fnEQUENTLy nEQUESTED INFOnMATION. Info released tn response to an
FOI rcqucrt thar the PSC dclermines have bccome or are likely ro become the
subiect ofsubsequeot requests forsubstantially tha same records.

FULL DENIAI. When the PSC cannot release any records in .esponse to an
FOI aequcst, beaause, for erample, tie aequested information Is erempt frorn
dlsclosure ln it5 cntlrety or no re@rds responsive to lhe rcquest could be
locared.

PULL GRA T. When a governmert offlcc is .bte to dlsclose .ll .ecords ln full
in response to ao FOI request.

MULTI.TRACI( PROCESSING. A systerD that dlvld6 incominB FOI requerts
accordlng to tle,r complexiry ro tiaa simple requests regulring rel.tively
minimrl roview are placed lh one prccessirg track and more coftplex
rcqucst$ are plaaed in one oa more oti€r track. Reguesti granted expedited
processlnt are placed in yct enother track Requests in each taack are
processed oo . llrst in/nrn outbasE.

PARTTAL GPANT/PARTIAL lrEt{lA"L. When the PSC ls able ro disclos.
ponions of the record5 ln response to ar! FOI reques! but must deny other
port!ors of lhe request'

PSIDUVG nEQUEST OR PEr{Dlt{C APPEAL, An FOI request or
admrnist ltive appeal for which the PSC has not yet taken flnal action in all
rcspects. lt captures anythrng thar ls open ar a glver tirme lflcluding r€quests
that are wcll withir the rtarurory response tlme.

PITRPECTED Rf,QUEST. An FOI .equest, r.vhlch reasonab,y dcscrlbes the
rc(ords, sa,trSht and is made in accordalce with the PSC'S regulatlons.

PROACTIVE ITISCLOSUR.E. loformat,on made puhlicly rvailnblc by rhc PSC
wrlhirut w.rltmg lor a spcclflc FOI request. Covcrnmcnt agrnctcs rlow post on

their wabsiaas a vast amount of Datcrlal conaemlnt th€lr functions and
mission.

PROCESSf,D nEQUESr On PROCESSED APPEAL Thc number ofrequests o.
appeals where th€ agenry has .o.npleted ilt work and sent a final resPolrse to
therequester.

Rf,Cf,IVED REQUEST OR R.ECEIVED APPEAL. Atr FOI r.qucst or
admanisrativ€ appe.l thal.n agency h.5 received wirhln a Sscal y€ar,

REFERML When the PSC locates a r€.o!d that orign.ted with, or is
other,.vise of primary lnteresl to another a8ency, it will forward lhat reaord
to lhe other agency to process lhe record and to provide tie find
determinatior direcdy to the requesler. Thls proce$s i5 called a'r€ferral'.

STMPLE REQUESr. An FOI r.queit that the PSC anticipates will lnvolve a
small volume of m.terial or whlch will be able to be proc.ssed relatively
qulckly.

SECrlOr,a. PROMOTIOrl OF OPENNESS lN GOVER"NMENT

1, Iruty to Publlsh ln,ornradon. The PSC shall regularly publlsh, prinr .nd
djssernioate at no cost to the publlc and in an acccisrble fonll, in
conJunction with Republic Act 9485, o. the Anti-Red Tape Act of 200?,
and through thelr w€bsite. rimely, truc, accuhre afld updated key
loformadoh, but rot limited to:

a) A d€scriptloo of its mandale, slructura, powers, futlctions, duuls
ard decision-maLlng processes;

b) A descriplion of the frontline servlces it deli!.rs and thc
procedure ard length of time by ryhich they nray beavarledof;

c) 'fhe [nmes of lt5 key omchls, ther pow.E. funcuo[s ard
responstbilliicc.And lhcl. prollL,r.rnd (urr[lllunr rttre;

t
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d) Work programs, development plans, lnvesbnent plans, projects,
perfonnance targets and accomplishments. and budgets,
revenue allotments and expenditures.

e) Important rules and regulations, orders or decisions;

f) Current and Important database and statistics that it generates;

g) Bidding processes and requirements; 

h) Mechanisms or procedures by which the public may participate
in or otherwise influence the formulation of policy or the
exercise of Its powers.

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

3. Keeping of Records. The PSC shall create and/or maintain In
appropriate fonnats, accurately and reasonably complete documentation
or records, policies, transactions, decisions, resolutions, enactments,
actions, procedures, operations, activities, communications and
documents received or flied with them and the data generated or
collected.

SECTIONS. PROTECTION OF PRIVACY

While providing for access to Information, the PSC shall afford full protection 
to a person's right to privacy, as follows: 

a) The PSC shall ensure that personal Information, particularly
sensitive lnform3tion, In Its custody or under Its control ls disclosed
only as permitted by existing laws;

b) The PSC shall protect person31 Information In Its custody or under Its
control by making reasonable security arrangements against
unauthorized access, leaks or premature disclosure;

c) The FRO, FDM, or any employee or official who has access, whether
authorized or unauthorized, to personal information in the custody
of the PSC, shall not disclose that information except as authorized
by existing laws.

SECTION 6. STANDARD PROCEDURE 

1. Receipt of requestfor Information

1.1 The FOi Receiving Officer (FRO) shall receive the request for
lnfonnation from the requesting party and check compliance of 
the following requirements: 

• The request must be In writing;

• The request shall state the name and contact information of
the requesting party, as well as provide valid proor of
Identification or authorization: and

• The request shall reasonably describe the information
requested, and the reason for, or purpose or, the request for
Information.

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 form and a copy of a duly recognized 
government 10 with photo. 

1.Z In case the requesting party Is unable to make a written request,
because of llllteracy or due to being a person with d1sabihty, he
or she may make an oral request, and the FRO shall reduce it In 
writing. 

1.3 The requut shall be stampl'd received by the FRO, indicating the 
date Jlld lime ut the rcct•lpt of the writll•n request, and the name, 
rank, title and position of the public otlker who actually 
received It. wlth a corresponding stgn,1ture and a copy, furnished 
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to lhe requesting party. In case or email requests, the email shall 
be printed out and shall follow the procedure mentioned above, 
and be acknowledged by electronic mall. The FRO shall input the 
details or the request on the Request Tracking System and 
allocate a reference number. 

1.4 The PSC must respond lo requests promptly, within fifteen (15) 
working days following the date of receipt or the request. A 
working day is any day other than a Saturday, Sunday or a day 
which is declared a national or local public holiday In the 
Philippines. In computing for the period, Art. 13 or the Civil Code 
shall be observed. 

The date or receipt of the request will be either: 

a) The day on which the request is physically or
electronically delivered to the government office, or
directly into the emall lnboxof a member of staff; or

b) If the government ortlce has asked the requtsting party
for further details to Identify and locate the requested
Information. the date on which the necessary
clarification Is received.

An exception to this will be where the request has been emailed 
to an absent member or staff. and thlS has generated an ·out of 
office· message with instructlons on how to re-direct the 
message to another cont.act. Where this Is the case, the date of 
receipt will be the day the request arrives in the lnbox of that 
contact. 

Should the requested Information need further det.a1ls to Identify 
or locate, then the 15 working days will commence the day after 
it receives the required clanflcauon from the requesting party. 

2. lnJtial Evaluation. After receipt of the request for Information, the
FRO shall evaluate the contents of the requc:.L

2.1 Request relatin1 to more than one office under the PSC: 
If a request for infonnauon is received which requires to be 
complied with by the different offices concerned and ensure 
that it is well coordinated and monitor compliance. The FRO 
shall also clear with the respectJve FROs or such offices that 
they will only provide the specific information that relates to 
their offices. 

2.2 Request lJl.fornutJon i.s not la the custody of tbe PSC: If 
the requested Information is not in the custody of the PSC, 
following rererral and discussions with the FOM, the FRO 
shall undertake the following steps: 

• If the records requested refer to another office, the request
will be Immediately transferred to such appropriate
department through the most expeditious manner and the
transremng office must inform the requesting party that the
Information ts not held within the 15 work111g day limit. The
15 working day requirement for the receiving office
commences the day after 1t receives the request.

• If the records rerer to an offi� not within the coverage or
E.O. No. 2, the requesting P3rty shall be 3dvised accordingly
and proV1ded with the contact det.ails of that office, if known ..

2.3 Requested Information Is already posted and available 
onJlne: Should the information beln� requested Is alreJdy 
posted and publicly a,•a1lable m the PSC website, 
www.psc.gov.ph, J.ita.gov.ph or fo1.gov.ph, the FRO shall 
inform th� requesting p.1rty of the sJ1d fact and provide 
them the website link where the Information Is posted. 

2.4 Requested Information Is substantially similar or 
Identical to th� previous request: Should the requested 
111fom1at11>n be subsuntJally similar or idenucal to a 
pr�v1ous r�qu�t by the s.1me requester, the request shall be 
(kfll,•J. However, the FRO shall inform the applicant or the 
re.isun uf such d�nial. 
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3. Transmittal from the FRO ta the FDM: After receipt of the request

for infunnanon, 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 wntten 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 acknowledgment of receipt of the
request

4. Role or the FDM ID processin1 the Freedom of lnf'ormadon
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 nou the date and time of the receipt of the
information from the FDM and report to the Chairman or the
des1gnaud Commissioner-in-Charge, 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 clar1ficauon shall stop the running of the 15 working day
period and will commence the day after It receives the required
clanficauon from the requesting party.

If the FDM determines that a record conu!ns Information of Interest
to another office, the FDM shall consult with the agency concerned
on the d1sclosab1l1ty of the records before making any final
det.ermmat1on.

S. Role of the FRO to transmit the lnrormatloa: Upon receipt of the
requt.-StL•c.l mlurmauon from the fDM, the FRO shall collatt> .ind
t>n\ure that tJ1e information 1s rompli?te. He shall Jttach a
cover/Lr.in�mllWI letter signed by the Ch.>lrman or the
Comm1ss1oncr-m-Charge and ensure Lhe lransmttUI of sul'h to lhe
requesting party within 15 working days upon receipt of the request
for Information.

6. Request for an Emnslon of Time: If the Information requested
requires extensive research of the government's office records
facilities, examination of voluminous records. the occurrence of
fortuitous events or other analogous cases, the FDM should inform
the FRO.

The FRO shall lnform the requestlng party of the extension before 
the expiration of Fifteen (15) Day period, setting forth the reasons 
for such extension. In no case shall the extension exceed twenty (20) 
working days on top of the mandated fifteen (15) working days to 
act on the request, unless exceptional arcumstances warrant a 
longer period. 

7. Notifying tbe Requesting Party or tbe Approvalf()enlal of tbe

Request: Once the FDM approved or denied the requt"St. he shall
Immediately notify the FRO who shall prepare the response to the
requesting party either In wriung or by email. All actions on FOi
requests, whether approval or denial. shall pass through the
Chairman or the Comm1Ssloner-in-Charge as the case may be, for
flnal approval.

8. Approval of' Request: In case of approval, the FRO shall ensure that

all records that have been retrieved and considered be checked for
possible exemptions, prior to actual release. The FRO shall prepare
the letter or email mfonning the requesting party within the
prescribed period that the request was granted and be directed lo
pay the applic.ible fees, 1fany.

9. Denial of Request: In case of denial of the request wholly or

partiJlly, the FRO shall, within the pres,ribed penod, nonfy the
requesting p.iny of the den I.ti m wnting. Thi- nutke shall clc.•arly set
forth the ground or iiruunds for Jl'IIIJI and the drrumstc1ncn on
wh1.:h the d  entJI is b.a�t'<I. F.11lure to notify the requt>Stini:
party of lhl• .inion t.iken on till• n·,1uest within thl• JlL'lilld h,•rrln
rn1\·(d<.'d shall bt! ,teemeJ J Jenl.1I ol' the req\le:.t to informJllon. All
dl•mJIS on
FOi requests shall pass through the Office of the Chairman or the
Commissioner-lo-Charge.

10. Referral Process - When the requested information is not in the
possession of our office but is available in another government
agency under Executive Branch, the request shall be immediately
referred by our office to the other government agency through the
most expeditious manner but not exceeding three (٣) working
days from the receipt of the request. This shall be considered as 
the “First Referral” and a fresh period will apply.
Referral to the appropriate government agency shall mean that 
another government office is the proper repository or custodian of 
the requested information or records or have control over the 
said information or records.
If our office fails to refer to the request within three (٣) working
days upon receipt, the FRO shall act on it within the remaining 
period to respond pursuant to EO No. 02, s. 2016. No fresh period
shall apply.
If our office, in good faith, erroneously referred the request to 
another office, the latter shall immediately notify the former as 
well as the requesting party, that the information requested is 
not available in their agency.
The Government agency to whom the request was referred under 
the First Referral may subsequently refer the request to another 
government agency under the procedure set forth in the first 
paragraph. This shall be considered as the “Second Referral” and
another fresh period shall apply.
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A person whose request for access to information has been denied may avail 
himself of the remedy set forth below: 

1. Administrative FOi Appeal to the PSC Central Appuls 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 Appeal by the Heads of the PSC offices may be
appealed by filing a written appeal to the PSC Central
Appeals and Review Committee within fifteen (15) calendar
days from the notice of den la I or from the lapse of the period
to respond the request.

b) The Appeal shall be decided by the Chairman upon the
recommendation of the Central Appeals and Review
Committee within Thirty (30) working days from the filing
of said written appeal. Failure to decide within the 30-day
period shall be deemed a denial of the appeal.

c) The denial of the Appeal by the Chairman or the lapse of the
period to respond to the request may be appealed further to
the Office of the President under Administrative Order No.
22, s. 2011.

2. Upon exhaustion or administrative FOi appeal remedies, the
requesting party may file al the appropriate judicial action ln
accordance with the Rules of Court.

Referrals under this Order shall only be limited to two (2) subsequent 
transfers of request. A written or email acknowledgement of the referral 
shall be made by the FRO of the government agency where it was referred.

The requesting party shall be notified of the referral and must be 
provided with the reason or rationale thereof, and contact details of the 
government office where the request was referred.

VII. Remedies In case of denial of request

lX. FE

E

S 

1. No Request Fee. The PSC shall not charge any fee for accepting
requests for access to Information.

2. Reasonable Cost of Reproduction and Copyinc of tbe
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 to the requesting party. The schedule of
reproduction fees shall be posted by the PSC.

3. Exemption from Fees. The PSC may exempt any requesting party
from payment of fees, upon request stating valid reason why such
requesting party shall not pay the fee.

X. Admlnlstrative Liability

t. Non·complianu with FOi. Failure to comply with the
provisions of this Manual shall be a ground for the following
administrative penalties:

a) 111 Offense- ReprlmJnd:

b) 2

nd Offense - Suspension of one ( 1) to thirty (30) d.lys; 
and 

c) 3rd Offense - Dismissal from the service.

2. Procedure. The Revised Rules on Adnunistratlve Cases in the
Civil Sl'rvke shall be .ipphl"Jble In the d1spos1uon of casl"S under
this M,mual. 

9 

VllL REQUESTTRACKJNCSYSTEM 

The PSC 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. 



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 agency. which
provides for more stringent penalties.

Name of Office 

Records Office 

ANNEX"A" 

FOi ReceMng Officers of the PSC 

Location of FOi Contact Details 
Receiving 

Office 

Ground Floor, Records.psc.gov.ph 
AdmlnBldg. 

Rizal Memorial S25-0808 local 
Sports 1S9 

Complex, Pablo 
Ocampo Sr. St, 
Malate, Manila 

Assigned FOi 
Receiving Officer 

Ms. Caroline 
S. Tobias
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ANITEX'r

EXCEPTIONS TO ruGlrT OF ACCESS TO INFORMATION

Thc followingarethe cxcepuons to the rightofaccess to lnformaUo[ as
.eco8nizad by the ConsUtuUoo existing laws, orJurlsprudencc.

l. hformadonov€r€d by Exacutlvc p.iviletc;

2. PrivllcSed informadon r€ladngto Dational s.curity, defense or
lnternadonal ralations;

3. lnformadon concernin8law Gnforcament and prot€ction ofpublic and
personal safcty;

,1, hformation decmed confideflUal for the prot€ction of the privacy of
personiand ccrtain lndlvlduals sqch as m I nors, vlctlms ofcrlmet or the
accused;

5. lnformatlon,doormlnts or records know[ by reason ofomcial capaclty
and are deemed as conlldential;, includinS those submitted or disclosed by
entioes to Sovernm€nt agencles, tribunals, boards, or omcers,ln relatlon to
the performance ofthelr functlons, or to inquirics or lnvestiSatlon conducted
by thcm ln the erercise oflheir admlnlstrative, reguhto.y or quasl.rudlcial
powers;

5. Preludicial prematurc disclosure;

7. Records of procc€dlngs or Informauon from procedlnts which. pursuant
to lawor relevant rulesand regulatlontara E€ated as confld€ntlal oa
pravilcged;

8. Matters consldered connd€rtlal u[der banklnSaod flnancc law'and ihelr

am€ndatorylaws; and

9. Otheraxceptions !o the riSht !o lnformatlon under laws,lurisprudence'
rules and reSulatlon.
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 XI{Er.D.

FOI RequestForm

Pllll,tPPt E sports coMMrsstof,

Alal il.rEod.l $ont Compl.x,
hblo Oc.lllro Sr. SL, Melrlc. ll.lm llbrll., Phlltpph.t

PORl,tUt-AtYO G l(^HtL[rG ?r (FOD

Fol R.el,,aForfi

P,rtlc^ul,l aworr.)-CO ItT CT Not
Lt60^ /S1rno.!,"J-PENA tDol.,
TIx^XAx(IddrlI',-Irnur n p !r l^xrrxuxflrd{rJ.iltl
PAR.tAll tlc P GT IICG PllG llilPORMrtSYOli
(Hov would )E! Lk .o ltc.tv. th. tnlodn ,lon?)

gm.ll- Th

Porr.l AddrBr 

-

Pt Y-!D Pfid ttou,l) 

-

C.w".llt8lonlhI. Iry

P.rl,/Or.r nr Pagut l.3.:
(Dot.mn olsubdtt,'lon)

(L,,n,dgdo n tbzbo at potgala g ao}o mbc,.)

Tron8 llrjprpa ru r.y naC.lfrlntl{.t po.:
(Cr^Ut d br)

url 68 rrh18.w.nt akryonr
(lYp. oI Adon Con.h/<t d)

Irlrk dy ul nl rf,..rlwd ,r)

FOI I..!rvhgOlflllr

AI{NEX'E - r'

fOI N,ESPOiISE TEII{PITTE - DOCUMEITT EI{CLOSED

DGa!-

Gr€.in8sl

Thankyou foryour rcquest dated <lnsert datir> undar Ereqrt w ord€r No.2
(s.2016J on Freedom oflnformatlon ln the Execudve 8iach.

Yorrr iaouast

You.sk!d for <quote rcquest oxac{y, unlcss il l3 too lon&/compli6t!6.

naqronr. to your Equart

Ysur FOI request ts approved. I enclosc a copy of (somelmosvaluof rhr
lnfolmrtlon you rcqucsted (in ti. formatyou askcd for)

Thankyou.

Respectfully

u

DATE

FOI Recclvtnt Omcor

(Lunsgdo to tbaba 49 poieeh^g arlolhnbo!)

TrruLO t{C mXU rEilTo ffld. ol D. n 
^a)!UCA T^ol{/P^tl^HO C SAXllW(Y.o.):

L YUXII{ (P!rpor..l.



ANilET'E-2'

FOI RESFONSE TEiIPIjTE . ANSIVER

DATE

Dear .

Greedngs!

Thank you for your request dated <lnsert data> under Executlve Order No. 2
(s20 16) on Freedom of lnformadon ln the Executive Brach.

Yourrcquest

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

Re{ronse to your rcquest

Your FOI request ls approved. The answer to your request ls <lnsert answer>

Thankyou.

Respectfully.

FOI RecelvtngOfllcer

/w]{EX'E - 3'

FOt nESPOXSE rE['tPl TE - InCUffEt{T AVfltIALE OtUilE

DATE

Dcr-

Grc.UnSs!

Thrnk you for your rcqu.r! drLd .lns.rt d.tp undcr Erocudvc Ordcr ilo, 2 (s2015) on
Fracdom oilnformetlon ln tlrc Excglrdvc Bnch.

Illrl.rtql&r!

You eskcd for <quotc ruquast ecdy, unlcar lt lB too lon&/compllcatcd>.

nErDotrs totgui Equeit

(Sornc/Mo{All) of thc lnformatton you hrw rcqust"d is .lrady evalhble onllnc from <rdd
detarls of wh.re thrt rpeonc lnformruon cen bc obtrlncd c€. rvwupscgov.ph, daa3ouph,
folgov,ph or otier Sovcrnmcnt tvabsrtai>.

Your rltDt to r.dua.t r mvhw

lf you rf! unheppy wtth thB rrrponsc to your FOI nsqu.rq you may ask us lo carry out.n
lni.rn.l rrvtlw of ihc rcsponsc, by writing to Hoo. WlllLrB l. nemlrG1 PSC Chruman. Your
r6,rcw ruqucat should cxplaln why you rrc dtssausf,cd wlth rhts r!'Don9a. and :hould bc madc
tl'lthtn tS calcndar drys fmm thc drtc when you raceivcd thls lcBcr. We wlll compleL tlta
rcvlcwand ull you tic rlsulB within 30 celcndar days whcn wa rccllw your Evlew rlquc6t.

lf you art not s.usllcd with thc rcsult of thc rcvtaw. you thcn hrrrc thc rlght to rpplel to tha
Omcc o[th. ftltitdcnt undcr Admlnr$tr.grr. (Hcr l{q 22 (* 20f l).

ncspcctfully.

FOI RcctavlnS Omc!l
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Ait{Er ? - 4'

FO I RES?OI{SE 
'Ei'PIITE 

- DOCUMCITT XOf AVA'ITBI.E

A EX'l - 5'

fol nDSPoflSE TEIIPI,TE - UttDER aXCePTlorS

Ga.?!rD:

Thankyos tot yout rcquen dalad <rni.n d:tt, undar Erc<ulit? ordct No 2 {r20f5}
or t rccdon ol Inlotnaoot to tltc EXtrUwc Brr.h

whrl. our.rln rt to provdc lnform.tlon whclr.vat poltlbla.l'l thlt inil.tro tte Psc

drrs nol have lha tnlorm.rtDn you hrve foquct(d Howerer, you m''y wlth to (onlzct

<lnLlt naln€ ot othaa auoorlty,/oltrnrlaoon> :! <int"t conlact d'tttlt'' wio m'y
b. .bl. ro hclg you Thc rtesons why wc don't h5/a lhc i,fornttbn 

're 'rpl'im{ 
i'

th. Annar lo tirr latLl.

Whrl€ our .|m lr to proYide lnrormauon wh.n6/ar posrbl'' lll diB lnr(J*t I Psc.f:

uneble !o oto$da tha ln oamJl|on you hava raquctEd bc('u!' 
'n 'r(cPtlonIi] 

und'r
r".tion1t;'.tn.".r .Pua,alc ltcuon numbcrlt) ol lhc Llst o' Er(cauont tDrl 

'Pplrt5--io
l',iar tniormerron,. ihc rce5on why oat.lcaPuo'(tl 

'PPlrt 
rrc exPl'rncd rn u'lt

Anncr to thlr lanet.

0.ar-

Yg|IllqtEl

Yo{ ..Ld tor <qtDl. r.quel .trdr. snL$ ll lt l@ bn,,con]9lk,t1d>'

fasror.loEllr!4ltar,

t lrp.drully.

Oaat-#
6rrtgrtr!

Th.nk you ,or !6u, r.ql,tl dittd 'lr!.n d.E> u rd'rt Elt,r,tldw O!d'r fio Z (12016l

on Fridon ol lnlormrtlon ln ah. Ertculkr El".dr'

fbrlracrcd

You arbd foi <quot! r.qultt d-tlr, !nl.t lt It loo hn',,l<o'nol,.rtd>

R.nla6.. lay6.r" 7.{u..t

DATE

RGip((rlullY.

vour rlrt. lo rr{$.<l i .!wl.s

ll yol.r ..G unh.pPy lYlth thri .e5pon* to yout FOI raguctt' you l.y ask !t- to caiy
oui an rnurnal ievrcw ol lha rctpontc. by lYillln[ to Hon. Wllllzm I' nsmlrq PSC

a.h.rmz6 Yorra rwtrw rcqucll thould txplarn why you arc dr$auifrcd wlth thlt
tarprfita. :nd ihould b. m.tarc wl rln 15 <al€nd,i dayr ,tom lhe dat' whcn yolr

rcervcd th,. Eattt we wrll (t)mPl.tt lhc.(vl€w.nd tlll yoll th' tcllll, wllhn 30

aalcnd2r d.yt w!l.e,n tde lccrlvs yout rcvlcw aequcll

lryou.rr nol rurl,rd wtth thc r6ult o, tllc tevltw, you lhcn h;'v' th' rlthr io aPpral

rrit. df". of l,he Pr.srd€nt undtr Ad,nrnlttrarvc Ordc.l{o.22 (t 201tl

Yllrrlltnllcla[lrlrl,l8rltr
ll vou are unhappy wrlh thit ie:ponte to yola Fol rGquGtL you lnny atl u! to c'rn/
oui an lntcrnel io,rew ot the rciponr!, by wrrilnS !o ton' wllll'rm l nJml"G Psc

Chrrrm.r.. Your .cvBw rcquctl ihould €xPl.lrn why you '!t' dtrlrtrtl'lr' hr$ lhrt
,ctponle, and thould bo mJdc wldrlll 15 cJLnd,l, d.ryt faoln lha tlJls rh(n ]ou
...ct"u,l thts lcllcr. Wr wrtl comPl€|,ll thc rr?lew.rnd lrll you thc rctult $lliln 

'0cah lrdaa d.ay t rvhcr wG ,c<c lvc your atvtctf tequcrl

ll yoir arc not rillt0crl wlth ahc .ctult o, tho .cvl€w, you lh!'n h.,3 t r rlthr lo 
'PFd

to thc OttK-.c ol thc Pra.Ucrt und.a Admlnlttr nuve O.dc. No I ! (a .:Ol t }

Fol nt(clvhlOm(!

la

DATE

FOI R.(clYlna Otna.t







magro
Stamp


	FOI01272025134234 (1)
	FOI 2025 1
	FOI 2025 2
	FOI01152024134234_2 (1)

	FOI01272025134234-1



