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SECTION 1: OVERVIEW

1. Purpose: The purpose of this Agency Freedom of Information (FOI)
Manual is to provide the process to guide and assist the Silang Water
District (SWD) and the Filipino citizens with regard to dealing with
requests of information received under Executive Order (E.O.) No. 2, Series
of (s.) 2016. (See Annex B — page 16)

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

3. Coverage of the Manual: The Manual shall cover all requests for
information directed to the Silang Water District.

4. FOI Receiving Officer: There shall be FOI Receiving Officers (FRO)
designated at the Silang Water District. The FRO shall preferably come from
the Public Assistance or Information Office, or its equivalent, of the Silang
Water District. The FRO shall hold office at Silang Water District — Main
Office located at M.H. del Pilar cor. E. Montoya Sts., Silang, Cavite and at t
the SWD Annex Building at E. Gonzales St., Brgy. San Vicente 2, Silang,
Cavite. Therefore, all standard /walk-in request of information shall be
done in any of both offices with assigned FOI Receiving Officers.

The functions of the FRO shall include receiving on behalf of the Silang
Water District 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. That the information is already disclosed in the Silang Water
District’s Official Website, foi.gov.ph, or at data.gov.ph.
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5. FOI Decision Maker: The SWD General Manager shall be the FOI Decision
Maker (FDM). The FDM shall conduct evaluation of the request for
information and has the authority to grant or deny the request. Whereas on
his absence, the GM/FDM must designate an FDM with a rank of not lower
than a Division Chief or its equivalent, who can also conduct evaluation of
the request for information and has the authority to grant the request, or
deny it based on the following:

a. The Silang Water District 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 the Silang Water
District.

6. Central Appeals and Review Committee: There shall be a central appeals
and review committee composed of one (1) Department Manager and two (2)
Division Managers, designated by the Head of the Silang Water District to
review and analyze the grant or denial of request of information. The
Committee shall also provide expert advice to the Silang Water District Head
of the Agency 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 Head of the Silang Water District may delegate
such authority to his Chief of Staff or any Officer not below the rank of a
Division Manager.

SECTION 2: DEFINITION OF TERMS

CONSULTATION. When a government office locates a record that contains
information of interest to another office, it will ask for the views of that other agency
on the disclosure of the records before any final determination is made. This
process is called a “consultation.”

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

EXCEPTIONS. Information that should not be released and disclosed in response

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

FREEDOM OF INFORMATION (FOI). The Executive Branch recognizes the right
of the people to information on matters of public concern, and adopts and
implements a policy of full public disclosure of all its transactions involving public
interest, subject to the procedures and limitations provided in 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.

FOI CONTACT. The name, address and phone number at each government office
where you can make a FOI request.

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

FOI RECEIVING OFFICE. The primary contact at each agency 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 have become or are likely to become the subject
of subsequent requests for substantially the same records.

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

FULL GRANT. When a government office is able to disclose all records in full in
response to a FOI request.

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

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

MULTI-TRACK PROCESSING. A system that divides incoming FOI requests
according 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.

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

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

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

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

PERFECTED REQUEST. A FOI request, which reasonably describes the records,
is sought and is made in accordance with the government office’s regulations.

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

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.

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

RECEIVED REQUEST OR RECEIVED APPEAL. An FOI request or administrative
appeal that an agency 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 religious
philosophical or political affiliations;

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

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

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

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

SECTION 3. PROMOTION OF OPENNESS IN GOVERNMENT
1. Duty to Publish Information. The Silang Water District shall regularly publish,

print and disseminate at no cost to the public and in an accessible form, in
conjunction with Republic Act 9485, or the Anti-Red Tape Act of 2007, and through
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their website, timely, true, accurate and updated key information including, but
not limited to:

a. A description of its mandate, structure, powers, 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 availed 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;

Important rules and regulations, orders or decisions;

Current and important database and statistics that it generates;

. Bidding processes and requirements; and,

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

SR oth o0

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

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

SECTION 4. PROTECTION OF PRIVACY

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

a. The Silang Water District 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. The Silang Water District shall protect personal information in its
custody or under its control by making reasonable security
arrangements against unauthorized access, leaks or premature
disclosure;

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

SILANG WATER DISTRICT - People Freedom of Information Manual



SECTION 5. STANDARD PROCEDURE (See Annex “E” for flowchart)
1. Receipt of Request for Information.

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

e 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” for
Request Form)

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

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

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

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

The date of receipt of the request will be either:
a. The day on which the request is physically or electronically
delivered to the government office, or directly into the email
inbox of a member of staff; or
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b. If the government office has asked the requesting party for

further details to identify and locate the requested information,
the date on which the necessary clarification is received.

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

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

2. Initial Evaluation. After receipt of the request for information, the FRO shall
evaluate the contents of the request.

2.1 Requested information is available. If the requested information is

2.2.

2.3.

known to the FRO to be available at SWD either wholly or partially, the
FRO shall endorse the request to the FDM for appropriate action.

Requested information is not in the custody of the Silang Water
District or any of its offices: If the requested information is not in the
custody of the Silang Water District or any of its offices, following
referral and discussions with the FDM, the FRO shall undertake the
following steps:

olf the records requested refer to another Local Water District, the
request will immediately be transferred to such appropriate Local
Water District 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.

oIf 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.

Requested information is already posted and available on-line:
Should the information being requested is already posted and publicly
available in the Silang Water District website,
www.silangwaterdistrict.com, data.gov.ph or foi.gov.ph, the FRO
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shall inform the requesting party of the said fact and provide them the
website link where the information is posted.

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

2.5 Requested information is not in the Silang Water District
Information Inventory. If the requested information is not included
in the SWD Information Inventory, it may be included in the Inventory
of Exceptions (see “Annex D”), the FRO shall forward the FOI request
to the FDM. The FDM shall evaluate if the requested document shall
indeed not be given to the requesting party. The requesting party
should be properly informed of the denial and the reason for the denial.

3. Transmittal 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.

4. Role of 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 given 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 Silang Water District Head of Agency or the
designated officer, 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 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
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disclosure of the records 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 Silang Water District Head of the
Agency 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
extensive search of the government’s office records facilities, examination of
voluminous records, the occurrence of fortuitous events or other analogous
cases, the FDM should inform the FRO. The FRO shall inform the
requesting party of the extension, setting forth the reasons for such
extension. In no case shall the extension exceed twenty (20) working days
on top of the mandated fifteen (15) working days to act on the request,
unless exceptional circumstances warrant a longer period.

7. Notice to the Requesting Party of the Approval/Denial of the Request:
Once the 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 email. All actions on FOI requests, whether approval or denial,
shall pass through the Silang Water District Head of the Agency or his
designated officer for final approval.

8. Approval of Request: In case of approval, the FDM with the assistance of
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 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 be deemed a denial of the request to information. All
denials on FOI requests shall pass through the Office of the Silang
Water District Head of the Agency or to his designated officer.

10
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SECTION 6. REMEDIES IN CASE OF DENIAL

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

1. Administrative FOI Appeal to the Silang Water District 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
Silang Water District 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.

b. The appeal shall be decided by the Silang Water District Head of the
Agency 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.

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

The Silang Water District 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. “NO WRONG DOOR POLICY”

Silang Water District will not deny FOI Requests for information and/ or
records not under its possession but instead REFER the request to the appropriate
government agency which possess, has control or custodian of the requested
information in compliance with FOI Memorandum Circular No. 2021-05 or the
Guidelines on the Referral of Requested Information, Official Records/s and Public
Records/s to the Appropriate Government Agency, also known as the “No Wrong
Door Policy” of the Freedom on Information (FOI).

SECTION 9. FEES
1. No Request Fee. The Silang Water District shall not charge any fee for

accepting requests for access to information.

11
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2. Reasonable Cost of Reproduction, Copying of the Information and or
Delivery. The FRO shall immediately notify the requesting party in case
there shall be a reproduction, copying or delivery fee to be paid in order to
provide the information. The schedule of fees are as follows:

Php 5.00 Per Page — computed cost for printing and reproduction (paper
and ink)
Actual Expenses for Delivery — (if applicable)

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

SECTION 10. ADMINISTRATIVE LIABILITY

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

a. 1st Offense - Reprimand;
b. 2nd Offense - Suspension of one (1) to thirty (30) days; and
c. 3rd Offense - Dismissal from the service.

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

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

SECTION 11. EFFECTIVITY AND REVISION

This Manual shall take effect upon approval of the Board of Directors of
Silang Water District by virtue of a Board Resolution. This Manual or part hereof,
may be revised or updated as the need arises.

Approved by:

et

MR. BONIFACIO B. DELA CRUZ
General Manager B
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ANNEX “A”
FOI FREQUENTLY ASKED QUESTIONS (FAQs)

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. 2016?

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 on 23 July 2016. It is an important enabling mechanism to
promote transparency in the government's administrative process. Through
FOI, citizens are empowered to make a formal request to get information held
by the government, barring certain sensitive and important data related to the
nation's security. FOI complements continuing proactive information
disclosure efforts where agencies are duty-bound to publish information in the
spirit of openness and transparency.

3. Who oversees the implementation of EO 2?
The Presidential Communications Operations Office (PCOOQO) oversees the operation

of the FOI program. PCOO serves as the coordinator of all government agencies to
ensure that the FOI program is properly implemented.

Making a Request

4. Who can make an FOI request?

13
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Any Filipino citizen can make an FOI Request. As a matter of policy, requestors
are required to present proof of identification.

5. What can I ask for under EO on FOI?
Information, official records, public records, and documents and papers pertaining
to official acts, transactions or decisions, as well as to government research data
used as basis for policy development.

6. What agencies can we ask for information?

An FOI request under EO 2 can be made before all government offices under the
Executive Branch, including National Government Agencies (NGAs), Government
Owned or Controlled Corporations (GOCCs), State Universities and Colleges
(SUCs), and Local Water Districts (LWDs)

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

7. How do I make an FOI request?

a. The requestor is to fill up a request form and submit it to the agency’s
Receiving Officer. The Receiving Officer shall validate the request and logs
it accordingly on the FOI tracker.

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

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

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

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

8. How much does it cost to make an FOI request?
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There are no fees to make a request. But the agency may charge a reasonable fee
for necessary costs, including costs of printing, photocopying, reproduction and/or
delivery (as applicable).

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 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) calendar days from the lapse of 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) calendar 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.
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ANNEX “B”

MALACANAN PALACE
MANILA

BY THE PRESIDENT OF THE PHILIPPINES
EXECUTIVE ORDER NO. 02

OPERATIONALIZING IN THE EXECUTIVE BRANCH THE PEOPLE’S
CONSTITUTIONAL RIGHT TO INFORMATION AND THE STATE POLICIES TO
FULL PUBLIC DISCLOSURE AND TRANSPARENCY IN THE PUBLIC SERVICE
AND PROVIDING GUIDELINES THEREOF

WHEREAS, pursuant to Section 28, Article II of the 1987 Constitution, the State
adopts and 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 information on matters of public concern;

WHEREAS, the incorporation of this right in the Constitution is a recognition of
the fundamental role of free and open exchange of information in a democracy,
meant to enhance transparency and accountability in government official acts,
transactions, or decisions;

WHEREAS, 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 agencies, bureaus and offices, and the duty to ensure
that the laws be faithfully executed,;

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

SECTION 1. Definition. For the purpose of this Executive Order, the following
terms shall mean:
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(a) “Information” shall mean any records, documents, papers, reports,
letters, contracts, minutes and transcripts of official meetings, maps, books,
photographs, data, research materials, films, sound and video recording,
magnetic or other tapes, electronic data, computer stored data, any other
like or similar data or materials recorded, stored or archived in whatever
format, whether offline or online, which are made, received, or kept in or
under the control and custody of any government office pursuant to law,
executive order, and rules and regulations or in connection with the
performance or transaction of official business by any government office.
(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 pursuant 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
Executive Branch, including but not limited to the national government and all its
offices, AGENCYs, bureaus, offices, and instrumentalities, including government-
owned or -controlled corporations, and state universities and colleges. Local
government units (LGUs) are encouraged to observe and be guided by this Order.

SECTION 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 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 Agency 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 the
President within thirty (30) calendar days from the date of effectivity of this Order.

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

Said inventory of exceptions shall periodically be updated to properly reflect any
change in existing law and jurisprudence and the Agency 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.
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SECTION 5. Availability of SALN. Subject to the provisions contained in Sections
3 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.

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
exercise 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 records, and official records, responsible officials shall afford full
protection to the right to privacy of the individual as follows:

(a) Each government 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
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one 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:
(@) The location and contact information of the head, regional, provincial,
and field offices, and other established places where the public can obtain
information or submit requests;
(b) The person or office responsible for receiving requests for information;
(c) The procedure for the filing and processing of the request as specified in
the succeeding section 9 of this Order.
(d) The standard forms for the submission of requests and for the proper
acknowledgment of requests;
(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 authorization, 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 inventory or updated inventory of
exception as hereinabove provided.
(b) The public official receiving the request shall provide reasonable
assistance, free of charge, to enable, to enable all requesting parties and
particularly those with special needs, to comply with the request
requirements under this Section.
(c) The request shall be stamped by the government office, indicating the
date and time of receipt and the name, rank, title and position of the
receiving public officer or employee with the corresponding signature, and a
copy thereof furnished 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.
() 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
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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
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
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
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 9 of this Order: Provided, that the written appeal must
be filed by the same person making the request within fifteen (15) calendar
days from the notice of denial or from the lapse of the relevant period to
respond to the request.
(b) The appeal 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 part
may file the appropriate case in the proper courts in accordance with the
Rules of Court.
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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 are 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.

SECTION 17. Separability Clause. If any section or part of this Order is held
unconstitutional or invalid, the other sections or provisions not otherwise 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
publication in a newspaper of general circulation.

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 Officers of the Silang Water District and its Offices

N £ Location of Assigned FOI
g;r;.e ° FOI Receiving Contact Details Receiving
1ee Office Officer
Silang
M.H. del Telephone No.: 046-4140240
Water ; .
L Pilar cor. E. Email -address: .
District — ) L Abelaine B.
, Montoya ogm@silangwaterdistrict.com /
Main ) ) Esmeralda
Buildin Sts., Silang Website:
g 4118 Cavite www.silangwaterdistrict.com
Silang E. Gonzales | Telephone 046-414-2171 Local Melody A.
Water St., Brgy. 105 Sumido
District — | San Vicente Email-address:
Annex 2, Silang swd.cms2025@gmail.com
Building | 4118 Cavite Website:
www.silangwaterdistrict.com

FOI Central Appeals and Review Committee (FCARC) of the Silang Water District

Resolution No. 086 s. 2025

Name of Office

Contact Details

FCARC

Silang Water District

046-414-2171 Local
117

Annaliza J. Bejosano

Silang Water District

046-414-2171 Local
107

Wilson Malicse

Silang Water District

046-414-2171 Local
118

Erlynne A. Ambalada

SILANG WATER DISTRICT - People Freedom of Information Manual
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ANNEX “D”
LIST OF EXCEPTIONS

The following are the exceptions to the right of access to information, as recognized
by the Constitution, existing laws, or jurisprudence:!

1. Information covered by Executive privilege;

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

3. Information concerning law enforcement and protection of public and
personal safety such as:
i.e.: Information on the inventory of wells with coordinates that could
compromise public safety, critical infrastructure and security of utility services
of which protection is supported by RA 11479 — Anti-Terrorism Act of 2020;
PD 1067 — Water Code of the Philippines and RA 9275 — Philippine Clean
Water Act of 2004.

4. Information deemed confidential for the protection of the privacy of persons
and certain individuals such as minors, victims of crimes, or the accused;

5. Information, documents or records known by reason of official capacity and
are deemed as confidential, including those submitted or disclosed by
entities to government agencies, tribunals, boards, or officers, in relation to
the performance of their functions, or to inquiries or investigation conducted
by them in the exercise of their administrative, regulatory or quasi-judicial
powers i.e.. The Joint Venture Agreement with our JV Partner Prime Water
Infrastructure Inc. which may involve trade secrets, intellectual property,
business, commercial, financial and other proprietary information, which
could also fall on exception under item#6,

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

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

! These exceptions only apply to governmental bodies within the control and supervision of the Executive
department. Unless specifically identified, these exceptions may be invoked by all officials, officers, or
employees in the Executive branch in possession of the relevant records or information.
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8. Matters considered confidential under banking and finance laws, and their
amendatory laws; and

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

To better understand the implementation of the exceptions to the right of access to
information, please refer to the specific salient details and legal bases that define the
extent and application of the exceptions as enumerated in the M.C. No 15, series of
2023, the updated Memorandum Circular from the Office of the President through the
Office of the Executive Secretary entitled, Inventory of Exceptions to the Right to Access
Information under Executive Order No. 2 Series of 2016. The said Memorandum
Circular contains the updated Inventory of Exceptions that serves as the reference for
FOI compliance in the Executive branch.

Moreover, the following documents, information, or records have been considered
by Silang Water District as included in this inventory of exceptions:

1. Plantilla of Personnel (POP)
2. Restricted or Classified Information:
a. Bidding Documents prior to Advertisement (RA 9184)
b. Those to be provided by other Government Offices
c. Transcripts and Minutes of the Board Meetings
d. Bidding documents after submission (RA 9184)

e. Personal information (Data Privacy Act of 2012, CSC MC No. 56, s.
1990)

3. Legal matters/proceeding documents
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ANNEX “E - 17

Flow Chart

Requesting Party
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ANNEX “E - 2”

Detailed FOI Request Process
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ANNEX “E - 3”

FOI REQUEST PROCESS IN DAYS

“Buiuueid jey) yym djay o} papualul si aqe) siyL “awi) uo
paiamsue S| }sanbal ayj Jey 0S yJom Jey uejd 0} pue auop aq 0} SPAU HIOM JeyM SSISSE 0} ‘PAAIB0SI S|}l SB U0OS SB )i e Buyoo| LelS 0} [BRuassa Si )i ‘jsenbal Aue o4 ¢

"aujjpeap Aep Buppiom

61 3y} Jo Aujdxa a10jaq sasuodsal |04 1889 0} 9)9 ‘S1aXE} UOISIOAQ 0} Swi) JuBIOLNS MOj[e 0} Juepodwi SKeme S1 J ‘JoNamOH 9.} Siy} Ul Sjebie} ay) uey) Joje|
10 Jalpea paje|dwo aq ||Im SUCNI. SBWIBWOS PUe — JAIAWIS YoNw 8 [|IMm SWoS — 8SBD YOS Ul Painbal aq [|im SUCHI. S8y} JO [[e Jou 0S ‘ualayip SI isanbal |04 Yoeg g
1sanbay |04 ue Buipuey jo ssaooid ay) ul sdays A8y jo uonadwod o} ‘pouad asuodsal Aep Buiyiom G| ay uiyym sjuiod snowea Je ‘sjabie} no Sjes ajqelSIyL |

1SOJ0N

Jsasaul
£85f Yum S[eIOj0 1BYI) @

LINSNOJ / WHOANI

"pajeoo] uoljewwIojul

e 0 anpayos aiedald e
“uoljeLIojul

JUBASJRI [B URIGD @

NOILVINHOANI 3L¥I01

‘INQ O} plemio] e
“Juedydde
Anou pue (1diaoas wouy
skep 09 Jaye) 1sanbai aso
‘poAI9OBI UONEOLUBIO OU Y| ®
Sue)S
pouad Aep Bunpiom MaN
‘DaAIB0d] S| UOIJEONLIED UBYM  ®
*0}sanbal 0} BOUB)SISSE puB
doinpe ajeudoidde apinold e
*(sdojs soopo Aep Buryiom G1)
UOIBOIjE[D YBas pajsanbal
S| UOIJEW.Ojul Jeym Jeajojouy| e

‘asuodsal (Rressaoau j))
ANBS puB J9YORJ |04 djepdn e ¢luedydde swes 1S3N034 AJIHY1O
‘[eonoesd ay} woyy jsanbaj snoiaud

11 ‘aousajaid Jiay) yym Ajdwoo "S[eloljo ejojeadaiejsonbalayys) | N UYIMP3P33U YoM UBH e
‘JeLJO} UIB)Ia € Ul UONBLIojUl JO B0IAPB/USWILUOD JOPISUOY) o $9]01SS8008 ‘1yoes} |04 uo sjiejep bo1 e
10} payse jueoydde | e ‘Kiessaoau J1 ‘suofdwaxa fpeaife uonewiojul By S| ® 10isanbai 0} Adoo apinosd
sjuawnoop Adooojoyd Jo ueds — ‘fouabe Jo peay Jo AiejaIoag Jueaajes Aidde pue ‘pajsanbal uonewiojul ‘panigoa) dweig e
9seajal Joj uonewloju) aredald e WOJ| BOURIBBIOYBBS o | SIUBLUNDOP JO JUBJUCD MAIADY o ay} pjoy fouabe ayj seog e ‘plleA stisanbal jijoay) e
3SNOdS3d ANSSI JISNOS3H ONIHYITO 3SNOdS3H H3AISNOD 1S3N03Y SS3SSY JEE(VEEENEREE]

Gl - 11 sheg 01 -6 Sheg 8- g sfeg v - ¢ sheg | Aeg

27

SILANG WATER DISTRICT - People Freedom of Information Manual



ANNEX “E - 4”

One-Page Manual - in English

Access information from
the GOVERNMENT
(O  www.foi.gov.ph D)

feedom of Information Program

Name of Agency: SILANG WATER DISTRICT

Address: SWD Main Building, M.H. del Pilar Cor. E. Montoya Sts., Silang, Cavite, 4118, Philippines /
SWD Annex Bulding, E. Gonzales St., Brgy. San Vicente 2, Silang, Cavite 4118, Philippines

FOI Receiving Officer: Ms. Abelaine B. Esmeralda / Ms. Melody A. Sumido

Contact Details: (046) 414-0240 / (046) 414-2171 local 105

Email Address: og ilang' district.com / swd.cms2025@gmail.com
ELECTRONIC REQUEST STANDARD REQUEST
—_— «EE»
TEP
7o =id
==== Go to www.foi.gov.ph to your browser’s home r- —-——
W address. i
1 1 \
2IEE < 1 Requesting Party
Click the Sign Up button and provide all the l ‘ .
required fields. Attach a valid ID. Inform on 1 Submits
approval or request to
STEP 3 denial :
Once logged in, you will be directed to your 1 =~
Dashboard. The Dashboard contains all the FOI | —— ‘ -_ - .I
requests of the account owner.
Receiving Officer I
1
Make a request STEP 4 ‘ 1
k Click the Make a Request button then select the Initial evaluation ‘ 1
name of the agency you wish to ask. and transmits to | Returns
Send my request STEP 5 : e
You will now be directed to the Make a Request l 1
Page. Accomplish all fields then click Send My I
Request. I
STEP 6 Decision Maker 1
The agency will evaluate your request and will : ‘ |
notify within 15 working days. All within 1
15 working APPROVED 1
days 1
STEP7 i

This agency will prepare the information for e DENIED
release, based on your desired format. It will be

sent to you depending on the receipt of
preference.

\ o *
Appeals Mechanism ' - W * o 13

if you are not satisfied with the response to your FOI request, you may ask us t}cgrry out an internal ¥eview of the
response by writing to ogm@silangwaterdistrict.com. Your review reque?t\should exﬁf‘sin why yci.l are dissatisfied with
the response, and should be made within 15 calendar days from the date when you received this letter. We-will cérélete
the review and tell you the result within 30 calendar days from the date when we received your appeal. 7

WATER DISTRICT - FOI PROGRAM BE INFORMED. BE ENGAGED. KNOW YOUR GOVERNMENT BETTER.
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ANNEX “E - 5”

One-Page Manual - in Filipino

TEA
MTER P
OO
<| =
¢ ¢
19 'BAGONG PILIPINAS

Access information from
the GOVERNMENT
(Ol www.foi.gov.ph D)

‘Freedom of Information Program

Pangalan ng Ahensya: SILANG WATER DISTRICT
Adres: M.H del Pilar Cor. E. Montoya Sts., Silang, Cavite, 4118, Philippines /

SWD Annex Building, E. Gonzales St., Brgy. San Vicente 2, Silang, Cavite 4118, Philippines
Pangalan ng FOI Receiving Officer: Ms. Abelaine B. Esmeralda / Ms. Melody A. Sumido
Impormasyon ng Pakikipag-ugnayan: (046) 414-0240 / (046) 414-2171 local 105

Email Address: ilang district.com / swd.cms com
PARAAN NG PAGHILING
ELECTRONIC REQUEST STANDARD REQUEST

HAKBANG 1

A
¥

Magtungo sa www.foi.gov.ph gamit ang home
address ng inyong browser.

I i
Requesting Party

‘ Ipapasa ang
kahilingan
H kay

HAKBANG 2

I-click ang Sign Up at ibigay ang mga hinihinging
impormasyon. Maglakip ng valid ID. Ipababatid
kung aprobado
o hindi
aprobado

HAKBANG 3

Kapag nakalog-in na, dadalhin ka sa iyong
Dashboard. Ang Dashboard ay naglalaman ng
lahat ng mga kahilingan FOI ng may-ari ng

V1
L]
ey

aceaunt. Receiving Officer

Make a request HAKBANG 4 Paunang ‘
o~ ebalwasyon at
k I-click ang Make a request at piliin ang pangalan ibibigay kay ‘ \babalik

ng ahensyang nais hingan ng impormasyon. Kay
Send my request HAKBANG 5

Dadalhin ka ngayon sa pahinang Make a Request. l

Sagutan ang lahat ng patlang at i-click ang Send

my Request.

HAKBANG 6 Decision Maker
Susuriin ng ahensya ang iyong kahilingan at
padadalhan ka ng pabatid sa loob ng 15 araw ng Saloob ng

15 araw ng
e APROBADO

-3
N
o
1
- 2
(=]

l-——-—-—-—-—-—-J

HAKBANG 7

Ihahanda ng ahensya ang impormasyong ilalabas
ayon sa nais mong format. Ipadadala ito batay sa
iyong napiling paraan ng pagtanggap.

Mekanismo ng Pag-apela \ A\ . ¥

¢ 9 /
Kung hindi ka nasiyahan sa naging tugon sa iyong kahilingang FOI, maaaring hilirigin sa amin na miigsagawa l’g in,te)iell
review sa tugon sa pamamamagitan ng pagliham sa ogm@silangwaterdisirict. Kailangang ipaliwénag sa iyong
hiling na review kung bakit hindi ka nasisiyahan sa tugon, at dapat na isumite ito sa b ng 15 araw mula sa petsa ng
pagkakatanggap ng liham na ito. Isasagawa namin ang review at ipababatid sa iyo ang resulta sa.loob ng.30 ar y mula
sa petsa ng pagkakatanggap ng iyong apela. #

NG WATER DISTRICT - FOl PROGRAM BE INFORMED. _BE‘E"‘GAGEDA KNO\;V.YOUR GOVERNMENT BETTER.

°

29
SILANG WATER DISTRICT - People Freedom of Information Manual



ANNEX “F1”

FOI REQUEST FORM

FOI Request Form
(Front side)

This document may be reproduced FOI Tracking Number:

e I

LS

FREEDOM OF INFORMATION REQUEST FORM

(Pursuant to Executive Order No. 2,s. 2016)
(as of November 2016)

Please read the following information carefully before proceeding with your application. Use blue or black ink.
Write neatly and in BLOCK letters. Improper or incorrectly-filled out forms will not be acted upon. Tick or mark
boxes with “X” where necessary. Note: (4) denotes a MANDATORY field.

Requesting Party

You are required to supply your name and address for correspondence. Additional contact details will
help us deal with your application and correspond with you in the manner you prefer.

1. Title (e.g. Mr, Mrs, Ms, Miss) 2. Given Name/s (including M.I) 3. Surname

« <

4, Complete Address (Apt/House Number, Street, City/Municipality, Province)

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

«

8. Preferred Mode of Communication [OtLandline [ Mobile Number [Email [ Postal Address

(If your request is successful, we will be sending the documents to you in
this manner.)

9. Preferred Mode of Reply O Email O Fax [ postal Address [ Pick-Up at Agency

10. Type of ID Given (Please ensure O Passport [ Driver’s License [ sss 1D [ Postal ID voter's ID
your IDs contain your photo and

signature) [ school ID O Company 1D [ Others

B. Requested Information

11. Agency - Connecting Agency

(if applicable) « «
12. Title of Document/Record

Requested (Please be as detailed as <

possible)

13. Date or Period (DD/MM/YY) «

14. Purpose «

15. Document Type «

16. Reference Numbers (if known) <

17. Any other Relevant Information «

FREEDOM OF INFORMATION

SILANG WATER DISTRICT - People Freedom of Information Manual
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ANNEX “F2”

FOI REQUEST FORM

FOI Request Form
(Back side)

| declare that:

« The information provided in the form is complete and correct;

« | have read the Privacy notice;

< | have presented at least one (1) government-issued ID to establish proof of my identity

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

Signature

Date Accomplished (DD/MM/YYYY)

-«

D. FOI Receiving Officer [[INTERNAL USE ONLY]

Name (Print name)

Agency - Connecting Agency (if
applicable, otherwise N/A)

Date entered on eFOIl (ifapplicable,
otherwise N/A)

Proof of ID Presented (Photocopies of
original should be attached)

The request is recommended to be:

If Denied, please tick the Reason for the
Denial

Second Receiving Officer Assigned
(print name)

Decision Maker Assigned to
Application (print name)

Decision on Application

If Denied, please tick the Reason for the
Denial
Date Request Finished (DD/MM/YYYY)

Date Documents (if any) Sent
(DD/MM/YYYY)

FOI Registry Accomplished

RO Signature

Date (DD/MM/YYYY)

«

[} Passport O priver's License [ sss 1p O Postal 1D [ voter's 1D
[ school 1D O Company ID [J others
O Approved [ penied

[JInvalid Request [Jincomplete [] Data already available online

[ successfur I Partially Successful [ penied [ cost

O invalid Request O Incomplete O pata already available online

O Exception Which Exception?

4

«

[ Yes [ No

FREEDOM OI

INFORMATION

SILANG WATER DISTRICT - People Freedom of Information Manual
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ANNEX “G1”

SWD FOI REQUEST FEEDBACK FORM

M_H. Dol Pilar Cor. £ Montoya Sts., Sllang, Cavite (ven, oa/2020%)

Qv' FREEDOM OF INFORMATION (FOI) REQUEST FEEDBACK FORM

DATE REQUESTED ORGANIZATION/ AFFILIATION (OvganaryonyP aghakaug sy
(Araw na grews sng reguest) [0 Government tmployee
[ ot society Oga /N G Organaation
[ Academe (e.g.. Researcher, Student. Private School
FOU TRACIING NUMBIR Teacher/Lecturer)
O None of the Above
MAME OF ORGANIZATION/ AFFILIATION REGION (RePoyon ng

(Pangatan ng Organinasyon/Pagtabaugnay)

AGE GROUP (Edad) | GENOTR COUCATIONAL ATTAINMENT (Antas ng edukasyon
1319 8 O et (Xasarian) na nakama)
2034 65-pataas Male Yoo ool keved and bekow
i B Femaie Undergr adsste tertiacy educaton
College gradeate
Postgr aduate

Instructions: Please answer the questions below to provide your feedback for the service provided by the agency.
Mark your rating in the space provided.

1. Are you satisfied with the handling of your FOI request?

1 2 3 48
STRONGAYOEAGRIE. O O O O ©  STRONGLY AGREE

2. Did you receive your information within 15 to 35 working days?

O o "YES™, proceed to Question §2A.
O ¥ "NO™, proceed to Question 528 .

A. For successful request, was the response provided easy to understand?
1 2 3 4 5
smoncavosacmy O O O O O STRONGLY AGREE

B. For unsuccessful request, are you satisfled with the reason provided?
1 2 3 a4 5
STRONGLY DISAGREY OO0 000 STRONGLY AGRES
3. Did you feel that the communication was effective, from the start to finish?

1 23
STROMGLY DISAGRET OO0 00O0 STRONGLY AGREE

4. Do you have any suggestion/comment on how the service/s can be improved?

SILANG WATER DISTRICT - People Freedom of Information Manual
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ANNEX “G2a”

SWD FOI ONLINE - REQUEST FEEDBACK FORM (G-FORM - Page 1)

b AGE GROUP (Edad)*

SILANG WATER DISTRICT - FREEDOM OF ety el
INFORMATION (FOI) REQUEST FEEDBACK H

0n-4

FORM -

* Indicates rentiited uiestinn 50-64
65- pataas

1. DATE REQUESTED (Patsa ng Kahilingan sa Impormasyon) *

7. GENDER (Kasarian)*

Example: January 7, 2019

Mark only one oval.
2 FOITRACKING NUMBER (Pangtukoy na Numero sa FOI) * hlale
Female
3 NAME OF ORGANIZATION/AFFILIATION * 8. EDUCATIONAL ATTAINMENT (Antes ny edukasyon na nakani)
(Pangalan ng Organisasyon/Pagkakaugnay) Mark only one oval.

High School Level and below
Undergraduate Tertiary Education

i . College Graduate
Postgraduate
ORGANIZATION/AFFILIATION (Organisasyon/Pagkakaugnay)
Mark anly ane aval.
GovernmentEmpoyee ANSWER THE FOLLOWING | .
o . Istructions: Please answer the questions below to provide your feedback for the service provided by the
Civl Socdety Organization/Nen-Goverment Organization (NGC) agency. Mark your rating n the space provided. (Pakisagot ang mga tanang sa lhaba para Ibigay ang iyong

Academe (e.g, Reseatcher, Student,Pivate School Teacher/Lecture) feedback para sa serbisyong ibinigay ng ahensya. Markahan ang iyong rating sa lbinigay na espasyo)
None of the Above 1- STRONGLY DISAGREE (LUBOS NA HINDI SUMASANGHAYON]

2- DISAGREE (HINDI SUMASANG-AYON)

3+ NEUTRAL (WALANG KINIKILINGAN)

4~ AGREE { SANG-AYON)

5 REGION Rehyon ng OrganisasyonPaghakaugra) 5- STRONGLY AGREE(LUBOS NA SUMASANG-AYON)
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ANNEX “G2-b”

SWD FOI ONLINE - REQUEST FEEDBACK FORM (G-FORM - Page 2)

9. 1. Areyou satisfied with the handling of your FOI request? (Nasiyahan ka ba sa ¥ 12 2B For unsuccessful request, are you safisfied with the reason provided? (Parasa  *
paghawak ng iyong kahilingan sa FOI?) hindi matagumpay na kahilingan, nasisiyahan ka ba s ibinigay na dahilan?)
Mark only one oval Mark only one oval.
1-STRONGLY DISAGREE { LUBOS NA HINDI SUMASANG-AYON) 1- STRONGLY DISAGREE { LUBOS NA HINDI SUMASANG-AYON)
2- DISAGREE { HINDI SUMASANG-AYON) 2- DISAGREE  HINDI SUMASANG-AYON)
3+ NEUTRAL (WALANG KINIKILINGAN) 3+ NEUTRAL (WALANG KINIKILINGAN)
4- AGREE ( SANG-AYON) 4~ AGREE ( SANG-AYON)
§- STRONGLY AGREE ( LUBOS NA SUMASANG-AYON) 5- STRONGLY AGREE ( LUBOS NA SUMASANG-AYON)

- N/A - NOT APPLICABLE (HINDI AKMA)

10. 2. Didyou receive your information within 15 to 35 working days? (Natanggapba *

ang impoma3yon 54 loob g 15 hanggang 35 araw ng pagairabafo o may pasck sa 13 3. Did youfoelthatthe communication was offectve, from the start tofinish?  *
opisina?) {Naramdaman mo ba na epekfibo ang komunikasyon, mula sa simula hanggang sa
Mark anly one oval katapusan?)

Mark only one oval.

1§ *YES", Angwer Question #2A and Click the M/A in Question 28. (Kung 00, magpatuloy sa
tancng 24 it and "WiA- WD AKA s ancngra 28 ) 1+ STRONGLY DISAGREE { LUBOS NA HINDI SUMASANG-AYON)
2~ DISAGREE ( HINDI SUMASANG-AYON)

3- NEUTRAL

i Mo, Click N/A in Question 24 and proceed to Question #28 (Kung HINDI, pindutin ang "N/A -
HINDI AKMA' at magpatulay a tanong 28.)

4- AGREE [ SANG-AYON)

11. 2A. For successful request, was the response provided easy fo understand? (Para  * 5 STRONGLY AGHEE LUBOS NA SUMASANGAYOR)

sa matagumpay na kahilingan, madaling maunawaan ba ang ibinigay na tugon?)

Mark anly one oval.
14. 4. Doyou have any suggestion/comment on how the servicels can be improved?

1 - STRONGLY DISAGREE  LUBOS NA HINDI SUMASANG-AYON) (Mayroon ka bang anumang mungkahi o komento kung paano mapapabuti ang serbisya?)
2~ DISAGREE ( HINDI SUMASANG-AYON)

3- NELITRAL (WALANG KINIKILINGAN)

4 - AGREE [ SANG-AYON)

5- STRONGLY AGREE ( LUBOS NA SUMASANG-AYON)

- N/A - NOT APPLICABLE (HINDI AKMA)

This conient is nelher ereated nor endorsed by Google,

Google Forms
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ANNEX “H”

No Wrong Door Policy Flowchart

Requesting Party

Process FOI Request
(15-35 working days)

h

“First referral”

e Government Agency 1 (GA1)

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

«  GA1 must verify with GA2

whether the information is Proper agency? Yes
within the latter; —
*  GA1 must inform the
requesting party regarding
the referral;
+  Fresh period will apply for v
GA2

I Government Agency 2 (GA2)

“Second referral”

+  Must be referred within three ‘

(3) working days upon —

receipt of first referral Proper agency? | Yes |
*  GAZ must verify with GA3 —_—

whether the information is

within the latter;
*  GA2 must inform the

requesting party regarding

the referral;
y gf:g“ period will apply for — Government Agency 3 (GA3)

Proper agency? Yes
Y
Agency shall mark the request
unsuccessful
NOTE:

If GA1 fails to refer the request within three (3) working days upon its receipt, the FOI Receiving
Officer (FRO) shall act on it within the remaining period to respond pursuant to EO No. 2, s. 2016. No
fresh period shall apply.
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ANNEX “I-1”

FOI RESPONSE TEMPLATE - AWAITING CLARIFICATION / INSUFFICIENT
INFORMATION

DATE
Dear eFOI user / (Requester’s Name),
Greetings!

Thank you for your request dated yesterday, made under Executive Order No. 2 (s.
2016) on Freedom of Information in the Executive Branch.

You have requested <quote request exactly, unless it is too long/complicated>.

To effectively address your request, we kindly request additional information
from you. This will enable us to provide you with the best possible service.
Specifically, we require [insert short explanation of why this is the case]. Your
prompt response will allow us to proceed with your request on time.

(For eFOI user)

To respond to the request with ticket number #SILWD-<ticket number>, please
use the reply function located on the eFOI portal (for eFOI request).

(For Standard FOI)

With regards to your reply, questions or comments regarding this letter, please
communicate it with us immediately at (provide email address or Telephone
number).

You will have 60 calendar days from the time of response to provide the
requested information. We kindly request that you respond as soon as possible.

Thank you.

Respectfully,

FOI Receiving Officer
Silang Water District
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ANNEX “I-2”
FOI RESPONSE TEMPLATE - AVAILABLE ONLINE
DATE

Dear eFOI user / (Requester’s Name),
Greetings!

Thank you for your request dated yesterday, made under Executive Order No. 2 (s.
2016) on Freedom of Information in the Executive Branch.

You have requested <quote request exactly, unless it is too long/complicated>.

After conducting a comprehensive review, we have determined that the information
you are seeking is already available online. Therefore, it cannot be considered a
valid request under the Freedom of Information (FOI). You can conveniently access
the requested information from the official website of the designated agency.
Specifically, you can find it on the following page: [insert specific agency site and
page here].

Should you have any questions or comments regarding this letter, please
communicate it with us immediately at (provide email address or Telephone
number).

If you are unhappy with this response to your FOI request, you may make an
appeal by writing to <insert name of Official> at <insert email and address>. Your
appeal 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 workings days from the date
when we receive your appeal.

Thank you.

Respectfully,

FOI Receiving Officer
Silang Water District
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ANNEX “I-3”
FOI RESPONSE TEMPLATE - IDENTICAL
DATE

Dear eFOI user / (Requester’s Name),
Greetings!

Thank you for your request dated yesterday, made under Executive Order No. 2
(s. 2016) on Freedom of Information in the Executive Branch.

You have requested <quote request exactly, unless it is too long/complicated>.

While our aim is to provide information whenever possible, in this instance we are
unable to provide the information you have requested because it is substantially
similar or identical to a previous request that you made on <insert date of
previous request>, which we responded to on <insert date of response>.

Should you have any questions or comments regarding this letter, please
communicate it with us immediately at (provide email address or Telephone
number).

If you are unhappy with this response to your FOI request, you may make an
appeal by writing to <insert name of Official> at <insert email and address>. Your
appeal 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 workings days from the date
when we receive your appeal.

Thank you.

Respectfully,

FOI Receiving Officer
Silang Water District

38
SILANG WATER DISTRICT - People Freedom of Information Manual



ANNEX “I-4”

FOI RESPONSE TEMPLATE - REFERRED

DATE
Dear eFOI user / (Requester’s Name),

Greetings!

Thank you for exercising your right to information / utilizing the eFOI portal
(www.foi.gov.ph) under Executive Order No. 2, s. 2016 on Freedom of Information
in the Executive Branch.

We have received your request <quote request exactly, unless it is too
long/complicated>, dated <month, day, year> and we have promptly forwarded it
to <name of agency/organization>. This agency is responsible for maintaining the
information or data you are seeking, and they will now proceed with further
processing.

(For eFOI user)

Should you have any questions regarding this request, kindly contact us using the
reply function on the eFOI portal for request with ticket number #SILWD- <ticket
number> Further, please be advised that this is a public site, and any information
shared in this conversation thread will be visible to the public. Therefore, we kindly
request that you refrain from disclosing any sensitive personal information or data
in this thread.

(For Standard FOI)

Should you have any questions or comments regarding this letter, please
communicate it with us immediately at (provide email address or telephone
number).

Thank you.

Respectfully,

FOI Receiving Officer
Silang Water District
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ANNEX “I-5”

FOI RESPONSE TEMPLATE - ACCEPTED

DATE

Dear eFOI user / (Requester’s Name),

Greetings!

Thank you for exercising your right to information [for standard FOI)] / utilizing
the eFOI portal (www.foi.gov.ph) and exercising your right to information under
Executive Order No. 2, s. 2016 on Freedom of Information in the Executive Branch.

We have received your request <quote request exactly, unless it is too
long/complicated>, dated <month, day, year>. We will respond and process your
request on or before <fill in acceptable deadline date>, in compliance with the
Executive Order’s implementing rules and regulations.

(For eFOI user)

Should you have any questions regarding this request, kindly contact us using the
reply function on the eFOI portal at ticket number #SILWD - <ticket number>.
Further, please be advised that this is a public site, and any information shared
in this conversation thread will be visible to the public. Therefore, we kindly
request that you refrain from disclosing any sensitive personal information or data
in this thread.

(For Standard FOI)

Should you have any questions or comments regarding this letter, please
communicate it with us immediately at (provide email address or Telephone
number).

Thank you.

Respectfully,

FOI Receiving Officer
Silang Water District
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ANNEX “I-6”
FOI RESPONSE TEMPLATE - DOCUMENT NOT AVAILABLE

DATE

Dear eFOI user / (Requester’s Name),

Greetings!

Thank you for your request dated <month, day, year> under Executive Order No.
2 (s. 2016) on Freedom of Information in the Executive Branch.

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

While our aim is to provide information whenever possible, in this instance this
Office does not have [some of]* the information you have requested. However, you
may wish to contact <insert name of other authority/organization> at <insert
contact details. Who may be able to help you. <state reason for denial>

Should you have any questions or comments regarding this letter, please
communicate it with us immediately at (provide email address or telephone
number).

If you are unhappy with this response to your FOI request, you may make an
appeal by writing to <insert name of Official> at <insert email and address>. Your
appeal 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 working days from the date
when we receive your appeal.

Thank you.

Respectfully,

FDM - FOI Receiving Office
Silang Water District
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ANNEX “I-7”

FOI RESPONSE TEMPLATE - PROCESSING

DATE

Dear eFOI user / (Requester’s Name),

Greetings!

Thank you for your request dated <month, day, year> made under Executive Order
No. 2 (s. 2016) on Freedom of Information in the Executive Branch.

We have received your request on <quote request exactly, unless it is too
long/complicated>.

We will respond and process your request on or before <month, day, year> in
compliance with the Executive Order’s implementing rules and regulations.

(For eFOI user)

Should you have any questions regarding this request, kindly contact us using the
reply function on the eFOI portal for request with ticket number #SILWD-<ticket
number>. Further, please be advised that this is a public site, and any information
shared in this conversation thread will be visible to the public. Therefore, we kindly
request that you refrain from disclosing any sensitive personal information or data
in this thread.

Should you have any questions or comments regarding this letter, please
communicate it with us immediately at (provide email address or telephone

number).

Thank you.

Respectfully,

FOI Receiving Officer
Silang Water District
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ANNEX “I-8”

FOI RESPONSE TEMPLATE - SUCCESSFUL

DATE

Dear eFOI user / (Requester’s Name),

Greetings!

Thank you for your request dated yesterday, made under Executive Order No. 2 (s.
2016) on Freedom of Information in the Executive Branch.

You have requested <quote request exactly, unless it is too long/complicated>.
[ am pleased to inform you that your FOI request has been approved. Enclosed
herewith, you will find a copy of the information you have requested.

Should you have any questions or comments regarding this letter, please
communicate it with us immediately at (provide email address or telephone
number).

If you are unhappy with this response to your FOI request, you may make an
appeal by writing to <insert name of Official> at <insert email and address>. Your
appeal 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 workings days from the date
when we receive your appeal.

Thank you.

Respectfully,

FDM - FOI Receiving Office
Silang Water District
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ANNEX “I-9”

FOI RESPONSE TEMPLATE - PARTIALLY SUCCESSFUL

DATE

Dear eFOI user / (Requester’s Name),

Greetings!

Thank you for your request dated <month, day, year> made under Executive Order
No. 2 (s. 2016) on Freedom of Information in the Executive Branch.

You have requested <quote request exactly, unless it is too long/complicated>.

I am pleased to inform you that your FOI request has been approved. Enclosed,
you will find a copy of the information you have requested. However, please note
that we are only able to provide some of the information you requested. This
limitation is due to [insert brief but concise explanation here, e.g., DPA, exception,
information found in other government websites, etc.].

Should you have any questions or comments regarding this letter, please
communicate it with us immediately at (provide email address or telephone
number).

If you are unhappy with this response to your FOI request, you may make an
appeal by writing to <insert name of Official> at <insert email and address>. Your
appeal 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 workings days from the date
when we receive your appeal.

Thank you.

Respectfully,

FDM - FOI Receiving Office
Silang Water District
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ANNEX “I-10”

FOI RESPONSE TEMPLATE - DENY
(Invalid Request/Not Available/under DPA/Exception)

DATE

Dear eFOI user / (Requester’s Name),

Greetings!

Thank you for exercising your right to information [for standard FOI)] / utilizing the
eFOI portal (www.foi.gov.ph) and exercising your right to information under Executive
Order No. 2, s. 2016 on Freedom of Information in the Executive Branch.

We have received your request <quote request exactly, unless it is too
long/complicated>, dated<month, day, year>.

While our primary objective is to provide information whenever possible, we regret to
inform you that the requested information is not available at this Office. However, we
recommend reaching out to [name of other authority/organization] at [insert contact
details] for further assistance. Alternatively, you may resubmit your request to the
appropriate agency through the eFOI portal at [insert link here|. For additional
support, we encourage you to consult the FAQ section of the eFOI site:
https:/ /www.foi.gov.ph/help. (If Invalid request/due to DPA /Exception, state the
reason and supporting details)

Should you have any questions or comments regarding this letter, please communicate
it with us immediately at (provide email address or telephone number).

If you are unhappy with this response to your FOI request, you may make an
appeal by writing to <insert name of Official> at <insert email and address>. Your
appeal 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 workings days from the date
when we receive your appeal.

Thank you.
Respectfully,

FDM - FOI Receiving Office
Silang Water District
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