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SECTION |
OVERVIEW

Purpose of People’s Freedom of Information (FOI) Manual: The purpose of this People’s FOI
Manual is to provide the procedures to guide clients/customers of the Philippine Postal
Corporation (PHLPost) on how to requests for information in pursuant to Executive Order
No. 2 series of 2016 entitled “Operationalizing in the Executive Branch the People’s
Constitutional Right to Information and the State Policies of Full Public Disclosure and
Transparency in the Public Service and Providing Guidelines therefor”. (Annex A)

Coverage of the People’s FOI Manual: This People’s FOI Manual shall cover all requests for
information directed to PHLPost and all its offices at the Central/Area Offices, including all
Offices of Exchange, Mail Distribution Centers, Sub-Distribution Centers and local post
offices.

FOI Receiving Officer: PHLPost Officials/employees at the Central/Area Offices designated as
FOI Receiving Officers (FROs) shall primarily be tasked with the receipt of FOI requests from
clients/customer of the Corporation. The FROs shall make an initial evaluation of the FOI
request and recommend to the FOI Decision Maker for his decision whether to grant or deny
the said request.

FOI Decision Maker: PHLPost Officials/employees at the Central/Area Offices designated as

FOI Decision Makers (FDMs) shall have the authority to grant the request or deny it based on

the initial evaluation and recommendation of the FRO/Area FRO and/or of the following

considerations:

e PHLPost does not have the information requested;

e The information requested contains sensitive personal information protected by the
Data Privacy Act of 2012;

e The information requested falls under the Inventory of Exceptions to EO No. 02 series of
2016 (Annex B); or

e 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 PHLPost.

PHLPost Central Appeals and Review Committee: Clients/customers whose FOI request was

denied by the FDM may file an appeal with the PHLPost Central Appeals and Review
Committee.
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SECTION Il
DEFINITION OF TERMS

CONFIDENTIAL INFORMATION: Information which could potentially undermine public interest and
the privacy and integrity of personal information.

All information that falls under the list of exceptions issued by the Office of the President thru a
Memorandum by the Executive Secretary dated November 24, 2016 shall be considered confidential
information. These are the following:

Information covered by Executive privilege;

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

Information concerning law enforcement and protection of public and personal safety;

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
guasi-judicial powers;

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;

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.

HwN e

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

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

FOI RECEIVING OFFICE: The primary contact office at PHLPost where the requesting party can call
and ask questions about the FOI process or the pending FOI request.

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.

FULL DENIAL: When PHLPost cannot release any records in response to an 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 PHLPost is able to disclose all records in full in response to an FOI request.

https://www.foi.gov.ph/: Serves as the government’s comprehensive website for all information on
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the FOI. Among many other features, the foi.gov.ph site 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. The foi.gov.ph site also promotes Agency
accountability for the administration of the FOI by graphically displaying the detailed statistics
contained in Annual FOI Reports.

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

INFORMATION FOR DISCLOSURE: Information promoting the awareness and understanding of
policies, programs, activities, rule or revelation affecting the public government agencies and the
community and economy. It also includes information encouraging familiarity with the general
thrusts and programs of the government. In line with the concept of productive disclosure, this type
of information can already be posted to government websites without need for written requests
from the public.

OFFICIAL RECORDS: Refer to information produced or received by an officer or employee of PHLPost
in an official capacity or pursuant to a public function or duty.

OPEN DATA: Refers to data that are publicly and readily available for the public and/or end user.

PARTIAL GRANT/ PARTIAL DENIAL: When PHLPost is able to disclose portions of the records in
response to an FOI request, but must deny other portions of the request.

PERSONAL INFORMATION: Shall refer to any information, whether recorded in a material form or
not, from which the identify 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.

PUBLIC RECORDS: Include information required by laws, executive orders, rules, or regulations to be
entered, kept, and made publicly available by PHLPost.

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

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.
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SECTION 111
PROTECTION OF PRIVACY

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

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

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

3. The FOI Receiving Officers, FOI Decision Makers, or any Officer/employee who has access,

whether authorized or unauthorized, to personal information in the custody of the
Corporation, shall not disclose that information except as authorized by existing laws.
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STANDARD OPERATING PROCEDURES

SECTION IV

The following flow chart summarizes the procedures relative to the FOI request:

Receipt of FOI Request by
FRO/Area FRO

Is the FOI
Request in writing,
with complete
information, and with
attached valid ID?

FRO/Area FRO receives FOI
request, allocates an FOI
reference number and provides
copy to requesting party

Recording and initial evaluation
by the FRO/Area FRO

Transmission of FOI request by
FRO/Area FRO to
FDM/Area FDM

Is the FOI
request approved
or denied by the
FDM/Area FDM?

Approved

Denied

FDM/Area FDM approves the
FOIl request

FDM/Area FDM returns FOI
Request Form to FRO/Area FRO

FRO/Area FRO forwards request
to the Office concerned

Concerned Office prepares
requested document/s and
forwards it to FRO/Area FRO

FRO/Area FRO transmits
requested document/s to
requesting party

FRO/Area FRO provides
assistance to requesting party to
enable him/her to comply with
the requirements

FDM/Area FDM denies the
FOIl request

FRO/Area FRO informs the
requesting party of the denial of
his request

Will the
requesting party
appeal the denial of his
request?

No

FOIl request considered closed

Requesting party files appeal to
the Central Appeals and Review
Committee

approved or denied by
the Central Appeals and
eview Committee2

Approved

Denied

FOIl request may be further
appealed to the Office of the
President

FOIl request forwarded to
FRO/Area FRO for proper action

Page 7 of 15



People’s Freedom of Information Manual (PHLPost]

Receipt of Request for Information: Clients/customers requesting for information shall file
their request with the FRO/Area FRO strictly following compliance to the requirements
below:

e The request must be in writing and made in the FOI Request Form (Annex C);

e The request shall state the name and contact information of the requesting party, as
well as provide valid proof of identification and/or authorization; and

e The request shall reasonably describe the information requested, and the purpose of the
request for information.

Valid identification documents shall include, but not limited to, photo- and signature-bearing
government-issued IDs such as the Postal ID, SSS/GSIS UMID, Passport, Driver’s License, PRC
License, COMELEC Voter’s ID, etc.

In case the request is not compliant with the requirements, the FRO/Area FRO shall provide
reasonable assistance to enable the requesting party to comply.

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

Mode of Application: Clients/customers may file an FOI request through any of the
following:

a. Personal Application. Application of FOI Requests is centralized at the PHLPost Central
Office and Postal Area Offices found in key cities nationwide. However,
clients/customers may also file their requests at any local post office but it will still be
routed and acted upon by the FROs from the Central/Area Office.

b. Mails. FOI Requests sent through post shall be addressed to the FOI Receiving Officer.

c. E-mails. FOI Request are allowed through e-mail, provided that the requesting party
shall attach in the e-mail a scanned copy of the FOI request form, and a copy of a valid
photo- and signature-bearing government-issued ID.

d. eFOI Platform. Clients/customers may also file FOI Request by accessing the eFOI Portal
of the government at https://www.foi.gov.ph/.

Contact information such as Official Address, Telephone Number and e-mail address of the
FOI Receiving Officers are attached as Annex D for the information and guidance of all
concerned.

Standard Period of Reply to FOI Request: PHLPost shall promptly respond to requests within
the fifteenth (15th) 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 or non-
working holiday in the Philippines.

The date of receipt of the request will be either:

e The day on which the request is physically or electronically delivered to the
government office, or directly into the e-mail inbox of the assigned PHLPost
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Officer/employee; or

e 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.

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 considered closed.

Initial Evaluation of FOI Request: Requests for information shall be evaluated by the
FRO/Area FRO based on the following categories:

a. Requests relating to the Corporation, Departments at the Central Office, and Offices of
Exchange: Requests for data/documents/information relating to the Corporation as a
whole, or regarding Departments at the Central Office, including the Offices of
Exchange, are to be acted upon by the FRO.

b. Requests relating to the Area Offices, Mail Distribution Centers and Post Offices:
Requests for data/documents/information pertaining to local offices in the Areas such as
the Area Offices, Mail Distribution Centers/Sub-Distribution Centers and the post offices
are to be forwarded to or acted upon by the should be addressed to the Area FRO.

c. Requested information is already available in our Corporate Website: Should the
information being requested is already uploaded or available at the Corporate website,
the FRO/Area FRO shall inform the requesting party of the said fact and give the
requesting party the website link where the information is posted. This includes the
following documents that are posted in the Corporate Transparency Seal:

[._nstmurionmmarrers 0 0000 000000000000

1. Legal Basis e Republic Act 7354, Postal Services Act of
1992

e Executive Order No. 47, s. 2011, Retention
to the Office of the President

2. PHLPost Organizational Structure e Current Organizational Structure

e PHLPost Rationalization Plan

3. PHLPost Board of Directors and its e Directory of Board of Directors and its
Officers Officers

e Mandate and Functions

e Board Committees

e Compensation Package of Board of
Directors

e Board Meetings
4. PHLPost Executive and Management e Directory of PHLPost Executive &
Team Management Team

e Compensation Package

5. Government Corporate Information
Sheet

6. List of Subsidiaries and Affiliates
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1. PHLPost Mandate and Functions

PHLPost Vision and Mission
Statement

3. PHLPost Strategy Map

4. PHLPost Manual of Corporate
Governance

5. PHLPost Corporate Social
Responsibility

PHLPost CSR Statement

CSR Program

6. PHLPost Risk Management System

PHLPost Risk Management Framework

7. PHLPost Performance Scorecard

8. PHLPost Performance Evaluation
System

SPMS

System of Rating and Ranking

9. PHLPost Citizen’s Charter

Compliance on Citizen’s Charter

10. IATF Good Governance Conditions

PhilGEPS Posting

Compliance on Transparency Seal

SALN Certification

Report on Ageing of Cash Advances

11. Other Governance Policy

1. Quality Certification

No Gift Policy

No Noon Break Policy

No Smoking Policy

No Fixers Policy

Quality Management Standards System
Plan

Quality Manual

Quality Certificates

2. PHLPost Annual Plans, Projects &
Activities

PHLPost Annual Reports

PHLPost Roadmap

PPAs

COA Audit Reports

PHLPost Audited Financial Statements

PHLPost Trial Balance

PHLPost Corporate Operating Budget

Schedule of Government Subsidy

N || s wWINE

PHLPost Borrowings

Local & Foreign Borrowings

Borrowings Guaranteed by the National
Government

8. Report on the Ageing of Cash
Advances

1. PHLPost Annual Procurement
Program

2. List of Contracts Awarded (Above
500T)
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d. Requested information is not in the custody of PHLPost: If the records requested refer
to another government agency or office, the request will be immediately denied and
referred to the appropriate office through the most expeditious means and the
requesting party shall be notified accordingly.

5. Approval/Denial of FOI Request:

a. If approved, the FRO/Area FRO shall prepare within the prescribed period, the letter
informing the requesting party that his request was granted and be directed to pay the
fees, whenever applicable.

b. If denied, the FRO/Area FRO shall inform the requesting party of the denial of his/her
request through his preferred mode of communications. The notice shall clearly state
the ground/s for the denial and the circumstances on which the denial was based.

6. Transmission of Requested Information to the Requesting Party: The FRO/Area FRO shall
ensure that the reply to the FOI request is sent to the requesting party within 15 working
days upon receipt of the request for information. As provided for in the FOI Request Form,
the requesting party may choose his/her preferred mode of reply from the following

e E-mail e Mail
e Fax e Pick-up

7. Request for an Extension of Time: If the information requested requires an extensive search
of voluminous Corporate/Area records, the FRO/Area FRO shall inform the requesting party
to ask for an extension period explaining therein the reason/s for such request. In no case
the extension shall be more than twenty (20) working days on top of the standard fifteen
(15) working days.
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SECTION V
REMEDIES IN CASE OF FAILURE BY PHLPOST TO REPLY
OR DENIAL OF REQUEST

In case of failure by PHLPost to reply within the fifteen (15) working-day period or denial of
request, the requesting party may avail himself of the remedy set forth below:

1. A written appeal to the PHLPost Central Appeals and Review Committee must be filed by the
same requesting party within fifteen (15) working days from the notice of denial of request
or from the lapse of the period on which to respond to the request.

2. Denial of the appeal by the PHLPost Central Appeals and Review Committee may be
appealed to the Office of the Board of Directors by filing a written appeal within fifteen (15)
working days from the notice of denial of appeal.

3. The appeal shall be decided by the Chairman of the Board and its Members within thirty (30)
working days from the filing of said written appeal.

4. The denial of appeal by Office of the Board of Directors may be further appealed to the
Office of the President under Administrative Order No. 22 Series of 2011 entitled
“Prescribing Rules and Regulations Governing Appeals to the Office of the President of the
Philippines”. (Annex E)
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1.

SECTION VI
FEES

Schedule of Fees: Below is the matrix of fees detailing the costs to be paid by the requesting

party:

Photocopy (per page)

PhP

3.00

Computer printout (per page and in black ink only)

4.00

Certification Fee (with dry seal)

35.00

Authentication Fee (with dry seal)

35.00

Vs wINE

Mailing Fee (Registered Mail with Registry Return Receipt)

Per published rate

Payment of Fees: Requested information will not be released to the requesting party
without the payment of appropriate fees and/or mailing charges at any Cashiering Office at
the Central/Area Office. Payments may also be accepted at local post offices thru the
authority of the Postmaster General and/or issuance of an appropriate office circular on the

matter.

Exemption from Fees: PHLPost may exempt any requesting party from payment of fees
upon submission of a separate request addressed to the Postmaster General and CEO
stating the reason/s why such requesting party shall not pay that fee. Requests for
exemption of payment of fees shall be subject to the approval of the Postmaster General

and CEO.
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SECTION VII
ADMINISTRATIVE LIABILITY

Non-compliance with the FOI Manual: Failure to comply with any provision from this FOI Manual by
any PHLPost Officers and employees may be a ground for administrative and/or disciplinary
sanctions subject to existing laws and all applicable issuances of the Corporation.

The requesting party may also submit a written complaint to the Office of the Postmaster General
stating the grounds and reasons for filing such compliant against the responsible Officer/personnel.
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Annex A

Annex B

Annex C

Annex D

Annex E

SECTION VilI
ANNEXES

Executive Order No.02 series of 2016

Memorandum from the Executive Secretary dated 24 November 2016
(Inventory of Exceptions to EO No. 02 series of 2016)

FOI Request Form

Contact Information of FOI Receiving Officers (FROs) and FOI Decision
Makers (FDMs) at the Central Office and Area Offices

Administrative Order No. 22 series of 2011
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MALACANAN PALACE
MANILA

BY THE PRESIDENT OF THE PHILIPPINES
EXECUTIVE ORDER NO. (2

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

WHEREAS, pursuant to Section 28, Article Il 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 Il 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 departments, bureaus and offices, and the duty to
ensure that the laws be faithfully executed:

WHEREAS, the Data Privacy Act of 2012 (RAA. 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:

THE PRESIDENT OF THE PHILIPPINES



SECTION 1. Definition. For the purpose of this Executive Order, the following
terms shall mean:

(a) ‘Information” shall mean any records, documents, papers, reports,
letters, contracts, minutes and transcripts of official meetings, maps,
books, photographs, data, research materials, films, sound and video
recordings, magnetic or other tapes, electronic data, computer-stored
data, or 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, departments, bureaus, and instrumentalities, including government-owned or
-controlled corporations, and state universities and colleges. Local government units
(LGUs) are enjoined 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 documents and papers pertaining to
official acts, transactions or decisions, as well as to government research data used

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

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

The Department of Justice and the Office of the Solicitor General are hereby
directed to prepare an inventory of such exceptions and submit the same to the Office

of 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 Department of Justice and the
Office of the Solicitor General are directed to update the inventory of exceptions as



the need to do so arises, for circularization as hereinabove stated.

SECTION 5. Availability of SALN. Subject to the provisions contained in
Sections 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 as provided in Section 4 hereof.

The determination of the applicability of any of the exceptions to the request
shall be the responsibility of the Head of the Office which has custody or control of the

information, public record or official record, or of 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
an individual's right to privacy as follows:

(@)  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 laws, 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; and

(c) Any employee or official 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
regulations.

SECTION 8. People’s Freedom of Information (FOI) Manual. For the
effecti