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DIVISION MEMORANDUM
NO st2 2ol7

TO Chlet Educollon SupewisoB ond Sloff, SGOD qnd CID
Publlc Ebmenlory ond Secondory School H
Thb Dlvlllon

N

TROM :

DATE October 4, 2017

RE DISSEMINAIION Of DEPED MEMO 149 S. 2017 RE: DESIGNAIION Ot THE

MEIAEERS OI IHE DEPED PEOPI.E'S fREEDOM Of INfORIAATION COMMITIEE,
AND Of RECEIVING OFFICERS AND DECISIOi{ llAxERS

l. Consislent to the herein DepEd Memo No. 149, 2. 201/,lhe field is hereby informed
of the Designolion of the Members of lhe DepEd People's Freedom of lnformotion {FOll
Commiltee pursuonl lo Seclion l8 of DepEd Order No. 72, s. 201 6 os follows:

/r/r/,-
ED|LBERTo{L oPtENARTA- cEso vr

ffi - Sclrdob Division Superintendent 4

Choirperson

Co Choirpeson

Members

2. For your informotion ond guidonce

l.cd.h Urilt

Ally Nepomuceno A. Mololuon
Assistonl Secretory ond Chief of Slofi
Atty. Jo3€phlne G. Moribojoc
Assistonl Secrelory for Legol Affoi6
A$blonl Secrelory G.H. S. Ambot, Public Affoin service
Direclor Roger 8. , ,osopol, Plonning Service
Direclor Robed M. Aguslln, Administrolive Service
Represenlollve from the Associotion of DepED

Directon Directors (ADD)
Represedollve from the Philippine Associolion of

Superinlendents {PASSI

To bo port d in ttE Uvblon lv.btll.
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29 sEP 2Bt7
DePEd MEMORANDUMNo. 149 , s.2017

DESIGIIATIOT OT TIIE UEXBERA OT TIIE DEPED PEOPLE€ FI|TEDOU
oF ITFORIATIOI| COf,IITTEE, AXD OF RDCEMI|G OITTCERS rrD

DDCIAIOI| XAXERS

To UndeBecretaries
Assistant Sccretaries
Bureau and Service Directors
ReSional Directors
Schools Divi6ioo Superintendents
Division Chiefs and Unit Heads
Public Elementarl. and Secondary School Heads
A]l Otherr Concemed

1. The Department of Education annouflcrs the Dcdt!.tlon of thc XcDDGri of
tL lrcpEd Pcoplc'. Frcodoe oflnfotErtfot (FOD CooDftt c, pursuant to S€.ction
18 of the cnclos€d DepEd Order No. 7L.{ 2016 entitied. Deryrtment of Edttdttion
Petple s Fredom oJ Infomation Manuat and It tplerwnting D€:'ojlsi.

Chairperson

Co- Chairperson

Members

Atq7. tr.Doalc.no I Llrluln
Assistant Secretary and Chief of Staf
Atttr. Jol.phtac c. x.rlbojoc
Assistant Secretarj. for LaSel Arlairs
A..ldr!t Accrct ry G.E. A. ADb.t, Public AIIaird Service
Dtt cto! Rotar B. XalalDl, Planning Serei.e
Dlr.cto. Rotcrt f. Agu.th, Administrativ. Service
Rcprcaaatatlvc frorrl tJle Association of DepEd

Dircctols (ADD)
Rcpttr.lt tlyc from the Philippinc Association of Schools

supe.intendents {PAssl

2. The PlanDing Service-Education Management Information Sj.stems Division
(PS-EMISD) and the Public A$sistance Action Ccnter (PAAC) of the Central Ofice shall
constitute thc FOI Committee Secretariat. .Ihe Secrctariat shall provide technical and
adminstrative aupport to the FOI Comddttee io the performance of its functions.

3. Towards achieving a smooth r&plementation of the request and release of
informatioD, FOI Receivint Omcers (ROs) and FOI Decision Makers ahall be designated
based on Sections 9 and lO ofthe DepEd People's FOI Manual.

a. For the Centaa.l Omce, the FOI Committee sha.ll recommend to the Secretary
the peBonnel to be designated as FOI RO and FOI DM as soon as it

b. For freld units, all reBional ofhces are directed to $ubmit on or b€fore
Octoblr m, 2017 a consolidated list of their reEion's FOI ROs for the

D.pEd compl.x. M.rar.o Av.nu., pa6ig cny 16(10 
g 
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information of the FOI Committee, and tieir desiSnated FOI DMs to. the
approval of tltc Secretary. The submission will be coursed through the FOI
Committee Secretariat throuSh e-mail at &i!4!g!Sgg9f.pb.

4. The FOI Comrnittee is directed to convene as soon as possible to discharge its
functions.

5. OperationB cost of activities relating to the implementatron of the DepEd
People's FOI Manua.l sha.ll b€ charged to OSCC-GASS Funds, subject to the usual
accounting and auditing rules and regulations.

6. Iomediete diss€mination and compliance of this Memorandum is deired

.-"-,-<r/--
r,sdlfonlrolSrls aRrorEs

Secretary

Encl: As state€d

Refcre[ce:
DepEd O.der No. 72, s. 20t6

To be indicated in the Perp€tual Index
under the following subjects:

COMMITTEE
INFORMATION
MANUAL
OFFICTALS
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3.Iubli. ot t e priti&ined

Depurtment of @lucstton

2s [0v mffi
DepEd ORDER
No.fl ,s. 2016

DEPARUEITT OF EDI'CATIOT PEOPLE'S FREEDOI OT II{FORUAIION
flTUAI AIID IUPLEXBNflTG DETAII.S

To Undenecretaries
Assistant Secretaries
Bureau atrd Service Directors
Regional Dircctors
Schools Division Superintendents
Public Elcmentaiy and Secondary Schools Heads
All Others Concemed

1. hlrsuant to Executive Order (EO) No. 2 dated July 23, 2016 entitled
Oryrdtionnlizing ift the E).ecutiue Bratch tha People's Constitutiottdl Righl to InfofiBtiot
aniZ the Stete hlicies of F'ull Public Disclo&re ond. Tlanspareic! in the htbli. Setui.e
drtd Ptot idfitg Cuidetines ThereJor, this Departoent issues the eoclosed DclErtocnt
of Educrtld Pcoplc'. F'r..doa of, IltorE tlo! (fOIl Ualud sld lEt lcocrdrg
Dctdlr, which shall be know'r as DeparttEnt of Educqtion People's FOI Mqrrual of 2016,
together with EO 2.

2. This Order shall
www.deped,gov.ph.

take effect immediately upon publication online at

3. tooediate disseEtination of and compliance witl this Order is directed

BRIOTE{I
SecretarJa

Encl.: As stated
Reference: DepEd Memorandum No. 119, s.2016
To be indicated in the Perpetual Index

under the following subjects:

BUREAUS AND OFFICES
INFORMATION
MANUALS
POHCY

PROGRAMS
RECORDS
REPORTS
RULES AND REGU]NTIONS

AP /D-DO DoEd ItopLl Fr..d.n otlnfiDdior Mmu.lsd taot.d.drinrDdjL!
m7olNo66.r 23l25lD!.@b.r 6, 2015

D.pEd comprd, Mc.er@ A!.nu., P.6is ciry t6oo P ur"-r"o",u""-rrr",*r-r"u, * *u-au"uru"r-ozog I sw.acFd.s@.ptr



(Enclosure to DepEd Order No. 72, s. 2016)

,irutli. ot rt. Sriti$in.,
Blpartment ot @lucation

DEPARTMENT OF EDUCATION PEOPLE'S FREEDOM OF INFORMATION
MANUAI AND IMPLEMENTING DETAIIS

VHEREAS, Sectioo ?, Adcle trI of rhe Coostitutioo gruantees the dght of the people
to ioformatioo o,l rnatters of public concem, \rrhich the Supreme Coun held to be self-execurirg

WIIEREAS, pursurot to Sectioo 28, Article II of thc 1987 Coostitution, the Stete adopts
and implemeots a policy of 6:ll public disdosure of all its trrnsactioos involving public intcresg

VHERIIAS, io the exetcise of conuol orrer all executive depanneots, bueaus ,nd
offlccs, as well es of tlle mao&te to ensure that the lavrs be faithfuly executed, PRESIDENT
RODRIGO ROA DUTERTE issucd Executive Order No. 2 dated July 23,X16 @O 2, s, 2016)
entided 'OPERATIONALIZING IN THE EXECUTIVE BRANCH THE PEOPLE S

CONSTITUIIONAI RIGHT TO INFORMATION AND THE STATE POUCIES OF FU]I,
PUBLIC DISCLOSURE AND TRANSPARENCY IT\ TIIE PUBLIC SERVICE AND
PRO'!'IDING GUIDEUNES THEREFOR', bereto attxched.

VHEREAS, for the effcctiye implementatioo ofEO 2, s. 2016, Sectioa 8 thereof dirccts
ev.ry gove [Deot ofEce to preprre a '?eople's Fleedom of lnfoEr&tion (FOI) Maourl

VHEREAS, Sectioo 16 of EO 2, s, 2016 htther directs all government offices to
formulate theL respective impleraeatiog details uking into coosideration d& rnandates end rhe

nature of informatioo in their custody or control;

NOW, THEREFORE, prusuxnt to rhe directives of EO 2, s. 2016 and in thc exercise
of the fimcrions and authority of the Secretary, this People,s Frecdon of Information (FOt)
Manual rod Implemcnting Dctails fot tie Departrnent of Education is hereby promulgated:

I. GENERAL PROVISIONS

SECTION 1. Sroa ZZe. This pcople,s Frcedoo oflnformation (FOI) Manual aod
Implcmcnting Detaile shall be kno'rn as the ,,Dcpan rr.nt oJEdrtation pea?hti*aM o1tr1o_otio,
Mamal oJ206'.

,,-.r-""-:"_:19lr^ ?*T TY Manual shall cover the offices of rhe Secetary,unoet3ecretafles ,nd Assisrant Secretaries and all burerug serices, aad offices of the ceotralof6cei..ll 6eld of6ces in the leoions.n.t rtivision., -a "ff 
.J-r..i[l Oli,.r*,lrfar*"o".The anached agencies of the D"epanruenr. namely, rhe Cbildhood Care *j.O*Jip_.r, c"*"I,
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the National Book Dcvelopment Board the National Council for Childcn's Televisioo, tire
National Museum, aad the Philippioe High School for tfie Ans may choose to promulgate thet
olr'n Manurt o! to .dopt this MaauaL govidd that they shdl issue their orm guideline on dre
application of the provisions of this Manual to th& ageocies, and ptovided funher, that their
decisioas oo FOI tequests arc not appealable to the Department of Education.

SECTION 3. Defurraira of Tcna6. Fot rhe pntpose of this Maoual, the folloMng terms
shall mean:

a. Infometion shall meao aoy lecords, docu[ents, papels, aepolts, lettels,
contlects, minut€s and transcriprs of official mcethgs, maps, books,
photo8nphs, deta, research mat€rials, 6lrns, souod and video recorditr&
magoetic ot other tapes, clectlonic &t, computer stored &ta, ot any other like
or similat data or oateriels tecotded, stoted or archived in whatever fonnag
vhcthcr offline or onlinq vhich are made, received, or kept io or under the
cortol aod custody of aoy govemmcnt office pursuaat to law, execttive order,
and tules aod regulatioos or in conoection with thc p€tfodaflce or tansaction
of officid busiaess by any govctnmcot of6ce;

b. Oficid tecord/records shall refer to inforrnation produced or rceived by a
public ofEce! o! employcc, or by a govemment of6ce in an official capacity or
pu$uant to a public fuoctiotr or dutt; .rrd

c. Public recotd/records sha.ll include informrtion requircd by laws, executive
ordcts, nr.les, or rquletioos to be cotercd, kept aod made publidy emiLable by e
goverommt of6ce.

IL ACCESS TO INFORMATION

SECTION 4. Right ,o lafotmetioa. Uader Secrion 7, Artide Itr of the 1987
ConititutiorL drc State recogoizes the right of the people to informetion on matters of public
concefi. Under Sectioa 28, Article tr ofthe Constinnioo, the State adopts and implements a potcy
of ftrll public di$dosure of a.ll its tansactions involviag public iotetest. Pusuant thereto, ev6y
Filipino shdl luve acccss to infotmetioa, officiel lecords, public records, and documeots and

P.Pers pettainiry to ofEcial acts, trarsactioos or decis.ions, es vell as to govemftletrt reseerch &ta
used xs basis for policy devclopment, that are in the custody or Lrndcr the condol of the
Departrneat of EducstioD-

SECTION 5. .Excepaioac The Deparmrent shall dcny access to infomatiotr or y $rhen

de infomratioo rcquestcd falls undcff,,ly of the cxceptions eDihrined in the Coostiotion, exsting
Iaws or juisprudence and specified in the inventory of ecrceptions as embodied in the Circulrt
issued by the Of5ce of the President puisuant to Secrioo 4 of EO 2, s. 2016.

SECTION 5. Ptotectian of fuincy. While providing access m iofometioo, public
rccords, and of6cial records, the Deparmledr shall affotd frrll protection to afl hdividur.l's right ro
priwacy, as follows:

a. It shdl eosure dnt pelsooal infolmetion is disdosed ot rcleascd ooly ifit is matetiel

ot relaraot o drc subject mattet of &e tequcst and is disdocue is perrnissible uoder

edsting lrws, nJ€s or t€guletions;

2



b. It sh"[ Fotect F,€rsonal ioforoatioo in its cr.:sody or coatrol by makiog rcasonable

secudq dr'iDgefoeots agriost lezls ot pretruurrc disclosure of petsonal iofoouricn
vtich uoduty etposes the individuel whos€ persorBl informatioa is requcsted o
vilincatio!, hanssnEfi, o, any odret wrongirl acs; and

c. Any employee or o6cial v'lro has access, audrorized or uDautiorize4 to pclsonal

infonnation in dre crstody of *re Depaimefi must not disdoc€ that infodnetiim
€xcept wh€o drdoliz€d by aisdog hws, tules or !€ulaticc

SECTION 7. FOI Rcquest, Every Filipino who requcsts acccss to infofitution from
the Department shall submit a uritteo request rcesooebly describing the infotmetion requestcd
and the rcason fot or purpose of the rcquest The rcquest shall state the nadre 2od cootact
infotmation of *re requesting party, who shall also provide proof of his or her identificatioo. The
requester may submit the request in person or by electrooic or regular rnail, and rnay use the request
form prescribed by the Dcpartmcnr

SECTION 8. Whae an FOf Rcqueat ,nzy bc Sufuitted. An FOI request may be

suboitted .t the following ccotral aod field ofEccs of the Depertrneac

a. Public Assisuoce Actlon Ceoter at the Cefltral Of6cc;
b. Regiood Of6ce;
c. Schools Divisioo Of6ce; and
d. School

The Departrncnt shdl publish in its websitc updated infomution on the locatioo and

contect detefu of thc aboyc ofoces rnd the nemes of :.ll FOI Rccciving Officers as dc6ned in tlis
Maoual. In additioo" all centra.l and 6eld of6ces of thc Departrnent sball make such hfomation
readdy avsilabl€ to any FOI requeste!.

SECTION 9. IOI RccciuiDg Ofrcct T\e Departmetrt sh.ll designete the FOI
Receiving Of6cer/s (FOI RO) at the Public Assistance Acuon Center of dre Cenual Of6ce, the

Regional Of6ce, Divtion Offce, aod Schools. Upon teceiviog an FOI requesg dre FOI RO shall:

a. Providc lc2somble rssistance, free of chergg to eneble requesters especially

those with special nceds to comply v/ith the requcst requirements;

b. Starnp dE FOI lequest as "rcccived', iodiceting dre d.te ad time of the rcceipt, &€

requ€st rcferedce number, dre oasre of the FOI RO, and his,/het signature. A copy

drereof shell be frmished drc rcquestirg part)a

In cxse dre FOI Request is seat by electonic mail dre FOI RO shall pdlt the rcquest

and follow the procedure for starnpirg &e lequest as "!eceived". The request shr.ll b€

adoon ldgd ty elecEooic rruil wi& a scamed copy of the pnioted rcquest beuring

dre "reclived' sump attached drreto;

d. In case dr FOI request is sent by tegular oai[ &e FOI RO shall follow dre pocedure

for sunrping ttre tequest as "rcceived', and 6.:mish a copy thereof to dre rcquester

3



tqIedIE wi$ *!e notice of dre dispcitioo of dre rcquest $'lleo such has aheady becn

rDade

The FOI RO shdl eoter fie re$rcsr h dle FOt Ttrcking SISEn; ,nd

f. If the infomution requested is rcadily accessible to the FOI RO aad known to
him o! he! to b€ toutinely made available to the public, the FOI RO shall rdease
drc same folloving Scctioa 11 ft) of dris Manue.l othcrwise, the FOI RO sball
forw:rd the equest to rhe FOI DM oot later theo &e next workiag day
following the receipt of the request, for appropriate action

No lequest shdl be reirsed acceptance ur ess the re$on fo! the lcqucst is contrary to lev,/

or existhg files or &gulatioos.

SECTION 10. FOI Deciaioo Mzkct The Secranry, with respect to the Ccoual Offic,
and the Regiooal Directors, with respect to thet r€spective Regional OfEce, Division Of6ces, and
Schools, shall desigoate aa FOI Dccisioo Maker (FOI DIQ for thc Ceatral Off,ce rnd fot each

Regiooal Ofice, Division Office, and School who shall have authority to gratrr or detry an FOI
request- T'[re designatioo by Regional Directors of the FOI Decisioo Maker for their lespecuve
Regiooal Of6cc, Division Omc€! and Schools shdl be apptoved by dre Secet ry.

SECTION 11. Dicpaitian ofFOI Rcquccrs. The following plocedurcs shall govcm
thc disposition of FOI equeso:

a. The Dqranmcat shall rcspond to an FOI rcquest .s soon .s practicable but rot
exceeding Efteca (1 5) workiag &ys ftom rcceipt of the rcqucsg unless ertended
whenever the request requires extensive seerch, or examioadon of volEminous
records, or affccted by rhe occurrcnce ofany fortlritous event preveotiog access,

ol othcr analogous cases. Ir oo cese shall the cxtension go beyond rwenty (20)

wotkiog days couflted ftom the end of the original Efrren (15) working &ys
pedod unLss exceptiom.l circumsances werrerrt a lorger period. The respoose
refets to the decisioo of the Depatrdredt to grant oJ deoy access to the
information requestcd;

b. If dre information requested is readily accessible to the FOI RO, and such is
koown to him or her to be routinely made aveilable to the pubtc, the FOI RO
shall release the same to the requester as sooo es practicable aod in no casc

bcyond Efttcn (1 5) working days ftom receipt of th€ requesq

c. If thc ioformatioo lequested is oot reedily accesible to the FOI RO, aod/or
such is not knoqm to him or her to be routinely made available to dre public, the
FOI RO shall prompdy forslard thc requ€st to the relevant FOI DM/s fot
determination of the response to the rcquesq and

d. The FOI DM shall uadcnake the following actioos leading to the detersrioelon
of tle responsc oo the requesc

Cooldioate wirh rhe rclevant ofEce or persoaoel to deermine drc
existence of the request€d hforrnetio& and to direct the retrieval and
submission of tle same if al'ailable;

L
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in.

iv.

Detetmine whethet dre peliod to respoad needs to be extended shou.ld
aoy of the grounds for entension be present;

Detesrine whedret the informatioa cleady falls under any of thc
inventory of exceptions uader Sectioa 5 of this Manual;

In case the leque6t is a subscqucot identical or substaotially simil2r
request by the sr!0c requesting perty, deteorine whcther it constitutes
ao urreasonable rcquesq

In case the infomarion requcsted coostitutes or costains personal
iflfolrnetion, dctqrnioe the eppropriate measules to balance the
reguestels iotercst in disdosure rnd the duty to protect the pdvasy of
the individual coacemcd; aod

Deterninc whcthcr to graot o! deay the request hased on the law, facts,
and &cunstances-

SECTION 1jL -Ra@.rr of thc Dispoeitioa ofthc Req.rcst to tbe FOI.RO. Thc FOI
DM shall retum de dispositioo of the request to the RO not latet thao dle fourtecn (14) working
days froa rcceipt of the rcquest by the FOI RO, suting whedrcr fie period to respood is extendd
or t}le request is graoted or denied.

If drc pcriod to respood is exteoded, the rctum sha.ll state the rssoo/s fo! the exteflsrco
and the date wLen the responsc is expected to be given.

If the request is gmnted the ioformatiotr requ€sted shsll be endoscd wit}r the tetum.

If dre request is dcnid the retum shall clearly set forth rlre grouod or grounds for denial
and the ciIclrmst oces on vhich dre deaial is based. The FOI DM must also wadaot that the
exc+tion is not being us€d or availed of primarily and purposely to cover up a crime, wtongdoing,
greft o! comrptioo.

SECTION ,3. Nadbd to the Reguestc, ofthe Dispaitioa oftbe Requeet. 'flrcEOl
RO shr.[ nodry the requestet of the dis;osition of the tequest not later thaa Efteen (1 $ working
days from receipt of rtrc requesr

If dre period to respood is extende4 the ootice shall stete the reasoa/s for the extensron
and the date \ heo the response is expected ro be give[

If the tqucst is gnntcd, the information requested shdl be eodosed with tlre notice in
case no fees are assessed. If fecs ate assessed pursuant to Section 14 of this Manual, dre ooticc
shall indude a breakdou'n of the fees and ord6 of its pa,'rBent befole the telease of thc
infotmation.

If the request is deniei, the notice shell quote or ert ch rhe rccital of rhe FOI DM of the
ground or groun& for denial and the circumstanccs on which the denial is based, as well as his or
her warraoty that thc exceptioo is not being used or availed of primarily and puposely to cover
up a crime, wrongdoing, graft or cotruption.

5



SECflON 14. Fcc* No fees sha.ll be charged for acceptingFOl requests' Howcvcr, the

Depattrnent may chrrge a rcasonable fee to reiroburse actual costs of prioting ot reproduction of
the inforrnation. Thc Dcpartmeot shall publish the applicable schedule of fees,

SE:CIION E. FOI Tnckittg SFrerr. The D?altment shall esablish en FOI Tiacking

Sysrem that records the chain of rcceipt, referral action and 6nal disposition of a request for

inforrnatioo. Thc Tracking System mrut be ia a digital platform as much as practicable.

UI. REMEDIES

SECTION 16, ,{ppcal froa e Denial ofta FOI tlcguesa Wheo an FOI request is

deflie4 the teqlester rnay 6lc a wtitteo appeal to the offrcer ot of6ce oext highct in autholity
within Efteen (15) calcndar days from the notice of deaial or from the lapse of the relevant period
to respond to the request, as follows:

a. From the school FOI DN,l, to the school priocial;
b. Froa the Division OfEce FOI DM, to thc Division Superinteodeoq
c. From the Rcgiond OI6ce FOI DN{ to thc Regional Direcror; xnd
d. From rhe Central OfEce FOI Dlvt to the Sectetary

The appeal shell be decided withia thirty (30) workiog days ftom the 6ling of thereof.

If the denial is susained at the 6rst level appeal lower than the Secrctary, the requestcr rl4y
elevate the matter on find appeal to the Secret .ry, who shrll resolve the matte! withh thirty (30)

calendat days &om rcceit thercof.

Fail*e o dccide widrio *re periods provided for 6rst level and 6r:al appeal shdl be deeured
a denial of the appeel.

The Secretrry may refrr thc appeal to thc Departmcnis l-egal Affairs Office or the FOI
Committee oeated undcr Section 18 ofthis Manuel

The decisior of the Seceury, by himsetf/herself or through referal to the Departrneo/s
kgd Aff.irs Of6ce o! Department of Education FOI Corrrdttee, shell be 6nal and execttory
uolcss the requesting palty 6les ao applopdatc ludicial action ia accordrnce with tbe Rules of
Coutr

All dccisions oa appeat sbrl b€ forwarded to thc rclevant FOI RO for tmnsrittal to the
rcquester, or t aosmifted dirccdy to dre requester with a copy furnished to dre FOI RO.

SECTION 17. /tda.itubtrative A.bility. Failure to comply with the provisioos of EO
2, s. 2016, and with the provisions of this Manual, may b€ i glound for adrnitistrative and
disciplinary saoctions aga,inst any erring public officer or employee under existing laws, tules or

Depending on the gravity and reperition of dre act, the followiog ac6 willE:lly aad
knowingly commined shall be t oB:nouot to oeglect of duty, lefusal ro perfom official duty,
miscoaducq or other appropiatc adminisrntive offense uadet existing ru.les of the Civil Serice
Commissioo, and shall constitute groudds for adrrinismtive and disciptinary saoction againsr any
pubtc ofEcial ot employee:

6



a- Rcfusal of *rc FOI RO to promprly forward ao FOI requesr to the Try'znt 
F.OI

DIv! \r,hen such t the dircct cause of the failure to disclose the lntonnadon

widin thc Periods rcquired;

b. Uniusti6eble failure of ao FOI RO, FOI DM, eppcals ofhcer'-or any.oficer ot

.-ptoy." to ai""tt"rg. such actions neccssaty o eoable the disposition of the

..q.r..i * 
"pP.d 

*;i" thc periods ;equired under this Menud; and

c. Claiming of ao dcePtion whea the clais is Eenifestly devoid of factual and legal

basis;

Thc I-egal Affain Of6ce is directed to tecoomend to the Secrctary, 'rithin si:ty (60)

calendar days ft6m rhe effectivity of this Mrnua!" a simple and speedy procedurc for.administratiue

."iplaints'u.a "" 
tfti" Section aod consisteot with_exisdng lews, nrles and regulatioos' for tle

ptomulgatioo of the Secrcury.

rv MBCHANISMS TO FACILITATE EFFECTIVE ACCBSS TO
INFORMATION

SECTION 18. Dep.rtn cat of Ed.tcrtioa FOI Coamittce. A DePatrrent of
Education FOI Coomittee is hereby cstablished, to be composcd of seven membets dcsignated

by the Sectetery, as follows: A chairpetsoo, who shdl bc an Uode$ecretsry or Assistrnt Secretary;

a co-chairpecon, who shall be thc Undersecretery o! Assistaot Secretary of dre t-cgd Aff^irs
Oftice, and 6ve (5) regulzr rncmbe$ at least one of'**lom sha.ll come ftom the 6eld of6ces.

The Cotnmittee shall have the following functions

Cootdinate with tie FOI ROs, FOI DMs, and centlal end 6eld of6ces ro teep
updatcd of their FOI pnctices, probl.rns and issues eacountered, and lcssoos
and o<perimces;

b. Foroulate and implement prograos, pfoiects atrd activiri€s ro increase
ar*'ateness aod uodestanding ofthis Mrnual upgtade capacity araoog coocemed
ofEcec and personnd build importaot resoulices alld fefer@cc rnatedds orl
FOI, and inuoduce inoomtiom for the effecdve opetatiooalization of this
N{anual;

c. Hold coasultations with stakeholdcrs to get feedb.ck on the Deparmleot's
impl€rneritation of this Maoual, idcnti$ good pracrices and areas fot
imptovement, and genenre ideas on how to be more responsive to the oeeds of
the public;

d. Coordinate the rcgul2r up&te of dre Deparrnends rnapping ofinfoffrarion and
inventoty of exceptions as embodied in subsequent Cilculrrs of the Of6ce of
the Prcsidenq

e. Supewise the pre-classficaoon of documena as provided in Section 22 of this
Manuai;
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I Ptovide techoical advice whcn tequested by FOI ROs, FOI DMs, and apPeals

ofEcen on issues aqd mltters teLting to FOI;

g Issue the applicable schedulc of fccs consistcot with Section 14 of this Maouel

lr. Issue the ptcscibed FOI request fotnu rnd

i Re<oiDmcnd to the Sectet ry .mefldrnents !o this Mznuzl zs nceded.

The Com:aittec shell tegubdy updetc thc Scctetrry oa its work.

SECTION 19. .f,acpriqg ofR*orda Subjcct to existiog Lws, rules, .od rcguLtioas, tie
Deprrbent shall creatc eod/or meintain accr*rtc and teasooebly cooplete rccolds of iopolbnt
infonaatioo in epptopriate forE ts, rnd i6ple6eot a rcotds n-nagmdt systcEr tb.t acilitates
eesy identiEcatioo, rerievd and comounicetioa of infofietioo to thc public.

SECTION 20. Irfo@ztion Mq,ping. The Dcpanacot shall mep thc iofor:mztioo it
genentes :ad/or holds, includiog thc typc or cLss of iofosutioo, eod which of6ce keeps thear.
The iaformetion ooap will aciliate eese of rcquest and eccess, aod highlight the iEport2ace of
iafoooation io the cf6creor dclvcry of scrsiccs.

SECTION 2t PDrcaic Disclat,rE o Dprantlabtaatioa The Deprrtmcat sb.r.ll

ideotif ioporant ioforrnatioo th2t it will regukly publish 2nd update in it! lrebsite.

SECTION 22, .&E-crcs&rtc.tioa oflDforn tioa The FOI Comraittec sbell develop
guiddiaes and supcrvise the pc-classificatioa ofdocumcots thzt rrc cleady covered by Section 5
hereof. In the dcvelopment of the guidclines as well es the prc-clessificetioo exerisc, the
Comaittee shdl rdhere to the llgal pre$mption ia favot of ecces.s to idforrDetion. It shdl also
undettele consulatioas yith Dcp.rmeat of Educ.tiofl uaits end of6ces, as well as stakeholdcts,
to ertive at a reesoarble and broldly .cccpted belaaciag of the rclcvaot lights ind interests.

SECTION ?3. Crpacity-Buildiog. The Depetment sball msure the provision of
adequate uaioing for its of6ci.ls and employ.cs to ihprove ,w.leocss and trndctsanding of the
people's tight to infooztioa md of the provisioos of this Maoud, eod to keep up&ted on best
ptactices in hfor:nr.tion disclosurg tecotds maintenance, archiviog, and the use of ioformation
ead coornunicrtion tcchnology in FOI.

SECTION 24. Acanc Particip.tioa iu @ectunent FOI P.Wntut. The Departrneot
shall actively participatc io govemnrent ptograms eod initiatives on F'Ol, such as but not limited
to eFOlgov.ph and data.gov.ph.

SECTION 25. Araual Repods. 'f1:rc ceorla.l of6ce and all regional of6ces, in
coordinatioo with the FOI Committee and theit tespective FOI ROs and FOI DMr, shall ptoduce
an annual leport on the implementation of this Manual. The tepom shall indudc information on
the ounber ofrcquests for ioforEBtion it teceive4 ptocessed, greotcd and denied; ofepperls made
ftom denials of such tequcsts; of peodiog coutt actions that the Depattmeot is palg to es lesult
of such requests; aod of key insights in FOI practice ond implemenation. The FOI Committee
shall consoli&te these tepotts, which may be integratcd in the main annu.l repor of the
DepartrneoL

8



V. TRANSITORY AND FINAL PROVISIONS

SECTION . Rcvicw of Dcpeifrrerrt of Bducetioa Record; Meaegerncn,
Optztiaoe IJzauzL The FOI Committe€, iD coordiaatior with relevant corrunitte€s aod of6ccs,
shall conduct a reeiew of thc Deparmrends Records Men2gement Opeietions Manual to determine
$e consisteocy of its provisi,cns to FOI aod this Maoual and recornramd to the Secret .ry tle
nec$sely ,rmen&nents or rcvisioo rhercof

SECTION tt. Moulir.tion aod Taoeitioa to Full Ilnplcn crrtztioD. FDll
implementation of this Meaual shall be subject to dre availability of the invmtory of cxceptions as

cmHied h $e Ctcubi issucd by the OfEce of the Prcsidert pursu2rt to Sectioo 4 of EO 2, s.

2016.

For purposes of such irll irnplerncatatioo, mobilization and Eaository .ctivities involviog
the ceneal aod 6eld offces of ttre Depatrneot shall be conducted within six montl$ &om issuancc

of said Cirorlar. The activities sha.ll indude, but not be limited to, dre issuance of rdated
implemcnting circulars or guidelines, orientetion and eainiag semioets, inforoauon aod rccords
mappio& coasult tions with sukeholdas, predessification of documents, drafting of forms end

infomation brochures or pampblets, revisioa of the wcbsite of the Dcpartocot to hdude an FOI
section, and insta.llation of the FOI Tracking SysEm under Scctioa 1 5 of this Mfiud.

SECTION 28. Scpznbility Chuea lf rny section or part of tlis M.duel is held
unconstilutiooal or iovali4 the othcr secdons or plovisions not otherwise affecled shall rcmais in
full force and effect,

SECTION 29. Repeeling Clausa Nl Departrnent oldets, rules and regulations,
issuanccs or aoy part thereof i&odsisteot with t}!e provisioos of this Manull arc hereby rcpealed,
amended or modifed accordiogly.

SECTION 30. -Ark&tiv This Order shall uke effect immedietdv

Pesig Ciry,25 Nover ei 2016.

LEON OLIS BRIONES
Secretary

9



MATNCANAN PALACE

BY THE PRESIDENT OF THE PHIL|PP,|NES

EXECUTIVE ORDER NO. 02

OPERATIONALIZII{G IT{ THE EXECUTME BRAI{CH THE PEOPLE'S
COIISTITUNONAL RIGHT TO I FORIIATIOT{ AND THE STATE
POLICIES OF FULL PUBUC DISCLOSURE AND TRANSPARENCY
IN THE PUBLIC SERVICE AND PROVIDING GUDETIIIES
THEREFOR

WHEREAS, pursuant to Seclion 28, Artcle ll of the 1987 Consutjtion, the
$ate adopts and implements a policy of full public disclosure of all its Fansac{ions
invoMng public interest, subject to reasonable conditions prescrib€d by law;

WHEREAS, Section 7, Article lll of the Constitution guarar*ees the right of the
people to information on matters of public concem;

WHEREAS, the inco.poration of this right in the Constitution is a recognition of
the furt am€nhl role of free and open exchange of infomation in a democracy, meant
to entrsnce transparenoy and accountability in government ofrcial acts, lransactons,
or dedsionE;

WHEREAS, ths Exeqrtive Brench recognizG the urger need to
operationalize these Conatitutional provisions;

WHEREAS, the President, und€r Section 17, Article Vll of the Constitution,
has cbntrol over all executive departments, bureaus and oftces, and the duty to
ensurB thal the laws be faithtully executBd:

WHEREAS, the oata Privacy Act ot 20'12 (R.A. 10173), including its
lmpl€menting Rules and Regulations, strenglhens the fundamental human ight of
privacy and of communicalion while ensuring the free tlow of information lo promote
innovation and growth;

NOW THEREFORE, I, RODRIGO ROA DUTERTE, President of the
Philiminas, by virtje of the pot ers vested in me by th€ Coftstitution and existing laws,
do hereby order

THE PRFJIDENT OF THE PHILIPPINES



SECTION l. Iretinltion. For trle purpose of hE Executive Order, th€ following
terms shall mean:

(a) 'lnformation' shall mean any records, documenls, papers, rsports,
letters. contrac-ts, minutes and transcipb of ofrcial meetings, maps,
books, photggraphs, data, research materials, tilms, sound and video
recordings, magnetic or other tapes, electronic data, compuEr-stored
data, or aoy other like or similar data or materials recorded, storcd or
archived in Malever format, whether offline or online, which are made,
received, or kept in or under the control and cuslody of any govemment
office pursuant to law, executive order, and rules end regulailons or in
connection with the performance or hansaction of offcial business by
any govemment ofiice.

(b) 'Offcial record/rscords' shall refutr to iniormation produced or received
by a public officer or employee, or by a govsmment office in an offcial
capacity or pursuant to a public function or duty.

(c) 'Public record/records' shall include information required by larr6,
execulive orders, rules, or rsgulatjons to be entered, kept and made
publicly available by a govemment ofnce.

SECTION 2. Coverage. This order shall cover all government ofiices under
the Executive Branch, inrluding but not limiiBd to the national govemment and all its
offc€s, departments, bureaus, and instrumehtalities, including governmento/vned or
-confollrd corporations, and slate universities and colleges. Local gowmment unib
(LGU5) are enjoir€d b observe and be guided by f s Order.

SECTION 3. Accoss to lnformation- Every Filipino shall have access to
information, ofiicial records, public records, and documenb and papers penaining to
oficial acE. traffiaclions or decisions, as well as to govemment researci dab u6ed
as basis ,or policy development.

SECTIO /f. Exception. Access to informalion shall be denied when the
information falls under any of the exceptions enshrined in lhe Constitution, existing
laws or jurEprudence.

The Deparunent o, Justice aM tho Ofiice of the Solicitor GerEral are hereby
direded to prepare an inventory of such exceptions and submit the same to the Office
of he President rvihin thirty (30) calendar days trom the date of effectivity ot this
Order

The Ofrce of the Pr€sident shall thsreafrer immediately cirqrlarize the
inventory o, exceptioffr icr the guidance of all govornment offices and
anstrurnentalities covered by ttriE Order and the general public.

Said inventory of exceptions shall peiodically be updated to $opedy ref,ecl
any change in existing law and iurisprudence and the Department of Justice and th€
Ofice ol the Solicitor General are direcled to update the inventory of exceplions as
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tie need to do so arises, for circularization as hereinabow statBd.

SECTION 5. Aveuablllg of SALN. Subject to the provisions contained in
Sectbns 3 and 4 of this Ordsr, all public offcials are reminded of lheir obligation to fila
and make available ior scrutiny heir Statemenb of Assets, Uatilfies and Nel Worth
(SALN) in accordance with existing laws, rulcs and regulations, and the spirit and
lett€r of this Order

SECTIOI{ 5. Appllcaoon and lnlerpr.tation. There shall be a legal
pfesumption in iavor of accass to inbrmalion, public records and offcial records. No
rcqu68t io. inbrmation shall be denied unless il clearly lalls under any of the
exceptiorE lbtgd in the inventory or updated inventory of exceptions circularized by
lhe Ofrcc of fie President as provided in Sgcuon 4 hereoi

Th6 determination ot lhe applicability of 8ny ol the exceptions to the request
shall b6 the rcsponsibility of the Head ot tle Office which has q6tody or control of th6
inbmatjon, public record or oficjal record, or of the responsibl€ c€nbal or field officer
duly designeted by him in writing.

ln making such det€rmination, the Head of the Office or his designaEd offcer
shall exgrcise reasonabla ,iligence to ensure that no excaption shall be used or
avail€d of to deny any request for in ormation or access to public records or ofrcial
records if the denial is intended primarily and purposely to cover up a cflme,
mongdoing, graft or conuption.

SECTIOi{ 7. Pmtacdon of Privacy. Vvhile povk ing accsss to information,
public r€cords, and offcial reoords, responsible ofrcials shall afiord full protedion to
an individual's rllht to privacy es follows:

(a) Each govemment ofnce per Section 2 hereof shall ensure that personal
information in its custody-or under its contol is dBdosed or released
only if it is material or [elevart to ltE subieci matter d tha request and
ib disclosure B permissit e under this Order or existing layvs, nles oI
regulations;

(b) Each government office must Uotecl personal information in ib custody
or conuol by making reasonable searrity affarEements against lea*s or
premature disdosure ot personal information v{hich unduly exposes the
indMdual wh6e personal infomation is request€d to vilificalion,
harassment, or any olher wrongful asls; and

(c) Any employoe or offcial of a government offica per Sec'tion 2 hereof
who has acc8s, authorized or unauthorlzed, to personal information in
the custody of the oftice must not disciose tbat information except when
authorizd under this Order or pursuant to existing larr'/s, rules or
regulatioos.

SECnON 8. People'3 Frsedom of lniomation (FOl) Manual. For the
eftctive implsmeniation of this Order, every government offce is direcled to prepare
within one hundred twenty (120) calendar days from the effectlvity of tltis Orde'r, its
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own People's FOI Manual, which shall include, among others, the following
inromation:

(a) Th6 location and contact information of the head, regional, provincial,
and tield offces, and othsr established places wher€ thg public can
submit rBquests to obtain informalion;

(b) Th€ pe6on o. offce. responsible for receiving requesb ,or inlo.malion;
(c) The procodure f,or tle filing and processing of the requast, as provided

in ule succ€edirE Section I of this Order:
(d) The standard bms for the submission of requestB and for the proper

aoknowledgment of such reqllesb;
(e) Th6 process for he dispositjon of requestst
(0 The procedure for adminislrativg appeal of any denial of roquest ror

access to inforriation; and(s) The schedule ofapplicable fees.

SEGTIOI{ 9. ProcedurB. The tollowing procedure shall govem the filing aM
processing of rsqu8l8 for acc6s to inromalion:

(a) Any person who requests accsss to infomation shall submit a writbn
requesl !0 the gove{nment ofrce concemed. The requesl shall state the
name and contact inrormation ot 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
intomation: Pmvided, lhal no request shall be denied or refused
accephnce unless the reason for lhe request is contrary to law, existing
rul€s and regulati6E, or it is one of the exceptions contained in the
invenlory of exceptions as hereinabove Eovided.

O) The public official receiving the requEt shall provide reasonable
assistance, ftee of charge, to enable all requesting parti€s, pafticularly
those Wth special needs, to comply with the request requirements
under [ 8 Secrion.

(c) The request shall be stamp€d by the governmgnt ofrce, indicatir€ the
date and time of receipt and the name, rank, title or posilion ot Ele
receivlng public offcer or Emdoyee with the conesponding sagnature,
and a copy thereof fumished to the requesling party. Each govemment
offce shall establish a system to trace the status of all reque6ts for
inrorma$on received by it

(d) The govemment offce shall rBspond to a request tully compliant with
the requirqments of sub-s€ction (a) hereof as soon as practic8ble but
not exceedang lifreen (15) working days from the r€ceipt thereof. The
response mentioned above r€rers to the decision of the ofrce
concad to grant or deny acc€ss to the intormalion rBquested.

(e) The period to .espond may b€ extended ryhenever the in omalion
r.equested requires extensive searc'h of the govemment office's recotds
facilities, examinstion of voluminous records, the occurence of
fortuitous evenb or other analogous cases. The govemmenl ofrce shall
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nolify the per8on making the request of sucfi extension, setling brth th€

reasons for the axlension. ln no case shall the extension go beyond
twenty (20) !rcfting days counted from the end of the original period,

unless exceptional circumstances Yrananl a longer period.

(I) Once a d€cision is made to grant the requesl the pe6on making the
requ€6t shall be notified of such decision and diresiEd to pay any
applicablo fees.

SECTION 10. Fees. Govemment officas shall not cfiarge any tce for accapting
requests tor access to informatjon. They may, however, charge a reasonable lee to
reimburse necessary costs, including actual costs of reproduclior afld copying of the
information requesled, subject to 6xisting rules and regulations. ln no case shall the
applicable t6es be so onerous as to debat the puDose of this Order

SECTION ll. ldentlcal or Substandally Similar RequBtB. The gov€mmenl
offce shall nbt be re{uired to act upon an unreasonable subs€quent ident cal or
substanlially similar request from the same requesting party whose request has
already been previously g.arited or denied by the same gavemmant om!:'

SECTION t2. Nouca of Denial, lf the govemment offce decldes to deny the
rcquest \ifiolly or partially, it shall, as soon as practicable and within fifteen (15)
working days trom he receipt of the request, noUfy the requesting parly of tiE d€nial
in wriling. The notice shall clearly set iorth the ground or grounds for denial and the
circumstanc€s on which lhe donial is based. Failure to notifo he requesting party o,
the aclion taken on the request within the peiod herein provid€d shall be deemed a
denial of th6 request for access to information.

SECTIOI{ t3. Remedle€ in C8se ot Dsnial of Requ€at ror Accea3 to
Intomation. A pgrson whose requ€st for access to intormation has been denied
may r\rsil himself of th€ remedies Bet forth below:

(a) Denial of any request for access to information may be sppealed to the
person or offoe nert higher in authorify, following the procedure
mentioned in Secton I (D of this Oder providsda that tie vritten
appeal must be filed by the same peGon makins the requesl within
ffteen (15) calendar days from the notice of denraior frorn iie laose of
lhe relevant period to respond to the requ€st.

(b) The appeal shall be decided by the peGon or offce next hiqher rn
authority within thtrty (30) working days fom the filing of satd-written
appeel. Failure ot such person or office to decide within-lhe afure_sbted
period shall be deemed a denialofihe appeal.

(c) Upon exhaus$on of adminisbative appeat remedi€s, the requesting
party may lfile the appropriate judicrai action in accorOancq witrr me
Rules of Court.

. .SECTION 14. Keeping of Rocord6. Subject to existing laws, ruls6, and
regulatrons, gov€mment ofices shall creat€ andlor maintain acaurate and reasonably
complete records of impo.tant iniormation in appropriate formab, and implement a

5



records management syslem thal facilitates easy identfication, r€ti€val and
communication of information to th€ public.

SECTION 15. Administrative Liability. Failure to comply with the provisions
of this Order may be a ground ior administrative and disciplinary sanctions against
arry ening public otrcer or employee as provid€d under Bxisting laws or regulatiorc.

SECTION 15. lmplem.ntlng DstalE. All govemment otrrces in the Executive
Branch are dir€c1ed to formulaE their respective implementing details bking into
consideration their mardaEs and th€ naturs of informa0on in tlsir custody or contol,
within one hundred tu,enty ('l 20) days flom the effec{ivily of this Orde(

SECTION 17, Ssparablllty Clauso. ll any section or part of this Order is held
unconstiMional or invalid, the other sections or provisions not o0lerwise afrcled
shall remain in full iorce and effect.

SECTION 18, Repealang clause. All order8, rulea and regulations, iasuances
or any part thereof inconsistent with lhe provisions of this Executive Order are hereby
repealed, amended or modified accordingly: Proyided, thal the provislons ot
Memorandum Circular No. 78 (s. 1964), as amended, shall not be deemed repealed
pending furlher review.

SECITON I 9. Effectlvity. Thi8 frer shall hke efiect immediately upon
publicatjon in a newspaper o, general circulation.

Done, in the City of Manila, this 23rd day of
lhe year of our Lord Two Thousand and Sixteen.

J uly n

By le President:

,c
SAL C. TIEDIALDEA

Executive Seffetary

ru 20ra - @t!a GIflIIFIEDCOPT:

uaqnMt0;it
DrnI{I!tn t',

rEetmg




