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SECTION 1: OVERVIEW 
 

1. RATIONALE: In compliance with Executive Order No. 2, s. 2016 by the President of the 
Republic of the Philippines “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 
THEREFORE” (Annex “A”), the Angat Water District hereby adopts and publishes its Freedom 
of Information People’s Manual.  
 

2. PURPOSE OF THE MANUAL: The purpose of this Freedom of Information (FOI) Manual 
(Manual) is to provide the process by which the Angat Water District (AWD) shall deal with 
requests of information received under Executive Order No. 2, s. 2016 on FOI. 

 
3. STRUCTURE OF THE MANUAL: This Manual sets out the process on how the request for 

information can be released to the public. It also includes the rules and procedures to be 
followed, definition of terms, remedies, fees, and administrative liability. It also provides for 
the relevant forms and other annexes. 
 

4. COVERAGE OF THE MANUAL: The Manual shall cover all requests for information 
directed to the executive personnel, rank and file, and to AWD, per se. 

 
5. FOI RECEIVING OFFICER: For purpose of the Manual, there shall be the FOI Receiving 

Officer (FRO), who is situated in front of the AWD office or any person designated by the AWD 
seated in front of Public Assistance and Complaint Desk (PACD). 

 
The FRO will assist the requesting party in filling out the request form and will forward 

the same to the Administrative and General Services Division, who in turn will evaluate the 
request if to whom it is to be addressed.  

 
The FRO will conduct initial assessment whether the request will be forwarded to the 

Administrative and General Services Division for further evaluation or if it will be denied based 
on the following grounds: 

 
a. The request is incomplete. 

 
b. The request is already published and can be downloaded in AWD website, 

angatwaterdistrict.com, and data.gov.ph. 
 

c. The request is identical or substantially similar from the previous request, that has 
been denied or approved, by the same requesting party. 
 

6. FOI DECISION MAKER:  There shall be FOI Decision Maker (FDM), who is the Division 
Manager of the Administrative and General Services Division, who will further evaluate the 
request. 

Upon receiving the request from FRO, the FDM will recommend to the General 
Manager if the request will be granted or denied. Denial of the request will be based on the 
following grounds: 

 



a. If the request will hamper person’s right to privacy or contains sensitive personal 
information. 
 

b. If AWD does not have the information requested. 
 

c. If FDM deems that the requesting party’s identity is fictitious or otherwise not 
legitimate. 

 
d. If the request falls under Inventory of Exceptions to Executive Order No. 2. (Annex 

“B”) 
 

7. GENERAL MANAGER: The approved request will only be released after the permission of 
the General Manager. 
 

The General Manager (GM) can permit the FDM to release the said request if the 
request is complete and satisfies all the parameters stated in the EO No. 2.  

 
The GM has the authority to hold the request and discuss the said matter to the board 

of directors if the request pertains to the key officials of the AWD. 
 
Further, the GM has the authority to reverse the decision of FDM and seek for legal 

advice if he/she deems that the decision of FDM can jeopardize one’s identity.  
 
Furthermore, the GM can delegate the role of the FDM to other personnel whose rank 

will not be lower than the Division Manager, if the Division Manager of Administrative and 
General Services Division is on leave. 

 
8. FOI APPEALS AND REVIEW COMMITTEE: There shall be FOI Appeals and Review 

Committee consisting of three (3) personnel fully designated by the GM to review, to 
recommend, and to provide expert advice to the FDM and GM whenever an appeal was made 
by the requesting party for the denial of his/her request. 

 
 
 

SECTION 2: DEFINITION OF TERMS 
 

1. INFORMATION shall mean any record, 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. 
 

2. OFFICIAL 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. 

 



3. 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. 

 
4. 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. 

 
5. SENSITIVE PERSONAL INFORMATION shall be as defined in the Data Privacy Act of 2012 

(Republic Act No. 10173), i.e., personal information: 
 

(1.) About an individual’s race, ethnic origin, marital status, age, color, and religious 
philosophical or political affiliations; 
 

(2.) About an individual’s 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. 
 

6. FICTITIOUS IDENTITY shall be defined as using fake name or identity to hide one’s true 
self. It also includes using fabricated names to obtain information for the purpose of fraud or 
theft. 
 

7. data.gov.ph shall refer to Open Data Philippines which is accessible, searchable and 
understandable to the public and allow user to find specific data from different government 
agencies through one single portal. 

 
8. angatwaterdistrict.com shall refer to AWD’s website that contains the agency’s mission 

and vision, organizational chart, history, awards, citizen’s charter, financial statements, annual 
procurement plan, transparency seal, news and updates, and other key informations 
regarding the district. 

 
9. GENERAL MANAGER shall refer to the head of the agency, who have the full responsibility 

for the supervision and control of the maintenance and operations of the water district. 
He/she oversees all the district’s functions and monitors all the reports given to him by the 
division managers. 

 
10.  PUBLIC ASSISTANCE AND COMPLAINT DESK shall refer to the frontline service 

located in front of agency’s office. His/her function includes assisting the public in filling out 
forms, in answering queries,  in following up complaints and service connections, and all other 
job that can improve the efficiency of delivering service by the government agencies to the 
public. 



 
11.  WORKING DAYS shall refer to any day other than a Saturday, Sunday, or a day which is 

declared a national public holiday. 
 

 

SECTION 3. PROMOTION OF OPENNESS IN GOVERNMENT 
 

1. DUTY FOR PUBLIC INFORMATION: The AWD honors the right of the public to access  
information, official records, public records and documents on matters of public concern and 
accordingly commits itself to regularly update and disseminates key information in accessible 
forms and through its website, but subject to exceptions (Annex “B”), limitations provided by 
E.O. No. 2, and this Manual. 
 

2. ACCESSIBILITY OF LANGUAGE AND FORMS: The AWD shall strive to publish 
information in the most conducive ways to the public, i.e. translating the information to 
Filipino, giving out flyers, posting of tarpaulins and regular updating of website.  
 

3. PROTECTION OF PRIVACY:   While providing access to information, public records, and 
official records, the AWD shall afford full protection to a person’s right to privacy, as follows: 

 
a. The AWD 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 AWD 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 AWD, shall not disclose 
that information except as authorized by existing laws. 

 
 
 

SECTION 4. STANDARD OPERATING PROCEDURES 
(Annex “C”) 

 
1. REQUEST FOR INFORMATION: All request for information shall: 

 
a. Be in writing and be accomplished using the prescribed request form; (Annex “D”) 

 
b. Provide the full name and contact information of the requesting party including a valid 

proof of his identity (i.e. government issued identification cards) 
 

Or if through representation, a written letter of authorization coming from the 
requesting party including a copy of his/her two (2) valid IDs. 



 
c. Reasonably describe the information requested, and the reason for, or purpose of, the 

request for information. 
 

The request form shall be made available at the Angat Water District office or can be 
downloaded in the AWD website. 
 
If the FRO determines that the request is not in compliant with the requirements, the 
FRO can return it to the requesting party immediately and provide reasonable 
assistance to enable the requesting party to comply with the request requirements. 
 

2. MANNER OF MAKING REQUEST: A request of information shall be made by the 
requesting party by delivering it personally to the office of AWD, by postal service and/or thru 
electronic mail. 

 
If the requesting party chooses to send it through email, scanned copies of the request form 
and valid IDs must be attached. 
 
In case the requesting party is unable to make a written request because of illiteracy or 
disability, he/she can make an oral request and the FRO shall reduce it into writing. The 
requesting party shall sign or be requested of his/her thumb mark onto the form. 
 

3. RECEIPT OF REQUEST: A complete request for information shall be signed and stamped 
received by the FRO, indicating the date and time of receipt, the name, rank, title and position 
of the public officer who actually received the request, furnishing the requesting party a copy 
thereof. 

 
The FRO shall write a tracking number above the form to enable the requesting party to trace 
the status of his/her request. 
 
In case of electronic mail, the FRO shall print the request and do the same procedure 
mentioned above, and shall confirm the receipt of the request. 
 
3.1 REQUEST RELATES TO MORE THAN ONE DIVISION:  If the request requires 

information from more than one division, the FRO, through the instruction of the FDM, 
can forward the same to the concerned division/s and shall monitor its compliance in 
juxtapose with another division. The FRO shall instruct the concern divisions that only the 
specified information within their division will be attended to. 
 

3.2 REQUESTED INFORMATION IS IDENTICAL OR SUBSTANTIALLY SIMILAR TO A 
PREVIOUS REQUEST: The AWD shall not be required to act upon an unreasonable 
subsequent identical or substantially similar request from the same requesting party, 
whether it had been granted or denied. However, the requesting party should be notified 
the reason of such denial. 

 
3.3 REQUESTED INFORMATION IS ALREADY POSTED OR PUBLISHED ON AWD 

WEBSITE: Should the information is readily available on AWD website, 
angatwaterdistrict.com, the FRO shall inform the requesting party and provide the link 
where the information can be obtained.  



 
3.4 REQUESTED INFORMATION IS NOT IN THE CUSTODY OF AWD: If the FDM 

determines that the requested information is not in the custody of the AWD or any of its 
offices, the FRO shall notify the requesting party and transfer to the concerned 
government agency accordingly. 

 
3.5 PROCESS OF REFERRAL — When the requested information is not in the possession 

of AWD (GA1), but is available in another government agency (government agency no. 2 
or GA2) under the Executive Branch, the request shall be immediately referred by BWD 
(GA1) to GA2 through the most expeditious manner but not exceeding three (3) working 
days from the receipt of the request. This shall be considered as the "First Referral" and a 
fresh period will apply. 

 
Referral to the appropriate government agency shall mean that another government 
office is the proper repository or custodian of the requested information or records, or 
have control over the said information or records. 
 
If AWD (GA1) fails to refer the request within three (3) working days upon its receipt, the 
FRO shall act on it within the remaining period to respond pursuant to EO No. 02, s. 2016. 
No fresh period shall apply. 
 
If AWD (GA1), in good faith, erroneously referred the request to GA2, the latter shall 
immediately notify the former as well as the requesting party, that the information 
requested is not available in their agency. 
 
GA2, to whom the request was referred under the First Referral, may subsequently refer 
the request to another government agency (government agency no. 3 or GA3) under the 
procedure set forth in the first paragraph of this Section. This shall be considered as the 
"Second Referral" and another fresh period shall apply 
 
Referrals under this Order shall only be limited to two (2) subsequent transfers of 
request. A written or email acknowledgement of the referral shall be made by the FRO of 
the government agency where it was referred. 
 
The requesting party shall be notified of the referral and must be provided with the 
reason or rationale thereof, and contact details of the government office where the 
request was referred. 

 
4. PERIOD TO RESPOND:  

 
4.1 The AWD shall respond to the requesting party within fifteen (15) working days from the 

date of receipt of the request. 
 
In case of request through email, the period of counting will start on the day an 
acknowledgement was sent by the FRO. 



 
4.2 The period may be extended whenever the information requested requires extensive 

search of the AWD’s records facilities, examination of voluminous records, the 
occurrence of fortuitous cases or other analogous cases. The FRO shall notify the 
requesting party of the reason for such extension. 

 
In no case shall the extension go beyond twenty (20) working days, unless exceptional 
circumstances warrant a longer period. 
 

5. ACTION BY FDM: The FRO shall forward the request of information to the FDM and record 
the date and time it was forwarded. 

 
Upon receipt of the request of information from the FRO, the FDM shall assess and evaluate 
the request and make all necessary actions to retrieve and to gather all the information 
needed by the requesting party. He/ She will then recommend to the GM to approve the 
release of the information requested. 
 
If the FDM will warrant a clarification on the information requested, he/she through the FRO 
can seek clarification to the requesting party. The clarification may halt the counting period of 
fifteen (15) working days and will resume once the required clarification was submitted by the 
requesting party. 
 
5.1. APPROVAL OF REQUEST: In case of approval of the request by the FDM, and with 

the permission of the GM to release the said information, the FRO shall collate and 
ensure that the requested information is complete and free of any possible mistake/s, 
he/she shall then notify the requesting party and direct to receive the requested 
information at the AWD office at the designated time, and pay any applicable fee/s. 

 

5.2 DENIAL OF REQUEST: Requests for information shall not be denied or refused unless 
it falls under the exception of Inventory of Exceptions and this Manual, it is contrary to 
laws, rules or regulations, it is not valid, it is substantially identical to the previous 
request, and it pertains to other government agencies, which the FRO should notify the 
requesting party and the reason for denial hereof. 

 
 

SECTION 5: REMEDY IN CASE OF DENIAL 
 

In case of denial of request of information, the requesting party may appeal to the FOI Appeals 
and Review Committee within fifteen (15) working days from receipt of notice of denial. The 
appeal shall be in writing, citing the ground for the appeal, signed by the requesting party, with 
copies of the request of information and notice of denial attached. 
 
The appeal shall be decided by the GM, upon the recommendation of FOI Appeals and Review 
Committee, within thirty (30) working days from the filing of said written appeal, unless 



circumstances warrant a longer period. In no case shall the extension exceed twenty (20) working 
days. 
 
Upon exhaustion of administrative appeal remedies, the requesting party may file the 
appropriate case in the proper courts in accordance with the Rules of Court. 

 
 
 

SECTION 6: FEES  
 

The AWD shall not charge any fee for accepting requests for information. 
 
 
 

SECTION 7: ADMINISTRATIVE LIABILITY 
 

1. NON COMPLIANCE WITH FOI: Failure to comply with the provisions of this Manual shall 
be ground for the following administrative penalties: 

a.  1st Offense – Reprimand 
b. 2nd Offense – Suspension of one day to thirty days 
c.  3rd Offense – Suspension of one month to six months 
d. 4th Offense – Dismissal from the service 
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ANNEX B 



 



 



 



 



 



 



 



 



 





 



 

 



 

ANNEX E 

FOI OFFICERS AND CONTACT INFORMATION 

 

FOI RECEIVING OFFICER – MILET C. ROVERO / (044) 671-1204 / (044) 769-1529 

FOI DECISION MAKER – DORILYN C. DADOR / (044) 671-1204 / (044) 769-1529 

GENERAL MANAGER – ARTURO S. TORRES / (044) 671-1204 / (044) 769-1529 

 

FOI APPEALS AND REVIEW COMMITTEE 

 

1. RUBIE BIANCA S. IGNACIO / (044) 671-1204 / (044) 769-1529 

2. MA. CECILIA M. DE MESA / (044) 671-1204 / (044) 769-1529 

3. NATHANIEL P. SALVADOR / (044) 671-1204 / (044) 769-1529  
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Concurred by: 

 

 

 

Approved by: 

  

 

 
 
 
 


