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MANUAL
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Series of 2016
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SECTION 1. OVERVIEW

1. Title: This Manual shall be known as the Freedom of Information (FOI) Manual.
2. Purpose: This Manual serves to:

a. Set out internal guidelines and procedures to be followed by the Dipolog City Water
District (DipCWD) when a request for information is received in relation to Executive
Order No. 2, s. 2016 on Freedom of Information (FOI);
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2. OFFICIAL RECORD/RECORDS shall refertoinformation 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.

Approved by:
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RUEL D. *ABADA
neral Manager
Dipolog City Water District
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3. PUBLIC RECORD/RECORDS shall include all information required by laws, executive orders, rules
or regulations to be entered, kept and made publicly available by DipCWD.

4. PERSONAL INFORMATION shall refer to any information, whether recorded in a material form or
not, from which the entity 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,
or when put together with other information, would directly and certainly identify an individual.

5. SENSITIVE PERSONAL INFOR ON de d ir Data Privacy Act of 2012, shall refer to
personal information
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1. AnFOlrequest ccomplished FOI Request
Form. In case the Requ isability or illiteracy, the RRO is
tasked to translate such request in e form through a competent interpreter or
representative.

2. The FOI Request shall be received by the RRO who shall assess if the

following requirements are met: Approved by:
3. The request shall be stamped by the RRO indicating the date and
time of receipt. For request made through email, it shall m\
UEL D. TABADA

eneral Manager
Dipolog City Water District
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a) The Request Form is duly filled-up with one (1) valid photo ID attached;
b) Therequestshall indicate the name, address and contact information of the requesting party;
c) The request shall reasonably describe the particulars of the information requested, and the
purpose or reason for such request.

d) Forrequests made through email, the requesting party must send a scanned copy of the duly
accomplished FOI request form and one (1) valid photo ID.

4. The request shall be stamped received by the RRO indicating the date and time of the receipt.
For requests made through email, it sha i -
shall also be printed.etit and follow the procel

5. The RRO shall provide a Proof of Receipt to thelrequesting party, and forwards the FOI Request
Formi@ the appropriate DM who hasicustody of the requested information.

; e DipCWD shall respond to the g t. In case

when further clarification is beingas rom the

Squired clarification frof tHereqUesting parcy.

mation is not in possession of DipCWD,
cutive Branch, DipCWD shall immedia
t agency through the most expeditious
ceipt of the request. The RRO shall

immediate ho€ : e reasons for the
extension.

12. For requested information that is alreadyava and posted in the DipCWD website, the RRO
shall inform the requesting party and provide the website link where the information is posted.

dUJIE

13. The DM shall endorse his/her grant or denial of the FOI request to

the GM who shall make the final action on the request. Approved by:

UELD. \TABADA

eneral Manager
Dipolog City Water District
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14. The RRO shall communicate the final decision of the DipCWD to the requesting party either in
writing or by email, and direct the requesting party to pay any applicable fees.

SECTION 5. IDENTICAL OR SUBSTANTIALLY SIMILAR REQUESTS

The DipCWD shall not be required to act upon an unreasonable subsequent identical or
substantially similar request from the same requesting party whose request it has previously
granted or denied.

scerows oo™\~
A notice offdenial shall be sent to the refuestingiparty within fifteen (15) working days if DipCWD
g8 to deny the request. The noti€e shall be'ade in writing and should cle indi

SECTION 7. GROUNDS FOR DENIAL

Grounds for denial o s[d are as follows:

b) the information requested falls under the list of excepti@ns enshrined in the Constitution,
existing law, or jurisprudence;

nreasonable subsequent identical or substa#dti imilar request from the
arty whose request has already been prev te denied

DENIAL OF REQUEST

access to information ha

ors:
within
period

2. The
the filing
stated period

orking days from
ide within the afore-

3. Upon exhaustion of administrative appeal remedies, the requesting party may file the
appropriate judicial action in accordance with the Rules of Court.

SECTION 8. REQUEST TRACKING SYSTEM

Approyed by:

The DipCWD shall establish a system to trace the status of all
requests for information received.

UEL D.\TABADA
eneral Manager
Dipolog City Water District
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SECTION 9. FEES

The DipCWD may charge a reasonable fee to reimburse necessary costs, including actual costs of
reproduction, copying, and digitization of the information required. The Receiving Officer shall
immediately notify the requesting party for any cost incurred in order to provide the information.

Photocopy per page Php 2.00

ailing Charge
a. Registered post mail

Forwarder/cotrier (FBCIRS, or similar)

Appeal of Notice of Denial (coye

SECTION 10. ADMINISTRATIVE LIA

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

and;
nsion of one (1) day to thirty (30) days; an
al from the service.

ules on Administrative Cases in the,

and shall be

Approved through B

Approved by:

UEL D.kTABADA
eneral Manager
Dipolog City Water District
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