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A. OVERVIEW 

 
1. Policy Statement – In Line with the constitutional mandate upholding the right to 

freedom of information and implementation of full public disclosure of all its transactions 
involving public interest, the LANDBANK Countryside Development Foundation, Inc. 
(LCDFI) strengthens its commitment to release information under its control involving 
public interest, subject to limitations as provided by the Constitution, applicable laws, rules, 
regulations and procedures, such as Republic Act No. 10173, otherwise known as the “Data 
Privacy Act” and the List of Expectations approved by the Office of the President, among 
others. 

 
2. Purpose – The purpose of this FOI Manual is to guide and assist LCDFI and the public in 

dealing with requests of information received under Executive Order (E.O.) No. 2 on 
“Freedom of Information” issued by the President of the Philippines on July 23, 2016.  

 
B. DEFINITION OF TERMS 

 
Terms Definition 

Administrative FOI Appeal An independent review of the initial 
determination made in response to an FOI 
request. Requesting parties who are 
dissatisfied with the response made on their 
request have a right to appeal the initial 
determination to an office within the agency, 
which will then conduct an independent 
review. 
 

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

Freedom of Information (FOI) The right of the people to information on 
matters of public concern, necessitating the 
adoption and implementation of a policy of 
full public disclosure transactions involving 
public interest, subject to the procedures and 
limitations provided in 1987 Constitution, 
Executive Order No. 2, Republic Act No. 
10173 or the Data Privacy Act of 2012, and 
other existing laws, rules and regulations. 
 

FOI Committee on Appeal (FCA) The Executive Committee of LCDFI shall act 
as the FCA to evaluate the appeal for the 
denial of the requesting party. 
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FOI Decision Maker (FDM) The LCDFI President or in his the absence the 
Executive Director 
 

FOI Document Owner (FDO) The LCDFI Department/Unit which has 
ownership over the documents. 
 

FOI Receiving Officer (FRO) The LCDFI employee authorized to receive 
the request for information from the 
requesting party. 
 

FOI Request A written request submitted by any Filipino to 
LCDFI personally or by email asking for the 
records on any topic falling under the 
Foundation’s mandate. 
 

Full Denial The non-release by LCDFI of information in 
response to an FOI request. 
 

Full Grant Disclosure by LCDFI of information in 
response to an FOI request. 
 

Information Shall mean any record, document, paper, 
report, letter, contract, minutes, transcript of 
official meetings, maps, books, photographs, 
research datum, research material, film, 
sound and video recording, magnetic or other 
tape, electronic datum, computer-stored 
datum, or any other like or similar datum or 
material recorded, stored or archived in 
whatever format, whether offline or online, 
which is made, received, or kept in or under 
control and custody of LCDFI pursuant to law, 
executive , and rules and regulations or in 
connection with the performance or 
transaction of official business of the 
Foundation. 
 

Information for Disclosure Information promoting the awareness and 
understanding of policies, program, activities, 
rules or revisions affecting the public, 
government agencies, and the community 
and economy. It also includes information 
encouraging familiarity with the general 
operation, thrusts, and programs of the 
government. In line with the concept of 
proactive disclosure and open data, these 
types of information are already posted on 
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LCDFI’s website without the need for written 
request. 
 

Official Record Information produced or received by an 
employee in an official capacity or pursuant to 
a function or duty. 
 

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

Partial Grant/Partial Denial Disclosure by LCDFI of portions of records in 
response to an FOI request, and denial of the 
remaining portions of such records. 
 

Public Records Information required by laws, executive 
orders, rules or regulations to be entered, 
kept and made publicly available by a 
government office. 
 

Personal Information 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. 
 

Receive Request or Received 
Appeal 

An FOI request or administrative appeal that 
LCDFI has received within a fiscal year. 
 

Sensitive Personal Information Refers to personal information: 
 
(1) About an individual’s race, ethnic origin, 

marital status, age, and religious, 
philosophical or political affiliations; 

 
(2) About an individual’s health, education, 

genetics, or sexual life, or any 
proceedings for any offense committed or 
alleged to have been committed by such 
individual, or the disposition of such 
proceedings by any court; 

 
(3) Issued by the government agencies 

peculiar to an individual which includes, 
but not limited to, social security 
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numbers, previous or current health 
records, licenses or its denials, 
suspensions or revocation and tax 
returns; and 

 
(4) Specifically established by an Executive 

Order or an act of Congress to be 
classified as such. 
 

 
C. PROTECTION OF PRIVACY 

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

 
1. LCDFI shall ensure that personal information, particularly sensitive information, in its 

custody or under its control, is disclosed only as permitted by existing laws; 
 

2. LCDFI 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. Any LCDFI personnel or official who has access to personal information in the custody 

of LCDFI shall not disclose such information except as authorized by existing laws. 
 

D. STANDARD PROCEDURE 
 

1. The FRO shall receive the request for information from the requesting party and check 
compliance with the following requirements: 

 
a. The request must be in writing; 
 
b. The request shall state the name and contact information of the requesting party, 

as well as provide valid proof of identification and authorization; and 
 
c. The request shall reasonably describe the information requested, and the reason 

for, or the purpose of, the request for information. 
 

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

 
2. In case the requesting party is unable to make a written request, because of illiteracy 

or due to being person with disability, he or she may make a verbal request, and the 
FRO shall put it in writing. 
 

3. The request shall be stamped received by the FRO, indicating the date and time of the 
receipt of the written request, and the name of the person who actually received it, 
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with a copy furnished to the requesting party. In case of email requests, the email shall 
be printed out and shall follow the procedure mentioned above, and be acknowledged 
by electronic mail. The FRO shall record the details of the request in the logbook and 
allocate a reference number. 
 

4. LCDFI must respond to requests promptly within fifteen (15) working days following 
the date of the receipt of the request. A working day is any day other than Saturday, 
Sunday, or declared holiday. In computing the period, Article 13 of the New Civil Code 
shall be observed. 
 
The date of receipt of the request will be either: 

 
d. The day on which the request is physically or electronically delivered to LCDFI; or 

 
e. If LCDFI has asked the requesting party for further details to identify and locate the 

requested information, the date on which the necessary clarification is received. 
 

5. The FRO shall present the request to the President or in his absence, the Executive 
Director for information and instructions then forwards the request to the FDO who has 
ownership over the documents containing the information within one (1) day from 
receipt of the written requests. The FRO shall maintain a record of all transmitted 
requests to the concerned FDOs. 

 
If the requested information is in the custody of a government agency or office other 
than LCDFI, the FRO, upon verification with the concerned FDO, shall transmit the 
request to such government agency or office through the most expeditious manner, 
informing the requesting party of such transmission and the reasons then. 
 
If the information requested is already posted and publicly available in the LCDFI 
website, the FRO shall inform the requesting party of the said fact and provide them the 
website link where the information is posted. 
 

6. Upon receipt of the request, the FDO shall assess and clarify the request, if necessary, 
and transmit the request and the recommended action to the FOI Decision Maker 
(FDM).  

 
Upon full grant of the request by the FDM, the FDO shall make the necessary steps to 
locate and retrieve the information requested. Thereupon, shall transmit the requested 
information to the FRO.  
 
If the FDO needs further details to identify or locate the information, he shall, through 
the FRO, seek clarification from the requesting party. The clarification shall stall the 
running of the 15 working day period and will resume the day after it receives the 
required clarification from the requesting party.  
 
If the FDO determines that a record contains information of interest to another 
government agency or office other than LCDFI, the FDO shall consult with the office or 
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agency concerned regarding the legality of disclosing the information before making any 
determination. 
 

7. If the information requested requires extensive search and examination of the LCDFI’s 
official records or facilities, or if fortuitous events occur making timely release of the 
information impossible, the FDO shall inform the FRO of such circumstances and state 
that an extension of the 15 working day period is necessary. The FRO shall inform the 
requesting party of the extension, which in no case shall exceed twenty (20) working 
days in addition to the 15 working day period, unless exceptional circumstances warrant 
a longer period. 
 

8. Upon receipt of the requested information from the FDO, the FRO shall collate the same 
and ensure its completeness. The FRO shall attach a cover/transmittal letter signed by 
the FDM or his duly authorized representative, and ensure transmittal of the said letter 
and the requested information to the requesting party within 15 working days from 
receipt of the request. 
 

9. In case of partial or full denial by the FDM of the request, the FRO shall, within the 
prescribed period, notify in writing the requesting party of such denial, setting the forth 
the grounds thereof and the circumstances on which the denial is made. Denials can 
only be grounded on the exceptions determined by the Department of Justice (DOJ), 
Office of the Solicitor General (OSG), or the Office of the President (OP) of the 
Philippines. In case of partial denial, the release of such information not covered by the 
denial shall be governed by Item Nos. 6 and 8, Section D hereof. 
 

10. Upon receipt of the notice of denial, the requesting party may file a written appeal to 
the Executive Committee within fifteen (15) calendar days from the notice of denial. 
The FCA shall evaluate the appeal and forward its recommendations to the Board of 
Trustees, who shall decide on the appeal within thirty (30) working days from the date 
of filing of the written appeal. The FRO shall notify in writing the requesting party of 
the decision on the appeal, setting forth the grounds therefor and the circumstances 
on which the decision is made. 

 
11. Upon exhaustion of all administrative FOI remedies, the requesting party may file the 

appropriate judicial action under the Rules of Court. 
 

12. LCDFI shall establish a tracking system for all requests for information it receives. 
 

E. REFERRAL OF REQUESTED INFORMATION, OFFICIAL RECORDS/S AND PUBLIC 
RECORD/S TO THE APPROPRIATE GOVERNMENT AGENCY 
 

1. All fully compliant requests for information shall be accepted by the FOI Receiving 
Officer (FRO) and FOI Decision Maker (FDM). No request for information shall be denied 
or refused acceptance by unless the reason for the request is contrary to the 
Constitution, pertinent laws, existing rules and regulations, or it is one of the exceptions 
provided under the Inventory of Exceptions.   
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2. When the requested information is not in the possession of a LCDFI (government 
agency no. 1 or 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 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 LCDFI/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 LCDFI/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 process of referral. This shall be considered as the “Second Referral” and another 
fresh period shall apply.  
 
Referrals are 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. 
 

3. A request that is referred to the appropriate government agency is considered 
successful if the same is acknowledged and the requested information is disclosed to 
the requestor. 
 
If GA3, after the second referral, still cannot provide the information requested, it shall 
deny the said request and shall properly notify the requesting party.  
 
In all phases of the referral, the requesting party shall be informed in writing, email, 
and/or through the eFOI of the status of his/her request. 
 

F. DESIGNATION OF RESPONSIBLE EMPLOYEE 
 

For the efficient and effective implementation of the FOI Manual, the following employees 
are hereby designated: 
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Designation Responsible Employees 
FOI Receiving Officer (FRO) Executive Assistant 
FOI Document Owner (FDO) Department/Unit Head 
FOI Decision Maker (FDM) President or Executive Director 
FOI Committee on Appeal (FCA) Executive Committee 

 
G. FEES 

 
a) Fees for Actual Expenses Incurred – LCDFI shall not charge any fees for accepting 

requests for information. However, LCDFI may charge reasonable fees for actual 
expenses incurred for the reproduction and copying of information. The FRO shall 
immediately inform the requesting party if such expenses have been incurred. 
 

b) Exemption from Payment of Fees – LCDFI may exempt any requesting party from 
payment of actual fees, stating the valid reasons for such exemption. 
 

H. ADMINISTRATIVE LIABILITY 
 
Ground for Disciplinary Action – Failure to comply with the provisions of this Manual 
shall be ground for disciplinary action under pertinent administrative laws, Civil Service 
rules, and LCDFI Administrative Policies and Procedures. However, nothing in this Manual 
shall be construed to derogate from any law, rule or regulation which provides for more 
stringent penalties as prescribed by competent authorities. 

 
I. REPEALING CLAUSE 

 
All other LCDFI Orders or parts of the foregoing which are inconsistent with this Manual 
are hereby repealed or modified accordingly. 

 
J. EFFECTIVITY CLAUSE 

 
This Manual shall take effect upon approval by the LCDFI Executive Committee and LCDFI 
Board of Trustees. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

rdrbasa.lcdfi@yahoo.com
Typewritten text
ROY C. OSCILLADAOfficer-in-Charge/Executive Director
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ANNEXES 
 
   

Annex No. Title of Annex 
1 FOI Request Form 
2 Functions of Accountable Officer and Employee 
3 Flow Chart 
4 Malacañang Memorandum Circular No. 15, s.2023 : 

Updating the Inventory of Exceptions to access of 
information under Executive Order No. 2 (s.2016) 

5 FOI-MC No.4, s.2017 
6 Flow Chart of No Wrong Door Policy 

 
 

 



 

 
 
 

 
       

 



 
Annex 2 

FUNCTIONS OF ACCOUNTABLE OFFICERS AND EMPLOYEES 
  

A. Functions of the FOI Receiving Officer (FRO) 

 
1. Receives the request for information from the requesting party. 

 
2. Checks compliance with the following requirements: 

 
a. The request must be in writing. 

b. The request has the name and contact information of the requesting party 

c. The requesting party provides valid proof of identification and authorization 
d. The request reasonably describes the information requested, reason or purpose of the 

request for information. 
 

3. Assists the requesting party if unable to write the request due to illiteracy or disability by 

putting into writing the verbal request. 
 

4. Stamps the requests received indicating the date and time, and copy furnished the requesting 
party. 

 
5. Print request received through email and acknowledges receipt by electronic mail. 

 

6. Records the details of the request in the logbook and allocates a reference number for 
tracking purposes. 

 
7. Presents the request received to the FDM for information and for further instructions. 

 

8. Forwards the request to the FDO within one (1) day from receipt of the written requests. 
 

9. Maintains compliance to the FOI Manual by the personnel concerned. 
 

10. Maintains record of all requests transmitted to FDO. 

 
11. If the information requested is in the custody of other government agencies or offices, FDO 

transmits the request to the concerned government agency and informs the requesting party 
stating the reasons for the transmission. 

 
12. Informs the requesting party of the LCDFI website and the website link if the information 

requested is publicly available and already posted in the website of the company. 

 
13. Prepares response/transmittal letter signed by the FDM to be issued to the requesting party 

within fifteen (15) working days following the date of the receipt of the request. 
 

14. Prepares letter of denial, if such is the case, within the prescribed period to the requesting 

party setting forth the grounds thereof and the circumstances on which the denial is made. 
 

15. Notify the requesting party in writing of the decision on the appeal, setting forth the grounds 
therefor and the circumstances on which the decision is made. 

 
16. Ensures completeness of the documents and releases the documents to the requesting party 

upon approval by the FDM. 



 
17. Records in the logbook the FOI documents released. 

 
B. Functions of the FOI Documents Owner (FDO) 

 

1. Receives requests for information from the FRO with the instructions from the FDM. 
 

2. Assesses, reviews, evaluates and clarifies the request. 
 

3. Locates and retrieves the information requested. 
 

4. Seeks clarification from the requesting party through the FRO, if needed. 

 
5. Consults other government agencies/offices concerned before disclosing information of interest 

related to their agencies/offices regarding the legality before making any determination. 
 

6. Informs the FRO of extension, if required, for the retrieval of information, but in no case shall 

the extension exceed twenty (20) working days in addition to the original 15 working days 
period unless exceptional circumstances warrant a longer period. 

 
7. Transmits the information to the FRO upon completion. 

 
8. Maintains the Unit’s records of all the transactions referred to the Unit/Department. 

 

C. Functions of the FOI Decision Maker (FDM) 
 

1. Instructs the FDO to act on the requests for information received by the company. 
 

2. Grants/denies the requests for information upon recommendation of the FDO. 

 
3. Approves/signs transmittal letter for the issuance of the information. 

 
D. Functions of the FOI Committee on Appeal (FCA) 

 

1. Evaluates the appeal of the requesting party for the denial of the request for information. 
 

2. Recommends to the LCDFI Board of Trustees the action/decision of the FCA setting forth the 
grounds therefor on which the decision is made. 
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FOR

SUBJECT

DATE
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Republic of the Philippines
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FOI - MC No. 44, s.2017

FREEDOM OF INFORMATION
MEMORANDUM CIRCULAR

All Agencies, Departments, Bureaus, Offices, and
lnstrumentalities of the Executive Branch including
Government-Owned andlor -Controlled Corporations (GOCGs),

Government Financial lnstitutions (GFls), Government
Corporate Entities (GCEs), Non€hartered GOGCS, and State
Universities and Colleges (SUCs)

UPLOADING OF FOI i'IANUAL IN THE AGENCY
TRANSPARENCY SEAL TO BE ELIGIBLE TO THE
PERFORMANCE.BASED BON US

26 June 2017

WHEREAS, Executive Order (EO) No. 02, s. 2016 was issued by President Rodrigo R.

Duterte on 23 July 2016 to operationalize the Constitutional mandate of the People's right
to information;

WHEREAS, Sections 8 and 16 of EO No. 2, s. 2016 instructed all government offices
under the Executive Branch to prepare their respective People's Freedom of lnformation
(FOl) Manual and lmplementing Details (Agency FOI Manual) within 120 days upon the
effectivity of said EO;

WHEREAS, Memorandum Order (MO) No. 10, s. 2016 designated the Presidential
Communications Operations Ofiice (PCOO) as the lead agency in the implementation of
EO No. 2, s. 2016, and all other FOI programs and initiatives including electronic,FOl;

WHEREAS, Administrative Order No. 25, s. 2011 created the lnter-Agency Task Force on
the Harmonization of National Government Performance Monitoring, lnformation and
Reporting System which is mandated to harmonize, unifo, streamline and simplify all

existing monitoring and reporting requirements and processes through the development
of a common set performance scorecard and design a government executive information

system;

WHEREAS, Section 5 of Executive Order No. 201, s. 2016 provides that the lnter-Agency

Task Force on the Harmonization of National Government Performance Monitoring,

New Executive Building Jose P. Lourel St., Son Miguel, Monilo, Philippines

lcdfi
Typewritten text
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lnformation and Reporting Systems created under Administrative Order No. 25, s. 2011
shal! prescribe the conditions on eligibility and procedures for the grant of the enhanced
Performance-Based Bonus (PBB);

WHEREAS, the lnter-Agency Task Force on the Harmonization of National Government
Performance Monitoring, lnformation and Reporting Systems (Task Force AO 25) issued
Memorandum Circular (MC) No. 2017-1 to prescribe the criteria and conditions for the
grant of the PBB forfiscal year 2017;

WHEREAS, Section 5 of MC No. 2017-1 provides that the FOI Manual shall be uploaded
in the agency Transparency Seal on or before 1 October 2017 as one of the Good
Governance Conditions (GCCs) to be eligible to PBB, subject to compliance validation by
the PCOO starting 1 October 2O17:

NOW, THEREFORE, in consideration of the foregoing, strict observance to the following
are hereby ordered:

Section {. Scope. Section 3.1 of Task Force AO 25 MC No. 2A17-1 provides that said
Circular covers all Departments, Bureaus, Offices and Other Agencies of the National
Government, including Constitutional Commissions, Congress, The Judiciary, Office of
the Ombudsman, State Universities and Colleges (SUCs), Government-Owned or
Controlled Corporations (GOCCs), LocalWater Districts (LWDs) and Local Government
Units (LGUs). However, Section 2 of EO No. 2, s. 2016 provides that said EO coverc all
government offices under the Executive Branch, including but not limited to the national
government and all its offices, departments, bureaus, offices, and instrumentalities,
including government-owned or -controlled corporations, and state universities and
colleges. Local government units (LGUs) are encouraged to observe and be guided by
such EO.

To provide clarity and in consideration that the PCOO does not have jurisdictions nor
authority to cover or bind other agencies outside the scope provided by EO No. 2, s. 2016,
it shall be understood that this Memorandum Circular shall only cover Government Offices
under the Executive Branch as defined under Section 2 of EO No. 2, s" 2016.

Section 2. Validation Process. The concerned agency shall send a letter to the PCOO
requesting for a validation of its compliance to the posting requirement of its People's FOI
Manual uploaded in its Transparency Seal not later than 30 September 2017.

The letter shall include the following:

Name of Agency:
Address:
Website:
Contact details:
Printed copy of screen shot of its People's FOI Manual uploaded in the
transparency seal:



The PCOO validation officer shall validate if the People's FOI manual uploaded in the
official website of the agency concerned is consistent with the provisions of EO No. 2, s.
2016 and shall confirm that it is under the transparency seal.

Section 3. lssuance of Gompliance Gertificate. The PCOo shall issue a comptiance
certificate to the Agency concerned that can be used as an official document that it
complied with the requirements of Task Force Ao 25 MC No. 2017-,L such certificate,
signed by the FOI Program Director, shall also be the official document that will be
submitted to the Department of Budget and Management (DBM) to be eligible to pBB.

Section 4. Non-compliancg to pcting of FOI tanual. The pCoo shalt issue a list of
Agencies that does not compry with the requirement of Task Force AO 25 MC No. 2O1l-
1 to the DBM.

Section 5- Validation Period. The PCOO shall validate the compliance up to 12:00 mn
of 1 October 2017 (Sunday). Request Letters received beyond 1 October 2017 shall not
be acted upon.

Section 6. Contact. Forquestions and/orclarifications, ptease contact Ms. Danica Orcullo
at telephone numbers 02'733-1102 or 02-73$8665 or email at foi.pco@qmail.com.

Letter request shall be addressed to:

Secretary Jose Ruperto Martin M. Andanar
Presidential communications operations office (pcoo)
3/F New Executive Building, Jp LaurelSt.,
Malacafrang, Manila

section 7. Effectivity. This circular shall take effect immediately-

section 8. compliance. For your guidance and strict comptiance.

1-
,r l"M. ANDANAR
FOI Champion /<



ANNEX 6 
 

 
Source: Freedom of Information Memorandum Circular – FOI-MC No. 21-05 : Guidelines on the referral 
of requested information, official record/s and Public Record/s to the appropriate Government Agency 
otherwise known as the “No wrong Door Policy for FOI” 
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