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SUBJECT: FREEDOM OF INFORMATION MANUAL (As of December 31,
2024)

I. OYERYIEW

A. Background and Purpose

Executive Order (EO) No. 2, otherwise known as the Freedom of
Information (FO! EO, was signed by President Rodrigo Roa Duterte on 23 July
2016. The FOI EO seeks to operationa[ze the Constitutional provisions on full
public disclosure of all State transactirns involving public interests (Section 28,
Article II) and the right of the people to irformation on matters of public concerrl
(Section 7, Article IID. EO No. 2 took effect immediately after its publication on
27 Jdy 2016 r:.the Manila Bulletin.

Section 8 of EO No. 2 directed all government agencies under the Executive
Branch to prepare within one hundred twenty (120) cabndar days from the
effecti.-'itri ther.enf a Peorlefs L'l'-\T l\.(.-,..1 *'l"i^h ohall lncl,..lo .-^-* nfhp+c fha!t4r^e.$, \,ri& !i!igu! 4riivi.6 V-Lirvru lrrv

following provisions:

7. The location and contact information of the head, regional, provincial,
and field offrces, and other established places where the public can obtain
information or submit requests;

2. The person or office responsible for receiviflg requests for information;

3. The procedure for the filing and processing of requests;

4. 'I'he standard torms tbr the submrssron of requests and tor the
proper acknowledgrnent o f requests;

5. The process for the disposition of requests;

6. The procedure for the administrative appeal of any denial of access to
i-f^--^+i^-. ^-.lrrrrvrrra4uvrrr 4^ru

7. The schedule of applicable fees

'lOth floor Ayala Triangle Gardens Tower 2, Paseo de Roxas cor.,Makati Avenue,Makati City, Metro Manila, Philippines 1226
o Tel. (+632) 8291-6704 to 08 o Email: lnfo@ceza.gov.phMebsite: www.ceza.gov.ph

Cagayan Office: Centro, Santa Ana, Cagayan 351 4 o Tel. (+6378) 825-2901 / 1 l0l
Regional Government Cente( Carig Sur, Tugegarao City, Cagayan 3500 . Tel. (+6378) 395-4844 / 4080



Pursuant to and in compliance with the foregoing mandate of the FOI EO,
tl"o Ef\T \{.-.,^l f^r t}ra /-.^^.'-- E'^na^m,i^ '7ano A.rtlrn-it*' (CTi7 A\ io h--ol..,

formulated. Duringthe formulation of this CEZA's FOI l\{anual, consultations with
the various offices/units under the CEZA were undertaken, rvith the objective of
classifying the information, document or record under the custody of the offrces
or officers, determining those information which may be the subject of requests
for FOI, identifrrine the responsible offices/officers to handle FOI requests,
assessing the capabiliw of such responsible offrces/officers, and streamlining
procedures of the various responsible offrces/officers towards the effective and
efficient processirg of FOI requests made by the public.

The pqpose of this CEZA's FOI Manual is to guide and assist the public in
+Lo --^^oooo.. ^-.1 --^^o.1..-oo :-'.^l--^J in :an"octc €^- i-F^--af.lna n.r:orranf tn FAeg gr r valse

No. 2. It likewise sets out the rules, procedures and guidelines to be followed by the
offrcials and employees of the offrces under tll,e CEZA for recluests for access to
information.

B. Coverage

The Manual shall cover all requests for information directed, filed or submitted
to the offrces under the CEZA, which include the following:

Offrce of the Board of Directors
1. Office of the Board Secretarv VI
2. Internal Audit Division

b) Office of the Adminisrator and Chief Executive Officer
1. I*galDivision
2. Corporate Affairs Division
3. Marketrng and lnvestment Promotion Depafiment

o Marketing Division
o Investment Promotion Division

4. Management Services Department
o Management Inforrration System Division
o Co{porate Plaflniflg Division

.) Office of the Deputy Adrninistrator for Operations
1. Freeport Facfities Department

o Infrastructure and Maintenance Division
. Port Management Division

2. Community Developmeflt Department
o Community Affairs and Development Division
o Community-BasedTourism Division

3. Regulatory and Employmeflt Department
o Business Registration and Regulatory Dir,'ision
o Entelprise Assistance Division
o Labor and VISA Services Division

,)
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d) Office of the Deputy Administrator for Support Services
1. Administrati'.,e Ser-,'ices Depart:nent

o Human Resource Division
o General Services Division
o Cash Division

2. Finance Department
- A .-.-. .-!:.- - T\:--t-:.-..-t _aLLL(J LrLl t-l.r16 l-.rr. V rsrull

o Budget Division
3. Environmental afld Public Safety Department

o Environmental Management Division
o Law Enforcement and Disaster Management Division
- rl:.-^ , - -, (\ -f^!-- T\:_ : -: - .^
' -1'llu inru L'tarULy l-rlvr$lull

C. Protection of Privacy

While providing access to information, the CEZA shall afford firll protection to
^ ^o-o^-r. -i-Lr +^ ^;-.^-' nc rtaa.lnfo,{ k.r 1,"'-,o ^o €^ll^.-,o.

v 
) 

ALll {,

1) It shall ensure that personal irformation, particulady sensitive personal
information, in its custody or under its control is disclosed only as

permitted by existing laws;

2) It shalt protect personal information in its custody or under its control
by making reasonable security arraogements against unauthorized access,

halis or premature disclosure; and

3) Any official or employee who has access, whether authorized or
.rna..+hn+izo.l f^ -o.o^-^l i-f^*.ti^- i- tLp cr.c+nrlt' ^f the ^€fiaaq rrlrrlerniAULiiU LLLtg, aU 

17 
liJu.ia n..v LLLL*

the CEZA, shall not disclose that information except a^s authodzed by
existing hws.

II. DEFINITION OF TERMS

SECTION 1. Definition of Terms. For the purpose of thls CF,ZA's FOI Manual,
the following shall mean:

^) Administrative FOI Appeal - refers to the procedure for appealing an

uafa.,-orable or ad','etse actica b;'the F'Ot Decisioa l'{aker on an FOI
request. Requesting parties who are dissatisfied with the action taken by
the FOI Decision Maker on their FOI request have a right to appeal such

unfavorable or adverse action to the FOI Appeals Authority, who shall

then conduct a reviewof saidappeal.

b) Exceptions to FOI - refers to that class of privileged information that
are outside the scope of the constitutional r$ht to information and
which may not be released or disclosed to the public, as provided under
the Constitution, laws or jurisprudence. These exceptions are
enumerated in Annex rrArr hereof.

Page 3 of 26



c) FOI Aooeals Authoritv - refers to the office or Dersofl which decides
^^^o^lo €*^- tl"- ^-ti^- ^F tL- Ef)I I)-;..:^.. \f^L-- ^-.{ L^.. ^'.tL^-lr,rvg irr4trer, e^te irdJ &gdiuiiaj

to affirm, reverse, or modiry such action.

d) FOI Decision Maker or FDM - refers to the offrce or person rvho
evaluates the recommendation of the FOI Evaluating Office on FOI
requests and has authority to approve or deriy such requests.

e) FOI Evaluating Office or FEO - refers to the offrce with the
responsibfity of evaluating and rer-iewing FOI requests and preparing
recommefldations to the FDM.

D FOI Receiving Office or FRO - refers to the designated office r.vhere the
^.,k1:^ *^-. fil- ^* o..L..tit Ef\T ra.rrracfc ia.'..i.o aha'rt tl"- E(.\T 6rn^accvL nss^tltL r.vveuu

and the status of pending FOI requests.

g) FOI Request - is a written request by any person submitted to a

governmeflt office, personally or by other ebctronic means, requesting
irformation or public records as defrned herein.

h) Freedom of Information or FOI - pertains to the right of the people
to information on matters of public concern, sutrject to the limitations
established by law.

, lntormatron - means any records, documents, papers, reports, btters,
contracts, minutes and transcripts of official meetings, maps, books,
photograph, research materials, frlms, sound and r,'ideo recording,
magnetic or other tapes, electronic data, computer stored data, any other
like or similar data or materials recorded, stored or archived in whatever
F^-^^t "'l^^+L-- ^FR:-- ^. ^-li-o '.'L;^L ^-o ..^.lo -^^^:.'-A ^* 1,-^+ l-iV aaii&4, rr rrec^iv^ v1 vrl"l3rv, 4! r^a4sv, vsr \/. ^."tr. ..,

or under the control and custody of any government office pursuant
to law, executive order, and rules and regulaticrns or in connection
with the performance or transaction of official business bir any
government ofFrce.

j) Official Record/s - refer to information produced or received by a public
offrcer or employee, or by a goveffrment office in an ofFrial capacity or
pursuant to a public function or duty.

k) -Fullv comoliant FOI Request - refers to an F-OI reouest which fullv
^^-^lioo *.ith tl"o f^-^litl-o epf fn-ih L.-tLi. CtiT A'. Iff.ll 1\f^^,.^l

l) Personal Information - refers to any information, whether recorded
in a rnatetial. form or riot, from which the identity of an individual is

apparent or can be reasonably and directly asceftained by the entity
holding the hformation, or when put together with other information would
direcdy and certainly identi$ an individual.

m) Public Records - include information required by laws, executive orders,
rules, or regulations to be entered, kept, and made publicly avaihble by a

government office.
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n) Sensitive Personal Information - as defined in the Republic Act No. 10173
/T\^t^ D-I,.^n, Aa+ ^f "n1 

,\ -^€-* tn na-cnaal LF^*^ri^-.v\ 
-vL-//,

1) About an individual race, ethriic orifill, marital statu-s, age, color, and
religious philosophical or political affiliations;

2) About an individual health,educatiori, genetic or sexuallfe of a person,

^r +^ ^n' n-^^oo.{i-,* f^- ^-., ^Ffo-.- ^^..*i*-.1 ^* ^ll-- .1 t^ L^r'^

committed by such person, the disposal of such proceedings or the
sentence of any court in such proceediflgs;

3) Issued by government agencies peculiar to an indi!'idual whbh includes,
but not [mited to. social securiry numbers, previous or current health
records, licenses or its denials, suspension or revocation, arid tax returns;
and

4) Specifically established by an executir,r order or afl act of Congress to
be kept classified.

I I I. FUNCTIONS OF FOI OFFICES, OFFICIAIS AND EMPLOYEES

SECTION 2. FOI Receiving Officer (FRO)

2.1. All FOI requests pertaining to the CBzLshallbe filed with andf or submitted
to the FRO.

The public may request hformation on all FOI related concerns in the CEZA,
includins a coov of this CEZA's FOI Manual. with the FRO.

2.3 The Headof the FRO shall designate an FRO Offrcer 6ROO) from among his

subordinates to assist in the proper discharge of the functions of the FRO.

2.2
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2.4. The contact details of the F'RO and FROO are a-s follows

2.5. The functions of the FRO shall include the following:

2.5.1. Serve as the initial point of contact to the public on FOI
reqr.rests for the CEZA;

2.5.2. Receive/Release all FOI requests on behalf of the offrces
under the CEZA;

2.5.3. Conduct iflitial evaluation of FOI requests and make a
determination whether these are firlly compliant FOI requests;

2.5.4. Deny or refuse to accept FOI requests based on the
results of its initial evaluation;

2.5.5. Undertake prelininary determination of the appropriate FEO
which ha^s custody of the requested irformation and forward
the request to such office;

2.5.6. Forward a fully compliant FOI request to the appropriate
FEO for evaluation;

Office Name of FOI Receiving/
Releasing Officer

Address and Contact
Number

Head Office
CEZA Makati Ciq'
Offrce

ANGELIKA LOPEZ
Senior Records

Management Analyst

10e Floor Ayala
Triangle Gardens
Tower 2, Paseo de

Roxas cor. Makati
Ave., Makati City

(02) 8291-6704 to 08
irll, r(t1 Cc'z.t.lr, )\ .Irll

Main Office
LF.ZA Santa Ana
Office

JAYBEE JOLO B.
TUMANENG

Land Management C)fficer
III

Centro, Santa Ana
Cagayan

(078) 703-7360
in [,,(ricczir.u, tr,pit

Satellite Office
Tuguegarao City
Office

ANTHONIY D.
PURUGGANAN

Administrative Officer I
(Cashier t)

2.5.7. Monitor all FOI requests and appeals;
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2.5.8. Compib statistical information on FOI requests and
actions taken thereon; and

2.5.9. Provide such other a-ssistance to the FDM and FEO

2.6. The names and official contact information of the FRO and the FROO shall
be conspicuously displayed outside the FRO for the publb's viewing. Any
change of informatkrn pertaining to the FRO and FROO shall [kewise be
posted in the same manner and reflected in an updated FOI Manual.

SECTION 3. F'OI Evaluating Office (FEO). The office which has possession or
custody of the requested document shall be the FEO for the particular FOI request.

3.1. The FEO shall have the followingfunctions:

3.1,1. Review the merits of the FOI recluest;

3.1.2. Determine whether it has possession of the requested
information;

3.1.3. Evaluate whether the requested information falls under any
of the Exceptions to FOI;

3.1.4. Determirre whether grounds for denhlof the request exist;

3.1.5. Coordinate with different offices, or ifnecessary, with other
govemment agencies,prior to takingactbn ofl the request; and

3.1.6. Prepare necessary recommendation on the FOI request to the
FDM, such as $mt, denial, partirl grant or denial, redacting
certain information, rcferal to other offices, or such other
actions as may be appropriate.

3.2 The Head of the FEO shall designate an FEO Offrcer (FEOO) from among his

subordinates to perfoffn the functions of the FEO.

3.3. The following shall be the FEO's:

OFFICE NAME OF THE DESIGNATED
PERSONNEL

^. Office of the Board of
Directors

1. Offrce of the Board Secretary
VI

2. Intemal Audit Division

Atry. Fina Bemadette Tantuico
Board Secretary VI

Shirelee Castro
Internal Auditor IV
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b. Offrce of the Administrator
and Chief Executive Officer

7. LegalDivision

3. Corporate Affairs Division

4. Marketing and Investment
Promotion Department

a Marketing Division

a Investment Promotion
Division

5. Management Services
Department

a Management
Information System

Division

o Corporate Planning
Division

Atty. Arwin Joseph Tamangen, Acting
Head, Legal Division

Joyce Marie U. Jayme-Calimag
Division Manager A

Gabriel L. Lingan
Market Specialist V

Michelle S. Agabin
Sales and Promotion Superv'isor fV

Engr. Jomar A. Agabin
Information Systems Offrcer III

Marian Rochelle kovigilda A. Pagulayan

Planning Officer IV

c. Offrce of the Deputy
Administrator for Operations

1,. Freeport Facilities Department

a Infrastructure and

Maintenance Division

a Port Management Division

2. Community Development
Department

a Community Affairs and
Development Division

Community-Based Toudsm
Division

a

Engr. Julian Jory B. Gonzales
Engineer V

Engr. Kris Mark de Asis
O fficer-ln-Charge, Port Management
Division

Grace B. Ruiz
Community Affairs Officer IV

Ma. Jesusa B.Z:ngapzn
Chief Tourism Operations Officer
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3. Regulatory and Employment
Department

a Business Registration and
Regulatory Division

o Enterprise Assistance
Division

a Labor and VISA Services
Division

Novelyn T. Cruz
Enterprise Services Offrcer VI

MaryJane C. Cometa
Enterprise Services Officer V

Mark Anthony R. Manaligod
Division Manager A, Labor and Visa
Services

d. Office of the Depury
Administrator for Support Services

7. Administrative Sen'ices
Department

o Human Resources Dir,-ision

o General Services Division

a Cash Division

2. Finance Department

a Accounting Division

a Budget Division

Rodrigo C. Pablo
Chief Administrative Officer @udget
Officer V] *d Acting Head, Finance
Department and concurrent Acting
Head, Human Resource Dir,,ision

Engr. Tito Pedas,Jr.
Chief Administrative Offrcer

Jethro R. Molina
Supervising Adminisrative O ffi cer
(Cashier I$

Rodrigo C. Pablo
Chief Administrative Offrcer (Budget
Officer 9 *d Acting Head, Finance
Department and concurrent Acting
Head, Human Resource Division

Rodrigo C. Pablo
Chief Administrative Offrcer (Budget
Officer \) ,od Acting Head, Finance
Department and concurrent Acting
Head, Human Resource Division
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3. Environmental Public Safety
Department

a Environmental Management
Division

o Law Enforcement and
Disaster Management
Division

o Fire and Safety Division

Engr. Cado Sales

Officer-In-Chargs, Environmental
Management Division

Mauro Manguma
Security Officer III

Joseph Alambat
Fire Marshall I

SECTION 4
FDM.

FOI Decision Maker (FDItf).The Head of Offrce of the FEO shall be the

4.1 The FDM shall have the primary function of evaluating the recommendations
of the FEO on any FOI request and taking action thereon.

4.2. The FDM may grant, deny, partially graflt or partially deny the request, order
the redactbn of certain irformation prior to release, refer the request to other
offices, or undertake such other actions as may be appropriate.

As a general rule, the FDM shall grant an FOI request, unless there exist
grounds to deny the same.

4.3.

4.4. The follorr,-ing shall be the FOI Decision Maker:

OFFICE NAME OF THE DESIGNATED
PERSONNEL

a. Offrce of the Board of Directors

1. Office of the Board Secretary VI

2. Intemal Audit Division

Atty. Fina Bernadette Tantuico
Board Secretary VI

Dir. DominadorJ. Dayag
Member, Board of Directors and

Chairman, Audit Committee
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b. Office of the Administrator and
Chief Executive Officer

7. I-ngal Division

2. Corporate Affairs Division

3. Marketing and Investment
Promotion Department

o Marketing Division

a Investment Promotion
Division

4. Management Services
Department

a Management Information
System Division

a Corporate Planning Division

Sec. Katrina Ponce Enrile
Administrator and Chief Executive
Of6cer

c. Office of the Deputy
Adrninistrator for Operations

1,. F'reeport Facilities Departmeflt

a Infrastructure and Maintenance
Division

a Port Management Division

2. Community Development
Department

a Community Affairs and
Development Division

a Community-Based Tourism
Division

3. Regulatory and Employment
Department

a Business Registration and
Regulatory Division

. EnterpriseAssistance Dir,'ision

Atty. Marichelle de Guzman
Deputy Administrator, Operations
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o Labor and VISA Services
Division

d. Office of the Deputy Administrator
for Support Services

1. Administrative Services Department

o Human Resources Division

o General Services Division

o Cash Division

2. Finance Departrnent

o Accounting Division

o Budget Division

3. Environmental Public Safety
Departrneflt

a Environmental Management
Division

O Law Eaforcement and
Disaster Management
Division

a Fire and Safety Dir.ision

Perla C. Tumaliuan
D.prry Administrator, Support
Services

Perla C. Tumaliuan
Deputy Administrator, Support
Services

Atty. Marichelle de Guzman
Deputy Administrator, Operations

Atty. Marichelle de Guzman
Deputminis tr tor, Operations

Peda C. Tumaliuan
Deputy Administrator, Support
Services

SECTION 5. FOI Appeal's Authority. The Administrator and CEO, or his dulv
authorized representative, shall be the FOI Appeals Authority in the CEZA. The FOI
Appeals Authority shall have the porver to revierv by appeal decisions of the FDM and

take final acticrn o11 afly FOI request withh the CEZA.

IV. PROCEDURE

SECTION 6. Filing and Content of the trOI Request.

6.1. Where Filed. An FOI Request shall be Frled rvith the FRO.
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6.2. Requisites of an FOI Request. An FOI request must be made in writins and
^L^ll ^^*^l-- --.i+L +L.^ --^.J-i+^- ,.6r f^-d. :- +Li- l\l[^-.-^louau vulrr}, Lrrv rvYwrLvs oll lvru lu urD

6.3. FOI Request Form. A oerson or Dartv makins an FOI request shall use the
standard FOI Request Forrn and submit two (2) copies thereof. The original
shall be kept by the FRO, whib the copy shall be retumed to the requesting

Party.

The standard FOI Request Form shall be available free of charge upon request
from the FRO or through rhe CF,ZA's website Qtttp:/ /ceza.gov.ph). An FOI
(equest shall only be considered valid when accompaflied by the standard FOI
Request Form.

The standard FOI Request Form is attached as ANNEX ilBrr of this
Manual.

6.4. Contents. An FOI request shall contain the following

6.4.1. Details of the requesting p^rty, such as name, contact
information, affiliation, company or organization;

6.4.2. Reasonable description of the information requested;

6.4.3. Specific reasofl for, or purpose of, the request for information;

6.4.4. Whether photocopy or certifred true copy of the subject
information/document is requested;

6.4.5. Preferred mode of communication and receipt of the respoflse;
and

6 . 4 . 6. Proo f o f autho rity, if nrade through a repres entative.

5.5. Purpose of R.equest. For pqposes of thls iv[anuar, the reason for or purpose of
the request for information shall be speciFrc or adequately and sufficiently
described. The following general averments of the purpose such as "for
irformation," "for research," "for legal purposes" or other similady worded
purpose shall not be considered to h ave met the requfoement of
o-o-i6-it , Eail.rrc tn c.ne.ifi' tho .oo"^- f^. ^. ^..*^oo ^f tlrc rpnrrpcf fnr

information, despite request by the FRO to provide a specific reason or
purpose, shall be a ground for denial of the FOI request.

6.6. Identification and Proof of Authority. A requesting party shall attach to his or
her FOI request the followinpr

6.6.1. At least two @ valid government [.D.s containing the
photograph and signature of the requesting p^rty;

6.6.2. If the request is made through a representative, in addition to
A t< 1 +L^ ..,-l*- ^,.+l-^-ia^+i^- ^6 +L^ ^;-^:^^l ^nA n+ I^^-+ r,,^v.vr r t lrav w ra!.e.r tLL vL gte 

rrIrlay4 4!u 4L
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@ valid govemment I.D.s containing the photograph and
cimnfrr+p 

^f o.r^h eaaracmfafir.a.

6.6.3. If the requesting party is a juridical entity, original or certified
true copy of board resolution, corporate secretaryrs certificate,
or other acceptable written document showing the authority of
the reoreseotatir.e to act in behalf of such iuridical entiw;

6.6.4. If the requesting party is a natural person who is a member,
employee, affilllated with or related to a jurilical entity, company
or orgatizatton, and the request is made not in behalf of such
juridical entity, compaoy or organization but adses from such
membership, affilirtion or relation, such other suffrient proof
of authority or afffiation.

For example, for an employee or member, a copy of the
company or organizaion I.D.; or for students, a copy of the
ssiruui i.D. arrti wrirrcrr irrtiorstzuerrr of drc supervising
teache{ professor/instructor; and

6.6.5. If the requesting party is a minor, his or her guardian or any

competent supervising adult shall comply with the requkements
for a representative.

The authoization shall expressly state the extent of the authority of the
representatir,'e to make the request, provide clarificatbn, receive the requested

information, md to bind the principal for all representations ar,df or
uurierr-'akilg ruadc by dre rcpreserrr-ativc irr corurecaiorr wirir r-irc retluesr, for
irformation.

6.7. Mode of Request. F-OI requests may be made through reg{stered mail, ebctronic
mail (e-mail), or through offrcial online portals, provided, that the requesting
o^-t ' chrll -r^-'irlo oll tho .o^rrl.o.l lnFnmrfin- anrl atfarlt fhp c.rrnnnetinc
Y *-J

documents.

If the requesting party chooses to file an FOI request in a separate written
request, by e-mail or other official portals, such request shall be accompanied
by a duly-filled up standard FOI Request Form and attached to said written
request or e-mail.

6.8. Reasonable Assistance. The FRO shall provide reasonable assistance, free of
charge, to enable all requesting parties and particular\ those with special
needs, to comply with the request requirements, without prejudice to Section
13 of thrs Manual. ln case the request rg prrty is unable to make a u/ntten
request, he or she may make an oral request, and the attending FROO shall
reduce it in writing. Reasonable assistance shall not cover reproduction costs of
the requesting party's copy of the FOI request and the supporting documents.

6.9. Exceptional Situations. ln meritodous cases, the FRO rnay 
^ccept 

an FOI
-6^-6d. ,.-l^:^L L.^l-- +L- -+^-.{^-,1 El.\f D-^..ac+ Ii^* ^-^--:I-I +L^+ 1L- EATrr r vult

request contains all the required information and complies with the other
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requkemellts of an FOI request as provided in this Section 6.

In such case, the responsible FROO shall accomplish the standard FOI
Request Form (Annex *B') in relation to such request and attach the same to
the written request.

SECTION 7. Time to Resoond to II'OI Requests.

7.1. The CEZA shall respond to requests for access to informatbn within fifteen
(15) working days from the date of receipt of a frrlly compliant FOI request.
Please find attached Florv Chart as Annex "r{'.

For clarity, the perbd to respond to FOI requests shall not commence
,.-looo flra raar.pcf lo 

^ Grll.' ramnliant E(-\T rorrnpct

7.2 A working day is any day other than a Saturday, Sunday or a day r.vhich is

declared a national public holiday in the Philippines or a local public holiday
in Metro Manila. In computing the period, Article 13 of the NewCivilCode
shall be observed.

7.3. For purposes of computing the fifteen (15) working days, the date of receipt

of the FOI request shall be reckoned as follows:

7.3.1.If made personally, the date actually filed and stamped
lr-o^oi..o.ltr L.,. d.- IfDr\.r rLV,

7.3.2. If made by registered -a,1" the date of actual receipt of the
request by the FRO;

7 .3.3. If sent by e-mail or other official online portals, the date it
^^a,^ll" ^l^-+-^^2-^11..,{^l:.-^-^,1 +^ ^- -^^^:-.^,{ L.*. +L^

designated e- mail or portal if the same arrived before 5:00
p.m. of the working day. Requests received after 5:00 p.m.
shall be considered received forthe nextworking day;

7.3.4. Where the officer having charge of the designated e-mail is

unavailabLe a::d the desiglatsd e nail has genelated an "cut
of office" message with instructions on how to re-dkect the
message to another e-mail contast, the date of receipt will be

the day the request is received in the e-mail inbox of the latter
subject to the qualification in the preceding subsection; or

7.3.5. Where the FRO has requested the requesting pafiy for further
details to identify and bcate the requested irformation the date
on which the necessary clxifrcation to the satisfaction of the
FRO is received.
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SECTION 8. Initial Action Uoon Receipt of the F'OI Request.

8.1. Initial Evaluation. Upon receipt of the FOI request, the FRO shall ascertain
whether the request is a fully compliant FOI request in accordance with the
requirements provided in Section 6 hereof.

8.2. Grounds for Denial During Ioitial Evaluation. During the initial evaluation bv
+L^ IiDA d.o 'o^..o.r *^.. l-- l-:-,l ^- d.^ f^ll^---:-- 

-^,,-1..urv r l\v'

8.2.1. Non-Comoliant FOI Request. The FRO shall onlv acceot a

fully compliant FOI request, and shall not accept a request
that hcks any of the required contents or documents provided
in Section (r hereof.

The requesting party shall be advised of the defrcbncy with
instructions to comply with the deficiency, as soon as practicable,
if the request was personally filed, or within the pedod
prescribed in Section 8.3 if the request was frled through
re5$stered mail or e- mail.

In case the request lacks any of the requkements provided in
Section 6 above, the FRO may consider other relevant
document or evidence as the circumstances may warrant or
.-'-:-.- ^-" -^^.,:-^sanf rr-A6 oL^-'i-^ ^F -oolr^-i^,'o 

*^,,-.{o

subject to the approval of the FDM.

8.2.2. Requested information has akeadv been oubliclv disclosed.
When the information being requested has already been
pubiiciy ciiscioseci such as when the same is pubiiciy avaiiabie
in the CEZA; website: cezagov ph, official email: foi.gov.ph,
and /or other officialwebsite to be created and published. The
FRO shall inform the requesting party of the said fact and
provide them the website linkwhere the information is posted.

8.2.3. Requested information is substantiallv similar or identical to
the oreviou-s recruest. Should the requested inflormation be
substantially sinilar or identical to a previous request by the
same requesting party which request has already been previously
sranted or denied bv the CEZA. the request shall be denied
unless the requesting parLy car, provide fustifiable explanation
for the subsequent requesl

8.3. Period to Advise Requesting Part!' of Denial Based on lritial Evaluation. The
FRO shall, within frfteen (15) working days from receipt of the requesE advise

the requesting part), of denial of the request! specifting the ground for the
denial ir Section 82 hereof.
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8.4. Request for Clarification. The FRO may likewise request for claification from
+L^ -^^"^.+i-^ ^^*. +^ ,l.l^-+lG, lnn^+^ +Ln +azr,.ac+^.l ;f^--^+i^- 't.L^r*'J
clarification shall toll the mnning of the frfteen (15) working day-pedod and the
period shall commeflce anew the day after the required clarification is received
by the FRO.

8.5. Reccrvtqof Resruest. Upon determinins that the request is a fullv comoliant
E/-\T --^,,^-t d.o IlI).-\.L^ll .r^5^ rt,a^Jt-6,{rt d.- J,.L- CII^I ,,^ltrAT D-^.,^-+

o L, urv

Form (Annex "B') and the first page of the request letter, I attached,
indicating the date and time of the receipt of the FOI request, and the
name, rank, title and position of the public officer who actually received it,
with a corresponding signature, and a copy furnished to the requesting
pffiqt.

8.6. In case the FOI request was made through e-mail, the e-mail shall be printed
out and the FRO shall observe the same procedure above. The FRO shall
likewise acknowledge by e-mail the teceipt of a fully complhnl FOI request.

8.7 . !7hen Reouest for Information Received bv an Offrce other than the FRO.
If an FOI request h received by an office other than the FRO, such
receiving offrce shall :

8.7.1. transmit the FOI request to the FRO within three (3) working
l^-.- f-^- --^-i^r ^f ...-l* --^,.-.+. ^-l

8.7.2. advise the requesting party of the transfer to the FRO within
fifteen (15) rvorking days from recript of such request.

8.8. Ascertainins Identiw of the Requestinq-Parw. The FRO shall,

constraints, ascertain and veri$ the iJentiry of the requesting party
to avoid requests from fictitiors persotrs. For this purpose, the
FRO may request the assistance of relevant govemment ageflcies

to confrrm the identity of the requesting party based on documents
filed.

SECTION 9. Determination of and Transmittal to the FEO. Upon determination
that the request is a fully compliant FOI request, the FRO shall proceed to
determine whether the CEZA has custody or possession of the requested information.

9.1. After asceftaining that the information requested is in the possession of
the CEZA, the FRO shall forward the request to the appropriate FEO,
rvithin one (1) day from receipt of such request. The FRO shall record the
date, time and name of the FEO who received the request ttr a record
book with the corresponding signature of acknowledgement of receipt of
the request.

In case the FRO is unable to determine the appropriate FEO, the FRO
shall be given an additional two (2) working days to undertake further
coordination to determine the FEO.

9.2
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9.3 If at the end of the three (3) working days from receipt of the request, rhe
FRO is still unable to determine the appropriate FEO, the FRO shall act as

the FEO and proceed to evaluate the request in accordance r.vith Section
10 of this Manual.

9.4 If the requested rtrformation is under the custody of more than one office
under the CEZA, the FRO shall forward the request to all concerned
offices. The FRO shall also instruct the respectir.e FEOs that the htter will
only provide the specific irformation that relate to their offices.

o6 If some of the requested information are not under the cu.stody of the offices
under the CtrZA, the FRO, acting as FEO and FDM, shall obsen'e the
procedure in Section 10.11 belorvforsofar as those information not under
the custody of the offices under the CF,ZA.

SECTION (). Evaluation by EEO and Action by FDM.

10.1. Upon receipt of the FOI request from the FRO, the FEO shall proceed
to evaluate the request, which shall consist of:

lO.l.l.Ascertaining whether the information requested is in its
possession or custody; and

1,0.1.2. Determiningwhether there are grounds for the
denial of the requested information.

10.2. Request for Clariflrc*ton. If the FEO requires clarifrcatiofl or further details
to identi$r or bcate the forformation requested, he sha[ through the FRO,
seek cladfication from the requesting pxty.The clarification shall toll the
running of the fifteen (15) working day-period, which period shall
commeflce anew the day after the required clarification is received by the
FRO.

10.3. Resuest for an Extension of Time. If the forformation requested reqdres

extensive search of the government's office records facilities, of voluminotrs
records,or cannot be easily rarieved due to occuffence of fornritous events

or other anabgou-s cases, the FEO shall, within ten (10) working days from
receipt by the FEO of the request, inform the FRO of the needforextension
of time to act on the request.

10.4. Notice to Requesting Partv of Extension. The FRO shall inform the
requesting plrq of the extension, setting forth the reasons for such
extension. ln no case shall the extension exceed twenty (20) working days on
top of the mandated fifteen (15) working days to act on the request, unless
exceptional circumstances warrant a krnger period.

n--- a6 -l arroE,t rc, ur 4u



Consultation. The FEO shall undertake the necessary consultations with the
^^^-^^-i^+^ ^€F.-^. ^- .'.L^+l^^- +l.^ -^^,,^.+^.1 .l-f^*^+l^- i. ^^--^-^l L-. ^-..
of the Exceptions to FOI, which consultation shall include that of the office
where the information or record originated.

10.6. Submission of Recommendation to FDM. The FEO shall prepare md submit
its recommendation to the FDM. who shall aoorol'e or denv the request.

10.7 . Notice to the Requesting Party of the Approval/Denial of the Request. Once
the FDM approves or denies the request, he shall advise the FRO of such
action. The FRO shall prepare the respoflse to the requesting party either in
writing, by e-mail, or, if practicable, through other mode o f response
preferred by the requestirg party.

10.8. Aooroval of Reouest. In case of aooroval- the FEO shall advise the FRO of
such approval and transmit to the FRO the requested information within ten
(10) working days from the FEO's receipt of the request.

The FRO shall, within the prescribed period, advise the requesting party of
the grant of the request and direct such requesting parry to pay the
applicable fees, if any.

10.9 Denial of Request. In case of denial of the request, whether wholly or partially,
the FpO shall, *rcugh tls FP-O, -;,'ithin the prescdbed pedcd, nc'jfi- the
requesting party of the denial in writing. The notice shall clearly set forth the
ground or grounds for denial afld the circumstances ur which the denial is

based.

Failure to notifr the requesting party of the action taken on the request
..'irL.i- tL^ ^-^.^-iL^,{ ^-;^I .1"^ll k^ ,1-*-.1 ^ i-6i^l ^f 1L^ ran,,aot Fnr

access to forformation.

10.10. Grounds for Denial. An FOI request may be denied based on the following
grounds:

10.10.l. Thc officc ,iocs not liar-c posscssion or custody of tlic
information reques ted;

10.10.2. The information requested falls under the Exceptions to
FOI;or

10.10.3 The request is an unrea-sonable subsequent identical or
substantially similar request from the same requesting parry
whose request has already been previously granted or
denied by the CEZL.

10.5

CEZAI Process of Referral. When the recluested information is not in the
possession of CEZA, but is available in another government ageocy under the
Executive Branch, the request shall be immediately referred by CEZA to said
governmellt ageflcy, hereunto to be referred as "gor.ernment agency #2",

10.1 1
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through the most expeditious manner by not exceeding three (3) working days
fram fhp aoaalal- ^f +ho rarrrrpc+ T h:c cl"^ll L.o -^-oi.lo-erl ac tha '(Eicct trlafo--^l"

and a fresh period will apply.

Referral to the appropriate goveroment ageflcy shall meao that another
governmeflt offrce is the proper repository or custodian of the requested
information or records. or have control over the said information or records.

If CE,ZA 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.

lf CEZA,in good faith, erroneously referred the request to govemment agency

#2,the latter shall immediately noti$, the former as well as the requesting partI,
that the information requested is not available in their agency.

Government agency #2, to whom the request was referred under the First
I) ^f^-- l *^.' .'.k.^^'.aa+1.' -^f^- +L^ -^^rt^c+ +n aan+La+ t ^ft^^-r.t 4bvrrvJ,

hereunto to be referred as "government agency #3", under the procedure set

forth in the 6rst 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
n€ ran'.ao+ A ..'.i++o- ^- ^-^:t ^^1.-^'.'lo.l,**--t ^€ tr.^ .o€o..nl .1"^ll }.- 

-^l-
by the FRO of the govemmeot agency where it was referred.

The requestirrg purry shall be notified of the refernl and must be provided with
the reason or rationale thereot and contact details of the government office
where the request was referred.

10.12. Exceptions to FOI.The listof the Exceptions to FOI is attached asAnnex
rrArr of thh Manual.

10.13. Reduction. If the irformation, document or record requested contains
infomaticn:-hich ma; bs disclosed a:rd cther hfomadcr uhich are ccvered
by the Exceptions to FOI (such a-s personal information or sensitive personal
information protected under the Data Pdvacy Act of 2012), the FDM shall

direct that the irformation excepted be reacted prior to the release of the
requested irformation, document or record.

SECTION ll. Remedies in Case of Denial. A party whose request for access to
information has been denied may avail of the remedy set forth herein.

11.1. Administrative FOI AppealtotheFOlAppealsAuthority. Therequestingparry
*^-, Cl^ ^- ^^^-^l ^F d.^ ^,1--^-.- ^- ,.-f^,-,--^l-l- ^^+i^- ^6 +l.- ET\]\,f -,.i+L +L-

FOlAppeals Authority. The appeal shall be filed within fifteen (15) calendar
days from the receipt of the notice of denial or fifteen (15) days from the lapse

of the period to respond to the request.
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11.2. The appeal shall be decided by the FOI Appeals Authority within thlrty (30)
."^-l':-^ .1^... f-^* -^^^i^r ^f +L^ ^^^^^l Il^:1.,-^ +^ .I^^il^ .-,ltLl- tL^ +Li*,

(30)-day period shall be deemed a denial of the appeal

I 1.3. The denial of the appeal by the FOI Appeals Authority shall be considered final,
and the requesting party rn y Frle the appropriate iudicial action in accordance
with the Rules of Court.

SECTION A- Request Tracking System. The FRO of the CEZA shall develop and
establish a system to ensure that all requests for informationreceived,status of pending
requests, and requests acted upofl are propedy documented and monitored.

SECTION 13. Fees.

13.1. No Filing Fee for FOI Requests. The CEZA shall not charge any fee for
acceoting requests for access to irformation.

13.2. Reasonable Cost of Reproduction and Copying of the Information.The CEZA
may charge a reasonable fee to reimburse necessary costs, including actual

costs of reproduction and copying of the information requested, subject to
existing nrles and tegulations.

The FRO shall notify the requesting party ia case there shall be a reproduction
and copying fee in connection with the requested information. The schedule

of fees shall be conspicuously posted outside the FRO, ox tn zr,y place within
the CEZA accessibie to the public, and shall be published in the CF,ZA's official
lvebsite.

13.3. Exemption from Fees. The CEZA may exempt the requesting party from
pa)'me1rt of fees, upon showing of justifiable grounds.

SECTION 14. Administrative Liabilit)'.

14.1. Non-compliancewith FOI. Failure to comply with the provisions of this
Manual shall be considered a violation of reasonable offrce rules and regulations
and punishable as follows:

a.

b.

c.

1"'Offense
o.d rtfr^-^^
L V llvllr)U

3'd Offense

Reprimafld
C,--^^^^:^- ^f ^-^ /1\ +^ eL.i+- /2A\ulDtrwrroluu vf vfl9 \f/ Lv LriuLJ vv/
days; and

Dlsmissal from the sen ice.
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14.2. Procedure. The pror.isions of the Revised Rules on Administrative Cases in the
a:,,:l e^-;-^:..,,^l l-,, .L^ a:,.;I C^-.:-^ a^--;c:^- "l".ll l.^ ^^-l:-^l-.1^ :- +L^

disposition of administrative cases against employees and officials of rhe
CEZA.

O*/l;zt
Sec. KATRINA PONCE ENRJLE

Administrator and Chief Executive Oflicer

C**'-
202501 20-M -00349

. :. .,:..
,#*

Page 22 of 26



ANNEX IIAII

LIST OF EXCEPTIONS

The following are the exceptions to the right of access to informatiofl, as recognized by the
r_ __,tt t'._ - :_,: I . .'_ _ _l_
\JULTSLTLIJLIUIr, UIUSLtrTB l,rtw S, (Jl, t.tlrnPr trLtUILU.

1. Information covered by Executive priviledp;

2. Priviledged information relating to national security, defense or international relations;

3. Information concerning law- enforcement and protection of public and personal safety;

4. Information deemed confidential for the protection of the ptivacy of persons and certain
indil'iduals such as minors, victims of crimes, or the accused;

lnformatron, documents or records known by reason of otticral capactty and are deemed as

confrdential including those submitted or disclosed by entities to government agencies,
tribunals, boards, or officers, in relation to the performance of their functions, or to inquiries
or investigation conducted by them in the exercise of their administrative, regulatory or
quasi-judicial powers;

6. Prejudicialpremature disclosure;

7. Records of proceedings or information from proceedings which, pursuant to law or relevant
rules and regulations, are treated as confidential or priviledged;

8. Matters considered confident'al under banking and finance laws, and their amendatory laws;

and

9. Other exceptions to the right to information under laws, iurisprudence, rules and regulations.
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ANNEX iiBii

PART I. II{FORMATION ON REOUESTING PARTY

1. Titb: (r*akaraenst [----l Ottr"*

2. Full tlare.
Surnarne

3.

C'aga1'an Economic Zone Authoritl'
FREEDOM OF INFORUATION REQUEST FORM

6. Conlact Delaib:

Landkre:

Fax:

Motib:

E<md:

CEZAFOIFqmNo I

7, Preferred ltlode of Cqnmunication:
clL'ldtiE cl i/hH. EIE-fi}ail ElMl Ad(kr..

8 Prefened trlode of Reply/Respoose.

EPhr-up ElFor trE-m.il ElPolidAdeesE

Sumame

Firstname
,orrgut.,

10. LD ol Repesentalive:

1t- ProolofAuthqrty:

13. Date ol Document.

n ,.-'

- \-
rcoflot4rc ,oflr
AUTHOTfr

fiot{p,4sEt&.1,sa!rt
Atg/t,Fbrd
cJ/v,*trcirf|y
hwrr

4. CompanylAffliatior/Orgaizatbo/Srtrocl and Pooition: 9. Name ol

5.

trE$ort El Omra"! Lrc.me

trPoddlo CIV&/3 lD

El 'r':. :--

PART II. REOUESTED INFORTANOil
12- TrUe of Documenl/Record Requested-
(Ph.rFlif5,lrrd,ffi3F il)

14 ol (Ees$ De ss F.rFrc 6s possliDtc):

15 Any ofier rebvant inforrnatirn:

16. Srgnature of Requeslitg Psty or Representative:

t*: {Dotr;rYvY) :-7-7'1

ffiaeffid

,!qE
0t tr ou

For Official Use Onty

R.o*,!dbf
t{aff Sagnrlue:
Folio.r:

Oic tra, Trrr Rrccivcd:
FEnrtr:

F t&a!. q qE rq,l6 ga qlrl .4lt ;cr36 E 61f l r! d trla rol R6fig aoFo aty

)( )

)( )

[f/ft prroaotar, rE rqlir]



ANNEX 'IC??

FOI FLOW CHART
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ANNEX TTD?T

Guidelines for the FOI Requests Feedback Survey

I. Guide in conducting the FOI Requests Feedback Survey

Agencies aro encouraged to observe the following procedures in conducting the feedback
survey:

a) Survey Questionnaire. The FOI Requests Feedback Survey must capture the
citizen'sl client's exnerience exnectations and satisfaction with the asencies'
compliance to the FOI Program implementationthrough the following vital questions:

1) Are you satisfied with the handling of your FOI request?

2) Did you receive your information within 15 to 35 working days?

A. For unsuccessful request, are you satisfied with the reason provided?
B. For successful request, was the response you received easy to understand?

3) Did you feel that we communicated with you effectively, from start to finish?

4) Is there anything we could do to improve our service in the future?

Note: Agencies may opt to include addilional questions to determine and improve the

efficiency and effectiveness of its services in implementing the FOI Program.

b) Rating Scale. A 5-point Likert scale is recommended to be used, with the following
rating scale:

Strongly
disagree

Stronslv flsree

II. Data Analysis and Reporting Feedback Score

The results of the survey shall be analyzed by each respective agency to improve their
services. Each agency shall report its FOI Requests Feedback Score through the FOI
Regrstry and Summary Sheet starting 2"d Quarter of 2022.

Disasree
Neither agree

or disagree
Asree

I 2 3 4 5


