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SUBJECT : REVISED BFAR FREEDOM OF INFORMATION (FOI) MANUAL

In the exigency of service and for the guidance in dealing with requests for information
received under Executive Order No. 2, series of 2016 entitled “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
Therefor”, the BFAR Revised Freedom of Information Manual is hereby issued for
implementation.

This manual shall be posted in the Bureau’s Central and Regional Offices’ website.
This Order takes effect immediately and remains enforced until revoked in writing.

All orders/memoranda inconsistent herewith are deemed revoked.

. DEMOSTHENES R. ESCOTO
ational Director

@ www.bfar.da.gov.ph 0 /BFAR.Central
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SECTION 1
OVERVIEW

1. Purpose: This People’s Freedom of Information (FOI) Manual shall prescribe the
procedures for requesting information from the Bureau of Fisheries and Aquatic
Resources (BFAR) pursuant to Executive Order (EO) No. 2, Series of 2016, on Freedom of
Information. (See Annex “A”").

2. Coverage of the Manual: This Manual shall cover all requests for information directed,
filed or submitted to BFAR including the central office, regional offices, and provincial
fisheries offices.

SECTION 2
DEFINITION OF TERMS

Administrative FOI Appeal - refers to the procedure for appealing an unfavorable or
adverse action by the FOI Decision Maker on an FOI request. Requesting parties who are
dissatisfied with the action taken by the FOI Decision Maker on their FOI request have the
right to appeal such unfavorable or adverse action to the Central Appeals and Review
Committee, who shall then conduct a review of said appeal.

Annual FOI Report - a report to be filed each year with the Presidential Communications
Operations Office (PCOO) by the Bureau detailing the administration of the FOL Annual FOI
Reports contain detailed statistics on the number of FOI requests and appeals received,
processed, and pending at each government office.

Bureau - refers to the Bureau of Fisheries and Aquatic Resources (BFAR)

Consultation - When a government office locates a record that contains information of
interest to another government agency, it will ask for the views of that other agency on the
disclosure of the records before any final determination is made. This process is called a
“consultation.”

data.gov.ph - The Open Data website serves as the government’s comprehensive portal for
all public government data that is searchable, understandable, and accessible.

eFOlgov.ph - The Philippine Government’s comprehensive FOI website for all information
on the FOL. Among many other features, eFOlLgov.ph provides a central resource for the
public to understand the FOJ, to locate records that are already available online, and to learn
how to make a request for information that is not yet publicly available. The website also
promotes agency accountability for the administration of the FOI by graphically displaying
the detailed statistics contained in Annual FOI Reports, so that they can be compared by
agency and over time.



Exceptions to FOI - Information that should not be released and disclosed in response to
the RFI because it is protected by the Constitution, laws or jurisprudence. The information
referred to, includes documents and records which are identified in the master list of
exceptions from the Office of the President. (See Annex “B”)

Freedom of Information (FOI) - This refers to the right of the people to access information,
as recognized by the Executive Branch, on matters of public concern. It involves the full
public disclosure of all government transactions involving public interest, subject to the
procedures and limitations provided in EO No. 2

FOI Action Officer (FAO) - A designated officer under a Division/Unit/Section of the Bureau
who shall prepare pertinent documents pursuant to the RFI received by the Receiving
Officers.

FOI Decision Maker (FDM) - The designated officer who is ultimately responsible for
managing FOI requests submitted to the Bureau and ensuring that requests are handled in
accordance with EO No. 2 and shall have the overall responsibility for the initial decision for
the release or denial of records for a valid RFIL.

FOI Receiving Office - It is the primary contact in the Bureau where the requesting party
can call and ask questions about the FOI process or their pending FOI request. At the Central
Office, the Records Section under the Administrative Division shall serve as the FOI receiving
office.

FOI Receiving Officer (FRO) - The designated person within the Bureau’s Central Office,
Regional Offices and National Centers who is authorized to receive and evaluate the validity
of the Request for Information (RFI), route the request to the concerned FAQ, and receive
response to processed RFI for release to the Requesting Party (RP)

Full Denial - When a government office cannot release any records in response to a FOI
request due to valid reasons such as that the requested information is exempt from
disclosure in its entirety or that no records responsive to the request could be located.

Full Grant - When a government office is able to disclose all records in full in response to a
FOI request.

Information - Any record/s, document/s, paper/s, report/s, letter/s, contract/s, minutes
and transcripts of official meetings, map/s, book/s, photograph/s, data, research material/s,
film/s, sound and video recording/s, magnetic or other tape/s, electronic data, computer
stored data, any other like or similar data or material/s recorded, stored or archived in
whatever format, whether offline or online, which is/are made, received, or kept in or under
the control and custody of the Bureau pursuant to law, executive order, and rules and
regulations or in connection with the performance or transaction of official business by the
Bureau.



Information for Disclosure - Information promoting awareness and understanding of
policies, programs, activities, rules, or revisions affecting the public, government agencies,
specifically the Bureau, its Regional Offices and National Centers, the community and
economy. It also includes information encouraging familiarity with the general operations,
thrusts, and programs of the government. In line with the concept of proactive disclosure
and open data, these types of information can already be posted to the Bureau’s website,
without need for written requests from the public.

Official Record/s - Information produced or received by a public officer or employee of the
Bureau, or by a government office in an official capacity or pursuant to a public function or

duty.

Pending Request or Pending Appeal - An FOI request or an administrative appeal for
which a government office has not yet taken final action in all respects. It captures anything
that is open at a given time including requests that are well within the statutory response
time.

Personal Information - Any information that directly provides the identity of an individual
or when put together with other information would directly and certainly identify an
individual.

Processed Request or Processed Appeal - The number of requests or appeals that the
Bureau completed with a final response to the requesting party.

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

Request for Information (FRI) - A written request for information or records that are
under the custody of the Bureau received through the foi.gov.ph portal or through the
Central Office Records Section, and FOI receiving office of the regional offices and national
centers.

Requesting Party (RP) - Any individual, whether or not a Filipino citizen, or any entity,
whether a corporation, civil society organization, academic institution, media organization,
or any private organization who submitted a Request for Information.

Sensitive Personal Information - As defined in the Data Privacy Act of 2012, shall refer to
personal information:

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

b. Aboutan 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;



c. Issued by government agencies peculiar to an individual which includes, but not
limited to, social security number, previous or current health record, licenses or
its denials, suspension or revocation, and tax returns; and

d. Specifically established by an executive order or an act of Congress to be kept
classified.

SECTION 3
PROMOTION OF OPENNESS IN GOVERNMENT

1. Duty to Publish Information. The Bureau adheres to openness in government. In doing
50, it shall ensure that all information for public disclosure, and on public record related
to Fisheries are regularly published, printed and disseminated at no cost to the public
and uploaded to the Bureau’s website (www.bfar.da.gov.ph).

2. Accessibility of Language and Form. The BFAR shall endeavor to translate key
information into major Filipino languages and present them in popular form and means.

3. Keeping of Records. The BFAR shall create and/or maintain in appropriate formats,
accurate and reasonably complete documentation of records, policies, transactions,
decisions, resolutions, enactments, actions, procedures, operations, activities,
communications, and documents received or filed by the Bureau and the data generated
or collected.

SECTION 4
PROTECTION OF PRIVACY

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

a. The BFAR 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 BFAR shall protect personal information in its custody or under its control by
making reasonable security arrangements against unauthorized access, leaks or
premature disclosure; and

c. The FRO, FDM, or any employee or official who has access, whether authorized or
unauthorized, to personal information in the custody of the BFAR, shall not
disclose that information except as authorized by existing laws.



SECTION 5
FUNCTIONS OF FOI OFFICERS AND COMMITTEES

1. FOI Receiving Officer

There shall be FOI Receiving Officers (FRO) designated at the Central Office, Regional
Offices and National Centers. The FRO of the BFAR Central Office shall be from the
Records Section with office at G/F Fisheries Building Complex, BPI Compound, Visayas
Avenue, Quezon City.

The FRO shall perform the following functions:

a. Serve as the initial point of contact to the public on FOI requests;

b. Receive all FOI requests on behalf of the Bureau;

c. Conduct initial evaluation of FOI requests and determine whether these are
fully compliant FOI requests;

d. Deny or refuse to accept FOI request based on the following;:

i.  The form is incomplete: or
ii.  The information is already disclosed in the Bureau’s Official Website
www.bfar.da.gov.ph or at data.gov.ph;

e. Transmit requests for information to the FDM;

f. Monitor all FOI requests and appeals;

g. Consolidate statistical information on FOI requests and actions taken thereon;
and

h. Provide such other assistance to the FAO and FDM.

Only the designated FRO at the Central Office shall access/open or act on request lodged/
registered with the eFOI Portal.

The regional offices and national centers shall also assign their respective records
officers as FROs who shall receive standard FOI requests.

2. FOI Decision Maker

The BFAR National Director is responsible for all actions carried out under this Manual
and may delegate such responsibility to the Assistant Director for Administrative
Services.

At the Central Office, the Chief, Administrative Division shall act as the FOI Decision
Maker (FDM), while at the regional office, the Regional Director shall designate his/her
Finance and Administrative Section (FAS) Chief to act as FDM. (See Annex “C”)



The FDM shall perform the following functions:

a. Evaluate the request for information;
b. Decide whether to grant or deny the request based on the following:

i.  The Bureau does not have the information requested;
ii. ~The information requested contains sensitive personal information
protected by the Data Privacy Act of 2012;
iii.  The information requested falls under the list of exceptions to FOI; and
iv. The request is identical or substantially similar request to a previously
granted or denied request from the same requesting party.

c. Endorse a fully compliant FOI request to the appropriate FOI Action Officers
(FAO);

d. Order the redaction of certain information prior to release; and

e. Refer the request to other offices as may be appropriate.

3. FOI Action Officer (FAO)

The Center Chiefs, Division Chiefs and Unit Heads shall be designated as FOI Action
Officers (FAO). They shall address request for information related to their respective and
official mandates or functions.

The functions of the Action Officers shall include the following:

a. Determine whether their respective office has custody of the requested
information;

b. Prepare records/ information requested; and

c. Refer the request to other offices as may be appropriate.

In case the concerned FAO is on official leave, his/her authorized Officer-in-Charge shall
automatically act as the FAO.

4. Central Appeals and Review Committee

There shall be a Central Appeals and Review Committee (CARC) only at the BFAR Central
Office composed of the National Director, the two (2) Assistant Directors, and the Chief
of the Legal Division.

The CARC shall exercise the following functions:

a. Receive, review, evaluate, and assess the appeal on the denial of the request
for information;

b. Determine if the appeal was filed within the period provided under EO No. 2,
s. 2016;



c. Recommend to the head of agency the actions on the appeal filed by the
requesting party;

d. Ensure that the appeal be decided within thirty (30) working days from the
filing of said appeal; and

e. Implement the decision of the head of agency regarding the appeal.

SECTION 6
STANDARD PROCEDURE
(See Annexes “D1” and “D2" for flowchart}

1. Filing of FOI Request

1.1,

1.2

1.3.

1.4.

1.5.

A person or party making an FOI request shall fill out the standard FOI Request
Form (See Annex “F”) in two (2) copies. The form can be requested from the FRO
or can be accessed from the BFAR website at www.bfar.da.gov.ph.

The requesting party shall comply the following requirements:

a. Attach a valid government issued L.D. containing his/her photograph and
signature;

b. Ifthe request is made through a representative, a written authorization of
the principal and at least one (1) valid government LD. containing the
photograph and signature of the representative; and

c. The purpose of the request for information shall be specific or adequately
and sufficiently described. Failure to specify the reason for or purpose of
the required information, despite request by the FRO to provide a specific
reason or purpose shall be a ground for denial of the FOI request.

In case the requesting party is unable to make a written request, he/she may make
an oral request and the attending FRO shall reduce it in writing. The request shall
be stamped received by the FRO.

FOI requests may be made through registered mail, electronic mail (e-mail), or
through official online portals, provided that the requesting party shall provide all
the required information and attachments/supporting 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 out standard FOI Request Form and attached to said written request or
email.

The FRO shall provide reasonable assistance, free of charge, to enable all
requesting parties and particularly those with special needs, to comply with the
request requirements, without prejudice to Section 9 of this Manual.



2. Receiving of FOI Request

2.1,

Z.2.

2.3

2.4.

The FOI Receiving Officer shall receive the fully compliant request for information
from the requesting party. The duly filled-out FOI Request form shall be stamped
received indicating the name of the FRO, the date and time of the receipt of the
written request. The original copy shall be kept by the FRO, while the other copy
shall be returned to the requesting party.

In case the FOI request was received through electronic mail, the email shall be
printed out and the FRO shall observe the same procedure as above. The FRO shall
likewise acknowledge by e-mail the receipt of a fully compliant request.

The FRO shall register the received FOI request in the Bureau’s Document
Tracking System (DTS) and forward the same to the concerned FDM. It shall also
be recorded in a logbook for back-up purposes.

In case an FOI request is received by an Office other than the FRO, the receiving
office shall:

a. Transmit the FOI request to the FRO within three (3) working days from
receipt of such request; and

b. Advise the requesting party of the transfer to the FRO within fifteen (15)
working days from receipt of such request.

3. Initial action on Request

3.1.

3.2,

3.3

Evaluate the content of the request.

Upon determination that the request is a fully compliant FOI request, the FRO
shall transmit the said request to the concerned FDM within one (1) day from
receipt of the written request.

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

The FOI request may be denied, during the FRO evaluation on the following
grounds:

a. Non-Compliant FOI Request. The FRO shall only accept a fully compliant
FOI request and shall not accept a request that lacks any of the
requirements stated above:

b. Requested information has already been publicly disclosed by the Bureau
through its website, foi.gov.ph or other official website, the FRO shall



inform the requesting party of the said fact and provide them the website
link where the information was posted; and

Requested information is substantially similar or identical to the previous
request.

3.4. Request for Clarification. The FRO may likewise request for clarification from the
requesting party to identify or locate the requested information. The clarification shall
toll/stop the running of the fifteen (15) working day-period and the period shall
commence anew the day after the required clarification is received by the FRO.

3.5. The FRO shall within fifteen (15) days upon receipt of the request, advise/inform
the requesting party of the denial of request, stating the ground for the denial in
item 3.3. hereof.

4, Evaluation and Action of the FDM

4,1. Upon receipt of the FOI request from the FRO, the FDM shall proceed to evaluate
the request, as follows:

d.

b.

Ascertain whether the information requested is in the custody of BFAR or
any of its offices;

Determine whether there are grounds for the denial of the requested
information;

If the requested information is in the custody of more than one office, FDM
shall forward the request to all concerned offices. The respective action
officers shall only provide specific information that relates to their office;
and

If the FAO determines that a record contains information of interest to
another agency, the FDM shall consult with the agency concerned on the
disclosure of the records before making any final determination.

5. Preparation of Requested Information by the FAQ

5.1. Upon receipt of the FOI request from the FDM, the FAO shall:

a.

b.

Ascertain whether the information requested is in its possession or
custody;

Determine whether there are grounds for the denial of the requested
information;

Locate the requested information; and

Prepare the requested information by reproducing according to the
number of copies requested, certify or authenticate, etc.

5.2. If the FAO requires clarification or further details to identify or locate the
information requested, the FAO through the FRO, seek clarification from the
requesting party. The clarification shall toll the running of the fifteen (15) working



