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SECTION I - INTRODUCTION

In compliance with the requirements of Executive Order No. 2, s. 2016, Operationalizing in the Executive

Branch of the People’s Constitutional Right to Information and the State Policies to Full Public Disclosure

and Transparency in the Public Service and Providing Guidelines Thereof, the Libmanan Water District

hereby establishes its own Freedom of Information Manual.

Giving importance to people’s right to public information, this Manual shall serve as guide to Libmanan

Water District in handling requests for information and the public in the process of their requests for

information .

SECTION II - OVERVIEW

1. Purpose: This Manual intends to guide LIBMANAN WATER DISTRICT (LIWAD) in the processes of

providing information requested by the public and identify persons responsible for their requests under

Executive Order No. 2 (Annex A). This Manual also provides organizes processes and steps to be followed

by the public in regards to their requests (Annex B).

2. Structure of the Manual : This Manual shall set rules and procedures to be followed in regards with

request for information received by the LIWAD. The Head of agency is the sole decision maker who has

the authority to decide on the requests received and whether to grant full access, partial access, or deny

access to information requested.

3. Coverage of the Manual: This manual covers all requests directed to the LIWAD.

SECTION III - FREEDOMOF INFORMATION OFFICERS

The FOI Officers are consist of the following:

1. FOI Receiving Officer (FRO) - shall be designated by the Head of the Agency. The FRO shall receive all

request for information directed to the agency. He shall also monitor the status of the requests received

and provide assistance to the public and the FOI Decision Maker (FDM). He/She shall also compile all

necessary information relative to the requests. He/She may deny the process of requests in the following

conditions:

A. The request submitted has incomplete details.

B. The information is already disclosed in the LIWAD website and/or publications.



LIBMANANWATER DISTRICT FREEDOM OF INFORMATION REVISED 2021

2

2. FOI Decision Maker (FDM) - the Head of the Agency is the sole FDM. He/She shall have the full

authority whether to grant full access, partial access, or deny access to information requested based on

the following:

A. LIWAD does not have the information requested by the requesting party.

B. The requested information violates the protection of privacy of any parties related to the request.

C. The required information is included in the inventory of exceptions to FOI.

D. The request is unreasonable subsequent identical or substantially similar request from the same

requesting party whose request has already been previously granted or denied by the LIWAD.

3. Appeals and Review Committee - there shall be an an Appeals and Review Committee composed of

three (3) members designated by the Head of the Agency to review and analyze the grant or denial of

request of information. The Committee shall also provide expert advice to the Head of Agency on the

denial of such request.

FOI DIRECTORY

FOI OFFICER NAME OF PERSONNEL CONTACT INFORMATION

FOI Decision Maker Engr. Rodolfo A. Jimenez, Jr. LIWAD Office

Bagumbayan, Libmanan,

Camarines Sur

(054)-511-9515

nongjimenez@yahoo.com

FOI Receiving Officer Kristine Kay Balingbing LIWAD Office

Bagumbayan, Libmanan,

Camarines Sur

(054)-511-9515

libmananwaterdistrict@liwad.g

ov.ph

Appeals and Review

Committee

Ritchie T. Liz

Dave Francis L. Alipante

Engr. Marc Gemcel Olarve

LIWAD Office

Bagumbayan, Libmanan,

Camarines Sur

(054)-511-9515

libmananwaterdistrict@liwad.g

ov.ph
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SECTION IV - DEFINITION OF TERMS

data.gov.ph - The Open Data website that serves as the government’s comprehensive portal for all public

government data that is searchable, understandable and accessible

Deny access - refers to the decision not to provide or disclose any information in regards to the

information requested.

Freedom of Information - The Executive Branch recognizes the right of the people to information on the

FOI on matters of public concern and adopts and implements a policy of full public disclosure of all its

transactions involving public interest, subject to the procedures and limitations provided in EO No. 2.

FOI request - A written request submitted to a government office personally or by email asking for

records or information on any topic. A FOI request can generally be made by the public to any

government office.

Full grant of access - the decision to provide full access to the information requested.

Grant of Partial Access - the decision to provide limited access to information requested.

Information - any records, documents, papers, reports letters, contracts, minutes and transcripts of

official meetings, maps, books, photographs, data, research materials, films, sound and video recording,

magnetic or other tapes, electronic data, any other like or similar data or materials recorded, stored or

archived in whatever format, whether offline or online, which are made, received, or kept in or under the

control and custody of any government office pursuant to law and executive order, rules an regulations or

in connection with the performance or transaction of official business by any government office.

Request for disposition - the document that contains the decision of the FDM whether the request shall

be granted full access, partial access or denial of access and in which sections should it be forwarded to.

SECTION V - PROTECTION OF PRIVACY

While providing for access to information, the LIWAD shall afford full protection to a person’s right to

privacy, as follows:

A. The LIWAD 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 LIWAD 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 FOI Receiving Officer, FOI Decision Maker or any employee or official who has access whether

authorized to unauthorized, to personal information in the custody of LIWAD, shall not disclose that

information except as authorized by existing laws.



LIBMANANWATER DISTRICT FREEDOM OF INFORMATION REVISED 2021

4

SECTION VI - FREEDOM OF INFORMATION PROCESS

1. Receipt of Request for Information

The FOI Receiving Officer (FRO) shall receive requests of information from the requesting party. He may

assess to process the request provided that:

A. The request must be in writing using the LIWAD’s FOI Request Form;

B. The Request bears the name, contact information, address and identification of the requesting party;

C. The request shall reasonably describe the information requested and the reason for, or purpose of, the

request for information; and

D. The requesting party provided at least one (1) copy of a duly recognized government ID with photo.

The request for information may also be sent through mail or submitted personally addressed to :

ENGR. RODOLFO A. JIMENEZ, JR
General Manager

LIBMANANWATER DISTRICT
Bagumbayan, Libmanan, Camarines Sur

(054)-511-9515

Or be sent thru email at:

libmananwaterdistrict@liwad.gov.ph

In case the requesting party is unable to make a written request, because of illiteracy or due to being a

person with disability, he or she may make an oral request, and the FRO shall reduce it in writing.

The request shall be stamped received by the FRO, indicating the date and time of the receipt of the

written request, and the name, rank, title and position of the officer who actually received it, with a

corresponding signature and 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 input the details of the request on the Request Tracking

System and allocate a reference number.

The LIWAD must respond to requests promptly, within fifteen (15) working days following the date of

receipt of the request. The date of receipt of the request will be either:
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A. The day on which the request was physically or electronically delivered to the agency, or directly into

the email inbox of a member of staff.

B. If the agency has asked the requesting party for further details to identify and locate the requested

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

An exception to this will be where the request has been emailed to an absent member of staff, and this

has generated an “out of office” message with instructions on how to re-direct the message to another

contact. Where this is the case, the date of receipt will be the day the request arrives in the inbox of that

contact.

Should the requested information need further details to identify or locate, then the fifteen (15) working

days will commence the day after the FRO receives the required clarification from the receiving party. If

no clarification is received after sixty (60) calendar days, the request shall be closed.

2. If the written request is already completed, the FRO shall now transfer the request to the FDM with

an attached Request for Disposition.

3. Initial Evaluation of Request and Compilation of Information.

After receipt of the request for information, the FRO shall evaluate the contents of the request.

A. Request relating to more than one division: If a request for information is received which

requires to be complied with of different divisions, the FRO shall indicate in the RFD in which

divisions it shall be forwarded to and return it to the FRO. The FRO shall be the one to

communicate such request to the divisions and he shall compile the information relied to. The

divisions shall strictly follow the content of the FDM’s RFD on the extent of information that

should be disclosed.

B. Request of information not in the custody of the LIWAD or any of its division (cases

where information requested is from another agency) : If the requested information is not in

the custody of the agency or in any of its division, following the referral and discussions with

the FDM, the FRO shall inform the requesting party and help them to contact the other agency.

C. Requested information is already posted and available online: the FRO shall inform the

requesting party of the information’s availability online. The FRO shall give the agency’s website

if the information is already posted in the website or the data.gov.ph or foi.gov.ph.

4. Completion of gathered information. After completion of gathered information, the

FRO shall forward it to the FDM subject for review.
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5. Release of Information. After review and authorization of the FDM, he shall forward it again to the

FRO. The FRO shall be the one to release the information to the requesting party.

6. Request for extension of time. If the information requested requires extensive search of documents

the FRO shall inform the requesting party. The FRO shall state the reason for such time extension.

7. Notice to the Requesting party of the Approval / Denial of the Request. The FDM shall indicate in the

RFD if such request is granted or denied. The FRO shall then inform the requesting party especially in

cases of denial by issuing a letter in writing stating the grounds for denial.

SECTION VII - REMEDIES IN CASE OF DENIAL OF REQUEST

Upon denial of request, the requesting party may file a written appeal to the LIWAD’s Appeal and Review

Committee within fifteen (15) calendar days from notice of the denial of the request or from the lapse of

the period to respond to request. The following procedures should be followed:

A. The requesting party may write an appeal letter to the Appeals and Review Committee with fifteen (15)

calender days from the lapse of required response period. The requesting party may send the appeal

letter to:

APPEALS AND REVIEW COMMITTEE
LIBMANANWATER DISTRICT

Bagumbayan, Libmanan, Camarines Sur
(054)-511-9515

Or be sent thru email at:

libmananwaterdistrict@liwad.gov.ph

B. The appeal shall be decided by the Appeals and Review Committee within thirty (30) working days.

C. Written decision of the appeal shall be forwarded to the requesting party.

SECTION VIII - FEES

The LIWAD shall not charge any fee from the requesting party for the process of the request on

information. However, the agency shall charge the requesting party a reasonable cost for the

reproduction, copying and/or delivery of the information. This must be communicated by the FRO upon

acceptance of the FOI request.
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Schedule of Fees

SERVICE COST

Reproduction of documents P2.00/page whether short or long sized bond

paper

Retrieval Fee A. Retrieval of documents:

Within one (1) day - P50.00

More than one (1) day to one (1) week

P100.00

More than one (1) week - P120.00

Delivery Charge (mailing) Thru courier - P185.00

Appeal of Notice of Denial (covers for

administrative expenses and research fee)

P120.00

The LIWAD may exempt any requesting party from payment of fess, upon request stating the valid reason

why such requesting party shall not pay the fee.

SECTION IX - ADMINISTRATIVE LIABILITY

1. Non-compliance with FOI. Failure to comply with the provisions of this Manual shall be a ground for

the following administrative penalties:

A. 1st Offense - Reprimand

B. 2nd Offense- Suspension of one (1) to thirty (30) days; and

C. 3rd Offense - Dismissal from the service.

2. Procedure. The Revised Rules on Administrative Cases in the Civil Service shall be applicable in the

disposition of cases under this Manual.

3. Provision for more Stringent Laws, Rules and Regulations. Nothing in this Manual shall be construed

to derogate from any law, any rules, or regulation prescribed by anybody or agency, which provides for

more stringent penalties.
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ANNEX B
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Republic of the Philippines
LIBMANAN WATER DISTRICT

Bagumbayan,Libmanan Camarines Sur.
Tel Nos.(054) 511-9515

Email: libmananwaterdistrict@liwad.gov.ph

FOI REQUEST FORM
PORNULARYO NG KAHILINGAN

CONTROL NUMBER :___________________________________
TITLE DOCUMENT (Titulo ng Dokumento ) :___________________________________

:___________________________________
YEAR (Mga Taon/Panahon Saklaw ) :___________________________________

:___________________________________
PURPOSE (Layunin ) :___________________________________

:___________________________________

NAME (Pangalan ) :__________________________ CONTACT No:______________________
SIGNATURE (Lagda) :__________________________ C  NDATE(Petsa ):______________________
ADDRESS (Tirahan ) :_____________________________________________________________

:_____________________________________________________________

PROOF OF IDENTITY (Katibayan ng Pagkakakilanlan )
Valid Gov't Issued ID :___________________________________
ID Nos. :___________________________________

HOW WOULD YOU LIKE TO RECEIVE THE INFORMATION
(Paraan ng Pagtanggap ng Impormasyon )

Email Address ___________________________
Fax ___________________________
Pick-up (Office Hours ) ___________________________
Postal Address ___________________________

SUBMITTED TO (Gawaing Itinalaga Kay ) :___________________________________
DATE/TIME OF SUBMISSION (Petsa/Oras ng Pagtanggap ) :___________________________________
CERTIFIED BY (Taong nagpapatunay ng Gawaing Natapos) :___________________________________
TYPE OF ACTION CONDUCTION (Uri ng Isinagawang Aksiyon ) :___________________________________

:___________________________________

RECEIVED BY(Tinanggap Ni ) :__________________________DATE(Petsa )________________
REMARKS (Komento ) :_____________________________________________________

 _____________________________________________________
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	EXCEPTIONS. Information that should not be released and disclosed in response to a FOI request because they are protected by the Constitution, laws or jurisprudence.
	FOI APPEAL AUTHORITY. Refers to the MNWD board of Directors appeals from the action w/c decides FOI Descision maker and has authority to affirm, reverse or modify such action.
	FOI DECISION MAKER OF FDM. Refers to a person who evaluates and review FOI request and has the authority to approve or deny such request.
	FOI RECEIVING OFFICER. Refers to the designated staff from office of the General Manager where the public may file or submit process and the status of pending FOI request.
	FREEDOM OF INFORMATION (FOI). The Executive Branch recognizes the right of the people to information on matters of public concern, and adopts and implements a policy of full public disclosure of all its transactions involving public interest, subject ...
	FOI CONTACT. The name, email address and phone number where you can make a FOI request
	FOI REQUEST. A written request submitted to a government office personally or by email asking for records on any topic. A FOI request can generally be made by any Filipino to any government office.
	FULL DENIAL. When the AGENCY or any of its office, bureau or agency cannot release any records in response to a FOI request, because, for example, the requested information is exempt from disclosure in its entirety or no records responsive to the requ...
	FULL GRANT. When a government office is able to disclose all records in full in response to a FOI request.
	INFORMATION. Shall mean any records, documents, papers, reports, letters, contracts, minutes and transcripts of official meetings, maps, books, photographs, data, research materials, films, sound and video recording, magnetic or other tapes, electroni...
	PARTIAL GRANT/PARTIAL DENIAL. When a government office is able to disclose portions of the records in response to a FOI request, but must deny other portions of the request.
	PENDING REQUEST OR PENDING APPEAL. An FOI request or 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 stat...
	PROACTIVE DISCLOSURE. Information made publicly available by government agencies without waiting for a specific FOI request. Government agencies now post on their websites a vast amount of material concerning their functions and mission.
	RECEIVED REQUEST OR RECEIVED APPEAL. An FOI request or administrative appeal that an agency has received within a fiscal year.
	SIMPLE REQUEST. A FOI request that an agency anticipates will involve a small volume of material or which will be able to be processed relatively quickly.
	SECTION 3. PROTECTION OF PRIVACY
	While providing for access to information, MNWD shall afford full protection to a person’s right to privacy, as follows:
	a. MNWD 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. MNWD shall protect personal information in its custody or under its control by making reasonable security arrangements against unauthorized access, leaks or premature disclosure;
	c. The FRO, FDM, or any employee or official who has access, whether authorized or unauthorized, to personal information in the custody of MNWD, shall not disclose that information except as authorized by existing laws.
	SECTION 4. STANDARD PROCEDURE (See Annex “C” for flowchart)
	1. Receipt of Request for Information.
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