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DEPARTMENT OF ENVIRONMENT AND NATURAL RESOURCES W
KAGAWARAN NG KAPALIGIRAN AT LIKAS NA YAMAN

MEMORANDUM
TO - All DENR Regional Executive Directors
All EMB and MGB Regional Directors
All PENROs and CENROs
All Bureau Directors
All Heads of Attached Agencies
ATTENTION : Records Officer / FOI Receiving Officer
FROM : The Undersecretary
. Legal and Administration
Chairperson, DENR Freedom of Information Committee
SUBJECT PRESIDENTIAL COMMINICATIONS OFFICE (PCO) -

MEMORANDUM CIRCULAR NO. 24-004, “FILIPINO .
TRANSLATION OF THE ONE-PAGE FREEDOM OF
INFORMATION (FOI) MANUAL”

patE o NV 1A D

. This is in reference to the attached Presidential Communications Office (PCO)
‘Memorandum Circular No. 24-004 dated 19 September 2024, cntltled “Filipino Translatlon of
the One-page Freedom of Informauon (FOI) Manual”.

As such, all offices must comply with the said Memorandum Circular as one of the -
- requirements under the FOI program. The translated one-page FOI Manual shall be printed on
an A3-sized (11.7” x 16.5”) poster and be posted in a conspicuous place in your office. Further,
it must be published on your respective website under the Transparency Seal.

For your gﬁidance and immediate compliance.

ATTY. ESTO D. ADOBO, JR., CESO I

BRaT SR
v -

- MEMD §O. 2024 - 1022

) -Visayas Avenue, Diliman, Quezon City 1100, Philippines
" www.denr.gov.ph ~


http://www.denr.gov.ph

PRESIDENTIAL COMMUNICATIONS OFFICE
Malscanang, Manila
Records a‘lanagernm Office

Office of the President of the Philippines
PRESIDENTIAL COMMUNICATIONS OFFICE

ame: T F i ) L. .
. " Dat: M08 A0 Time: B5:43 00
PCO MEMORANDUM CIRCULAR NO. 24- 00 4 ,
FOR : ALL AGENCIES, DEPARTMENTS, BUREAUS, OFFICES

AND INSTRUMENTALITIES OF THE EXECUTIVE BRANCH
INCLUDING GOVERNMENT-OWNED OR CONTROLLED
CORPORATIONS (GOCCS), STATE UNIVERSITIES AND
COLLEGES (SUCS), AND LOCAL WATER DISTRICTS
(LWDS)

SUBJECT : FILIPINO TRANSLATION OF THE ONE-PAGE FREEDOM
OF INFORMATION (FOI) MANUAL

WHEREAS, Executive Order 335, series of (s.) 1988 ordered all government
agencies, bureaus, offices, agencies, and instrumentalities to take steps in using the
Fil.ipino language in transactions, communications, and cormespondence;

WHEREAS, Executive Order (EO) No. 2, 8. 2016 was Issued on 23 July 2016
to operationalize the People's Constitutional Right to Information and the State
Policies to full public disclosure and transparency in the public service;

WHEREAS, by virtue of Memorandum Order (MO) No. 10, s. 2016, the
Presidential Communications Office (PCQ) was designated as the lead agency in
implementing the EO No. 2, s. 2016,.or the Freedom of Information (FOI) Program;

WHEREAS, Department Order No. 18, s. 2017, issued by the PCO, created
the FOI-Projact Management Office (FOI-PMO) to exercise the mandate of MO No.
10, s. 2016;

WHEREAS, FOI Memorandum - Circular No. 01, s. 2020, required all
government agencies under the Executive Branch to create a summarized version of
the FOI Manual to communicate effectively the FOI request process to the citizens;

NOW, THEREFORE, the Executive Branch of the government, which includes
National Government Agencies (NGAs), Government-owned or -Controlled
Corporations (BGOCCs), State Universities and Colleges (SUCs), and Local Water
Districts (LWDs), are hereby enjoined to translate in Filipino their existing one-page
" manual using the template provided: '

Section 1. Content The translated One-page FOI Manual shall include the
following:

Pangalan ng Ahensiya:
Adres:

mﬁmam JP Lawrel 6., San Migue!, Mania, mm w
Tdm {02) 8734-7420 « §734.5968




Pangalan ng FOI Receiving Officer:
Iimpormasyon sa Paklklpag-ugnayan
Email Address:

Paraan ng Paghiling:

Mekanismo ng Pag-apela:

Section 2. Production, Posting, and Dissemination. The translated one-page FO!-
Manual shall be made available to the public and updated regularly. It is
recommended that the manual be printad_ on an A3-sized (11.7" x 16.5") poster and
be posted in a conspicuous place in the agency. Moreover, it must be published on
the Agency's website under the Transparency Seal. Regional offices, "bureaus, or
field offices shall also produce and post their One-page FOI Manual

Sectlon 3. COmleance The one-page FOI Manual in Filipino shal! be one of the
requirements that the agencies must comply with under the FOI Program.

Section 4. Effectivity Clause. Thls Memorandum Circular shall take effect
lmmedlately

Manila, Phtllppines. 19dayof __SEP the year 2024.

CESAR B. CHAVEZ, Ph.D., MNSA, CESE,,,.
Acting Secretary and FO! Champion
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ANNEX A

Translation of the One-page FOI Manual

English

Filipino

Name of Agency

Pangalan ng Ahensiya

Address

Adres

FOI Receiving Officer

Pangalan ng FOI Receiving Officer

Contact Details

Impormasyon sa Pakikipag-ugnayan

Email Address

Email Address

Mode of Requests

Paraan ng Paghiling

Step 1
Go to www.foi.gov.ph to your browser’s

Hakbang 1
Magtungo sa www.foi.gov.ph gamit

"home address. ang home address ng inyong
' browser
Step 2 Hakbang 2

Click the Sign-Up button and provide all
the required fields. Attach a valid ID

Iclik ang Sign Up at ibigay ang mga
hinihinging impormasyon. WMaglakip
ng valid ID.

Step 3

Once logged in, you will be directed to
your Dashboard. The Dashboard
contains all the FOI requests of the
account owner.

Hakbang 3

Kapag nakapag-log in na, dadathin
ka sa iyong Dashboard. Ang
Dashboard ay naglalaman ng lahat
ng mga kahilingan FOl ng may-ari ng
account.

Step 4
Click the Make a Request button then
select the name of the agency you wish
to ask.

Hakbang 4

Iclick ang Make a Request at piliin
ang pangalan ng ahensiyang nais
hingan ng impormasyon.

Step 5

You will now be directed to the Make a
Request Page. Accomplish all fields
then click Send My Request.

Hakbang 5

Dadalhin ka ngayon sa pahinang
Make a Request. Sagutan ang lahat
ng patlang at i-click ang Send My
Request.

Step 6
The agency will evaluate your request
and will notify you within 15 working
days.

Hakbang 6

Susuriin ng ahensiya ang iyong
kahilingan at padadalhan ka ng
pabatid sa loob ng 15 araw ng
trabaho.
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Step 7
The agency will prepare the information

for release, based on your desired.

format. It will be sent to you depending
on the receipt of preference

Hakbang 7 .

ikrahanda ng ahensiya ang
impormasyong ilalabas ayon sa nais
mong format. Ipadadaia ito batay sa |
iyong napiling paraan. ng |
pagtanggap.

Appeals Mechanism

| Mekanismo ng Pag-apela

f you are not satisfied with the
response to your FOI request, you may

ask us to carry out an internal review of .

the response by writing

to_ . Your review request

should explain ‘why you are dissatisfied
with the response, and should be made
within 15 calendar days from the date
when you received this letter. We will

complete the review and tell you the

| result within 30 calendar days from the
date when we receive your appeal.

Kung hindi ka nasiyahan sa naging
tugon sa iyong kahilingang FOI,
maaaring hilingin sa amin na

magsagawa ng internal review sa
tugon sa pamamamagitan ng
pagliham sa ' .
Kailangang ipaliwanag sa iyong

hiling na review kung bakit hindi ka |
nasisiyahan sa tugon, at dapat na
isumite ito sa loob ng 15 araw mula
sa petsa ng pagkakatanggap ng
liham na ito. Isasagawa namin ang
review at ipababatid sa iyo ang
resulta sa loob ng 30 araw mula sa
petsa ng pagkakatanggap ng iyong

| apela.

Ali within 15 working days

Sa loob ng 15 araw ng trabaho

‘Requesting Party

Requesting 'Pariy

Receiving Officer

‘| Receiving Officer

Decision Maker

Declsion Maker

‘Submits request to

ipapasa ang kahilingan .kay

Initial evaluation and transmits to

.| Paunang ebalwasyon at ibibigay kay

Rétu ms to

ibabalik kay

Inform on approval or denial

ipababatld kung aprobado o hindi
aprobado '

Page 4/5 PCO Memorandum Circular for Filipino Translation of the One-page FOI Manual




ANNEX B

Template of the One-Page FOI Manual Filipino Version

G5 B

Access information

from the GOVERNMENT

)

Pengsisn ng Anensivo' PRESIDENTIAL COMMUNICATIONS OFFICE
acras: New Exocutive Building, IP Laurel St., San Miguol, Manila, Phillppines
pangsian ng FOI Receiving Giticer: Juan dola Cruz

Impormasyon sn Bakixipog-wugncyan: (02) 8888-0000

Emaod Adaress’ juandolacruz@peo.gov.ph

PARAAN NG PAGHILING

ectrorR te g} (Comeood )

HAKEANG ] @
v Magiunuy sa www.folgowph satras ary
tame adoness g myang brosser r-- U D
=11

AT R WS A A7 YOS RTINS 3N AT SallgdAan en

Sy =
L__.__J 3 =g 2050t % ioea 2 18 araw ng trabaha

HAKBANG 7 : 5
- - Beayesting Party
L2 w-clh ang Sign Up al inga. any 43 ma g rg o ! ) -
= invputmac,an, Maglakip ng vafid iD. Ipababatid § 'papasa a=g
ssng aak agan &3y
ABIONaGS 3 i -
3Pr323es | o
#ITAF 7Ik3INCA-108 % "3 dIBAM™ <0 5 LEry | \ ’
DashBoard. 2ia S35t ocat 3; naglanar ry laka 1
£ MQ3 INHTIIT AN A M-I rPatLunt [ S A l B.. -9
Regowing Cxizor )
. HAaxBAanG « N
fare" e oD ) Pavrang & :
* 12020 35 Make 3 Request i ol = amg €2n33an g cbalwagyen at
AmC8;; 299 198 himgang musumisIa. wibgny Ay gy :
HAXBANG § w : .
2 (babalik
Q SATLINA 3 FIAYIT SA TAMIDANG MGhe D Seguest 3agJ1as ‘ L b oy

470 (a%32 °g 331 Ang a1 e '€+ 3ng Send My Request. o
Tez:sien Maker )
!
$ !
1
-

MM

HANBANG 7 ADGOBRADD

DENAPSA g ANCPSyh AN DGR erg f a3 a,an
$3 nols mong format. iagada'a 1o LAty S8 AN AN g
32°20r N PIRITEEAS

(" Mekanismo ng Pag-apela )

Kurg fung aa nasyaban & PaNg 1UGEN sa 12N karingang FOL Mazanrg MhRAIS Sa ATUN N2 Magkagzas ~q internzl rcuze:
£2 2LQIN $3 CAMAMI~3QIN “a 2ag Ram 53 K2Gn3a%3 i3l »arag s2 190 Ni 2 £3 v e kurg eakt R g k)
razisyahan 53 Iugon 3t azeal nd SuTLIe U2 $a ook NG 1S arae my 3 53 Betsa ng PIgkabatanggap vy fiFaT N3 13, 1535193 50
AU G 1AV e a2 1RGhASAled b3 (8 aNG ot il S 700k 1 30 52 1950 B0 Pelsd Y DAGSAEIANGUIR PY ySIvE ape .

FREEBOM OF INFORMATION B4 =5ibEE EZ INFORMED, £2 ENCAGED. < XL s uUR LOUEEVAENT EETTES
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OB

Access information

from the GOVERNMENT
( )

| Freedom of Information Program

Pangalon ng Ahensiya: PRESIDENTIAL COMMUNICATIONS OFFICE
Adres: New Executive Building, JP Laurel St., San Miguel, Manila, Philippines
Pangalan ng FO! Receiving Officer. Juan dela Cruz .

impormasyon so Pokikipag-ugnoyon: (02) 8888-0000

Emaoil Address: juandelacruz@®pco.gov.ph

PARAAN NG PAGHILING

(Cbtgrs) (=)

HARBANG

Magtungo s2 www.foigow.ph gamit ang ﬁ
“Tdb

home address ng inyong browser

r
" ]
= .
- - Requesting Por|
o4 I-clik ang Sign Up at ibigay ang mga hinihinging Ipababatid | questing Porty
impormasyen. Maglakip ng valld iD. Pa o r: i ‘ agm?:aaann.ga
aprobar:;o o : ngen ey
1nail
aprobado | (&)
Kapag nakapag-log in na, dadathin ka sa iyong 1 \
Dashboard. Ang Dashboard ay naglalaman ng lahat 1
ng mga kahilingan FOI ng may-ari ng account. e - d IB‘ -=
Receiving Officer i
.
Paunang & b
I-click ang Make a Request at piliin ang pangalan ng ebalwasyon at
anensiyang nais hingan ng impormasyon, ibibigay kay  sam :
A
- Ibabalik
Dadalhin ka ngayon sa pahinang Make a Request. Sagutan 4 A | kay
ang lahat ng patlang at I-click ang Send My Request. ]
Dccision Moker ]
A
1

Susuriin ng ahensiya ang iyong «ahilingan at padadalhan

4a ng pabatid sa laob ng 15 araw ng trabaho. APROBADD

]
o

It
APROBADD

HAKBANG 7

thahanda ng ahensiya ang impgrmasyong ilalabas ayon
53 nais mong format. Ipadadala ito batay sa iyong napiling
paraan ng pagtanggap.

( Mekanismo ng Pag-apela )

Kung hindi ka nasiyanan sa naging tugon sa iyong kahilingang FOI. maaaring hilingin sa amin na magsagawa ng internal review
$3 tugon sa pamamamagitan ng paglinam sa Kailangang ipaliv/anag 53 iyong hiling na revievws kung bakit hindi ka
nasisiyahan sa tugon, at dapat na isumite ito sa loob ng 15 araw mula sa peisa ng pagkakatanggap ng liham na ito. isasagawa
namin ang review at ipababatid sa iyo ang resulta sa loob ng 30 araw mula sa peisa ng pagkakatanggap ng iyong apela,

FREEDOM OF INFORMATION PHILIPPINES BE INFORMED. BE ENGACED. KNOW YOUR GOVERNMENT BETTER


http://www.foLgoviph
mailto:juandelacruz@pco.gov.ph

