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Republic of the Philippines�
OFFICE OF THE SECRETARY
����������� 	����� ��������
������������ ����

Memorandum Order
No. J2_
Series of 2023

SUBJECT : REVISED DA FREEDOM OF INFORMATION (FOI) MANUAL

The Executive Order (EO) No. 2, series of 2016, better known as the Freedom of 
Information (FOI), operationalizes the executive branch of people’s constitutional right 
to information and the state policies to full public disclosure and transparency in the 
public service.

Since its implementation, the Department of Agriculture (DA) has actively supported the 
FOI program because it reinforces the Department’s efforts to promote transparency, 
accountability, and citizen participation in government.

To continue the administration and facilitation of the FOI mechanism in the entire DA 
family nationwide, the enclosed revised "DA Freedom of Information Manual" is hereby 
adopted.

All DA officials and employees shall adhere to the provisions of the said manual. This 
contains the procedures and regulations in the application of the law, so that the balance 
between the peoples’ right to information and the government’s need to protect its data 
will be properly applied.

All DA regional field offices and its bureaus, attached agencies, and attached 
corporations are highly encouraged to post the said manual on their website.

This Memorandum Order shall take effect immediately upon signing and supersedes all 
orders, memoranda, and other issuances inconsistent herewith.

Done this r k  . day of ______2023.

r

Senior
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a. Executive Order No. 02

b. FOI Receiving Officers of the DEPARTMENT and attached 

agencies

c. List of Exceptions to FOI

d. Flow Chart

e. FOI Request Form

f. FOI Response Template
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1.�  $�!���0� The purpose of this FOI Manual is to provide the process to 
guide and assist the DEPARTMENT—including its attached agencies, 
bureaus, and offices—in dealing with requests of information received 
under Executive Order (E.O.) No. 2 on Freedom of Information (FOI). 
3����)�4�56

2. ���$#�$��� � �� �.�� /��$��0� This Manual shall set out the rules and 
procedures to be followed by the DEPARTMENT, and its attached 
agencies, bureaus, and offices when a request for access to information is 
received. The DEPARTMENT Secretary is responsible for all actions 
carried out under this Manual and may delegate this responsibility to the 
Undersecretary of the DEPARTMENT and the respective Heads of the 
attached agencies, bureaus, and offices. The Secretary, or the respective 
Heads, may delegate a specific officer to act as the Decision Maker (DM) 
and shall have overall responsibility for the initial decision on FOI 
requests, (i.e. to decide whether to release all the records, partially 
release the records, or deny access).

3. 	�����-�� � �� �.�� /��$��0� The Manual shall cover all requests for 
information directed to the DEPARTMENT and all its regional field offices, 
attached agencies, bureaus, and offices, as follows:

a. Agricultural Training Institute (ATI)
b. Bureau of Agricultural Research (BAR)
c. Bureau of Agricultural and Fisheries Engineering (BAFE)
d. Bureau of Agriculture and Fisheries Standards (BAFS)
e. Bureau of Animal Industry (BAI)
f. Bureau of Fisheries and Aquatic Resources (BFAR)
g. Bureau of Plant Industry (BPI)
h. Bureau of Soils and Water Management (BSWM)
i. Philippine Rubber Research Institute (PRRI)
j. Agricultural Credit and Policy Council (ACPC)
k. Fertilizer and Pesticide Authority (FPA)
l. National Fisheries Research and Development Institute (NFRDI)
m. National Meat Inspection Service (NMIS)
n. Philippine Carabao Center (PCC)
o. Philippine Center for Postharvest Development and Mechanization 

(PhilMech)
p. Philippine Council for Agriculture and Fisheries (PCAF)
q. Philippine Fiber Industry Development Authority (PhilFIDA)
r. National Dairy Authority (NDA)
s. National Food Authority (NFA)
t. National Irrigation Administration (NIA)
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c. The information requested falls under the list of exceptions to 
FOI; or

d. The request is an unreasonable subsequent identical or 
substantially similar request from the same requesting party 
whose request has already been previously granted or denied by 
the DEPARTMENT.

e. The power to either grant or deny in full or in part the request 
of an individual or a corporate entity.

6. Central Appeals and Review Committee: There shall be a Central 
Appeals and Review Committee (CARC) composed of three (3) officials 
with a rank not lower than Director or its equivalent, designated by the 
SECRETARY of the DEPARTMENT to review and analyze the granting or 
denial of request of information. The Committee shall also provide expert 
advice to the SECRETARY on the denial of such request. The heads of the 
attached agencies, bureaus, and offices shall likewise create a Central 
Appeals and Review Committee within their agencies, bureaus, and 
offices in similar manner stated herein.

7. Approval and Denial of Request to Information: The Decision Maker 
shall approve or deny all requests of information. In case, where the 
Decision Maker is on official leave, the Secretary of the DEPARTMENT 
may delegate such authority to his Chief of Staff. The heads of the 
attached agencies, bureaus and offices shall likewise have the authority 
to delegate such authority in the same manner.

SECTION 2: 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.

eFOI.gov.ph. The website that serves as the government’s comprehensive FOI 
website for all information on the FOI. Among many other features, eFOI.gov.ph 
provides a central resource for the public to understand the FOI, to locate 
records that are already available online, and to learn how to make a request 
for information that is not yet publicly available. eFOI.gov.ph 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.

INFORMATION. Refers to 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, computer-stored data, any other like 
or similar data or materials recorded, stored, or archived in whatever format,
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whether offline or online, which are made, received, or kept in or under the 
control and custody of any government office pursuant to law, executive order, 
and rules and regulations or in connection with the performance or transaction 
of official business by any government office.

,���&/��,��� ��&� �,�	���8&��� Information promoting the awareness and 
understanding of policies, programs, activities, rules, or revisions affecting the 
public, government agencies, and 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 
government websites such as data.gov.ph without need for written requests 
from the public.

���,	,��� &�	�&�9��� Refers to information produced or received by a public 
officer or employee, or by a government office in an official capacity or pursuant 
to a public function or duty.

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

 8��,	� &�	�&���� Includes information required by laws, executive orders, 
rules, or regulations to be entered, kept, and made publicly available by a 
government office.

 8��,	� ��&1,	�� 	���&�	��&�� Defines as a private entity that has dealing, 
contract, or a transaction of whatever form or kind with the government or a 
government agency or office that utilizes public funds.

 �&������ ,���&/��,���� Refers to any information, whether recorded in a 
material form or not, from which the identity of an individual is apparent or can 
be reasonably and directly ascertained by the entity holding the information, or 
when put together with other information would directly and certainly identify 
an individual.

����,�,1�� �&������,���&/��,���� As defined in the Data Privacy Act of 
2012, shall refer to personal information:

(1) About an individual race, ethnic origin, marital status, age, color, and 
religious philosophical or political affiliations;

(2) About an individual 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;

(3) Issued by government agencies peculiar to an individual including but 
not limited to social security numbers, previous or current health
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Department of 
Agriculture -  
BARMM

ORG 
Complex, 
Cotabato City mmusrifaffigmail.com

Musrifa M. 
Mago

ATTACHED BUREAUS
Agricultural Training 
Institute (ATI)

BAEX Bldg., 
Elliptical 
Road, 
Diliman, 
Quezon City

(02) 8982-2474/0920-9462474

infoffie-extension. gov. oh 
director®,ati. da. gov. nh

Antonieta J. 
Arceo

Bureau of 
Agricultural 
Research (BAR)

RDMC Bldg., 
Visayas Ave., 
Diliman, Q.C.

(02)8928 8505 loc. 3127/1126

mresmaffibar.gov. oh 
mmemitaffibar. gov. ph

Melissa A. 
Resma/ Melody 
T. Memita

Bureau of 
Agricultural and 
Fisheries
Engineering (BAFE)

Sugar Center, 
Annex II 
Building 
Extension, 
North Ave. QC

273-2474 local 3351

da. bafe. infoffigmail. com

Marshall Louie 
M. Asis

Bureau of 
Agriculture and 
Fisheries Standard 
(BAFS)

BPI Cmpd., 
Visayas ave., 
Diliman, 
Quezon City

(632) 8928 8756 local 3315

info. dabafsffigmail. com

Rosemarie V. 
Calibo

Bureau of Animal 
Industry (BAI)

Visayas ave. 
Diliman, 
Quezon City

(02) 8528-2240 local 1104

commsffibai.gov. oh

Sophia Anne R. 
Martinez

Bureau of Fisheries 
and Aquatic 
Resources (BFAR)

Fisheries 
Building 
Complex, 
Bureau of 
Plant Industry 
Compound, 
Visayas Ave., 
Diliman, 
Quezon City

09190084622

recordsffibfar. da. gov. nh

Mary Joy A. 
Malvas/ 
Michelle S. 
Fontelar

Bureau of Plant 
Industry (BPI)

692 San 
Andres St., 
Malate, 
Manila

(02) 8353-6976 

infoffibuolant.da.gov.oh

Lolinnie 
Eugenio/ Jose 
Diego Roxas

Bureau of Soils and 
Water Management 
(BSWM)

BSWM Bldg.,
Elliptical
Road,
Diliman, Q.C.

273-2474-3209
273-2474-3207

foiiffibswm.da.gov. oh

Elizabeth 
Hernando/ 
Maria Perpetua 
P. Ocampo

Philippine Rubber 
Research Institute 
(PRRI)

Elliptical 
Road, 
Diliman, 
Quezon City

nrri office®,vahoo.com.nh

ATTACHED AGENCIES
Agricultural Credit 
Policy Council 
(ACPC)

28/F One San 
Miguel Avenue 
Bldg., San 
Miguel Ave., 
cor Shaw Blvd., 
Ortigas, Pasig 
City 1605

(02)8634-3320

info®acnc.gov.nh

Emmalyn J. 
Guinto/ 
Justine Trey R. 
Cubos
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Fertilizer and 
Pesticide Authority 
(FPA)

FPA Bldg., BAI 
Compound, 
Visayas Ave., 
Quezon City, 
Philippines

8920-85-73

iplavag.fpa(«!gmail.com
cvalles.fpa®gmail.com

Ivan P. Layag/ 
Camille-Mai M. 
Valles

National Fisheries 
Research and 
Development 
Institute (NFRDI)

Corporate 101 
Building, 
Mother Ignacia 
Avenue, Brgy. 
South Triangle, 
Quezon City

09502386304

nfrdi.fro(S?gmail.com

Cyrenes
Moncawe

National Meat 
Inspection Service 
(NMIS)

BAI Comp., 
Visayas Ave., 
Diliman, Q.C

(02)8924-7980 loc. 124 & 204

msdcpd(f/!nmis. gov. ph

Krystle 
Angeline R. 
Medrano

Philippine Carabao 
Center (PCC)

Maharlika 
Highway, CLSU 
Munoz, Nueva 
Ecija

(044) 456-0731 to 33

oed(«!pcc.gov.ph

Cecilia C. Abo

Philippine Center 
for Postharvest 
Development and 
Mechanization 
(PhilMech)

CLSU Comp., 
Science City of 
Munoz, Nueva 
Ecija

(044) 456-0282 
4560287

estigovroOivahoo .com

Dr. Rodolfo P. 
Estigoy

Philippine Council 
Agricultural and 
Fishery (PCAF)

DA Bldg., 
Elliptical Rd., 
Diliman, 
Quezon City

(02) 8920-4092

i ez. campanielfSipcaf. da. gov. ph

Jezebel D. 
Campaniel

Phil. Fiber Industry 
Development 
Authority 
(PhilFIDA)

2/F DA New 
Bldg. Diliman, 
Quezon City

(632) 273 2474 Local 2650

oed(2>philfida.da.gov.ph

ATTACHED CORPORATIONS
National Daily 
Authority (NDA)

NDA Central
Office, BAI
Compound,
Visayas
Avenue,
Diliman,
Quezon City

(632) 8926-0733 local 1002 
(632) 8926-0733 local 2008

dairvmail®nda.da. gov. ph 
demelegritofalnda.da.gov.ph 
ieagbavani®>,nda. da. gov.ph

Florelin A. 
Regonay / Danic 
a E.
Melegrito/Ian 
Caro E. 
Agbayani

National Food 
Authority (NFA)

Visayas
Avenue,
Barangay
VASRA,
Diliman,
Quezon City

09171139347

publicaffairs@,nfa. gov. ph

Maria Luisa 
DL. Caroz

National Irrigation
Administration
(NIA)

EDSA, 
Diliman, 
Quezon City

(02) 8921-3741

paisdilnimgovjsh

Eden Victoria 
C. Selva

National Tobacco
Administration
(NTA)

3F 86 4F Ben- 
Lor Building 
1184 Quezon 
Avenue 1100 
Quezon City, 
Philippines

(632) 8372-3185

mis(2),nta. da. gov. ph

Neyo Valdez

Philippine Coconut 
Authority (PCA)

Elliptical Road, 
Diliman, 
Quezon City

(02) 8928-4501 to 09 local 410

cps(Slpca. gov.ph

Joyce Anne D. 
Paderon
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Philippine Fisheries 
Development 
Authority (PFDA)

2/F PC A Annex 
Bldg., Elliptical 
Road, Diliman, 
Q.C

(02)8925-6139

foi.coiSlnfda.gov. oh 
nidi5lnfda.gov. oh
mcchristian.macaranasiSlofda.gov.o
h

Me Christian 
Julius A. 
Macaranas 11/ 
Ali-Jim P. 
Subang

Philippine Rice Maligaya, 0908-866-1763 Guadalupe C.
Research Institute Munoz, Nueva Miranda
(PhilRice) Ecija foiiSlohilrice.gov. oh
Sugar Regulatory Sugar Center 3455-4521 Max Edward C.
Administration Bldg. North Isada
(SRA) Ave., Diliman, 

Quezon City
sani isadaiSlvahoo.com
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ANNEX “E”

FOI Request Form

1898

Republic of the Philippines
OFFICE OF THE SECRETARY
Elliptical Road, Diliman 
Quezon City 1100 
Philippines

PORMULARYO NG KAHILINGAN (FOI) 

���������	������

TITULO NG DOKUMENTO / (Title o f the Document)-.

MG A TAON/PANAHONG SAKLAW / (Year):

LAYUNIN I (Purpose):

PANGALAN I (Name): CONTACT Nos.

LAGDA / (Signature): P E T S A I (Date):

TIRAHAN / (Address): _________________

PARAAN NG PAGTANGGAP NG IMPORMASYON/
(How would you like to receive the information?)

□ E m a il _________________
Q Fax -----------------------------
□ P osta l Address _________________
□ P i c k  -  U pfOffice h ours) _________________________

KATIBAYAN NG PAGKAKAKILANLAN/(Proof of Identity):
Passport N o .______________

Driver's License______________
Other ______________

Gawaing itinalaga kay:

(S ubm itted  to) (Lumagda sa ibaba ng pangalang nakalimbag)

Petsa/Oras ng Pagkatalaga:

(Date /Time of Submission)
Taong nagpapatunay ng Gawaing Natapos: _______________________________
(Certified by) __________________________________

(Lumagda sa ibaba ng pangalang nakalimbag)

Uri ng isinagawang aksiyon:

(Type of action conducted)
Remarks: Iniskedyul ni / (Received by):

FOI Receiving Officer
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DATE

Dear requestor,

Greetings!

Thank you for your request dated <insert data> under Executive Order No. 2 (s. 2016) 
on Freedom of Information in the Executive Branch.

<�$����'$���

You asked for <quote request exactly, unless it is too long/complicated>.

&��!����������$����'$���

Your FOI request is approved. The answer to your request is <insert answer>

Thank you.

Respectfully,

��,�&�#�����-�����#��
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ANNEX “F-2”

FOI RESPONSE TEMPLATE - DOCUMENT AVAILABLE ONLINE

DATE

Dear requestor,

Greetings!

Thank you for your request dated <insert data> under Executive Order No. 2 (s. 2016) 
on Freedom of Information in the Executive Branch.

Your request

You asked for <quote request exactly, unless it is too long/complicated>.

Response to your request

[Some/Most/All] of the information you have requested is already available online from 
<add details of where that specific information can be obtained e.g. data.gov.ph, 
foi.gov.ph or other government websites>.

Your right to request a review

If you are unhappy with this response to your FOI request, you may ask us to cariy out 
an internal review of the response, by writing to <insert name of Secretary and postal / 
e-mail address>. Your review request should explain why you are dissatisfied with this 
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 review request.

If you are not satisfied with result of the review, you then have the right to appeal to 
the Office of the President under Administrative Order No. 22 (s. 2011).

Thank you.

Respectfully,

FOI Receiving Officer
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ANNEX “F-3”

FOI RESPONSE TEMPLATE - DOCUMENT NOT AVAILABLE

DATE

Dear requestor,

Greetings!

Thank you for your request dated <insert data> under Executive Order No. 2 (s. 2016) 
on Freedom of Information in the Executive Branch.

Your request

You asked for <quote request exactly, unless it is too long/complicated>.

Response to your request

While our aim is to provide information whenever possible, in this instance this Office 
does not have [some of]* the information you have requested. However, you may wish to 
contact <insert name of other authority/organization at<insert contact details. Who 
may be able to help you. The reasons why we don’t have the information are explained 
in the Annex to this letter.

Your right to request a review

If you are unhappy with this response to your FOI request, you may ask us to carry out 
an internal review of the response, by writing to <insert name of Secretary and postal / 
e-mail address>. Your review request should explain why you are dissatisfied with this 
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 review request.

If you are not satisfied with result of the review, you then have the right to appeal to 
the Office of the President under Administrative Order No. 22 (s. 2011).

Thank you.

Respectfully,

FOI Receiving Officer
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DATE

Dear requestor,

Greetings!

Thank you for your request dated <insert data> under Executive Order No. 2 (s. 2016) 
on Freedom of Information in the Executive Branch.

<�$����'$���
You asked for <quote request exactly, unless it is too long/complicated:*.

&��!����� �����$����'$���

While our aim is to provide information whenever possible, in this instance we are 
unable to provide [some of]* the information you have requested because an 
exception(s) under section(s) <insert specific section number(s) of the List of Exceptions 
applies to that information. The reasons why that exemption(s) applies are explained in 
the Annex to this letter.

<�$����-.�������'$������ ������

If you are unhappy with this response to your FOI request, you may ask us to carry out 
an internal review of the response, by writing to <insert name of Secretary and postal / 
e-mail address>. Your review request should explain why you are dissatisfied with this 
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 review request.

If you are not satisfied with result of the review, you then have the right to appeal to 
the Office of the President under Administrative Order No. 22 (s. 2011).

Thank you.

Respectfully,

��,�&�#�����-�����#��
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